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	Friday, 19 February 2021
Our ref:   PB / DN401123


	Dear potential supplier,

	Request for Quotation for the Management and Operation of Mobile Catering units that are able to serve drinks, snacks and  ice creams in City Parks & other specified sites


Quotations are invited in respect of the above requirement.  The successful Supplier will be responsible for providing this requirement and liaising closely with the Contract Manager. 

The Council’s detailed requirements are defined in the Statement of Requirements section of this document.  The Statement of Requirements should be read in conjunction with Schedule One – Instructions and Guidance for Suppliers.

The Contract will be let for an initial period of 3 years with the potential to extend for a further 1 year then an additional 1 year  intended to commence on 1st April 2021 up to a maximum contract period of 5 years at the entire discretion of the council.
Suppliers responding to this opportunity should carefully consider how their response can align with the Council’s corporate priorities:

· Vibrant, sustainable economy
· Meeting housing needs 
· Strong, active communities
· Cleaner, greener Oxford
· Efficient, effective Council
As a minimum, we expect potential Suppliers to respond with market leading pricing structures which reflect the scope of the commercial opportunities we offer.  Additionally, wherever there is an opportunity for a sustainable solution, Suppliers are strongly encouraged to offer such solutions where permitted within the scope of the individual contract requirements.  

Yours faithfully,

Paul Backman
Sport & Physical Activity Officer (Facilties & Projects)
Statement of requirement
Oxford City Council manages a wide range of parks and sports facilities across the city. We are currently looking for a supplier to provide a flexible, mobile, catering offer at key sites at peak times. This is an innovative business opportunity to provide a wide range of snacks, hot and cold beverages and ice creams to create a year-round operation. We actively welcome suppliers own ideas for the scope and character of the offer and there will be opportunities for the successful candidate to continue to develop and expand it.

· Blackbird Leys Park (Sat/Sun mornings when lots of people are there for football)

· Bury Knowle Park

· Five Mile Drive (Sat/Sun mornings when lots of people are there for football)

· Hinksey Park

· Shotover car park 

· South Park

· Wolvercote Bathing area
· Other sites to be agreed at the sole discretion of the Council
5.1 
Services to be provided at each site
A mobile unit needs to be provided, or be able to visiteach site to supply members of the public with drinks, snacksand ice cream.
Health and well-being is an important priority for the Council and therefore we would expect to see healthy options and alternatives outlined in the tender submission along with a full proposed price list.


If the tender submission is successful and accepted by the Council any variations to the range of items offered for sale can only be altered by agreement with the Council.
This contract is solely for the aforementioned sites and does not give the winning bidder any rights to trade at other sites.
5.2
 Hours of opening
All sites are open to the public with no current opening and closing times. It will be the operators responsibility to put forward a proposal for opening and closing time for the operation of each of the sites, however the exact timings will be at the bidders discretion subject to weather conditions. 
Bidders should propose their own opening hours but the Council would only allow opening between 9am to 5pm in the winter and 9am to 8pm in summer (to be agreed with the Council subject to contract)
5.3
 Operation fees 

The Council shall be paid a fee for the use of these sites to sell ice creams and refreshments.  Bidders should suggest a payment schedule and annual amount that this would total (subject to contract)
Any financial loss will be the responsibility of the Supplier. The Council will not be responsible for or absorb any financial deficit.

The Council reserves the right to audit the Suppliers accounts at any given time.
The supplier should propose the fee they will pay the Council in their response.
5.4 
Responsibility for the ground in and around the ice cream van / trailer unit
The Supplier will agree with the Council in advance where the mobile unit will be located within the park, bidders should provide a site map of their proposed location for operations. The supplier will be responsible for ensuring the ground conditions surrounding the ice cream van / trailer unit are kept in an acceptable condition as agreed with the Council.

Any potential improvements to the area need to be highlighted in the tender submission and will be the responsibility of the bidder unless otherwise agreed with the Council.

5.5 
Services
Unfortunately none of the sites currently have any power or water connections, wellfare services or a disposal service for any waste generated. The tender submission is required to evidence on how this is going to be met by the Supplier.

5.6 
Catering and other equipment at each site
The Council will not be supplying any catering or other equipment on these sites. The equipment used will be responsibility of the Supplier to supply and maintain to an acceptable condition as agreed with the Council. This must meet any Health and Safety and Environmental Health requirements.

5.7 
Insurance 


The Supplier participating in the Contract must hold current Public Liability Insurance, Employers Liability Insurance and Product Liability to the minimum value of £5 million. 

The Supplier must also provide insurance for all of their own property at each site and to make arrangements to guard against its loss or damage. 

Full risk insurance to cover all eventualities should be taken out, including third party insurance, and should also cover all employees and their personal effects. 


5.8 Mobiles

The location of these sites can be isolated from the main roads and staff may be working at the ice cream van / trailer unit alone. The Supplier must ensure that a charged and fully operational mobile phone is provided at each site for use by the staff member to summon help or assistance if required.

5.9 Health, safety and hygiene


The Supplier must comply with all Health and Safety and Environmental Health requirements at all times. All caterers and staff handling food must hold a Level 2 Food Safety in Catering certificate. Caterers must also have a written Food Safety Management System such as Safer Food Better Business pack. Training certificates and Food Safety Management Systems must be available for inspection. Should any caterer break or contravene the requirements of any relevant food or safety legislation, the caterer may be stopped from trading immediately. 
The applicant must be registered as a food business with their local Environmental Health and be able to provide you their most recent food hygiene rating, bidders should also hold a minimum of 3 stars on their most recent hygiene rating.
The supplier is also responsible for ensuring that they protect the safety of all park users as a result of their operation at the site. Their response should include full details of how they will manage any movements of vehciles or equipment within the site. 

The parks are sometimes very busy and the safety of park users are paramount. The supplier should detail how they would ensure the safety of users when entering and exiting the park.

5.10
Emergency and day to day liaison


The Supplier will be provided with the work and mobile telephone number of the relevant contact(s) at The Council. The Supplier must report all problems immediately. 

5.11
Adverse weather 


During periods of adverse weather the sites will not be expected to remain open if it is uneconomic to do so. Conditions when this would be acceptable include:-


· High winds

· Heavy rain

· Snowfall

· Icy conditions

If the Supplier wishes to close or not open the site due to weather conditions or other safety concerns this should be notified to the Council.

The Supplier must ensure that the staff at each site have clear instructions regarding closing the site during any change in weather or safety concerns. 

5.12
Responsibility for refuse disposal and recycling


The Supplier will be responsible for the regular collection of all refuse and recycling from the operation of the site. 

Tenderers must explain in their submission what arrangements they propose to put in place to ensure that all refuse and recycling from their operation is collected and disposed of.

5.13
Signage

It is expected that the Supplier will want to use signage and display boards to promote their services. All signage must be approved by the Council and not affixed to any building or structure in any part of the site without the agreement of the Council.

A notice board displaying opening times, prices of items for sale must be displayed on the ice cream van / trailer unit.

Schedule One - Instructions for completion

Quotations must be submitted in accordance with the following instructions and conditions.  Suppliers that do not comply with these instructions or conditions may have their Quotation rejected.

The Council reserves the right to disqualify any submission which is deemed incomplete.

Please answer all the questions in English, as accurately and concisely as possible, or mark those not applicable ‘N/A’ and provide an explanation.

The response boxes will expand to accommodate your answers, but if necessary continue on a separate sheet where space / layout on this form is restrictive but please ensure you are within any requested word count for your response.
Please answer every question.  Do not assume that the officers evaluating the quotation will know about your organisation or the work that you do, answer the questions as fully as possible within any given constraints.  

The Council reserves the right not to accept the lowest or any quotation and to annul the Request for Quotation process and reject all quotations at any time prior to contract award, without thereby incurring any liability to the applicants.

In order to simplify this process, you should not provide supporting documents, for example, accounts, certificates, statements or policies unless specifically requested to do so.  The Council may ask to see these documents at a later stage so it is advisable that you ensure they are made available upon request.   You may also be asked to further clarify your answers or to provide further details. 

All communication with the Council must be made via the South East Business Portal.  

The indicative timetable for this procurement is:
	Stage/activity
	Date

	RFQ published
	19 Febraury 2021

	Deadline for receipt of clarification questions or request for additional information from Suppliers
	26 February 2021

	Deadline for receipt of tenders
	5 March 2021

	Preferred Tenderer announced
	19 March 2021

	Contract award
	1 April 2021

	Contract commencement date
	1 April 2021


The closing date for receipt of the completed Request for Quotation is 12.00 noon on 5 March 2021
Responses must be uploaded via the South East Business Portal.
Please note that the Council will not consider late returns.

Suppliers shall keep their quotations valid and open for acceptance by the Council until the expiry of 90 days from the date for return of quotations.

Please ensure that all the Appendices are completed and returned:

Suppliers shall not make any alterations, qualifications, additions or notes upon the text of the Contract Terms and Conditions except with the prior written consent of the Council.  Any proposed amendments must be notified to the Council for consideration prior to Tender submission.
Evaluation of quotations
The evaluation of quotations will be based upon two sets of criteria:

· selection criteria; and

· award criteria.  

Those deemed not to meet the selection criteria requirements will not be considered further. Those quotations that pass the selection criteria will then be evaluated against the award criteria.
Suppliers should note that regardless of a quotations overall merits, in the event that evaluating officers (acting reasonably) consider there to be a fundamental weakness which is likely to impact adversely upon the supply of the goods and/or services, then grounds will exist to exclude that quotation from further consideration. 

	Ref:
	Selection criteria
	Assessment

	2.
	Financial standing*
	Pass / Fail

	3.
	Insurance^
	Pass / Fail

	4.
	Food Safety Management
	Pass / Fail

	5. 
	Level 2 Food Safety
	Pass / Fail


*Financial standing takes into consideration a suppliers credit score, the estimated value of the contract, and the suppliers turnover.  Any supplier who does not achieve a credit score of at least 81 and/or or whose minimum yearly turnover is not at least twice the estimated value of the contract may be subjected to a more detailed assessment as to their financial standing.  Any supplier who provides less than satisfactory accounts/figures or documentation which therefore give rise to concerns that cannot be satisfied regarding their financial standing, will fail.

^Suppliers must have in place the levels specified or be willing to have the levels stated if they are successful on being awarded the contract.
The following award sub-criteria and their weighting for the quality aspect of the tender review will be used to evaluate the tenders received and select a supplier to award the contract to.

	Ref:
	Award criteria
	Weighting

	6
	Case studies - ability to demonstrate understanding of the brief, experience in this area and can deliver the project requirements
	10%

	7
	Operational Plans
	30%

	8
	Improvements to pay and play/wider park facilities
	10%

	9
	Working with partners and stakeholders
	5%

	10
	Environmental sustainability
	5%

	
	Qualitative Total
	60%

	
	Price
	40%

	
	Overall Total
	100%


The scoring framework below will be used to evaluate submissions. The potential suppliers response to each question will be scored and the total pro-rated to give a percentage score out of the maximum percentage for that section. 

	0 

Unacceptable
	Nil Response, or Proposal is so incomplete or irrelevant that it is not possible to form a judgement 

	1 
Poor
	Almost unacceptable, response is limited or proposal is inadequate or substantially irrelevant.

	2 

Unsatisfactory
	Below expectation, proposal does not fully address the requirement and gives rise to a number of concerns about its potential reliability.

	3 

Satisfactory
	Satisfactory, proposal generally meets requirements, gives minor reservations about meeting some of the requirements.

	4

Good
	Good, meets expectations, proposal provides detail that is directly relevant, gives confidence as to reliability to meeting all key aspects of the requirements.

	5 

Excellent
	Comprehensive, proposal exceeds expectations, gives high confidence that all key aspects of the proposal may be relied upon without reservation, offers added value and innovation that is relevant to requirement.


The final scores for the qualitative and price elements of the tender will be combined to give an overall final score for the quotation. 

Financial criterion scoring system

Each quotation will be awarded a weighting based on its relationship with the lowest priced quotation on the basis of the submitted lump sum fee. The quotation with the lowest lump sum fee will be awarded the full weighting available.  Each of the remaining quotations will be awarded a weighting on a pro-rata basis according to the following calculation:
Lowest quotation price

______________            x 40 % of weighting to be allocated

Potential supplier price

Worked example:

	Potential supplier
	Lump sum price (£)
	Pro rata weighting (based on 40% being allocated to the price criteria)

	A
	£1,000,000
	40%

	B
	£1,250,000
	32%

	C
	£1,500,000
	27%


If a potential supplier is successful in its bid the fee submitted as part of this tender will form part of the contract. 

Fees are to remain fixed for the duration of the contract.

Acceptance of quotation
Unless otherwise stated, any contract or order placed as a result of this Request for Quotation will be on the Council’s Standard Terms and Conditions of Contract.
The successful Supplier’s submission together with relevant information will be binding and will form part of the Contract together with this document.
Appendix A – Suppliers Response to the Statement of Requirements
1. Please provide a brief history and outline of your organisation (maximum 500 words).
	


2. 
Please complete the table below detailing turnover for the last two financial years.

	Financial year:
	Total annual turnover (£)
	Profit (as % of turnover before tax)

	
	
	

	
	
	

	Registered address:
	

	Company registration number (if applicable):
	


3. Please provide details of all insurance cover currently in force.

	Insurance cover required:
	Insurer
	Policy No
	Cover (£)
	Renewal Date

	Public Liability 

Min £5m
	
	
	
	

	Employers Liability £5m
	
	
	
	

	Professional Indemnity £2m
	
	
	
	



If your organisation does not currently hold the required insurance cover, please confirm that you would be willing to have the levels stated if you were successful on being awarded the contract.

Yes / No
4. Do you have a food safety management system?



Yes / No
If yes, please provide a copy.

5. Can you confirm that all staff delivering the catering service on site will be qualified to at least Chartered Institute of Environmental Health (CIEH) Level 2 Food Safety in Catering?









Yes / No

If yes, please provide evidence.
6) Please provide TWO case studies detailing current contracts (within last 5 years) of a similar nature or previous experience to include: (5% per case study. Word Count 1000 each)
· Overview of the contract – project brief

· Value of contract (£)

· Duration period of contract/experience

· Details of experience of providing the services outlined in the specification (how they relate to the Council’s requirement)
· Contact details so the Council may obtain a reference 

	Case Study 1 (5%)



	Case Study 2 (5%)



7) Please tell us, in detail, about your plans for operation across all sites. If appropriate please attach your business plan (not included in word count). Your response should contain but is not limited to the following information: 
· Proposed opening hours at each site
· An example of your food and beverage offering (to include healthy options) with an indicative price list
· How can you support the delivery of objectives in line with the Sugar Smart scheme

· Plans for waste minimisation and recycling (to include plans for the safe disposal of flammable substances such as used cooking oil).

· Details of any other retail offerings that you would intend to supply with an indicative price list
· Details of safety operating procedures and risk assesments are communicated with staff

· How you intend to market your operation
Maximum word count 1000 – score 30%
	


8) How do you intend to innovate to improve the quality of experience of the site users including pay and play/wider park facilities in general?
Maximum word count 500 – score 10%
	


9) Please tell us how you intend to work with partners in the park such as the tennis programme provider, local friends group and other stakeholders.
Maximum word count 500 – score 5%
	


10) How will your operation provide a strong focus on environmental sustainability which may be through waste/packaging minimisation, recycling, contribution to a low carbon city, supporting local businesses, food and drink production practices and health considerations?     
Maximum word count 500 – score 5%
	


Pricing

Please insert your financial proposal for the entire duration for the proposed contract excluding VAT. Please ensure that you have broken down the pricing to include all supplies/services/works required and any additional costs in proving the Service and include any added value such as early payment rebates. 

	


Additional information required – not applicable for Goods only
In addition to the Construction Industry Scheme (CIS), the Council has an obligation to comply with the Intermediaries Legislation, commonly known as IR35.  The Council is responsible for identifying and determining which contractors fall within the scope of IR35.  In making a decision the Council will consider the information provided by the contractor, and will refer to guidance published by HMRC and apply the HMRC assessment tool as necessary.  

Where services or works are being provided the following information must be supplied.  

	Question
	Possible answer
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	Which option best describes how the service/works will be delivered.
	By one individual
	

	
	If one individual, is there a substitute?
	

	
	By more than one individual
	

	
	Some of all elements will be outsourced 
	

	
	If Yes, please specify:

	Please confirm the employment status of anyone who would be working on the proposed contract.
	Self-employed
	

	
	If Yes, please provide your Unique Tax Reference No.

	
	Employed and subject to PAYE
	

	
	Other - please specify
	

	
	No
	


Appendix B - Declarations
As a public sector body the Council has a number of obligations.  Please tick the boxes with which you comply below and sign to confirm.
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	Please confirm that you have not canvassed or solicited any member, employee or agent of the Council in connection with this quotation.
	

	If the service/works are being delivered from within Oxfordshire, please tick to confirm that  your employees are paid in excess of the Oxford Living Wage: 

1/4/18 – 31/3/19 £9.69 per hour, 1/4/19 – 31/3/20 £10.02
	

	Please confirm that you have not colluded with any other person (person, body or association corporate or incorporate) in relation to this quotation.
	

	Please confirm that the information supplied in this document is accurate and complete and that no gift or offer of a gift or consideration as an inducement or reward has been made to any member, employee or agent of the Council.
	

	The Council is subject to freedom of information requests under the Freedom of Information Act 2000.  Please confirm that if you consider any of the information in this quotation to be of a sensitive nature you have advised us of such sensitivity and the reasons for its sensitivity.
	

	The Council under the Transparency Agenda must publish all spend of over £500 in a single transaction, as well as details of contracts that it holds.  Please confirm your understanding that information not exempt from disclosure under the Freedom Of Information Act 2000 is not confidential information. 
	

	Please confirm that your organisations directors or any other person who has powers of representation, decision of control has not been convicted of conspiracy, corruption, the offence of bribery, fraud, money laundering or any other offence within the meaning of Article 45(1) of the Public Sector Directive.
	


	Organisation name:
	

	Contact name: 
	

	Signed:
	

	Position:
	

	Date:
	


Appendix C – Confidential Information Statement

We the undersigned, understand that we are allowed access to confidential information belonging to Oxford City Council (“Council”) in order to prepare our quotation for the Contract. This may include personal information under the terms of General Data Protection Regulation (GDPR) (EU) 2016/679 

This information will be kept secure at all times while in our possession.  Only those staff within our organisation that are required to see the information in order to prepare the quotation, are to be given access to the information.

The information will not be used for any purpose, other than for which it is being supplied.

No part or parts of the information will be retained once the quotation has been submitted, save as that required to be retained for audit and compliance purposes. The recipient will retain the minimum confidential information that is required for the audit and compliance purposes and will treat such information with the same degree of care as we exercise for our own confidential information.

The Terms of this Agreement will also be applied to any other organisations, such as sub-contractors or consultants, who may work with us to provide information to prepare the tender.

Should any breach of the above take place, we will immediately notify the Council’s Chief Technology & Information Manager by emailing dataprotection@oxford.gov.uk.

	Company name:
	

	Signed:
	

	Name:
	

	Position:
	

	Date:
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