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Introduction
The Forestry Commission’s (FC) mission is to protect and expand Britain's forests and woodlands and increase their value to society and the environment.

We take the lead in the development and promotion of sustainable forest management.  We deliver the distinct forestry policies of England and Scotland through specific objectives drawn from the country forestry strategies.

We the FC will always consider equality when conducting our procurement activities.  We require you to meet your duties under the Equality Act 2010 and may ask for evidence that you are aware of and operate in accordance with those requirements.

More information is available on our website at:

https://www.gov.uk/government/organisations/forestry-commission

Specification of Requirements
We will be awarding a contract for routine litter picking and bin emptying from forest recreation sites and entrances in Cornwall.  

Our intention is to award this contract for a period of two years. 

There will be an option to extend the contract by up to a further three years in total (2+1+1+1). 

The decision on whether to use the break points/extension option(s) available will be at our discretion and we will base it on the following factors: performance, budget availability, review of requirements. 

The total value of this contract over the entire period, including any extension options (if detailed above), will be in the region of £80,000.

2.2 Background Information

The Cornwall Beat of West England Forest District manages just under 3000ha of woodland and forests from Swannacott on the border of Cornwall and Devon to Idless near Truro. The nature of the forests varies from exposed moorland spruce plantations to sheltered river valley woodlands. A significant part of the land holding is located within the Glynn and Camel valleys near Bodmin.

Formal recreation is mainly focused around Cardinham Woods which attracts approximately 250 000 visitors per year; lower level informal recreation occurs in most other woodlands which are generally accessed via small car parks and gateways.
2.3 Specification

a) Objective of the work: To maintain the forest recreation sites, entrances and other high use public areas clear of litter, rubbish or other waste (referred to as ‘litter’ in the remainder of the document) on a regular basis demonstrating that the forest and its environs are cared for and valued.
b) The pricing schedule including frequency of service visits are detailed by site on the attached spreadsheet which forms Appendix 1 of this agreement. This sheet should also be used to submit prices. A price should be submitted for each site.
c) Maps showing locations of all sites, forms Appendix 2 of this agreement.
d) Recreation Sites, Car Parks and Trails (as detailed in Appendix 1): On every visit pick-up all litter from hard standings, ditches, grass areas and 5m beyond the first row of trees where physically accessible.  The areas for litter collection are identified by solid red shape outlined in black for recreation sites and car parks, and by a black and yellow line for trails on the accompanying maps (Appendix 2). 
e) Gateway or other entrance (as detailed in Appendix 1): On every visit pick-up all litter hard standings, ditches, grass areas for a distance of 25m to either side of the gateway and / or entrance feature and 5m beyond the first row of trees where physically accessible. The locations of gateways and entrances are identified by a yellow dot.
f) Dog Bins (As detailed in Appendix 1): On every visit to the site empty the on-site dog bins and replace liners regardless of how full or empty and wipe down the exterior of the bin. If the liners cannot be tied or sealed in order to minimise odours then it must be placed within a sealable bag / liner. The location of each dog bin is identified by a blue square on the accompanying map (Appendix 2).
g) Outdoor litter and recycling bins (As detailed in Appendix 1):  On every visit to the site empty the bin and replace liners regardless of how full or empty, collect any litter that has built up under / around the bin, and wipe down the exterior of the bin. The locations of each bin is identified by a black square for litter bins and a green square for recycling bins on the accompanying map (Appendix 2).
h) Additional Services: We may require additional litter picking services at the locations detailed in Appendix 1 beyond the areas described above. For example where there has been a build-up of litter beyond the ‘recreation area’ shown on the accompanying map (Appendix 2). Where this is the case the Forestry Commission will agree an additional service with the contractor which will be paid at the hourly rate. 
i) All types of waste collected must be transported to one of the Forestry Commission waste holding facilities identified by a red star on the accompanying map (Appendix 2). Where waste has been segregated into recyclable materials at source, this waste must be kept separate and deposited in the relevant container.
j) For the avoidance of doubt, the full extent of locations and features described in 2.2 b – f above and as defined in the map must be visited and all litter collected and removed on each visit, according to the frequency detailed in Appendix 1. Failure to do so will count as a missed or incomplete service (see section 2.4). 
k) Immediately on completion of the service at each site or area the contractor should notify the Forestry Commission that the service is complete within a reasonable time frame of completing the service and by no later than 16.30 hours on the day the service was provided.
l) Frequency of visits, as specified in Appendix 1, are applicable to the full extent of the areas as shown in the accompanying map (Appendix 2) and are defined as follows:

i) Every other day before 10am means all litter to have been collected, bins emptied and waste removed from site before 10.00 hours every Monday, Wednesday, Friday and Sunday of the year with the exception of Christmas Day.
Where a Monday service falls on a Bank Holiday an additional service on the Tuesday after the Bank Holiday is to be undertaken at the price specified in Appendix 1.

ii) Mondays and Fridays means all litter to have been collected bins emptied, and waste removed from site before 16.00 hours every Monday (or Tuesday after a bank holiday) and Friday (or the Saturday immediately after a Good Friday by arrangement).

iii) Weekly means all litter to have been collected, bins emptied and waste removed from site before 16.00 hours on the collection day; and that weekly collection days are not less than 6 calendar days or more than 8 calendar days apart. The planned day of collection to be notified to the Forestry Commission in advance.

iv) Fortnightly means all litter to have been collected, bins emptied and waste removed from site before 16.00 hours on the collection day; and that fortnightly collection days are not less than 12 calendar days or more than 15 calendar days apart.  The planned day of collection to be notified to the Forestry Commission in advance. 

v) Monthly means all litter to have been collected, bins emptied and waste removed from site before 16.00 hours on the collection day; and that monthly collection days are not less than 25 calendar days or more than 30 calendar days apart.  The planned day of collection to be notified to the Forestry Commission in advance. 

vi) On Request & ad hoc means that within 3 working days of a service request being made that all litter to have been collected, bins emptied and waste removed from site before 16.00 hours on the collection day; and that the planned day of collection be notified and agreed by the Forestry Commission in advance.

m) On each site visit make note of any of the following if found or identified and report to Forestry Commission when reporting that the service is complete:
i) Broken or damaged bins;
ii) Sharps – i.e. used syringes or other potential drug related paraphernalia; 
iii) Sexual litter – i.e. used condoms and similar (collection as per black bag waste);
iv) Any fly-tipping, including apparently abandoned vehicles and similar;
v) Broken gates or signage or similar;
vi) Anything else that the contractor believes may constitute a threat to public safety.
n) The contractor may suggest changes to the frequency or method of collection of waste for each site or area to improve the service and better achieve the objective stated at a), but for the purposes of evaluating bidder submissions prices will be required for each service specified on Appendix 1.
o) Materials, goods or other consumables: Contractor to supply black sacks or other receptacles and any other equipment necessary to collect and transport collected wastes; and fit replacement bin liners as required.
p) Premises / Site Locations Location maps for all sites are provided in Appendix 2. The grid reference for the centre point of each map is provided in Appendix 1.
q) Authorised Access Routes:  Vehicle access to the woodland beyond the forest gate is not permitted with the exception of Cardinham (Map 2, Appendix 2) for the purpose of collecting waste from bins located on recreation routes. Access is only permitted along a pre-agreed route with a speed limit of 10mph. 
r) A copy of waste carriers licence(s) on commencement of the contract and annually thereafter or as renewed or updated.
2.4 Missed or Incomplete Service

a) It is expected that the contractor will provide a thorough and reliable service, and through good communication there will be no missed or incomplete services.  However, the following provisions are made with regard to missed or incomplete services.
b) Following the procedure set out in 2.3 k) the Forestry Commission may then arrange for a site inspection to be carried out, if there is evidence that the service has not been delivered to the satisfaction of the Forestry Commission an Incomplete Service report will be made and sent to the contractor as soon as practical, and within 2-working days.  The contractor will be expected to revisit the site and make good the deficient service at their expense prior to the next scheduled service delivery date or otherwise within a further 2-working days of the incomplete service, whichever is sooner.  Failure to correct the missed or incomplete service before the next scheduled service date or within 2-working days will be regarded as a missed service and no payment made.
c) Consistent poor performance which results in more than 6 missed service reports in any 12 month period will result in a formal review which may lead to termination of the contract. If the contract is terminated the contractor would be liable for the additional cost associated with sourcing another provider.

2.5 Special Conditions

Not applicable.

2.6 Safety, Health and Environment Requirements
Competency of service providers is assessed via section 4.3 of the evaluation matrix. In addition to this the contractor will be required to comply with Forestry Commission standards and procedures whilst they and, or their sub-contractors are operating on the Public Forest Estate.
The Contractor will attend a meeting prior to commencement of any services to agree roles and responsibilities and risk management.

Throughout the life of the contract, performance will be monitored and where appropriate improved. Should performance of the contractor, including their sub-contractors fall below required standards, the Forestry Commission will apply a Red-Amber-Green (RAG) system to classify a safety breach and determine what we do about it. Further information and guidance on how our safety systems operate is available using the following link: 

https://www.forestryengland.uk/article/safety-contracts

2.7 Invoicing Arrangements

a) An invoice for the services provided under the contract should be provided within two weeks of the end of the month that the services were provided in. Invoices should be sent to the following address:
· Forestry Commission, Boundary Road, Dunmere, Bodmin, PL31 2RD.
Or sent by e-mail (including the contract number in the subject) to:
· westengland@forestryengland.uk

To protect the Public Forest Estate and to minimise the risk of introducing or spreading harmful pests and diseases, biosecurity measures appropriate to the level of risk at the location of work, are expected to be undertaken.  For more information and guidance, please visit https://www.forestryengland.uk/article/biosecurity-advice-forest-visitors.

Note: Tenderers must include details of any areas where they will not be able to comply with these requirements.  If your Tender does not meet these requirements we reserve the right to reject it completely.


Notes for Completion and Conditions
Timetable
Whilst we do not intend to depart from the timetable below, we reserve the right to do so and if this is required, we will inform Suppliers in writing of any changes. 

	Stages

	Dates

	Closing date for expressing interest and questions

	Monday 2nd September 2019

	Closing Date and Time for Tender Returns
	Midday Monday 9th September 2019

	Notification of Award
	Week commencing 16th September 2019

	Expected Start Date

	Week commencing 23rd September 2019



Site Visits 
Before the return date, it is recommended that bidders attend a site visit so that they can complete their submission. Bidders should contact the person named at 3.3 below to arrange a site visit. Please note that sites visits will not be accompanied and any Forestry England staff on site at the time of the site visit will not be able to provide information in relation to this tender exercise. 

Enquiries
Please send all enquiries by email, by the deadline stated at Section 3.2 quoting the reference number printed at the front of this document to:

David Lloyd
david.lloyd@forestryengland.uk 

If we consider any question or request for clarification is relevant to all interested parties, we will circulate both the query and the response to all prospective bidders, although your identity will remain confidential.

If you want to tender, and have not yet registered interest in the tender, you must do so before the closing date for expressing interest to make sure you are told about any questions and answers.
Responses and supporting documents
Responses must be completed in full, any additional appendices must be clearly labelled. The FC will only evaluate on information provided, working history with the FC cannot be considered unless outlined in your tender submission. Please do not send promotional or general information; this will not be evaluated. Please ensure that all questions are completed in full, and in the format requested.  
Return arrangements
Please return your completed tender submission inclusive of any relevant appendices as:
· 1 paper copy by post or hand delivered, and
· 1 copy on disk or USB type storage device in a read only format

Please note that we do not accept email copies.  We must receive your completed tender before the closing date and time shown in the Timetable at section 3.2.  We will keep tenders received before this deadline unopened until after this time.  We reserve the right to not consider any tenders received after the deadline.  Please be aware that tenders may be copied for our use. 
Mark your envelopes with the words ‘Tender for Cornwall Litter Picking Services – FEE/0611 – Not to be opened until Midday Monday 9th September 2019’.

Send completed tender documents to the following address:
David Lloyd
Forestry England
	Cookworthy Forest Centre
	Halwill
	Beaworthy
	EX21 5UX
Clarification
During our evaluation process, we may need to seek clarification on aspects of your tender return.  If required we will contact you using the contact details you have provided.  Clarification may require you to submit, supplement, clarify or complete the relevant information or documentation within an appropriate time limit.  The purpose of any such clarification is to provide us with the information we require to score your submission; it will not be an opportunity for you to improve or substantially change the information you have already submitted.
Sub-contracting arrangements
Where the supplier proposes to use one or more sub-contractors to deliver some or all of the requirements, details should be provided. This includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key deliverables each sub-contractor will be responsible for.

The FC recognises that arrangements in relation to sub-contracting may be subject to future change, and may not be finalised until a later date.  However Suppliers should be aware that where information provided to the FC indicates that sub-contractors are to play a significant role in delivering key 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 FC immediately of any change in the proposed sub-contractor arrangements.  The FC reserves the right to deselect the Supplier prior to any award, based on an assessment of the updated information.
Consortia arrangements
Please contact the FC before submitting a tender if you intend to bid as a consortium.
Confidentiality
When providing details of contracts in answering section 4.4 of this ITT (Technical and Professional Ability), the Supplier agrees to waive any contractual or other confidentiality rights and obligations associated with these contracts.

The FC reserves the right to contact the named customer contact in section 4.4 regarding the contracts included in section 4.4.  The named customer contact does not owe the FC any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact.

The FC confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the Public Contracts Regulations.

The Supplier must treat all information supplied to it by the FC in confidence and must not disclose it to third parties other than to obtain sureties or quotations for submitting its response.

As part of the tendering process, the Supplier must identify any parts of its tender submission which it designates as confidential and would not want published; such information may include technical or trade secrets or other confidential information.  
The FC will then assess this information (along with the rest of the contract) when considering which contractual information should or should not be published or released on request.
Additional tender information
· All details of the tender, including prices and rates, must be valid for 90 days from the closing date for Tender Submissions as detailed in Section 3.1.  
· The completed tender and all accompanying documents must be in English.
· Any contract or framework agreement concluded as a result of this ITT will be governed by English law.
· All prices will be in sterling and exclusive of VAT.
· Once we have awarded the contract or framework agreement, we will not pay any additional costs incurred which are not reflected in your tender submission.
· A Tender Panel will evaluate responses to the tender objectively using the evaluation matrix.
· Unless otherwise stated in this ITT, all costs associated with taking part in this process remain your responsibility and we will not return any part of your completed tender to you.
Pass/Fail questions
Some questions in the tender are fundamental requirements of the contract or framework agreement.  These are marked on a ‘pass/fail’ basis and if you do not answer these sections appropriately, we may reject your submission in full and cease to evaluate any more questions. 
Weighted questions 
Some sections of this ITT include questions that are weighted.  The weightings applied to each question ensure the relative importance of each is correctly reflected in the overall scores applied. For these questions, the marks out of 4 that are achieved for each question will be subsequently weighted to provide a total number of marks out of 100%.
Award & Feedback
Once we have carried out the evaluation and identified the successful tenderer(s), we will write to all tenderers by email of our award decision.  We will give all bidders the opportunity of feedback.  Please request feedback via email as soon as possible if required.
Right to cancel or vary the process
We reserve the right to cancel or withdraw from the tendering process at any stage.
Inducements
Offering an inducement of any kind in relation to obtaining this or any other contract with us will disqualify you from being considered and may constitute a criminal offence.
Disclaimer
While the information in this ITT and supporting documents has been prepared in good faith by us, it may not be comprehensive nor has it been independently verified. 
Neither the FC, nor their advisors, nor their respective directors, officers, members, partners, employees, other staff or agents:
· makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of this ITT; or
· accepts any responsibility for the information contained in the ITT or for the fairness, accuracy or completeness of that information nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of relying on such information or any subsequent communication.  


Your response
In order to submit a tender for this requirement you must complete and return the below sections in compliance with Section 3 above. All sections must be completed and returned.

Full details of how we will evaluate your submission can be found in the Evaluation Matrix below.


Supplier Information

	Supplier details
	Answer

	Supplier Name & Address
	

	Registered company number
	


	Registered charity number

	

	Registered VAT number
	


	Name of immediate parent company
	


	Name of ultimate parent company
	


	Please indicate your trading status
	Choose an item.
	Please indicate whether any of the classifications apply 
	Choose an item.
	Contact details

	Supplier contact details for enquiries about this ITT

	Name
	

	Postal address
	

	Phone
	

	Mobile
	

	E-mail
	





Selection Criteria 
Insurance 
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract or framework, the levels of insurance cover indicated below.
	
YES / NO

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

	Public Liability Insurance = £5million
	


Health and Safety

This section allows us to assess your competency for health and safety.  We have provided some guidance to help you understand the requirements for each area.  You may also find it useful to refer to the Health and Safety Executive (HSE) website for some guidance before completing this section.  You can find this here: http://www.hse.gov.uk/. 

	4.3.1
	a) Does your organisation have a written health and safety policy? AND
b) If yes, please provide details of when it was last reviewed and updated.
Note: If your organisation has less than 5 employees, the Forestry Commission still requires you to have a written Health and Safety Policy

	Answer: 



   




	4.3.2
	The FC requires confirmation that this contract or framework will be carried out by personnel (individuals, staff or sub-contractors) with the pre-requisite Health and Safety certifications / qualifications.  Bidders are required to complete the table below with reference to their delivery team for this contract or framework.

	Certification / Qualification
	Number of personnel with certification / qualification
	Qualification Provider
	Frequency of Update training

	First Aid at work or Emergency First Aid at Work (+ F)*
	
	
	

	Manual Handling
	
	
	

	4.3.3
	If the appropriate personnel who will deliver the contract or framework do not currently hold any or all of the above qualifications or certifications, explain any plans (including dates) you have in place to secure the necessary certifications/qualifications in advance of contract or framework commencement.

Please state ‘not applicable’ in the box below where this does not apply.

	Answer:







* Please see our First Aid Policy for those that work on our land for further details. Note: if your current certification does not cover these aspects, you will be required to undertake the necessary training prior to commencing any work.

	4.3.4
	Briefly describe your selection process for sub-contractors.  The selection process should include assessment and review of sub-contractors’ approach to risk assessment; competence and qualifications; and accident/near miss reporting & recording.
If you intend to carry out all work using your own direct employees, you need only provide a short statement to this effect.

	Answer: 










	4.3.5
	Briefly describe your process for ensuring personnel are competent and up to date on general and site specific health and safety requirements.  This should include your plans for supervision and monitoring.  Provide evidence of examples to support your response.

	Answer: 












	4.3.6
	Provide an example of a site specific risk assessment you have applied in a previous contract which demonstrates that the risks identified have been controlled.
OR
Where an example from a previous contract cannot be produced, please explain how you would risk assess a job; please support this response with a generic or hypothetical risk assessment relevant to the subject of the contract/framework.

	Answer: 








	4.3.7
	In relation to your risk assessment process, describe how you monitor to ensure the controls remain in place for the duration of the work.  Where available, supply any relevant evidence to support your response such as completed checklists or other similar evidence.

	Answer: 








	4.3.8
	Explain your approach to Lone Working; and where this is carried out provide details of your process, methods and frequency of checking for contracts of this nature.

	Answer: 








	4.3.9
	Briefly explain how your organisation obtains competent health and safety advice (either within the organisation or externally).  Please show us you have the following or equivalent: Internal health and safety personnel, consultants, appointed person in the organisation responsible for health and safety.

	Answer: 








	4.3.10
	I. Describe your accident / near miss reporting system including any actions taken post incident to prevent recurrence;
II. Support your response with one example where this is available;
III. Describe your understanding of the requirements under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).

	Answer: 










	4.3.11
	Provide a short explanation of your process for Inspection and Testing of Machinery and Equipment providing certificates and completed checklists to support your response.
Your answer should show an understanding of the Provision and Use of Work Equipment Regulations 1998 (PUWER) and Lifting Operations and Lifting Equipment Regulations 1998 (LOLER), where relevant.

	Answer: 










References
	Relevant experience and contract examples

	Please provide details of up to two contracts, in any combination from either the public or private sector that are relevant to our requirement. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years. The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

	
	Contract 1
	Contract 2

	Name of customer organisation
	
	

	Point of contact in customer organisation

Position in the organisation

E-mail address
	

	

	Contract start date

Contract completion date

Estimated Contract Value
	
	



Award Criteria
Requirement Specific Questions
	No.
	Question
	Weight %

	4.5.1
	Please provide a method statement detailing how you ensure that you will keep to the required schedule of each site as described in section 2.3 of the ITT and in Appendix 1.
Your response must include, but is not limited to: Time management, communication, resource allocation, contingency planning.

	15%

	Response:





	No.
	Question
	Weight %

	4.5.2
	With a view to manual handling and the potential restricted vehicle access, please explain the process that you will use to empty the onsite bins and relocate the bin bags to the recycling area. 



	15%

	Response:








Pricing Schedule

	
	Weight %

	Please provide details of your pricing in the pricing schedule (Appendix 1) provided. A price must be submitted for each site.

	70




Terms and Conditions
This ITT, and any contract or framework agreement arising from it, will be subject to the latest version our terms and conditions for non-operational services.  
The successful Tenderer’s usual terms and conditions are not, and will not, become terms and conditions of any contract or framework agreement that we may award as a result of this ITT.

	a)
	Do you accept the FC’s Terms and Conditions of Contract as detailed above? (delete the option that doesn’t apply)
	Yes / No

	b)
	If no, please provide details of any specific areas that you have an issue with.  Please note that failure to agree to our Terms and Conditions of Contract may invalidate your tender submission.

	
	







Declaration
I declare that to the best of my knowledge the answers submitted to these questions are correct.  I understand that the information will be used in the selection and evaluation process to assess my organisation’s suitability to participate in this procurement, and to determine which supplier(s) provide the most economically advantageous tender in accordance with the criteria set out in this ITT.  I am signing on behalf of ………………………………………………………………… (insert name of supplier).

I understand that the FC may reject my submission if there is a failure to answer all relevant questions fully or if I provide false/misleading information.  

I understand the FC may assess the past performance of a Supplier (through a Certificate of Performance provided by a Customer or other means of evidence). The FC may take into account any failure to discharge obligations under the previous principal relevant contracts of the Supplier completing this ITT. The FC may also assess whether specified minimum standards for reliability for such contracts are met.
 
I understand that I must disclose if my organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control has been convicted of any criminal offences.

In addition, the FC 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.). 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).

The essence of selective tendering is that the FC will receive bona fide competitive tenders from all those tendering.  In recognition of this principle, I certify that this is a bona fide tender, intended to be competitive, and that ‘we’ (I or any other person acting for on behalf of my organisation) 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.  I also certify that we have not done and we undertake that we will not do so at any time before the hour and date specified for the return of this tender any of the following acts:
· communicate to a person other than the person calling for those tenders the amount or approximate amount of the proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain premium insurance quotations required for preparing the tender;
· enter any agreement with any other person whereby they will refrain from tendering or as to the amount of any tender to be submitted;
· offer or pay or give or agree to pay any sum of money or valuable consideration directly or indirectly to 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 this work any act or thing of the sort described above.

In this certificate, the word “’person” includes any individual, partnership, association, or body either corporate or unincorporated; and “’any agreement or arrangement” includes any such transaction, formal or informal, and whether legally binding or not.

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


ITT COMPLETED BY
Name:                              


Role in Organisation:                                


Date:                                 


Signature:                             
	



Evaluation Matrix 

	Section
	Description 
	Scoring
	Scoring Criteria

	4.2
	Insurance
	Pass/Fail 
	Pass – You must either confirm that you have the required levels of insurance in place for each and every claim rather than on an aggregate basis or, alternatively, undertake that should you be successful, that such levels of insurance will be available to you and that you undertake to maintain these levels of insurance for the duration of the requirement.
Fail – If you cannot make such a commitment, your bid will fail in its entirety.

	4.3.1
	Health & Safety Policy
	Pass or Fail
	Pass – Organisation has a health and safety policy which has been reviewed in the last two years.
Fail – Organisation does not have a health and safety policy OR Organisation does have a health and safety policy but bidder has provided no evidence of policy being reviewed in last two years.

	4.3.2
4.3.3
	Certifications / Qualifications
	Pass or Fail
	Pass – Bidder has stated they have all the certifications/qualifications required to undertake the work in response to part a of the question; OR Bidder has not confirmed that all certifications/qualifications are currently held in response to 4.3.2, but has provided a response to 4.3.3 of the question which gives assurance that the necessary certifications/qualifications will be secured in advance of contract commencement.
Fail – Bidder has not provided the necessary assurance that all certifications/qualifications will be secured in advance of contract commencement in response to either 4.3.2 and/or 4.3.3 of the question.

	4.3.4
	Sub-contractor Selection Process
	Pass or Fail
	Pass – Bidder has described their process for sub-contractor selection.  The process explains all the aspects requested in the question and provides assurance that sub-contractors will be assessed thoroughly in this respect to meet the minimum health and safety requirements of the contract.
Fail – The requirement to sub-contract has been identified in the bid, but the process for assessing sub-contractors does not cover the required aspects of the question and/or does not provide the necessary assurance that sub-contractors will be assessed thoroughly in line with requirements.

	Responses to the rest of the H&S section will be scored as detailed below.  In order to pass, bidders will need to score 11 or more out of 17.  Any bidder scoring below 11 will fail the H&S section.

	4.3.5
	Updating of H&S
	Scored Question
	Score of 2 – Response provides confidence that personnel are updated on relevant health and safety matters at appropriate times and that adequate supervision/monitoring is undertaken – relevant actions may include use of site inductions, training, newsletters, meetings, site visits etc.
Score of 1 – Response leaves reservations about whether personnel are provided with the relevant health and safety updates or provides limited evidence of updates being carried out.  There is limited evidence to demonstrate adequate supervision or monitoring takes place.
Score of 0 – No response provided or inadequate response provided.

	4.3.6
	Risk Assessment Process 
	Scored Question
	Score of 4 – Relevant site specific risk assessment from previous contract has been provided. This shows appropriate hazards and controls, demonstrating competence in application of this process.
Score of 3 – Description of risk assessment process has been provided along with generic or hypothetical risk assessment. This shows an understanding of the process and provides confidence that the bidder would be able to apply the principles in a real situation.
Score of 2 – Description of risk assessment process has been provided without any examples OR generic or hypothetical risk assessment has been provided, with no further information of the process applied.
Fail – Inadequate process or no response provided 

	4.3.7
	Risk Assessment Process 
	Scored Question
	Score of 3 – Process description provides confidence that sufficient monitoring takes place throughout contract duration to ensure controls remain on site.  Response is supported by appropriate evidence such as completed checklists, records of toolbox talks, evidence of supervisory visits or other appropriate evidence.
Score of 1 – Process description provided without further appropriate supporting evidence – this gives some confidence that controls remain on site through the duration of the contract. OR, Some evidence supplied such as completed checklists, records of toolbox talks, supervisory visits or similar without a description of the process applied.
Score of 0 – No response provided or response does provide confidence that an adequate process exists to ensure controls will remain on site for the duration of the contract. 

	4.3.8
	Lone Working Process
	Scored Question
	Score of 4 - Supplier does not allow lone working.
Score of 3 - Lone working is restricted and the approach and system described gives confidence that the risk of lone working is being adequately controlled.  Frequency of checking is appropriate to the risks associated with the work.
Score of 1 - Lone working is carried out but explanation of process gives limited confidence of risks being controlled to an acceptable level.
Fail - Response is completely inadequate or process described does not provide any confidence that Lone Working process will be managed to ensure safety of personnel.

	4.3.9
	Health & Safety Advice
	Scored Question
	Score of 1 - Response identifies competent responsible person.
Score of 0 - Response not provided or inadequate.

	4.3.10
	Accidents / Near Misses and RIDDOR
	Scored Question
	1 point allocated for each of the following (maximum score achievable is 3):
· Relevant accident reporting process described along with any post-accident actions to prevent recurrence – Score 1 point
· Examples provided are relevant and demonstrate process being put into practice – Score 1 point
· RIDDOR description, categories, timescales and understanding of responsibilities reflect current legislative requirements – Score 1 point

	4.3.11
	Inspection and Testing of Machinery and Equipment
	Pass or Fail
	Pass - Sufficient explanation of process provided along with evidence of internal and external checks being carried out.  Response demonstrates an understanding of PUWER and LOLER (where relevant).
Fail - Lack of evidence or understanding provided and or inadequate checking process demonstrated

	4.4
	References
	Pass/Fail 
	Pass – Two references relevant to the subject matter of this ITT have been provided and the authority is content that the minimum standards for reliability have been met.  We will consider accepting a lower number of references depending on how long you have been in business.  
Fail – References are not relevant OR a satisfactory number of references have not been provided OR the authority has evidence of the suppliers’ failure to discharge their obligations under previous principal relevant contract(s) which may include minimum standards for reliability in performing such contracts having not been met.

	4.5
	Requirement Specific Questions
	30%


	The following evaluation system will be applied to this section:

0 – No response (complete non-compliance)
No response at all or insufficient information provided in the response such that the solution is totally un-assessable and/or incomprehensible.
 
1 – Unsatisfactory response (potential for some compliance but very major areas of weakness)
Substantially unacceptable submission which fails in several significant areas to set out a solution that addresses and meets the requirements: little or no detail may (and, where evidence is required or necessary, no evidence) have been provided to support and demonstrate that the tenderer will be able to provide the services.

2 – Partially acceptable response (one or more areas of major weakness)
Weak submission which does not set out a solution that fully addresses and meets the requirements: response may be basic/ minimal with little or no detail 

3 – Satisfactory and acceptable response (substantial compliance with no major concerns)
Submission sets out a solution that largely addresses and meets the requirements, with some detail (or, where evidence is required or necessary, some relevant evidence) provided to support the solution.

4 – Fully satisfactory /very good response (fully compliant with requirements)
Submission sets out a robust solution that fully addresses and meets the requirements, with full details (and, where evidence is required or necessary, full and relevant evidence) provided to support the solution.

5 - Outstanding response (fully compliant, with some areas exceeding requirements)
Submission sets out a robust solution (as for a 4 score) and, in addition, provides or proposes additional value and/or elements of the solution which exceed the requirements in substance and outcomes in a manner acceptable to the FE.

	4.6
	Pricing Schedule 
	70%

	The lowest priced tender will receive the maximum score available for this section.  All other scores will be calculated by :
Lowest Tender Price x Score available 
Tender Price


	4.7
	Terms and Conditions
	Pass/Fail
	Pass: Terms and Conditions have been accepted without any exceptions, or exceptions are minor and can be accommodated.
Fail: Exceptions noted have been discussed and are unable to be accommodated.

	4.8
	Declaration
	Pass/Fail
	Pass: Completed, signed declaration has been provided.
Fail: Declaration has not been signed or provided, or exceptions have been noted which cannot be accepted.
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