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DOCUMENT 1:


REQUEST FOR QUOTATION (“RfQ”) INVITATION AND INSTRUCTIONS



Knowsley Council (“the Council”)





Strategic Housing Market Assessment (the Services)

STAR Refence: 020917

Chest Reference: DN820597
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This RfQ consists of the following documents:

Together, they set out the nature and extent of the Requirement and the conditions upon which the Services are to be provided.

· Document 1: Instructions (this document)
· Document 2: Specification
· Document 3A: Response Document (Information and Pass/Fail Requirements)
· Document 3B1: Response Document (Qualitative)
· Document 3B2: Response Document (Commercials)
· Document 3C: Response Document (PSS)
· Document 4: Terms and Conditions
· Document 5A: NOT USED 
· Document 5B: NOT USED 
· Document 6: NOT USED 
· Document 7: NOT USED 
· Document 7a: NOT USED 

Contents of this Document 1:

1. Key Information
This contains information on:
· Invitation
· Deadlines
· Instructions for returning your quotation
· Assessment Criteria, Weightings, and Scoring Methodology
· Best and Final Offer

2. General Information and Instructions regarding your quotation and this RfQ





3. Council Initiatives and Key Policies
This contains information on:
· Social Value
· Modern Slavery and Responsible Procurement
· Real Living 
· Premier Supplier Service 

1. Key Information

1.1 Invitation
1.1.1 STAR Procurement, acting on behalf of the Council, invites Quotations for the provision of the Services otherwise referred to as the “Contract”) by the Council, from organisations with relevant experience and ability to demonstrate sufficient capacity for providing the Services (the “Bidders”).

1.1.2 In addition to the Council, this RfQ is issued on behalf of and the contract is open to and may be used by

any STAR partner, which includes: Rochdale Council, St. Helens Council, Stockport Council, Tameside, Council, and Trafford Council.

Reservation of Opportunity

1.1.3 This opportunity is openly advertised, and any interest organisation my submit a bid in accordance with the rules set out in the RfQ.

1.2 Agreement Term
1.2.1 The Contract will be for an initial term of 6months (the “Contract Period”).

1.2.2 The Council may extend following the Contract Period for a further period of time of 6 months (the “Extension Period(s)”).

1.3 Value:

1.3.1 Prices shall be set for a fixed period of X contract years, after which prices may increase in each subsequent contract year by RPI/CPI indexation (the “Index / Indexation”). A contract year being the 12-month period from the start date of the contract.  Indexation shall be the lower of 3% and the Index as at 1st insert month (that is to say by reference to the percentage increase (if any) in the Index over the preceding twelve (12) months)) in each Contract Year.  For the avoidance of doubt, the first increase shall take effect as from the expiry of the third Contract Year.
	
1.4 Deadlines & Timetable
Please note that the dates provided within this timetable are indicative and are subject to change.

	Issue of RfQ
	30th June 26

	Submission of Clarification Questions
	23rd JUL ‘26 at 17:00

	Submission of Quotation Response
	30th JUL ‘26 at 12:00

	Evaluation Completed
	W/C 17th AUG ‘26 

	Best and Final Offer
	W/C 21st AUG ‘26

	Award Decision Approved
	W/C 25th AUG ‘26

	Contract Execution
	W/C 28th AUG ‘26

	Contract Start Date
	1st SEP ‘26




1.5 Instructions for returning your Quotation
1.5.1 It is essential that you comply with the instructions in this document in the preparation and submission of your Quotation to help ensure you do not inadvertently invalidate your Quotation. The Council reserves the right to reject any Quotation that does not comply with these instructions

1.5.2 Bidders must complete and return their Quotation (Document 3 Response Documents (A, B1, B2, and C,), along with any required supporting information as allowed) via the Chest e-tendering system and SVP portal (where being used). It is not required to return any other documentation with your Quotation. If you have any issues relating to the return of your Quotation in this manner, please contact the lead Procurement Officer via the Chest as soon as possible.

1.5.3 All Quotations and supporting documentation must be submitted by the Deadline for Submission of Quotation Response indicated at 1.4. The Council will not accept responsibility for any delays in submission or delivery of the response or supporting documentation.

1.5.4 Bidders are advised to clarify any points of doubt or difficulty relating to the documentation before submitting their response.  Any queries should be submitted via the Chest e-tendering system, as soon as possible, and in any event before the Deadline for Submission of Clarification Questions indicated at 1.4.  

1.5.5 You are advised to deliver your Quotation well in advance of the deadline to avoid any technical issues that might arise causing you to fail to meet that deadline, which would lead to the rejection of your Quotation.  The Council is conscious that Bidders spend a huge amount of time, effort, and expense in putting together a quotation and is keen to ensure that no quotation is rejected down to late submission.

1.5.6 Any signatures required on Response Documents must be signed by an appropriate Director of the company. Where the Bidders delegates the signing, a cover letter from the Director stating this must be submitted with the Quotation.

1.6 Assessment Criteria, Weightings, and Scoring Methodology
1.6.1 [bookmark: _Hlk217465794]Pass / Fail Questions and or Mandatory Requirements / Exclusions: Any indication that a minimum requirement as set out in the RfQ documents, including the Specification, have not been met by a bidder, will result in that bidders exclusion, and their Quotation will not be assessed further.

Bidders who self-certify that they do not meet any requirement (including those set out in the Specification), or the Council determines they do not meet the requirements (including those set out in the Specification), will be excluded (subject to any exceptional circumstances set out) and their Quotation will not be assessed any further.

1.6.2 Evaluation Criteria & Weightings: All Quotations will be evaluated in terms of understanding and meeting the requirements as set out in the Specification (Document 2). 

The evaluation will be carried out against the pre-determined evaluation criteria and associated weightings as provided below. 

	Evaluation criteria 
	Scoring

	Quality
	50%

	Methodology
	35%

	Resources
	15%

	Social Value (Quantitative)
	10%

	Social Value (Qualitative)
	10%

	Price
	40%

	Total
	100%




1.6.2.1 [bookmark: _Toc84911246]Quality & Social Value Qualitative Assessment: The qualitative assessment shall comprise evaluation of your responses to the quality and social value qualitative questions in accordance with the below.

1.6.2.2 The weighted score for each question is calculated as follows:  

E.G. A question carries a weighing of 10% (maximum score allowed = 4), the actual score given is 3. To work out the weighted score:

	Actual Score
	Multiplied by
	Question Weighting
	Divided by
	Maximum Possible Score
	equals
	Weighted Score

	3
	x
	10
	÷
	4
	=
	7.50%



Failure to upload your qualitative response to the Social Value Portal by the deadline will result in your Quotation being excluded and your Quotation will not be assessed further.

1.6.2.3 The Weighted Score for all Quality & Social Value Questions (Quantitative and Qualitative) are added together to form the Total Weighted Quality Score.

1.6.2.4 Scoring Methodology (Quality): The following scoring methodology will be used for scoring your responses to the quality questions.

The following scores shall be awarded based on the proposals received and the degree of confidence that, on the basis of the facts known to the evaluation panel at the time of making the assessment, the proposal meets the interpretation of the applicable score.

Factors which the evaluation panel will take into account in making this assessment are set out below for each score:

	Score
	Interpretation

	4
	Good 
· Response demonstrates in comprehensive detail how all the elements of the requirement / focus of the question will be fulfilled to an acceptable level of quality. The response is entirely relevant. There are no omissions of concern, and response demonstrates a sound understanding of the requirements / focus of the question and influential factors, including systems, and quality measures to deliver the requirement / focus of the question to a good quality AND
· Risks to Council / end users / stakeholders etc. associated with response / proposed delivery are of no concern to the Council

	3
	Satisfactory
· Response demonstrates in sufficient detail how the majority of the elements of the requirement / focus of the question will be fulfilled to an acceptable level of quality. There may be a small number of minor omissions, however, the response demonstrates a sound understanding of the requirements / focus of the question and influential factors, including systems, and quality measures to deliver the requirement / focus of the question to a satisfactory quality AND
· There are no significant omission from the response AND
· Risks to Council / end users / stakeholders etc. associated with response / proposed delivery are of limited concern to the Council



	2
	Deficient
· Response demonstrates in sufficient detail how the majority of the elements of the requirement / focus of the question will be fulfilled to an acceptable level of quality, however, there are omissions of some important factors that show some limit on understanding of the requirements / focus of the question and other important influential factors, including systems, and quality measures to deliver the requirement / focus of the question to a satisfactory quality AND
· There is at least one significant omission in the response and thereby has not sufficiently demonstrated or evidenced how the requirement / focus of the question will be fulfilled to a satisfactory quality AND
· Risks to Council / end users / stakeholders etc. associated with response / proposed delivery are of limited concern to the Council



	1
	Poor
· Response addresses minimal elements of the requirement / focus of the question AND / OR
· In general contains limited responses or limited detail or explanation and/or evidence to demonstrate how the majority of the requirements / focus of the question will be fulfilled or how an acceptable level of quality will be achieved AND / OR
· Contains irrelevant or inaccurate or misleading information that shows significant limits on understanding of the requirements / focus of the question and/or other important influential factors including systems, and quality measures to deliver the requirement / focus of the question to a satisfactory quality AND
· Risks to Council / end users / stakeholders etc. associated with response / proposed delivery are of serious concern to the Council.


	0
	Unacceptable
· No Response OR
· No evidence or insufficient information provided to demonstrate that the requirements / focus of the question can be met OR 
· Response is variant from the requirements / specification set out AND
· Risks to Council / end users / stakeholders / etc. associated with response / proposed delivery are fundamentally unacceptable the Council







The allocation of a score of 2 (Two) or below for a response to any Quality Question will result in the exclusion of your Quotation. 

1.6.2.5 Social Value Quantitative Assessment: The quantitative response to social value shall comprise evaluation of your responses to the TOMs outcomes proposed in accordance with the below.

1.6.2.6 The weighted score is calculated as follows: 

E.G. A question carries a weighing of 10% (maximum score allowed = 4), the actual score given is 3. To work out the weighted score:

	Bidders Total Submitted Proxy Value
	Divided by
	Highest Bidders Total Submitted Proxy Value
	Multiplied
by
	Social Value Quantitative Weighting
	equals
	Weighted Score

	£100,000
	÷
	£120,000
	x
	10%
	=
	8.33%




1.6.2.7 Scoring Methodology (Social Value – Qualitative): The following scoring methodology will be used for scoring your responses to the social value questions.

The following scores shall be awarded based on the proposals received and the degree of confidence that, on the basis of the facts known to the evaluation panel at the time of making the assessment, the proposal meets the interpretation of the applicable score.

Factors which the evaluation panel will take into account in making this assessment are set out below for each score:

	Score
	Interpretation

	4
	Good. Response is completely relevant and excellent overall. The response is comprehensive, unambiguous and demonstrates a thorough understanding of the requirements and provides comprehensive and clear details of how social value offers made will be delivered. The response provides a high level of certainty that the Bidder will deliver their social value commitments.

	3
	Satisfactory. Response is relevant and good. The response addresses all requirements and is sufficiently detailed to demonstrate a good understanding and provides details on how the requirements will be fulfilled but includes some ambiguity or minor inconsistencies as to how social value offers made will be delivered. The response provides confidence that the Bidder will deliver their social value commitments.

	2
	Deficient. Response is relevant and fair. The response addresses all requirements and demonstrates a fair understanding of the requirements but lacks details on how certain social value offers made will be delivered or contains some inconsistencies.  Alternatively, the response fails to address all of the requirements. The response provides some concerns that the Bidder will deliver the social value commitment.

	1
	Poor. Response is partially relevant but generally poor.  The response addresses all requirements but contains insufficient/limited detail or explanation to demonstrate how the requirements (or any of them) will be fulfilled or contains major inconsistencies. Alternatively, the response fails to address the majority of the requirements. The response provides significant reservations that the Bidder will deliver the social value commitment.

	0
	Unacceptable. No response submitted, or response fails entirely to demonstrate an ability to meet any of the requirements.



The allocation of a score of 2 (Two) or below for a response to any Social Value Question will result in the exclusion of your Quotation

1.6.2.8 Price Assessment: The price assessment shall comprise evaluation of the Price in accordance with the below.

1.6.2.9 Responses indicating an item: priced at £0.00 or 0%; or priced at a rate considered to be economically unviable by the Council; or priced using a non-specific range of rates will result in the rejection of your Quotation

1.6.2.10 The weighted score for Price is calculated as follows: 

E.G. Price carries a weighing of 40%. (lowest price submitted is £10,000), Bidders price submitted is £15,000. To work out the weighted score:

	Lowest Price Submitted (including PSS rebate)
	Divided by
	Bidders Submitted Price
(including PSS rebate)
	Multiplied by
	Weight-ing
	equals
	Weighted Price Score

	10,000
	Divided by
	15,000
	Multiplied by
	40%
	=
	26.67%




1.6.2.11 All scores will be calculated to 2 decimal places.

1.6.2.12 Total Score: The Total Weighted Quality Score and Weighted Price Score are added together to form the Total Score for each Bidder. This is used to rank Bidders and determine which Bidder should be awarded the contract.

1.6.2.13 Tied 1st place: Should there be a tie between two or more Bidders ranked 1st place, the Council shall make the award decision in the order of the following sub-bullets until a winning Bidder is identified. If there remains a tie following the first sub bullet, the next sub-bullet will be followed, and so on until a winning Bidder is identified:

a) [bookmark: _Hlk192858054]The Bidder with the lowest overall price shall be determined as the winning Bidder.
b) The Bidder with the highest Total Weighted Quality Score shall be determined as the winning Bidder.
c) The Bidder with the highest social value score shall be determined as the winning Bidder.
d) The Council shall communicate with the tied Bidders only, and provide them the opportunity to improve upon their Quotations by a given deadline. The Council shall then evaluate any new Quotes in accordance with this section 1.6.

1.6.2.14 Abnormally Low Quotation: The Council will seek clarification from you if your submitted Quotation is considered by the Council to be economically unviable.  Following a review of any submission/evidence that you make in response to such a clarification, if the Council remains of the opinion that the submitted Quotation is economically unviable, the Council will reject that Quotation.

1.6.2.15 [bookmark: _Hlk214549127]Best and Final Offer (BAFO): The Council may, at its sole discretion, introduce a Best and Final Offer (BAFO) stage after the initial evaluation of Quotations. If used, the Council will invite the highest ranked Bidder or the highest ranked Bidders that are capable of winning the contract from the initial evaluation to submit revised Quotations (BAFO responses). Only those Bidders invited to submit a BAFO response will be informed of the triggering of the BAFO process.

The BAFO request will specify which elements of the Quotation may be improved (e.g. commercials, or quantitative social value). No other changes will be permitted unless explicitly stated in the BAFO request. The BAFO request will specify the period in which BAFO responses are to be submitted, these will be appropriate to the request and most likely no more than 48 hours from the BAFO request. In any event the deadline for submission of a BAFO response will be not less than 24 hours from the BAFO request.

The Council will not provide any indication to any Bidder of the number of Bidders with whom it has included in the BAFO process.

Following receipt of BAFO responses, the Council will re-evaluate affected criteria and update overall scores accordingly. The contract will be awarded to the Bidder with the highest final score.

If the winning Bidder declines to contract on the basis of its BAFO response, the Council will revert to the evaluation results and award the contract to the next highest-ranked Bidder.



2 General Information and Instructions regarding your quotation and this RfQ

Central Digital Platform: Suppliers that wish to participate in this Procurement are responsible for ensuring that the Central Digital Platform contains complete, accurate and up-to-date information about their organisation and any Associated Suppliers which are relevant for the purposes of this Procurement. Suppliers must notify the Council immediately if it is unable to register on the Central Digital Platform and/or provide accurate and up-to-date information via the Central Digital Platform.

[bookmark: _Hlk191043865][bookmark: _Hlk191279642]Submission of your Quotation:  the submission of your quotation must only be made electronically through The Chest. The quotation will only be considered if it is submitted this way. Other methods of submission, such as email or quick-response (QR) codes will not be accepted nor evaluated. 

Acceptance of bids: If any documents within the Quotation Submission contains a QR code, the quotation shall be deemed non-compliant, and the quotation shall be disqualified. If the bidder submits their quotation Submission through use of a QR code, or the bidder otherwise informs the Council that their quotation Submission or accompanying documents (we quote the para number where the docs required are listed) can be accessed through use of a QR code, it shall not be accepted, the quotation shall be deemed non-compliant and the quotation shall be disqualified. The quotation Submission shall be submitted strictly in accordance with this RfQ. 

Transparency: Suppliers should note that, in accordance with general transparency obligations and procurement law obligations under the Act, the Council routinely publishes details of its procurement processes and awarded contracts. This includes, but is not limited to, the contract value, the identity of the successful Supplier, compliance with payment obligations and contract performance. Compliance with these obligations may involve the Council taking steps without consultation with Suppliers. Where required under the Act, a copy of the contract will be published (subject to making any reasonable and proportionate redactions permitted under the Act). 

Where required, the Council will disclose on a confidential basis any information it receives from Suppliers during the Procurement to any third party engaged by the Council for the specific purpose of assessing or assisting the Council in assessing the Supplier’s submission. In providing such information the Supplier consents to such disclosure.

Language: All Quotations must be in the English language.

Format: Quotations must be submitted in Microsoft Word and Excel format only. Supporting documentation must be in Microsoft Word or Excel format only. You will need to seek prior approval for any other format to be acceptable. The Council will reject your bid in its entirety if you fail to provide a Microsoft Word / Excel format when requested.

Commercials: Document 3B2: Tender Response (Commercials) must include for all costs associated with delivery of goods or supply of services or works detailed in Document 2: Specification. This includes (but is not limited to) all costs for transportation, insurance, delivery, unpacking, installation, testing, training, handover, correspondence, reports, administrative costs, contracting management and monitoring, taxes, (and unless otherwise stated travel, accommodation, subsistence and other disbursements).

All costs shown are to be exclusive of VAT (which shall be added at the prescribed rate) and in Pounds Sterling (GBP).

Compliance: Quotations must be fully compliant with the requirements detailed in this RfQ documentation. No amendments to these documents should be made. 

False Information / Misrepresentation: The provision of false or misrepresented information in any form will result in the Application being rejected.
The Chest: Quotations submitted via The Chest can be submitted or amended as many times as you wish, up to the deadline date and time, although the final on time amendment will only be presented to the Council. Remember to re-submit your Quotation should you make an amendment, if you do not, the Council will not see any quotations from your organisation. Quotations must be submitted strictly in accordance with The Chest instructions.
To complete your Quotation via The Chest system you will need to follow the instructions on the site to enable you to return your submission electronically.  
Guides, documents, and The Chest FAQ sections are available to make The Chest as user friendly as possible. These can be found on the homepage of www.the-chest.org.uk on the left hand side of the page under the navigation panel.
Any technical problems associated with this RFQ should be reported via ProcontractSuppliers@proactis.com or directly to http://proactis.kayako.com/default.  For critical and time-sensitive issues (normally requiring resolution within 60 minutes) call 0330 005 0352. 
General Guidance on Completing RfQ Response: It is very important that you fully answer all the questions that apply to your particular company or organisation. Your application will be rejected if you do not answer all the relevant questions. We may require you to provide additional documents or information to clarify your RfQ after you have submitted it.

All Response Sections must be completed without ambiguity and returned as per the instructions provided.

· Explicit and comprehensive responses must be given to the questions as this will be the single source of information, in conjunction with any clarifications/presentations/interviews if required. No assumptions must be made about the information available to the Council and you must therefore make sure that all information you wish the Council to take into account during the process is contained within your Quotation, within the limits stated.
· It is essential, and the responsibility of the bidder, to ensure that all supporting documents have been referenced appropriately. Responses can be supported by any relevant documents, illustrations; maps or charts within the limits stated; however please do not include general marketing or promotional material.
· [bookmark: _Hlk217467526]If a bidder omits in genuine error to include any document or supporting information which has been requested by the Council and referenced by the bidder in its response to the RfQ, then the Council may (in its absolute discretion) request these missing documents to be supplied. The Council shall not be obliged to request submission of such document or information and reserves the right to take such action (including rejection of a bidder) as it may determine is appropriate in the circumstances. Areas where the Council may request these missing document, include, but are not limited to, where these do not have a significant impact on the evaluation process (e.g. an unsigned Form of Tender, or copy of an insurance certificate, response to a pass/fail question). Documents likely to have a significant impact on the evaluation process include, but are not limited to (response to a scored quality question, pricing / commercials, social value quantitative data, for e.g.).
Alternative Offers: The Council is not obliged to consider Quotations or accept alternative offers. Similarly Quotations made subject to additional requirements or alternative conditions of contract will be rejected.

Bid Validity: The Quotation, in its entirety should remain open for acceptance or non-acceptance by the Council for a minimum period of 270 days from the return deadline stated at 1.4. In the event that the Council does not indicate its acceptance or non-acceptance of a tender within the first 90 days of the 270 days, the following procedure shall apply:
a) The Council will notify all bidders (save those who whose bids may have been earlier disqualified or those who may have already been informed that their bids have not attained the minimum qualifying threshold and have already been informed), simultaneously, of the actual date of acceptance or non-acceptance of the Quotation 30 calendar days before that date and shall at the same time invite Bidders to either confirm that the price, pricing schedule, or rates on the submitted Quotation is or are still valid. If the Bidder chooses to submit an updated bid price or updated pricing schedules or rates, it shall do so not later than 14 calendar days from the date of receipt of the notification referred to in this paragraph.
b) Should the Council not receive any confirmation from the bidder as required under paragraph  (a) and within the specified period of 14 working days, or should it not receive any updated price as indicated at paragraph (a) the Council will proceed on the basis that the bidder does not intend to update the submitted price and therefore it will go on to evaluate the bid on the price submitted on the Quotation closing date.

Property and Confidentiality: The contents of this RfQ and of any other documentation sent to you in respect of this process are provided on the basis that they remain the property of the Council and must be treated as confidential.  If you are unable or unwilling to comply with this requirement you are required to destroy this document and all associated documents immediately and not to retain any electronic or paper copies.

No Publicity: No publicity in relation to the RfQ or the contract must be undertaken by bidder during the procurement process.

No Warranty: This RfQ is made available in good faith but no warranty is given as to the accuracy or completeness of the information contained in it and any liability arising of any inaccuracy or incompleteness is therefore expressly disclaimed by the Council and its advisers.  In the event that discrepancies are discovered within the RFQ documentation, the Council should be notified via The Chest portal immediately. 
Amendments to RfQ: At any time after the issue of the RfQ and before the closing date for the submission, the Council reserves the right to make amendments to the documentation or vary the process.  Bidders must take these amendments into account in the preparation of their RfQ. 
[bookmark: _Toc183424421]Modifying the Procurement: The Council reserves the right at any time:
1. to alter the Procurement Timetable for this Procurement (including the right to award different lots at different times).
1. to rewind and re-run any part of the Procurement on the same or alternative basis
1. to amend the Procurement as described herein, including the number of stages and the number of Suppliers to be selected at any stage.

[bookmark: _Hlk217467630]Right to Seek Clarifications: The Council reserves the right to request clarification from a bidder at any time about any matter of their Quotation. Where a time limit is given for receipt of a response, and this deadline is missed, the Council will not consider the late response to the clarification when finalising the evaluation, and in instances where the information required is significant to the evaluation process will reject the Quotation and not assess any further.
Clarifications may include, but are not limited to, requesting bidders to attend clarification interviews, presentations, or verification discussions in which they may be required to demonstrably explain, substantiate, or expand upon the content of their responses. Where a bidder is unable to satisfactorily clarify or evidence their submission, including demonstrating sufficient understanding of the content presented, this may be taken into account in the evaluation process and could adversely impact the bidder’s score.

Right to Stop: The Council reserves the right to cancel this process at any time. The Council is not liable for any costs resulting from any cancellation of this process.

Option to direct award: The Council reserves the right to directly award additional or repeat, goods, works or services in accordance with Schedule 5, paragraph 8 of the Act. Additional guidance on the associated conditions that must be satisfied when seeking to rely on this option can be found in the following guidance (see Guidance: Direct_Award_FINAL (publishing.service.gov.uk)). 
Freedom of Information: All information relating to any Quotation made to the Council or any contract to which the Council is party, including information arising under the contract or about its performance is subject to the ‘Freedom of Information Act 2000’ (FOIA) and ‘Environmental Regulations 2004 (EIR) irrespective of when that contract was entered into.  The council will be under obligation to disclose such information unless an exemption applies. The Council alone has the duty to determine whether an exemption applies to information and whether the request should be acceded to or refused.

The Council will make information about the Total Contract Price of a bid available under the FOIA and/or EIR after award of the contract. In the absence of special circumstances, the rest of a Quotation will be available under FOIA and EIR unless a bidder has notified the Council that it regards any of the information supplied with its Quotation to be reserved information (as stated within the FOIA / EIR), such as unit prices or more detailed pricing information).

Bribery/Canvassing/Collusion: Any bidder who directly or indirectly canvasses any official of the Council or bribes or attempts to bribe concerning the award of the contract or who directly or indirectly obtains or attempts to bribe information from such official concerning the process will be disqualified and may also be guilty of a criminal offence that may be pursued.

Specifically, Suppliers must not directly or indirectly at any time:

a) devise or amend the content of their submissions in accordance with any agreement or arrangement with any other person, other than in good faith with a person who is a proposed partner, subcontractor, consortium member insurance provider or provider of finance
b) enter into any agreement or arrangement with any other person as to the form or content of any other submission 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 submission
c) enter into any agreement or arrangement with any other person that has the effect of prohibiting or excluding that person from submitting a response in this Procurement
d) canvass any employees, members or agents of the Council in relation to this Procurement
e) attempt to obtain information from any of the employees, members or agents of the Council or their advisors concerning another Supplier or submission 
f) carry out any other co-operation or collusion with another Supplier or any other person which the Council considers capable of undermining fair competition

Whistleblowing: The Council takes fraud, misconduct or corruption seriously and is committed to eradicating it. Our policies include a whistle blowing procedure, which enables employees, and staff within partner and contracting organisations to raise, in good faith, any concerns they may have without fear of victimisation. Such concerns may include:
•	Health and safety risks; 
•	Damage to the environment; 
•	Abuse of vulnerable clients;
•	Fraud, bribery and corruption; and, 
•	Any conduct which is illegal. 

Further details can be found on the Council’s internet site. Please ensure that your staff is familiar with these whistle blowing arrangements.

Anti-competitive behaviour: Suppliers are reminded of their obligations under applicable competition laws. Suppliers should note that anti-competitive behaviour may result in the Supplier being excluded from bidding for contracts under Schedule 7, Paragraph 7 of the Act. Where a relevant decision has been made by the Competition and Markets Council under the Competition Act 1998, the Supplier may also be excluded from bidding for contracts under Schedule 6, paragraph 41 and may be added to the debarment list and/or be liable for civil and/or criminal penalties.

Conflicts of interest Suppliers are responsible for ensuring that no actual, potential or perceived conflicts of interest (within the meaning of the Act) exist between themselves and the Council or its advisers. Suppliers must notify the Council immediately of any actual, potential or perceived conflict of interest.

In the event of any actual, potential or perceived conflict of interest, the Council shall in its absolute discretion decide on the appropriate course of action. The Council reserves the right to:

a) exclude any Supplier that fails to notify the Council of an actual, potential or perceived conflict of interest, or where an actual conflict of interest exists
b) request further information from any Supplier and require any Supplier to take reasonable steps to mitigate a conflict of interest. This may include requiring any Supplier to enter into a specific conflict of interest agreement with the Council. Failure to do so will result in the Supplier being excluded from participating in, or progressing as part of, the Procurement process 

The Council strongly encourages the supplier to communicate as soon as possible using the Portal should it have any concerns regarding actual, potential or perceived conflicts of interest.

Conflict assessments: The Council confirms that, prior to the issue of the Tender Notice in this Procurement, a conflict assessment has been prepared in accordance with the Act.

Intellectual property: Suppliers are reminded that all intellectual property rights, including copyright, in the documents and materials supplied by the Council and/or its advisers in this Procurement, in whatever format, belong to the Council, its advisers or the relevant owner/licensor. Suppliers shall not copy, reproduce, distribute or otherwise make available any part of these documents to any third party (except for the purpose of preparing a submission) without the prior written consent of the Council. All documentation supplied by the Council in relation to this Procurement must be returned or destroyed on demand, without any copies being retained by Suppliers.

Disclosures: 
It is not anticipated that the supplier is to have direct contact with children, students, or vulnerable adults during any delivery or attendance at the premises throughout the borough.  If this situation changes throughout the duration of the contract, the Council must be notified immediately. Please note, it is the responsibility of the supplier to whom a contract is awarded, to ensure that those persons engaged in undertaking these duties under that contract (including employees, agents, subcontractors, and any others) are of good character and fit and proper and do not have any relevant convictions that would make it inappropriate that they perform their duties under the contract at Council premises, schools, suppliers premises, or any other site.

Terms and Conditions: If your Quotation is accepted by the Council, you will be required to enter into a Contract with the Council for the provision of the Requirements (“the Contract”). In submitting your Quotation you agree to contract on the attached terms and conditions (Document 4). The Council cannot accept amendments to its terms and conditions or alternative terms and conditions after the Quotation deadline. If you seek to amend the Council’s terms and conditions or submit alternative terms and conditions the Council will reject your quotation.

TUPE: The attention of Bidders is drawn to the Transfer of Undertakings (Protection of Employment) Regulations 2006, and as amended ("TUPE") which apply to the transfer of undertakings and award of service contracts.

It the Council’s view that TUPE is unlikely apply to this procurement exercise in the event of this agreement being awarded to persons other than those currently providing all or part of the services. However, it is each Bidders responsibility to consider whether or not TUPE applies and the consequences for them if they are the successful Bidder. Bidders should seek their own legal advice as to whether TUPE will apply and the financial implications for their Bid.

Use of Artificial Intelligence in submissions
STAR and the Council recognise that bidders may utilise artificial intelligence (AI), large language models (LLMs), machine learning tools (MLTs) or automated content generation tools (ACGTs) in the preparation of response submissions. The use of such tools is permitted; however, bidders are required to declare their use of AI in their response in the relevant section, and remain fully responsible for the accuracy, completeness, and authenticity of all information provided.

To ensure a fair and robust evaluation process, the Council reserves the right, at its sole discretion, to seek clarification in respect of any part of a submission in accordance with the clarification guidance. Bidders should therefore ensure that all submitted responses accurately reflect their own knowledge, capability, and proposed delivery approach, and that they are able to fully support and explain all elements of their submission if requested.



3 Council Initiatives and Key Policies

Social Value
Social Value is extremely important to STAR Procurement and its partners, and we are committed to a performance and evidence-based approach to Social Value based on the National TOMs (Themes, Outcomes, Measures) developed by the National Social Value Task Force.

You can find some information on Social Value on the Social Value pages of our website, including some ideas on what you can do. You can also find some cases studies on our website too to assist your thinking around what you can do.


Modern Slavery and Responsible Procurement
[bookmark: _Hlk131664804]The Council is committed to responsible and ethical procurement practices, and aims to achieve this through the STAR Responsible Procurement Strategy and supporting policies.

[bookmark: _Hlk131664810]The Council recognises its responsibility to take a robust approach to ethical and sustainability issues, especially around modern slavery and human trafficking, which it is absolutely committed to preventing, within its supply chains. All suppliers to the Council are expected to abide by the Councils Core and Additional Expectations as set out in the Responsible Procurement Strategy

The Council is committed to sourcing services, supplies, and/or works in a way that takes into account ethical and sustainable considerations, including: economic, social, labour, and environmental factors, whilst always aiming to procure and act in a way that is morally right, open, fair, and transparent


Real Living Wage
In accordance with STAR and our partners aspirations and objectives, and our obligations under the Public Services (Social Value Act) 2012 we commend the adoption of the Real Living Wage (RLW) to our contractors and suppliers.

The RLW is a voluntary rate of pay announced annually by the Living Wage Foundation and is based on an independent assessment of the real cost of living based on a number of indicators, including goods and services, which represent what people need to meet their basic everyday needs.

Services contracts with workers who work on the Council’s contract for a minimum of two hours a day (on any day of the week) for at least eight weeks are in scope.

As well as paying at least the RLW to their direct employees, accredited employers must also work towards payment of the rate to staff employed by contractors working for the organisation.  We are therefore required to provide information relating to our suppliers’ payment of the Real Living Wage to their employees and as such any successful suppliers are required to provide relevant details on request.

In accordance with the Council’s accreditation as a RLW organisation, and its commitment to reducing in-work poverty, you are required to confirm that employees engaged in the delivery of this contract and within the scope set out are paid at least the current Living Wage Foundation Rate and will be for the duration of the contract. Your confirmation should be recorded in Document 3A.


Premier Supplier Services (PSS) 

Introduction to PSS scheme
The Council has reviewed and upgraded its payment processes with a view to achieving greater efficiency in paying its suppliers, and as such improving its relationship with them. As a result, the Council is offers its scheme to its suppliers.
The benefits of this to the Council’s suppliers are:
· improved cash flow through early payment of their invoices by the Council – the Council’s target is to pay invoices 10 days, or earlier, after the receipt of a valid invoice;
· increased efficiency of invoice processing via e-invoicing;
· prioritised invoice processing and query resolution; and
· a shift in focus to service improvement rather than transactional processing.

https://www.oxygen-finance.com/client/knowsley

The Council expects that its suppliers will support the scheme, which will allow the Council to protect its front-line services, through reducing its costs and maximizing its use of resources while providing improved cash flow to its supply chain.
Sign up to the scheme is entirely voluntary, and a decision to not sign up to the scheme will not result in the rejection of any Quotation. However, all Bidders are required to complete Document 3C even if they do not intend to participate in the scheme. If suppliers do not wish to participate in the scheme, they should indicate this by completing the relevant box. Failure to complete this section may invalidate your Quotation.

How it works
Please refer to clause 1 of the Supplier Participation Agreement (“SPA”) at Document 5A for the definitions of capitalised terms used in this section.
At point of quoting we are giving suppliers the opportunity to participate in the scheme on a contract-by-contract basis. As part of the Quotation process you will be asked if you wish to participate in the scheme, and if you choose to do so what rebate you should like to apply to the total contact in return for being paid early. If there is no benefit to you for being paid early, do not sign up to the scheme.
The Council’s standard contract payment terms remain as payment within 30 days of receipt of an invoice, in arrears. Where suppliers choose to participate in the scheme, they will be paid early, and have a small rebate deducted from the amount owed (which is retained by the Council, directly improving its budget position, and protecting frontline services). The Council’s target is to pay its suppliers on the tenth day after receiving an invoice, i.e. 20 days in advance of the final date for payment as set out in the Council’s standard contractual terms.
However, in practice, the actual payment day may vary between day 1 and day 30 after receipt of an invoice. As such, the rebate deducted from the amount owed is calculated dynamically, and is proportionate to the actual number of days by which payment is accelerated (this is the number of elapsed days between the receipt of the supplier’s invoice and the date payment is made by the Council). A rebate is only applied if payment is made in advance of the 30th day after receipt of an invoice. 
Please note that the payment date is the date the payment leaves the Council’s bank account and not the date on which it arrives in the supplier’s bank account.
Please see the sample SPA at Document 5A for further details of the daily rebate schedule.
Should a supplier elect to participate in the scheme and win this Quotation, that supplier will be required to sign the SPA. Failure to sign the SPA will not act as an “opt out” of the programme, and the Council will still be eligible to deduct the discount on all payments to the Bidder as set out in this document, Document 3C, and in accordance with the terms set out in the SPA (Document 5A).
The Council reserves the right to refine or remove or alter individual features and benefits of the scheme at any time.
A key feature of the early payment scheme. Payments made early are subject to a rebate according to the Daily Rebate Schedule. The rebate is taken from the invoice value by way of issuing a debit note. All invoices should still be submitted at full value and any rebates will be determined according to the actual number of days earlier that payment is made (ahead of contracted terms)
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