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Method Statements
This document contains all the narrative method statements required for this tender, as referred to in the ITT.
The first section contains the method statements (letters A to C) that constitute Element 3 of the Compulsory Requirements. These statements are all Pass/Fail.
The second section contains the method statements (numbers 1 to 20) that constitute Element 2 of the Evaluation Requirements. These statements are all scored.
The Tenderer’s response to this document must be submitted in Microsoft Word 2010 format; or an earlier, equivalent version. 

NOTE: Where a maximum word count is stipulated for a narrative response, the word count limits must be adhered to. This is designed to allow suppliers to provide relevant details in a concise manner; any wording over the limit or the use of embedded documents will not be evaluated.

Appendices should not be provided unless requested and your entire response to each question should be provided within the word limit. Embedded images cannot be used instead of text. Any references to external sources or hyperlinks will not be considered. 

For this purpose “word” shall be given its normal meaning, i.e. a single unit of language. Please note: each word should be separated by spaces and a string of words conjoined by slashes or any other punctuation mark or similar character will not be counted as a single word, (notwithstanding any automated word count facility) but will be counted as separate words.

Illustrative images will be allowed but those that contain text will be evaluated as described in the following example:
If a newspaper/magazine article is included and it is apparent that the article is intended to be read, this would form part of the word count for that question. The word count is applied to the typed text first and then any text contained within embedded images is counted. When the word count limit is reached, all of the following text in the embedded images will be redacted.

Where an image (screen shot, diagram, etc.) is not intended to be read but merely illustrates a concept that has been described in the typed text, this will be allowed. Any images must be directly relevant to the specific question; an excessive quantity of images or irrelevant images will be viewed negatively.

The decision of the Council in this respect is absolute and will be applied consistently for all tenders and by all evaluators.


METHOD STATEMENTS – Pass/fail
Confirmation is required of the Tenderer’s ability to meet the requirements of the contract, as detailed below. 

The responses will be assessed using the evaluation scheme laid out in the ITT.

A score of 7 or higher will constitute a ‘pass’; a score of 6 or lower is a ‘fail’.
A ‘fail’ for any of these questions means that the Tenderer’s submission may be disregarded.  


A. Details of the measures, including non-transfer related changes to terms and conditions, which the Tenderer proposes to take in respect of any staff transferring to their employment, including how the Tenderer will comply with any information and consultation requirements under TUPE regulations. Details of a transition plan for taking on staff as a result of TUPE, which demonstrates that the Tenderer understands and can manage obligations under TUPE and which describes the Tenderer’s intended approach to negotiation of measures with the workforce.
(Word Count Limit: 1200 words)

	Please use this text box for your response























B. The Tenderer’s understanding of deployed units.
(Word Count Limit: 600 words)

	Please use this text box for your response
















C. How the Tenderer would manage the Council’s requirements for maintaining a high level of public satisfaction relating to the performance, public interface and positive public perception of the role performed by the CEOs and call handling services. Provide examples of previous experience in developing such operational policies and what procedures were applied.
(Word Count Limit: 1200 words)

	Please use this text box for your response



















METHOD STATEMENTS - EVALUATED

A method statement is required detailing the Tenderer’s responses as shown below;
· Method Statement 1 – Enforcement Implementation
· Method Statement 2 – Operational Management Policy and Procedures
· Method Statement 3 – Car Parks Management
· Method Statement 4 – Performance Indicators and Monitoring
· Method Statement 5 – IT Implementation
· Method Statement 6 – Security of Data
· Method Statement 7 – Software Capabilities
· Method Statement 8 – System Support and Maintenance


METHOD STATEMENT 1:  ENFORCEMENT IMPLEMENTATION (360 points)
Word Count Limit: 1200 words + a separate project plan (in PDF and Microsoft Project Format).
A method statement is required detailing the Tenderer’s response to the following questions;
1. A detailed analysis of the mobilisation period to show how the Tenderer would undertake setting up prior to the start date. This should include any issues that could delay the start date and should also include their proposed solutions. This plan is to include a description of the proposed operational base. Tenderers should outline how they will achieve a full deployment of fully trained Civil Enforcement Officers on day one of the contract. Tenderers are asked to also provide details of their approach to training Council users of the system. The exact number of individuals requiring IT training may vary slightly however for the purposes of the tender submission suppliers should assume numbers as follows up to:  Office Administration staff x 3 and Financial and Audit Officers x 3. (360 points)

	Please use this text box for your response
































METHOD STATEMENT 2: OPERATIONAL MANAGEMENT POLICY AND PROCEDURES (1440 points)
Word Count Limit: 4800 words 
A method statement is required detailing the Tenderer’s response to the following questions;
2. How the Tenderer would undertake the recruitment, training, equipping and deployment of the CEOs to meet the requirements of the Council to enable them to perform their duties in accordance with local and national legislation and policies.  What level and degree of training will be provided?  Provide examples of previous experience in developing such operational policies, including continuous training so as to ensure regular and consistent performance. (480 points)
3. Examples of how the CEOs could be deployed across the Council area in a typical week allowing for transport requirements.  How the Tenderer will ensure they meet 100% of contracted deployed hours on a weekly basis.  How will the Tenderer resource additional deployment requests envisioned within the contract scope?  How the Tendered will manage absences. How the Tenderer will deal with an unexpected high level of sickness (ie virus or ‘flu)  (480 points)
4. Please describe where the Tenderer has experience of developing new and innovative operational techniques, urgent requirements for system changes and efficiency savings and how the Tenderer envisions incorporating this over the life of the contract.  (240 points)

5. How the Tendered will report any on-street issues that may pose a serious health and safety risk to members of the public. How the Tenderer will report health and safety issues in the Council’s off-street car parks. How the Tenderer will report defaults and errors to signs and lines (both on and off street) in particular those that may impact on the CEO’s ability to issue Penalty Charge Notices (PCNs). (240 points)

	Please use this text box for your response


















METHOD STATEMENT 3:  CAR PARKING MANAGEMENT (720 points)
Word Count Limit: 1800 words 
A method statement is required detailing the Tenderer’s response to the following questions;
6. How the Tenderer would ensure the checking, first-line and second line maintenance and response to report faults of the payment machines and barriers to ensure that effective enforcement of the car parks is maintained, including reporting, training, and quality assurance.  (480 points)
7. Describe the envisioned fault reporting for all parking infrastructure, including on and off-street areas patrolled, including the Health and Safety reporting method and process.  The current WBC Health and Safety Inspection Report is included as an example below.  (240 points)
	Please use this text box for your response






























8. 

METHOD STATEMENT 4:  PERFORMANCE INDICATORS & MONITORING (960 points) 
Word Count Limit: 2400 words 
A method statement is required detailing the Tenderer’s response to the following questions;
8. How the tenderer would manage CEO, notice processing, and permit issuing errors to ensure they are kept below the agreed KPI and reduced on a yearly basis throughout the life of the contract to drive continuous improvement. (480 points)
9. How the Tenderer would develop a client communications strategy, including viewing information on notice processing, permit issuing, handheld devices, and any other requirements outlined in the contract.  (360 points)
10. How the Tenderer will ensure that the Council has full access systems so as to enable regular and ad-hoc quality checks to be carried out whether or not these checks directly relate to a measured KPI or not. (120 points)
	Please use this text box for your response

































METHOD STATEMENT 5:  IT IMPLEMENTATION (360 points)
Word Count Limit: 1200 words + a separate project plan (in PDF and Microsoft Project format).
A method statement is required detailing the Tenderer’s response and approach to the following questions;
11. The Tenderer’s understanding of the implementation process with regard to responsibility for data migration, the provision of IT software and hardware and the linking of this with the Council’s and other relevant IT systems including an implementation timetable and project plan and passing acceptance testing.  (360 points)
	Please use this text box for your response





































METHOD STATEMENT 6:  SECURITY OF DATA (720 points)
Word Count Limit: 4800 words 
A method statement is required detailing the Tenderer’s response to the following questions;
12. How the Tenderer will ensure complete security of data and what protocols will be implemented. Detail what reporting mechanism would be put in place to manage security matters, data back-up solutions, including schedules and processes to be utilised.  (360 points)
13. The IT system will be web based and will be securely accessible by authorised Council staff from any web enabled client device with an internet connection in any location. How will the Tenderer achieve this?  (120 points)
14. How will the Tenderer ensure that the balance and payment files for cashless parking and any other interface files will be moved from and to the hosted system and the WBC network securely?  For example, interfaces included TEC, TPT, and DVLA requirements.  (240 points)
	Please use this text box for your response






























METHOD STATEMENT 7:  SOFTWARE CAPABILITIES (1080 points)
Word Count Limit: 1200 words + a separate diagram (in PDF and Microsoft Project format).
A method statement is required detailing the Tenderer’s response to the following questions;
15. Give a full description of the reporting tool within the software and confirm that it comes licensed as part of the IT system package. Describe how this reporting tool will match or exceed the requirements of the specification.  (240 points)

16. Provide a diagram detailing the workflow and checking processes to ensure that all PCNs issued on site and by electronic means appear on the web enabled browser based hosted system.  (120 points)

17. Provide details of how the proposed software solution will deal with the Online Case Management requirements and how you intend to develop this software over the life of the contract.  For example, national legislation changes are expected during the life of this contract.  (120 points)

18. Please respond to Criteria D to Annex B Evaluation Requirements on the supplied spreadsheet, as instructed in the ITT.  (600 points)

	Please use this text box for your response


























METHOD STATEMENT 8:  SYSTEM SUPPORT AND MAINTENANCE (360 points)
Word Count Limit: 1800 words 
A method statement is required detailing the Tenderer’s response to the following questions;
Tenderers are required to provide a full breakdown of the system support and maintenance they will provide within the submitted price. 
Responses should include as a minimum:
19. A description of how the Tenderer would handle a support request received from the initial enquiry, through to the resolution of the issue as well as example new legislation, software updates and patches.  (120 points)

20. Give a full description of how business continuity and disaster recovery will be ensured with the hosted system holding the Council database in the event of partial or complete failure of the IT system including the recovery of HHCT data in the event of system failure.  (240 points)

	Please use this text box for your response
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