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Request to Participate Questionnaire
	PM.RN01 – Asbestos Removal to Shropshire Council Homes, Community Centres and Associated Buildings


One hard copy and one CD copy must be returned to:
Shropshire Towns and Rural Housing
Spruce Building

Sitka Drive

Shrewsbury Business Park

Shrewsbury

Shropshire

SY2 6LG
BY 12 NOON 30th June 2017
	Name of Applicant:

(please insert)
	


This document consists of 28 pages and must be completed in its entirety.

Please read pages 2-10 carefully before completing this document.
Shropshire Towns and Rural Housing Request to Participate Questionnaire

	Contract Description:

Shropshire Towns and Rural Housing Ltd manages and maintains approximately 4000, tenanted domestic Council properties located over a large geographical area in the North West and South East of Shropshire.
As part of our management of these homes we aim to keep all homes to a good state of repair. Shropshire Towns and Rural Housing carry out various construction, refurbishment and maintenance contracts to all homes and communal areas. 
In line with these works asbestos removal and remedial works will be required to allow relevant maintenance works to be completed. The works will include but not be limited to licensed and non-licensed removals, encapsulation and shadow vac procedures. 

Contractors who are selected to Tender will be assessed on both the cost and quality aspects of the service they offer and the top scoring 6 contractors of this PQQ will be selected to return a completed Schedule of Rates for foreseen works. This will determine allocation of works for day to day asbestos removals and remedial works forming a framework. 
Allocation of asbestos removal and remedial works will be issued to successful contractors on a priority basis depending on price and quality submission. Priority scores for successful contractors will be re-assessed periodically. 
For larger scale programs or major works these will be issued to the successful 6 contractors to provide competitive tenders.

Contractors who are selected to tender will be expected to demonstrate a proven track record in carrying out fast paced contract work whilst maintaining excellent customer focus. Service Providers must also demonstrate previous experience of liaising with tenants who may be vulnerable and have special needs.
The successful contractors will be used for asbestos removal and remedial works for 5 years from completion on tender process. Works will be issued covering areas but not limited to Bridgnorth, Shifnal, Broseley, Oswestry and Gobowen.


	


Procurement Process


This is a two-stage tender process.  This document forms the first stage and will be used to select successful applicants who will proceed to the second stage of being invited to tender. Unsuccessful applicants will be informed and may seek feedback from Shropshire Towns and Rural Housing.  The following timetable is indicative and gives approximate dates for each stage of the tender process:
	
	Stages
	Date (approximate)

	1.
	PQQ Submission ( return )
	30 June 2017

	2.
	Schedule of rates issued to successful contractors
	7 July 2017

	2.
	Return of  schedule of rates 
	4 August 2017

	3.
	Commencement date
	21 August 2017
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Instructions, Conditions for Applicants & Evaluation

Section A:

	A.
	Instructions on Completing the Questionnaire



	1.
	This document must be completed in its entirety with responses being given to all questions.  If you are unsure of any section in the questionnaire and require further clarification, please contact: Richard Nicholls, Contracts Officer via email quoting the contract reference to richard.nicholls@starhousing.org.uk 


	2.
	One hard copy and one CD copy must be returned by 12 noon on the deadline given at the front of the document. Questionnaires returned after this time will not be considered.



	3.
	All questions require specific responses from you relating to the organisation named in Section B Question 1.1.  All information supplied must be accurate and up to date.  Shropshire Towns and Rural Housing reserves the right to refuse to consider your application if the questionnaire is not fully completed or is found to be inaccurate.



	4.
	Where copies of certificates and other details are requested a copy must accompany the hard copy of your Request to Participate Questionnaire.



	5.
	The Questionnaire has been designed to make it as easy as possible for applicants to complete, with questions being split into sections depending on the type of information being asked.  Applicants should complete all of the sections in the document in the English (UK) language. Documents which are not in the English language must be accompanied by an English translation and a certificate completed by a bona fide independent translator attesting to the authenticity of the translation. The English language version of any Questionnaire response shall prevail.



	6.
	Financial and accounting information must also be completed in the English language and amounts must be specified in pounds sterling.  Cells within questionnaire tables will expand as text is added.  Please ensure that responses do not exceed the word limits where these are stated.



	7.
	Applicants registered as legal entities outside the United Kingdom should answer the questions substituting where relevant the appropriate registration details applicable within their domestic jurisdiction. 



	8.
	Where any question or piece of information refers to relevant UK legislation, non-UK organisations or those not operating within the UK should answer on the basis of analogous applicable laws in the Applicant’s own jurisdiction and/or that in which it operates. 



	9.
	Where questions ask for a YES/NO answer you should circle your answer or delete as applicable.
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	10.
	Freedom of Information and Environmental Information Regulations 2004



	
	Under the provisions of the Freedom of Information Act 2000 (FOIA) and the Environmental Information Regulations 2004 (EIR) the public (included in this are private companies, journalists, etc.) have a general right of access to information held by public authorities which also extends to ST & R housing who are a private Ltd company undertaking contracts on the Councils behalf.
To the extent that the Contracting Authority is subject to the FOIA and EIR, all information submitted to the Contracting Authority may be disclosed by the Contracting Authority in response to a request under the FOIA and/or EIR.  This means that, amongst other things, the following may be subject to disclosure unless an exemption applies:


	
	· 
	information in any tender or response to this Questionnaire submitted to the Contracting Authority;



	
	· 
	information in any contract to which the Contracting Authority are a party;



	
	· 
	information about costs, including invoices submitted to the Contracting Authority;



	
	· 
	Correspondence and other papers generated in any dealing within the private sector.



	
	· 
	If an Applicant considers any of the information included within its response to this Questionnaire or tender should not be available for disclosure, then it should:


	
	· 
	identify it specifically in the Questionnaire as commercially sensitive; and



	
	· 
	Explain the grounds for exemption from disclosure, by reference to the appropriate legislation reference and the time period applicable to that sensitivity.



	
	For guidance on this issue see:         http://www.ico.gov.uk 

Applicants should be aware that, even where they have indicated that information is commercially sensitive or exempt from disclosure for another reason, the Contracting Authorities may be required to disclose it in any event as a matter of law if a request is received.  Please also note that the receipt of any material marked ‘confidential’ or equivalent by the Contracting Authority should not be taken to mean that the Contracting Authority accepts any duty of confidence by virtue of that marking.  If a request is received, the Contracting Authority may also be required to disclose details of unsuccessful Applicants. All decisions regarding disclosure of information will be made at the sole discretion of the Contracting Authority. 


	11.
	Consortium Applicants



	
	Where the Questionnaire is submitted on behalf of more than one organisation acting as a consortium, for the purposes of this Questionnaire, the term “Applicant” shall be interpreted as all the consortium members taken as a whole, unless otherwise specified.

Where a consortium approach is proposed, all information requested in sections B to E should be given in respect of each consortium member.  Relevant information in respect of section F should also be provided in respect of consortium members who will play a significant role in the delivery of services or products under any ensuing contract.  Responses must enable the Contracting Authority to assess the Applicant proposed.

Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided about the extent to which the Special Purpose Vehicle (SPV) or Holding company will call upon the resources and expertise of its members to fulfil the requirement.

The Contracting Authority recognises that arrangements in relation to consortia may be subject to future change. Applicants should therefore respond in the light of such arrangements as are currently envisaged.  Applicants are reminded that any future change in relation to consortia must be notified to the Contracting Authority so that they can make a further assessment by applying the selection criteria to the new information provided



	B.
	CONDITIONS FOR APPLICANTS



	1.
	General



	(a)
	The Contracting Authority reserves the right to disqualify any Applicant who fails to comply with the terms of this Questionnaire.


	(b)
	Applicants should read this Questionnaire and the Contract Notice carefully before responding to this Questionnaire. These documents contain important information relating to the compilation of Questionnaire submissions.



	(c)
	An Applicant’s participation in this procurement constitutes acceptance of the terms and conditions of this procurement as laid out in this Questionnaire and the Contract Notice.  



	(d)
	If any material information submitted on this Questionnaire changes in any way then the Contracting Authority must be informed immediately.  The Contracting Authority will rely on the truth and accuracy of the information provided by the candidate in this questionnaire. In the event of the Contracting Authority entering into a contract with a candidate and becoming aware of a material misrepresentation contained in the questionnaire, the Contracting Authority shall be entitled to rescind or determine the contract.



	(e)
	The Questionnaire submitted by the successful candidate may be incorporated into the Contract as a contract document.



	(f)
	It is the responsibility of the Applicant to ensure that its Questionnaire response has been received by the deadline date. 



	2.
	Continuation of Procurement Process



	(a)
	The Contracting Authority shall not be committed to any course of action as a result of:



	
	i)
	issuing the Contract Notice or this Questionnaire;



	
	ii)
	communicating with an Applicant, an Applicant’s representative or agent in respect of this procurement exercise;



	
	iii)
	any other communication between the Contracting Authority (whether directly or through its agents or representatives) and any other party.



	(b)
	The Contracting Authority reserves the right to amend, add to or withdraw all or any part of this Questionnaire at any time during the Questionnaire stage of this procurement exercise at their sole discretion.



	(c)
	At any time before the deadline for receipt of Questionnaire returns the Contracting Authority may modify the Questionnaire by amendment.  Any such amendment shall be numbered and dated and issued by the Contracting Authority to all participating Applicants.  In order to give prospective Applicants reasonable time in which to take the amendment into account in preparing its Questionnaire return, the Contracting Authority may in their sole discretion, extend the deadline or submission of Questionnaire returns.



	(d)
	The Contracting Authority reserve the right to amend, withdraw, terminate or suspend all or any part of this procurement process at any time at their sole discretion. 



	3.
	Liability of Contracting Authority



	(a)
	The Contracting Authority do not accept any responsibility for any pre-tender representations made by or on their behalf or for any other assumptions that Applicants may have drawn or will draw from any pre-tender discussions.



	(b)
	The Contracting Authority shall not be liable to pay for any preparatory work or other work undertaken by the Applicant for the purposes of, in connection with or incidental to this Questionnaire, or submission of its bid response or any other communication between the Contracting Authority and any other party as a consequence of the issue of this Questionnaire exercise. 



	(c)
	The Contracting Authority shall not be liable for any costs or expenses incurred by any Applicant in connection with the preparation of a Questionnaire return for this procurement exercise, its participation in this procurement whether this procurement is completed, abandoned or suspended.



	(d)
	Whilst the information in this Questionnaire has been prepared in good faith, it does not purport to be comprehensive nor has it been independently verified. 



	(e)
	Neither of the Contracting Authority nor its advisors, officers, members, employees, other staff or agents:



	
	i)
	makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of the Questionnaire;


	
	ii)
	or accepts any responsibility for the information contained in the Questionnaire 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.


	(f)
	Any persons considering making a decision to enter into contractual relationships with the Contracting Authority following receipt of the Questionnaire should make their own investigations and their own independent assessment of the Contracting Authority and its requirements and should obtain their own professional financial and legal advice. 


	(g)
	Nothing in this Questionnaire or in any other communication made between the Contracting Authority, or its agents and an Applicant, shall be taken as constituting a contract, agreement or representation between the Contracting Authority and an Applicant (except in the case of a formal award of contract made in writing by or on behalf of the Contracting Authority in accordance with this procurement process) nor should Applicants consider that this Questionnaire or any other communications from the Contracting Authority or its agents constitute a contract, agreement or representation that a contract shall be offered in accordance with this procurement process.


	4.
	Disqualification 


	(a)
	The Contracting Authority reserves the right to reject or disqualify an Applicant’s Questionnaire return where: 



	
	i)
	the Applicant fails to comply fully with the requirements of this Questionnaire or is guilty of a serious or intentional or reckless misrepresentation in supplying any information required in this document or Contract Notice; or


	
	ii)
	the Applicant is guilty of serious or intentional or reckless misrepresentation in relation to its Questionnaire return and/or the procurement process.



	(b)
	The Contracting Authority reserves the right to disqualify an Applicant from further participating in this procurement process where there is a change in the control of the Applicant at any point in the process up to award of a contract and such change of control has a materially adverse effect on the Applicant’s financial viability or ability to otherwise meet the requirements of the procurement process. 


	5.
	Confidentiality 



	(a)
	All materials issued in connection with this Questionnaire are and shall remain the property of the Contracting Authority.



	(b)
	Applicants shall ensure that each and every sub-contractor, consortium member and/or professional advisor to whom it discloses these papers complies with the terms and conditions of this Questionnaire.



	(c)
	The contents of this Questionnaire are being made available by the Contracting Authority on condition that:



	
	(i)
	Applicants shall at all times treat the contents of the Questionnaire and any related documents as confidential, save in so far as they are already in the public domain;



	
	(ii)
	Applicants shall not, subject to the provisions relating to professional advisors, sub-contractors or other persons detailed below, disclose, copy, reproduce, distribute or pass any of the contents of the Questionnaire to any other person at any time or allow any of these things to happen;



	
	(iii)
	Applicants shall not use any of the information contained in this Questionnaire for any purpose other than for the purposes of submitting (or deciding whether to submit) the Questionnaire; and



	
	(iv)
	Applicants shall not undertake any publicity activity within any section of the media.



	(d)
	Applicants may disclose, distribute or pass this Questionnaire to their professional advisors, sub-contractors or to another person provided that:



	
	(i)
	this is done for the sole purpose of enabling a Questionnaire to be submitted and the person receiving the Information undertakes in writing to keep the Questionnaire confidential on the same terms as if that person were the Applicant; or



	
	(ii)
	the Applicant obtains the prior written consent of the Contracting Authority in relation to such disclosure, distribution or passing of the Questionnaire; or



	
	(iii)
	the disclosure is made for the sole purpose of obtaining legal advice from external lawyers in relation to the procurement or to any Contract(s) which may arise from it; or



	
	(iv)
	the Applicant is legally required to make such a disclosure.



	(e)
	In the above paragraphs the definition of ‘person’ includes but is not limited to any person, firm, body or association, corporate or incorporate.



	(f)
	The Contracting Authority may disclose detailed information relating to the Questionnaire to its officers, employees, agents, professional advisors or Governmental organisations and the Contracting Authority may make any of the Contracts and procurement documents available for private inspection by its officers, employees, agents, professional advisors, contracting authorities or Governmental organisations. 


	6.
	Miscellaneous



	(a)
	The Questionnaire is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded an Applicant to submit a Questionnaire, tender or enter into a Contract or any other contractual agreement.



	(b)
	Applicants shall not make contact with any officer, Member, employee, agent or consultant of the Contracting Authority or its officers or Members who is in any way connected with this procurement exercise during the period of this procurement exercise, where the contact is for reasons connected with this procurement, unless instructed otherwise by the Contracting Authority.



	(c)
	Any Applicant who directly or indirectly canvasses any officer, Member, employee, agent or consultant of the Contracting Authority or any of its officers or Members concerning this procurement exercise, the establishment of the Contract(s) or who directly or indirectly obtains or attempts to obtain information from any such officer, Member, employee, agent or consultant concerning any other Applicant, Questionnaire return or proposed Questionnaire return will be disqualified.



	(d)
	Any Applicant who:



	
	(i)
	communicates to any person other than the Contracting Authority, its professional advisors and consultants any details of a proposed Questionnaire return or information which would enable the details to be determined; or



	
	(ii)
	enters into any agreement or arrangement with any other Applicant that such other Applicant shall refrain from submitting a Questionnaire return; or



	
	(iii)
	enters into any agreement or arrangement with any other Applicant as to the details of any Questionnaire return or proposed to be submitted; or 



	
	(iv)
	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 Questionnaire return or proposed Questionnaire return, any act or omission, shall (without prejudice to any other civil remedies available to the Contracting Authority and without prejudice to any civil or criminal liability which such conduct by an Applicant may attract) be disqualified.


	C.
	RTP Questionnaire Evaluation



	
	Applicants will be evaluated on the answers they provide in the RTP Questionnaire.  A shortlist of successful applicants will be subsequently invited to tender as part of the second stage of the tender process.  The following marking scheme is made up of ‘pass/fail’ questions and ‘weighted marked’ questions and shows how each section of the questionnaire is to be marked.



	
	

	
	Pass/Fail Questions - Sections B to F(Q2-4)

This information will be provided for proof of compliance and will be judged on a pass or fail basis. Applicants must comply with these issues to demonstrate their proven competence, financial stability, resources and other arrangements.  Mandatory Pass/Fail elements are highlighted as such. Questions marked ‘For information only’ will not be assessed; however they must still be answered in full. 




	Section / Question No.
	Selection Criteria

	Section B / Q 1 & 2
	Applicant details – For information only

	Section C / Q 1 & 2
	Adequate financial stability & insurance (Mandatory Requirement)

	Section D / Q 1 & 2
	Adequate Outcome of previous contracts

	Section E / Q 1  & 2
	Health & Safety  (Mandatory Requirement)

	Section E / Q 3
	Adequate Equalities Arrangements and Record

	Section F / Q1 
	Adequate Resources

	Section F / Q2
	Large scale works & programmes

	Section F / Q3
	Tenant liaison and defects

	
	


	
	Section C Financial viability:  Responses will be analysed and evaluated by the Authority’s Audit sections.
If the financial analysis of the Applicant (please note financial information provided by consortium members will be evaluated to assess the Applicant consortium as a whole) gives cause for concern as to its ability to deliver the Contract, the Applicant will fail this section.

If the financial analysis of the Applicant does not give any cause for concern as to its ability to deliver the Contract – it shall be deemed to have passed the section.

Please note the Contracting Authority reserves the right to further check the Financial Stability and Capacity of an applicant prior to any award of contract in the manner set out above in order to ensure that they still pass that requirement.

Section C Insurance – Please note the levels of insurance are a Mandatory Requirement.

Section D Outcome of previous contracts:  If in the opinion of the Contracting Authority the nature and level of outstanding claims and previous contract early terminations casts serious doubt on the Applicant’s ability to perform this contract, they may be excluded.

Section E Health & Safety and Equalities: CHAS Accreditation or Equivalent is a mandatory Requirement and also if in the opinion of the Contracting Authority the responses in this section are sufficiently poor as to cast serious doubt on the Applicant’s abilities to perform this contract safely or to perform this contract with due regard for equalities, they may be excluded.

Section FQ1 Adequate Resources and Experience: If in the opinion of the Contracting Authority the responses in this section demonstrate the lack of resources or solutions to deal with high works load to carry out works they may be excluded.
Section FQ2 Adequate Resources and Experience: If in the opinion of the contracting Authority the responses in this section demonstrate the lack of organisation skills and ability to manage larger scale works or programs they may be excluded.
Section FQ3 Adequate Resources and Experience: If no previous experience of defects or tenant liaison please detail how this will be approached by your organisation within the contract.


	
	Marked Questions (Section F Q1)
Questions within the weighted mark section, Section F Q1-3, will be scored using the following marking system.
Each answer to the questions in section F Q1-3 will be given a mark between 0 and 5 with the following meanings

0 - No response given

1 - Poor response given

3-  Average response given

4 - Good response given

5 - Excellent response given



	
	An overall score will be derived for each Applicant by applying the marks set out in the table below.


	Section / Question No.
	Selection Criteria
	Max Marks Available

	Section F / Q 1-3
	Adequate Resources and Experience
	         15 max marks

	Total
	         15 marks


	
	The returned Questionnaires will be evaluated and of those meeting the minimum requirements, the top scoring up to a maximum of 6 (minimum 5) will be invited to tender.

A submission will be rejected in the following circumstances: 



	
	(i)
	If it fails in any of the pass / fail sections



	
	(ii)
	If it fails to exceed the minimum quality threshold mark of 50% overall



	

	
	Successful and unsuccessful Applicants will be notified by email.


Section B:

Applicant Organisation Details
	1.
	Applicant Details
	

	1.1
	Name of contracting Company/Organisation:

Address:

Postcode:

Tel:

Email:


	

	1.2
	Registered name (if different from above):
Registered Office Address:

Postcode:

Company registration number: 


	

	1.3
	Details of the individual completing this application and to which we may correspond:

Name:

Job title:

Correspondence Address:

Postcode:

Tel:

Email:



	1.4
	Type of Organisation (please tick all those appropriate):

	

	(a)
	Sole trader
	

	(b)
	Partnership
	

	(c)
	Private Limited Company
	

	(d)
	Public Limited Company
	

	(e)
	Charity/Social enterprise
	

	(f)
	Franchise
	

	(g)
	Public Sector Organisation
	

	1.5
	Are you a Small or Medium Sized Enterprise (SME)

*An SME can be defined as  an enterprise which employs fewer than 250 people
If No, Please confirm you are an enterprise which employs more than 250 people


	YES/NO

YES/NO




	2.
	Company History/Background
	

	2.1
	Date Company established:



	2.2
	Is the applicant a subsidiary of another company as defined by the Companies Act 1985?


	YES/NO

	2.3
	If YES to 2.2 give the following details of the Holding/Parent Company:

Registered Name:

Registered Address:

Postcode:

Registration Number:


Section C:

Financial & Insurance Information

	1.
	Insurance Details

	*
	Why do we need to know this?

We need to ensure that all of our suppliers have adequate insurance. Shropshire Towns and Rural Housing has set minimum insurance requirements which all companies working with Shropshire Towns and Rural Housing must adhere to.
Please note that on some limited occasions Shropshire Towns and Rural Housing may agree to vary these levels dependant on the nature of the contract.



	1.1
(a)


	Please Confirm that you hold a minimum of £5,000,000 Public Liability Insurance (MANDATORY REQUIREMENT)

	YES/NO

	(b)
	Please detail the relevant policy information and state if any conditions or exceptions apply to the policy.

Name of Insurance Company          …………………………………………………

Date policy taken out                       …………………………………………………

Expiry date of the policy                  …………………………………………………

Policy number/reference                 …………………………………………………

Conditions/Exceptions

………………………………………………………………………………………….

………………………………………………………………………………………….

	1.2
(a)
	Please confirm that you hold a minimum of £5,000,000 Employer’s Liability Insurance (MANDATORY REQUIREMENT)

	YES/NO

	(b)
	Please detail the relevant policy information and state if any conditions or exceptions apply to the policy.

Name of Insurance Company          …………………………………………………

Date policy taken out                       …………………………………………………

Expiry date of the policy                  …………………………………………………

Policy number/reference                 …………………………………………………

Conditions/Exceptions

………………………………………………………………………………………….

………………………………………………………………………………………….


	1.3
	Please enclose photocopies of your Certificates of Insurance duly signed as authentic copies of the originals

	Enclosed
YES/NO



	2.
	Financial Details

	*
	Why do we need to know this?

Financial details are required in order to check that your company has sufficient financial resources to undertake the contract. This information will also ensure that your company is in a stable position and is likely to fulfil the contract for the period required. 
How Shropshire Towns and Rural Housing evaluates this information will vary given the nature of the contract to be awarded.

	2.1
	Please provide a brief summary of your annual turnover and profit in the last 3 years.

(Please insert figures – do not refer to attached accounts)

Also provide copies of your last 3 years audited accounts. 
If audited accounts are not available please provide copies of your management accounts
Company

Accounts

Enclosed

2013/14
 2014/15
 2015/16
£……………………….
£……………………….
£……………………….
Profit(Loss)

£……………………….
£……………………….
£……………………….
YES/NO

YES/NO

YES/NO

(If exact figures are not available please provide your best estimate of the figures required)


	2.2
	Please show below your company’s turnover in the provision of cyclical painting and pre-paint repairs specifically for social housing, in the last three financial years.

(Please insert figures – do not refer to attached accounts)

Year

Turnover in relation to Asbestos works contracts specifically for social or tenanted housing
2013/14
 2014/15
 2015/16
£……………………….
£……………………….
£……………………….
(If exact figures are not available please provide your best estimate of the figures required)



Section D:

Claims & Contract Terminations/Deductions

	*
	Why do we need to know this?

ST and R Housing  needs to ensure that organisations have a proven record of completing contracts in full and to a high standard, and do not have any outstanding claims against them.



	
	

	1.
	Outstanding Claims / County Court Judgements

	1.1
	Do you have any outstanding claims, litigations or judgements against your organisation?
	YES/NO

	1.2


	If YES to 1.1 please provide further details.




	2.
	Contract Terminations/Deductions

	2.1
	Please give details of all contracts in the last 3 years which have been terminated early giving the name of the client company/authority, the date of termination and the reasons for termination.



	2.2
	Please give details of all fines, penalties or deductions incurred in the last 3 years as a result of non-performance under any contract.




Section E:

Health & Safety and Equal Opportunities
	1.
	Health & Safety at Work

	*
	Why do we need to know this?

We need to ensure that all companies that work with Shropshire Towns & Rural Housing are able to operate safely. We assess this by asking questions about arrangements at the contract stage and continue to monitor ongoing performance with all companies working on our behalf.

Health & safety measures do not have to be expensive, time consuming or complicated – especially for smaller companies. In fact, safer and more efficient working practices can save money and greatly improve working conditions for employees. Shropshire Towns and Rural Housing is committed to promoting safe and proportionate working practices to companies as it recognises the benefits this can bring for companies competing for business both for local authority contracts and elsewhere.

Information to help small companies is available on the Health and Safety Executive’s (HSE) website.

Health and Safety Executive’s website: 

Looking after your Business: http://www.hse.gov.uk/business/
Getting Started Step-by-step: http://www.hse.gov.uk/business/must-do.htm


	1.1
	Does your organisation hold a standard asbestos license to carry out asbestos removal works? (3 year license)

	YES/NO

	1.2
	Does your organisation have a formal health and safety policy or statement?

*(if you employ 5 or more employees you are required to produce a Health and Safety Policy/Statement under the Health & Safety at Work Act 1974)


Please tick here if copy enclosed     

                    
	YES/NO

	1.3
	Do you currently hold any external health and safety accreditations, such as CHAS (Contractors Health and Safety Assessment Scheme), or equivalent? (MANDATORY  REQUIREMENT)

	YES/NO

	1.4
	If YES to 1.2 please supply the following details as well as a copy of any certificates.

Accrediting Organisation:
Reference No:

Date accreditation expires or is to be renewed:

Please tick here if a copy of certificate attached                          



	1.5
	Has your company been served with an enforcement notice or been prosecuted in the past 3 years for breaches of health and safety legislation?


	YES/NO

	1.6

	If YES to 1.4 please give details of the prosecution or notice (and what measures you have taken to ensure the issue(s) will not re-occur).



	1.7
	Do you routinely carry out Risk Assessments?


	YES/NO

	1.8
	If YES to 1.6 please state what has been assessed. 

(At certain times, Shropshire Towns and Rural Housing may request copies of risk assessments, safe working procedure, or safety method statements.)


	1.9
	Do you have a health and safety training programme for employees?


	YES/NO

	1.10
	If YES to 1.8 please state what training has been given.



	1.11
	Does your company monitor:

(a) Accidents

(b) Ill health caused by work

(c) Health & Safety Performance


	YES/NO

YES/NO

YES/NO



	1.12

	Does your company have a recognised health & safety management system?

Please give details below:


	YES/NO

	1.13
	Please state how many accidents have been reported to your Enforcing Authority under RIDDOR (The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) in the last 2 years.

                                                                         Total

No. of accidents reported under RIDDOR last year

No. of accidents reported under RIDDOR this year



	1.14
	Does your company consult with employees on health and safety?

If YES, please give details below.


	YES/NO



	1.15
	Will you be using any sub contractors as part of this contract?
	YES/NO



	1.16
	If YES to 1.14 please give details of who your sub contractors are.



	1.17
	If YES to 1.14 how do you ensure they are competent?



	1.18
	Where do you get your competent health and safety advice?

To meet your legal responsibilities in ‘The Management of Health and Safety at Work Regulations 1999’ you must appoint one or more competent people to help you comply with your duties under health and safety law so you can prevent accidents and ill health at work. In practice, you can be that competent person as long as you know enough about what you have to do. If the risks are complex and you do not have access to competent advice in-house, you may want to appoint a safety consultant to help you.




	2.
	Equal Opportunities
	

	*
	Why do we need to know this?

The equality duties placed on public authorities requires that Shropshire Towns and Rural Housing to have due regard to the need to eliminate unlawful discrimination.

We need to ensure all companies that work with Shropshire Towns and Rural Housing comply with both UK and EU regulations regarding equal opportunities and discrimination law. Shropshire Towns and Rural Housing actively promotes equal opportunities in procurement and partnership.

Shropshire Towns and Rural Housing also needs to ensure that there are no outstanding claims against your organisation regarding discrimination.

Information to help small companies is available at:

Equality and Human Rights Commission - 

http://www.equalityhumanrights.com/advice-and-guidance/here-for-business/ 

Useful links for guidance & Information – http://www.equalityhumanrights.com/publications/guidance 
	

	2.1
	How do you comply with your statutory obligation under UK/EU equalities and discrimination legislation (or equivalent legislation and regulations in the countries in which you employ staff)?

- UK/EU equalities and discrimination legislation includes:-

- Human Rights Act 1998

- Equality Act 2010

Please enclose evidence for the above e.g. documents, instructions, recruitment advertisements or other literature.

	Enclosed
YES/NO


	2.2
	As a contractor providing a public service on behalf of a local authority, you have a duty to comply with the General Duties of the Public Sector Equality Duty as outlined below.

· Eliminate discrimination, harassment and victimisation that is unlawful under the Equality Act 2010;

· Advance equality of opportunity between those who share protected characteristics and those who do not;

· Foster good relations between those who share protected characteristics and those who do not.

How do you promote equality in your service delivery and towards your employee management as part of your operations?



	2.3
	In the last 3 years, has any claim or finding of unlawful discrimination been made against your organisation by any court?


	YES/NO

	2.4
	If YES to 2.3, please give details.


	

	2.5
	In the last 3 years, has your organisation been the subject of formal investigation by the Equality and Human Rights Commission?


	YES/NO

	2.6
	If YES to 2.5, please give details.


	

	2.7


	(NB Organisations with less than 5 employees are not required to respond to questions 2.8 and 2.9)

How do you promote the diversity of your workforce e.g. do you take steps to encourage people from under-represented groups to apply for jobs or take up training opportunities and career progression? 

Please provide evidence of the above.


	

	2.8


	Do you have a grievance process to address all complaints relating to perceived discrimination?

Provide evidence for the above
	YES/NO

	2.9
	Organisation with less than 5 employees must confirm below that they will meet the requirements set out in questions 2.8 and 2.9 if they increase their number of staff above 5.

Confirmed


	YES/NO




Section F:

Technical Competency, Experience, Accreditation and Qualifications
	1.
	Adequate Resources and Experience

	1.1
	Please provide details of how you would approach domestic removals during holiday periods when school  works may be a demand on the companies’ resources  
(Maximum 5 Marks)


	1.2
	Please provide details of how the company would manage and control turnaround of larger scale works and programmes.
(Maximum 5 Marks)


	1.3
	Based on your previous experience please provide details of your approach to tenant liaison and how you have dealt with any defects arising from works carried out by your company in similar contracts. 
(Maximum 5 Marks)




	2.
	Experience & Resources

	2.1
	How many years has your company been carrying out asbestos removal works?
.………. years

	2.2
	Total number of employees:    _________________


	2.3
	Breakdown of employee position within company: 

                                                                           No. of employees
Overall Management                                          …………………..
Onsite Management/Supervisors                       …………………..
Removal operatives                                            ……………………
Admin/Clerical                                                    …………………..
Other                                                                   …………………..
Total                                                                   …………………..                 


	3.
	Accreditations (Mandatory Requirements)
	

	3.1
	Please detail below any professional or trade organisations by which your company is accredited. You should only list those that are relevant to this contract and which will support your application.
Please state whether the award belongs to the company or an individual.


	
	Name of Awarding Organisation/Body
	Level of Accreditation
	Date Achieved
	Date of Expiry/ Renewal



	
	
	
	
	

	
	

	
	Please provide copies of the certificates you have given above or other proof of the qualifications.

	Enclosed

YES/NO

	3.2
	Please state any formal quality assurance systems relevant to this contract, which your company operates i.e. (e.g. relevant ISO equivalent) or EU Equivalent.


	
	Name of Awarding Organisation/Body
	Registration Number
	Name of Quality Assurance System
	Date Achieved
	Date of Expiry/ Renewal

	
	
	
	
	
	

	
	

	
	Please provide copies of the certificates you have given above or other proof of the qualifications.


	Enclosed

YES/NO


	4.
	Qualifications

	4.1
	Please confirm the experience and qualifications of your staff (including any sub-contractors) in order to demonstrate your technical competency for this contract.
Details of the qualifications of the following staff are required:-
· Contract Management
· Site Management/Supervisors
· Finance staff.

· Asbestos removal operatives



	5.
	Contract Experience and References

	5.1
	Please list below up to a maximum of 10 similar contracts undertaken by your company in the past 5 years or currently being handled.
Any previous Social Housing Sector experience will be of particular interest.



	
	Name of Organisation/Company
	Contact Name & Address
	Value of Contract (£)
	Nature of work undertaken
	Contract Dates (From – To)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


Section G:

Shropshire Towns and Rural Housing Declaration
I understand that the responses I have given in this Request to Participate Questionnaire, together with any supporting documentation, are to be used as a basis for selection of companies to tender for this contract.

I note that Shropshire Towns and Rural Housing reserves the right to undertake supplementary stages of selection prior to inviting tenders.

I confirm that if I am awarded a contract all of the information I have provided in this Request to Participate Questionnaire together with any supporting documentation will be deemed to be part of the contract.

Signed  _______________________

Name  __________________________







(please print)
Designation ___________________

Date    __________________________
Company  _____________________________________________________________
Address   _____________________________________________________________
_____________________________________________________________________
______________________________

Postcode  _______________________
Tel No.  _______________________

Fax No.  ________________________
E-mail address  ________________________________________________________

Website  ______________________________________________________________

Thank you for taking the time to complete this questionnaire
To ensure your application is evaluated properly you should complete all of the sections within the Request to Participate Questionnaire that are applicable to you. 
Before returning the questionnaire, please use the checklist below to ensure you have enclosed all of the relevant documentation. 
If you are unsure about any of the questions within this questionnaire and require further clarification you should contact Richard Nicholls, Contracts Officer or via email quoting the contract reference and title to:    richard.nicholls@starhousing.org.uk
Checklist for completed Questionnaires
	Section / Question No.
	Documents
	Tick if enclosed/complete

	Answers provided to ALL questions within this document


	

	Section C / 1.3
	Copy of Insurance certificates enclosed


	

	Section E / 1.1
	Copy of health & safety policy document enclosed 

(if you have 5 or more employees)


	

	Section E / 1.3
	Copy of health & safety accreditation certificates enclosed


	

	Section E / 2.7
	Equal opportunities & diversity literature enclosed
	

	Section F / 3.1
	Copies of any relevant professional or trade accreditation certificates enclosed


	

	Section F / 3.2
	Copies of any formal quality assurance systems certificates enclosed
	

	Section G
	Declaration duly signed


	

	One hard copy and one CD copy of this questionnaire enclosed


	


Please return copies of the completed RTP Questionnaire using the return label provided by the deadline of 12 noon on Friday 30thJune 2017
Please note any questionnaires returned after the deadline will not be considered.
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