Standard Selection Questionnaire

Potential Supplier Information and Exclusion Grounds: Part 1 and Part 2.
The standard Selection Questionnaire is a self-declaration, made by you (the potential supplier), that you do not meet any of the grounds for exclusion[footnoteRef:1]. If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning). [1:  For the list of exclusion please see https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551130/List_of_Mandatory_and_Discretionary_Exclusions.pdf ] 

A completed declaration of Part 1 and Part 2 provides a formal statement that the organisation making the declaration has not breached any of the exclusion grounds. Consequently we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2. For example these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria. This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
When completed, this form is to be sent back to the contact point given in the procurement documents along with the selection information requested in the procurement documentation. 
Supplier Selection Questions: Part 3
The procurement document will provide instructions on the selection questions you need to respond to and how to submit those responses. If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the selection questions on behalf of the consortium and/or any sub-contractors.
If the relevant documentary evidence referred to in the Selection Questionnaire is not provided upon request and without delay we reserve the right to amend the contract award decision and award to the next compliant bidder.
Consequences of misrepresentation
If you seriously misrepresent any factual information in filling in the Selection Questionnaire, and so induce an authority to enter into a contract, there may be significant consequences.  You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years. 


COMMUNITY DEMENTIA SUPPORT SERVICE 
TENDER REFERENCE NO: 0478
OPEN PROCUREMENT PROCEDURE

Notes for completion
1. The “authority” means the contracting authority, or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process.
2. “You” / “Your” refers to the potential supplier completing this standard Selection Questionnaire i.e. the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.
3. Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions, please submit a clearly identified annex.
4. The authority recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the authority immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The authority will make a revised assessment of the submission based on the updated information.
5. For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. 
6. All sub-contractors are required to complete Part 1 and Part 2[footnoteRef:2].  [2:  See PCR 2015 regulations 71 (8)-(9)] 

7. For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors, providing one composite response and declaration.
8. For any questions that do not have space to input a response, please upload these as a separate document in question 3.2 on Ariba, with the question number as the title of the document.
The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure.

Part 1: Potential supplier Information
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration. 

	Section 1
	Potential supplier information

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information

	Click here to enter text.
	1.1(b) – (i)
	Registered office address (if applicable)
	Click here to enter text.
	1.1(b) – (ii)
	Registered website address (if applicable) 
	Click here to enter text.
	1.1(c)
	Trading status 
a) public limited company
b) limited company 
c) limited liability partnership 
d) other partnership 
e) sole trader 
f) third sector
g) other (please specify your trading status)
	Choose an item.

	
	
	Click here to enter text.
	1.1(d)
	Date of registration in country of origin
	Click here to enter text.
	1.1(e)
	Company registration number (if applicable)
	Click here to enter text.
	1.1(f)
	Charity registration number (if applicable)
	Click here to enter text.
	1.1(g)
	Head office DUNS number (if applicable)
	Click here to enter text.
	1.1(h)
	Registered VAT number 
	Click here to enter text.
	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	Choose an item.

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	Click here to enter text.
	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	Choose an item.

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	Click here to enter text.
	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	Click here to enter text.
	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)
b) Sheltered Workshop
c) Public service mutual
	Click here to enter text.
	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)[footnoteRef:3]? [3:  See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/] 

	Choose an item.

	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  [footnoteRef:4]  [4:   UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. See PSC guidance. ] 

- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 	- Over 25% up to (and including) 50%, 
	- More than 50% and less than 75%, 
	- 75% or more. [footnoteRef:5] [5:  Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. ] 


(Please enter N/A if not applicable)
	Click here to enter text.
	1.1(o)
	Details of immediate parent company:
 
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	Click here to enter text.
	1.1(p)
	Details of ultimate parent company:

- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	Click here to enter text.


Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.

Please provide the following information about your approach to this procurement:

	Section 1
	Bidding model

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	Choose an item.
If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	Click here to enter text.
	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	Click here to enter text.
	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Choose an item.

	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.




















Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 
I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 
I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the authority may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.

	Section 1
	Contact details and declaration

	Question number
	Question
	Response

	1.3(a)
	Contact name
	Click here to enter text.
	1.3(b)
	Name of organisation
	Click here to enter text.
	1.3(c)
	Role in organisation
	Click here to enter text.
	1.3(d)
	Phone number
	Click here to enter text.
	1.3(e)
	E-mail address 
	Click here to enter text.
	1.3(f)
	Postal address
	Click here to enter text.
	1.3(g)
	Signature (electronic is acceptable)
	Click here to enter text.
	1.3(h)
	Date
	Click here to enter text.




Part 2: Exclusion Grounds
Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 2
	Grounds for mandatory exclusion

	Evaluation criteria for this section:
You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 

Self-Cleaning
Any supplier that answers ‘Yes’ to questions in this section should provide sufficient evidence, in a separate response, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in that question. The supplier has to demonstrate it has taken such remedial action, to the satisfaction of the Authority in each case. 

If such evidence is considered by the Authority (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process. In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, demonstrate that it has:
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct;
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct. 
The measures taken by the Supplier shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the Authority to be insufficient, the Supplier shall be given a statement of the reasons for that decision. 

Scoring Methodology for this section:
Pass or Fail (where ‘No’ or with satisfactory self-cleaning = Pass and ‘Yes’ with no satisfactory self-cleaning = Fail)

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the web page.

	
	Participation in a criminal organisation.  
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Corruption.  
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Fraud. 
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	Choose an item.
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	Choose an item.
If Yes please provide details at 2.1(b)  

	2.1(b)
	If you have answered Yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	Click here to enter text.
	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	Choose an item.

	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?

	Choose an item.

	2.3(b)
	If you have answered Yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	Click here to enter text.


Please Note: The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.
	Section 3
	Grounds for discretionary exclusion 

	Evaluation criteria for this section:
The Authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out in this section. 

Conflicts of Interest
In accordance with question 3.1(g), the Authority may exclude the Supplier if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly, indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence on the context of this procurement procedure. Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Supplier to inform the Authority, detailing the conflict in a separate response. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by the Authority should not represent a conflict of interest for the Supplier. 

Taking account of Bidders’ Past Performance
In accordance with question 3.1(i), the Authority may assess the past performance of a Supplier (through a Certificate of Performance provided by a Customer or other means of evidence). The Authority may take into account any failure to discharge obligations under the previous principal relevant contracts of the Supplier completing this SSQ. The Authority may also assess whether specified minimum standards for reliability for such contracts are met. In addition, the Authority may re-assess reliability based on past performance at key stages in the procurement process (i.e. supplier selection, tender evaluation, contract award stage etc.). Suppliers may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed). 

Self-Cleaning
Any Supplier that answers ‘Yes’ to questions in this section should provide sufficient evidence, in a separate attachment, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in the question. The supplier has to demonstrate it has taken such remedial action, to the satisfaction of the Authority in each case. If such evidence is considered by the Authority (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process. 

In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, demonstrate that it has:
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct; 
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct. 
The measures taken by the Supplier shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the Authority to be insufficient, the Supplier shall be given a statement of the reasons for that decision. 

Scoring Methodology for this section:
Pass or Fail (where ‘No’ or with satisfactory self-cleaning = Pass and ‘Yes’ with not satisfactory self-cleaning = Fail)

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)

	Breach of environmental obligations? 
	Choose an item.
If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	Choose an item.
If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	Choose an item.
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	Choose an item.
If yes please provide details at 3.2



	3.1(e)
	Guilty of grave professional misconduct?
	Choose an item.
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	Choose an item.
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	Choose an item.
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	Choose an item.
If yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	Choose an item.
If yes please provide details at 3.2

	3.1(j)

3.1(j) - (i)





3.1(j) - (ii)



3.1(j) –(iii)




3.1(j)-(iv)





	Please answer the following statements

The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.

The organisation has withheld such information.


 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.

The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Choose an item.
If Yes please provide details at 3.2




Choose an item.
If Yes please provide details at 3.2

Choose an item.
If Yes please provide details at 3.2


Choose an item.
If Yes please provide details at 3.2





	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self-Cleaning)
	Click here to enter text.

[bookmark: _37m2jsg]
[bookmark: _1mrcu09]


[bookmark: _46r0co2]Part 3: Selection Questions[footnoteRef:6]  [6:  See Action Note 8/16 Updated Standard Selection Questionnaire
] 


	Section 4
	Economic and Financial Standing 

The purpose of this section is to ascertain that bidders are able to provide relevant financial information where required by the Authority. The financial information required in this section is intended to gain a basic indication that the successful bidder is not a significant financial risk in relation to the particular procurement. The questions in this section assume that information will only be required from the winning supplier.

The Authority shall reserve the right to reject any bidder’s ITT submission where no formal guarantee can be provided by the bidder e.g. parent company guarantee, bank bond or performance bond when the organisation consolidated risk category is “high”.

Please see the Economic and Financial Standing Scoring Methodology embedded below for details as to how the ratios are calculated and the benchmarks are used. 





	
	Question
	Response

	4.1
	Are you able to provide a copy of your accounts for the last two years, if requested? where legally applicable auditable accounts are to be provided if requested
If no, can you provide one of the following: answer with Y/N in the relevant box.

	Choose an item.

	
	(a) Are you able to provide a statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation by completing the attached if requested



	Choose an item.




	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	Click here to enter text.
	Relationship to the Supplier completing these questions
	Click here to enter text.





	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Choose an item.

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Choose an item.

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Choose an item.



	Section 6
	Technical and Professional Ability 

	Evaluation criteria for this section:
The Evaluation criteria for each question in this section will be conducted on a Pass/Fail basis as defined within the question guidance detailed below.

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. 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.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.
Please enter your response within the following table. However, if you are unable to provide sufficient examples, please answer question 6.3

Evaluation criteria for this question:
Pass/Fail whereby a response which clearly demonstrates suitable relevant experience, showing a track record in delivering similar services will generate a pass. Conversely, a response which does not meet this criterion will be adjudged to fail.




	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Point of contact in the organisation
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Position in the organisation
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	E-mail address
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Description of contract 
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Contract Start date
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Contract completion date
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Estimated contract value
	Click here to enter text.	Click here to enter text.	Click here to enter text.


	6.2


	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)

Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.

Evaluation criteria for this question:
Bidder clearly demonstrates measures to maintain a healthy supply chain with their sub-contractor(s).
Scoring Methodology Pass/Fail whereby answers which provide sufficient evidence to demonstrate that your organisation manages its supply chain with your sub-contract(s) in a responsible, efficient and transparent manner will generate a pass mark. Conversely, a response which does not meet this criterion will be adjudged to fail.

	
	Click here to enter text.


	6.3  
	If you cannot provide at least one example for questions 6.1, please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

Responses are page limited to 1 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.

Evaluation criteria for this question:
Pass/Fail whereby a response which provides sufficient evidence to the Authority’s satisfaction to justify the grounds for non-compliance to question 6.1 above will generate a pass mark. Conversely, answers which do not satisfy this selection criterion will be adjudged to fail.




	Section 7
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015[footnoteRef:7] [7:  Procurement Policy Note 9/16 Modern Slavery Act 2015] 


	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	Choose an item.

	7.2
	If you have answered Yes to question 1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?


If you have answered ‘No’ please provide an explanation


Evaluation criteria for this question:
 ‘Yes’ with a URL = PASS
‘No’ with an explanation that sufficiently demonstrates why the bidder isn’t compliant with Section 54 of the Act 2015= PASS
‘No’ without an explanation that sufficiently demonstrates why the bidder isn’t compliant with Section 54 of the Act 2015 = FAIL
	Choose an item. 

Please provide the relevant url; Click here to enter text.

 Choose an item.Click here to enter text.





8. Additional Questions

Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.

	Section 8
	Additional Questions 

	8.1
	Insurance

	Evaluation criteria for this section:
If you cannot answer ‘Yes’ or ‘Commit to obtain, prior to the commencement of the contract’, your response will not be accepted. 

Scoring methodology for this section:
Pass/Fail, where ‘Yes’ or ‘Commit to obtain prior to the commencement of the contract’ = Pass and ‘No’ = Fail

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:  
Y/N  

Employer’s (Compulsory) Liability Insurance = £5 million
Public Liability Insurance = £10 million
Professional Indemnity Insurance = £2 million]

*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.



	8.2
	Skills and Apprentices[footnoteRef:8] – (please refer to supplier selection guidance) [8:  Procurement Policy Note 14/15– Supporting Apprenticeships and Skills Through Public Procurement] 


	a.
	Public procurement of contracts with a full life value of £10 million and above and duration of 12 months and above should be used to support skills development and delivery of the apprenticeship commitment. This policy is set out in detail in Procurement Policy Note 14/15.

Please confirm if you will be supporting apprenticeships and skills development through this contract.
	Choose an item.

	b.
	If Yes, can you provide at a later stage documentary evidence to support your commitment to developing and investing in skills, development and apprenticeships to build a more skilled and productive workforce and reducing the risks of supply constraints and increasing labour cost inflation?
	Choose an item.

	c.
	Do you have a process in place to ensure that your supply chain supports skills, development and apprenticeships in line with PPN 14/15 (see guidance) and can provide evidence if requested?
	Choose an item.




	8.3
	Licensing and Registration

	Within this section the Bidder is to detail if their organisation is registered with the appropriate trade or professional register(s) with the member state or country they are established. Details of these can be found in Annex XI of the Public Contracts Regulations. 

	a.
	Registration with a professional body

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

	b.
	Please provide the registration number
	Click here to enter text.
	c.
	Is it a legal requirement in the state where you are established for you to be licenced or a member of a relevant organisation in order to provide the requirement in this procurement?
	Choose an item.

	d.
	Please provide additional details of what is required and confirmation that you have complied with this. 

	Click here to enter text.




	8.4
	Professional Capacity

	Evaluation criteria for this section:
The Evaluation criteria is provided within each question in this section. 

	a.
	Organisation Management Structure

Please outline your organisation’s management structure with specific details of management levels, experience, qualifications and length of service of the principal managers which have enabled you to undertake similar services (also, if applicable, including details of how similar services were co-ordinated if you have a number of different offices). 

Evaluation criteria for this question:
Bidder clearly demonstrates an appropriate management structure, with sufficient numbers of suitably qualified staff, which has delivered similar services, and provides details of how those services were successfully co-ordinated. 

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.  Plus organisation chart.

Scoring Methodology for this Question:
Scoring Methodology Table A

	b.
	Resources

Please identify the resources you routinely draw on which have enabled you to undertake or provide similar requirements, clearly indicating internal and external resources (e.g. sub-contracting, equipment, facilities, recruitment, work placement or apprenticeship schemes, volunteers, employment of people with learning difficulties etc.)

Evaluation criteria for this question:
Bidder clearly demonstrates they have the appropriate resources available to deliver similar services, providing details as to how their resources can be flexible to meet demands, whilst meeting Equality & Diversity requirements and wider ECC initiatives. 

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.

Scoring Methodology for this Question:
Scoring Methodology Table A




	8.5
	Public Services (Social Value) Act 2012

	a.
	In relation to previous contracts and experience, please provide evidence to demonstrate how your organisation has delivered improvements to the economic, social or environmental wellbeing of a relevant area. 

Evaluation criteria for this Question:
Bidder clearly demonstrates suitable relevant experience, showing a track record in delivering similar services and demonstrates how the Bidder’s delivery of these services demonstrates improvements to the economic, social or environmental wellbeing of the relevant areas. 

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.

Scoring Methodology for this Question:
Scoring Methodology Table A




	8.6
	Equality & Diversity

	If your organisation is working outside of the UK, please refer to equivalent legislation in the country that you are located. 

Evaluation criteria for this section:
If you answer ‘Yes’ or the evidence provided is insufficient your application will not be accepted. 

Scoring methodology for this section:
Pass/Fail, where ‘No’ or evidence provided is sufficient = Pass, and ‘Yes’ or the evidence is lacking detail = Fail

	a.
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	Choose an item.

	b.
	Please provide a summary of the nature of the investigation and an explanation of the outcome of the investigation to date. 

If the investigation upheld the complaint against your organisation, please explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring. You may be excluded if you are unable to demonstrate to the Authority’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring. 

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.


	c.
	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds or alleged unlawful discrimination?
	Choose an item.

	d.
	Please provide a summary of the nature of the investigation and an explanation of the outcome of the investigation to date. 

If the investigation upheld the complaint against your organisation, please explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring. You may be excluded if you are unable to demonstrate to the Authority’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination from reoccurring. 

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.


	e.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

Evaluation criteria for this question: Pass or Fail

Scoring methodology for this question: ‘Yes’ or ‘Sub contractor(s) will not be used’ = Pass, ‘No’ = Fail
	Choose an item.



	8.7
	Environmental Management

	Evaluation criteria for this section:
If you answer ‘Yes’ or the evidence provided is insufficient your response will not be accepted. 
Scoring methodology for this section:
Pass/Fail, where ‘No’ or evidence provided is sufficient = Pass, and ‘Yes’ or the evidence is lacking detail = Fail

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

	b.
	Please provide details of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served. 

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

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.


	c.
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?

Evaluation criteria for this question: Pass or Fail

Scoring methodology for this question: ‘Yes’ or ‘Sub-contractor(s) will not be used’ = Pass, ‘No’ = Fail
	Choose an item.



	8.8
	Health & Safety

	Evaluation criteria for this section:
If you answer ‘Yes’ or ‘the evidence provided is insufficient your application will not be accepted. 

Scoring methodology for this section (question a):
Pass/Fail, where ‘Yes’ or ‘evidence provided is sufficient’ = Pass, and ‘No’ or the evidence is lacking detail = Fail

Scoring methodology for this section (questions b, c and d):
Pass/Fail, where ‘No’ or ‘evidence provided is sufficient’ = Pass, and ‘Yes’ or the evidence is lacking detail = Fail

	a.
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
	Choose an item.

	b.
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years?
	Choose an item.

	c. 
	Please provide details of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result. 

The Authority will exclude bidder(s) that have been in receipt of enforcement/remedial action orders unless the bidder(s) can demonstrate to the Authority’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches. 

Responses are page limited to 2 xA4, Font Arial, Size 11 in Microsoft Word, with standard margins (2.54cm top & bottom and 3.17cm left & right) & formatted for printing onto A4 paper.


	d.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

Evaluation criteria for this question: Pass or Fail

Scoring methodology for this question: ‘Yes’ or ‘Sub-contractor(s) not used’ = Pass, ‘No’ = Fail
	Choose an item.



	8.9
	E-Procurement

	The questions in this section represent the minimum E-Procurement requirements and your response may be rejected if you are unable to comply. It is only in exceptional circumstances that a bidder may be granted an exception if they are unable to meet these minimum basis requirements. If you are unable to answer ‘Yes’ to these questions, please contact us for further advice before submitting your response. 

Evaluation criteria for this section: The questions in this section will be evaluated on a Pass/Fail basis. 

Scoring Methodology for this section: Pass/Fail (where ‘Yes’ = Pass and ‘No’ = Fail

	a.
	Electronic ordering

As part of this contract, the Successful Bidder will be required to receive orders sent electronically (via Proactis:Marketplace) to a central e-mail address, from the contract start date. Please can you confirm that your organisation can fully meet with this requirement? 

	Choose an item.

	b. 
	Electronic invoicing

As part of this contract, the Successful Bidder will be required to submit invoices electronically (via Proactis:Marketplace) from the contract start date. Please can you confirm that as a minimum, your organisation will submit invoices electronically (via Proactis:Marketplace) by utilising the PO Flip method, from the contract start date?



	Choose an item.

	8.10
	Information Handling and Security

	a.
	 Please provide your Information Commission Office Reference number. 

If you are a bidder outside of the UK please state any independent authority’s reference which is responsible for upholding information rights in the public interest and state the name of the independent authority. 

If you are unable to state any reference please state ‘Unspecified’ within the response text box provided for this question. 

Please note that this is for information only. 
	Click here to enter text.

	b.
	[bookmark: _GoBack]To ensure that the Authority’s information is handled securely please complete the attached IS Procurement Questionnaire. 

Please note that each question shall be scored by the following criteria detailed in Scoring Table B below:-

Scoring methodology: Any response scoring less than a 60% may be deemed as a failure and the Authority reserve the right to exclude the bidder from the tendering process. 



	



	8.11
	Safeguarding

	This requirement has been identified as having Safeguarding implications and includes the following mandatory Safeguarding requirements as part of the specification. Please note that Essex County Council (ECC) reserves the right to check all responses given can be validated.

	a.
	Safeguarding Responsibility

Please confirm that you have a named manager within your organisation, who has a demonstrable knowledge of safeguarding policy and who is responsible for safeguarding at the highest level?

The following (additional criteria) are applicable to that named manager:
· The responsibility is included in the named manager’s job description
· The name manager can show they have undertaken and maintain relevant training from a recognised body, and experience to fulfil the role
· The organisation can demonstrate that it supports this person in the role via training or other means
· There is a regular senior management discussion relating to safeguarding which has positively impacted upon organisational development and service delivery
· These discussions are recorded and evidence can be shown that actions are logged and carried out in a timely way
· Where applicable, elected representatives/board members are regularly made aware of safeguarding issues and risks affecting the organisation and that they demonstrate a commitment to safeguarding and can hold the organisation to account regarding safeguarding responsibilities. 

Evaluation criteria for this question: This question will be evaluated on a Pass/Fail basis. 

Scoring methodology for this question: 
‘Yes’ – we confirm that we have a named safeguarding manager and that where applicable the additional criteria are incorporated into that role and your organisation = Pass
‘Yes’ – will be in place by contract award = Pass
‘No’ – we do not have a named safeguarding manager and the additional criteria are not incorporated into this or any other role or your organisation = Fail

	Choose an item.






	b. 
	Safeguarding Manager

Please provide the name and contact details of the named safeguarding manager

Evaluation criteria for this question: Information only

Scoring methodology for this question: Information only
	Click here to enter text.
	c. 
	 Safeguarding Policy

Please confirm you have a current safeguarding policy. The policy must confirm that you have the following in place as a minimum standard:
· A strategic and/or corporate plan that references safeguarding vulnerable adults/children/
· Adequately apportioned resources to meet safeguarding responsibilities;
· Clear lines of accountability for staff through the organisation to named safeguarding person/s;
· Systems in place to embed safeguarding across all commissioned/contracted services;
· The organisation has a safeguarding adults/child policy and procedure in place that provides clear guidance on how to recognise and respond to abuse and is easily accessible and regularly updated;
· Details of when to report to social care/police and timelines involved;
· Guidance for staff, who work with your people or vulnerable adults with a disability (where applicable);
· Policies for transporting young people or vulnerable adults where required;
· Specifically for care of young people (residential/fostering), guidance for staff/carers regarding the management of the risk of sexual exploitation, young people missing from care, and how to manage bullying behaviour including social networking sites;
· E-safety policies and procedures are in place for adults/young people/children and staff;
· There is a complaints policy and procedure in place;
· ‘Whistle Blowing’ procedures for staff to raise safeguarding concerns against colleagues or managers are clearly understood and correctly followed where required;
· There is a procedure in place for managing abuse of vulnerable adults/child protection allegations made against staff. Including situations where the actions of an individual in their personal life may indicate that their behaviour could be a risk of harm to children they work with e.g. perpetrators of domestic violence, neglect or abuse of their own children;
· For those aged 16 and over the organisation can demonstrate that consideration of the Mental Capacity Act (MCA) is an integral part of relevant decision making and safeguarding processes;
· For those aged 18 and over the organisation can demonstrate that consideration of Deprivation of Liberty Safeguards (DoLS) is an integral part of relevant decision making and the safeguarding process.

Evaluation criteria for this question: The question will be evaluated on a Pass/Fail basis

Scoring methodology for this question: 
‘Yes’ – You have a safeguarding policy in place which includes all the areas listed above = Pass

‘Yes’ – will be in place by contract award = Pass

‘No’ – you have no safeguarding policy in place = Fail
	Choose an item.

	d.
	Safeguarding Policy Review

Please confirm the date your safeguarding policy was last reviewed and provide evidence to show this it has been checked by an appropriately trained individual in line with local and national developments. These individuals may include Independent Safeguarding Consultants and Health and Care Professions Council (HCPC) registered Social Workers, although they are not exclusive. 

Evaluation criteria for this question: The question will be evaluated on a Pass/Fail basis. 

Scoring methodology for this question: This is a Pass/Fail question, where ‘Yes’ – Date provided and evidence that it was checked by an appropriately trained individual relevant to the contract within the last two years = Pass and ‘No’ – Policy has not been reviewed in the last two years as a minimum or you do not have a safeguarding policy = Fail
	Click here to enter text.
	e. 
	Safe Recruitment Policy 

Please confirm that you have a current safe recruitment policy which includes:
· Evidence that the policy is up to date and covers how to recruit safely for staff who have contact with children/vulnerable adults and which follows ECC/LSCB/LSAB recruitment standards;
· Human Resources and recruiting staff follow safe recruitment practices that demonstrate appropriate checks are carried out before staff are employed and induction and appraisal systems are in place;
· Policies on when Disclosure and Barring Service checks are necessary;
· Adherence to the Disclosure and Barring Service Referral process;
· Requirement for job applications and interviews to be completed and recorded (face to face interviews). Verification of identify and qualifications, which can be evidenced by audit activity;
· Professional and character references are obtained (requirement for 2 references);
· Previous employment history is checked. Any anomalies or discrepancies are taken up;
· Induction and supervision procedures are in place. The organisation has procedures to manage and record positive disclosures on DBS (CRB) checks;
· The organisation has procedures in place state when cases should be referred to the DBS;
· The organisations audits/quality assures its recruitment practice;
· The organisation can demonstrate that agencies commissioned to provide services have safer recruitment in place;
· Safer recruitment standards are embedded in those contracts, and adherence to these standards is checked as part of the contract management process. 

Evaluation criteria for this question: This question will be evaluated on a Pass/Fail basis.

Scoring methodology for this question: 
‘Yes’ – You have a Safer Recruitment policy in place which includes all the areas listed above = Pass

‘Yes’ – Will be in place by contract commencement = Pass

‘No’ – You do not have a Safer Recruitment policy in place = Fail
	Choose an item.

	f. 
	Safeguarding Training, Learning and Staff Support

Please confirm that you have a safeguarding training programme in place and that training is accessed by all those who have a role in recruitment staff who will have contact with children/families/vulnerable adults. In addition, please confirm that training is systematically evaluated and reviewed and impact outcomes used to improve future training programmes. 

Your policy should include:
· Safeguarding is mandatory and covered effectively within inductions for all staff who will have contact with children/families/vulnerable adults. It should cover familiarisation with safeguarding responsibilities and how to recognise and respond to possible abuse or neglect;
· The induction includes the awareness of the complaints and “whistle blowing” procedures;
· Training includes temporary/agency staff;
· All members of staff who have contact with children/families/vulnerable adults have completed their safeguarding induction within the appropriate timescale;
· There is effective supervision and support for staff engaged in safeguarding children/families/vulnerable adults work;
· Safeguarding learning and development opportunities are provided to all staff at a level appropriate to their role;
· The organisation ensures that all safeguarding training is suitable quality assured;
· Learning from Serious Case Reviews (SCRs), Domestic Homicide Reviews (DHRs) and other safeguarding reviews and audits are disseminated and acted upon effectively;
· The organisation responds to and learns from national and local developments and guidance relating to safeguarding children/vulnerable adults. 

Evaluation criteria for this question: This question will be evaluated on a Pass/Fail basis. 

Scoring methodology for this question:
‘Yes’ – You have a policy in place which deals with areas listed above = Pass
‘Yes’ – Will be in place by contract award = Pass
‘No’ – You do not have a policy in place = Fail
	Choose an item.



	8.12
	TUPE implications

	TUPE Information

This contract will require TUPE of current employees, attached is a list of the current employees.



Please note on award of Contract the Successful Contractor will be provided with the information shown on Sheet 2 of the attached spreadsheet. This contains information that is not required at the tender stage but will be required by the new employer once it has been identified. 

All information marked * in both stages is “employee liability information”. This information will be provided to the transferee four weeks before the transfer date.  

Please note this is a mandatory question which will not be evaluated. 

	a. 
	 Employer of TUPE’d Staff

Will the Bidder (for whom you have provided financial information) in their current form/status employ the TUPE’d staff?

If you answer ‘NO’ to this question, please complete the additional questions below (b-c) asking for information regarding the company who will be the eventual staff employer. 

Please note, this is a mandatory question which will not be evaluated. 
	Choose an item.

	b.
	TUPE Company Details

Please confirm the name, address and registration number of the company who will employ the TUPE’d staff (employing organisation) should you be successful. 

Please note, this is a mandatory question that will not be evaluated. 
	Click here to enter text.
	c.
	Employing Company Financial Information:

Please upload your Financial Information for the employing organisation here. 

Please note, this is a mandatory question that will not be evaluated. 
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		Name

		Click here to enter text.



		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Registered address

		Click here to enter text.

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Trading status

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Company registration number

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Head Office DUNS number (if applicable)

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Registered VAT number

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		Type of organisation

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		SME (Yes/No)

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.

		The approximate % of contractual obligations assigned to each sub-contractor

		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.		Click here to enter text.



[BUYER TO INSERT NAME OF TENDER]



Section 1 – 1.2(b) – (ii)



Bidder name: Click here to enter text.
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Financial+Appraisal+Methodology+v5.0+201016.xlsx
Methodology

		Financial Appraisal Methodology

		The purpose of Section 4 Economic and Financial Standing within the SQ is to ascertain that bidders are able to provide relevant  financial information where required by the Authority.. The questions in this section assume that information will only be required from the winning supplier, but in the event that evidence is required at an earlier stage of the procurement process, the Authority will indicate this in the wording in question 4.1 which will be amended to say “Please indicate which of the following you have provided to demonstrate your economic/financial standing”. 


The financial information required in this section is intended to gain a basic indication that the successful bidder is not a significant financial risk in relation to the particular procurement.

The key objective of financial appraisal is to analyse a bidder’s financial position and determine the level of risk that it would represent to the council – having regard to the contract requirement and value, criticality, and the nature of the market. The assessment of risk will be based on sound business judgement rather than just the mechanistic application of financial formulae. 


Where a contract is divided into lots then the minimum yearly turnover shall be twice the expected contract value of each individual lot(s) bid for, but the Authority may set a minimum yearly turnover that a successful bidder is to have in the event they areawarded several lots to be executed at the same time.  

For contracts based on a framework agreement the minimum yearly turnover of a bidder shall be based on the estimated value of the framework agreement. In the case of dynamic purchasing systems agreements the minimum yearly turnover shall be based on the expected maximum size of the specific contracts to be awarded under the systems.

The Authority shall reserve the right to reject any bidder’s ITT submission where no formal guarantee can be provided by the bidder e.g. parent company guarantee, bank bond or performance bond when the organisation consolidated risk category is “high”.

The bidder is requested toindicate they can provide a copy of their accounts for the most recent two years, where legally applicable these should be audited accounts. In the event that the bidder is not in a position to present accounts, then required financial information is to be presented in the spread sheet provided by the Authority in the SQ. 

[Where TUPE applies to the requirement, the financial appraisal will also be used to assess the suitability of the Bidder to be able to provide Admitted Body Status.]




		Ratio/Criteria		Formula Used		Score Availability/Methodology												Basic Score 		Weighting		Weighted Score

						0 pts		1 pt		2 pts		3 pts		4 pts		5 pts

		Current Ratio		(Current assets /current liabilities)		<0.5		>0.5		>0.6		>0.7		>0.8		>0.9				4		0

		Liquid Ratio		(current assets - stock)/current liabilities                        		<0.25		>0.25		>0.3		>0.35		>0.4		>0.5				4		0

		Gearing		Long term liabilities / shareholder funds/equity 		>2.3		<2.3		<2.0		<1.7		<1.4		<1.0				4		0

		Profit before interest and tax		Trend over last 2 years		Only 1 Yr trading or decreasing trend		-		-		-		-		Profit and improving				1		0

		Interest Cover		Profit before interest and tax /Net interest		<0.2		>0.2		>0.4		>0.6		>0.8		>1.0				2		0

		*Shareholders'
 Funds/Equity In The Business 		Score of 5 pts is available for positive funds only		N/A		N/A		N/A		N/A		N/A		Positive				1		0

		Contract Value		Contract value / turnover - no more than half company turnover		>150% of annual turnover		<150% of annual turnover		<125% of annual turnover		<100% of annual turnover		< 75% of annual turnover		< 50% of annual turnover				4		0

																Bidder Score (%)		-		-		0







		Financial Appraisal Score		Supplier Risk Category

		0% - 79%		High Risk

		80% - 89%		Medium Risk

		90% - 100%		Low Risk





		*Shareholders' Funds/Equity In The Business		The  Bidder is to note that a negative in this section shall automatically place the bidder in the High Risk Category
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Non Account Spreadsheet.xlsx
Non Accounts Spreadsheet

		Template to be completed by Bidders who do not have a full set of accounts available.

		Name of Company/Entity/Individual :





																				 

		EVERY box MUST be completed to enable full ratio analysis and scoring to be completed.

								 

		If any information is missing, a score of "A" will be given and this high level of risk will be taken into account in award decisions.





		Use positive figures below except for Interest Receivable, Profit Before Interest & Tax, or if "negative" Total Funds/Equity



												Latest Year				Prior Year

		Enter Year Ending Date										

ray.inns: Please Enter Year End Date
dd/mm/yy				

ray.inns: Please Enter Year End Date
dd/mm/yy				If a new organisation with no "prior year" - need an agreed approach



		Information Items Required:																		eg do we score based on "1 year" (or part thereof) but accept that they will miss out on 5 points because they will not be able to demonstrate an Improving profit trend - it will reflect the "risk".



		Enter figures as "round thousands"										£000				£000



		Turnover



		Interest Payable/(Receivable)



		(Profit)/Loss Before Interest & Tax



		Current Assets - including Stock/Inventory



		Stock/Inventory included in Current Assets



		Current Liabilities (payable within next 12 months)



		Long Term Liabilities (beyond next 12 months) 

		(Include Provisions)



		Total Funds/Equity

												

ray.inns: Do not add Long Term Liabilities to Funds available.				

ray.inns: Do not add Long Term Liabilities to Funds available.		Figures must relate to the entity that would be contracting with Essex County Council - not a "Parent Company" or "Group of Companies"



		Please state why no formal accounts available:











		Name, Position and Qualification of person supplying above information:









		Date completed:









Sheet2





Sheet3
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IS Procurement Questionnaire - September  2015 V8.doc
Essex County Council – IS Procurement Questionnaire
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IS PROCUREMENT QUESTIONNAIRE


Please provide details of how your proposal will securely manage the Authority’s data and information in accordance with Authority Policies and Procedures and meet the detailed security requirements to ensure that ECC is compliant with all relevant regulations, legislation and industry good practice (e.g. Data Protection Act, ISO27001 standards).  

Your response must also:


· Provide a narrative which describes how the Authority’s data and information will be securely managed.


· Provide a narrative which sets into context the responses you provide against the Detailed Requirements set out in the table below.


· Each response is to be via an attachment and is to be no more than 2 x A4 Arial 12, with a left and right tab indentation of 0.5cm  

· The Bidder may additionally attach a copy of relevant policies and supporting evidence (e.g. certificates), and these will not form part of the 2 page response restrictions, but bidders are to refer to the response guidance and only provide relevant evidence in accordance to this guidance.

· Questions 1 to 9 will be scored using the Evaluation Criteria in Appendix A. 

· The minimum score criteria for Questions 1 to 9 is a score of 3. 

· The following formula will be applied to scores    Bidders Score         X 100 = Bidders Percentage Score








     Maximum Score of 45

· Any response scoring less than 60% may be deemed as a failure and the Authority reserve the right to exclude the bidder from the tender process. 

Requirements Table:

		Ref

		Detailed Requirements

		Bidder’s Narrative Attachment

Bidders are to place their response to each question here. Please ensure that any attachments state the relevant question reference

		Response Guidance



		1

		The Bidder is to evidence that Information security policies are in place for all employees and subcontractors. Evidence these are reviewed regularly and how they are monitored for effectiveness and compliance and updated as required.

		

		The response shall demonstrate: A set of information security policies shall be defined, approved by management, published and communicated to employees and relevant external parties.


The information security policies shall be reviewed at planned intervals or if significant changes occur to ensure their continuing suitability, adequacy and effectiveness.



		2

		The Bidder is to evidence that their organisation is accredited to Cyber Essentials Plus Scheme. If the Bidder has not achieved appropriate accreditation they are to demonstrate the equivalent controls.



		

		By implementing Cyber Essentials, organisations are mitigating against the common types of cyber attack such as phishing (malware infection through users clicking on malicious e-mail attachments or website links) and hacking (exploitation of known vulnerabilities in Internet connected servers and devices using widely available tools and techniques).

Mitigation is achieved by implementation of controls under the following, selected categories:

1. Boundary firewalls and internet gateways 


2. Secure configuration 


3. Access control 


4. Malware protection 


5. Patch management

Cyber Essentials Plus includes independent vulnerability testing of the system(s) from inside and outside the system.



		3

		The Bidder is to provide evidence that there is a documented security incident management and response plan which is reviewed and tested regularly and updated as necessary.



		

		Clear management responsibilities and documented procedures shall be established to ensure a quick, effective and orderly response to information security incidents, 


Analysis of the resolution of information security incidents shall be used to gain knowledge and reduce the likelihood or impact of future incidents.



		4

		The Bidder is to provide details that a risk assessment of the service has been completed to identify vulnerabilities and threats, and the security controls needed to bring the risk of exploitation to an acceptable level have been identified and implemented.

		

		The bidder shall define and apply an information security risk assessment process to identify, analyse and assess risks to information.

An information security risk treatment process shall be used to select appropriate information security risk treatment options and apply necessary controls.



		5

		The Bidder is to provide evidence that Business continuity plans are in place and regularly tested to protect the operation of information systems from interruption and to ensure their timely resumption from a major failure or disaster.

		

		The bidder shall establish, document, implement and maintain processes, procedures and controls to ensure that the availability requirements of the system can continue to be met during an adverse situation.



		6

		The Bidder is to evidence the physical security controls are in place to prevent unauthorised access, damage and interference to premises and information.



		

		To prevent unauthorised physical access, damage and interference to information, security perimeters shall be defined and used to protect information processing facilities.


These secure areas shall be protected by appropriate entry controls and monitored to ensure that only authorized personnel are provided access.



		7

		If third parties or subcontractors are used to provide any part of the service, the bidder is to evidence that relevant information security controls are included in the third party service delivery agreement and a routine review of the information security controls implemented is undertaken.



		

		Information security requirements for mitigating the risks associated with third party access to the bidders systems shall be formally agreed with the third party and documented.


All relevant information security requirements shall be established and agreed with each third party that may access, process, store, communicate, or provide IT infrastructure components for the bidders systems.


These agreements shall include requirements to address the information security risks associated with information and communications technology services and product supply chain.

The bidder shall regularly monitor, review and audit third party service delivery and compliance.



		8

		The Bidder is to evidence that regular IT Security Health Checks and vulnerability scans are completed in line with relevant regulations and legislation.

		

		The bidders approach to managing information security and its implementation (i.e. control objectives, controls, policies, processes and procedures for information security) shall be independently reviewed at planned intervals or when significant changes occur.

A technical compliance review of information systems shall be regularly undertaken to ensure compliance with the bidder’s information security policies and standards.



		9

		The Bidder is detail their process(es) for providing the Authority advance notice of any planned changes that may impact the processing of Authority’s data or impact the availability of the service.

		

		To ensure correct and secure operations of information processing facilities, changes to the bidder’s information processing facilities and systems that affect information security shall be controlled and communicated.



		10

		Detailed IS Security Questionnaire to be completed within ten (10) days of Contract Award and annually within ten (10) days of Contract anniversary. 

No attachment required at this stage. The IS Security Questionnaire is to be completed by the Successful Bidder Only.



		The Bidder is to confirm that if their bid is successful they will complete the attached IS Security Questionnaire within 10 days of Contract Award Notification and if applicable annually thereafter.

*Yes/No


*Delete as appropriate




		To be completed in the event of Contract Award:


To help with the review process, please provide as much detail and supporting evidence as possible for all responses.


The bidder should provide a narrative which gives the Authority assurance that data and information will be securely managed.





Appendix A – Evaluation Criteria


0 = Below required standard - No information provided


1 = Below required standard - minimal information provided and cannot confirm the required standard will be met


2 = Some concerns – clarification required in order to confirm the required standard will be met


3 = Adequate level of relevant information provided that indicates the required standard will be met

4 = Comprehensive level of relevant information provided that evidences the required standard will be met


5 = Comprehensive level of relevant information provided that evidences the required standard will be met and has been independently verified
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Sheet 1

		Employee Information for Outsourcing/Re-tendering

		This spreadsheet has two stages:

		Stage 1 (which is shown on Sheet 1 of this spreadsheet): this information is collected from the current employer (transferor) and disclosed to the bidders in the tender process. The information in Stage 1 should not reveal the employees' identities. The information should enable the bidders to: 
(i) present their plans for servicing the new contract (with reference to the existing workforce); and
(ii) price their bids taking into account their potential inherited employment liabilities.

		Stage 2 (shown on Sheet 2 of this spreadsheet): this contains information that is not required by the bidders for the tender stage but will be required by the new employer once it has been identified.

		STAGE 1: Information for Bidders

		Name of "Transferor":						Alzheimers Society		Total number of employees transferring:								30		Total number of employees expected to be transferred who were originally transferred from the Client (if applicable):								N/A

		Stage 1: Information for bidders' pricing purposes (anonymised)

		 		Details		Emp No 1		Emp No 2		Emp No 3		Emp No 4		Emp No 5		Emp No 6		Emp No 7		Emp No 8		Emp No 9		Emp No 10		Emp No 11		Emp No 12		Emp No 13		Emp No 14		Emp No 15		Emp No 16		Emp No 17		Emp No 18		Emp No 19		Emp No 20		Emp No 21		Emp No 22		Emp No 23		Emp No 24		Emp No 25		Emp No 26		Emp No 27		Emp No 28		Emp No 29		Emp No 30

		1		Job title		Service Manager		Service Manager		Service Manager		Dementia support manager		Dementia Support Manager		Service Administrator		Service Administrator		Dementia Support Manager		Dementia support manager		Dementia Support worker		Dementia support worker		Dementia Support worker		Group coordinator		Dementia Support worker		Dementia Support worker		Group coordinator		Dementia support worker		Dementia support worker		Dementia Support worker		Dementia Support worker		Dementia Support worker		Dementia Support worker		Group coordinator		Dementia Support worker		Community Support worker		Dementia support worker		Dementia Support worker		Singing for the Brain Leader		Dementia Support worker - Vacant)		Group coordinator (vacant)

		2		Work location		West Essex - Harlow base		South Essex - Laindon Base		NE & Mid Tendring Base		Mid Essex -  Chelmsford base		NE - tendring base		West Essex - Dunmow base		West Essex - Dunmow base		South Essex - Laindon base		West Essex - Harlow base		South Essex - Laindon base		South Essex - Laindon base		South Essex - Laindon base		South Essex - Laindon base		South Essex - Laindon base		Mid Essex - chelmsford base		Mid Essex - chelmsford base		Mid Essex - chelmsford base		Mid Essex - chelmsford base		NE - Colchester base		NE - Colchester base		NE - Tendring base		NE - Tendring base		NE - Colchester base		NE Tendring base		West Essex Dunmow base		West Essex Dunmow base		West Essex Harlow base		West Essex Dunmow base		West Essex Harlow base		NE Tendring base

		3		Age		61		52		47		56		50		39		27		62		46		62		35		29		29		41		47		54		55		52		53		53		36		60		50		56		50		59		59		49

		4		Gender		female		female		female		female		female		female		Female		female		female		female		female		female		female		female		female		female		male		female		female		female		female		female		female		female		female		female		female		female

		5		Continuous service date (dd/mm/yy)		9/1/92		5/18/10		3/17/14		5/27/03		4/16/13		3/23/16		8/1/16		6/21/10		11/4/08		8/1/08		11/12/13		5/6/14		11/24/14		11/30/15		10/1/10		9/3/12		4/15/13		1/18/16		4/1/01		2/18/08		1/27/09		9/17/12		11/10/14		9/15/15		7/20/05		10/10/11		9/18/12		5/22/14

		6		Date employment started with existing employer		9/1/92		5/19/10		3/17/14		5/27/03		4/16/13		3/23/16		8/1/16		6/21/10		11/4/08		8/1/08		11/12/13		5/6/14		11/24/14		11/30/15		10/1/10		9/3/12		4/15/13		1/18/16		4/1/01		2/18/08		1/27/09		9/17/12		11/11/14		9/15/15		7/20/05		10/10/11		9/18/12		5/22/14

		7		Contractual weekly hours		35		35		35		35		35		17.5		28		28		26.5		14		18		28		35		35		30		29		35		16		18		21		26		22.25		27.5		17.5		8		18		20		5

		8		Regular overtime hours per week		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		9		Salary (or hourly rate of pay)		33,181		28,669		27,304		30,840.00		21,366		8,983		14,372.80		18,128		16,986.51		8,881.20		10,606.13		16,498.40		18,864.00		20,623.00		17004.01		14,886.11		19641		8978.75		10,101.10		12,153.60		14,780.63		12,486.06		14,116.14		9,820.50		4,409.37		10,202.41		11,902.87		2,755.86

		10		Payment interval		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly		monthly

		11		Bonus payments		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a

		12		Pay review method

		13		Frequency of pay reviews		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual		annual

		14		Agreed pay increases		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a				n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a

		15		Next pay review date		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		01/04/220017		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17		4/1/17

		16		Any existing or future commitment to training that has a time-off or financial implication		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none

		17		Car allowance (£ per year)		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none

		18		Lease or company car details		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a

		19		Any other allowances paid		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a

		20		Any other benefits in kind		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance		Simply Health, Life Assurance

		21		Type of pension provision (eg: LGPS, defined contribution scheme, stakeholder?)		n/a		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		n/a		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		Group Personal Pension Plan		n/a		n/a

		22		Current employer pension contribution rate		n/a		2		8		8		6		n/a		8		2		2		2		8		8		8		2		2		2		2		2		8		2		4		8		8		2		2		8		2		2		n/a		n/a

		23		Private health insurance		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a		n/a

		24		Annual leave entitlement (2017-18) (excluding bank holidays)		255 hours		210		182 hours		210		182		105		141.4		197.4		148.7		109.2		90.4		127.4		175		175		180		160.2		182		94.8		98.4		156.8		200.99		108		138		108		94.8		134.4		95		72.3		n/a		n/a

		25		Bank holiday entitlement		63		63		63		63		63		31.5		42		50.4		47.7		25.2		32.4		63		63		63		54		49		63		28.8		32.4		37.8		46.8		40		49.5		31.5		37.8		32.4		36		19.8

		26		Mobility or flexibility clause in contract?		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none

		27		Contract end date (if fixed term contract or temporary contract)		n/a		n/a		n/a		n/a		n/a		n/a										9/30/17		9/30/17

		28		Maternity or paternity leave		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none

		29		Sick leave entitlement		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		7 weeks full pay 7 weeks half pay		18 weeks full pay 18 weeks half pay		10 weeks full pay 10 weeks half pay		4 weeks full pay		4 weeks full pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		10 weeks full pay 10 weeks half pay		7 weeks full pay 7 weeks half pay		7 weeks full pay 7 weeks half pay		4 weeks full pay 4 weeks half pay		18 weeks full pay 18 weeks half pay		13 weeks full pay 13 weeks half pay		10 weeks full pay 10 weeks half pay		4 weeks full pay 4 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		13 weeks full pay 13 weeks half pay		7 weeks full pay 7 weeks half pay		4 weeks full pay 4 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		13 weeks full pay 13 weeks half pay		7 weeks full pay 7 weeks half pay		n/a		n/a

		30		Sick pay entitlement		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		7 weeks full pay 7 weeks half pay		18 weeks full pay 18 weeks half pay		10 weeks full pay 10 weeks half pay		4 weeks full pay		4 weeks full pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		10 weeks full pay 10 weeks half pay		7 weeks full pay 7 weeks half pay		7 weeks full pay 7 weeks half pay		4 weeks full pay 4 weeks half pay		18 weeks full pay 18 weeks half pay		13 weeks full pay 13 weeks half pay		10 weeks full pay 10 weeks half pay		4 weeks full pay 4 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		13 weeks full pay 13 weeks half pay		7 weeks full pay 7 weeks half pay		4 weeks full pay 4 weeks half pay		18 weeks full pay 18 weeks half pay		18 weeks full pay 18 weeks half pay		13 weeks full pay 13 weeks half pay		7 weeks full pay 7 weeks half pay		n/a		n/a

		31		Notice		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks		4 weeks

		32		Any collective agreements?		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none		none

		33		Employment status (for example, employee, self-employed, agency worker)?		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee		employee

		34		% of working time dedicated to the provision of services under the contract		75%		60%		100%		80%		90%		100%		80%		80%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%		100%

		Completion notes

		If the information cannot be included on this form, please attach the additional information, such as relevant policies, and cross reference to the item number and employee number where appropriate.
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Sheet2

		STAGE 2: Information for New Employer after Contract Award

		Stage 2 Additional information needed for transfer

						Emp No 1		Emp No 2		Emp No		Emp No		Emp No		Emp No		Emp No		Emp No		Emp No		Emp No		Emp No		Emp No

		1		Personnel or employee number

		2		Employee full name

		3		NI number

		4		Currently absent from work due to long term sickness absence, maternity leave or career break (indicate reason for absence)

		5		Information about any disciplinary procedure taken against, or grievance procedure taken by, the employee in the last two years.

		6		Information of any court, tribunal, case, claim or action:

				(a) brought by the employee against the transferor previous two years; and

				(b) that the transferor has reasonable grounds to believe that an employee may bring against the transferee, arising out of the employee's employment.

		7		Employee CRB checked? (yes or no)

		8		If "yes" enter date of CRB check notification to you and employee

		9		If "yes" enter the category of the CRB check notification to you and employee

		10		Pension information: length of pensionable reckonable service

		Completion notes

		Contractors should attach copies of their policies and any collective agreements that form part of the contract of employment.

		If the information cannot be included on this form, please attach the additional information.
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