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The Big Lottery Fund is a Non Departmental Public Body and therefore subject to the disclosure requirements of the Freedom of Information Act 2000

Dear Sir or Madam:

Invitation to Tender:  Big Lottery Fund 
Recruitment of two Non-Executive members to BLF England Committee -BIG001-0866
You are invited by the Big Lottery Fund, to tender for the above referenced Contract. Our requirements are contained in this ITT document.

The Contract Terms and Conditions that you will be required to sign up to are available to view at this link: http://www.biglotteryfund.org.uk/index/about-uk/procurement_portal.htm. Responses to clarification questions raised during the tender process will be published at the link above and it is your responsibility to check for updates regularly.

You must follow all the instructions set out in this Invitation to Tender when responding to it. The deadline for submission is 12.00 (Noon) on 18TH August 2017.
Any attempt by the preferred bidder to negotiate the contract or delay progression to contract signature will result in the Fund awarding the contract to the next highest ranked bidder.

Yours faithfully,

Big Lottery Fund

Telephone:
0207 211 1778
Email

Tracey.orekoya@biglotteryfund.org.uk
Invitation to Tender: Big Lottery Fund - Recruitment of two Non-Executive members to BLF England Committee
BIG001-0866
Bidder’s Details

	Company Details

	1.
	Registered Company Name:

	2.
	Company Registration Number:

	3.
	Main Operational address for the service:

	
	Tele:

	
	Fax:

	
	Email:

	
	

	4.
	Address for all contractual correspondence –

	
	(If one of the above, please specify)

	
	

	
	

	
	

	5.
	Address for all service management correspondence

	
	(If one of the above, please specify)

	
	

	6.
	Contacts:

	
	a. Responsible Person for the Contract

	
	Tele: 

	
	Fax: 

	
	Mobile:

	
	Email: 

	
	

	
	b.  Responsible Person for the Service:

	
	(If different to the above)

	
	Tele: 

	
	Fax: 

	
	Mobile

	
	Email: 

	
	

	7.
	VAT registration Number (if applicable)

	8.
	Payment Details

	
	Account Name:

	
	Bank Name: 

	
	Address:

	
	Sort Code:

	
	Account Number:

	
	


SCOPE OF WORK 

The Big Lottery Fund (the Fund) is a non-departmental public body sponsored by the Department for Design, Culture, Media and Sport.  We operate across all countries in the UK.

Our Strategic Framework: ‘People in the Lead’

Our Strategic Framework 2015-21 sets out our belief that people should be in the lead in improving their lives and communities. We feel that strong, vibrant communities can be built and renewed by the people living in them – making them ready for anything in the face of future opportunities and challenges. We will be guided in the choices we make by a set of principles:

· Confidence, not control

· Simple processes, good judgements

· The strengths people bring

· A catalyst for others

· Shared direction, diverse approaches

· Using resources well

Further details about us and our Strategic Framework are available at www.biglotteryfund.org.uk 

Big Lottery Fund is the largest community funder in the UK. Last year we distributed £700m to 12,000 projects, using money raised by National Lottery players. 
Most of our grants support local charities run by volunteers. Whether the grant is for £500, or £5m, our funding is used by communities to run amazing projects led by local people. We don’t tell people what to do – we respond to what matters to them. They know what their communities need, and they are best placed to make great things happen.
We offer a range of funding support from Awards for All, our popular small grants programme, Reaching Communities, our open and responsive programme for grants of more than £10,000 that can last up to five years to our five Strategic Programmes that support long-term, cross-sector partnerships to fund solutions to complex social problems. 
We also collaborate with other funders, charities and individuals, sharing knowledge and building partnerships – and we encourage others to do the same, so we can all be as effective as possible. 
We believe that communities are strengthened when people come together, forming relationships, developing skills and sharing ideas. This is the vision we’re working towards - a society where people can take the lead in growing happy, sustainable communities for the future. 
In England we have three current funding priorities that support this approach: 
We support ideas that bring people together, strengthening relationships in and across communities. 

We support people to shape and sustain the places that matter to them, like a park, community centre or online network. 

We support activity that empowers people to fulfil their potential, working to address problems at the earliest possible stage.
The England Committee provides strategic oversight, support and challenge to our England portfolio and takes some funding decisions.
It operates within the Fund’s Strategic Framework ‘people in the lead’ alongside Government’s Policy Directions and fulfils an ambassadorial role for the Fund.

Requirements

We are seeking a recruitment agency to support the Fund to organise and administer a targeted recruitment campaign to help the Big Lottery Fund secure two committee members for its England Committee bringing the following skills and experience: 
We are seeking two candidates. One with significant private sector experience at a senior level and another with significant public sector experience at a senior level. Both roles require strong analytical and critical thinking skills and an understanding of civil society and delivering impact. 
· Must be available to meet to discuss brief in depth on DATE TO BE CONFIRMED and start work by September to fill the existing vacancy and December to fill the vacancy arising in January 2018.

· Advertise vacancies (including consideration of specialist websites/publications) in the week commencing DATE TO BE CONFIRMED. 
· Supplement advertisement with a targeted recruitment campaign to increase awareness of the vacancies. Some required contacts will be supplied by the Fund, however we will expect the agency to consider additional prospective candidates.

· Monitor interest and application rates, providing a weekly update to the Fund throughout the recruitment period. In the event that interest is limited, the agency should suggest and implement measures to secure interest. 

· Close to applications by DATE TO BE CONFIRMED, and sift candidates to a shortlist of no more than 15 by DATE TO BE CONFIRMED.

· Build time for face to face interviews with applicants to assess suitability and produce a long list which has been personally vetted. 

· Liaise with the Fund during the selection of candidates for interview (we are aiming to invite 5-7 candidates for interview, which will take place over one day at our London offices) 

· Contact selected applicants in the week commencing DATE TO BE CONFIRMED and invite them to interview on DATE TO BE CONFIRMED.

· Undertake preparation of interview packs for four panel members w/c DATE TO BE CONFIRMED.

· Undertake reference requests for shortlisted candidates ahead of interviews

· Provide unsuccessful applicants with feedback week commencing DATE TO BE CONFIRMED. 

Candidates Sought
The England Committee currently has seven members including the Chair who is also a member of the UK Board. A member has resigned earlier in the year and we are still seeking to fill this vacancy as well as another vacancy in January 2018 when another member is due to complete their term with us. 
We are therefore seeking two candidates. One with significant private sector experience at a senior level and another with significant public sector experience at a senior level. Both requiring strong analytical and critical thinking skills and an understanding of civil society and delivering impact. 
We want our Committee to have a broad base of knowledge, skills and experience and to reflect modern society in all its diversity and we welcome applications from all. 
We are also looking for people with loads of curiosity, energy and a certain sparkiness.
Budget
Tender Returns

Bidders must submit an electronic copy of your tender submission in a zip folder to procurement@biglotteryfund.org.uk no later than 12.00 Noon on 18th August 2017.   The subject line should be as follows;
“TENDER REF NO. Recruitment of Two Non-Executive members to BLF England Committee - BIG001-0866 
Tenders received after that time will not be considered and it is your responsibility to ensure the tender is submitted in a zip file and that we have received it. If you do not submit the information in this way it may be too large for our email inbox and we will not receive it.

By submitting a tender, the bidder agrees to keep that tender open for acceptance by the Big Lottery Fund for 60 days following the closing date for submission of tenders.

The Big Lottery Fund does not bind itself to award a contract or contracts and shall not be liable for any costs incurred in the production or submission of ITT. Under no circumstances will the Big Lottery Fund or any of its advisers be liable for any costs or expenses incurred by Bidders and/or their members in this procurement.
Management of the contract 
The study will be managed by a member of the Fund’s Governance Team based in London. 

Services in the management of the contract
Communication and Accountability

The successful bidder will maintain excellent communications with the Fund at all times ensuring that the Fund is well informed, aware of issues and central to decision making in relation to progress.  The Service Provider will:

· Identify a named contact acting as Contract Manager. The designated person will carry prime responsibility for the contract and will be the Accountable Officer.  

· Identify a named contact person as Service Manager. The designated person will carry prime responsibility for the delivery and implementation of services funded under this contract.

· The Service Manager will be accountable to the Contract Manager within the service provider’s operations.

· The Contract Manager will deal with the day to day operation of the contract and have regular meetings (monthly or quarterly as required).  

· The Service Provider’s relations with the media during the period of the Contract will be governed by media protocol agreed with the Fund. All political or media (press and broadcast) enquiries that may carry a risk to the Fund’s reputation must be relayed to the Fund, who will advise the Service Provider on the response to be given.

· The Service Provider must ensure that all materials, publications, events and externally focussed communications are appropriately branded using Fund’s standards and procedures so that it is clear that services are being provided on behalf of the Fund. All materials intended for external use must be presented to the Fund at a drafting stage for comment.  

Please note that all intellectual property rights arising from the work will reside with the Fund. 


Timetable for Performance



DELIVERABLES
	Key actions
	Dates
	Formal/media

	Contract award
	August 2017
	

	Attend initial meeting with Fund 
	August 2017
	

	Deliverables as required

	Consultation and briefing meetings with internal stakeholders
	w/c 21st  August 2017
	TBA

	Sign off person specification and prepare advertisement 
	w/c 28th August 2017
	By email

	Search and engage candidates, advertisement goes live
	w/c 4th September 2017
	TBA

	Candidates identification and engagement continues
	w/c 11th September 2017
	TBA

	Longlist review documentation prepared and sent
	w/c 2nd October 2017
	By email

	Longlist review meeting with panel
	w/c 9th October 2017
	In person or video conference if not possible

	Contractor to interview longlisted candidates
	w/c 16th October 2017
	TBA

	Shortlist review documentation prepared and sent
	w/c 6th November 2017
	By email

	Shortlist review meeting with panel
	w/c 13th November 2017
	In person

	Candidate information gathering and final interview
	w/c 20th November 2017
	In person

	References checked
	w/c 27th November 2017
	By email, phone


Annex 1 – Response to Tender 

You are required to complete ALL of the questions given below.  The blank spaces will expand.  Please do not write more than ½ page of A4 in response to the questions. To assist our evaluation of your tender submission, please ensure you clearly cross-refer your responses to the assigned numbers.   We will evaluate your submission against the questions below. Each question will be allocated a score of using the scoring methodology below. This score will be multiplied by the relevant weighting .The Evaluation Panel’s scores are taken as final.

Any relevant supporting tender documentation must also be clearly identifiable by a criterion number.  The page restrictions exclude project plan diagrams and staff structure charts information.
	
	Evaluation questions 

Quality: 70%

	Weighting

	Question:1
	· Please detail your technical experience relating to the provision of recruitment services, similar in size and scope to that required by the Big Lottery Fund as described under “Requirements” on Page 6.

	20%

	Question 2
	Please describe your proposed methodology to meet the “Requirements” and how your approach will ensure the supply of quality candidates, including:

How you would identify a suitable field of candidates prior to submitting a candidate’s application to the Big Lottery Fund and;

How you screen each candidate’s application for completeness and ensuring that the candidate meets the essential criteria.


	10%

	Question 3
	Please explain how you will build relationships between staff at your organisation and at Big Lottery Fund at all levels and work in partnership with Big Lottery Fund.
	10%

	Question 4
	Please provide full details of the level, qualifications and relevant experience of the members of your organisation who will be responsible for carrying out the work, in particular:

Please state the structure of the proposed team; 

Please nominate individuals for key roles and include their biographies;

Please indicate whether key staff working on this contract hold individual REC accreditation.


	10%

	Question 5
	Please outline your approach to equality and diversity and explain how this will be applied to the delivery of this requirement.  Please also provide a copy of your organisation’s equality and diversity policy if you have not already done so.

	20%


Quality Questions Scoring Methodology
	0
	Poor


	No response or partial response and poor evidence provided in support of it.  Does not give the Fund confidence in the ability of the Bidder to deliver the Contract.

	1
	Weak


	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Bidder to deliver the Contract.

	2
	Satisfactory


	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Bidder to deliver the Contract.

	3
	Good


	Response is comprehensive and supported by good standard of evidence. Gives the Fund confidence in the ability of the Bidder to deliver the contract. Meets the Fund’s requirements.

	4
	Very good


	Response is comprehensive and supported by a high standard of evidence. Gives the Fund a high level of confidence in the ability of the Bidder to deliver the contract. Exceeds the Fund’s requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives the Fund a very high level of confidence the ability of the Bidder to deliver the contract. Exceeds the Fund’s requirements in most respects.


 30% of marks will be awarded for Price.

Price: The evaluation of price will be carried out as explained below

	Price Criterion

Question 
	30 marks will be awarded to the lowest priced bid and the remaining bidders will be allocated scores based on their deviation from this figure. Your fixed and total costs figure will be used to score this question

For example, if the lowest price is £100 and the second lowest price is £108 then the lowest priced bidder gets 30% (full marks) for price and the second placed bidder gets 27.6% and so on. (8/100 x 30 = 2.4 marks; 30-2.4 = 27.6 marks) 
	30%


The scores for quality and price will be added together to obtain the overall score for each Bidder. The Bidder with the highest score will be the preferred Bidder.

Budget

The price submitted should be Inclusive of VAT and Expenses. 

1. An overall price, including a breakdown of fees.  This price should be inclusive of VAT and expenses.

2. The Fund will select the proposal that offers the Fund the best value for money solution (in terms of quality and price) for meeting its requirements.
Notes: 
The Fund reserves the right to reject abnormally low tenders.

You should not submit additional assumptions with your pricing submission. If you submit assumptions you will be asked to withdraw them. Failure to withdraw them will lead to your exclusion from further participation in this competition.

* The Fund reserves the right to amend this timetable where required.

Please note any contract awarded will be based on the Fund’s Standard Terms and conditions of contract, and you will be required to sign up to these if successful.
Form of Tender

Part I – Declaration

Note: The Bidder is to type the following on its own letter headed paper

Dear Big Lottery Fund 

CONTRACT FOR (Recruitment of two Non-Executive members to BLF England Committee BIG001-0866 (‘the Contract’)
Having examined this ITT and proposed Contract, we do hereby offer to enter into a Contract with THE FUND on the terms and conditions in the said Contract.

We undertake to keep the Tender open for acceptance by THE FUND for a period of sixty (60) days from the return date.

We declare that this is a bona fide Tender, intended to be competitive, and that we have not fixed or adjusted the amount of the Tender by, or under, or in accordance with, any agreement or arrangement with any other person.  We further declare that we have not done, and we undertake that we will not do, any of the following acts prior to award of this Contract:

a) Collude with any third party to fix the price of any number of Tenders for this Contract;

b) Offer, pay, or agree to pay any sum of money or consideration directly or indirectly to any person for doing, having done, or promising to be done, any act or thing of the sort described herein and above.
=
.  We understand that you are not bound to accept the lowest priced, or any, Tender.

Signed:



Date:



Name:



In the capacity of: 


Duly authorised to sign tenders for and on behalf of:

Transparency

Note: In compliance with the Government’s transparency agenda, all Big Lottery Fund contracts over £10,000 (net of recoverable VAT) issued on or after 1 January 2011 will be published on the Government’s Contracts Finder website. We are required to publish contracts in full, and as a minimum must publish the specification, terms and conditions and associated schedules (which may include the winning bidder’s bid).

In limited circumstances redactions can be made prior to publication to protect certain types of information. Redactions are permitted in line with the exemptions set out by the Freedom of Information Act 2000. Examples of information which may be exempt under the FOIA include: personal data; information amounting to a trade secret; and information which if disclosed would or would be likely to prejudice the commercial interests of any person.

If the Bidder believes redactions ought to be made, these should be identified by the Bidder in the following table on their own letter headed paper. Bidders must provide explicit justification and reasoning for each redaction requested. The Big Lottery Fund is responsible for determining in its absolute discretion whether any information is exempt from publication.

CONTRACT FOR Tender Title: Recruitment of Two Non-Executive members to BLF England Committee BIG001-0866 (‘the Contract’)
	Contract clause or section of tender to be redacted
	Justifications for redaction

	
	





Big Lottery Fund


1 Plough Place


London EC4A 1DE


T	020 7211 1800


F	020 7211 1750


A	0845 039 0204


www.biglotteryfund.org.uk





UK Chair


Peter Ainsworth





UK Chief Executive


Dawn Austwick 








We are committed to bringing real improvements to communities and 


to the lives of people most in need
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