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1 Evaluation

1.1 Authority’s Warranties and Disclaimers

The evaluation process is a critical part of the procurement process and is the means by which the
Authority is able to assess to whom the Authority wishes to select to progress to the next stage of
this procurement process and/or award the Contract.

The information disclosed by Applicants in its Bid will be used in this evaluation process and for
evaluation purposes only, except where indicated otherwise.

The Authority’s evaluation will be split into the following stages:

1. Selection
2. Award.

The following sections will give further detail about both of these stages.

1.2 Selection
1.2.1 Selection Process

Selection is the process by which the Authority is able to assess‘the suitability of the Applicant to
progress on to the next stage of the procurement. The questions asked within Selection
Questionnaire are taken directly from the Crown Commefcial Service’s Standardised Pre-
Qualification Questionnaire, which has been devised'in accordance with the Public Contracts
Regulations 2015 and Lord Young’s recommendatiens as detailed within his report Growing Your
Business.

The Authority requires all Applicants to eomplete all sections of the Selection Questionnaire
included at section 2 Questions: Selection in full and submit in accordance with the Submission
requirements outlined at Volume @ne (1) Instructions and Information. The selection questions will
be assessed on the basis of pass/fail. Guidance notes can be found throughout the Selection
Questionnaire.

1.3 Award
1.3.1 Award Process

Award is the process by which the Applicant’s Bid is considered in assessing the Most
Economically-Advantageous Tender and as such Applicants responses to the questions asked
should give a clear indication of what the organisation is offering for the quoted price.

The Authority has not provided a word limit for responses to the questions at section 3 Questions:
Award; however, the Authority would like to inform Applicants that responses should be relevant to
the question and be applicable in length. Supporting information may be submitted, provided that it
is clearly referenced in the question to which it clearly relates and appended to the main bid.

Any responses to any questions in this section or any other part of your bid that are later found to
be incorrect against any of the questions or requirements in the Selection and Award sections may
lead to you being exempted from this procurement process or any future procurement process lead
by the Authority and could cause the termination of any resultant Contract.




1.3.2 Award Criteria

The following criteria and weightings will be applied in the evaluation of the submitted responses:

Sub Criteria % Criteria

Evaluation Criteria Breakdown % Breakdown | Breakdown

Selection Pass
Award: Quality 70%
Method Statement — General Requirements 20%
Method Statement — Staffing Requirements 20%

Method Statement — The Provision of Services

%
to Service Users 30%

Award: Price 30%

1.3.3 Award Questions: Mandatory Pass / Fail Requirements

The questions within this section cover requirements ‘essential to the Applicant’s ability to deliver
the Contract and will be assessed on the basis of pass or fail and applies to those questions that
are able to be answered either as a Yes or No;of assessed as a Pass or Fail.

Should an Applicant fail one (1) or moredqquestions, they will be considered to have failed this
section in its entirety and as such shall be deselected from participating further in this process and
will be notified. Guidance as to the:Authority’s minimum requirements in relation to what constitutes
a pass or a fail can be found within the question.

1.3.4 Award Questions:*Method Statements

The Authority requires:the Applicants to submit full Method Statements to be returned as part of
the Submission. They should be drafted in such a manner so as to be able to form part of the
Contract (as _applicable) and use defined terms which are consistent with Volume One (1)
Instructions.and Information. They should be submitted containing a sufficient amount of detail so
as to demonstrate to the Authority that the stated outcomes as defined within the Specification of
Volume-One (1) Instructions and Information will be deliverable. Each Method Statement shall be
scored individually in accordance with the marking guidelines at section 1.3.5 Scoring Guidelines
and in accordance with the evaluation criteria outlined at section 1.3.2 Award Criteria.

Guidance as to the Authority’s minimum requirements when it comes to evaluating Applicant’s
proposals can be found within each Method Statement. The Applicants must note that each and
every point detailed within section five (5) Specification of Volume One (1) Instructions and
Information is a requirement of the Service, however, the Authority welcomes enhancements to the
Service that can be provided within the budget outlined and Applicants are invited to detail any
enhancements within their Method Statement responses.




1.3.5 Scoring Guidelines

Applicants should be aware that the responses provided to scored questions will be evaluated
against a scoring system that awards the highest scores to Applicants who show innovation,
creativity, further relevant details and information that could potentially enhance the Applicant’s
proposal. It should be noted that to achieve the highest scores available the Applicant must not
only meet but exceed the Authority’s minimum requirements.

All scored question shall be evaluated in accordance with the guidelines below:

Score
0 No response | No response
Very poor proposal/response; does not cover the
Score Extremely | associated requirements, major deficiencies in
1 Weak thinking or detalil, significant detail missing, unrealistic
or impossible to implement and manage
Score Poor_ proposal/res_ppnsg, or_1|y p_artl_ally covers the Weak
> Very Weak | requirements, deficiencies in thinking or detail
apparent, difficult to implement and manage
Mediocre proposal/response, moderate coverage of
Score ; : T . . -
3 Weak the requirements, minor deficiencies either in thinking
or detail, problematic to implemnent and manage
Score | Eair - Below P(oposallresp_onse partlally satisfies the requirements,
4 Average with small def|C|gnC|es apparent, needs some work to
fully understand it
, Satisfactory propesal/response, would work to deliver
Score Fair - 4 ! o
all of the Authotity's requirements to the minimum
5 Average
level
Satisfactory proposal/response, would work to deliver Fair - Good
Score | Fair - Above | the majority of the Authority's requirements to the
6 Average minimum level with some evidence of where the
Applicant could exceed the minimum requirements
Good proposal/response that convinces the Authority
Score of its suitability, response slightly exceeds the
Good o . .
7 minimum requirements with a reasonable level of
detall
Robust proposal/response, exceeds minimum
Score Stron requirements, including a level of detail or evidence of
8 g original thinking which adds value to the bid and
provides a great deal of detail
Proposal/response well in excess of expectations, with
Score Verv Strong | & comprehensive level of detail given including a full Strong -
9 y 9 description of techniques and measurements Excellent
employed
Fully thought through proposal/response, which is
Score | Qutstanding/ | innovative and provides the reader with confidence of
10 Excellent | the suitability of the approach to be adopted due to the

complete level of detail provided




1.4 Contract Price

The price offered by the Applicant within this Volume Two (2) Applicant’s Offer shall be firm and
fixed for the period as stated for the duration of the Contract. Any percentage discounts that may
be applied must be detailed in the same. Should the Contract be extended to its full term, any price
variations will be by negotiation only, following the process as stated above.

All prices submitted shall be in pounds sterling and shall be exclusive of Value Added Tax (VAT).

The Applicant’s submitted pricing will be evaluated in accordance with the criteria and weightings
as set out in Volume One (1) Instructions and Information.

The price will not exceed twenty five thousand pounds (£25,000) per annum inclusive,ef-all costs
but exclusive of VAT. Any Applicant’s returned Bid quoting a figure in excess of thiSyamount shall
be dismissed and will not be evaluated beyond an examination of the total cost; as laid out within
the Specification and assessed within the Mandatory Pass/Fail section of the evaluation.
Therefore, the Applicant will be considered to have failed with its Tenderiniits entirety and as such
shall be deselected from participating further in this process and notified accordingly.

The Applicant should provide details of the total cost per annumfor delivering the Service
(inclusive of all costs but exclusive of VAT), the total number-ef hours which will be dedicated to
delivering the Service and the cost per hour.

Applicants with the lowest cost per hour will score maximum marks out of a possible one hundred
(100) and Applicants submitting higher prices will be'awarded marks proportionate to their distance
from the lowest price.




2 Questions: Selection

Notes for completion

1. “Authority” means the public sector contracting authority, or anyone acting on behalf of the
contracting authority, that is seeking to invite suitable suppliers to participate in this procurement
process.

2. “You”/ “Your” or “Supplier” means the body completing these questions i.e. the legal‘entity
seeking to be invited to the next stage of the procurement process and responsiblefor the
information provided. The ‘Supplier is intended to cover any economic operator as-defined by
the Public Contract Regulations 2015 and could be a registered company; charitablé organisation;
Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehiclé;.or other form of
entity.

3. This Selection Questionnaire has been designed to assess the suitability of a Supplier to deliver
the Authority’s contract requirement(s). If you are successful at this stage of the procurement
process, you will be selected for the subsequent award stage of the process.

4. Please ensure that all questions are completed in full, and in the format requested. Failure to do
so may result in your submission being disqualified. If the’question does not apply to you, please
state clearly ‘N/A’.

5. Should you need to provide additional Appendices in response to the questions, these should be
numbered clearly and listed as part of you¥ declaration. A template for providing additional
information is provided at the end of this document.

6. Please return a completed verSion of this document in accordance with the Submission
requirements.

Verification of Information-Provided

7. Whilst reserving the right to request information 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 guestions in section 7 of this Selection Questionnaire relating to Technical
and Professional Ability) the authority may only obtain such evidence after the final tender evaluation

decisigni.e. from the winning Supplier only.

Sub-contracting arrangements

8. Where the Supplier proposes to use one or more sub-contractors to deliver some or all of the
contract requirements, a separate Appendix 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.

9. 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
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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

10. If the Supplier completing this Selection Questionnaire is doing so as part efa proposed
consortium, the following information must be provided;

e names of all consortium members;

e 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

e if the consortium is not proposing to form a-legal entity, full details of proposed
arrangements within a separate Appendix.

11. 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.

12. All members of the consortium will be required to provide the information required in all sections of
the Selection Questionnaire as part of a single composite response to the Authority i.e. each member
of the consortium is required to completelthe form.

13. Where you are proposing to,create a separate legal entity, such as a Special Purpose Vehicle
(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.

14. The Authority recegnises 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
infermation.

Confidentiality

15. When providing details of contracts in answering section 6 of this Selection Questionnaire
(Technical and Professional Ability), the Supplier agrees to waive any contractual or other
confidentiality rights and obligations associated with these contracts.

16. 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
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duty of care or have any legal liability, except for any deceitful or maliciously false statements of
fact.

17. 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 Contract Regulations.




1. Supplier Information

Full name of the Supplier completing the
Selection Questionnaire

Registered company address

Registered company number %LO
g pany 0(5/
Registered charity number )
O
QQ~
Registered VAT number ,&O
K\
Name of immediate parent company ((,
«((/%
Name of ultimate parent company ~ \é
i, apublicimited
com@ny
i. imited
R mpany
i< alimited
Please mark X’ in the relevant box to indicate ~\? Iia;JiIiIty
your trading status Q/ partnership
?9 iv.  other
\i</ partnership
A 'Q v.  sole trader
N\
@ vi.  other (please
G\Q% specify)
Q - i.  Voluntary,
% Community
Q/?\ and Social
(é} Enterprise
VCSE
Please mark \fhe relevant boxes to indicate i (Small gr
whether an he following classifications Medium
apply t0.yC Enterprise
%O (SME) *
O ii.  Sheltered
Q workshop
iv.  Public service
mutual

! See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/
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Bidding as a Prime Contractor and will
deliver 100% of the key contract
deliverables yourself

Bidding as a Prime Contractor and will
use third parties to deliver some of the
services

If yes, please provide details of your 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.

iii.  Bidding as Prime Contractor but will
operate as a Managing Agent and will
use third parties to deliver all of the

services

If yes, please provide details of your 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.
p , %Q,

A)

Bidding as a consortium but not W
proposing to create a new legal ,thy.

iv.

If yes, please include details of y onsortium
in the next column and use a ate Appendix
to explain the alternative arrangéments i.e. why
a new legal entity is not created.

Please note that the Adthority may require the
consortium to assu'@e a specific legal form if
awarded the c Q?&ct, to the extent that it is
necessary f@ satisfactory performance of
the contract,

O\

Consortium members

Lead member

V. idding as a consortium and intend to
() create a Special Purpose Vehicle (SPV).

If yes, please include details of your consortium,
current lead member and intended SPV in the
next column and provide full details of the biding

Consortium members

Current lead member

Name of Special Purpose Vehicle

model using a separate Appendix.

Supplier contact details for enquiries about this Selection Questionnaire
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Name

Postal address

Country

Phone

Mobile

E-mail

Registration with a professional body

If applicable, is your business registered with
the appropriate trade or professional register(s)
in the EU member state where it is established
(as set out in Annex Xl of directive 2014/24/EU)
under the conditions laid down by that member
state).

e

4

4
Q,+number in this box.

If {please provide

the registration

Is it a legal requirement in the state where y

are established for you to be licensed or <</

member of a relevant organisation in or@%‘fo

provide the requirement in this procu\{gment?
A\

2. Grounds for Mandatory Exclusion

You will be excluded from the procurement
process if there is evidence of convictions
relating to specific criminal offences including,
but not limited to, bribery, corruption,
conspiracy, terrorism, fraud and money
laundering, or if you have been the subject of a
binding legal decision which found a breach of
legal obligations to pay tax or social security

obligations (except where this is
disproportionate e.g. only minor amounts
involved).

p

If Yes, please provide additional details within
this box of what is required and confirmation
that you have complied with this.

If you have answered “yes” to question 2.2 on
the non-payment of taxes or social security
contributions, and have not paid or entered into
a binding arrangement to pay the full amount,
you may still avoid exclusion if only minor tax or
social security contributions are unpaid or if you
have not yet had time to fulfil your obligations
since learning of the exact amount due. If your
organisation is in that position please provide
details using a separate Appendix. You may
contact the authority for advice before

completing this form.
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conspiracy within the meaning of section
1 or 1A of the Criminal Law Act 1977 or
article 9 or 9A of the Criminal Attempts
and Conspiracy (Northern Ireland) Order
1983 where that conspiracy relates to
participation in a criminal organisation as
defined in Article 2 of Council
Framework Decision 2008/841/JHA on
the fight against organised crime;

corruption within the meaning of section
1(2) of the Public Bodies Corrupt
Practices Act 1889 or section 1 of the
Prevention of Corruption Act 1906;

the common law offence of bribery;

bribery within the meaning of sections 1,
2 or 6 of the Bribery Act 2010; or section
113 of the Representation of the People
Act 1983;

any of the following offences, where the
offence relates to fraud affecting the
European Communities’ financial
interests as defined by Article 1 of the
Convention on the protection of the
financial interests of the European
Communities:

the offence of cheating the Revenue;

the offence of conspiracyto defraud;

fraud or theft withinthe meaning of the

Theft Act 1968, the Theft Act (Northern
Ireland) 1969;‘the Theft Act 1978 or the
Theft (Northerh Ireland) Order 1978;

fraudutent trading within the meaning of
section 458 of the Companies Act 1985,
article 451 of the Companies (Northern
Ireland) Order 1986 or section 993 of the
Companies Act 2006;

fraudulent evasion within the meaning of
section 170 of the Customs and Excise
Management Act 1979 or section 72 of
the Value Added Tax Act 1994;

Vi,

an offence in connection with taxation in
the European Union within the meaning
of section 71 of the Criminal Justice Act

13




1993;

Vii.

destroying, defacing or concealing of
documents or procuring the execution of
a valuable security within the meaning of
section 20 of the Theft Act 1968 or
section 19 of the Theft Act (Northern
Ireland) 1969;

viii.

fraud within the meaning of section 2, 3
or 4 of the Fraud Act 2006; or

the possession of articles for use in
frauds within the meaning of section 6 of
the Fraud Act 2006, or the making,
adapting, supplying or offering to supply
articles for use in frauds within the
meaning of section 7 of that Act;

any offence listed—

in section 41 of the Counter Terrorism
Act 2008; or

in Schedule 2 to that Act where the court
has determined that there is a terrorist
connection;

any offence under sections 44 to 46.of
the Serious Crime Act 2007 which
relates to an offence covered by
subparagraph (f);

money laundering within-the meaning of
sections 340(11) and\415 of the
Proceeds of Crime:Act 2002;

an offence in‘eonnection with the
proceeds-ef criminal conduct within the
meaning-of section 93A, 93B or 93C of
the, Criminal Justice Act 1988 or article
45,46 or 47 of the Proceeds of Crime
(Northern Ireland) Order 1996;

an offence under section 4 of the Asylum
and Immigration (Treatment of
Claimants etc.) Act 2004;

an offence under section 59A of the
Sexual Offences Act 2003;

an offence under section 71 of the
Coroners and Justice Act 2009
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m. an offence in connection with the
proceeds of drug trafficking within the
meaning of section 49, 50 or 51 of the
Drug Trafficking Act 1994; or

n. any other offence within the meaning of
Article 57(1) of the Public Contracts
Directive—

i. as defined by the law of any jurisdiction Q/%%
outside England and Wales and Q~
Northern Ireland; or OC?

ii. created, after the day on which these Q
Regulations were made, in the law of ,\O
England and Wales or Northern Ireland. A

3. Grounds for Discretionary Exclusion — Part 1

The authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out
in paragraphs (a) to (i);

a. your organisation has violated applicable
obligations referred to in regulation 56

15




(2) of the Public Contract Regulations
2015 in the fields of environmental,
social and labour law established by EU
law, national law, collective agreements
or by the international environmental,
social and labour law provisions listed in
Annex X to the Public Contracts
Directive as amended from time to time;

your organisation is bankrupt or is the
subject of insolvency or winding-up
proceedings, where your 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;

your organisation is guilty of grave
professional misconduct, which renders
its integrity questionable;

your organisation has entered into
agreements with other economic
operators aimed at distorting
competition;

your organisation has a conflict of
interest within the meaning of‘tregulation
24 of the Public Contract Regulations
2015 that cannot be effectively remedied
by other, less intrusive, measures;

the prior involvement of your
organisation.in the preparation of the
procurement procedure has resulted in a
distortion of competition, as referred to in
regulation 41, that cannot be remedied
by other, less intrusive, measures;

your organisation has 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;

16




h. your organisation—

i.  has been 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;
or

ii.  has withheld such information or is not
able to submit supporting documents
required under regulation 59 of the
Public Contract Regulations 2015; or

i. your organisation has undertaken to

() unduly influence the decision-making
process of the contracting authority, or

(i) obtain confidential information that may
confer upon your organisation undue
advantages in the procurement
procedure; or

j. your organisation has negligently
provided misleading information that
may have a material influence on
decisions concerning exclusion,
selection or award.

Conflicts of interest

In accordance with question 3.1(e), the authority may exclude the Supplier if there is a conflict of
interest which cannot be efféctively remedied. The concept of a conflict of interest includes any
situation where relevant staff members have, directly or indirectly, a financial, economic or other
personal interest which ‘might be perceived to compromise their impartiality and independence in
the context of the precurement procedure.

Where there igVany indication that a conflict of interest exists or may arise then it is the
responsibility-ef the Supplier to inform the authority, detailing the conflict in a separate Appendix.
Provided that’it has been carried out in a transparent manner, routine pre-market engagement
carried out by the Authority should not represent a conflict of interest for the Supplier.

Taking Account of Bidders’ Past Performance

In accordance with question (g), the authority may assess the past performance of a Supplier
(through a Certificate of Performance provided by a Customer or other means of evidence). The
authority may take into account any failure to discharge obligations under the previous principal
relevant contracts of the Supplier completing this Selection Questionnaire. The Authority may also
assess whether specified minimum standards for reliability for such contracts are met.

In addition, the authority may re-assess reliability based on past performance at key stages in the
procurement process (i.e. supplier selection, tender evaluation, contract award stage etc.).

17




Suppliers may also be asked to update the evidence they provide in this section to reflect more
recent performance on new or existing contracts (or to confirm that nothing has changed).

‘Self-cleaning’

Any Supplier that answers ‘Yes’ to questions 2.1, 2.2 and 3.1 should provide sufficient evidence, in
a separate Appendix, that provides a summary of the circumstances and any remedial action that
has taken place subsequently and effectively “self cleans” the situation referred to in that question.
The supplier has to demonstrate it has taken such remedial action, to the satisfaction of the
authority in each case.

If such evidence is considered by the authority (whose decision will be final) as sufficient, the
economic operator concerned shall be allowed to continue in the procurement process.

In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, prove
that it has;
e paid or undertaken to pay compensation in respect of any,damage caused by
the criminal offence or misconduct;
e clarified the facts and circumstances in a comprehensive manner by actively
collaborating with the investigating authorities; and
e taken concrete technical, organisational and?personnel measures that are
appropriate to prevent further criminal offences.or misconduct.

The measures taken by the Supplier shall be evaluated taking into account the gravity and
particular circumstances of the criminal offence ori{/misconduct. Where the measures are
considered by the Authority to be insufficient, thesSupplier shall be given a statement of the
reasons for that decision.

4. Grounds for Discretionary Exclusion — Part 2

The Authority reserves the right to use its discretion to exclude an Applicant where it can
demonstrate the supplier's non-payment of taxes/social security contributions where no binding
legal decision has been taken.

Please note that Section 4 relating to tax compliance only applies where the Authority has
indicated that the contract-is,over £5million in value, and the Authority is a Central Government
Department (including their Executive Agencies and Non-Departmental Public Bodies).

“Occasion of Tax Non-Compliance” means:

a. any taxsreturn of the Supplier submitted to a Relevant Tax Authority on or after 1 October
2012;is found to be incorrect as a result of:

i. “Relevant Tax Authority successfully challenging the Supplier under the General Anti-Abuse
Rule or the Halifax Abuse Principle or under any tax rules or legislation that have an effect
equivalent or similar to the General Anti-Abuse Rule or the Halifax Abuse Principle;

ii. the failure of an avoidance scheme which the Supplier was involved in, and which was, or
should have been, notified to a Relevant Tax Authority under the DOTAS or any equivalent
or similar regime; and/or

b. the Supplier’s tax affairs give rise on or after 1 April 2013 to a criminal conviction in any
jurisdiction for tax related offences which is not spent at the Effective Date or to a penalty
for civil fraud or evasion.

18




From 1 April 2013 onwards, have any of your company’s tax returns submitted on or after 1
October 2012; (Please indicate your answer by marking ‘X’ in the relevant box).

. . . . Yes No
Given rise to a criminal conviction for tax

4.1 related offences which is unspent, or to a
civil penalty for fraud or evasion;

Been found to be incorrect as a result of:

a. HMRC successfully challenging it
under the General Anti-Abuse
Rule (GAAR) or the “Halifax”
abuse principle; or

b. a tax authority in a jurisdiction in
which the legal entity is
established successfully
challenging it under any tax rules
or legislation that have an effect

4.2 equivalent or similar to the GAAR
or the “Halifax” abuse principle; or

c. the failure of an avoidance
scheme which the Supplier was
involved in and which was, or
should have been, notified under
the Disclosure of Tax Avoidance
Scheme (DOTAS) or any
equivalent or similar regime ina
jurisdiction in which the Supplier
is established.

If answering “Yes” to either 4.1, 0r4.2 above, the Supplier may provide details of any mitigating
factors that it considers relevant and that it wishes the Authority to take into consideration. This
could include, for example:

e Corrective@action undertaken by the Supplier to date;
e Planned-corrective action to be taken;

e (Changes in personnel or ownership since the Occasion of Non-Compliance (OONC);
or

¢ Changes in financial, accounting, audit or management procedures since the OONC.

In"order that the Authority can consider any factors raised by the Supplier, the following information
should be provided:

e A brief description of the occasion, the tax to which it applied, and the
type of “non-compliance” e.g. whether HMRC or the foreign tax
authority has challenged pursuant to the GAAR, the “Halifax” abuse
principle etc.

e \Where the OONC relates to a DOTAS, the number of the relevant
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scheme.

e The date of the original “non-compliance” and the date of any
judgement against the Supplier, or date when the return was amended.

e The level of any penalty or criminal conviction applied.

5. Economic and Financial Standing

a. A copy of the audited accounts for the most recent A\
two years ,é

b. A statement of the turnover, profit & loss account, Qi(;
current liabilities and assets, and cash flow for the «((,

most recent year of trading for this organisation

c. A statement of the cash flow forecast for the R
current year and a bank letter outlining the curre@,
cash and credit position _\

d. Alternative means of demonstrating financial“
status if any of the above are not availab
Forecast of turnover for the current ye
statement of funding provided by th
and/or the bank, charity accruals.accounts or an
alternative means of demonstr, financial
status). &)

5.2

Where the authority has specif'{g‘d/é minimum level of
economic and financial stainng and/or a minimum
financial threshold within& evaluation criteria for
this Selection Questio naire, please self-certify by
answering ‘Yes’ or * hat you meet the
requirements set out here.

O@,,

N4

(a) Are you ar t of awider group (e.g. a subsidiary
of a holdin lp\ nt company)?
If yes, plai/ provide the name below:

(&)

\J
(h%ﬁkrgé of the organisation

N

" Relationship to the Supplier
completing the Selection
Questionnaire

If yes, please provide Ultimate / parent company accounts
if available.

If yes, would the Ultimate / parent willing to provide a

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

6. Technical and Professional Ability

Please provide details of up to three contracts, in any combination from either the public or private
sector, that are relevant to the Authority’s requirement. Contracts for supplies or services s

have been performed during the past three years. Works contracts may be from the five
years, and VCSEs may include samples of grant funded work. ©)

The named customer contact provided should be prepared to provide written eé@g?ce to the
Authority to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium §delivered similar
requirements; if this is not possible (e.g. the consortium is newly formed ©r a Special Purpose
Vehicle will be created for this contract) then three separate examples sh be provided between
the principal member(s) of the proposed consortium or Special Purpo@ ehicle (three examples
are not required from each member). \Q

main provider of the supplies or services, the information req should be provided in respect
of the principal intended provider(s) or sub-contractor(s) WQ% ill deliver the supplies and services.

Vad

Where the Supplier is a Special Purpose Vehicle, or a mana@‘agent not intending to be the
ed
I

<
Contract Q‘ Contract 2 Contract 3
L
6.1 | Name of customer (&\‘
organisation ~
D
6.2 Point of contact in customer Q/?\
organisation Q\/
Position in the organisation {\ I
E-mail address
R
6.3

Contract start date Q

Contract comple date

Estimated %\%ﬁd Value
%

6.4 In no @gre than 500 words,

pleagsﬁ@ provide a  brief
scription of the contract

d

delivered including evidence
Las to your technical capability
in this market.

OO,,

6.5 If you cannot provide at least one example for questions 6.1 to 6.4, in no more than 500 words
please provide an explanation for this e.g. your organisation is a new start-up.

7. Additional Selection Questionnaire Modules
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Suppliers who self-certify that they meet the requirements for these additional modules will be
required to provide evidence of this if they are successful at contract award stage. Please indicate

iour answer bi markini ‘X’ in the relevant boxes.

Further project specific questions relating to the technical and professional ability of the supplier.

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 (Please indicate your answer by
marking ‘X’ in the relevant box):

Employer’s (Compulsory) Liability Insurance = £5 000 000 &&\O
Public Liability Insurance = £5 000 000 Q/%
&
\Z

Professional Indemnity Insurance = £2 000 000 \é

4
Product Liability Insurance = N/A AQ\5
* It is a legal requirement that all companies hold Employ: (Compulsory) Liability Insurance of
£5 million as a minimum. Please note this requirement,i t applicable to Sole Traders.

For organisations working outside of the UK p
equivalent legislation in the country that yo located. (Please
indicate your answer by marking X’ in t evant box):

In the last three years, has any finding,‘éf unlawful discrimination
been made against your organisation by an Employment
Tribunal, an Employment Appe unal or any other court (or in
comparable proceedings in a isdiction other than the UK)?

In the last three years, has your organisation had a complaint
upheld following an inv ation by the Equality and Human
Rights Commission o it?‘predecessors (or a comparable body in
any jurisdiction o%? than the UK), on grounds or alleged
unlawful discrimi% n?

If you have wered “yes” to one or both of the questions in this
module, please provide, as a separate Appendix, a summary of
the natus, of the investigation and an explanation of the outcome
of the&nvestigation to date.

Iche investigation upheld the complaint against your
organisation, please use the Appendix to explain what action (if
any) you have taken to prevent unlawful discrimination from
reoccurring.

You may be excluded if you are unable to demonstrate to the
Authority’s satisfaction that appropriate remedial action has been
taken to prevent similar unlawful discrimination reoccurring.
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If you use sub-contractors, do you have processes in place to
check whether any of the above circumstances apply to these
other organisations?

(Please indicate your answer by marking ‘X’ in the relevant box):

Has your organisation been convicted of breaching environmental
legislation, or had any notice served upon it, in the last three
years by any environmental regulator or authority (including local
authority)?

If your answer to the this question is “Yes”, please provide details
in a separate Appendix of the conviction or notice and details of
any remedial action or changes you have made as a result of
conviction or notices served.

The Authority will not select bidder(s) that have been prosecuted
or served notice under environmental legislation in the last 3
years, unless the Authority is satisfied that appropriate remedial .
action has been taken to prevent future occurrences/breacheio\5

o~

If you use sub-contractors, do you have processes in pl 10
check whether any of these organisations have been icted or
had a notice served upon them for infringement of ironmental

slation? <
legislation Q/

N/A {\

8. Declaration

| declare that to the best.of my knowledge the answers submitted to these questions are correct. |
understand that the i ation will be used in the selection process to assess my organisation’s
suitability to be in to participate further in this procurement, and | am signing on behalf

Q

| understand that the Authority may reject my submission if there is a failure to answer all relevant
questians fully or if I provide false/misleading information. | have provided a full list of any
Ap@ ices used to provide additional information in response to questions.

| also declare that there is no conflict of interest in relation to the Authority’s requirement.

The following appendices form part of our submission;
Section of Selection Questionnaire Appendix number
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SELECTION QUESTIONNAIRE COMPLETED BY

8.1 | Name

8.2 | Role

in organisation

8.3 | Date

8.1 | Signature

Selection Questionnaire — Template for Appendices

Appendix Number -

Selection Questionnaire section - \BQC

Question number -
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3 Questions: Award

3.1 Mandatory Pass/Fail Requirements

The questions within this section shall be assessed on the basis of pass or fail and applies to those
guestions that are able to be answered either as a Yes or No.

The Authority’s minimum expectation is for the Applicant to respond Yes to each question and to
support this response with comments where this requirement is stated within the question.

Question Question Response

Number

Requirement: the Applicant must have the ability to start the Contract
within agreed timescale as outlined within Volume One (1) Instrugtions
and Information.

3.1.1

Minimum expectation: the Authority’s minimum requirement in relation
to this mandatory criterion is that the Applicant can evidence that they
are able to begin the Contract within the agreed timescale and
Applicants’ responses shall be cross-referred to.the proposals contained
within their method statements in order to be ‘satisfied on this point.

Yes / No

Requirement: the Applicant’s Staff mustthave experience of providing
money advice to vulnerable clients.

3.1.2

Minimum expectation: The Authority’s minimum requirement in relation
to this mandatory criterion jis.for the Applicant to declare ‘Yes’ and Yes / No
provide evidence of said experience. Where at the time of tendering the
Applicant has not yetfinalised its staffing arrangements, the Applicant
must declare as much and provide a statement that it will recruit suitably
experienced Staff to work on the Service.

Applicant’s Evidence:

Requirement: The Applicant must hold a non commercial debt
counselling licence.

3.1.3

Yes / No
Minimum expectation: The Authority’s minimum requirement in
relation to this mandatory criterion is for the Applicant to declare ‘Yes'.

Requirement: The Applicant must be affiliated with one of the Money
Advice Trust partner organisations.

3.14

Yes / No
Minimum expectation: The Authority’s minimum requirement in
relation to this mandatory criterion is for the Applicant to declare ‘Yes'.
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Question Question Response

Number

Requirement: The Applicant’s proposed Contract price shall not
exceed the maximum budget of twenty five thousand (£25,000) set for
this Service.

3.15

Minimum expectation: The Authority’s minimum requirement in Yes/No

relation to this mandatory criterion is for the Applicant to declare ‘Yes’
and Applicants’ responses shall be cross-referred to their completed
section 4 Pricing Schedule in order to be satisfied on this point.

316 Requirement: The Applicant must be able to deliver the service from
o the Authority’s office locations in both the district of South Hams and
borough of West Devon and via home visits.

Minimum expectation: The Authority’s minimum requirement in Yes /No

relation to this mandatory criterion is for the Applicant te-declare ‘Yes’
and for Applicant’s to evidence this within their method statements in
order to be satisfied on this point.
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3.2 Method Statements

Applicants are required to submit Method Statements. They should be drafted in such a manner so
as to be able to form part of the Contract. They should be submitted containing sufficient detail to
demonstrate that the stated outcomes as defined within section 5 Specification of Volume One (1)
Instructions and Information will be deliverable.

Method Method Statement Topic Area

Statement
Number

3.2.1 General Requirements (Worth 20%)

The Applicant shall provide a Method Statement that explains its proposals specifically
in relation to section 5.2 General Requirements of Volume One (1)y1astructions and
Information.

Authority’s minimum requirements for the Applicant’s response to this Method Statement: is
for the Applicant to provide a detailed Method Statement that focuses-on the general requirements of
the Service at section 5.2 within Volume One (1) Instructions and-lnformation and provides the
following information:

Detailed proposals regarding what the Service will provide

Clear processes regarding how the Service will operate

Assurance that the proposed Service meets the‘requirements detailed in the Specification
Benefits of the proposals clearly outlined

Explanation of how the proposals set the/Applicant apart from other potential Applicants
Detailed proposals and strategy regarding how the Service will develop

How the Service will deliver additional social value to the Authority

Clear processes regarding how performance will be managed

Clear processes regarding how the Contract will be managed

A summary statement on.the outcomes met by virtue of the proposed Service

A statement demonstrating to the Authority that the Method Statement is deliverable in
sufficient detail as to.cenvince the Authority

e Your proposals for-creating a legacy to ensure the service is able to continue when formal
funding ceases ta be available

Provide detailed responses specifically in relation to the following:

e How your organisation will work in partnership with existing statutory and voluntary services
and-partnerships
o How-your organisation will quality-assure its Service provision.

Applicant’s response:

3.2.2 Staffing Requirements (Worth 20%)

The Applicant shall provide a Method Statement that explains its proposals specifically
in relation to section 5.3 Staffing Requirements of Volume One (1) Instructions and
Information.

Authority’s minimum requirements for the Applicant’s response to this Method Statement: is
for the Applicant to provide a detailed Method Statement that focuses on the staffing requirements of

27




Method Method Statement Topic Area

Statement
Number

the Service at section 5.3 within Volume One (1) Instructions and Information and provides the
following information:

e Detailed proposals regarding the staffing structure and the roles and responsibilities allocated
to the staff

Clear processes regarding how performance of the staff will be managed

Clear processes regarding how the Contract will be managed

Assurance that the staff proposed meet the requirements detailed in the Specification

An explanation of how the staff will be supported to deliver the requirements of the Service

A statement demonstrating to the Authority that the Method Statement is deliverable

An explanation of how the proposals set the Applicant apart from its competitors.

Provide detailed responses specifically in relation to the following:

e How your organisation will ensure you recruit and manage staff so‘that they are able to
respond to welfare reform changes quickly.

Applicant’s response:

3.2.3 The Provision of Services to Service Users (Worth 30%)

The Applicant shall provide a Method Statement that explains its proposals specifically
in relation to section 5.4 The Provigsion of Services to Service Users of Volume One (1)
Instructions and Information.

Authority’s minimum requirements for the Applicant’s response to this Method Statement: is
for the Applicant to provide a detailed‘Method Statement that focuses on the requirements of Service
Users as specified at section 5.4within Volume One (1) Instructions and Information and provides the
following information:

Detailed proposals-en how the Service will be designed to address Service User’'s needs

A clear outlineof the ways in which the Service User will benefit from the Service

Assurance that'the proposed Service meets the requirements detailed in the Specification
The Applicant’s strategy on how the Service will be developed

A statement demonstrating to the Authority that the Method Statement is deliverable

An explanation of how the proposals set the Applicant apart from its competitors
Acstatement of whether and how the proposals will deliver additional social value to the
Authority

< * An explanation of the model of money advice and case work provision that your organisation
iS proposing.

Provide detailed responses specifically in relation to the following:

e How your Service will be able to respond to a request for an appointment at short notice
¢ How you will ensure your Service is available across the district and borough.

Applicant’s response:
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4 Pricing Schedule

Category

Total Cost per Annum (inclusive of all costs but exclusive of VAT)

Number of Hours per Annum
Cost per Hour (total cost per annum / number of hours per annum) %%

<
C,)Q‘
@)
QQ‘
,&O
S
&
(OQ“
&Q
Ny
QQ‘
40
COCO
&
QQ‘
&r
Co<<’
(OV‘
Q\/
« 4
\Y
o‘b@
%)
@
?\
&
&
N
C)O
O’\
S
@)
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5 Price Review Framework

5.1 Price Validity Period

As a minimum, all prices submitted must remain fixed and firm for twelve (12) months from date of
Contract commencement. In support of this, please detail exactly how long your prices will remain
fixed and firm for.

Prices will remain valid for ... years and ... months from the beginning of this Contract (Applicant to
complete). ((/CO
5.2 Price Review Proposals Cﬁ%

The Authority does not expect the Applicant to implement any price increases througzgm the life of
this Contract and would conversely look to explore ways of reducing costs throug@lt its duration.
The Applicant’s signature at section 5.6 Pricing Schedule Declaration will be assu ed to be an
acceptance of this condition. Applicant’s whose price review proposal differ: m the Authority’s
expectations under this 5.2 Price Review Proposals must state their prog§3 below.

N\

Price Review Proposal if different from above: Q‘\\
/\0
\\U

5.3 Contract Renewal S
No Contract once awarded shall be renewed at a high than agreed between the parties
through this price review framework or through any r such agreement as submitted to and
approved by the Authority in writing. (</

5.4 Spend Related Rebate Propesals

Please detail any spend-related rebate @posals below, based upon Contract spend.
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5.5 Volume Related Rebate Proposals
Please detail any volume-related rebate proposals below, based upon Contract volumes.

5.6 Pricing Schedule Declaration é&
N

offer to supply the goods or services as per the pricing schedulesé%ve, in accordance with the
Specification, terms and conditions and all other documents tq@ing the Contract.

S
Signed*: Date: Q/
Ze)

. . A3
Name (in block capitals): Q:\‘
In the capacity of: Qy‘?

o Qv
(State official position, i.e. Director, Manager;-etc.)
AN
. N
Organisation name and postal addr@
Vad
~
Telephone No: Q Fax No:
o
*(It must be clearly sh Whether the Applicant is a limited company, statutory corporation,
partnership or singletindividual, trading under his own or another name, and also if the signatory is not
the actual Appl@t, the capacity in which he/she signs or is employed).
-
&C)
O

Q
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6.1 Conditions of Tender

WEST DEVON BOROUGH COUNCIL

CONDITIONS OF TENDER

Tender for: South Hams and West Devon Money Advice Tender No: TO84SHWD

Period of Contract: One (1) year Due for return by 12 noon on;03

June 2016

1.

Tenders are invited for the supply of the goods or services specified or described in-the invitation.
Tenders with conditions of contract duly completed should be marked with the title of the Contract
and returned electronically via the Supplying the South West portal. Tenders must be returned no
later than the specified time and date. Tenders received after the time stated or not properly
completed will be disregarded. Facsimile and emailed copies will not be accepted.

The Contract shall be subject to the specified terms and Conditions of Centtact. Offers by Applicants
made subject to additional or alternative conditions may not be considered and may be rejected on
the grounds of such conditions alone. No alteration must be made to the printed conditions or
schedules. Any Tenders bearing such alterations will not be considered.

The Authority does not bind itself to accept the lowest or any Tender, and reserves the right to accept
a Tender either in whole or in part, for such item or items spgcified in the Invitation to Tender, and for
such place or places of delivery as it thinks fit, each item and establishment being for this purpose
considered as Tendered for separately.

To the Authority

I/We the undersigned DO HEREBY UNDERTAKE on the acceptance by the Authority of my/our
Tender either in whole or in part, to supply (arperform the services), on such terms and conditions
and in accordance with such specifications (if any), as are contained or incorporated in the Invitation
to Tender. I/We agree and declare thatthe acceptance of this Tender by letter on behalf of the
Authority, whether for the whole or partof the items included therein, will constitute a Contract for the
supply of such items, I/We agree to.enter into a further agreement for the due performance of the
Contract, and I/We declare that.am/We are acting as the Delegated Authority for the purposes of
signing off this Tender, and therefore, the Contract.

Signed*: | Date:

Name (in block capitals):

In the capacity of:

(State official positions.i:€. Director, Manager, etc.)

*(It must be clearly shown whether the Applicant is a limited company, statutory corporation, partnership or
single individual;drading under his own or another name, and also if the signatory is not the actual
Applicant, the-capacity in which he/she signs or is employed).
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6.2 Certificate of Undertaking and Absence of Collusion or
Canvassing

CERTIFICATE OF UNDERTAKING AND ABSENCE OF COLLUSION OR CANVASSING

The Applicant shall sign the below Certificate of Undertaking and Absence of Collusion clearly indicating
whether they sign as a Consortium or Member of Consortium (Box A), or as a single body and/or individual
(Box B) by striking through Box A or B, whichever does not apply.

Box A — Consortium
I/We the undersigned do hereby certify that:-

(a) the consortium’s Tender is bona fide and intended to be competitive;

(b) the consortium has not entered into any agreement with any person outside the consortiumwith the
aim of preventing Tenders being made or asked the amount of another Tender of the conditions or
which the Tender is made;

(c) the consortium has not informed any person outside the consortium other than the person calling for
the Tenders the amount or approximate amount of the Tender except where the: disclosure in
confidence of the approximate amount of the Tender was necessary to obtainiinsurance premium or
other quotations necessarily required for the preparation of the Tender;

(d) the consortium has not caused or induced any person to enter into such;an-agreement as is
mentioned in (b) above or to inform the consortium of the amount or the approximate amount of any
rival Tender for the Contract.

(e) the consortium has not and will not canvass or solicit any Member, Officer or employee of the
Authority in connection with the preparation, submission and evaluation of this Tender or award or
proposed award of the Contract and that to the best of my knowledge and belief, no person
employed by the consortium or acting on the consortiumys behalf has done or will do such an act.

() I/We further undertake that the consortium will not do any’of the acts mentioned in (b), (c), (d) and
(e) above before the hour and date specified for the,xéturn of the Tender.

Box B — Single Body and/or Individual
I/We the undersigned do hereby certify that:-

(a) My/our Tender is bona fide and intefided to be competitive and I/we have not fixed or adjusted the
amount of the Tender by or under’in accordance with any agreement or arrangement with any other
person;

(b) l/we have not indicated to.ahy person other than the person calling for the Tender amount or
approximate amount of-the’ proposed Tender except where the disclosure in confidence of the
approximate amountof the Tender was necessary to obtain insurance premium or other quotations
necessarily required-for the preparation of the Tender;

(c) l/lwe shall have-not entered into any agreement or arrangement with any other person that they shall
refrain from Fendering or asked the amount of any Tender to be submitted;

(d) l/we have naet-offered to pay or give any sum of money or valuable consideration directly or
indirectlyto“any person for doing or having done or causing or having caused to be done in relation
to any.other Tender or proposed Tender for the said work any act or thing of the nature specified
and described above.

(e)_4tlwe hereby certify that I/we have not and will not canvass or solicit any Member, Officer or
employee of the Authority in connection with the preparation, submission and evaluation of this
Tender or award or proposed award of the Contract and that to the best of my knowledge and
belief, no person employed by me/us or acting on my/our behalf has done or will do such an act.

(f) I/we further undertake that I/'we will not do any of the acts mentioned in (b), (c) and (d) above before
the hour and date specified for the return of the Tender.

Signed*: | Date:

Name (in block capitals):

In the capacity of: (State official position, i.e. Director, Manager, etc.)

*(It must be clearly shown whether the Applicant is a limited company, statutory corporation, partnership or
single individual, trading under his own or another name, and also if the signatory is not the actual
Applicant, the capacity in which he/she signs or is employed).
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6.3 Certificate of Confidentiality

CERTIFICATE OF CONFIDENTIALITY

I/we hereby agree with the Authority that I/we shall not at any time divulge or allow to be divulged to any
person any information, confidential or otherwise, relating to information passed to me regarding this
project.

It is appreciated by the parties that in the event of negotiations in respect of the proposed Contract being
entered into between the Authority and my organisation that it may be necessary to share information with
colleagues within my organisation. In this event this confidentiality clause may be waived to allow such
information sharing to take place but not further or otherwise.

Signed*: | Date:

Name (in block capitals):

In the capacity of: (State official position, i.e. Director, Manager, etc.)

*(It must be clearly shown whether the Applicant is a limited company, statutory corporation, partnership or
single individual, trading under his own or another name, and also if the signatory is not the@ctual
Applicant, the capacity in which he/she signs or is employed).

6.4 Commercially Sensitive Information

| declare that | wish the following information to be designated as Commercially Sensitive.

The reason(s) it is considered that this information should be exempt under Freedom of Information Act
2000 is:

6.5 Conflict of Interest

CERTIFICATE OF CONFLICT OF INTEREST

I/we hereby notify.the”’Authority that I/we consider the following declaration to be a conflict of interest
(Applicant to insert details of the conflict of interest):

I/we hereby understand that in accordance with Article 24 of the Public Contract Regulations 2015 that the
Authegrity is obliged to take appropriate measures to effectively prevent, identify and remedy conflicts of
interest arising in the conduct of procurement procedures so as to avoid any distortion of competition and to
ensure equal treatment of all economic operators.

Signed*: | Date:

Name (in block capitals):

In the capacity of: (State official position, i.e. Director, Manager, etc.)

*(It must be clearly shown whether the Applicant is a limited company, statutory corporation, partnership or
single individual, trading under his own or another name, and also if the signatory is not the actual
Applicant, the capacity in which he/she signs or is employed).
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7.1 Supplier Feedback

The Authority values the Applicants that apply for the opportunities that it makes available and as
such its Corporate Procurement Officer is keen to ensure that all Applicants have their say about
how procurement processes are conducted. Whilst it is not compulsory for Applicants to complete
the below, all organisations are encouraged to take a few minutes to do so in order for the
Corporate Procurement Officer to continuously evaluate the delivery of service and to aid in C‘OCO

improving processes. Qi(/
O
Applicants are asked to complete the supplier feedback document in relation to this p lar
procurement. Q
O
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