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	28/01/2026

	Procurement Shared Service
NELFT NHS Foundation Trust 

Goodmayes Hospital

157 Barley Lane

Ilford

IG3 8XJ
Email: Please message via the Atamis portal



Request for Quotation: Mentoring Skills Training
I am writing to you on behalf of the North East London NHS Foundation Trust.

We currently have a requirement for Mentoring Skills Training. The details of which are set out in the Annex to this letter.
The selected supplier is expected to start Q1 2026 following the successful completion of the mentoring skills training RFQ exercise.
NHS Standard Terms and Conditions for Service under a Request for a Quotation attached will apply to any purchase.

When issuing your proposal please provide the following: 

· Full name of supplier alongside DUNS number

· CV for the key personnel who will be assigned to facilitate the requirements

· Experience in facilitating training or examples of similar work carried out 

· Information on how the service required will be delivered 

· Total contract price excluding VAT, including the cost of extension 

Proposals to be submitted by 12 February 2026 at 12 noon. 

The Trust is seeking quotations from a number of suppliers. The following criteria will apply to the selection of the successful supplier: 
The supplier’s offer that (a – 25%) meets all the requirements set out in the Annex to this letter (b-25%) provides all information required by this letter and (c - 50%) is the lowest price.

Your response must be valid for acceptance for 90 days from the deadline for receipt of quotations. Your response constitutes an offer and if the Trust accepts that offer then a legally binding contract will exist between us. 

Respondents accept that the Trust is subject to the Freedom of Information Act and government transparency obligations which may require the Trust to disclose information received from you to third parties. 

This letter and your response do not give rise to any contractual obligation or liability unless and until such time as the Trust issues a letter referencing this Request for a Quotation [with a valid Purchase Order number] accepting your quotation. The Trust does not make any commitment to purchase and shall have no liability for your costs in responding to this Request for a Quotation.

Yours sincerely,

Dola Kolawole
Procurement Specialist 

NELFT, NLFT shared service

Annex

Specification

Project Details: Mentoring Skills Training 
INTRODUCTION AND OVERVIEW

NELFT deliver regular mentoring workshops for all staff as part of the strategy to recruit, retain and develop our workforce.

Mentoring is an important function throughout our organization and we know many individuals have benefited from the support offered by a strong mentor. 

We want a range of leaders in our organisation to learn to perform this role effectively and to a standard that helps provide all the guidance and support a mentee might need.
Budget: Maximum of £14,000 per annum
Content of delivery:

Workshop objectives should include: 

· Explain the mentor/mentee relationship and the roles and responsibilities

· Develop a clear set of guidelines and principles for a successful mentor relationship

· Understand and use specific tools to help you provide effective support for the mentee

· Confidently deliver exceptional mentor support

Further details of workshop content will focus on the following areas:

· Roles and Responsibilities – Understanding the relationship of the mentor and mentee and how to get the most out of it. This includes a review of the roles as they move through the stages of mentoring.
· Code of Practice and Confidentiality – The importance of maintaining a professional approach to mentoring where each person feels safe and confident that discretion is maintained throughout the process.

· Mentoring Agreement – Establishing the need for a clear mentoring agreement between the mentor and mentee and practicing the development of an agreement that can be used to improve the mentoring experience.

· Encouraging Reflection – Exploring the important role that personal reflection plays during mentoring and how this skill should be highlighted and encouraged. Using a structured approach to reflection.

· Facilitative Vs. Directive Mentoring – Reviewing the different approaches to mentoring and establishing when you should challenge and when you should instruct to help ensure you get the best out of your mentee.

· Using Questions – Evaluating a variety of questions that you can use to gain the best response and lead a mentee to the best solution.

· Giving Feedback – Working with a clear feedback model to guide us through the process and ensure that we pick the best level of feedback to suit the circumstances. Includes a review of how to implement effective feedback.

Delivery, Frequency and workshop times

· Live virtual sessions using Zoom

· 11 sessions delivered monthly Jan – Nov (excluding December)

· Delivered in one day
PERFORMANCE MEASURES

Contact Activity and outcome measures target to be agreed during contract discussions 

CONTRACT PERIOD 

The contract shall be for an initial period of 12 months and extended for another 1 + 1 Year if funding is available, and the supplier meets KPI's. The contract commences on the date listed on the NHS T&C.
KPIs: 

· Complete delivery of all key training topics as outlined in the workshop focus areas.

· Participant satisfaction rating of 85% or higher on training relevance and engagement.

· At least 80% of participants demonstrate improved mentoring skills based on pre- and post-training assessments.

· Timely delivery and responsiveness, with vendor responding to communications within 3 working days.
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