

[image: ]






Invitation to Tender for 
Motiv8 Case Management System
Contract Reference NCJSMOTIV8



[image: ]
Case Management System
Contract Ref: NCJSMOTIV8		Invitation to Tender			 		12

Contents

	
1.	Background and Information Relating to the Contract	4
1.1	Overview of New Charter Homes	4
1.2	Overview of the Contract	4
1.3	Purpose of the Invitation to Tender	5
1.4	Contact information	5
1.5	Duration of the Contract	5
1.6	Specification	5
1.7	Pricing	6
1.8	Conditions of Contract	6
2.	Important Notices for Bidders	7
2.1	Publicity	7
2.2	Accuracy of information	7
2.3	Fair Competition	8
2.4	Copyright	8
2.5	Publicity	8
2.6	New Charter’s right to reject bids	8
2.7	Time	9
2.8	Bid costs and loss of profits	9
3.	General Matters	10
3.1	General approach	10
3.2	Enquiries and Communication	10
3.3	Amendments to the ITT	11
3.4	Not applicable	11
3.5	Procedure for the submission of bids	11
3.6	Not Applicable	11
3.7	Procurement timetable	11
4.	Bid Return Requirements	13
4.1	General	13
4.2	Content of bids	13
5.	Evaluation of Bids	15
5.1	Introduction	15
5.2	Evaluation for compliance	15
5.3	Not applicable	15
5.4	Evaluation criteria	15
6.	Glossary of Terms	16
Appendix 1 – Specification	17
Appendix 2 – Pricing Document	22
Appendix 3 – Form of Tender	25
Appendix 4 – Anti-Collusion Certificate	27
Appendix 5 – Non-Canvassing Certificate	29
Appendix 6 – Conditions of Contract	30
Appendix 7 - Written Return	31
Invitation to Tender Checklist	38






Case Management System
Contract Ref: NCJSMOTIV8		Invitation to Tender			 		32

1. [bookmark: _Toc361659409][bookmark: _Toc361659394][bookmark: _Toc47358403]Background and Information Relating to the Contract

1.1 [bookmark: _Toc355016673][bookmark: _Toc361659410][bookmark: _Toc47358404]Overview of New Charter Homes

Who is New Charter Homes?

[bookmark: _Hlk508373850][bookmark: _Toc361659411]New Charter Homes is part of the Jigsaw Homes Group. 
Jigsaw Homes Group’s main social purpose is to provide quality homes as solid foundations for people to thrive for the rest of their lives. We are one of the largest housing groups in England with around 34,000 homes across the North West and East Midlands. Jigsaw Homes Group combines the strengths of two successful housing groups New Charter Group and Adactus Housing Group.

Motiv8 is a 5-year programme delivered by New Charter Homes. It is funded by the National Lottery Community Fund and European Union through the European Social Fund (2014-2020) as part of the Building Better Opportunities programme. 
The programme commenced in November 2016, going live to participants in January 2017. The programme has been extended to allow delivery into early 2022. 
Motiv8 will support over 5,000 people to overcome multiple complex needs and move them closer to the labour market. 
Motiv8 is being delivered across Greater Manchester under the umbrella of Manchester Athena Limited, a strategic partnership of housing associations who share a goal of using innovation and enterprise to help transform people’s lives. 
The programme is delivered through a partnership of 5 Housing Providers (including New Charter Homes) with support from voluntary and community sector partners. New Charter Homes are the accountable body for the Motiv8 programme. 

1.2 [bookmark: _Ref531250381][bookmark: _Toc47358405]Overview of the Contract 

The proposed Contract is for provision of a case management system for continued delivery of the Motiv8 programme. This includes operational management of a case load of participants by project partners and the ability to provide New Charter Homes (as accountable body for the programme) with the necessary management Information to satisfy the programme funders (National Lottery Community Fund and European Social Fund) reporting requirements. 
Motiv8 has been successfully using the “Yeti” case management system from Cognisoft since 2017. This contract has now lapsed and therefore tenders are invited from interested parties. 

The key elements of the required system are:
· Funder Management Reports
· Accountable Body Performance Management Reports
· Cloud Based
· Single Entry 
· Data Segregation
· Participant Activity and interactions
· Participant Journey
· Participant Action Plan
· Participant Assessment Tools 
· Document Attachment
· Dashboards
· Approval Process
· Search 
· Print Friendly
· Auditable
· Updates
· Data Security
· Data Archiving


1.3 [bookmark: _Toc361659407][bookmark: _Toc361659412][bookmark: _Toc47358406]Purpose of the Invitation to Tender

This ITT provides the details of a competition being conducted by New Charter Homes to select a Successful Bidder for the Contract.  

1.4 [bookmark: _Toc361659408][bookmark: _Ref531250821][bookmark: _Toc47358407]Contact information

All communication in respect of the bid process shall be addressed to:

Mr Lawrence Milner - Lawrence.Milner@jigsawhomes.org.uk 

1.5 [bookmark: _Toc47358408]Duration of the Contract

It is envisaged that the Contract with the Successful Bidder will last for an initial period of up to 24 months with an option to extend for 12 months. Any extension shall be subject to funding availability and at New Charter Homes’ sole discretion.

1.6 [bookmark: _Toc361659413][bookmark: _Toc47358409]Specification

Section 1.2 contains a broad overview of the Services to be provided by the Successful Bidder under the Contract. Full details of the Services to be provided under the Contract are contained in the Specification set out at Appendix 1 of this ITT. The Successful Bidder will be required to comply with the Specification in providing the Services.

1.7 [bookmark: _Toc361659415][bookmark: _Toc47358410]Pricing

	As part of their bid submission Bidders must complete and return the Pricing Document set out at Appendix 2 of this ITT. The completed Pricing Document will be taken into account by New Charter in evaluating Bidders’ bids.
  
If a Bidder is successful in its bid for the Contract, then the Pricing Document it submitted as part of its bid will be referenced in the Contract it enters into with New Charter and will be used in calculating the amount payable to the Successful Bidder under the Contract.

1.8 [bookmark: _Toc361659416][bookmark: _Toc47358411]Conditions of Contract

The Conditions of Contract that New Charter proposes to enter into with the Successful Bidder is set out at Appendix 6 of this ITT. 


2. [bookmark: _Toc47358412]Important Notices for Bidders

This Invitation to Tender (“ITT”) is being made available only to those Bidders who have been selected by New Charter to bid for the Contract (hereinafter referred to as the “Contract”). This ITT is made available on condition that it is to be used in connection with bidding for the Contract and no other purpose whatsoever.

2.1 [bookmark: _Toc47358413]Publicity

Subject to the exceptions referred to below, the information in this ITT is made available by New Charter on condition that Bidders shall:

1 
2 
2.1 
2.1.1 at all times treat such information as confidential;

2.1.2 not disclose, copy, reproduce, distribute or pass the information to any other third person or allow any of these things to happen; and

2.1.3 not use the information for any purpose other than for the purpose of making (or deciding whether to make) a bid for the Contract. 

Notwithstanding the conditions referred to in paragraphs 2.1.1 to 2.1.3 above, Bidders may disclose, distribute or pass information to another person if:

2.1.4 done for the sole purpose of enabling a bid to be made and the person receiving the information undertakes in writing to keep the information confidential on the same terms as set out in this ITT; or

2.1.5 New Charter gives its prior written consent in relation to such disclosure, distribution or passing of information.

New Charter may disclose any information relating to the bids to its directors, officers, employees, agents or advisers. New Charter also reserves the right to disseminate information that is materially relevant to the Contract to all Bidders, even if the information has only been requested by one Bidder. New Charter will act reasonably as regards the protection of commercially sensitive information relating to the Bidder.

2.2 [bookmark: _Toc361659396][bookmark: _Toc47358414]Accuracy of information

The information contained in this ITT has been prepared by New Charter in good faith but does not purport to be comprehensive or to have been independently verified. New Charter does not accept any liability or responsibility for the adequacy, accuracy or completeness of, or makes any representation or warranty (express or implied) with respect to the information contained in the ITT or with respect to any written or oral information made or to be made available to any Bidder or its professional advisors and any liability therefore is hereby expressly disclaimed.

Bidders considering entering into a contractual relationship with New Charter should make their own enquiries and investigations of New Charter's requirements. The subject matter of this ITT shall only have contractual effect when it is contained in the express terms of an executed agreement.

Nothing in this ITT is, or should be relied upon as a promise or representation as to the future and New Charter does not undertake to provide Bidders with access to any additional information or to update the information in this ITT or to correct any inaccuracies that may become apparent.  New Charter reserves the right, without prior notice, to change the procedures outlined in this ITT or to terminate discussions and the delivery of information at any time before entering into the Contract.

2.3 [bookmark: _Toc47358415]Fair Competition

Jigsaw Homes Group is committed to fair competition in its procurement. Bidders must complete and sign certificates of ant-collusion and non-canvassing as set out at Appendices 4 and 5 respectively.

2.4 [bookmark: _Toc361659399][bookmark: _Toc47358416]Copyright

The copyright in this ITT is vested in New Charter and may not be reproduced, copied or stored in any medium without the prior written consent of New Charter. This ITT and any document issued to Bidders supplemental to it shall remain the property of New Charter and shall be returned upon demand.

2.5 [bookmark: _Toc47358417]Publicity

Bidders shall not undertake (or permit to be undertaken) at any time, whether at this stage or after conclusion of the Contract, any publicity activity with any section of the media in relation to the Contract other than with the prior written consent of New Charter (in relation to the form and content of the proposed publicity).

2.6 [bookmark: _Toc361659401][bookmark: _Toc47358418]New Charter’s right to reject bids

Notwithstanding anything else stated in this ITT, the issue of this ITT in no way commits New Charter to enter into the Contract or any other agreement whatsoever.  New Charter is not bound to accept any bid and reserves the right to accept any bid either in whole or in part.  

New Charter reserves the right to reject any or all of the responses received and discontinue the bidding process and/or reject any incomplete or incorrectly completed responses. 

Bids will be checked initially for compliance with the requirements of this ITT and for completeness. Clarification may be sought from Bidders in order to determine if a bid is complete and compliant.  Bids that are not substantially complete and/or compliant with the requirements of this ITT may be rejected.
 
2.7 [bookmark: _Toc361659402][bookmark: _Toc47358419]Time

New Charter reserves the right, in its absolute discretion to amend the timetable or extend any time period in this ITT. 
 
2.8 [bookmark: _Toc361659403][bookmark: _Toc47358420]Bid costs and loss of profits

	Bidders shall bear their own costs and in no circumstances whatsoever shall New Charter become liable for any bidding costs, nor shall New Charter be liable for any loss of profits, loss of Contracts or other costs or losses suffered or incurred by a Bidder as a result of that Bidder not being awarded one or more Contracts pursuant to this procurement process. New Charter shall similarly not be liable in the event that the procurement process is cancelled, whatever the reason.
 
3. [bookmark: _Toc361659418][bookmark: _Toc47358421]General Matters

3.1 [bookmark: _Toc361659419][bookmark: _Toc47358422]General approach

Although this ITT is not subject to the Public Contracts Regulations 2015, Bidders are reminded that New Charter will conduct the process in accordance with the key EU principles of transparency, non-discrimination and equal treatment.

3.2 [bookmark: _Toc47358423]Enquiries and Communication

During the ITT stage Bidders may submit questions and requests for Clarification or further information.  Bidders should note the following procedure for obtaining further information or Clarification on matters arising during the ITT stage:

3.2.1 	Bidders shall address their questions and requests for Clarification or further information to the contact point set out in section 1.4

3.2.2	On receipt of a request for clarification or further information New Charter may, at its sole discretion, endeavour to respond to the Bidder and provide such Bidder with any additional information to which New Charter has access, but New Charter shall not be obliged to comply with any such request and does not accept an liability or responsibility for failure to provide an such information (and absence of a response from New Charter shall not entitle a Bidder to make any particular assumptions about the matters sought to be clarified).

3.2.3	Except as stated below, all questions and requests for Clarification or further information and the corresponding responses, will be circulated by New Charter to all Bidders.

3.2.4	When submitting a question or request for Clarification or further information, Bidders should indicate whether or not they believe the question or request for Clarification or further information is commercially confidential to them and should not therefore be shared with other Bidders. Any such question or request for Clarification or further information should be marked ‘Confidential – not to be circulated to other Bidders’.

[bookmark: _Toc464111835][bookmark: _Toc464112300][bookmark: _Toc466114325][bookmark: _Toc491177928][bookmark: _Toc491335433][bookmark: _Toc505155004][bookmark: _Toc508613612][bookmark: _Toc530039477]3.2.5	If New Charter considers that, in the interests of open and fair competition, it is unable to respond to the question or request for Clarification or further information on a confidential basis, it will inform the Bidder who has submitted it. The Bidder must as soon as practicable thereafter request that either the query be withdrawn or treated as not confidential.
3.2.6	All questions or requests for Clarification or further information must be 	submitted by 12.00 noon on 14/08/2020 at the latest. Requests/questions received after this time will not be responded to by New Charter.

3.3 [bookmark: _Toc361659421][bookmark: _Toc47358424]Amendments to the ITT

New Charter reserves the right to issue amendments or modifications to this ITT during the ITT stage. These will be issued to all Bidders simultaneously and bids will be assumed to take account of any such modifications and amendments.

3.4 [bookmark: _Toc47358425]Not applicable

3.5 [bookmark: _Toc361659423][bookmark: _Toc47358426]Procedure for the submission of bids

[bookmark: _Hlk508375715]Bidders shall submit bids via e-mail by no later than 12.00 noon on 21/08/2020, to:

Shehnaz.Akhtar@jigsawhomes.org.uk

The e-mail subject shall state the following:

‘Tender Return Ref: NCJSMOTIV8

Please provide your response to this ITT by completing the required documents. Please do not provide separate or different types or formats of documents unless specifically requested to do so.

Please note that the designated limits on length of responses set out in the ITT must be strictly adhered to. Any question response exceeding the designated limit will be disregarded beyond that limit. Unless specifically requested to do so, please do not include or upload any standard marketing or promotional material within your answer as this will be disregarded.

Supporting information (appendices, attachments etc.) should be presented in the same order as, and should be referenced to, the relevant question.

Late Tender submissions will not be accepted.

Bidders are strongly recommended not to leave their ITT submission to the last minute. New Charter will not be held liable for failures to submit an ITT on time due to technical issues reported less than 24 hours before the submission deadline.

3.6 [bookmark: _Toc47358427]	Not Applicable

3.7 [bookmark: _Toc361659425][bookmark: _Ref531250852][bookmark: _Toc47358428]Procurement timetable

The indicative timetable for the procurement process is as set out below:



		Stage	
	Date

	ITT made available to Bidders
	03/08/2020

	Deadline for requests for Clarification
	14/08/2020

	Deadline for submission of bids 
	21/08/2020

	Completion of evaluation of and notification of result
	18/09/2020

	Contract commencement
	October 2020



New Charter reserves the right to amend the above timetable.

4. [bookmark: _Toc361659426][bookmark: _Ref531250894][bookmark: _Toc47358429]Bid Return Requirements

4.1 [bookmark: _Toc361659427][bookmark: _Toc47358430]General 

[bookmark: _Toc355016694]This Section provides Bidders with details of the form and content of bids that are invited and sets out the procedural requirements with which Bidders must comply when submitting a bid in order for their bid to be considered by New Charter. The process is intended to:

· assist New Charter in choosing the most economically advantageous bid;
· make clear the requirements with which Bidders must comply and the basis on which the bids will be evaluated; and
· maintain competition throughout.

If a Bidder does not comply with the requirements as set out at this Section 4, New Charter may (in its sole discretion) disqualify the Bidder from the competition.

The bid and any supporting documentation should be appropriately cross-referenced to this ITT. Bids should be as clear and concise as possible, in order to enable New Charter to evaluate bids in accordance with this ITT. 

Bidders shall confine each response to the question being asked. New Charter will only evaluate each response against the relevant question. Any Bidder response that is applicable to more than one question shall be repeated as necessary.   

Any question response exceeding the designated limit will be disregarded beyond that limit. 

All bids shall be submitted in English. Bidders are reminded that Variant Bids will not be accepted.

All pricing should be exclusive of Value Added Tax (VAT).

4.2 [bookmark: _Toc361659428][bookmark: _Toc535918742][bookmark: _Toc47358431]Content of bids

[bookmark: _Toc464111844][bookmark: _Toc464112309][bookmark: _Toc466114334][bookmark: _Toc491177937][bookmark: _Toc505154383][bookmark: _Toc508370523][bookmark: _Toc520377475]All bids must consist of the following items/documents:

4.2.1. [bookmark: _Toc535915790][bookmark: _Toc535918743][bookmark: _Toc46149361][bookmark: _Toc47358432]Acceptance of the Specification as set out in Appendix 1;


4.2.2. [bookmark: _Toc464111848][bookmark: _Toc464112313][bookmark: _Toc466114335][bookmark: _Toc491177938][bookmark: _Toc505154384][bookmark: _Toc508370524][bookmark: _Toc520377476][bookmark: _Toc535915792][bookmark: _Toc535918744][bookmark: _Toc46149362][bookmark: _Toc47358433]A completed Pricing Document set out in Appendix 2;

4.2.3. [bookmark: _Toc464111845][bookmark: _Toc464112310][bookmark: _Toc466114336][bookmark: _Toc491177939][bookmark: _Toc505154385][bookmark: _Toc508370525][bookmark: _Toc520377477][bookmark: _Toc535915793][bookmark: _Toc535918745][bookmark: _Toc46149363][bookmark: _Toc47358434]A completed Form of Tender as set out at Appendix 3 signed by the 	authorised signatory submitting the bid on behalf of the Bidder;

4.2.4. [bookmark: _Toc464111846][bookmark: _Toc464112311][bookmark: _Toc466114337][bookmark: _Toc491177940][bookmark: _Toc505154386][bookmark: _Toc508370526][bookmark: _Toc520377478][bookmark: _Toc535915794][bookmark: _Toc535918746][bookmark: _Toc46149364][bookmark: _Toc47358435]A completed Anti-Collusion Certificate as set out at Appendix 4, signed 	by the authorised signatory submitting the bid on behalf of the Bidder; 

4.2.5. [bookmark: _Toc464111847][bookmark: _Toc464112312][bookmark: _Toc466114338][bookmark: _Toc491177941][bookmark: _Toc505154387][bookmark: _Toc508370527][bookmark: _Toc520377479][bookmark: _Toc535915795][bookmark: _Toc535918747][bookmark: _Toc46149365][bookmark: _Toc47358436]A completed Non-Canvassing Certificate as set out at Appendix 5, 	signed by the authorised signatory submitting the bid on behalf of the 	Bidder;

4.2.6. [bookmark: _Toc46149366][bookmark: _Toc47358437]Inclusion of the Bidder’s proposed Conditions of Contract at Appendix 6. New Charter reserve the right to request amendments to any part which is found to be commercially or operationally unfavourable to New Charter. Bids may be rejected where the Bidder is unable to agree to the requested amendments;

4.2.7. [bookmark: _Toc464111849][bookmark: _Toc464112314][bookmark: _Toc466114339][bookmark: _Toc491177942][bookmark: _Toc505154388][bookmark: _Toc508370528][bookmark: _Toc520377480][bookmark: _Toc535915797][bookmark: _Toc535918749][bookmark: _Toc46149367][bookmark: _Toc47358438]A completed Written Return as set out in Appendix 7, specifying 	how the Bidder shall carry out the Services to be provided under the 	Contract;

4.2.8. [bookmark: _Toc491177943][bookmark: _Toc505154389][bookmark: _Toc508370529][bookmark: _Toc520377481][bookmark: _Toc535915798][bookmark: _Toc535918750][bookmark: _Toc46149368][bookmark: _Toc47358439]An Anti-Slavery and Human Trafficking Statement setting out how the 	Bidder has taken steps to ensure that slavery and human trafficking is 	not taking place in any part of the business or supply chains. The 	Successful Bidder(s) shall be required to provide an updated statement 	annually (applicable to Bidders with an annual turnover in excess of 	£36,000,000.


5. [bookmark: _Toc361659429][bookmark: _Ref531250923][bookmark: _Ref531251090][bookmark: _Toc47358440]Evaluation of Bids

5.1 [bookmark: _Toc361659430][bookmark: _Toc47358441]Introduction

The purpose of this Section is to provide information to Bidders on the evaluation process for bid submissions and the criteria that will be used to select the successful Bidder.

5.2 [bookmark: _Toc361659431][bookmark: _Toc47358442]Evaluation for compliance

Bids will be checked initially for compliance with this ITT and for completeness.  Bids that are not substantially complete and/or compliant with this ITT may be rejected. During the evaluation period, New Charter reserves the right to call for further information from the Bidders to assist it in its consideration of their bids.

5.3 [bookmark: _Toc47358443]Not applicable

5.4 [bookmark: _Ref531249234][bookmark: _Toc361659432][bookmark: _Toc47358444]Evaluation criteria 

Bids for the Contract for will be evaluated on the basis of the criteria set out below to determine the most economically advantageous tender.
 


	
Area

	Criteria
	Weighting

	


Quality






	Previous Experience
	10%

	
	System Capability
	30%

	
	Proposed Implementation Programme and Resources
	5%

	
	Training
	5%

	
	Data Migration
	5%

	
	Data Archiving
	5%

	
Price

	Pricing Document
	40%



* Bidders should refer to Appendix 7 of this ITT for further details of the % weighting that will be given to each individual element of the Written Return in the evaluation.

** Bidders should refer to Appendix 2 of this ITT for an explanation as to how the Pricing Document will be evaluated.

6. [bookmark: _Toc361659433][bookmark: _Toc47358445]Glossary of Terms

	Term

	Meaning

	Bidder
	The organisation(s) formally invited to submit a tender


	Clarification
	A request from a Bidder for further information regarding the content of the tender documents

	Contract
	The formally agreed document that is created between New Charter and the successful Bidder

	Evaluation Criteria
	The list of key criteria that is used to assess a Bidder’s tender

	ITT
	The Invitation to Tender document issued to Bidders


	MEAT
	The most economically advantageous tender (where the quality and price are evaluated)

	Pricing Document

	The schedule containing the Bidder’s tender pricing proposal

	Regulations
	The Public Contracts Regulations 2015 that governs the award of public contracts in the UK.

	Scoring Methodology
	The basis on which bids are to be scored against the Evaluation Criteria.

	Specification

	The technical statement of what is to be provided under the scope  of the Contract

	Successful Bidder

	The organisation formally appointed as the Contractor

	Variant Bid
	A bid which is different from that specifically requested by New Charter in the tender documents






[bookmark: _Toc360623798][bookmark: _Toc47358446][bookmark: _Toc360623799]Appendix 1 – Specification


1. Motiv8 Introduction and Context

Motiv8 supports those people and communities in Greater Manchester identified as being furthest away from employment. The programme integrates universal and targeted services to deliver a holistic, personalised offer of support, grounded in the identified needs of individuals referred to the programme. 

Motiv8 is a 5 year £13million programme funded by the National Lottery Community Fund and European Social Fund (2014-2020) as part of the Building Better Opportunities programme. 

The programme commenced in November 2016, going live to participants in January 2017. Current funding will allow delivery into early 2022.. 

Over 5 years Motiv8 will support nearly 5,000 people to overcome multiple complex needs and move them closer to the labour market. 

The programme supports people living in Greater Manchester who are: unemployed or economically inactive; over 25; and/or, not accessing mainstream support or welfare benefits.

Motiv8 participants are those that a review of the literature suggests are at greatest risk of social exclusion, health inequalities and day-to-day poverty:

· People with disabilities and/or health conditions (including learning disabilities, mental/physical health challenges, drug and alcohol dependencies);
· Women who are vulnerable to abuse and/or exploitation (for example, women who have experienced domestic abuse, who are gang members or who are at risk of being homeless);
· People from minority ethnic and migrant communities;
· Adults in groups which are under-represented in the labour market (for example; homeless people, ex-offenders and lesbian, gay, bisexual and transgender people);
· People aged over 50; and,
· People operating in the informal economy.

Motiv8 Key Workers support participants to resolve obstacles to employability arising out of their personal situations, circumstances and behaviours: helping to build resilience, self-esteem and self-confidence in working towards employability and successful employment outcomes.
The programme is delivered through a partnership of 5 Housing Providers (including New Charter Homes) with support from voluntary and community sector partners. New Charter Homes are the accountable body for the Motiv8 programme. 

Further information about Motiv8 can be found at https://www.motiv8mcr.org/

2. Scope of the Contract

The scope of the Contract is for provision of a case management system for continued delivery of the Motiv8 programme. This includes operational management of a case load of participants by project partners and the ability to provide New Charter Homes (as accountable body for the programme) with the necessary management Information to satisfy the programme funders (National Lottery Community Fund and European Social Fund) reporting requirements. 
New Charter currently uses the Cognisoft Yeti system for case management.
The system needs to allow 42 users to access and utilise the system at any one time.  
	Requirements
	Description

	Funder Management Reports 
	The National Lottery Community Fund has comprehensive guidance on monitoring and reporting requirements for the Building Better Opportunities (BBO) programme through which Motiv8 is funded.
New Charter Homes requires a system that is able to produce reports and gather relevant participant data. The below link provides templates and guidance of the reporting criteria of the BBO contract.
https://www.tnlcommunityfund.org.uk/funding/programmes/building-better-opportunities/guide-to-delivering-european-funding
Specifically this includes the ability for the system to generate the following reports (based on the guidance available within the attached link) 
Annex L: Participant Monitoring Spreadsheet
Annex I: Participant Progress log 
Annex E:Target schedule – summary data 



	Accountable Body Performance Management Reports
	The Information System needs to be able to have the ability to provide data in bespoke report formats for internal performance management. 
For example
· Tracking performance of participant Need Assessment Reviews by partner, and staff member to determine particular cases where these are overdue.
· Tracking length of time to “attach” participants to the programme to enable performance of staff members to be established. 
· Ability to export data from the system for other bespoke reporting requirements. 
The system should allow records to be integrated and reports compiled to support New Charter Homes to report to Partners on the progress of the project and achievement of targets and outcomes

	Cloud Based
	Motiv8 is delivered through a partnership of organisations and therefore needs to be cloud based to allow different partners to access the system at the same time remotely.

	Single Entry 
	The system should allow single entry to allow staff to take Tablets or Mobiles out with them to complete records directly to the system as they interview or work with Participants

	Data Segregation
	The system needs to allow Data Segregation to ensure information is secure with access limited  to only those with appropriate authority on case by case basis with the programme management team based at New Charter Homes able to view and amend all cases and to deep dive into individual records as part of case management audits

	Participant Activity and interactions
	As well as monitoring ‘numbers’  the system needs to allow Motiv8 Key Workers to record activity with Participants in such a way that meets Lottery and EU activity reporting requirements. This will include face to face meetings, telephone calls, courses attended, activity undertaken.    

	Participant Journey
	To allow management of participant data from referral, to programme “start”, progress to “result” 


	Participant Action Plan
	Ability to record an Action Plan that defines SMART actions set with the Participant and which can be updated when achieved. 

	Participant Assessment Tools 
	The system needs to record both hard outcomes “results”
· Training or Education
· Job Search 
· Jobs

And softer outcomes – with the ability to develop assessments and track distance travelled within these areas over time with definable parameters. 
· Participant Risk Assessment 
· Health and Wellbeing
· Finance and Employability 
· Self Confidence and Self Development 


	Document Attachment
	The systems should allow individual documents/evidence to be scanned and linked to individual participant records 

	Dashboards
	The system will have individual dashboards to remind Key Workers of specific tasks and performance against their agreed individual targets.
There will also be Dashboards of Project Lead, Service Delivery Manager to ensure they have up to date information and can easily monitor performance against agreed targets. 

	Approval Process
	Ability for the programme management team to “approve” certain data entries e.g. that participant start paperwork has been fully completed and therefor the participant can “start” on programme. 

	Search 
	For the system to have a comprehensive search facility that allows easy integration of system to identify individual participant, groups of participants (areas, characteristic, etc.)   

	Print Friendly
	Ability to print out participant records and management reports. 

	Auditable
	Ability to provide an audit trail of changes made, when and by whom. 

	Updates
	Ability for the Motiv8 programme team to change text fields (headers) internally. 

	Data Security
	A secure platform that complies with current regulatory requirements and has adequate measures to prevent unauthorised access/ data breach. 

	Data Archiving
	Ability to migrate or retain access to all data at contract end or programme closure to allow access for future auditing by the European Social Fund or bodies appointed on their behalf. 

The programme remains open to audit for up to 10 years post programme close. 




3. [bookmark: _Ref531249816]Information Security Minimum Standards

The provider is required to supply information outlining the security processes in place to keep the Group’s data secure on its servers and in transfer to and from the users’ devices.

Cloud service providers may receive data directly from the Group to assist them fulfil their function. The Group makes these files available on a secure file transfer protocol server, which enables authorized third parties to collect the data.

The provider must:

· Back up all data related to the Contract daily;
· Use credentials and group management to control access to their systems and applications;
· Enforce Password complexity 
· Comply with all necessary security, privacy and legal standards.
· Maintain Information Security, Data Protection and Information Governance policies. 
· Store cloud-based data on UK servers 
· Retain and provide access to data for up to 10 years post programme closure
· Maintain business continuity plans.
· A data sharing agreement will be required with the provider. 

4. Expected Outputs

· Provision of a case management system that securely and effectively manages data for Motiv8 participants, and that is also capable of producing  management reports for New Charter Homes that satisfy operational and funder requirements. 
· Where necessary a comprehensive training package for staff members to ensure they are proficient in the use of the case management system 
· Where necessary project management to ensure seamless implementation and roll out of the case management system without disruption to service delivery or reporting. 

5. Performance Management

The provider will need to ensure

· Reliable and consistent accessibility to the case management system to meet operational requirements.
· The ability for the download of data in a Building Better Opportunities including updating reporting templates (which may change over time).
· Any system updates are made in a timely manner without interruption to service delivery 


[bookmark: _Toc361659441][bookmark: _Toc47358447]Appendix 2 – Pricing Document

Notes for Bidders

Bidders are required to complete this Pricing Document. 
  
All pricing should be inclusive of Value Added Tax (VAT).

Pricing Evaluation Methodology 

As stated in Section 5 (Evaluation of Bids) of this ITT document, pricing is a consideration. 

The Bidder that submits the lowest Total Contract Sum will receive the maximum score of 40%. The other Bidders’ Total Contract Sums will be scored based on the following formula:

	
Lowest Total Contract Sum

	X
	40%

	
Bidder’s Total Contract Sum

	
	


For the purposes of the evaluation, the Bidder’s Total Contract Sum shall be as calculated in the Schedule of Rates.

New Charter reserves the right to ask Bidders to clarify elements of their Pricing submission as necessary to ensure that New Charter is able to evaluate the pricing submissions on a like for like basis.


Pricing Preambles 

1. The Pricing Document contains the Bidder’s rates.

2. The descriptions in the Pricing Document shall not be regarded as an exhaustive statement of everything included in the Contract; refer to the Specification for the full Contract requirements.  The rates in the Pricing Document shall include for all work shown or described in the Contract as a whole and for all work not described but apparent as being necessary for the provision of the Services.

3. The rates in the Pricing Document shall include for the whole of the Bidder’s obligations under the Contract whether expressly stated or reasonably implied. No additional request for payment will be permitted unless authorised in writing by New Charter.

4. All rates quoted are to be fixed for the duration of the Contract term.. 

5. Where quantities are stated in the Pricing Document the Bidder should note that they may vary and there is no guarantee of quantity.  The rates quoted in the Pricing Document shall apply regardless of the actual quantity of Services subsequently ordered.

6. The rates shall be sufficient to provide the Services in the Specification in isolation from any other requirement and in any quantity.

7. No quantity or continuity of work is guaranteed to the Bidder and this should be taken into account when completing the Pricing Document. Unless expressly stated to the contrary, any quantities given in the Pricing Document are indicative only.

8. Payment shall be made in accordance with the Pricing Document and the procedures described in the Conditions of Contract attached at Appendix 6.

9. The Bidder shall include all mileage costs and subsistence costs within the submitted rates.

10. The Bidder shall include all costs for the production of any documentation and the attendance of any meetings required by New Charter under the Contract within the submitted rates.










Pricing


	Element

	Year 1 Price
	Year 2 Price
	Total

	System Licences

	
	
	

	Implementation

	
	
	

	Training

	
	
	

	Data Migration

	
	
	

	End of Contract

	
	
	

	Other (please state)

	
	
	

	Total Price

	










[bookmark: _Toc361659435]
[bookmark: _Toc47358448][bookmark: _Toc361659436]Appendix 3 – Form of Tender

To: 	New Charter

Re: 	Case Management System (the “Contract”)

Dear Sirs

1. Having examined the Invitation to Tender and having satisfied ourselves as to all other matters relevant thereto, we confirm our tender for the Contract.

2. We enclose our tender, and confirm that these comprise all of the documents required to be submitted in accordance with the matters set out in the Invitation to Tender. We acknowledge that we are bound by our proposals submitted pursuant to the Invitation to Tender.

3. We hereby unconditionally and irrevocably offer to provide the Services requested to be provided and performed under the Invitation to Tender in accordance with the Contract and at no greater rates or prices than the rates or prices stated in the Pricing Document.

4. We confirm that we are fully conversant with all the Invitation to Tender documentation and that this tender is submitted strictly in accordance with the Invitation to Tender.

5. We agree that this tender shall remain open to be accepted or not by New Charter and shall not be withdrawn for a period of twelve (12) months from the deadline for receipt of tenders as set out in the Invitation to Tender, or such longer period as may be agreed with New Charter.  

6. We undertake to execute the Contract for the proper and complete fulfilment of the Supplies/Services required or any part or parts thereof, as you may in your absolute discretion award to us.  

7. We agree that we shall commence and undertake the Supplies/Services required when instructed to do so pursuant to the terms of the Contract.   

8. We certify that the details of this tender and the Invitation to Tender documentation have not been communicated to any other person or adjusted in accordance with any agreement or arrangement with any other person or organisation.  

9. We acknowledge that New Charter is not bound to accept the lowest or any tender it may receive, and reserve the right at its absolute discretion to accept or not to accept any tender submitted.   

10. We certify that we have full power and authority to enter into the Contract and to carry out the Services, and that this is a bona fide tender.

11. We confirm that in submitting our tender, we have satisfied ourselves as to the accuracy and completeness of the information we require in order to do so (including that contained in the Invitation to Tender).

Total Price for this Tender 

£											

in words 										

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________




[bookmark: _Toc361659437][bookmark: _Toc47358449][bookmark: _Toc361659438]Appendix 4 – Anti-Collusion Certificate

To: 	New Charter

Re: 	Case Management System (the “Contract”)

The essence of the public procurement process is that New Charter shall receive bona fide competitive tenders from all Bidders. In recognition of this principle we hereby certify that this is a bona fide bid, intended to be competitive, and that we have not fixed or adjusted the bid by or under or in accordance with any agreement or arrangement with any other Bidder (other than a member of our own consortium). We have not and insofar as we are aware neither have any of our employees, contractors, advisers, agents, officers or subcontractors:

1. [bookmark: _Ref531250769]Entered into any agreement with any other person with the aim of preventing bids being made or as to the fixing or adjusting of any bid or the conditions on which any bid is made; or

2. Informed any other person, other than the person calling for this bid, of the content of the bid, except where the disclosure was necessary for the preparation of the bid for insurance, for performance bonds and/or Contract guarantee bonds or for professional advice required for the preparation of the bid; or

3. Caused or induced any person to enter into such an agreement as is mentioned in paragraph (1) and (2) above; or

4. Committed any offence under the Bribery Act 2010, Prevention of Corruption Acts 1889 to 1916 nor under Section 117 of the Local Government Act 1972; or

5. Offered or agreed to pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other bid or proposed bid any act or omission; or

6. Canvassed any other persons referred to in paragraph (1) above in connection with the Contract; or

7. [bookmark: _Ref531250102]Contacted any officer of New Charter about any aspect of the Contract except in a manner permitted by the Invitation to Tender.

We also undertake that we shall not procure the doing of any of the acts mentioned in paragraphs (1) to (7) above before the hour and date specified for the return of the bid nor (in the event of the bid being accepted) shall we do so while the resulting Contract continues in force between us (or our successors in title) and New Charter.



In this certificate

The word “person” includes any person, body or association, corporate or incorporate and “agreement” includes any arrangement whether formal or informal and whether legally binding or not.

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________






[bookmark: _Toc361659439][bookmark: _Toc47358450][bookmark: _Toc361659440]Appendix 5 – Non-Canvassing Certificate

To: 	New Charter

Re: 	Case Management System (the “Contract”)

Non-Canvassing Certificate

I/we hereby certify that I/we have not canvassed or solicited any officer or employee of New Charter in connection with the award of the Contract and that no person employed by me/us or acting on my/our behalf has done any such act. 

I/we hereby further undertake that I/we will not in the future canvass or solicit any officer or employee of New Charter in connection with the award of the Contract and that no person employed by me/us or acting on my/our behalf will do any such act. 

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________





[bookmark: _Toc361659443][bookmark: _Toc47358451]Appendix 6 – Conditions of Contract


The Bidder shall include the Bidder’s proposed Conditions of Contract here. New Charter reserve the right to request amendments to any part of the Bidder’s proposed Conditions of Contract which is found to be commercially or operationally unfavourable to New Charter. Bids may be rejected where the Bidder is unable to agree to the requested amendments.




[bookmark: _Toc47358452]Appendix 7 - Written Return

[bookmark: _Hlk491334760]The Written Return is separated into a number of Sections and questions to provide Bidders with clarity on the overall requirements of New Charter in relation to the quality measures used to evaluate all bids.

Each Section is linked to the Evaluation Criteria detailed in Section 5 (Evaluation of Bids) of this ITT document. The Section weightings are shown in each Section heading

Each question shall be scored on a scale of 0 to 10 by reference to the following scoring guide: 

	Score
	Description


	9-10
	Exceptional. Demonstrates strengths, no errors, weaknesses or omissions and exceeds expectations in some or all respects 

	7-8
	Good. The standard of response fully meets expectations.

	5-6
	Satisfactory. The response is acceptable but with some minor reservations.  

	3-4
	Poor. The response is deficient in certain areas where the details of relevant response require the reviewer to make certain assumptions.

	1-2
	Very Poor. The response is deficient in the majority of areas where the details of relevant response require the reviewer to make frequent assumptions.

	0
	Rejected. Response is unacceptable or non-existent, or there is a failure to properly address any issue.



[bookmark: _Hlk491334780]Bidders shall note that there is a 6,000-word limit for the overall written return.  






[bookmark: _Hlk491334862][bookmark: _Toc47358453]Section 0 - General Information 

Note to purchaser – A more detailed assessment of the Bidder’s technical ability and financial stability may be required. Please complete this Supplier/ Contractor Accreditation Form (SCAF), there are instructions throughout the form to assist you with its completion. This should then be included in your bid submission for consideration.


 


[bookmark: _Toc47358454]Section 1 – Quality Technical Assessment


	1.1

	Requirement

Please provide details of your experience of providing Case Management Systems for similar programmes, in particular Building Better Opportunities (BBO).

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.

Question weighting – 10%


	Bidder’s response




















	
1.2

	Requirement

Please provide details of your proposed system capability and how this meets our requirements. Please detail any changes to your proposed system that may be required to meet our requirements.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.

Question weighting – 30%


	Bidder’s response






























[bookmark: _Hlk491334937]


	
1.3

	Requirement

Please provide details of your proposed implementation programme and the relevant experience and qualifications of the proposed implementation consultant.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.

Question weighting – 5%


	Bidder’s response

































	
1.4

	Requirement

Please provide details of your proposed training programme to ensure all staff are fully capable in using the system.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.

Question weighting – 5 %


	Bidder’s response


































	
1.5

	Requirement

Please provide details of your proposed data migration programme to ensure the seamless transfer of data from the current Cognisoft Yeti system.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.

Question weighting – 5%


	Bidder’s response


































	
1.6

	Requirement

Please provide details of your proposed data archiving programme and continued access to data post programme closure to allow New Charter Homes to respond to any future audit requirements. 

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.

Question weighting – 5%


	Bidder’s response






























[bookmark: _Toc505154172][bookmark: _Toc47358455]Invitation to Tender Checklist

Please ensure you have completed the following prior to submitting your Tender.

	Item
	Completed


	All questions answered, or an explanation why a question has not been answered
	Yes/No

	All supporting documentation included and clearly referenced

	Yes/No

	Unconditional acceptance of the Specification (Appendix 1) 


	Yes/No

	A completed Pricing Document (Appendix 2) – bid sum matches Form of Tender (Appendix 3)
	Yes/No

	A completed Form of Tender (Appendix 3) – bid sum matches Pricing Document (Appendix 2)
	Yes/No

	A completed Anti-Collusion Certificate (Appendix 4)

	Yes/No

	A completed Non-Canvassing Certificate (Appendix 5)

	Yes/No

	Inclusion of the Bidder’s proposed Conditions of Contract (Appendix 6)
	Yes/No

	A completed Written Return (Appendix 7)

	Yes/No

	An Anti-Slavery and Human Trafficking Statement

	Yes/No
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Supplier Contractor Accreditation Form (SCAF)


Supplier Accreditation Form Page 1 of 22 


Dear Supplier / Contractor 


. 
This form is to ensure that Jigsaw Homes is responsible procurer of goods, services and 


contractors. Please keep this in mind when filling this form out. We have made it as simple 
and straight forward as possible for you so that you are not going through sections and pages 
that are not relevant to you. If you have any questions regarding the content you have been 


asked to fill out then please contact your Jigsaw representative (see pre-fix section) 


If you are a goods supplier please fill out sections 1 – 5 inclusive and then go to section 11 for 
certification. 


If you are a service provider please fill out sections 1 – 9 inclusive and then go to section 11 for 
certification 


If you are a contractor please fill in all sections including section 11 for certification 


Definitions: 
Goods Supplier – Organisation appointed by Jigsaw Homes Group to deliver goods or 


products to and on behalf of any subsidiary of Jigsaw Homes Group 


Service Provider – Organisation appointed by Jigsaw to supply Jigsaw Homes Group 
with non-physical items such as IT system provider, consultancy, mail delivery service, 


business process outsourcing etc.


Contractor – Organisation appointed by Jigsaw Homes Group to carry out works on their 


behalf. This may be as contractor, principal contractor or principal designer who provides 
materials and / or labour to perform a service or Job. 


Certain sections may ask you to provide evidence of insurance or certain certifications. 
Please ensure that you provide copies of this information when you return this form to us 


otherwise you may have your accreditation rejected. 


To view our privacy policy please go to: 
 https://www.jigsawhomes.org.uk/privacy-policy/  



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/

https://www.jigsawhomes.org.uk/privacy-policy/





Supplier Contractor Accreditation Form (SCAF)


Supplier Accreditation Form Page 2 of 22 


Pre-fix - To be filled out by a Jigsaw representative 
before issuing to Supplier / Contractor 


Please issue the SCAF along with the following: 
 Jigsaw Equality & Diversity Policy
 Anti-Slavery & Human Trafficking Policy
 Safeguarding Policy
 Supplier & Contractor Code of Conduct


Pre-fix 


Jigsaw 
organisation 
name: 


JHG AHA AKSA Beech CCH GH NCH NCBC Threshold 


Return Address: 


Post Code: 


Jigsaw contact 
Name: 


Jigsaw 
contact 
Number: 


Jigsaw Contact 
Email: 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/





Supplier Contractor Accreditation Form (SCAF)


Supplier Accreditation Form Page 3 of 22 


Section 1 - Organisation 


1.1 - Organisation Details 


Organisation 
Name: 
Trading name :(if 
different) 
Website Address: 


Generic Email 
address: 
Type of 
Organisation: 


E.g. Limited, Public Limited,
Limited Liability Partnership,
Partnership, Sole Trader:


Is your company 
registered with CIS 
(Construction 
Industry Scheme): 


Y/N If “Yes” , please quote registration 
number in the box provided and 
provide a copy of your certificate 


CIS No: 


Address: 


Post Code: 


VAT registration 
number – or N/a: 


Date Organisation 
established: 


Company 
Registration 
Number: 


Is your company a 
subsidiary? 


Y/N 


If yes please 
provide parent 
details: 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/
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Supplier Accreditation Form Page 4 of 22 


1.2 - Contact Details 


Please provide key contact information – please add or delete lines as necessary 
Title Responsibility Name Contact number Email 


Director / Partner 1 


Director / Partner 2 


Director / Partner 3 


Finance / Billing 


Contract performance 


Other 


1.3 - Works/Services/Supplies provided 


Please state the works/services/ supplies provided by your Organisation or those you wish to 
receive enquiries for along with the values applicable (£0 – £10k, £10 – 50K, £50 – EU 
Threshold): 
Nature of work undertaken £0 - 


£10K 
£10 – £50k More than 


£50k 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/
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Supplier Accreditation Form Page 5 of 22 


Section 2 - Financial Information 


2.1 - Proceedings 


Are there previous outstanding or pending insolvency or debt 
proceedings or charges against your organisation or any owner 
or director? If yes, please provide details in the box below. 


Yes No 


Are there any previous outstanding or pending criminal or civil 
proceedings for your organisation or any owner or director? If 
yes, please provide details in the box below. 


Yes No 


2.2 – Financials 


Annual Turnover: 
Normal value of work 
in progress: 
Please provide a copy 
of your last 2 years 
audited accounts: 


Please attach separately 


2.3 - Bank Details 


Name of Bank: 
Address: 


Post code: 
Account name: 
Account number: 
Account Sort Code: 
CIS unique tax 
reference: 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/





Supplier Contractor Accreditation Form (SCAF)


Supplier Accreditation Form Page 6 of 22 


Section 3 – Social Policies 


Jigsaw Homes Group want to ensure that they provide an appropriate service to all 
applicants, tenants, residents, employees, and board members, customers, partners 
agencies, and wider community fairly and equitably. As such we require all of our suppliers 
and contractors to have the following in place: 


3.1 - Equality & Diversity 


Do you operate an equal opportunities policy? Y / N 
If “Yes” please provide details of the person responsible for ensuring the equal opportunities 
within your organisation. 
If your company does not have a Safeguarding policy please read Jigsaws 
Policy provided along with this SCAF and confirm that you will comply with 
the Jigsaw Policy 


Y/N 


Name: Position: Responsible 
to: 


In the last 3 years, has any findings of unlawful discrimination been made 
against your organisation by any court or employment tribunal? 


Y / N 


If yes please provide details: 


In the last 3 years, has your organisation been the subject of a formal 
investigation by the commission for racial equality on the ground of alleged 
unlawful discrimination? 


Y/N 


If “Yes” please provide details: 


Jigsaw Homes Group is required to adopt equality targets with regards to 
gender, disabled, and ethnic group(s) of the supplier’s contractors and 
consultants it engages. Do you monitor this within your organisation? 


Y/N 


Please provide a breakdown of your workforce: 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/





Supplier Contractor Accreditation Form (SCAF)


Supplier Accreditation Form Page 7 of 22 


3.2 - Modern Slavery Act 2015 


We are committed to ensuring that there is no modern slavery or human trafficking in our 
supply chains. The Group will not support or deal with any business knowingly involved in 
slavery or human trafficking. 


Does your organisation have an up to date Anti-Slavery & Human 
Trafficking Policy? 


Y/N 


please provide date last reviewed and when next review will take place 
Last review date: Next Review date: 


If your company does not have an Anti-Slavery & Human trafficking policy 
please read Jigsaws Policy provided along with this SCAF and confirm that 
you will comply with the Jigsaw Policy 


3.3 – Safeguarding 


Does your organisation have a published and up to date Safeguarding 
Policy? 


Y/N 


Please provide name and contact details of Safeguarding Officer or lead 
Safeguarding Office / Lead Name: Safeguarding Office / Lead contact: 


If your company does not have a Safeguarding policy please read Jigsaws 
Policy provided along with this SCAF and confirm that you will comply with 
the Jigsaw Policy 


Y/N 


Section 4 – Environmental and Quality 


4.1 - Environment 


Does your organisation hold formal accreditation to a nationally 
recognised third-party Environmental Management Scheme, such as 
ISO14001 (committed to the environment); 2004 (environmental 
management systems)? 


Y/N 


If No - Do you have an environmental Policy Statement? Y / N 
Is there a management representative for environmental issues? Y / N 
Name: Position: Responsible 


to: 
Do you supply Jigsaw Homes Group with, or use in the product or service that you supply to 
us, any substance that are: 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/





Supplier Contractor Accreditation Form (SCAF)


Supplier Accreditation Form Page 8 of 22 


Classified as dangerous for supply under the Chemical (Hazard 
information and packaging of supply) regulations 


Y / N 


Prescribed for release to land, air or water under the Environmental 
protection (prescribed processes and substances) regulations 


Y / N 


Controlled by the Montreal Protocol on Ozone depleting substances Y / N 
If you have answered “Yes” to any of the above please provide further details on a separate 
sheet of paper i.e. name of substances, category and hazard information. 


4.2 – Environmental incident record 


Has there been any civil action against you or your company  in respect of 
the environment in the last 5 years 


Y / N 


Have you been convicted of breaching any environmental legislation in 
the last 5 years 


Y / N 


Is there any environmental related criminal or civil action pending 
Are there any environmental initiatives you are carrying out / have carried 
out 


Y / N 


If you have answered “Yes” to any of the above please provide further details 


4.3 – Quality 


Does your organisation hold formal accreditation to a nationally 
recognised third-party Quality Management System, such as ISO9001, or 
have a Quality Policy/Strategy? If so, please provide details below. If not, 
please answer the following questions. 


Y / N 


If No - Does your organisation have a Quality Manual Y / N 
Is there a management representative for quality? Y/ N 
Name:  Position: Responsible 


to: 
Do you have documented procedures and work instructions? Y/ N 
Do you check the quality of the products / materials you receive from your 
supplier? 


Y/ N 


Do you inspect work in progress? Y/ N 
Do you carry out inspections of all completed works? Y/ N 
Do you have a documented system for recording and rectifying products Y/ N 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/
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and service non-conformances? 
Do you keep records to demonstrate the achievement of the above? Y/ N 
 


4.4 – Customer Care 


Does your organisation have a documented Customer Care Policy / 
Manual? 


Y / N 


Does your organisation have a documented customer complaints 
procedure? 


Y / N 


 


4.5 – Data protection 


Please confirm that you are able to comply with the following data 
protection requirement taken from the Jigsaw Data Sharing Agreement - 
The Supplier shall assist Jigsaw to fulfil its legal requirement to respond to 
Subject Access Requests by providing Jigsaw with copies of personal 
data processed by the Supplier relating to the data subject who has made 
the request within 5 working days of Jigsaw notifying the Supplier of the 
request. 


Y / N 


In the last 3 years, has your organisation suffered any data protection 
breaches or experienced any enforcement action by the Information  
Commissioner? 


Y / N 


If yes please provide details: 
 
 
 
 
 
 


4.6 – Declaration of interests 


Do any directors associates or employees of your organisation have any 
personal or family relationships to board members or employees of Jigsaw 
homes group or its subsidiaries? 


Y / N 


If yes please provide details: 
 
 
 
 
 
 
 



https://aha.adactushousing.co.uk/

https://beech.adactushousing.co.uk/

https://www.chorleych.co.uk/





 


 
 
Supplier Contractor Accreditation Form (SCAF)                               
  


Supplier Accreditation Form   Page 10 of 22 
 


Section 5 – References 
 
Please provide the name and address of THREE referees you have provided goods, services 
or works to.  
 
 
Referee 1: 
Company Name:  
Address:  


 
 


Post Code:  
Contact Name:  
Position held:  
Contact No:  
Email:  
Contract Start an end date:  
Contract value per annum  
Scope of Contract and 
experienced gained 


 


Referee 2: 
Company Name:  
Address:  


 
 


Post Code:  
Contact Name:  
Position held:  
Contact No:  
Email:  
Contract Start an end date:  
Contract value per annum  
Scope of Contract and 
experienced gained 


 
 
 
 
 
 


Referee 3: 
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Company Name:  
Address:  


 
 


Post Code:  
Contact Name:  
Position held:  
Contact No:  
Email:  
Contract Start an end date:  
Contract value per annum  
Scope of Contract and 
experienced gained 


 


 
The following sections are only to be filled out by 


Service Providers and Contractors. 
 


Good suppliers – please go straight to section 11. 
 
 


Section 6 - Insurance Details 
 
Delete lines as appropriate to the type of service or works being carried out 
 
Note – please enclose copies of all required current insurance certificates – If you do not 
provide certificates your application may be refused. 
 
 
Public Liability Insurance limit: Min 5,000,000 
Name of Insurance company:  
Policy number:  
Policy expiry date  
Employers Liability Insurance limit: Min 10,000,000 
Name of Insurance company:  
Policy number:  
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Policy expiry date  
Professional Indemnity Insurance limit:  
Name of Insurance company:  
Policy number:  
Policy expiry date  
Other – please specify i.e. Product  
Name of Insurance company:  
Policy number:  
Policy expiry date  
 


 
 
Section 7 – Workforce, Works, Services and Supplies Offered 
 
How many people does your organisation directly employ?  


If you have 5 or more employees please provide management structure including details of 
labour (By Trade) 
 
 
 
 
 


7.1 – Sub-contractors 


Does your organisation intend to sub-contract any works or services to fulfil any Jigsaw 
Homes Group (and any of its subsidiaries) work? If so, please name each sub-contractor, state 
the value of work to be given to the sub-contractor and sign the below declaration. 


Sub-contractor used Value of work 
  
  
  
  
  
  
  
 
Declaration 
 
 
………………………………………. (Insert Organisation name) will undertake the checks listed below to 
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ensure that any sub-contractor carrying out work for Jigsaw Homes Group are fully qualified 
and competent. Have the appropriate accreditations, policies, in particular health & safety and 
insurances to carry out the required work. 
 
………………………………………. (Insert Organisation name) will also inform Jigsaw Homes Group 
immediately, and in writing, of any additional sub-contractors to the above listed, that are 
acquired, to carry out work for Jigsaw Homes Group, and a declaration that the same checks 
listed below are undertaken. 
 


Financial Information Public Liability ins. 
Employers liability ins. (if applicable) Professional indemnity ins. (if applicable) 
Contract Works ins. (if applicable) Accreditations/Memberships and Trade 


Associations 
Appropriate Vehicle and Driver Checks 
made (if applicable) 


Equality & Diversity 
 


Modern Slavery Safeguarding 
Environmental and Quality References 
Health and Safety  


 
………………………………………. (Insert organisation name) will undertake regular (minimal annual) 
and spot checks of all accreditations, policies, statements and insurances to ensure 
compliance with Jigsaw Homes Group requirements.  
 
Failure to adhere to this statement will result in the organisation being removed from Jigsaw 
Homes Group premises pending the outcome of any investigation from Jigsaw Homes 
Group’s approved list of contractors and suppliers. 
 
 
Signed: …………………………………………………………………………………………… 
 
Print Name: ……………………………………………………………………………………… 
 
Job Title: ………………………………………………………………………………………… 
 
Date: ………………………………………………………………………………………………… 
 
 
7.2 – Company Accreditations/Memberships/Trade Associations 
 
Please all relevant accreditations/memberships/trade associations by your Organisation 
Note: Copies of all accreditations/memberships/trade associations must be included with 
your application 
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Section 8 – Other Requirements 
 
8.1 – Transport (if applicable) 
 
It is Jigsaw Homes Group’s policy to ensure that all suppliers and contractors and their drivers 
working for or on behalf of the Group have the appropriate: 
 


 Current and valid driving licence 
 Motor insurance cover 
 Valid MOT certificate 


 
 
Declaration 
 
……………………………………….(Insert Organisation name), will/do undertake annual checks to 
ensure that their employees or sub-contractors; who drive a vehicle for, or on behalf of 
………………………..(Insert Organisation name) have a current and valid driving licence and have 
checked the Licence details on www.gov.uk/view-driving-licence .   
 
All employees or sub-contractors; who drive a vehicle for, or on behalf of ………………………. 
(Insert Organisation name) have a valid MOT certificate and current motor insurance 
certificate (for business use including grey fleet vehicles). 
 
………………………………………. (Insert Organisation name), will/do undertake regular (minimal 
annual) and spot checks of all driving licences, insurance documentation and MOT 
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documentation of persons employed or sub-contracted to the Organisation to ensure 
compliance with the Road Traffic Act 1991 and any other relevant legislation. 
 
Failure to adhere to this statement will result in the Organisation being removed from site 
pending the outcome of any investigation from Jigsaw Homes Group’s approved list of 
contractors and suppliers. 
 
Signed (director): …………………………………………………………………………………………… 


Print Name: ……………………………………………………………………………………… 


Job Title: …………………………………………………………………………………………… 


Date: ……………………………………………………………………………………………… 


 
8.2 – Waste Management (if applicable) 
 
Do you have a Waste Carriers License? Y / N 
Licence 
Number: 


 Expiry date:  


Please also provide details of the licenced waste sites you would use to dispense of waste 
generated whilst working for Jigsaw Homes Group. 
Company 
Name: 


 Position:  


Address:  
 


Post Code  


Company 
Name: 


 Position:  


Address:  
 


Post Code  


Company 
Name: 


 Position:  


Address:  
 


Post Code  


If  “No” please provide details of how the waste would be disposed of 
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8.3 – DBS Clearance - please liaise with your Jigsaw Representative to clarify if this is 
required 


Do you DBS Check and Monitor your workforce? Y / N 
If yes please provide Names of the individuals assigned to the contract: 


Section 9 – Health and Safety 


9.1 – SSIP (Safety Schemes in Procurement) accreditation 


It is a minimum requirement of Jigsaw Homes Group that all contractors and construction 
service providers Must have a SSIP (Safety Schemes in Procurement) accreditation. Please 
supply your membership details below. Your SSIP must reflect the CDM15 duty relevant 
to the Service or Works you are proposing to undertake e.g. Contractor. Principal 
Contractor, Principal Designer etc. If you do not have SSIP accreditation, your application 
may be refused – please contact your Jigsaw representative for further explanation.


SSIP accreditation 
e.g. CHAS 


CDM15 duty Cert Number Date 


9.2 – Policies, Statements and Risk assessments 


Services or Supplies provider with more than 5 employees:  Delete as appropriate 
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It is a minimum requirement of Jigsaw Homes Group that all contractors/suppliers with 5 or 
more employees must have a Health and Safety Policy. Please attach your organisations 
Health and Safety Policy. If you do not supply this, your application will be refused.  


Services or Supplies provider with less than 5 employees:  Delete as appropriate 


If your organisation has less than 5 employees please attach your organisations Health and 
Safety statement and risk assessments if applicable.  


9.3 – Safety and accident record: 


Please provide details of the last 5 years of: 
1. The number of notifiable of employees under RIDDOR
2. Average number of employees


Type This  YTD Year 2 Year 3 Year 4 Year 5 


Please provide details of any improvements / prohibition notices served on you by the Health 
and Safety Executive during the last 5 years, including those served on your sub-contractors 


Pleased provide details of any prosecutions by the health and Safety Executive during the las 
5 years including those involving your sub-contractors 


9.4 - Contractor (and Services) Code of conduct 
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Jigsaw Homes Group will monitor compliance with the code of conduct by undertaking 
announced and unannounced inspections and audits of suppliers and contractors 
undertaking services or works. Any concerns identified will be highlighted at the time or via 
contract management meetings. Where a significant breach of H&S is identified works may 
be halted until resolved. Repeated failure to comply with the code or conduct or a significant 
H&S breach may result in termination or suspension of the contract. 
 
Jigsaw Homes Group has a code of conduct for all contractors utilised. This 
is attached. If you are willing to adjust to these requirements please 
indicate yes or no in the appropriate box. If “Yes” please sign and date and 
return the Code of Conduct with this form 


Y / N 


If “No” please provide an explanation below: 
 
 
 
 
 
 
 


 


The following sections are only to be filled out by 
Contractors. 


 
Service providers – Please go straight to section 11. 


 
 


Section 10 – Contractor and Works requirements 


 
10.1 – CSCS cards 
 
In order to be included on Jigsaws Groups Approved List(s) of contractors and carry out 
works for or on behalf of Jigsaw, contractors and those employed or contracted by them 
must have a valid Construction Skills Certification Scheme (CSCS) Card and complete the 
following section:  
 
 
 
 


Do ALL your employees or sub-contractors who work, or may work on Jigsaw or any of its 
subsidiary companies, contracts or sites hold current and fully accurate CSCS Cards? 
  
PLEASE NOTE: Should any changes occur it is your responsibility (the contractor) to ensure 
Jigsaw and any of its subsidiaries are updated accordingly.  
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Contractor Declaration to provide and renew:  
 
 
Signed:_______________________________ Date:____________________ Position:______________________________ 
 
 
 
 
 
 
 
 
 
 
10.3 - Asbestos training certificates 
 
In order to be included on Jigsaw Groups approved List(s) of contractors and carry out works 
for or on behalf of Jigsaw, contractors and those employed or contracted by them must have 
a valid ASBESTOS TRAINING Certificate.  
 
 
 
 
 


 


 


Contractor Declaration to provide and renew:  
 
 
 
Signed:_______________________________ Date:____________________ Position:______________________________ 
 
 
 
10.4 - Other relevant certificates…i.e. Gas Safe, NICEIC, etc. 


Do ALL your employees or sub-contractors who work or may work on Jigsaw or any of its 
subsidiary companies, contracts or sites hold current ASBESTOS AWARENESS 
CATEGORY A or B (relevant to job role) certificates?  
 
PLEASE NOTE: Should any changes occur it is your responsibility (the contractor) to ensure 
Jigsaw are updated accordingly.  
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In order to be included on Jigsaw Groups approved List(s) of contractors and carry out works 
for or on behalf of Jigsaw, contractors and those employed or contracted by them must have  
valid certificates (where required) to carry out the required work.  
 
 
 
 
 
 
 
 
Contractor Declaration to provide and renew:  
 
 
 
Signed:_______________________________ Date:____________________ Position:______________________________ 
 


 
The following section is ALL Suppliers and 


contractors to complete 
 
 
Section 11 - Certification 


I / We certify that the information provided in this application, is accurate to the best of my / 
our knowledge and that I / We accept the conditions and undertakings requested in the 
Application Form. 
 
I / We understand that incorrect or false information could result in my / our disqualification 
from work as a supplier or contractor to Jigsaw Homes Group  
Signed:  


 
 
 


Job title:  


Print Name:  Date:  
 
 
 


 


Please provide relevant copies for ALL your employees or sub-contractors who work or may 
work on Jigsaw or any of its subsidiary companies, contracts or sites and enclose with 
this application.  
PLEASE NOTE: Should any changes occur it is your responsibility (the contractor) to ensure 
Jigsaw are updated accordingly.  
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The following section is for Jigsaw Homes Group 
use only 


 
Section 12 – Evaluations 
 
12.1 – Health & Safety (to be completed by Jigsaw Health and Safety team) 
 
Does the supplier comply with the groups Health & Safety requirements? Y / N 
If “No” please state action being taken to secure compliance or alter supplier relationship 
 
 
 
 
Signed:  


 
 
 


Job title:  


Print Name 
(BLOCK 
CAPITALS): 


 Date:  
 
 
 


 
12.2 – Evaluation (to be completed by relevant Jigsaw Homes Director)  
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Does the supplier comply with the groups requirements? Y / N 
If “No” please state action being taken to secure compliance or alter supplier relationship 
 
 
 
 
 
Signed:  


 
 
 


Job title:  


Print Name 
(BLOCK 
CAPITALS): 


 Date:  
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