
Invitation to Tender for the Provision of Security and Stewarding Services
Document 5 – Guidance for scoring tender submissions
Introduction
The scoring methodology and weightings against which tender submissions will be assessed are as set out in this document.  
The weights allocated to the Quality and Pricing elements are as follows:

Quality 60%

Pricing 40%

Quality Evaluation

The quality evaluation of each submission will have four main objectives: 
1. To establish whether the information within the tender submission fulfils the requirements of the contract specifications and conditions and whether the proposed methods of working will achieve the required performance. 

2. To establish whether sufficient resources have been applied to deliver the services required. This is to include staffing, skills, management and support systems, machinery and equipment. 

3. To establish whether the required quality standards can be met and sustained throughout the life of the contract. 

4. To assess the experience of the organisation’s in service provision. 

The main way in which quality and technical ability will be established will be evaluating the answers to the responses in the following areas:

A Supplier Information

B Exclusion Grounds

C Selection Questions

D Experience

E Organisation

F Contract Delivery Plan

G Assurance of Supply

H Quality

I Continuous Improvement

J Recruitment and Training

K Environmental

L Risk Assessments and Standard Operating Procedures

M Health and Safety

N Client References

O Additional Services

P Mobilisation

Q Additional Information

R Sample Event Briefs

S Subcontracted Services

Scoring Approach (Quality Weight 60%) 
Each section has been allocated a maximum score based on its importance to the evaluation team. There is a maximum of 300 points available. The scores awarded from each section will be totalled and subjected to a multiplier to reflect the percentage weighting allocated to the Quality Evaluation (60%)  

Example if a respondent scores 150 from the available 300 points this will equate to 30% by using the following calculation: Score/Total Points available multiplied by 60 (150/300 x 60 = 30). 

Example if a Tenderer scores 280 from the available 300 points this will equate to 56% by using the following calculation: Score/Total Points available multiplied by 60 (280/300 x 60= 56). 

The same logic will be applied to groups of questions which equate to a single evaluation criterion. 

Quality questions will be scored using the methodology in the table below or an appropriate multiplier dependant on the maximum score available for each question.

	Score
	Comment
	Scoring Guidance

	0
	Unsatisfactory
	No response or a response that is entirely irrelevant.



	1
	Poor
	An ambiguous response that is not entirely relevant and which insufficiently addresses essential requirements in regard to ACC Liverpool specific detail.



	2
	Weak
	A response that is not entirely relevant and which only addresses some essential requirements in regard to ACC Liverpool specific detail.



	3
	Satisfactory
	An acceptable response - Compliant and all the basic requirements are met but not exceeded.



	4
	Good
	A good response that addresses all essential requirements with a good level of ACC Liverpool specific detail.



	5
	Excellent
	A comprehensive and strong response addressing all essential requirements with a high level of ACC Liverpool specific detail.




The above would be applied to a question worth a maximum of 5 marks. However if a questions is worth a maximum of 40 marks the following will apply:

	Score
	Comment
	Scoring Guidance

	0
	Unsatisfactory
	No response or a response that is entirely irrelevant.



	8
	Poor
	An ambiguous response that is not entirely relevant and which insufficiently addresses essential requirements in regard to ACC Liverpool specific detail.



	16
	Weak
	A response that is not entirely relevant and which only addresses some essential requirements in regard to ACC Liverpool specific detail.



	24
	Satisfactory
	An acceptable response - Compliant and all the basic requirements are met but not exceeded.



	32
	Good
	A good response that addresses all essential requirements with a good level of ACC Liverpool specific detail.



	40
	Excellent
	A comprehensive and strong response addressing all essential requirements with a high level of ACC Liverpool specific detail.




All questions in the invitation to tender have been allocated maximum scores. The maximum available score for each question is identified in the tables below. 

Sections A – C 
There is a total of 15 points available here. Please see Document 5 - Appendix 1 for specific details.
Section D: Experience
	Question 
	Maximum Score
	How question is scored

	Section D
	20

	

	Please provide details of your organisation’s experience and expertise in the provision of Security and Stewarding services demonstrating what it is about your service offering that sets your organisation apart from your competitors?
	10
	0 - unsatisfactory
2 - Poor
4 - Weak
6 - Satisfactory
8 – Good
10 - Excellent

	Please include evidence of recent or current contracts undertaken, in particular, evidence of delivery of security and stewarding services within the same or a similar industry to ACC Liverpool.
	10
	0 - unsatisfactory

2 - Poor

4 - Weak

6 - Satisfactory

8 – Good

10 - Excellent



Section E: Organisation


	Question
	Maximum Score
	How question is scored

	Section E
	20

	

	Please attach an organisation chart with the proposed key team who will be responsible for the delivery of this service and details of their relevant experience and expertise. This should include the proposed local management and supervisory structure suitable for the efficient and cost-effective management of the service, and reasons for the proposed numbers, skills and experience.
	15
	0 - unsatisfactory

3 - Poor

6 - Weak

9 - Satisfactory

12 - Good

15 - Excellent



	Details of the Respondents resources which will be committed for the handover and mobilisation of this contract to ensure there is no discernible break in the service between the present and the new operation.
	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent




Section F: Contract Delivery Plan  
	Question
	Maximum Score
	How question is scored

	Section F
	35

	

	Describe your plan for delivery of this contract. The service delivery plan should include, amongst other things, mobilisation of the contract, ongoing delivery, communication lines, including how communication will be managed with ACC Liverpool, escalation procedures and contingency planning.
	25
	0 - unsatisfactory

5 – Poor
10 - Weak

15 - Satisfactory

20 - Good

25 - Excellent



	Outline your procedures for staff timekeeping inclusive of logging in and out procedures
	10
	0 - unsatisfactory

2 - Poor

4 - Weak

6 - Satisfactory

8 – Good

10 - Excellent 



Section G: Assurance and Supply


	Question
	Maximum Score
	How question is scored

	Section G
	30

	

	Demonstrate your capability to continuously provide the services specified in the attached specification for the period of the proposed contract.


	10
	0 - unsatisfactory

2 - Poor

4 - Weak

6 - Satisfactory

8 – Good

10 - Excellent



	The successful contractor will be expected to implement an Incident Management & Business Continuity plan outlining their management arrangements in the event of emergencies which impact on the Site or the security and stewarding workforce or supply chain. Please supply a sample plan currently in operation and how you would propose to implement a plan
	20
	0 - unsatisfactory

4 - Poor

8 - Weak

12 - Satisfactory

16 – Good

20 - Excellent




Section H: Quality

	Question
	Maximum Score
	How question is scored

	Section H
	30

	

	What systems and processes do you have in place to ensure that performance is of a continuous high standard whilst demonstrating a value for money service?
	15
	0 - unsatisfactory

3 - Poor

6 - Weak

9 - Satisfactory

12 - Good

15 - Excellent



	Please provide examples of any associated reports that you would share with ACC Liverpool
This should include:

a. Methods of measuring, recording and monitoring acceptability of performance? 

b. Internal audit process and frequency

c. Procedure for the investigation of non-performance and complaints and the rectification process.

d. Proposed systems for client liaison?  

e. Details of the level and frequency of reports available to ACC Liverpool to demonstrate the performance of the contract to the defined standards / outputs. 

f. Training records and Health and safety documentation.  This will include detail on continuous development and improvement training and Health and safety toolbox talk delivery

g. Accident and near miss reporting detailing any corrective measures put in place to avoid recurrence.


	15
	0 - unsatisfactory

3 - Poor

6 - Weak

9 - Satisfactory

12 - Good

15 - Excellent



	3. Please provide a summary of pertinent quality standards, awards or accreditation achieved in the last two years that are relevant to this ITT.
	0
	NA



Section I:  Continuous Improvement
	Question
	Maximum Score
	How question is scored

	Section I
	30
	

	Submit a method statement detailing how you can implement a programme of continuous improvement throughout the contract period and continuously improve the service outputs detailed within the contract.
To include as a minimum: 

a. The inclusion of baseline indicators and annual performance indicator targets.(including environmental KPI’s and targets) 

b. Methods of benchmarking service outputs with similar contracts and services. 

c.  Details of the innovative working practises you intend to employ to facilitate and deliver the service
d. Demonstration of the Company’s ability to respond to changes in future requirements 

e. Methods of tracking that service delivery is the most current and effective security and stewarding solutions

f. Network of intelligence and resource at your disposal to aid contract delivery.  This will include as a minimum local and national key stakeholders from the blue light and council services


	30
	0 - unsatisfactory

6 - Poor

12 - Weak

18 - Satisfactory

24 - Good

30 - Excellent 




Section J: Recruitment & Training

	Question
	Maximum Score
	How question is scored

	Section J
	20

	

	How you are proposing to recruit and retain sufficient staff to efficiently manage this contract over the next few years, holiday and sickness cover arrangements, ad hoc building cleaning requirements?
	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent



	Outline in detail your intended induction process and training that would qualify staff as competent to fulfil their role at ACC Liverpool
	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent



	Outline your proposed training arrangements for all levels of staff working on this contract, to include both during the mobilisation period and throughout the life of the contract.
	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent



	What quality systems do you use in the workplace to ensure your staff are properly inducted and trained to operate equipment on site.
	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent




Section K: Environmental

	Question
	Maximum Score
	How question is scored

	Section K
	10

	

	Attach a copy of your Environmental/Sustainability Strategy and/or Policy and outline the benefits of this to the ACC Liverpool Group
	10
	0 - unsatisfactory

2 - Poor

4 - Weak

6 - Satisfactory

8 – Good

10 - Excellent




Section L: Risk Assessments and Standard Operating Procedures

	Question
	Maximum Score
	How question is scored

	Section L
	15

	

	Please provide documented evidence of role specific risk assessments and operating procedures for both the security and stewarding services identified within Document 3 - Section III of the Contract and outline your proposed methods of ensuring compliance by your staff.

	15
	0 - unsatisfactory

3 - Poor

6 - Weak

9 - Satisfactory

12 - Good

15 - Excellent




Section M:  Health and Safety
	Question
	Maximum Score
	How question is scored

	Section M
	15

	

	Please provide a copy of your Health and Safety policy and outline how and to what extent this policy can be incorporated into the operation of this contract.  Please evidence how you ensure this policy is shared with employees and how you measure understanding and acceptance of this policy.

	15
	0 - unsatisfactory

3 - Poor

6 - Weak

9 - Satisfactory

12 - Good

15 - Excellent




Section N: Client References

	Question
	Maximum Score
	How question is scored

	Section N
	5


	

	The tenderer is required to provide contact details, including email addresses for two of these clients who may be contacted to provide references regarding the experience you have reported.


	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent 



Section O: Additional Services

	Question
	Maximum Score
	How question is scored

	Section O
	10

	

	Please provide details of any additional delivery or service offerings which you feel would be relevant and how and where they could be utilised by ACC Liverpool and our clients if required. 


	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent 



	In addition to this, please demonstrate how you will ensure a value for money service 

	5
	0 - unsatisfactory

1 - Poor

2 - Weak

3 - Satisfactory

4 - Good

5 - Excellent 




Section P: Mobilisation – for information only
Section Q: Additional Information- for information only
Section R: Sample Event Brief

	Question
	Maximum Score
	How question is scored

	Section R
	45

	

	Document 6 – Submissions Schedules - 7a and 7b contains 2 x Event Scenarios which contain Sample Security and Stewarding Briefs, one for an entertainment and sports sector and one for the conference and exhibition sector. These detail a typical event that takes place within ACC Liverpool. 

There are no set templates for this part of the submission, please provide the following information as part of your submission:-

· a Security and Stewarding Delivery plan for each event for delivery of these requirements 

· a total cost for the provision of Security and Stewarding services for each of these events 
	45
	0 - unsatisfactory

5 - Poor

15 - Weak

25 - Satisfactory

35 - Good

45 - Excellent 




Section S: Intention to Sub Contract part of the Services – for information only
Pricing Evaluation (40% Weighting)
Section T: Pricing schedule

Document 6 – Pricing Schedule contains the following sections:

	Pricing Schedule
	Maximum Points Available

	Management Fees
	100

	Core Security
	100

	Event Stewarding
	100


Prices will be evaluated separately from quality and account for 40% of the total weighting. Each section within the pricing schedule will be scored with the most competitively priced total across the proposals achieving the maximum marks.
The respondents pricing submissions will be evaluated using the following pricing formula:

For each section, the lowest price will receive the maximum points available for the schedule as listed in the table above and the more expensive submissions will be ranked and allocated a score as a direct proportion to how much more expensive they are than the lowest priced submission.
Example: 
Respondent A Management Fees – Fixed Cost per Month = £20



Respondent B Management Fees – Fixed Cost per Month = £25



Respondent C Management Fees – Fixed Cost per Month = £40

Respondent A receives 


100 points
Respondent B receives £20/£25x100 = 
80 points
Respondent C receives £20/£40x100 = 
50 points
All other schedules will then be allocated a % of the maximum score available for that schedule using the same method. 
It is imperative that each contract line is priced to enable your bid to be fully evaluated. Schedules that do not contain pricing in each line may be disqualified. Document 6 - The Pricing Schedule highlights the areas that insertions from Respondents are expected.

The scores from each schedule will be totalled and the 40% weighting applied.
The following Pricing Schedule has purposely been drafted as non-prescriptive in terms of current provision and usage:


Management Fees

This is to allow the evaluation team to ascertain the respondents experience and understanding of our requirements. If the provision provided for in the pricing schedules are deemed purposely light to enable a lowest cost proposal to score the highest marks, the evaluation team will address this in the quality scoring, as any pricing schedules deemed to be under resourced will be awarded a lower score in the associated quality sections.
Assessment and weightings of scores

Each section will be evaluated and scores allocated as indicated above. Weightings for each section are indicated below:-

Sections A to S
-
60% of the total score 
Section T
-
40% of the total score 
The quality and pricing scores will be combined (quality 60% / Pricing 40%) to determine the top 5 submissions that provide the most appropriate combination of quality and value for money. 

The 5 highest scoring submissions will be shortlisted to the next stage.

The top 5 scoring respondents will be invited to a presentation and interview. Details of the requirements for the presentation and interview will be released when the shortlisted respondents are informed. 
The presentations and interview responses shall be considered by the evaluation panel and scored to determine the preferred provider.  
Award criteria

The shortlisted respondent achieving the highest score will be awarded the contract. In the event that two bids are given the same score (following clarifications if required) then ACC Liverpool reserve the right to award to the lowest priced bid. 
Evaluation Panel
Tender submissions will be evaluated by the panel detailed below:-

Eddie Dos Santos – Head of Event Support
Delia Hanlon – Contract Manager 

Naomi Thomas – Procurement Manager (Facilitating)

