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Invitation to Quote for online Performance Management System

INVITATION TO QUOTE FOR 
Stand-alone, Online Performance Management System
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1. Introduction
Sport England is seeking to appoint a Provider for an externally hosted, stand-alone online Performance Management System. The Contract has an anticipated value of £22,500 over three years.
The purpose of this Invitation to Quote (ITQ) is to provide quotes against a predetermined set of requirements through which Sport England can identify the Most Economically Advantageous Tender (MEAT).
2. Sport England 
We’re striving for an active nation where everyone can take part in sport or activity, regardless of age, background or ability.

That might be through traditional team sports like rugby and netball. But it could just as easily be a gym workout or going for a run. Being active is a key part of maintaining physical and mental wellbeing. And it also benefits local communities through economic and social regeneration.

As well as supporting people who already enjoy regular sport, we’re also fighting to get people who are less active exercising more regularly. Groups that are traditionally less active – disabled people, some ethnic groups, women and parts of the LGBTQ community – are a core focus of our work. 

We also support talented athletes who show elite potential in their chosen sport, and our ambition is to open up these opportunities to people from all background.

As a government body, we also invest in and provide expertise in creating superb sporting facilities across the nation.

Find out more at www.sportengland.org.

3. Contact Details

All questions regarding this procurement process and Sport England should be made by email to steph.hall@sportengland.org   
4. Requirement 

Introduction
Sport England wishes to improve our existing performance management processes, making them more effective, time efficient and consistent, whilst also encouraging colleague engagement, performance improvement and a coaching culture. 
Our current approach is paper based and therefore very hard to audit to ensure effective and consistent review meetings, completion of paperwork, consistency of measurement and rating, and adherence to our review timetables. 
Additionally, we wish to be able to provide as much more management reporting in future. This is currently not possible as our records are limited by the documentation provided at performance review periods during the year.
Our vision in HRD is to support and encourage more regular one to ones, improved multi source feedback (e.g. when colleagues work on cross organisational projects) and more immediate coaching to encourage performance development, engagement and motivation.

We believe that moving to an on-line performance appraisal tool, aligned to our new ways of managing performance, will ensure that by:

· enabling colleagues to continually update their own records, adding feedback and notes along the way, they will be far more engaged in the overall process
· aligning an online tool to our timetable, process and performance management approach, our people will be reviewed more effectively and fairly.
Objectives
· To enable colleagues and managers to easily record and update performance objectives, feedback and performance reporting

· To provide accurate and immediate management information

· To encourage greater engagement by colleagues and line managers in the performance management process

· To encourage greater performance feedback and coaching
Deliverables: 
Deadline for implementation of an online performance management system is 30th April 2017
	Category
	Description

	Objective setting
	Facility to add, edit and review objectives – both for the individual and the line manager

	
	Ability to link objectives to Sport England’s KPIs.

	
	Ability to add and track milestones

	
	Automated prompts for deadlines and reminders

	
	Ability to add comments to encourage positive reinforcement

	One to one and action management
	Ability to plan meetings (e.g. reviews and appraisals) and send diary invites

	
	Facility to set agenda and record notes of performance discussions

	
	Ability to track and record actions

	Performance appraisal
	Facility to add, edit and review performance against objectives 

	
	Automated prompts for performance appraisal - configurable to our needs (diary setting)

	
	Ability to include interim regular reviews

	
	Ability to add in and link our behavioural competencies 

	
	Performance rating option – configurable to our ratings

	Development planning
	Facility to set deadlines and track completion for development actions

	
	Ability to set ownership for individual, manager and HR

	
	Facility to generate training needs reports

	Career discussions
	Ability to monitor and track discussions

	Qualifications/development log
	Easily record and track continuing professional development

	
	Facility to add key qualifications

	
	Ability to track qualifications and expiry date and prompt individuals

	Management information and reporting
	Suite of tailored reports showing real time status of the following:

· Completion of appraisal/reviews. 

· Overview by individual, team, function of Objectives live, outstanding and completed
· Analysis of development needs

· Advance warnings for individuals of any qualifications nearing expiry

	Ad-hoc 
	Ongoing advice / support


Submission
The submission should follow the following format:

1. How the system will support Sport England’s requirements which should outline how the key features of the system meet the deliverables described in the above table. 

2. For each key feature please provide a brief description, maximum of 200 words.

3. Please describe how this system meets data protection requirements.   

4. A list of some of the clients with who you have worked on a similar project.

5. Identifying in detail the pricing for the system to include:

a. Scoping and set up

b. Annual user licence fee, assuming 250 users.

c. Cost of training for system administrators

d. General support costs

e. Cost of project management, and identify the time frame od said support

f. A list of what is included in the initial set up costs

g. Annual investment and contract length.

6. Please identify any additional support available and associated costs

7. Individuals who would work on this project, including a brief profile.

8. Screen shots of the system.

5. Evaluation

The evaluation process will be conducted in a manner that ensures that bids are evaluated fairly. Tender responses (see point 4 above) will be evaluated against the criteria shown in the table below. The successful bid will be the one that, in the opinion of Sport England, offers the Most Economically Advantageous (MEAT) to Sport England having regard to the criteria shown in the table below.
	CRITERION:
	WEIGHTING

	Business Needs
	Ability to meet all requirements in the deliverables and deliver as an externally hosted system
	50%

	Project Management & implementation
	Identified project manager/project team to assist with the project Implementation, planning & control of the process

Training of Human Resources Team as super users

Optional training support for users either e.g. online, web casts or similar
	10%

	Price
	Value for money
	40%


6. Timetable

Set out below is the proposed procurement timetable.  This is intended as a guide and whilst Sport England does not intend to depart from the timetable it reserves the right to do so at any stage.
	DATE
	STAGE

	14th February 2017
	ITQ to be issued 

	20th February 2017
	Closing Dates for Questions: to be submitted by 12:00 midday

	24th February 2017
	Closing date and time for receipt of responses to ITQ

	27th  February 2017
	Evaluation of ITQ responses 

	28th February 2017
	Notification of award


7. Notices and Instructions to Bidders
7.1. These instructions are designed to ensure that all Bidders are given equal and fair consideration.  It is important therefore that you provide all the information asked for in the format and order specified.  If you have any queries please email steph.hall@sportengland.org 
7.2. Bidders should read these instructions carefully before completing the Tender documentation. Failure to comply with these requirements for completion and submission of the Tender Response may result in the rejection of the Tender. Bidders are advised therefore to acquaint themselves fully with the extent and nature of the services specified and contractual obligations. These instructions constitute the Conditions of Tender. Participation in the tender process automatically signals that the Bidder accepts these Conditions of Participation.
7.3. All material issued in connection with this Invitation to Quote (ITQ) shall remain the property of Sport England and shall be used only for the purpose of this procurement exercise. 
7.4. The Bidder shall ensure that each and every sub-contractor, consortium member and adviser abides by the terms of these instructions and the Conditions of Tender.
7.5. The Bidder shall not make contact with any other employee, agent or consultant of Sport England who is in any way connected with this procurement exercise during the period of this procurement exercise, unless instructed otherwise by Sport England.
7.6. Sport England shall not be committed to any course of action as a result of:
7.6.1. Issuing this ITQ or any invitation to participate in this procurement exercise
7.6.2. An invitation to submit any Response in respect of this procurement exercise
7.6.3. Communicating with a Bidder or a Bidder’s representatives or agents in respect of this procurement exercise 
7.7. Bidders shall accept and acknowledge that by issuing this ITQ Sport England shall not be bound to accept any Tender and reserves the right not to conclude a Contract for some or all of the services for which Tenders are invited.
7.8. Sport England reserves the right to amend, add to or withdraw all or any part of this ITQ at any time during the procurement exercise.
8. Confidentiality
8.1. Bidders shall at all times treat the contents of the ITQ and any related as confidential, save in so far as they are already in the public domain.
8.2. Bidders shall not disclose, copy, reproduce, distribute or pass any of the Information to any other person at any time or allow any of these things to happen.
8.3. Bidders shall not use any of the Information for any purpose other than for the purposes of submitting (or deciding whether to submit) a Tender.
8.4. Bidders shall not undertake any publicity activity within any section of the media.
8.5. Bidders may disclose, distribute or pass any of the Information to the Bidder’s advisers, sub-contractors or to another person provided that one or more of the following applies:
8.5.1. This is done for the sole purpose of enabling a Tender to be submitted and the person receiving the Information undertakes in writing to keep the Information confidential on the same terms as if that person were the Bidder
8.5.2. The Bidder obtains the prior written consent of Sport England in relation to such disclosure, distribution or passing of Information

8.5.3. The disclosure is made for the sole purpose of obtaining legal advice from external lawyers in relation to the procurement

8.5.4. The Bidder is legally required to make such a disclosure

8.6. In paragraph 3.5, the definition of ‘person’ includes but is not limited to any person, firm, body or association, corporate or incorporate.
8.7. Sport England may disclose detailed information relating to Tenders to its officers, employees, agents or advisers and may make any of the procurement documents available for private inspection by its officers, employees, agents or advisers.  Sport England also reserves the right to disseminate information that is materially relevant to the procurement to all Bidders, even if the information has only been requested by one Bidder, subject to the duty to protect each Bidder's commercial confidentiality in relation to its Tender (unless there is a requirement for disclosure under the Freedom of Information Act).
9. Freedom of Information
9.1. In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (the ‘FoIA’), Sport England may, acting in accordance with the Secretary of State’s Code of Practice on the Discharge of the Functions of Public Authorities under Part 1 of the said Act, or the EIR be required to disclose information submitted by the Bidder to the Sport England.
9.2. In respect of any information submitted by a Bidder that it considers to be commercially sensitive the Bidder should: 
9.2.1. Explain the potential implications of disclosure of such information
9.2.2. Clearly identify such information as commercially sensitive
9.2.3. Provide an estimate of the period of time during which the Bidder believes that such information will remain commercially sensitive.
9.3. Where a Bidder identifies information as commercially sensitive, Sport England will endeavour to maintain confidentiality. Bidders should note, however, that, even where information is identified as commercially sensitive, Sport England may be required to disclose such information in accordance with the FoIA or the Environmental Information Regulations.  In particular, Sport England is required to form an independent judgment concerning whether the information is exempt from disclosure under the FoIA or the EIR and whether the public interest favours disclosure or not.  Accordingly, Sport England cannot guarantee that any information marked ‘confidential’ or “commercially sensitive” will not be disclosed.
9.4. Where a Bidder receives a request for information under the FoIA or the EIR during the procurement process, this should be immediately passed on to Sport England and the Bidder should not attempt to answer the request without first consulting with Sport England. 
10. Tender Validity

Your Tender should remain open for acceptance for a period of 60 days. A Tender valid for a shorter period may be rejected.
11. Preparation of Tender

11.1. 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 their Tender and all other stages of the selection and evaluation process.  Under no circumstances will Sport England, or any of their advisers, be liable for any costs or expenses borne by Bidders, sub-contractors, suppliers or advisers in this process.

11.2. Bidders are required to complete and provide all information required by Sport England in accordance with the Conditions of Tender and the Invitation to Quote.  Failure to comply with the Conditions and the Invitation to Quote may lead Sport England to reject a Tender Response.

11.3. Sport England relies on Bidders' own analysis and review of information provided.  Consequently, Bidders are solely responsible for obtaining the information which they consider is necessary in order to make decisions regarding the content of their Tenders and to undertake any investigations they consider necessary in order to verify any information provided to them during the procurement process.  

11.4. Bidders must form their own opinions, making such investigations and taking such advice (including professional advice) as is appropriate, regarding the goods and services and their Tenders, without reliance upon any opinion or other information provided by Sport England or their advisers and representatives.  Bidders should notify Sport England promptly of any perceived ambiguity, inconsistency or omission in this ITQ, any of its associated documents and/or any other information issued to them during the procurement process.
12. Submission of Tenders
12.1. Tenders should be received by Sport England via email no later than 15:00 hours on Wednesday 24th February 2017. Tenders received after that time may not be accepted 

12.2. Sport England may at its own absolute discretion extend the closing date and the time for receipt of Tenders. Any extension granted will apply to all Bidders.
12.3. The Tender and any documents accompanying it must be in the English language.
12.4. Price and any financial data provided must be submitted in or converted into pounds sterling. Where official documents include financial data in a foreign currency, a sterling equivalent must be provided.
13. Canvassing

13.1. Any Bidder who directly or indirectly canvasses any officer, member, employee, or agent of Sport England concerning the letting of this Contract or who directly or indirectly obtains or attempts to obtain information from any such officer, member, employee or agent or concerning any other Bidder, Tender or proposed Tender will be disqualified.
14. Disclaimers
14.1. Whilst the information in this ITQ has been prepared in good faith, it does not purport to be comprehensive nor has it been independently verified.
14.2. Neither Sport England, nor their advisors, nor their directors, officers, members, partners, employees, other staff or agents: 
14.2.1. Makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of the ITQ; 
14.2.2. Accepts any responsibility for the information contained in the ITQ or for their fairness, accuracy or completeness of that information nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of reliance on such information or any subsequent communication.
14.3. Any persons considering making a decision to enter into contractual relationships with Sport England following receipt of the ITQ should make their own investigations and their own independent assessment of Sport England and its requirements for the services and should seek their own professional financial and legal advice.
14.4. Any Contract concluded as a result of this ITQ shall be governed by English law.
15.  Collusive Behaviour
Any Bidder who:
15.1. Fixes or adjusts the amount of its Tender by or in accordance with any agreement or arrangement with any other party
15.2. Communicates to any party other than Sport England the amount or approximate amount of its proposed Tender or information which would enable the amount or approximate amount to be calculated (except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of the Tender or insurance or any necessary security)
15.3. Enters into any agreement or arrangement with any other party that such other party shall refrain from submitting  a Tender
15.4. Enters into any agreement or arrangement with any other party as to the amount of any Tender submitted
15.5. Offers or agrees to pay or give or does pay or give any sum or sums of money, inducement or valuable consideration directly or indirectly to any party for doing or having done or causing or having caused to be done in relation to any other Tender or proposed Tender, any act or omission shall (without prejudice to any other civil remedies available to Sport England and without prejudice to any criminal liability which such conduct by a Bidder may attract) be disqualified.
16. No Inducement or Incentive

The ITQ is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded a Bidder to submit a Tender or enter into a contractual agreement. 
17. Queries Relating to Tender
17.1. All requests for clarification about the requirements or the process of this procurement exercise should be made via email to steph.hall@sportengland.org .

17.2. Sport England will endeavour to answer all questions as quickly as possible, but cannot guarantee a minimum response time.

17.3. Clarification requests must be submitted via email to steph.hall@sportengland.org by 12 noon on 20th February 2017.
17.4. In order to ensure equality of treatment of Bidders, Sport England may publish the questions and clarifications raised by Bidders together with Sport England’s responses (but not the source of the questions) to all participants.

17.5. Bidders should indicate if a query is of a commercially sensitive nature – where disclosure of such query and the answer would or would be likely to prejudice its commercial interests.  However, if Sport England at its sole discretion does not either; consider the query to be of a commercially confidential nature or one which all Bidders would potentially benefit from seeing both the query and Sport England’s response, Sport England will:
17.5.1. Invite the Bidder submitting the query to either declassify the query and allow the query along with the Authority’s response to be circulated to all Bidders 
17.5.2. Request the Bidder, if it still considers the query to be of a commercially confidential nature, to withdraw the query.

17.6. Sport England reserves the right not to respond to a request for clarification or to circulate such a request where it considers that the answer to that request would or would be likely to prejudice its commercial interests.

18. Amendments to Tender Documents

At any time prior to the deadline for the receipt of Tenders, Sport England may modify the ITQ by amendment. Any such amendment will be issued by Sport England to all prospective Bidders. In order to give prospective Bidders reasonable time in which to take the amendment into account in preparing their Tenders, Sport England may, at its discretion, extend the Deadline for receipt of Tenders.
19. Late Tenders

Any Tender received after 15:00 hours on 24th February 2017 may be rejected.

20. Proposed Amendments to the Contract by the Bidder
20.1. Sport England’s Terms of Trade can be viewed here.  

20.2. Any proposed amendments to the Contract must be detailed separately, and returned with the Bidder’s ITQ Response.
20.3. Where Sport England makes changes to the Contract as a result of the proposals received it will circulate the amended terms to all Bidders.

20.4. No changes to our Terms of Trade will be considered unless they are submitted with Tender Responses. 
21. Modification and Withdrawal
21.1. Bidders may modify their Tender prior to the Deadline by giving notice to Sport England in writing via email to steph.hall@sportengland.org 
21.2. No Tender may be modified subsequent to the Deadline for receipt.
21.3. The modification notice must state clearly how Sport England should implement the modification.
21.4. Bidders may withdraw their Tender at any time prior to the Deadline or any other time prior to accepting the offer of a Contract.  The notice to withdraw the Tender must be in writing and sent via email to steph.hall@sportengland.org
22. Right to Reject/Disqualify
Sport England reserves the right to reject or disqualify a Bidder where:
22.1. The Bidder fails to comply fully with the requirements of this Invitation to Quote or is guilty of a serious misrepresentation in supplying any information required in this document
22.2. The Bidder is guilty of serious misrepresentation in relation to its Tender
22.3. There is a change in identity, control, financial standing or other factor impacting on the selection and/or evaluation process affecting the Bidder.
23. Right to Cancel, Clarify or Vary the Process
Sport England the right to:
23.1. Amend the terms and conditions of the Invitation to Tender process
23.2. Cancel the evaluation process at any stage
23.3. Require the Bidder to clarify its Tender in writing and/or provide additional information.  (Failure to respond adequately may result in the Bidder not being selected).
24. Notification of Award

Sport England will place a Purchase Order with the successful Bidder(s) under the Sport England Terms of Trade.
Schedule 1: Supplier’s Details
	1.1 Supplier Details

	Registered Company Name
	

	Company Registration Number
	

	VAT Registration Number (if applicable)
	

	Main Operational address for the service
	

	Telephone
	

	Fax
	

	Email
	

	Address for all contractual correspondence
	

	Address for all service management correspondence
	


	1.2 Contact Details - Responsible Person for the Contract

	Name
	

	Postal address
	

	Phone
	

	Mobile
	

	E-mail
	


	1.3 Contact Details - Responsible Person for the Service

	Name
	

	Postal address
	

	Phone
	

	Mobile
	

	E-mail
	


	1.4 Payment Details 

	Account Name
	

	Bank Names
	

	Address
	

	Sort Code
	

	Account Number
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