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Invitation to Provide A Tender

For: 

Employee Benefits
Reference:
WDH/UUF/EMPLOYEEBENEFITS/0528
Contract length; Up to 7 years (84 months).  Term: 5+2 or 5+1+1 – this will be determined by WDH

From 10 5 2021 to 9 5 2026 then optional extensions of plus 2 years to 9 5 2028 (reviewable annually, subject to satisfactory performance and benchmarking by WDH and the requirements of WDH)  
OR 
then optional extensions plus 1 to 9 5 2027 then 9 5 2028 (reviewable annually, subject to satisfactory performance and benchmarking by WDH and the requirements of WDH).

Overview of WDH

Who are we?
We are Wakefield’s biggest housing provider and in the top 20 social housing landlords overall in the UK and have been named one of Europe’s best businesses.  We are much more than bricks and mortar.  We go the extra mile to deliver excellent customer services.  We innovate, create and regenerate with our commitment to the 31,600 properties we own and manage within the Wakefield district.
What are the key things to know about us?

· We are a charitable Community Benefit Society registered under the Co-operative and Community Benefit Societies Act 2014.
· We are a housing association formed in March 2005, regulated by the Regulator of Social Housing (RSH).
· We are also a charity administered by a voluntary Board.  We have a commercial subsidiary, WDH Solutions and a joint venture, Bridge Homes (Yorkshire) LLP.

· We manage and service more than 45,000 properties including homes for rent, leasehold and shared ownership properties, increasing service coverage to over 15,500 square km of northern England.

· Our business model is to deliver growth and efficiencies by expanding on core business activities outside the Wakefield district to increase our social dividend for the benefit of the 31,600 properties we own and manage within the Wakefield district.

· We maintain more than 2,199,000 square metres of grass, 80,224 square metres of planting beds, 17,298 metres of hedges and 29,131 trees.

· To preserve our core business, we have invested over £1bn in Wakefield over the last 12 years and will invest over half a billion pounds in the next five years in our defined economic footprint.

· Housing assets generate core turnover in the region of £158m a year, supported by a rapid growth of diversified commercial activities that create significant contributions for reinvestment.

· Through over 35 independent living schemes, we provide accommodation and support for older and vulnerable people.

· We employ 1,420 people, including a multi-skilled workforce of over 450 operatives who maintain properties and build new homes. 

· We deliver services and provide support 24 hours a day, every day.  Our customer contact centre, OneCALL, receives an average of 5,300 calls each week.  

· Our Care Link Telecare Service provides 24-hour peace of mind and home support for over 15,000 older or vulnerable people. 

· Over 92% of stakeholders say they are satisfied with the working relationship they have with us and our customer satisfaction score is 87.9% on the TLF Satisfaction Index.

The Board has between seven and 11 members and is responsible for setting the overall strategy, deciding the policies and reviewing performance of existing strategies.  It is legally accountable for the ownership of our properties and running the organisation.  Its members change from time to time. 
Awards and accreditations

Below are some of our awards and accreditations.  Many of these are maintained and renewed on an annual basis.
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What is our brand?

We have developed a brand that is associated with excellence, quality and trust and helps to communicate our Vision - to create confident communities. 

It is essential that we protect our brand therefore a corporate style guide has been created to achieve this.   We have also built good relationships with local, regional and trade press as well as with key stakeholders and partners who will help us to achieve our Vision.

What is our Vision?
We have a Vision to create confident communities through investment in people, properties, places, and improved performance.  The Vision sets out our Strategic Objectives, our ambitions for the future, and the priorities that will help us achieve our aim of delivering promises, improving lives and creating confident communities.  There are three, rolling five-year milestones that support the achievement of our Vision:[image: image1.jpg]



2025
Make real change through social outcomes

through working collaboratively and inclusively to deliver services people want.
2030
Improving lives through the creation of social enterprises

through the promotion of self-sufficiency by investing in tenant led businesses.
The Vision is underpinned by an annual Corporate Planning Framework and each year we review the actual and potential influences on the delivery of our Vision milestones.  This includes a review of our next year’s priorities, targets, and outcomes, which are then presented to our Board in conjunction with our annual financial plan.  This is set out in our Delivering the Vision document.

What is our Mission?
To inspire, transform and promote excellence.

What are our Values?
To be creative, inclusive, and work with integrity.

WDH ‘Core Area’
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To find out more go to www.wdh.co.uk

Invitation to Provide A Tender

Bidding Guidance Notes

Wakefield and District Housing Limited (WDH) invites tenders for the provision of Employee Benefit services to the company. 

Should a person proposing to submit a tender be in doubt as to the interpretation of any part of this Invitation to tender, or the attached documents, then you should raise a clarification using the Etendering ProContract system. 

Tenders will be received up to 12 noon on Thursday 1st April 2021 by electronic means only through the Proactis (formerly Due North) ProContract Electronic Tendering System.  

Requests for clarification by tenderers wishing to clarify any aspect of WDH's requirements prior to submitting their bid must do so by submitting their question(s) using the messaging functionality within the ProContract e-tendering system.  Any such requests for clarification must be submitted up to 12 noon on Thursday 25th March 2021.
Tender Notes:

1) 
All tenders will be subject to the terms and conditions of contract provided as a separate document within the electronic tender pack.  The final contract will be formed (following completion of the evaluation process and award) with the successful Employee Benefit’s provider utilising the procurement process documents and information.  This will be consolidated into a single document for the parties to sign, utilising, for example, appendix 1 specification, appendix 3 schedule of tendered prices, appendix 4 WDH terms & conditions (including DPA), and appendix 8 offer of agreement. 

2) 
WDH does not bind itself to accept the lowest bid for this requirement or any one tender in its entirety and reserves the right to accept a portion of any tender, unless a supplier expressly stipulates otherwise on the tender return. The right is also reserved to appoint more than one supplier for the business.


Affordability is a key consideration and WDH reserve the right not to award a contract if it is deemed (by WDH) that tenders received are not affordable.

Furthermore, WDH also reserve the right to suspend or cancel the whole procurement process at any time or to agree not to award a contract.
3) 
Unless otherwise indicated, this Tender and any accepted offers shall be deemed to form an enabling agreement between you and WDH.  A contract shall only be deemed to exist upon the receipt of a separate purchase order or written individual authority of intent placed by WDH against the Agreement.

4) 
Any quantities or values quoted are for guidance only unless specifically indicated otherwise and no express or implied statement is given that these will be met or exceeded.

5) 
Prices quoted by you shall be exclusive of taxes but in all other respects inclusive of all additional costs of supply or service provision.
6) 
Tenders will be assessed and awarded based on the evaluation criteria detailed within the ‘evaluation and award process’ section below.

7) 
Other contracting authorities will be entitled to purchase against the resulting enabling agreement/s at a future date although any volumes or values included within this document or provided as part of the procurement exercise are those solely of WDH unless otherwise stated.

The following legal entities and their successors or assigns shall, where a finalised contract is agreed between WDH and the successful bidder(s), be entitled to utilise the full contract scope in its entirety and/or-equal terms where the subject matter of the tender does not preclude that:
Wakefield and District Housing Limited,

Merefield House, Whistler Drive, Castleford, WF10 5HX

United Kingdom

http://www.wdh.co.uk/

Community Benefit Society Registration Number 7530. 

WDH Solutions Limited

Merefield House, Whistler Drive, Castleford, WF10 5HX

United Kingdom

Company number 05802087

Bridge Homes (Yorkshire) LLP

Merefield House, Whistler Drive, Castleford, WF10 5HX

United Kingdom

Company number OC394414

Registered Providers as defined by the Housing and Regeneration Act 2008 and who also act as Bodies Governed by Public Law within Regulation 3(w) of the Public Contracts Regulations 2006 SI2006/5 (as amended) and are currently registered on the Register of Providers of Social Housing http://www.homesandcommunities.co.uk/ourwork/registrations-and-de-registrations and regulated by the Homes and Communities Agency (HCA)

Local authorities as defined by the Government on the Gov.UK website Local Council Directory.

http://www.direct.gov.uk/en/Dl1/Directories/Localcouncils/AToZOfLocalCouncils/index.htm 
If you are unable to make these arrangements available to any of the organisations above, this should be highlighted in any submission you make.

8) 
Any electronic tender submission received after the deadline stated above will not be considered 
9)  
All documentation must be provided and any costs incurred by the tenderers during the procurement process must not be passed on to WDH. This includes, but not limited to, tender documentation, attendance of clarification sessions, etc.  The costs of submitting a bid and any costs associated with responding to the legitimate requirements of WDH in relation to a bid shall at all times be borne by the tenderer.  WDH will under no circumstances pay any tenderer costs associated with the tendering process (including if the procurement process is terminated or amended by WDH) but shall take full responsibility for its own tendering costs however so incurred.

10)
Where Word or Excel format documents have been issued for completion, these should be returned in this format and not in other formats, for example, in pdf format, unless a pdf is supplied in addition to the format which the document was originally issued.

12)
WDH reserves the right (at their discretion) to seek further clarification or documents in relation to any submission made by tenderers, to conduct site visits, hold interviews, etc., to satisfy WDH as to the accuracy of the statements made in the various Tender submissions and subsequent discussions in order to inform itself of the ability of any tenderer to deliver the required service before any contract award.

 13)
It is important to fully answer all the questions within this document and provide supporting documentation where applicable.  Please read all guidance notes within this document carefully as all responses and submissions provided may form part of the contract should the applicant subsequently be successful.  

NB. Please do not send originals of any documentation because they cannot be returned.
14)  
Any information and/or documents submitted as part of this process must relate to the applicant only. The applicant must be the organisation, which it is proposed will enter into a formal contract with WDH, if they were awarded a contract.
15)  
Language: English: questions should be answered in English and all supporting documentation should be in English.
Governing Law and Jurisdiction: This ITT and any disputes concerning it (including non-contractual disputes or claims) shall be governed by English law and subject to the jurisdiction of the English courts.
Bidding Pack Checklist

You should have received the following listed documents in your electronic bidding pack for this requirement. Before proceeding further, please check this and assess what you are required to now do to respond by the due date for submissions. 

	Further Completion Notes for Bidders

	See earlier notes on scoring at point 6 and add detail underneath or add as an attachment. 




Specification 
	Further Completion Notes for Bidders

	Please refer to appendix 1



Anti Collusion Declaration

	Further Completion Notes for Bidders

	Please refer to appendix 2 (separate document)




Schedule of Tendered Prices

	Further Completion Notes for Bidders

	Please refer to appendix 3 (separate document)




WDH Contractual Terms of Business (Including DPA)


	Further Completion Notes for Bidders

	Please refer to appendix 4 (separate document) – this also includes a DPA (Data Processing Agreement) in schedule A which the successful tenderer will need to complete and sign and also need to sign at clause 64.



Standard Selection Questionnaire

	Further Completion Notes for Bidders

	Please refer to appendix 5 – within this document and fully complete the various sections.



Non-Compliance Statement
	Further Completion Notes for Bidders

	Please refer to appendix 6 (separate document)




Further Business Terms
	Further Completion Notes for Bidders

	Please refer to appendix 7 (separate document)




Offer of Agreement.
	Further Completion Notes for Bidders

	Please refer to appendix 8 (separate document)
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Appendix 4
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Appendix 8
Tenderers should return the following documents in the format requested:

· A full written response to the Appendix 1 tender specification requirements;

· Appendix 2 duly completed;

· Appendix 3 fully completed;

· Appendix 4 duly completed;
· Appendix 5 fully completed;
· Appendix 6 duly completed;
· Appendix 7 duly completed;
· Appendix 8 duly signed (i.e., the first part NOT the WDH “Acceptance of Agreement” part).
Please refer to Appendix 1 Specification document ‘written response to the Invitation to Tender and summary of the response requirements’ in relation to what WDH expect you to return to us located on Page 31.
Evaluation and Award Process 







This procurement is being undertaken under an Open Procedure in order to determine which tenderer will provide the Employee Benefit core services including but not limited to;

· Employee Discounts scheme.

· Cycle to Work Scheme.

· Childcare Voucher Scheme
· Financial wellbeing scheme.

· Wellbeing Scheme

Within Appendix 5, Standard Selection Questionnaire (SQ) there are a series of pass/fail criteria, further information about the evaluation process element of Appendix 5 (SQ) is detailed within the ‘Evaluation Criteria and Selection Process’ section of Appendix 5.  However, please note that If your response to any pass / fail section is deemed a ‘Fail’, your tender submission may be eliminated.  
The Successful Tenderer will be the Tenderer providing the most economically advantageous offer to WDH on the basis of the award criteria below.

The Tenders will be assessed on a price and quality weighted scoring system. WDH will not pay or reimburse Tenderers for costs or any expenses incurred by the Tenderers associated with the completion of documentation submitted as part of this tender process.

As part of the award process, Tenderers are asked to provide responses which cover the criteria response to the specification detailed within Appendix 1 considering the points available for each element.  

WDH reserves the right to request further details, for example, of reference sites and/or undertake visits in support of this evaluation where deemed necessary.
	Price 
	

	Overall Cost / Rates
	

	The score will be based on the information provided in Appendix 3 (Pricing Schedule) for the provision of services outlined in the Specification in Appendix 1.

	

	Note:  The lowest priced bid will attract full marks.  All other bids will be awarded marks in proportion to the price differential when compared to the lowest priced bid.  


	

	Overall cost for the Services (clearly showing VAT is applicable, etc.) based on the costs detailed by tenderers in their responses in Appendix 3, which should be fully completed by bidders. Please note: WDH reserves the right, where appropriate, to evaluate bidders’ proposals to incorporate any Bid Alternative WDH considers to be of interest.

	

	Cost The cost to provide the outlined service (excluding VAT) including options (if required).
	50%

	Sub Total
	50%

	Quality: Response to Specification 
	

	Note:  The Specification is outlined in Appendix 1, including the response to specification requirements. 

	

	Service Delivery

	20%

	Adherence to Specification

	15%

	Customer Relationship

	5%

	Contract Management

	5%

	Added Value Services

	5%

	Sub Total
	50%

	
	


	Response to ITT Clarification Session 

	Respondents to this Invitation to Tender may be invited (short-listed where WDH deems appropriate) to a response to ITT clarification/discussion session.    It is currently envisaged that this session, subject to confirmation, may be held on Thursday 15th and Friday 16th April 2021 using Microsoft Teams (including use of the session recording facility). Time slots for individual respondents will be notified.  Where necessary unscored presentations may be included as part of the clarification process but will be agreed prior to any session.

	The objective of the ITT clarification session is to achieve clarification from respondents to the ITT though questions in relation to various areas of their bid.  Whilst this session is not being used as an award criterion in itself, WDH reserves the right to update the scores allocated against the award criteria outlined in the ITT from information supplied at the clarification session. 
All qualitative scores will be collated and form part of a moderation sessions with the evaluation panel, culminating in a final score for each section. These scores will be added together to provide an overall qualitative score for your bid. 


	Note:  Supplementary questions emanating from the information provided at the session will also be asked.

	Grand Total
	100


Where scores are to be awarded (for non-pricing criteria), the following scoring matrix will be used.
	Score
	Description

	0 = Inadequate
	Have not answered the question or the response is completely inappropriate and does not meet the required standard of service or the requirements/criterion in any way.

	1 = Below Average Response
	The question/criterion is only partly answered, and the response is not detailed or backed up with evidence or information concerning the ability to meet the required standard of service or the requirements/criterion. Gaps and concerns exist in numerous areas and/or at least one is determined to be critical to the requirements/criterion.    

    

	2 = Average Response
	The question/criterion is generally covered but the response is not fully detailed or backed up with evidence that clearly confirms and displays evidence or information, concerning the ability to meet the required standard of service or the requirements/criterion. Gaps and some areas of concern may be noted but these are not considered critical to the requirements/criterion.

	3 = Good Response
	All aspects of the question/criterion are covered, and the response is fully detailed or backed up with evidence that clearly confirms and displays evidence or information concerning the ability to meet the required standard of service or the requirements/criterion. Meets overall the requirements/criterion.

	4 = Excellent Response
	All aspects of the question/criterion are comprehensively covered with a high level of relevant supporting information and backed up with clear and detailed evidence concerning the ability to meet the required standard of service or the requirements/criterion. Fully meets and could exceed the requirements/criterion.




Pricing
Tenderers should complete Appendix 3.
Subject to an otherwise compliant bid this will be scored as follows:

Lowest bid price / individual bid price x 50.

For example, if the lowest price were £100,000 then this would score 50 points.

If the next bid were £120,000 then this would score 50 points.

All responses will be scored (except Pricing) using the following scoring matrix multiplied by the indicated weighting factor from the above tables.

If a score of 0 is applied for any of the scored sections of a submission, the submission may be rejected, and the Applicant will be eliminated from the tender process.
If a score of 1 is applied then ¼ available marks for that question will be awarded.

If a score of 2 is applied then ½ available marks for that question will be awarded.

If a score of 3 is applied then ¾ available marks for that question will be awarded.

If a score of 4 is applied then all available marks for that question will be awarded.

Where there is more than one pricing sub criteria element, each element will be scored based on this scoring methodology for each of the elements based on the weighting stated.
Appendix 1

Tender Specification

Procurement Timetable
A provisional timetable for this procurement is provided below.  Whilst WDH will endeavour to remain as close to the timetable as possible it is important to note that this may be subject to change.

	Invitation to Tender (ITT) issued
	23 February 2021

	Final Requests for Clarification by Tenderers
	12 Noon 25 March 2021

	ITT closing date
	12 Noon 1 April 2021

	Tender Evaluation
	1 April – 23 April 

	Response to ITT Clarification Session (If required)
	15 and 16 April 2021

	Contract Award Notification
	23 April 2021

	Standstill Period
	23 April – 6 May 2021


Introduction

WDH are looking for an Employee Benefits Platform that our employees will find engaging and simple to use.  It is our intention that the platform will act as a hub for our staff, providing them with a one stop shop where they can access all their benefits. 

It is our vision, that the Employee Benefits platform will support the wider HR strategy of recruiting and retaining our most valuable asset.  To deliver this, the Employee Benefits Platform will need the capability to host a range of benefits (including those not currently provided by the Successful Tenderer and present these in a clear, accessible and engaging way. 

The tender specification below outlines the ‘core platform requirements’ and the ‘additional employee benefits’ that we are interested in housing on the platform.  The specification also outlines what we are seeking from the discounted shopping scheme, the Successful Tenderer, and the administrator functionality/capability. 

Core and Additional Requirements

The ‘core platform requirements’ are for the provision of:

· an employee benefits platform: with ability to access through a smart App. 

· discounted shopping schemes, included but not limited to;
· Cycling to work.
· Childcare vouchers.

· Total reward statement

· Wellbeing service including but not limited to health mind and financial wellbeing services.
We are also interested in housing ‘additional benefits’ on the platform and we may, from the outset or at any point throughout the resulting contract term, consider incorporating some or all of these into the platform.  However, no guarantee can be given that any of these benefits will be awarded to the successful supplier.

The additional benefits that we are interested in housing on our platform are:

	· Holiday trading.

· Car leasing (ultra-low emissions);

· Payroll giving.

· Recognition.

· Health cash plans. 

· Gym memberships.

· Private healthcare.


	· Technology.

· Payslips.

· Financial education.

· Award nominations.

· Care packages; and

· Will writing.


Within your tender submission, please can you describe how many of the above requirements you are able to fulfil and, where applicable, provide further details including any additional costs by completing the attached pricing grid. 

Please also detail any costs that may be incurred by housing and/or integrating our benefits onto the platform.

The Employee Benefits Platform

Our vision is that the employee benefits platform will be accessible, engaging and easy to use for our employees with the ability to easily access through a Mobile Application. To achieve this, the platform and mobile application must include but not be limited to:

The Employee Benefits platform shall be available 24/7, 365 days a year and have the following features;

· be customisable, for example branded in our corporate colours and logos.

· have the ability to be renamed, for example WDH Rewards.

· have a bespoke web address.

· be able to host/embed videos.

· have the capability to host our own benefits (beyond those provided by the successful supplier of the ‘core platform’);

· have the capability to present the benefits in clear categories, such as Health and Wellbeing, Financial etc;

· be available through multiple devices; and

· be mobile responsive.

· Must be a secure system and include a process to ensure that employees registering as Users on the system are verified employees of WDH.
· Shall provide the option for Users to access the benefits portal and to receive communications and marketing using a personal email account. Use of a personal email account shall be permissible only after the user has been verified as an employee of WDH.

· Shall provide the options for Users to opt out of any communications from the Successful Tenderer.
· Be configured to protect against fraud and that there is an option for WDH to make system adaptations to meet organisational needs.
· Be capable of hosting total reward statements which must be updated automatically with the value of any savings or cashback received and the value if any tax or national insurance (NI) savings.
· Shall clearly display use of any cookies and an explanation of the meaning and working of cookies.
· Shall clearly state helpdesk contact detail prior to login who are able to resolve queries.

· Shall be capable of providing email confirmation to the User of the benefits selected and any transactions.

· Shall be capable of displaying options so that they are clearly visible and displayed in a way that makes options clear and easy to compare.
· Shall be capable of providing an online audit trail to track the activity of Users.
· Shall be capable of setting a limit on the value of vouchers which can be ordered in accordance with WDH policies.

· Shall be capable of storing documents related to the individual, for example cycle to work agreements.

· Shall be capable of storing policy documents on the platform.

· Shall be capable of allowing employees to rate pages.

· Shall be capable of promoting engagement through regular competitions.

· Shall be capable of integrating request forms into the platform, for example the retirement voucher request form.

· Shall be capable of developing an online booking tool, such as for physiotherapy appointments.

· The Successful Tenderer shall ensure that documentation is readily available for the employee to view and/or print at nil cost and a copy must be available to WDH as requested.
In your tender submission, please detail how you meet the above requirements, including the extent to which we can customise the platform and how colleagues can easily access the platform. 

Within your tender submission, please can you describe how many of the above requirements you are able to fulfil and, where applicable, provide further details including any additional costs. 

Please provide within your tender submissions a Username and Password for WDH to utilise a demonstration of the website and mobile application. This will be evaluated in line with the evaluation criteria located above. 
The Successful Tenderer shall ensure that the Employee Benefits Platform has the capability to allows WDH to allocate administrator role which may include but not limited to;

· Registering / Deregistering Users

· Approving User Requests
· Amending User Personal Details

· Viewing Management Information / Dashboard Data

The Successful Tenderer shall provide an Employee Benefits Platform with a secure single sign on functionality to enable access to all the benefits. The service shall be closely integrated with WDH Intranet systems to ensure a simple seamless journey for Employees. Access control will be provided through a link to the WDH Azure Active Directory. This will provide authentication allowing single sign-on.
The Successful Tenderer shall ensure that the Employee Benefits Platform is accessible by Employees via the Internet from work or home locations and via apps on mobile devices, Laptops, and tablets, and shall be adjusted according to the device for easy navigation.

Access to the Employee Benefits Platform shall be through all internet browsers. The Successful Tenderer shall monitor access to ensure that Employee Benefits Platform is accessible using any new technology that becomes available.

The Employee Benefits Platform shall adhere to the principles outlined in the Government Service Design Manual, NCSC Cloud Security Principles. If the Successful Tenderers Employee Benefits Platform contains web access for employees, appropriate controls must be in place to ensure that the individual employees are only able to access and review details of their own benefit arrangement. It must be possible to limit access to the Employee Benefits Platform, services and application by function and role.

The Successful Tenderer shall ensure full User testing is undertaken with WDH to ensure that the platform is fully operational and meets WDH requirements.   
Please Provide within your tender submissions how you will implement this process including timescale and cross reference against any additional costings located within Appendix 3.     

The Successful Tenderer shall ensure that scheduled system maintenance and system upgrades are implemented as soon as is practicable. Maintenance and system upgrades shall be provided by the Supplier at no additional cost, shall occur outside the hours of 07:30 to 20:00 GMT (or BST as appropriate) Monday to Friday; and shall be tested via the WDH networks prior to the upgrade version release going live. The Successful Tenderer shall inform WDH of the key benefits of system upgrades as appropriate and in advance of the action being taken.  
The Successful Tenderer shall ensure that notification of scheduled maintenance, system upgrades, system downtime and disaster recovery is provided to all WDH lead contacts which will be provided at the Contract Implementation Meeting. A message shall be placed on the Employee Benefits Platform at least 2 weeks in advance of the action taking place, followed by a subsequent reminder 24 hours prior to the upgrade to active Employees.

The Successful Tenderer shall, if any supporting action is required by WDH to assist the Successful Tenderer with a system upgrade, provide full details of the required assistance at least 2 weeks in advance.  

Discounted Shopping Scheme

The discounted shopping scheme should include but not limited to:

	· Instant voucher including QR/Barcode on Mobile Applications
· Cashback

· Instant Discount Codes

· re-loadable cards


	


We consider the provision of instant discounts important in creating a positive perception that the scheme is accessible, timely and easy to use. 

Within your tender submission, please provide details of how you meet the above requirements.  Please detail how many instant discounts are available through your scheme.
Please state if there are any minimum voucher order requirements and outline the arrangements/timescales for withdrawing any cashback accrued.

It is important that the scheme clearly differentiates between instant discounts, cashback and re-loadable cards/vouchers and any associated terms and conditions.  Within your tender response, please explain how you do this. 

Whilst it is acknowledged that the discounts offered will change over time, please can you provide the current discounts offered for the following retailers as a minimum.

	1. Curry’s/PC World.

2. B&Q.

3. ASDA

4. Sainsbury.

5. Tesco
	6. TUI.

7. Argos.

8. Marks & Spencer.

9. Boots.

10. John Lewis 


Through the discounted shopping scheme, we are also interested in:

· the ability to register debit cards for automatic cashback.

· the ability for colleagues to easily get discounts at multiple retailers.

· tailored offers to the individual.

· tailored offers based on demographics.

· tailored offers are based on an individuals' spending history.

· showing individuals' favourites.

· showing collective favourites.

· the employee being able to customise their homepage.

· awarding credit to the account and/or colleagues being able to request vouchers through the platform, such as for long service/retirement awards.

· the potential for partners/family/friends to access the scheme.

· the number and breadth of retailers on the scheme.

· order history memory – to make buying easier.

· a corporate discounted shopping account; and

· the potential to allow tenants to access a discounted shopping scheme.

Within your tender submission, please can you describe how many of the above requirements you are able to fulfil and, where applicable, provide further details including any additional costs. 
Response Times 

For requests made on Instant Vouchers including QR/Barcode on mobile applications and Instant Discount Codes which are made within and outside normal working hours the Successful Tenderer is required to respond and action requests immediately and the Employee should receive these within 1 hour of ordering.

For requests which are made on Cashback and re-loadable cards within and outside normal working hours the Successful Tenderer is required to respond and complete requests within 72 working hours of notification.

Please provide within your tender submission how you will adhere to these timescales.
Cycle to Work Scheme
To promote healthier journeys to work and to reduce environmental pollution, the 1999 Finance Act introduced an annual tax exemption, which allows employers to loan cycles and cyclists’ safety equipment to employees as a tax-free benefit. The exemption was one of a series of measures introduced under the government’s Green Transport Plan. 

The exemption removes the tax charge that would otherwise apply to cycles and cyclists' safety equipment loaned to employees provided the following conditions are met: 

· ownership of the equipment is not transferred to the employee during the loan period.
· employees use the equipment mainly for qualifying journeys; i.e., for journeys made between the employee's home and workplace, or part of those journeys (for example, to the station), or for journeys between one workplace and another
· the Cycle to Work Scheme is made available equally to all employees to WDH. 

The Cycle to Work scheme allows employees to use Salary Sacrifice to vary their contract of employment to give up part of their salary in return for cycles and cyclist safety equipment. This means that employees legally agree to receive less pay in exchange for the equipment. 

The Successful Tenderer shall implement, manage, administer and maintain through innovative and fully automated systems, a simple to operate, comprehensive Cycle to Work Scheme from registration of new joiners and the pre-ordering activity, to ordering cycles and safety equipment, provision of a wide range of cycles and safety equipment via retail outlets or online order, and ultimately collection and disposal of unwanted cycles. 

The Successful Tenderer shall offer a full range of cycles including electric, road, mountain, folding and hybrid cycles (Children’s cycles should not be included), together with appropriate safety equipment with consistent competitive pricing across all outlets. All equipment should be accompanied with a minimum of a 3-year warranty. 

The Successful Tenderer shall ensure that the length of period of the equipment loan is flexible (12, 18 or 24 months etc) as specified by WDH. 

The Successful Tenderer shall ensure that as cyclists' safety equipment is not defined in the legislation a common sense approach should be taken to the equipment provided. This shall include:  

· cycle helmets which conform to European standard EN 1078  
· Bells and bulb horns 
· Lights.
· Mirrors and mudguards to ensure riders visibility is not impaired.  
· cycle clips and dress guards  
· panniers, luggage carriers and straps to allow luggage to be safely carried.
· child safety seats  
· locks and chains to ensure cycle can be safely secured.  
· pumps, puncture repair kits, cycle tool kits and tyre sealant to allow for minor repairs.  
· reflective clothing along with white front reflectors and spoke reflectors.  

The Successful Tenderer shall ensure that it offers cycles and cycle safety equipment to enable WDH to meet their obligations under the Equalities Act 2010.
The Successful Tenderer shall ensure that the scheme complies with the Department of Transport Guidelines and operates in accordance with all relevant legislation.
The Successful Tenderer shall provide employee information packs to help explain the scheme process together with relevant forms and general information. 
The Successful Tenderer shall provide a pre-sales service which includes allowing employees to view the cycles and to test-ride them in advance. 
The Successful Tenderer shall provide advice on the options available to employees and information on any associated costs at the end of the loan period in respect of returning cycles and equipment or the transfer of ownership of the cycles and equipment to employees. 
The Successful Tenderer shall ensure that warranty and servicing is consistent across a particular retailer’s outlets in accordance with their warranty and servicing policies. 
The Successful Tenderer shall ensure that cycles and vouchers for cycles are provided directly to employees within a reasonable time scale as agreed at Contract Implementation Meeting.
The Cycle to Work should allow employees to order a new bike, equipment or both up to the value of £1,000.00. The Successful Tenderer facilitates the transaction and running of the scheme. 
The full process by all parties can be located within Annex B
Please Provide within your tender submissions how you will implement this process and cross reference against any additional costings located within Appendix 3. 
Response Times 

For requests which are made within normal working hours the Successful Tenderer is required to respond to requests within 24 hours of notification.

For requests which are made outside normal working hours the Successful Tenderer is required to respond to requests within 24 hours of notification.

Please provide within your tender submission how you will adhere to these timescales

In such cases where the response time is exceeded the Successful Tenderer will notify WDH in writing and provide a full explanation which details why the response time was exceeded.  Such notification must be received by WDH no later than close of business on the next working day following the day of the call out in question.

Childcare voucher Scheme 
The Childcare Voucher Scheme allows employees to use Salary Sacrifice to vary their contract of employment to give up part of their salary in return for childcare vouchers. This means that employees legally agree to receive less pay in exchange for vouchers. The childcare vouchers can then be used to purchase childcare at a number of approved childcare providers nationwide. 

The Successful Tenderer shall provide childcare vouchers to employees transferring from other Suppliers’ schemes under previous contracts and to any eligible new employees. 

The scheme shall remain open to WDH existing employees who are based in a number of different locations. 

The Successful Tenderer shall note that from 4 October 2018 the Childcare Voucher Scheme closed to new entrants (except TUPE/COSoP cases) and was replaced with the Tax-Free Childcare (TFC) Scheme.
The TFC Scheme will be self-administered and no employer payroll assistance (as provided on the existing system) will be provided.
Employees who move to a new employer after 4 October 2018 will be considered to have left the current scheme and will be unable to move to an Employer-Supported Childcare (ESC) voucher scheme.
Employees registered under the current scheme prior to the introduction of the tax-free childcare scheme can continue using it until the September following the child’s 15th birthday or 16th birthday (in the case of a disabled child) and for as long as their employer offers it. A parent who is already in the Employer-Supported and Childcare Voucher schemes before it has closed to new claims can continue to use it for as long as they have any eligible children.  New Users are no longer able to register for Employer-Supported Childcare Voucher schemes. 

The Successful Tenderer shall provide continuity of the voucher scheme service to employees that move into their organisation via TUPE / COSoP. WDH will provide details of new employees with protection and Suppliers shall be required to set up and process all employees requests to ensure continuity of vouchers.  
The Successful Tenderer shall ensure that the above is clearly stated on all documentation explaining the legislative changes that happened on 4 October 2018.
The Successful Tenderer shall provide through a fully automated system, a simple to operate, comprehensive childcare voucher scheme for employees. This shall include the issuing of vouchers, variations and refunds.
The Successful Tenderer shall provide childcare vouchers covering all types of childcare provisions including but not limited to:

· child minders
· nurseries
· pre-schools
· after school clubs

The Successful Tenderer shall ensure that the scheme is operated in accordance with all relevant legislation and HMRC Guidance.
The Successful shall be responsible for setting up personal accounts for employees participating in the scheme. 
The Successful Tenderer shall provide vouchers to employees in the form of e-vouchers or paper vouchers, redeemable at their chosen childcare provider. WDH shall confirm to the Successful Tenderer whether they will require e-vouchers or paper vouchers.
The Successful Tenderer shall manage the administration of leavers from the scheme who are moving to tax free childcare. 
The Successful Tenderer shall ensure that controls and procedures to provide replacement vouchers and/or refunds for unused vouchers are in place. 
The Successful Tenderer shall have in place a system to replace any vouchers not received by the employee within three working days of being advised by the employee that they have not received them. This service shall not incur any costs for WDH or the employee.  

The Successful Tenderer shall ensure that WDH will not be liable for non-payment of fees to childcare providers by the Successful Tenderer or by the employees.  
The Successful Tenderer shall inform WDH via a quarterly report of all instances where vouchers have been issued incorrectly for any reason, what the remedies were, how long it took to correct matters, and the impact.  

The Successful Tenderer shall have in place provisions for WDH to regain uncashed overpayments when employees have left employment.

The Successful Tenderer shall in the event of a request received from an employee to withdraw from the scheme, make the necessary changes to enable exit from the scheme and refund monies quickly and efficiently, from the unused vouchers to the Buyers. 

WDH currently have a large number of employees on the former child voucher scheme. This scheme ended on the 4th of October 2018 to all new applicants. 
Please Provide within your tender submissions how you will implement this process and cross reference against any additional costings located within Appendix 3. 
Wellbeing and Financial Wellbeing Services 
The Employee Financial Wellbeing Scheme will deliver financial education to WDH employees, supported by a range of products and services to help employees take control of their finances to help assist with employee wellbeing. 
The Successful Tenderer shall provide through a fully automated system, a simple to operate scheme for members to view, access and select financial wellbeing education and products.
The Successful Tenderer shall introduce a scheme to support employee financial wellbeing by helping to build financial knowledge, confidence, and resilience through the following initiatives: 
· financial education and planning resources.
· debt management products and services

· low-cost borrowing 
· savings and investment products and services 
The Successful Tenderer shall provide financial education and signposting only.  Financial advice is out of scope of this Agreement.
The Successful Tenderer shall have experience of working collaboratively with other Suppliers of financial services, in particular credit unions.
The Successful Tenderer shall ensure that provider of financial wellbeing products and services shall be registered and regulated by the Financial Conduct Authority, and the Information Commissioners Office under the Data Protection Act. 
The Successful Tenderer shall provide employees with access to a variety of financial education information, resources, and online tools, for example budget planner, which can be personalised to an individual’s specific goals. The Supplier shall also give WDH the opportunity to run onsite financial education. As a minimum the content shall cover topics such as:
· money basics
· credit and borrowing
· Saving and investing
The Successful Tenderer shall provide employees with access to a debt consolidation facility that:
· enables reduced monthly debt repayments.
· allows employees to consolidate debts.
· offers rates that are better than available from UK high street banks.
· has FCA approval to pay lenders directly.
· allows debt consolidation payments to be made directly from salary.
· provides transparency and flexibility.
· provides an employee-friendly experience.
Please provide within your tender submissions how you will implement this process including timescale and cross reference against any additional costings located within Appendix 3. 
The Successful Tenderer 

We consider a timely and effective support infrastructure to be an essential part of ensuring positive experience for our employees. 

We would expect a clearly publicised telephone and online support service to be available both during and outside of working hours (including weekends).  In your tender submission, please detail the support infrastructure you offer, including any minimum levels of service that you would guarantee. 

We will require timely and effective account management support to help resolve issues, promote the scheme and drive engagement. 

As part of the platforms launch, we will be looking to communicate with all of our employees, educating and engaging them in the platform.  Post launch, we are committed to maintaining and increasing engagement. 
Please submit details with your bid which explains how, if successful, you could assist WDH with any such engagement activity.

Please outline in your tender submission an implementation plan detailing how and over what timescale you would facilitate WDH’s access to the platform and any associated services, and how you would help WDH to educate and engage our diverse workforce (online and offline) when launching the platform and also what ongoing support and tools you can provide us with to pro-actively maintain and increase engagement.

We will require reporting functionality that demonstrates:

· the number of users that have registered with the scheme.

· how much is being spent by colleagues.

· how much is being saved by colleagues.

· what device people are accessing the scheme on; and

· most popular retailers.

We would also be interested in reporting that would show:

· how many people are actively engaging with the scheme?
· the percentage of users that are registered against our headcount.

· average saving per person.

· employers National Insurance Contribution savings.
· Our return on investment; and

· reporting by age, gender, team, and grade.

Can you please describe within your tender submission how many of the above requirements you are able to fulfil and, where applicable, provide further details of any additional reporting functionality that is available. 

In terms of system administration, we would like the ability to manage the scheme’s membership.  The system will require the functionality to add and remove members instantly on both an individual and group basis.

Data Security and Information Security
The Successful Tenderer  to offer all users a ‘terms of use’ document that are fair and transparent. A copy to be supplied to WDH as part of the tender response.

The Successful Tenderer must be certified to ISO27001, Information Security Management Standard, or similar, and provide assurances to that effect.

The Successful Tenderer shall provide details of a business continuity plan and recovery schedule, including detailed response times for rectification and recovery of system operability in the event of an unplanned system failure.

The Successful Tenderer shall provide an ‘exit plan’ that allows WDH to move to an alternative supplier in an orderly manner, subject to the relevant termination and end of term clauses. The exit plan shall include details of how user data will be supplied to WDH or the alternative supplier and how data will be deleted by the supplier once the relationship comes to an end.

The Successful Tenderer will be required to complete a full GDPR disclosure. 

The security of our employees’ data is of paramount importance to us.  The successful supplier will hold confidential personal data about our employees. Any data provided to the successful supplier must be kept confidential and dealt with in accordance with the relevant legislation and in line with WDH Data Protection Policy located within Annex A.
Within your tender response, please detail the measures you have in place in relation to data security to demonstrate that you have robust systems and policies in place.

Please can you also provide details of your business continuity arrangements including your committed turnaround times in the event of an incident where the platform is unavailable.

All data processed as a part or because of this Agreement shall only be processed within the European Economic Area (EEA) unless agreement in writing is secured to do otherwise. Please confirm within your submission where you propose to store and/or process any data associated with this contract in the event that your bid was to be successful.

Security Assurance

The Successful Tenderer shall work with WDH to perform security assurance and shall provide a Security Assurance Statement to WDH for approval 
The Successful Tenderer shall review the Security Assurance Statement on an annual basis and shall advise WDH if the security risk profile has changed. 
Business Continuity and Disaster Recovery

The Successful Tenderer shall have in place a robust Business Continuity and Disaster recovery plans to ensure continuity of service. 
The Successful Tenderer shall have a robust Business Continuity Plan in place to maintain the delivery of services during periods of unplanned unavailability the Employee Benefits Platform and/or offline service(s). 
The Successful Tenderer shall maintain its readiness with a Business Continuity plan in accordance with the principles and operation of ISO22301 and ISO22313 and any new or emergent or updated standards.

The Successful Tenderer shall provide a comprehensive Disaster Recovery Plan which details the processes by which significant disruptions will be managed to support WDH and employees in the event of any disruptions of significant scale and impact.  

Cost

As part of your tender submission, please complete the attached pricing grid (Appendix 3) detailing any implementation/set up fees, the annual running costs, any applicable service charges, and the total cost over the three-year term.

The pricing grid is separated into two sections.  Section A requests costs for the ‘core platform requirements.  This includes the costs for:

· the benefits platform. 

· App Support and

· discounted shopping schemes.

The annual fee should include the costs for a fully branded platform, telephone and online support service, account management support and system administrator functionality including Management Information.  The implementation costs should include any launch communications/engagement activity.

The quoted cost should be based on a workforce of 1460 employees.  We currently employ in the region of 1,400 employees.  It is anticipated that the headcount will not fluctuate significantly although no guarantees can be given in relation to this. 

We may, at any point throughout the resulting contract, consider implementing a discounted shopping scheme for our tenants.  We currently have approximately 30,250 tenancies.  Within your tender response, please can you confirm if this is possible and how this could be implemented and provide indicative costs.

Contract Management

Contract Review

The Successful Tenderer will be required to attend regular contract review meetings with WDH in order to discuss contract performance and make sure performance criteria is being achieved and to discuss and resolve any issues arising.  It is envisaged that such contract reviews will be conducted quarterly (for example every three months) although more frequent meetings with WDH operational employees responsible for the day to day running of the contract may be required from time to time.

Any ongoing management information (MI) requirements of WDH should be supplied free of charge (FOC) in the format and time intervals required.  Management Information will consist of but not restricted to:

· number of registered employees
· number of new registrations
· number of logins to benefits portal 
· number of hits to each scheme/benefit
· number of enquiries to Helpdesk
· number of childcare vouchers issued
· number of childcare vouchers issued
· number if cycle to work orders placed

· value of cycle to work orders placed 

· number of registered employees on the financial education site and any savings completed
· Details of all Employee Discount Purchases
· Reward statements for WDH employees to view with real time current usage. 
· Third party discounts being added or removed.
Please provide within your tender submissions any further management information that can be provided.
Contract Pricing

Prices must be held firm for at least 12 months from commencement of the contract.

The contract price should include:

· All costs involved with delivering the services outlined in Appendix 1;

· Any costs of preparation of any reports (including amendments to draft reports) and management information required, including those to fulfil KPI reporting;

· Any contract management costs including liaison with WDH personnel and residents;

· Costs of attendance at relevant meetings; and

· Any other disbursements ordinarily required to deliver the service/s outlined.

Please complete the Pricing Schedule section (Appendix 3).

Contract Pricing Review

An annual review of prices will be considered (if required) only on the anniversary of the commencement of the contract.  If variations to the rates charged are required, these should be by mutual agreement and not exceed the prevailing rate of deflation / inflation based on the ‘agreed index’, other than if a ‘benchmarking realignment’ is made to maintain value for money.  Prices may reduce as well as increase.  The appropriate Consumer Prices Index (CPI) (of the UK Office for National Statistics) will be the ‘agreed index’ used unless an alternative index is mutually agreed by both parties.

Invoicing
WDH will pay all invoices in accordance with the WDH Terms and Conditions (including DPA) located within Appendix 4.

Added Value Services

The basic requirements are outlined within this document regarding the service WDH requires, however potential Service Providers may be able and are encouraged to provide services which add value to this contract.

Proposals should be submitted as part of your tender submission and additional documents cross-referenced in the appropriate section of the Schedule of Requirements, including examples of work for other clients.  If a cost would arise then it should be recorded, and any additional documents cross-referenced in the Price Schedule section of Appendix 3.  

Innovative Solutions

WDH are continually looking to improve the quality-of-service delivery to our Employees, not only through service reliability and feedback, but also through performance measurement and innovation.

Whilst the basic needs, required by WDH, are outlined within this document, potential Service Providers are encouraged to provide innovative solutions.  In such instances proposals should be submitted as part of your Tender submission.  If a cost would arise then it should be entered as a separate entry and any additional documents cross-referenced in the Price Schedule of Appendix 3.

Your proposal should identify the level of contribution you can make in this area and provide examples of what you have done for other clients including the transfer of best practice from other sectors, including from within the social housing sector and how you believe this would work for WDH.

Key Performance Indicators (KPIs)

The Successful Tenderer’s performance will be monitored throughout the duration of the contract against a series of Key Performance Indicators (KPIs) for which the Successful Tenderer will provide appropriate management information required by WDH. 

Appropriate WDH employees will utilise this performance data to manage the contract and co-ordinate appropriate action plans with the Successful Tenderer to provide the residents with the required service levels and value for money.

It is envisaged that the KPIs will be based around the following areas and that WDH and the Successful Tenderer will agree the KPIs appropriate to the ongoing successful management and service delivery as part of the mobilisation of the contract:

· number of registered employees
· number of new registrations
· number of logins to benefits portal 
· number of hits to each scheme/benefit
· number of enquiries to Helpdesk
· number of childcare vouchers issued
· number of childcare vouchers issued
· number if cycle to work orders placed

· value of cycle to work orders placed 

· number of registered employees on the financial education site and any savings completed
· Details of all Employee Discount Purchases
· Reward statements for WDH employees to view with real time current usage. 
· Third party discounts being added or removed.
As part of your submission, please confirm your agreement to working to KPIs and please provide specific KPIs and advise others you feel appropriate to the successful service delivery of this contract.  Please answer in the Schedule of Requirements (Appendix 3) with cross-references to additional documents.

Written Response to Invitation to Tender

	Description
	Award Criterion
	Page

	Employee Benefits Platform - Within your tender submission, please can you describe how many of the above requirements you are able to fulfil and, where applicable, provide further details including any additional costs by completing the attached pricing grid. 


	Service Delivery
	16

	Employee Benefits Platform - In your tender submission, please detail how you meet the above requirements, including the extent to which we are able to customise the platform and how colleagues can easily access the platform. 


	Service Delivery
	17

	Employee Benefits Platform - Within your tender submission, please can you describe how many of the above requirements you are able to fulfil and, where applicable, provide further details including any additional costs. 


	Service Delivery
	17

	Employee Benefits Platform - Please provide within your tender submissions a Username and Password for WDH to utilise a demonstration of the website and mobile application. This will be evaluated in line with the evaluation criteria located above. 


	Service Delivery
	17

	Employee Benefits Platform - Please Provide within your tender submissions how you will implement this process including timescale and cross reference against any additional costings located within Appendix 3
	Service Delivery
	18

	Discount Shopping Scheme - Within your tender submission, please provide details of how you meet the above requirements.  Please detail how many instant discounts are available through your scheme


	Service Delivery
	19

	Discount Shopping Scheme - Please state if there are any minimum voucher order requirements and outline the arrangements/timescales for withdrawing any cashback accrued.


	Service Delivery
	19

	Discount Shopping Scheme - It is important that the scheme clearly differentiates between instant discounts, cashback and re-loadable cards/vouchers and any associated terms and conditions.  Within your tender response, please explain how you do this. 


	Service Delivery
	19

	Discount Shopping Scheme - Within your tender submission, please can you describe how many of the above requirements you are able to fulfil and, where applicable, provide further details including any additional costs. 


	Service Delivery
	20

	Discount Shopping Scheme - Please provide within your tender submission how you will adhere to these timescales

	Adherence to Specification
	20

	Cycle to Work Scheme - Please Provide within your tender submissions how you will implement this process including timescale and cross reference against any additional costings located within Appendix 3. 

	Adherence to Specification
	22

	Cycle to Work Scheme - Please provide within your tender submission how you will adhere to these timescales

	Adherence to Specification
	23

	Childcare Voucher Scheme - Please Provide within your tender submissions how you will implement this process including timescale and cross reference against any additional costings located within Appendix 3. 

	Adherence to Specification
	25

	Wellbeing and Financial Services - Please provide within your tender submissions how you will implement this process including timescale and cross reference against any additional costings located within Appendix 3. 

	Adherence to Specification
	26

	Employee Benefits Platform - Please submit details with your bid which explains how, if successful, you could assist WDH with any such engagement activity.


	Service Delivery
	26

	Employee Benefits Platform - Please outline in your tender submission an implementation plan detailing how and over what timescale you would facilitate WDH’s access to the platform and any associated services, and how you would help WDH to educate and engage our diverse workforce (online and offline) when launching the platform and what ongoing support and tools you can provide us with to pro-actively maintain and increase engagement.

	Customer Relationship
	26

	Reporting - Can you please describe within your tender submission how many of the above requirements you are able to fulfil and, where applicable, provide further details of any additional reporting functionality that is available.
	Adherence to Specification
	27

	Data Security - Within your tender response, please detail the measures you have in place in relation to data security to demonstrate that you have robust systems and policies in place.


	Adherence to Specification
	27

	Data Security - Please can you also provide details of your business continuity arrangements including your committed turnaround times in the event of an incident where the platform is unavailable
	Adherence to Specification
	27



	Data Security - All data processed as a part or because of this Agreement shall only be processed within the European Economic Area (EEA) unless agreement in writing is secured to do otherwise. Please confirm within your submission where you propose to store and/or process any data associated with this contract in the event that your bid was to be successful.

 
	Adherence to Specification
	27

	Contract Management - Please provide within your tender submisisons any further management information that can be provided.

	Contract Management
	29

	Added Value Services - Proposals should be submitted as part of your tender submission and additional documents cross-referenced in the appropriate section of the Schedule of Requirements, including examples of work for other clients.  If a cost would arise then it should be recorded, and any additional documents cross-referenced in the Price Schedule section of Appendix 3.  


	Added Value Services
	30

	Innovative Solutions - Your proposal should identify the level of contribution you can make in this area and provide examples of what you have done for other clients including the transfer of best practice from other sectors, including from within the social housing sector and how you believe this would work for WDH.


	Added Value Services
	31

	Key Performance Indicators - As part of your submission, please confirm your agreement to working to KPIs and please provide specific KPIs and advise others you feel appropriate to the successful service delivery of this contract.  Please answer in the Schedule of Requirements (Appendix 3) with cross-references to additional documents

	Contract Management
	31


Appendix 5
Standard Selection Questionnaire
Notes for completion

The “authority” means WDH, or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process.

“You” / “Your” refers to the potential supplier completing this Standard Selection Questionnaire (SQ) for example, the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

Please ensure that all questions are completed in full, and in the format requested.  If the question does not apply to you, please state ‘N/A’.  Should you need to provide additional information in response to the questions, please submit a clearly identified annex.

The authority recognises that arrangements set out in section 1.2 of the SQ, in relation to a group of economic operators (for example, a consortium) and / or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 are submitted for any new organisation relied on to meet the selection criteria.  The authority will make a revised assessment of the submission based on the updated information.

For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. 

Note for Contracting Authorities: The following paragraph is optional for inclusion if a decision has been made to request a self-declaration of the exclusion grounds from sub-contractors.  All sub-contractors are required to complete Part 1 and Part 2
. 

For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and / or any sub-contractors, providing one composite response and declaration.

The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure.

Questions about this Standard Selection Questionnaire
Any specific queries should clearly reference the appropriate section in the SQ documentation and, to the extent possible, should be aggregated rather than sent individually.  The authority may decline to answer queries received after the above deadline.

Answers to the questions received by the authority will be circulated to all Suppliers.  Answers will not reveal the identity of the individual Supplier that asked a particular question.  The authority may decide not to disclose answers, or parts of answers, which would reveal confidential or commercially sensitive information in relation to a particular Supplier.

Publicity

No publicity regarding the award of any contract will be permitted unless and until the authority has given express written consent to the relevant communication.  For example, no statements may be made to the media regarding the nature of any tender, its contents or any proposals relating to it without the prior written consent of the authority.

Suppliers conduct and conflicts of interest

Any attempt by Suppliers or their advisors to influence the contract award process in any way may result in the Supplier being disqualified.  Specifically, Suppliers shall not directly or indirectly at any time:

· devise or amend the content of their SQ response in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner, supplier, consortium member or provider of finance; 

· enter into any agreement or arrangement with any other person as to the form or content of any other SQ response, or offer to pay any sum of money or valuable consideration to any person to effect changes to the form or content of any other SQ response; 

· enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting a SQ response;

· canvass the authority or any employees or agents of the authority in relation to this procurement; and / or

· attempt to obtain information from any of the employees or agents of the authority or their advisors concerning another Supplier or SQ response (except for debrief information requests).

Suppliers are responsible for ensuring that no conflicts of interest exist between the Supplier and its advisers, and the authority and its advisors.  Suppliers should notify the authority promptly of any possible conflict and the proposed steps that the Supplier believes can be taken to avoid the conflict.  

Any Supplier who fails to comply with these requirements may be excluded from the procurement at the discretion of the authority. 

The Authority's rights

Subject to its obligations to act in a transparent, proportionate and non-discriminatory manner, the authority reserves the right to:

· waive or change the requirements of this SQ from time to time;

· seek clarification or documents in respect of a Supplier's submission;

· disqualify any Supplier that does not submit a compliant SQ response in accordance with the instructions in this Standard Selection Questionnaire;

· disqualify any Supplier that is guilty of serious misrepresentation in relation to its expression of interest, the SQ response or the procurement process;

· choose not to award any contract as a result of the current procurement process; and

· make whatever changes it sees fit to the timetable, structure, or content of the procurement process.

Bid costs

WDH will not be liable for any bid costs, expenditure, work or effort incurred by a Supplier in proceeding with or participating in this procurement, including if the procurement process is terminated or amended by the authority.

Language

SQ responses, all documents and all correspondence relating to the SQ must be written in English.

Transparency

In accordance with the Public Contracts Regulations 2015 and the Government’s policy on transparency, Suppliers should be aware that the authority intends to make the details of any subsequent contract publicly available through the Official Journal of the European Union and through the Governments Contracts Finder Portal.

Governing Law and Jurisdiction

This SQ and any disputes concerning it (including non-contractual disputes or claims) shall be governed by English law and subject to the jurisdiction of the English courts.

Verification of Information Provided

This SQ does not require you to submit supporting documents as evidence such as certificates and policies, and so on.  However, the authority may require you to provide such evidence during any part of the tender process and failure to do so may result in the elimination of your submission.  Please note that any documentation submitted cannot be returned and will be securely disposed of in accordance with WDH’s document retention policy.

Whilst reserving the right to request evidence at any time throughout the procurement process, the authority may enable the Supplier to self-certify that there are no mandatory/discretionary grounds for excluding their organisation.  When requesting evidence that the Supplier can meet the specified requirements (such as the questions in Section 6 of the SQ relating to Technical and Professional Ability) the authority may only obtain such evidence after the final tender evaluation decision i.e., from the winning Supplier only.

Sub-contracting Arrangements
Where the Supplier proposes to use one or more sub-contractors to deliver some or all of the contract requirements. The appropriate questions within section 1.2 should be used to provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key contract deliverables each sub‑contractor will be responsible for.
The authority recognises that arrangements in relation to sub-contracting may be subject to future change and may not be finalised until a later date.  However, Suppliers should be aware that where information provided to the authority indicates that sub-contractors are to play a significant role in delivering key contract requirements, any changes to those sub-contracting arrangements may affect the ability of the Supplier to proceed with the procurement process or to provide the supplies and / or services required.  

Suppliers should therefore notify the authority immediately of any change in the proposed sub‑contractor arrangements.  The authority reserves the right to deselect the Supplier prior to any award of contract, based on an assessment of the updated information.

Consortia arrangements

If the Supplier completing this SQ is doing so as part of a proposed consortium, the following information must be provided;
· names of all consortium members;
· the lead member of the consortium who will be contractually responsible for delivery of the contract (if a separate legal entity is not being created); and
· if the consortium is not proposing to form a legal entity, full details of proposed arrangements and the appropriate questions within 1.2.

Please note that the authority may require the consortium to assume a specific legal form if awarded the contract, to the extent that a specific legal form is deemed by the authority as being necessary for the satisfactory performance of the contract.
All members of the consortium will be required to provide the information required in all sections of the SQ as part of a single composite response to the authority, for example, each member of the consortium is required to complete the form.
Where you are proposing to create a separate legal entity, such as a SPV, you should provide details of the actual or proposed percentage shareholding of the constituent members within the new legal entity in a separate Appendix.  
The authority recognises that arrangements in relation to a consortium bid may be subject to future change.  Suppliers should therefore respond on the basis of the arrangements as currently envisaged.  Suppliers are reminded that the authority must be immediately notified of any changes, or proposed changes, in relation to the bidding model so that a further assessment can be carried out by applying the selection criteria to the new information provided.  The authority reserves the right to deselect the Supplier prior to any award of contract, based on an assessment of the updated information.

Confidentiality

When providing details of contracts in answering section 6 of this SQ (Technical and Professional Ability), the Supplier agrees to waive any contractual or other confidentiality rights and obligations associated with these contracts.
The authority reserves the right to contact the named customer contact in Section 6 regarding the contracts included in Section 6.  The named customer contact does not owe the authority any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact. 
The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the Public Contracts Regulations.

Evaluation Criteria and Selection Process
This SQ will be assessed using pass/fail criteria for all Sections. If your response to any pass / fail section is deemed a ‘Fail’, your tender submission may be eliminated.  
The pass / fail criteria sections are as follows.

	Section/ Question
	Description
	Scoring

	1
	Potential Supplier Information and Bidding Model – Part 1
	PASS / FAIL

	1
	Declaration
	PASS / FAIL

	2
	Grounds for Mandatory Exclusion – Part 2
	PASS / FAIL

	3
	Grounds for Discretionary Exclusion – Part 2
	PASS / FAIL

	4
	Economic and Financial Standing – Part 3
Notes

The financial evaluation will ascertain the financial status of a potential supplier on a Pass / Fail basis using the following criteria.
	PASS / FAIL

	
	a.
Existing annual turnover should be at least two times* larger than the annual estimated contract value or, where the contract is lotted, the estimated annual value of the lot(s) for which the supplier has bid.


(*WDH reserves the right to vary this amount in the event of any exceptional circumstances and shall make known the relevant details at the conclusion of the procurement process in our Tender Recommendation Report)
	

	
	b.
An assessment using standard accountancy ratios plus a financial risk assessment.
	

	
	WDH reserves the right to use other sources to assist in the financial assessment and evaluation of the preferred bidding organisation, namely a credit check.
	

	5
	Group Status
	PASS / FAIL

	6
	Technical and Professional Ability
	

	
	Relevant Experience (6.1, 6.2, 6.3)
	PASS / FAIL

	7
	Modern Slavery Act 2015
	PASS / FAIL

	8
	Additional Standard Selection Questions
	

	8.1
	Insurance
	PASS / FAIL


Part 1: Potential supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration. 

	Section 1
	Potential supplier information

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information
	

	1.1(b) – (i)
	Registered office address (if applicable)
	

	1.1(b) – (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status 
a) public limited company

b) limited company 

c) limited liability partnership 

d) other partnership 

e) sole trader 

f) third sector

g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number 
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	
Yes


No

N/A

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	
Yes


No

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	
Yes


No

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual


	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)
?
	
Yes


No

	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  
 
- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC
  usually lives; 
- Service address; 
- The date he or she became a PSC in relation to
   the company (for existing companies the
   6  April 2016 should be used); 
- Which conditions for being a PSC are met; 

- Over 25% up to (and including) 50%, 

- More than 50% and less than 75%, 

- 75% or more. 

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:
- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	


Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.

Please provide the following information about your approach to this procurement:

	Section 1
	Bidding model

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	
Yes


No

	
	
	If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	
Yes


No

	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.

	
	Name
	
	
	
	
	

	
	Registered address
	
	
	
	
	

	
	Trading status
	
	
	
	
	

	
	Company registration number
	
	
	
	
	

	
	Head Office DUNS number
(if applicable)
	
	
	
	
	

	
	Registered VAT number
	
	
	
	
	

	
	Type of organisation
	
	
	
	
	

	
	SME (yes/no)
	
	
	
	
	

	
	The role each sub-contractor will take in providing the works and / or supplies, for example, key deliverables
	
	
	
	
	

	
	The approximate % of contractual obligations assigned to each sub-contractor
	
	
	
	
	


Contact details and declaration

I declare that to the best of my knowledge the answers submitted, and information contained in this document are correct and accurate. 

I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 

I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 

I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.

I am aware of the consequences of serious misrepresentation.
	Section 1
	Contact details and declaration

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address 
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature (electronic is acceptable)
	

	1.3(h)
	Date
	


Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 2
	Grounds for mandatory exclusion

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation.  
	
Yes


No
If Yes please provide details at 2.1(b)

	
	Corruption.
	
Yes


No
If Yes please provide details at 2.1(b)

	
	Fraud. 
	
Yes


No
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities.
	
Yes


No
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing.
	
Yes


No
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings.
	
Yes


No
If Yes please provide details at 2.1(b)

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	
Yes


No

	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	
Yes


No

	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and / or fines.
	


Please Note

The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
	Section 3
	Grounds for discretionary exclusion 

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)
	Breach of environmental obligations? 
	
Yes


No
If yes please provide details at 3.2

	3.1(b)
	Breach of social obligations?  
	
Yes


No
If yes please provide details at 3.2

	3.1(c)
	Breach of labour law obligations? 
	
Yes


No
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended, or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	
Yes


No
If yes please provide details at 3.2

	3.1(e)
	Guilty of grave professional misconduct?
	
Yes


No
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	
Yes


No
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	
Yes


No
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	
Yes


No

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	
Yes


No
If yes please provide details at 3.2

	3.1(j)
	Please answer the following statements

	
Yes


No
If yes please provide details at 3.2


	3.1(j) - (i)

	The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
	
Yes


No
If yes please provide details at 3.2

	3.1(j) - (ii)

	The organisation has withheld such information.
	
Yes


No
If yes please provide details at 3.2

	3.1(j) –(iii)
	The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
	
Yes


No
If yes please provide details at 3.2

	3.1(j)-(iv)
	The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
Yes


No
If yes please provide details at 3.2

	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? 
(Self Cleaning)
	
Yes


No
If yes please provide details at 3.2


Part 3: Selection Questions
 
	Section 4
	Economic and Financial Standing 

	
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with Y/N in the relevant box.
	
Yes


No

	
	(a) A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet / Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.
	
Yes


No

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	
Yes


No

	
	(c) Alternative means of demonstrating financial status if any of the above are not available (for example, forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	
Yes


No

	4.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.
	 FORMCHECKBOX 

Yes


No


	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	

	Relationship to the Supplier completing these questions
	

	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	
Yes


No

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	
Yes


No

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g., from a bank)? 
	
Yes


No


	Section 6
	Technical and Professional Ability

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.
If you cannot provide examples see question 6.3

	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	

	6.2
	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code
(or equivalent schemes in other countries).

	
	

	6.3
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this, for example your organisation is a new start-up, or you have provided services in the past but not under a contract.

	
	

	Section 7
	Modern Slavery Act 2015: 
Requirements under Modern Slavery Act 2015

	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	
Yes


N/A

	7.2
	If you have answered yes to question 7.1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?
	 Yes
	Please provide the relevant url 

	
	
	 No
	Please provide an explanation


	7.2 Cont
	


8. Additional Questions
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
	Section 8
	Additional Questions

	8.1
	Insurance

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:

	
	Employer’s (Compulsory) Liability Insurance = £10,000,000
	
Yes


No

	
	Public Liability Insurance = £5,000,000
	
Yes


No

	
	Product Liability Insurance = £5,000,000
	
Yes


No

	
	Professional Indemnity Insurance = £1,000,000
	
Yes


No

	
	*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum.  Please note this requirement is not applicable to Sole Traders.


� See PCR 2015 regulations 71 (8)-(9)


� See EU definition of SME � HYPERLINK "https://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition_en" �https://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition_en�


�  UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register and must file the PSC information with the central public register at Companies House. � HYPERLINK "https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships" �See PSC guidance�. 


� Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. 


� � HYPERLINK "https://www.gov.uk/government/collections/procurement-policy-notes" �See Action Note 8/16 Updated Standard Selection Questionnaire�








PAGE  

