[image: image1.jpg]COMYYNMUNITY

HOUSING




[image: image2.jpg]




COMMUNITY HOUSING
Invitation to Tender
FOR
LEGIONELLA RISK ASSESSMENTS

INTRODUCTION TO BIDDERS
These instructions have been prepared by Community Housing to ensure that all Bidders are given equal and fair consideration.  Tenders should be prepared under the same headings and in the same sequence as set out in the Invitation to Tender (ITT), delivered before the deadline, provide full details of your proposal.
Bidders should read these instructions carefully before completing the Tender documentation.  In submitting a response you confirm that you have read and understood the contents.  The contents of the ITT and its appendices, as well as your tender response, will form part of the contract documents.

Any questions regarding the tender should be emailed to procurement@communityhousing.co.uk by no later than: Friday 3rd February 2023
The proposal document shall be received no later than: Friday 17th February 2023
Please email all documents to: procurement@communityhousing.co.uk
Emails/documents to be clearly marked: Legionella Risk Assessments
Submissions received after this date and time 1pm on Friday 17th February will not be considered.
DOCUMENTS ASSOCIATED WITH THIS ITT PACK

Appendix 1 – Qualitative Questions Document

Appendix 2 – General Data Protection Regulations and Data Protection Act 2018 Minimum Contract Clauses

Appendix 3 – Declaration of no conflict of interest

Appendix 4 – Certificate of Non-Collusion and Non-Canvassing

Appendix 5 – Form of Tender

Appendix 6 – ITT Pack [This document]

Appendix 7 – Specification

Appendix 8 – Price Schedule

1.0 
Notes to Bidders

1.1 General

The “Company” is the purchasing organisation that is seeking to appoint bidders to the contract agreement being Community Housing, 3 Foley Grove, Kidderminster, Worcestershire, DY11 7PT.
“You”/“Your”, “Bidder” or “Service Provider” means the business or company which is completing this ITT.

The Company is seeking the appointment of a suitably experienced Service Provider to provide Legionella Risk Assessments. The Company welcomes applications from suitable organisations with significant experience of providing such a solution to other Registered Social Landlords (RSL’s). 

The Company commenced this competitive procurement in accordance with the Public Contract Regulations 2015.  
Bidders should note that information relating to potential spend and/or volumes are provided by the Company as estimates only. They are not intended to provide any commitment as to the value of the contract.
Make sure that you are fully familiar with the nature and extent of the obligations which you will take on if your Tender is accepted. You would be required to adhere to all the documents sent within the ITT and appendices, as your ITT response and all the documents attached to this ITT form part of the Contract. 
Any bidder who indirectly canvasses any employee of the Company concerning the award of the contract shall be disqualified.  
Bidders shall state whether an employee of the Company or Member has any direct or indirect interest in their organisation. 
The Company does not bind itself to accept the tender and  the Company reserves the right, where appropriate, to accept the tender as a whole, or any part thereof.
1.2 Timetable
	
	Further information and dates

	Deadline for questions 
	Questions arising from this document should be emailed to procurement@communityhousing.co.uk by Friday 3rd February 2023

	Deadline for question response
	Responses will be emailed to bidders and posted on Contracts Finder by Friday 10th February 2023

	Deadline for tender submissions 
	Email submissions to procurement@communityhousing.co.uk by 1pm Friday 17th February 2023

	Selection of providers for interview   
	Presentation to Community Housing evaluation team [if required] W/C 27th February 2023

	Contract award date
	W/C 13th March

	Contract implementation date 
	W/C 13th March onwards

	Full contact details 
	Community Housing

procurement@communityhousing.co.uk

3 Foley Grove, Kidderminster DY11 7PT


The tendering timetable set out above is for information purposes only.  The timetable is indicative only and the Company reserves the right to amend the timetable from time to time as necessary and will endeavour to give notice to Bidders of any changes in the timetable and issue variations to it during the tender process. Bidders should take the above timetable into consideration along with the timescales for contract completion. 

Bidders must obtain for themselves at their own responsibility and expense all information necessary for the preparation of tenders.  Bidders are solely responsible for the costs and expenses incurred in connection with the preparation and submission of the tender and all other stages of the selection and evaluation process.  Under no circumstances will the Company be liable for any costs or expenses borne by Bidders in this process.

1.3 Communications
Any questions in relation to the ITT should be submitted via email to procurement@communityhousing.co.uk
The Company will endeavour to answer all requests as quickly as possible but cannot guarantee to provide a response within a given time period.

Clarification questions will be answered via email by Friday 3rd February 2023
In order to ensure equality of treatment of Bidders, the Company intends to publish the questions and clarifications raised by the Bidders together with the Company’s response (but not the source of the questions) to all participants by an uploaded document to the Contracts Finder notice by Friday 10th February 2023
If a Bidder considers an answer to a query to be commercially sensitive information/confidential, they should notify the Company and request that the answer is not circulated to other Bidders.  If this occurs and the Company considers that the answer is not confidential and should therefore be circulated, the Bidder will be given the option of withdrawing its query.  If the query is not withdrawn, the response, to the extent relevant to the other Bidders, will be issued to all Bidders (without revealing the identity of the Bidder requesting confidentiality).

1.4 Confidentiality

All information contained in the ITT is to be treated as confidential and shall only be distributed to personnel involved in the Tendering process. All information included by Bidders in their Tender submission will be treated in confidence and only distributed to the Company personnel involved in the evaluation process.  
Bidders shall not release any information concerning the ITT and/or their tenders and/or any related documents and/or any negotiation and/or discussion with the Company in this connection for publication in the press or on radio, television, screen or any other medium.

Bidders should also not disclose the fact that they have been invited to tender other than on a strictly confidential basis to those parties whom they need to consult for the purposes of preparing the tenders.  
You acknowledge that the Regulator of Social Housing [RSH], as our regulator, may inspect your tender and that it may also need to be inspected by the Cabinet Office or such other bodies as we may require.
1.5 Data Protection (Post award)

The Bidder shall comply with their obligations under the Data Protection legislation which comprises of the General Data Protection Regulation (GDPR) which came into force 25th May 2018, the Data Protection Act 2018 and subsequent Data Protection Legislation. The Bidder shall ensure that is does nothing which places the Company in breach of obligations under the Data Protection Legislation and any such action by the Bidder and/or breach by the Bidder of its warranty may result in termination of the Contract by the Company.
In the event of a breach, the Service Provider will fully indemnify the Company. 
It will be a requirement for the Service Provider to complete ‘Appendix 2 - General Data Protection Regulations and Data Protection Act 2018 Minimum Contract Clauses’
1.6 Sufficiency and Accuracy of Tender
Bidders are responsible for obtaining all information necessary for the preparation of their Tender.  All costs, expenses and liabilities incurred shall be borne by the bidder including the preparation and submission of a tender, and (in the case of acceptance of a tender) the execution of the contract agreement, any call-off contracts and all and any relevant documents. 

Each Bidder is expected to comply with current legislation and shall acquaint themselves with the relevant provisions of current legislation and any modification or re-enactment thereof and keep themselves aware of all relevant Codes of Practice, Guidance and Statutory Instruments affecting the delivery of services under the contract.

Each Bidder undertakes that upon submission of its Tender it shall:

Have examined all the documents enclosed and by its own independent observations and enquiries will be held to have satisfied itself that it fully understands all matters relating to the requirements of the ITT, the scope of the work to be carried out and the full extent of the potential obligations of the contract;

Have satisfied itself that it fully understands the local conditions, regulations, legislation and other matters which may have the potential to impact contract; and

Be deemed to have obtained for itself all necessary information as to risks contingencies and any other circumstances which might reasonably influence or affect the Bidder's Tender.

Claims on the grounds of lack of knowledge will not be accepted.
It will be a requirement for the Bidder to complete ‘Appendix 3 – Declaration of no conflict of interest’
1.7 Anti-Collusion and Canvassing
Bidder’s may be disqualified if they have contravened any anti-collusion requirements and the Company will recover the amount of any losses it has suffered (including the cost of this ITT exercise) if a successful Bidder is found subsequently to have contravened anti-collusion requirements or if any person employed by or acting for them, does any of the following:

Fixes or adjusts the amount, prices, charges and rates shown:

by or in connection with any agreement or arrangement with any other person; or

by reference to any other Tenders; or

Communicates to any person other than the Company any information except in accordance with this ITT; or

Enters into any agreement or arrangement with any other person that such other person shall refrain from submitting tenders or shall limit or restrict the amounts, prices, charges and rates to be shown by any other Bidder in its tender and other documents; or 

Offers or agrees to pay or give, or does pay or give, any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other Bidder or any other proposed tenders or other documents any act or omission; or

Causes the Company to breach Schedule 1 of the Housing Act 1996 or otherwise commits:

an offence under the Prevention of Corruption Acts 1889 to 1916; or

an offence contrary to the Enterprise Act 2002; or

an offence contrary to the Bribery Act 2010

Provided always that any non-acceptance or rejection shall be without prejudice to any other civil remedies available to the Company in respect thereof or to any criminal liability that such conduct by a Bidder may attract.
It will be a requirement for the Service Provider to complete ‘Appendix 4 - Certificate of Non-Collusion and Non-Canvassing’
1.8 Disclaimer

The Company reserves the right to terminate this procurement at any time without appointment of any Service Providers to the proposed Contract. The Company reserves the right, without prior notice, to change the procedure for the tender process and to terminate discussions and the delivery of information at any time before the signing of the Contract.

The Company reserves the right to make amendments to any of the documents comprised in the ITT during the tender period.  No additional time in relation to the submission deadline will be granted following notification of any such amendments unless the Company specifically notifies you to this effect in writing.

The information in this ITT has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified.  The Company or any of its advisors, accepts any liability or responsibility for the adequacy, accuracy or completeness of the ITT, nor will they make any representation or warranty, express or implied, with respect to such information or to the information on which the ITT is based; nor with respect to any written or oral information made or to be made available to any interested recipient or its professional advisors.  

Each party to whom the ITT is made available must satisfy itself of the accuracy of any information provided by the Company and should make its own independent assessment of the proposed terms after making such investigation and taking such professional advice as it deems necessary to determine its interest in the project.

Nothing in the ITT or in any other written or oral information provided to any Bidders should be relied on as a promise or representation as to the future.  

Any liability whatsoever for any loss or damage of whatever kind and howsoever caused arising from or in consequence of the use by Bidders of such information, other than that due to statements made fraudulently, is hereby expressly disclaimed.
The Company will require the supplier to provide an insolvency guarantee to cover potential losses by the Company, in the event of the supplier’s insolvency during the term of the Contract, to a value to be determined by the Company.

2.0 
Notes to Bidders
2.1 
Current Situation
Community Housing (the “Company”) was formed in 2000 through a stock transfer from Wyre Forest Council. We are a social business and one of Worcestershire’s largest Registered Providers of social housing. the Company provides and manages 6000 homes and is an exempt charity and registered society under the Co-operative and Community Benefit Societies Act 2014. We mainly operate in the Wyre Forest area and the office headquarters are in Kidderminster.

We are one of the largest employers in the Wyre Forest and employ over 500 members of staff and we employ people in a wide range of roles from managerial and professional to front line care, housing, customer service and office staff to building trades and maintenance teams. We have a successful apprenticeship programme, employing local people giving them work-based placement with practical, on-the-job training allowing them to earn while they learn. 

Our Corporate Plan 2021-24 centres around 3 main themes: 
1. Building Better Lives – focusses on our customers, our people & social regeneration.  

2. Building a Stronger Business – focusses on business efficiency, financial strength of the organisation and core service delivery 

            3. Building Thriving Communities – focusses on development aspirations, regeneration, building safety & the environment.  
 
You required to follow these links to read our Corporate Plan & priorities Corporate Plan (communityhousing.co.uk) and more information about who we are and what we do Who we are (communityhousing.co.uk) 
2.2
The Brief & Specification
Please refer to ‘Appendix 7 – Specification’
3.0 
Submission of Tenders
3.1
To be considered, tenders must be submitted in accordance with the instructions in this ITT and Tenders should be:
· Prepared under the same headings and in the same sequence as set out in the Invitation to Tender (ITT)
· Delivered before the deadline 
· Meet all response requirements

· Valid and remain open for acceptance for 90 days

· All correspondence to the tender shall be in the English language

· Price and financial data must be provided in Pounds Sterling

· Any supporting information/Appendix should be referenced in answer to the relevant question 
· Any supporting information/Appendix shall be titled with reference to the ITT and the bidders name
· Following Appendices documents to be completed and submitted as part of the bid; 
Appendix 1 – Qualitative Questions Document
Appendix 3 – Declaration of no conflict of interest
Appendix 4 – Certificate of Non-Collusion and Non-Canvassing
Appendix 5 – Form of Tender

Appendix 8 – Price Schedule
Please ensure that you complete the information fully, as requested. Failure to do so may result in your submission being disqualified. Bidders should answer all questions as accurately and concisely as possible.  If the question does not apply to you please write N/A and provide a short explanation; if you don’t know the answer please write N/K. 

3.2 
The Company Contacts

The contact for any queries concerning the tender or the process is:

Connie Moore

Insurance and Procurement Manager
Community Housing
Tel: 07764 422013


Email: Procurement@communityhousing.co.uk
4.0 
Document and Information Requirements 

4.1
In order to ensure the review of your proposals is fair and equitable and to facilitate the requirements, all Bidders should submit a proposal in the following format: 

Screen shots of the management system

Pricing document

Example Risk Assessments 

4.2 
Company Profile
This should provide us with information of the background, size and spread of your company with particular reference to office locations, number of staff working for your company and address of office handling this contract.

4.3
Lead Contract Responsible for the Contract 

Please confirm the details of the Lead Contact and email address of the person who will be dealing with your submission.
4.4
Previous Experience 

Please provide experience and detail for other providers within a related sector who currently utilise your services.

This should provide us with length of serving, what aspects of your services they have been using and any feedback they have.

Please provide details of any contracts ended or lost prior to normal contract expiry in the last three year and reasons why.  If none, please state none.
We would like the option to contact two references from this list provided. We will advise if we wish to do so and which contacts we wish to select and intend to contact and will obtain contact points from you.
4.5
Additional Information
A. Please provide additional information to support your company’s policy on: 

· Equality, Diversity, Inclusion & Belonging
· Health and Safety 

· Corporate Social Responsibility/Social Value

The successful company will be required to supply details to demonstrate compliance with these policies during the period of the contract.

B. We also require confirmation of your Insurance cover in respect of this contract and details of any claims or litigation in last three years. If none, please state ‘none’.

C. Methods of keeping clients up to date, e.g. email or annual updates, briefings, and webinars 

4.6
Pricing 

Please refer to ‘Appendix 8 – Price Schedule’ and complete and return as part of your bid submission
The contents of the proposal, especially regarding the quoted prices, are expected to remain in force for the period up to final acceptance of the whole solution within the proposed/agreed timescale.
5.0
Acceptance of Tenders

The Company shall be entitled to reject any tenders or supporting documents received after the Deadline.

No amendments to the Tender will be permitted after submission unless at the request of the Company. In the event that additional information needs to be provided or responses require clarification or modification then each Bidder will receive clarification or an addendum to the Tender where applicable.

The Company will not be held responsible for any tender documents that have not been sent/submitted correctly.

The Company may seek clarification questions in relation to documents that seem to be missing and any tenders that are not deemed to be fully compliant against the Invitation to Tender document may be excluded from the evaluation process.  

6.0
Evaluation of Tenders     
The Company will conduct a qualitative and financial evaluation of the bids and a Service Provider will be appointed in terms of approach, quality and overall value rather than the lowest price and in accordance with the methodology set out in this section 6.0.
It is the responsibility of the bidders to ensure they seek clarifications during the tender process and within the clarification period set out within the Timetable on any aspect of the process and/or documents that are not fully understood by them. 

It is the responsibility of the bidders to seek clarifications throughout the process should anything be unclear to them. Should a tender be deemed not compliant with the invitation to tender documents or any part of the procurement process they may be eliminated from the tender process. The Company will not be held responsible for any bids that have been eliminated and have not sought clarifications. 

The successful Tenders will be chosen from those which achieve the best overall scores.  The Tenders will be assessed according to the criteria set out below and in proportion to the following weightings:

Price 40%
Quality 60%
The Insurance and Procurement Manager may contact you to obtain further information or seek clarification on the documents submitted and all correspondence should be directed to them via email to procurement@communityhousing.co.uk
Short listed companies may be invited to present their proposals. Those staff attending the presentation must include the lead staff responsible for the contract. Bidders will be informed of time, venue and directions to the presentation panel or these may be completed remotely. We will also confirm the names and numbers of those expected to be present so you may provide handouts or supplementary information.

6.1 
Price
The Bidder submitting the lowest total bid will be awarded the full 40% for price with the remaining Bidders’ scores calculated relative to the lowest proposal. This will be achieved by reference to the options selected to form a total fixed fee quote which provides a Total Price. The lowest Total Price will then be divided by the Total Price for each of the remaining bids and multiplied by 100 to calculate a percentage figure for the remaining bids. Each Bidder’s percentage figure will then be multiplied by (40%) to provide a score. 
If the Company considers that a price/prices submitted by a Bidder are abnormally low, the Company may request written clarifications/explanations from the Bidder on the basis of its Tender price.

The Company will consider the clarifications/explanations submitted justifying the prices. If, after considering any explanation, the Company, acting reasonably, still considers that the Tender price is unjustifiable or otherwise abnormally low, the Company may reject the Tender in its entirety.

6.2
Quality

Bidders are required to complete and return with their submission ‘Appendix 1 - Qualitative Questions Document’.
The table below sets out how the Qualitative Questions in ‘Appendix 1 - Qualitative Questions’ will be scored.
	Score
	Description
	Explanation

	5
	Excellent
	Meets the criteria in a full and comprehensive manner and exceeds the requirement 

	4
	Good 
	Generally meets the requirements of the criteria to the satisfaction of the Company, with some minor additional benefits

	3
	Adequate 
	Satisfies the requirements of the criteria 

	2
	Minor reservations 
	The response meets some of the requirements but with some minor reservations about aspects of the response 

	1
	Serious Reservations
	The response meets few of the requirements 

	0
	Unacceptable
	No response received or irrelevant response


The Bidder receiving the highest quality score will be awarded the full percentage score attributable.

Awarding the remaining scores:

Bidders who did not achieve the highest score will be awarded scores relative to the highest score. This will be done by using the highest score as a benchmark. The score of each tender that did not achieve the highest quality score will be converted into a Final Percentage Score. This will be achieved by dividing each of the other quality scores by the highest quality score and multiplying each of those figures by 100 and then multiplying this figure by the overall weighting allocated to quality.

For example, if the highest quality score achieved was 18, the Bidder submitting that total would receive a percentage of 25 and then the other Bidders would be scored as shown below:

	Bidder
	Quality Score
	Calculation
	Final Percentage Score

	A
	18
	
	60

	B
	15
	(15/18 x 100) x 60%
	49.99

	C
	12
	(12/18 x 100) x 60%
	39.99

	D
	10
	(10/18 x 100) x 60%
	33.33


The Company will if necessary, contact Bidders to seek clarification of any aspect of a tender.
7.0
Contract Form
The Company will use a standard industry JCT contract as an appropriate form of Contract. 
Until such time as the contract is agreed, our standard terms and conditions will apply. The supplier shall accept a Contract under English law.

All documents included within this tender pack will form part of the contract documents. No alterations, erasures, omissions or additions are to be made to the text of the Tender Documents.
8.0
Payment

We expect the successful Service Provider to work with the Company to invoice in a way that is suitable to integrate with our systems.

Invoices must be address to; Community Housing, 3 Foley Grove, Kidderminster, Worcestershire, DY11 7PT.


The Company contact following award will provide you a reference number to include on the invoice.

Payment terms will be 30 days from the date of invoice.




Please send completed Tender documents by email:





� HYPERLINK "mailto:Procurement@communityhousing.co.ukm" �Procurement@communityhousing.co.uk�








By 





Friday 17th February 2023
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