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· The Supplier SHOULD RETURN ALL DOCUMENTS within the following section as part of their Tender response.
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Form B1 Certificate of Non-Collusion and Non-Canvassing

In recognition of the principal that the essence of Tendering is that the Homes and Communities Agency shall receive bona fide competitive Tenders from all those Tendering:

WE CERTIFY THAT:

1. The Tender submitted herewith is a bona fide Tender that is intended to be competitive.

2. We have not fixed or adjusted the amount of the Tender under or in accordance with any agreement or arrangement with any other person.

3. We have not done and we undertake that we will not do at any time before the hour specified for the return of the Tender any of the following acts:

(i) communicate to a person other than the person calling for this Tender, the amount or approximate amount of the proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender);

(ii) enter into an agreement with any person that they shall refrain from Tendering or as to the amount of any Tender submitted; and

(iii) offer to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to have done in relation to any other Tender, any act or thing of the sort described above.

5 We have not canvassed or solicited any employee of the Homes and Communities Agency, in connection with the award of this Tender or any other Tender or proposed award of the Tender for the supply of Supplies and Services and that to the best of our knowledge and belief nor has any person employed by us or acting on our behalf, done any such act.

6 We further hereby undertake that we will not in the future canvass or solicit any employee of the Homes and Communities Agency, in connection with this Tender or any other Tender or proposed Tender for the supply of Supplies or Services and that no person employed by us or acting on our behalf will do any such act.

IN THIS CERTIFICATE
1. ‘Person’ includes any person, any body or association corporate or incorporate.

2. ‘Any agreement or arrangement’ includes any transaction of the sort described above, formal or informal and whether legally binding or not.

3. ‘Any canvassing or soliciting’ includes any direct or indirect canvassing or any attempts to obtain information by any means.

	Signed:
	Date:

	Name:
	In the Capacity of:

	Duly authorised to sign for and on behalf of:
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Form B2 Suitability Assessment
Introduction to Suitability Assessment
The Suitability Assessment sets out the information which is required by the HCA in order to assess the suitability of potential Suppliers.  In assessing the answers to the questions, the HCA will be seeking evidence of the Suppliers capability to perform the contract.  

Suppliers must complete all sections of the Suitability Assessment.  The Suitability Assessment will be evaluated prior to reviewing Quality/Price information.  The Suitability Assessment is evaluated on Pass/Fail criteria.  Should a Supplier ‘Fail’ any section then Quality/Price information will not be reviewed.

Suppliers who self-certify that they meet specified requirements will be required to provide evidence of this if they are successful at contract award stage.  
1
Supplier Information
1.1 
Supplier Details

	Full Legal name of the Supplier completing the Suitability Assessment 
	

	Registered company address
	

	Registered company number
	

	Registered charity number
	

	Registered VAT number
	

	Name of immediate parent company
	

	Name of ultimate parent company
	

	Please provide signed written confirmation from a duly authorised person within the Parent Company that your organisation has the authority to enter into this contract or that the Parent Company has provided necessary authority for your organisation to do so.
	Written confirmation provided from Parent Company

Yes  No 
If No, please provide details below as to why this has not been provided.

	Please confirm which organisation will be entering into Contract e.g. your organisation or your Parent Company
	

	Please mark ‘X’ in the relevant box to indicate your trading status

	i) a public limited company                    
	 Yes

	
	ii) a limited company
	 Yes

	
	iii) a limited liability partnership
	 Yes

	
	iv) other partnership
	 Yes

	
	v) sole trader
	 Yes

	
	vi) other (please specify)
	 Yes

	Please mark ‘X’ in the relevant boxes to indicate whether any of the following classifications apply to you

	i) Voluntary, Community and Social Enterprise (VCSE)
	 Yes

	
	ii) Small or Medium Enterprise (SME) 

	 Yes

	
	iii) Sheltered workshop
	 Yes

	
	iv) Public service mutual
	 Yes


1.2
Bidding Model

	Please mark ‘X’ in the relevant box to indicate whether you are;
	

	a) Bidding as a Prime Contractor and will deliver 100% of the key contract deliverables yourself.
	 Yes 
	

	b) Bidding as a Prime Contractor and will use third parties to deliver some of the Services.

	 Yes 
If yes, please provide details of your proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key contract deliverables each sub-contractor will be responsible for using the sub-contracting arrangements template included at the end of this Suitability Assessment.
	

	c) Bidding as Prime Contractor but will operate as a Managing Agent and will use third parties to deliver all of the Services.

	 Yes 
If yes, please provide details of your proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key contract deliverables each sub-contractor will be responsible for using the sub-contracting arrangements template included at the end of this Suitability Assessment.
	

	The Authority recognises that arrangements in relation to a consortium bid may be subject to future change. Suppliers should therefore respond on the basis of the arrangements as currently envisaged. Suppliers are reminded that the Authority must be immediately notified of any changes, or proposed changes, in relation to the bidding model so that a further assessment can be carried out by applying the selection criteria to the new information provided. The Authority reserves the right to deselect the Supplier prior to any award of contract, based on an assessment of the updated information.
All members of the consortium will be required to provide the information required in all sections of the Suitability Assessment as part of a single composite response to the Authority i.e. each member of the consortium is required to complete the form.
	

	d) Bidding as a consortium but not proposing to create a new legal entity.
If yes, please include details of your consortium in the next column and use a separate Appendix (using the ‘Template for Appendices’) to explain the alternative arrangements i.e. why a new legal entity is not being created. 

Please note that the Authority may require the consortium to assume a specific legal form if awarded the contract, to the extent that it is necessary for the satisfactory performance of the contract.
	  Yes 
Consortium members
Lead member 
 
	

	e) Bidding as a consortium and intend to create a Special Purpose Vehicle (SPV). 
If yes, please include details of your consortium, current lead member and intended SPV in the next column and provide full details of the biding model, including details of the actual or proposed shareholding of the constituent members within the new legal entity using a separate Appendix (using the ‘Template for Appendices’).
	  Yes 

Consortium members

Current lead member

Name of Special Purpose Vehicle
	


1.3
Contact Details

	SUPPLIER CONTACT DETAILS FOR ENQUIRIES ABOUT THIS SUITABILITY ASSESSMENT

	Name
	

	Postal address
	

	Country
	

	Phone
	

	Mobile
	

	E-mail
	


1.4
Licensing and Registration

	LICENSING AND REGISTRATION (please mark ‘X’ in the relevant box)

	1.4.1
	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).
	  Yes
   No
If Yes, please provide the registration number in this box.
Professional Body

Registration Number



	1.4.2
	Is it a legal requirement in the state where you are established for you to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement?
Details specifically on Waste Carriers Licence are required to be provided here.
	   Yes
  No
If Yes, please provide additional details within this box of what is required and confirmation that you have complied with this.

Upper Tier Licence

Yes  No 
Name of licence carrier

Registered address

Licence Number

Expiry Date

If the organisation has identified they do not hold a waste carriers licence, please provide details as to any exemptions which apply and/or how waste will be managed in the delivery of the Service.



2
Grounds for mandatory exclusion
The Authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out in paragraphs 2.1 (a) to (n), or paragraph 2.2; 

Any Supplier that answers ‘Yes’ should provide sufficient evidence, in a separate Appendix, 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.   Please refer to Part A Information, Section 3.2.7 for further information.
	2.1 
Within the past five years, has your organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
	
	

	(b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
	
	

	(c) the common law offence of bribery;
	
	

	(d) bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
	
	

	(e) any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:
	
	

	(i) the offence of cheating the Revenue;
	
	

	(ii) the offence of conspiracy to defraud;
	
	

	(iii) fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
	
	

	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
	
	

	(v) fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
	
	

	(vi) an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
	
	

	(vii) destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
	
	

	(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
	
	

	(ix)
the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
	
	

	(f) any offence listed—
	
	

	(i)
in section 41 of the Counter Terrorism Act 2008; or
	
	

	(ii)
in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
	
	

	(g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by subparagraph (f);
	
	

	(h) money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
	
	

	(i) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
	
	

	(j) an offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
	
	

	(k) an offence under section 59A of the Sexual Offences Act 2003;
	
	

	(l) an offence under section 71 of the Coroners and Justice Act 2009
	
	

	(m) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
	
	

	(n) any other offence within the meaning of Article 57(1) of the Public Contracts Directive—
	
	

	(i)
as defined by the law of any jurisdiction outside England and Wales and Northern Ireland; or
	
	

	(ii)
created, after the day on which these Regulations were made, in the law of England and Wales or Northern Ireland.
	
	

	Non-payment of taxes
2.2 
Has it been established 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 your organisation is established (if outside the UK), that your organisation is in breach of obligations related to the payment of tax or social security contributions?


If you have answered Yes to this question, please use a separate Appendix (using the ‘Template for Appendices’) to provide further details. Please also use this Appendix to confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
	
	


3
Grounds for discretionary exclusion – Part 1

The Authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out in paragraphs (a) to (j); 

Any Supplier that answers ‘Yes’ should provide sufficient evidence, in a separate Appendix, 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.   Please refer to Part A Information, Section 3.2.7 for further information.
	3.1 
Within the past three years, please indicate if any of the following situations have applied, or currently apply, to your organisation.
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) your organisation has violated applicable obligations referred to in regulation 56 (2) of the Public Contract Regulations 2015 in the fields of environmental, social and labour law established by EU law, national law, collective agreements or by the international environmental, social and labour law provisions listed in Annex X to the Public Contracts Directive as amended from time to time;
	
	

	(b) your organisation is bankrupt or is the subject of insolvency or winding-up proceedings, where your 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;
	
	

	(c) your organisation is guilty of grave professional misconduct,  which renders its integrity questionable;
	
	

	(d) your organisation has entered into agreements with other economic operators aimed at distorting competition;
	
	

	(e) your organisation has a conflict of interest within the meaning of regulation 24 of the Public Contract Regulations 2015 that cannot be effectively remedied by other, less intrusive, measures.


	
	

	(f) 
	Where there is an indication that a conflict of interest exists or may arise then the Supplier shall inform the Authority use a separate Appendix (using the ‘Template for Appendices’) of the details of the conflict.

	(g) the prior involvement of your organisation in the preparation of the procurement procedure has resulted in a distortion of competition, as referred to in regulation 41, that cannot be remedied by other, less intrusive, measures;
	
	

	(h) your organisation has 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;
	
	

	(i) your organisation:-
	
	

	(j) has been 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; or
	
	

	 (ii)
has withheld such information or is not able to submit supporting documents required under regulation 59 of the Public Contract Regulations 2015; or
	
	

	(i)        your organisation has undertaken to
	
	

	(aa)
unduly influence the decision-making process of the contracting authority, or
	
	

	(bb)
obtain confidential information that may confer upon your organisation undue advantages in the procurement procedure; or
	
	

	(k) your organisation has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	


4
Economic and Financial Standing
	FINANCIAL INFORMATION

	4.1.
	Please self-certify whether you already have, or can commit to provide the following:

· Up to date financial information in the form of full audited (or unaudited) financial accounts.  Where these are not available it is possible to provide details of most recent year trading or a current statement on financial position backed by bank letter or alternative means including management accounts.  This financial information should support the measures identified in below

· Relevant latest auditors report identifies that the organisation is a going concern

· Statement that the organisation is not subject of administration or liquidation arrangements

· Statement that any outstanding CCJs can be met by existing cash reserves.
	  Yes

  No

	4.2
	Suppliers who self-certify that they meet the requirements for these additional modules will be required to provide evidence of as part of the Tender return.  For financial standing it is recognised that this evidence may take a variety of forms reflecting the circumstances and organisation type or size.  To demonstrate your financial standing you will be required to provide one of the following as part of your tender submission:
Please Note: Where the information provided under (a), (b) or (c) is more than one year old, an explanation of this must be provided along with additional data in line with option (d) or (e).  Organisations who have provided information above in accordance with options (a), (b) or (c) can provide additional in with option (d) or (e) if appropriate to the organisation’s circumstances.
	

	
	(a)
A copy of the full audited accounts for the most recent two years
	

	
	(b)
If (a) is not a viable option, a copy of the full non-audited accounts for the most recent two years
	

	
	(c)
If (b) is not a viable option, an explanation of why (a) and (b) are not available or appropriate and a statement of the turnover, income and expenditure account, balance sheet, and cash flow for the most recent year of trading for this organisation
	

	
	(d)
If (c) is not a viable option, an explanation why (a), (b) and (c) are not available or appropriate and a statement of the income and cash flow forecast for the current year and a bank letter outlining the current cash and credit position
	

	
	(e)
If (d) is not a viable option an explanation of why (a), (b), (c) and (d) are not available or appropriate (e.g. a newly formed company) and alternative means of demonstrating financial status (e.g. management accounts or similar showing forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts).
	

	4.3
	The specified level of economic and financial standing are a minimum annual turnover x2 the contract value* (value taken from Form B5 Form of Tender) and current ratio (current assets/current liabilities) of 1 for this Suitability Assessment.

Please self-certify by answering ‘Yes’ or ‘No’ that you meet these requirements.
* The HCA reserves the right to use information relating to other contracts and awarded contracts with a particular Supplier to ensure that turnover is x2 the contract being considered here but the total combined recent award and amounts due on existing HCA contracts should the Supplier be successful.  In the first instance Suppliers should self-certify on the basis of this contract only and indicate whether they have other contracts with the HCA which may be relevant at the verification stage.
	  Yes

  No

	4.4
	(a) Are you are part of a wider group (e.g. a subsidiary of a holding/parent company)?

If yes, please provide the name below: 

Full name of ultimate parent organisation
Registered address of parent

Registered company number

Relationship to the supplier completing the Suitability Assessment
If yes, please provide Ultimate / parent company accounts if available. 

If yes, would the Ultimate / parent company be willing to provide a guarantee if necessary? 

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


	  Yes
   No
  Yes
   No
  Yes
   No
  Yes
   No


5
Technical and Professional Ability

	RELEVANT EXPERIENCE AND CONTRACT EXAMPLES

	
	
	Contract 1
	Contract 2
	Contract 3

	5.1
	Name of customer organisation
	
	
	

	5.2
	Point of contact in customer organisation
	
	
	

	
	Position in the organisation
	
	
	

	
	E-mail address
	
	
	

	5.3
	Contract start date
	
	
	

	
	Contract completion date
	
	
	

	
	Estimated Contract Value
	
	
	

	5.4
	In no more than 500 words, please provide a brief description of the contract delivered including evidence as to your technical capability in this market.
	
	
	

	5.5 
If you cannot provide at least one example for questions 5.1 to 5.4, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up.

	


6
Additional Suitability Assessment modules

Suppliers who self-certify for these additional modules will be required to provide evidence of this if they are the Preferred Supplier(s).
Please Note: This information will normally be required to be provided within 7 days of informing the Preferred Supplier(s) and in any case prior to undertaking of Pre-Contract Meeting.

 Please indicate your answer by marking ‘X’ in the relevant boxes.
A
Insurance 

	1.

	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:
Employer’s (Compulsory) Liability Insurance  = £10m 
Public Liability Insurance = £10m
Professional Indemnity Insurance = £5m

* 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.
	  Yes

  No    


B
Compliance with equality legislation

	For organisations working outside of the UK please refer to equivalent legislation in the country that you are located.

	1.
	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)?
	  Yes

  No   

	2.
	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?  
If you have answered “yes” to one or both of the questions in this module, please provide, as a separate Appendix (using the Template for Appendices), 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 use the Appendix to 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.    
	  Yes

  No   


	3.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	  Yes

  No   


C
Environmental Management

	1.
	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)? 
If your answer to this question is “Yes”, please provide details in a separate Appendix (using the Template for Appendices) 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.
	  Yes

  No   


	2.
	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?
	  Yes

  No   


D
Health and Safety

	PART 1

	1.1
	Please certify that your organisation has a Health and Safety Policy that complies with current legislative requirements, which has been signed by the Chief Executive (or equivalent) within the last two years.

If you are self-employed or employ less than 5 people and do not have a written health and safety policy document, then briefly outline your arrangements for managing health and safety within your business in a separate Appendix.
	 Yes
 No

	1.2
	Is your organisation registered with a health and safety prequalification scheme which is registered with Safety Schemes in Procurement, SSIP

If yes, please provide the name of scheme that you are registered with and date of registration below, and then go to question 1.3.

Please Note: You will be required to provide evidence of your SSIP accreditation if you are the Preferred Supplier(s).
	 Yes
 No

	
	Name of Scheme
	Date of registration
	Expiry date
	

	
	
	
	
	

	
	
	
	
	

	
	If you are not registered with SSIP but are registered with a similar scheme please provide details in a separate Appendix including date or registration, scheme details or links to where this information is available online.

If you are in the process of registering with SSIP or equivalent schemes please provide details in a separate Appendix including date of application and date the registration is likely to be completed.

If you are not registered with SSIP or equivalent scheme, then please enclose a copy of your health and safety policy document with your submission and complete Part 2, Health and Safety Questionnaire.
	

	1.3
	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? 
If your answer to this question was “Yes”, please provide date and details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result.
	 Yes
 No

	1.4
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	 Yes
 No

	1.5
	Has your organisation had to report any injury, disease or dangerous occurrence to the enforcing authorities as defined under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) within the last three years?

If yes, please provide details in the table below.
	 Yes
 No

	Year
	Number of 

	
	Over 7 day injuries
	Major injuries
	Fatal injuries
	Injuries to the public
	Industrial diseases
	Dangerous Occurrences
	Average workers employed in the period

	2016
	
	
	
	
	
	
	

	2015
	
	
	
	
	
	
	

	2014
	
	
	
	
	
	
	

	2013
	
	
	
	
	
	
	

	Please Note: You may be required to provide details on injury, disease or dangerous occurrence as defined under RIDDOR should you be selected as the Preferred Supplier.


Part 2 Health & Safety Questionnaire
This section should only be completed if your response to Question 1.2 requires this section to be completed.  Indication of the supporting evidence required is provided.  Suppliers will be required to provide this supporting evidence if they are the Preferred Supplier(s) only. 

	PART 2

	2.1
	Are you able to demonstrate that you have a policy and organisation for health and safety (H&S) management?

Indication of supporting evidence to be provided

If yes, Please provide evidence of a periodically reviewed Health & Safety Policy, endorsed by the Chief Executive (or equivalent).  The policy should be relevant to the anticipated nature and scale of activity to be undertaken and set out responsibilities for H&S management at all levels in the organisation.

(Organisations with fewer than 5 employees, please see Note 1 below)
	 Yes
 No

	2.2
	Are you able to describe your arrangements for ensuring that your H&S measures are effective in reducing / preventing incidents, occupational ill-health and accidents?

Indication of supporting evidence to be provided

If yes, please provide details of the arrangements for H&S management that are relevant to the anticipated nature and scale of activity to be undertaken and show clearly how these arrangements are communicated to the workforce.

(Organisations with fewer than 5 employees, please see Note 1, below)
	 Yes

 No

	2.3
	Do you have access to competent H&S advice/assistance – both general and sector related?

Indication of supporting evidence to be provided

If yes, please provide evidence of how your organisation obtains access to competent H&S advice.

(Please see Note 2, below)
	 Yes

 No

	2.4
	Do you have a policy and process for providing your staff/ workforce with training and information appropriate to the types of activity that your organisation is likely to undertake?

Indication of supporting evidence to be provided

If yes, please provide evidence that your organisation has in place and implements, training arrangements to ensure that its staff / workforce has sufficient skills and understanding to discharge their various duties.  This should include refresher training (e.g. a CPD programme) that will keep the workforce updated on good H&S practice applicable throughout the company.
	 Yes

 No

	2.5
	Does your staff / workforce have H&S or other relevant qualifications and experience sufficient to implement your H&S policy to a standard appropriate to the activity that your organisation is likely to undertake?

Indication of supporting evidence to be provided

If yes, please demonstrate and provide evidence that your staff/ workforce possesses suitable qualifications and experience for the tasks assigned to them, unless there are specific situations where they need to work under controlled and competent supervision e.g. trainees.
	 Yes

 No

	2.6
	Do you check, review and where necessary improve your H&S performance?

Indication of supporting evidence to be provided

If yes, please provide evidence that your organisation has in place and implements, an on-going system for monitoring H&S procedures on an on-going basis and for periodically reviewing and updating that system as necessary.
	 Yes

 No

	2.7
	Do you have procedures in place to involve your staff/ workforce in the planning and implementation of H&S measures?

Indication of supporting evidence to be provided

If yes, please provide evidence that your organisation has in place and implements a means of consulting with its staff/ workforce on H&S matters and show how staff/ workforce comments, including complaints are taken into account.
	 Yes

 No

	2.8
	Do you routinely record and review accidents/ incidents and undertake follow-up action?

Indication of supporting evidence to be provided

If yes, demonstrate that your organisation has in place a system for reviewing significant incidents, and recording action taken as a result including action taken in response to any enforcement.
	 Yes

 No

	2.9
	Do you have arrangements for ensuring that your suppliers apply H&S measures to a standard appropriate to the activity for which they are being engaged?

Indication of supporting evidence to be provided

If yes, please demonstrate and provide evidence that your organisation has and implements, arrangements for ensuring that H&S performance throughout the whole of your organisation’s supply chain is appropriate to the work likely to be undertaken.
	 Yes

 No

	2.10
	Do you operate a process of risk assessment capable of supporting safe methods of work and reliable project delivery where necessary?

Indication of supporting evidence to be provided

If yes, please demonstrate and provide evidence that your organisation has in place and implements procedures for carrying out relevant risk assessments and for developing and implementing safe systems of work (‘method statements’).  You should be able to provide indicative examples. The identification and control of any significant occupational health (not just safety) issues should be prominent.

(Organisations with fewer than 5 employees, See Note 1, below).
	 Yes

 No

	2.11
	Do you have arrangements for co-operating and co- coordinating your work with others (including other suppliers, notably contractors)?

Indication of supporting evidence to be provided

If yes, please provide explanation of how co-operation and co-ordination of the work is achieved in practice, and how other organisations are involved in drawing up method statements / safe systems of work etc. including arrangements for response to emergency situations.  This should include details of how comments and input from your suppliers will be taken into account and how external comments including any complaints, will be responded to.
	 Yes

 No

	2.12
	Do you have arrangements for ensuring that on-site welfare provision meets legal requirements and the needs / expectations of your employees?

Indication of supporting evidence to be provided

If yes, demonstrate and provide evidence about how you ensure suitable welfare facilities will be in place before starting work on site, whether provided by a site-specific arrangement or your own organisational measures.
	 Yes

 No


NOTE 1: Organisations with fewer than five employees are not legally required to have a documented policy statement. If a Supplier is in this category it does not have to write down its policy, organisation or arrangements.  However, it does need to be able to demonstrate that its policy and arrangements are adequate in relation to the type of activity likely to be.

NOTE 2: Access to competent in-house advice, in whole or part, is preferred. It is essential that H&S advisor(s) are able to provide general and industry specific e.g. construction, H&S advice.
7
Completion Checklist

7.1
List of enclosures/attachments

Please confirm that you have completed all the sections within this Suitability Assessment and where appropriate; that you have enclosed the relevant information with your completed submission.

	Section
	Completed (Yes/No/n/a)
	Enclosed (Yes/No/n/a)

	1
Supplier Information

	1.1
	Supplier Details
	Yes   No 
	

	1.2
	Bidding Model
	Yes  No 
	

	Option C – Details provided of your proposed bidding model, including members of the supply chain, % work delivered by each sub-contractor and key contract deliverables each sub-contractor will be responsible for, using the ‘Sub-contracting Arrangements Template’.
	Yes  No 
	Yes  No 

	Option D – Details of your consortium and explanation as to the alternative arrangements i.e. why a new legal entity is not being created using the ‘Template for Appendices’.
	Yes  No 
	Yes  No 

	Option E – Full details of the biding model using the ‘Template for Appendices’.
	Yes  No 
	Yes  No 

	1.3
	Supplier Contact Details for Enquiries about this Suitability Assessment
	Yes  No 
	

	1.4
	Licensing and Registration
	Yes  No 
	

	1.4.2 – If Yes, please provide additional details of what is required for you to be licensed or a member of a relevant organisation to provide the requirements and confirmation that you have complied with this.
	Yes  No 
	

	2
	Grounds for Mandatory Exclusions
	Yes   No 
	

	If Yes, please provide additional details using the ‘Template for Appendices’ providing further details as requested
	Yes  No 
	Yes  No 

	2.2
	Non Payment of Taxes
	Yes  No 
	

	If Yes, please provide additional details using the ‘Template for Appendices’ providing further details as requested
	Yes  No 
	Yes  No 

	3
	Grounds for Discretionary Exclusion – Part 1
	Yes  No 
	

	If Yes, please provide additional details using the ‘Template for Appendices’ providing further details as requested
	Yes  No 
	Yes  No 

	4
	Economic and Financial Standing

	(a) A copy of the audited accounts for the most recent two years
	Yes  No 
	Yes  No 

	(b) If (a) is not a viable option, a copy of the full non-audited accounts for the most recent two years
	Yes  No 
	Yes  No 

	(c) If (b) is not a viable option, an explanation of why (a) and (b) are not available or appropriate and a statement of the turnover, income and expenditure account, balance sheet, and cash flow for the most recent year of trading for this organisation
	Yes  No 
	Yes  No 

	(d) If (c) is not a viable option, an explanation why (a), (b) and (c) are not available or appropriate and a statement of the income and cash flow forecast for the current year and a bank letter outlining the current cash and credit position
	Yes  No 
	Yes  No 

	(e) If (d) is not a viable option an explanation of why (a), (b), (c) and (d) are not available or appropriate (e.g. a newly formed company) and alternative means of demonstrating financial status (e.g. management accounts or similar showing forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts).
	Yes  No 
	Yes  No 

	The specified level of economic and financial standing are a minimum annual turnover x2 the contract value and current ratio (current assets/current liabilities) of 1 for this Suitability Assessment.

Please self-certify by answering ‘Yes’ or ‘No’ that you meet these requirements.
	Yes  No 
	

	(a) Are you are part of a wider group (e.g. a subsidiary of a holding/parent company)?

	Ultimate / parent company accounts provided, if available. 
	Yes  No 
	Yes  No 

	Confirmation of Ultimate / parent company willingness to provide a guarantee if necessary? 
	Yes  No 
	

	Confirmation that you can obtain a guarantee elsewhere (e.g from a bank)?
	Yes  No 
	

	5
	Technical and Professional Ability
	Yes  No 
	

	6
	Additional Suitability Assessment Modules

	6A
	Insurance
	Yes  No 
	

	6B
	Compliance with Equality Legislation
	Yes  No 
	

	If Yes, to questions B.1 and/or B.2 please provide additional details using the ‘Template for Appendices’ providing further details as requested
	Yes  No 
	Yes  No 

	6C
	Environmental Management
	Yes   No 
	

	If Yes, to question C.1 please provide additional details using the ‘Template for Appendices’ providing further details as requested
	Yes  No 
	Yes  No 

	6D
	Health and Safety
	Yes  No 
	Yes  No 

	Part 1
	Yes  No 
	

	Part 2 Health & Safety Questionnaire
	Yes  No 
	


Template for Appendices

	Appendix Number -

	Suitability Assessment Section -

	Question number -

	


Template for Sub-Contracting Arrangements
If your answer to 1.2 ‘Bidding Model’ is (b) or (c) please indicative in the table below (by inserting the relevant company/organisation name) the composition of the supply chain, the percentage of work to be delivered by each sub-contractor and the key contract deliverables that each sub-contractor will be responsible for.
	Company/Organisation
	How much of the requirement will be delivered by the Prime Contractor (%) and what will the sub-contractor / consortia deliver directly (%)?
	Key contract deliverables that each sub-contractor will be responsible for (please list).

	
	
	

	
	
	

	
	
	


Of the identified sub-contractors above, please indicate the number of sub-contractors that fall into the following business classifications

	Business Classification
	Please Indicate Number

	Voluntary, Community and Social Enterprise (VCSE)
	

	Small or Medium Enterprise (SME) 

	

	Sheltered workshop
	

	Public service mutual
	


Where sub-contractors will play a role in the delivery of this service you will need to demonstrate a satisfactory methodology and track record of delivering a supply chain.  Please give a brief outline on policy regarding the use of sub-contractors.

	Methodology for procuring and managing supply chain (maximum of 1 side of A4)

	


Form B3 Quality Submission
To enable the HCA to evaluate the quality element of the Award Criteria, we require Suppliers to provide a response to the delivery of the Scope of Services outlined in Section 4.

Unless otherwise stated, the page limit for each set of questions is limited as detailed within Section 12 Evaluation Criteria.  Any text beyond this will be ignored and will not be evaluated.

Suppliers should refer to Section 12 ‘Evaluation Criteria’, contained within Part A of this document as to the relevant weighting of each question and the scoring framework that will be used within the evaluation.

Weighting – 10%
	1. What method will you take to the overall delivery of the Service on the sites?



Weighting – 5%
	2. How will your organisation undertaken Services on a site with a public presence and what provisions have you put in place for this?



Weighting – 5%
	3. How will you ensure that the risks of the project are considered?
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Form B4 Schedule Of Works
See attached individual spreadsheet Form B4 Schedule of Works (Excel Document), provided alongside this Invitation to Tender.  
Total price should be carried forward to the Form of Tender within Form B5, which is to be printed and signed and returned at the front of your tender response.

[This page has intentionally been left blank for two sided printing]
Form B5 Form of Tender
Homes and Communities Agency

FORM OF TENDER – SUPPLIERS TO CARRY FORWARD TOTAL PRICE FROM FORM B4 SCHEDULE OF WORKS
NHS.NWM.015 Former Whittingham Hospital Landscape Maintenance & Cleansing Contract, 2016 - 2019
HCA Tender Reference: HCAP17039
Chief Executive

HCA

I/We having read the tender documentation delivered to us and do hereby offer to provide the NHS.NWM.015 Former Whittingham Hospital Landscape Maintenance & Cleansing Contract described for the sum carried from the Pricing Schedule for the Period 2016 – 2019[*]:
for the Fixed Price sum of [**]:
(amount in words as arrived at in the Form B4 Schedule Of Works)
 [*] 
Period based on initial 1 year duration 2016/17.  


2017 – 2018 & 2018 - 2019 represent extension years subject to written approval of the Employer.
[**]

Fixed Price Sum is based on Year 1 cost with an RPI increase (to be identified by the Employer) applied to Year 2 and 3 subject to achievement of the required KPI score as detailed in Clause 3 & 9 of Appointment of Landscape Contractor.  The total 3 year value should be taken forward as the Fixed Price Sum.
Total for Period    (£
p).
(amount in numbers as arrived at in the Form B4 Schedule of Works)

The lump sum tender is made up of annual sums as shown below:


2016/17
£
 


2017/18
£



2018/19
£


I/We confirm that we currently hold (or agree to effect) Public Liability/Third Party Insurance indemnifying us and the Employer against such liability with a limit of indemnity of not less than £5 million in any one accident, unlimited in any one year.
This Tender remains open for acceptance for six calendar months from the tender return date.

I/We have not included in the above sum any amount in respect of VAT.
I/We understand that it may be necessary to negotiate a level of cost acceptable to the Employer.
I/We agree and understand that no insertion or endorsement made to this Form of Tender or any other conditions made by the Supplier in connection with this tender figure will be accepted by the Employer and any such insertion, endorsement or condition shall render the tender liable to rejection by the Employer.

Date


Signature*


Company

Name


Address






Witness signature


[image: image4.jpg]The Homes and Communities Agency
is committed to providing accessible
information where possible and we
will consider providing information

in alternative formats such as large
print, audio and Braille upon request.




        Name
*IN THE CASE OF PARTNERSHIPS OR SOLE PRACTITIONERS A PARTNER OR THE SOLE PROPRIETOR MUST SIGN HERE.

The Agency does not bind themselves to accept any tender and no expense by a person submitting a tender will be paid for.

Form B6 Document Receipt Confirmation
As part of this Tender exercise a number of documents have been provided to the Supplier to inform the pricing of the Service documents provided as part of this Tender exercise are listed below:

	Document Title
	Format
	Location

	Appendix 1 – Maintenance Specification

	NHS.NWM.015 Former Whittingham Hospital Landscape Maintenance & Cleansing Specification 2016 - 2019
	PDF
	Provided with Appendix 1 of Invitation to Tender Document

	Appendix 2 – Contract Drawings 

	G.NHS.NWM.015.001.01 Whittingham LM Overview_13.07.2016_v1.0

G.NHS.NWM.015.001.02 Whittingham LM Central_13.07.2016_v1.0

G.NHS.NWM.015.001.03 Whittingham LM South_13.07.2016_v1.0

G.NHS.NWM.015.001.04 Whittingham LM North_13.07.2016_v1.0
	
	Provided with Appendix 2

	Appendix 3 – The Contract

	Appointment of Landscape Contractor relating to NHS.NWM.015 Former Whittingham Hospital Landscape Maintenance & Cleansing Contract 2016 - 2019 
	PDF
	Provided with Appendix 3 of Invitation to Tender Document

	Appendix 4 – Site Risk Assessment
	
	

	Site Risk Assessment, Whittingham Hospital, Rev2, 26.08.2016 
	PDF
	Provided with Appendix 4 of Invitation to Tender Document

	Other Documents
	
	

	NHS.NWM.015 Whittingham Landscape Maintenance_INVITATION TO TENDER
	PDF
	Provided as PDF

	NHS.NWM.015 Whittingham Landscape Maintenance_PART B DOCUMENTS TO BE RETURNED
	Word
	Provided as separate document to ITT

	NHS.NWM.015 Whittingham Landscape Maintenance_ FORM B4 SCHEDULE OF WORKS
	Excel
	Provided as separate document to ITT


I, the undersigned, state that I received the documents listed above and inspected the Service specified stated in the Contract Documentation for NHS.NWM.015 Former Whittingham Hospital Landscape Maintenance & Cleansing  Contract 2016 - 2019
	
	

	Date of Receipt:
	

	
	

	Company:
	

	
	

	Name:
	

	
	

	Signed:
	

	
	

	Position:
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Form B7 Confirmation Of Site Visit
Access arrangements to the sites within the scope of the Contract are as detailed below:
	Site
	Access Arrangements

	Former Whittingham Hospital Site
	Access to the site must be arranged with the Managing Agent.  The site is not fully visible from adjacent highways therefore, access into the site is required.  Suppliers must contact the below to arrange a convenient time and location to meet.

Managing Agent: Mark Gregson

Direct Dial: 01925 844009

Mobile: 07766 694987

Email: markgregson@tep.uk.com


I, the undersigned, state that I visited the above site on

2016
and inspected the Service specified in the Contract Documentation for NHS.NWM.015 Former Whittingham Hospital Landscape Maintenance & Cleansing Contract, 2016 - 2019
	
	

	Company:
	

	
	

	Name:
	

	
	

	Signed:
	

	
	

	Position:
	


[This page has intentionally been left blank for two sided printing]
Form B8 Tender Return Checklist
In order to allow the HCA to evaluate your submission and assist your organisation in ensuring it has submitted a compliant Tender, please confirm that you have completed the following Sections and enclosed the relevant documents as detailed in the Tender Documentation by completing the following:

	Completed section

	Form B1 Certification of Non-Collusion and Non-Canvassing
	Yes  No 

	Form B2 Suitability Assessment
	Yes  No 

	Form B3 Quality Submission
	Yes  No 

	Form B4 Schedule of Works
	Yes  No 

	Form B5 Form of Tender
	Yes  No 

	Form B6 Document Receipt Confirmation
	Yes  No 

	Form B7 Confirmation of Site Visit
	Yes  No 

	Form B8 Tender Return Checklist
	Yes  No 

	Financial Information as indicated in Form B2, Section 4 Economic and Financial Standing
	Yes  No 


Declaration:

	I declare that to the best of my knowledge the information provided in this Invitation to Tender are correct. I understand that the information will be used in the evaluation process to assess my organisation’s suitability to provide the Service and I am signing on behalf of my organisation. I understand that HCA may reject this Tender or terminate any subsequent agreement if there is a failure to answer all relevant questions fully or if I provide false/misleading information.

	DECLARATION COMPLETED BY

	Name and Position:
	

	Signature:
	

	Date:
	

	The following appendices form part of our submission

	Section of ITT
	Appendix Number
	Appendix Name
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Homes and Communities Agency
Arpley House,

110 Birchwood Boulevard, 

Birchwood, 

Warrington,

WA3 7QH



PART B – DOCUMENTS TO BE RETURNED














� See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/


� See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/
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