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Invitation to Quote


 
(Domestic Homicide Review, South Cambridgeshire)
Final
  Issue Date – 17/10/2018
Closing date for submission of Quotations to
South Cambridgeshire District Council 
(12/11/2018) no later than (13:00 Hours)


ITQ DOCUMENT KEY INFORMATION

	Information
	Global Setting

	ITQ Title:
	(Domestic Homicide Review, South Cambridgeshire)

	ITQ despatch date:
	(17/10/2018)

	ITQ return date & time:
	(12/11/2018) no later than (13:00 Hours)

	ITQ return address:
	Via Email to the contact officer

	Contact Officer 
	(Kathryn Hawkes)

	Contact Officer Telephone:
	(01954 712932)

	Contact Officer E-mail:
	(Kathryn.Hawkes@scambs.gov.uk)

	Number of Copies and Electronic Copy
	(1 electronic copy via the web portal)
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PART A

THE DISTRICT COUNCIL’S REQUIREMENTS

The following 3 sections set out general information about South Cambridgeshire District Council’s (the Council’s) requirements, the instructions to be followed by Bidders, the ITQ specification and the contract documents.

Bidders are asked to make their response to the Council’s requirements by completing and returning the Bid Document in Part B of this Invitation to Quote.

1. Information/Specification for Bidders


1.1. South Cambridgeshire District Council 

· South Cambridgeshire District Council (SCDC) provides local government services to the large rural district of South Cambridgeshire, which covers approximately 90,000 hectares, has 102 villages and forms the southernmost part of the county of Cambridgeshire.  It is bordered by East Cambridgeshire District Council, Huntingdonshire District Council, North Hertfordshire District Council, Uttlesford District Council and totally surrounds the City of Cambridge.  It is well served by a network of main roads that includes the M11, A10, A11, A14, A428, A505 and A603. 

1.2. More information on South Cambridgeshire District Council can be found at www.scambs.gov.uk  
1.3. Description of services

· The South Cambridgeshire Crime and Disorder Reduction Partnership (CDRP) is commissioning a Domestic Homicide Review (DHR) regarding the death of an elderly gentleman who took his own life on 8 May 2018.  

· The CDRP seeks expressions of interest to undertake a review on its behalf from a suitably qualified, experienced, independent and sensitive author; to be completed by end March 2019.  This deadline is in line with Home Office guidance.  However, timescales are flexible where an extension is agreed between all parties, including the Home Office.   Fees will remain fixed should an extension be agreed.

· In particular, the author should have a sound understanding of the issues around the Safeguarding of vulnerable adults and of the support available to older people through Adult Social Care.  The CDRP has been made aware of circumstances that suggest Domestic Abuse (DA) and carer responsibilities played a part in this case, and so the author should be knowledgeable on these topics and identify any cause for concern.

· The author will receive a briefing from the CDRP and will be asked to work to agreed timescales and delivery dates and to produce a meaningful and specific set of recommendations which can inform practice and procedure.  

· It appears the most important issues to address in identifying the learning from this specific case are:
· any history of domestic abuse;

· any issues relating to carer responsibilities;

· any issues relating to the plans put in place by Adult Social Care and hospital discharge teams;

· any issues relating to the safeguarding of older people;

· whether there were there signs or opportunities to identify that any of the above were risk factors in this family?  

· The findings should identify:

· any good practice;

· any lessons to be learned from the way local professionals and organisations worked individually and together to safeguard the victim;

· clearly what those lessons are both within and between agencies, how and within what timescales they will be acted on, and what is expected to change as a result; and

· the support the couple and the wider family had, and the opportunities to access help that were offered, taken or refused.

1.4. Scope of the Review
· To explore the potential learning from this case and not to seek to apportion blame to individuals or agencies.

· To establish whether there are lessons to be learned from the case about the way in which local professionals and agencies work together to support and safeguard older people, and specifically those with carer responsibilities.

· To establish whether there are lessons to be learned from the case about the way in which local professionals and agencies work together to identify and respond to disclosures, or evidence, of domestic abuse.

· To consider agency involvement with the deceased, his wife and family and establish whether the victim or his wife were in contact with a domestic violence and abuse organisation, charity or helpline, or an organisation offering support to older people, particularly those with carer responsibilities.

· To involve the family where their involvement may add value to the process and to do so sensitively.
· To follow all Home Office guidance and locally agreed good practice.
1.5. Management of the contract

· Regular contact with SCDC’s contract manager will be required throughout the contract, which may take the form of telephone, face to face or email. SCDC will need named contacts with the successful organisation and an escalation route. 

· SCDC will provide payment to the successful company for printing on 30 days from the date of delivery.  SCDC’s preferred method of payment is by Bank Automated Clearing System (BACS).
· The contract is fixed for the duration of the contract.

· Please note that IR35 regulations could apply to this role and should this apply to your organisation then SCDC will have to make deductions in compliance with the IR35 regulations.
1.6. The indicative timeframe for the work is set out below:
· 6 days for 4-5 meetings of the DHR Panel/IMR authors (includes preparation for meeting, i.e. reading and annotating IMRs, drafting agendas and meeting notifications, etc.).
· 1 day drafting of letters to CEOs and family/friends.
· 4 days for meeting with family member(s), friends, colleagues and subsequent transcribing of notes.
· 1 day providing family with regular updates on progress.
· 1 day compiling chronology.
· 1 day liaison with the Coroner, any other investigation officers and other parallel reviews.
· 8 days writing and modifying the final report and action plan (up to and including post the QA process).
1.7. Important additional requirements

· In addition, the Partnership will require you to select and keep under review an appropriate panel and to chair this panel. Administration support will be provided to you by for the duration of the contract.

1.8. The Bidders response

· The Bidders response will contain information about how the company intend to provide these services.  In particular they will describe:

· Costs to take the project to its conclusion;
· A written statement that sets out the methodology of how you will undertake the activities to provide our requirements set out in this document and following Home Office guidance;

· the team that will provide the services and a brief summary of their experience;

· Proofing arrangements for report and action plan ensuring that SCDC have a suitable opportunity to check the quality.
· The successful company will have a good track record in providing these services and are able to demonstrate their experience by providing three directly relevant referees.
1.9. Indicative Timetable

· Firm dates are shown in bold, others are indicative:

	Procurement Timetable ITQ Stage/Key Stage
	Date 

	Formal ITQ Documents prepared and issued 
	(17/10/2018) 

	Final Date for ITQ return
	(12/11/2018) no later than (13:00 Hours)

	Evaluation 
	w/c 12/11/2018

	Clarification interviews (if necessary)
	w/c 12/11/2018 

	Award confirmation 
	w/c 19/11/2018


2. Instructions to Bidders
2.1. Compliance with Instructions
2.2. Bids submitted shall be in accordance with and subject to the terms of these instructions and other documents comprising the Invitation to Quote (ITQ).

2.3. Bids not complying (or which cannot properly be rendered compliant) with any mandatory requirement will be rejected.  A mandatory requirement is indicated by the word “shall” or “must”.

2.4. Any queries about the Bid documents or Form of Quote that may affect the preparation of the Bid shall be raised without delay (preferably in writing) with the Contact Officer.  If SCDC considers a query may have a material effect on the Bid process, all Bidders will be notified at the same time in writing and without delay.

2.5. SCDC is seeking offers by issuing this Invitation to Quote following advertisement.

2.6. This Invitation to Quote does not itself constitute an offer, SCDC do not undertake to accept any Bid.  SCDC reserves the right to accept any part of any Bid.

2.7. SCDC will not reimburse any Bid costs and/or expenses.

2.8. Confidential Nature of Bid Documentation and Bids / ITQ’s and Freedom of Information and Data Protection

2.9. Bidders shall not discuss the Bidthey intend to make other than with professional advisers or joint Bidders who need to be consulted.  Bids shall not be canvassed for acceptance or discussed with the media or any other Bidder or any Member or officer of SCDC or any individual representing SCDC.

2.10. Bidders shall not canvass support or preferred use of their company with the media or any other Bidder or any Member or officer of SCDC or any individual representing SCDC.  

2.11. If a Bidder does not comply with paragraphs 2.2.1 or 2.2.2, SCDC will reject the Bid and may decide not to invite the Bidder to Bid for any future work.

2.12. The Bidder acknowledges that SCDC is subject to the requirements of the Freedom of Information Act 2000 and/or the Environmental Information Regulations 2004 and any subordinate legislation made under them from time to time together with any guidance and/or codes of practice and/or decisions issued by the Information Commissioner or any other competent body (the “Information Legislation”). The Bidder shall assist and cooperate with SCDC (at the Bidder’s expense) to enable SCDC to comply with the information disclosure requirements should the Bidder be required to do so. SCDC shall be responsible for determining at its absolute discretion whether any information is exempt from disclosure under the provisions of the Information Legislation.

2.13. Where applicable, the Bidder shall (and shall procure that any person (e.g. a sub-contractor or Training Provider or professional adviser) involved in this Bid) be registered under the Data Protection Act 1998 (“DPA”) and observe all their obligations under the DPA which arise in connection with this Bid.  Where the Bidder is processing personal data (as defined by the DPA) as a data processor for or in relation to SCDC the Bidder shall ensure that it has in place appropriate technical and organisational measures to ensure the security of the personal data (and to guard against unauthorised or unlawful processing of the personal data and against accidental loss or destruction of, or damage to, the personal data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA.  From time to time SCDC may require the Bidder to provide SCDC with such information as SCDC may reasonably require in order to satisfy itself that the Contractor is complying with its obligations under the DPA and the Bidder shall promptly notify SCDC in writing of any breach of the measures required to be put in place by this Invitation to Quote. 

2.14. Preparation of Bid
2.15. If SCDC considers that a cover price (i.e. a Bid that is not intended to be considered seriously) has been submitted, SCDC may reject the Bid and may decide not to invite the Bidder to Quote/Tender for future work.  Please note that local authorities are encouraged to report any evidence of price fixing arrangements.

2.16. Where SCDC regards an amendment to the original ITQ documents as significant, an extension of the closing date may, at the discretion of SCDC, be given to all Bidders.

2.17. Bids must not be qualified, conditional or accompanied by statement that might be construed as rendering the Bid equivocal.  Only unqualified, unconditional Bids will be considered.  SCDC’s decision as to whether or not a Bid is in an acceptable form will be final. 

2.18. No alteration or addition shall be made to the Form of Quote, pricing schedules or any part of the Invitation to Quote except where expressly allowed or as provided in the paragraph below. 

2.19. Bidders must obtain for themselves all information necessary for the preparation of their Bid and satisfy themselves that the quality and standards specified by them-selves or SCDC are appropriate.  Information supplied to Bidders by SCDC or contained in SCDC publications is supplied only for general guidance in the preparation of the Bid.  Bidders must satisfy themselves as to the accuracy of any such information and no responsibility is accepted (or warranty given) by SCDC for any loss or damages of whatever kind and howsoever caused arising from the use by Bidders of such information.
2.20. It is the responsibility of the Bidder to make sure that they have understood the contract documents and that they complete them correctly. The bidder must seek clarification if they do not understand. The Council bears no responsibility for contract documents that are returned and completed incorrectly. 

2.21. Bids and supporting documents shall be in English and any contract subsequently entered into and its formation, interpretation and performance shall be subject to and in accordance with the law of England and subject to the exclusive jurisdiction of the English Courts.

2.22. The Council’s General Conditions of Contract for Professional Services are included in Section 3 and form part of this ITQ.  

2.23. SCDC shall be entitled to assign novate or otherwise dispose of its rights and obligations under this proposed contract or any part thereof to any contracting authority, private sector body or any other body established under statute provided that any such assignment, novation or other disposal shall not increase the burden of the contractor’s obligations under this proposed contract.

2.24. SCDC shall be entitled to disclose to any transferee any confidential information of the contractor which relates to the performance of the proposed contract by the contractor.  In such circumstances SCDC shall authorise the transferee to use such confidential information only for purposes relating to the performance of the proposed contract and for no other purposes and shall take all reasonable steps to ensure that the transferee accepts an obligation of confidence.

2.25. Any queries about any terms should be raised and agreed with the Contact Officer prior to Bid submission.  Proposing amendments to the contract in the Bid may lead to rejection of the Bid.  Bidders may state any amendments to the terms, contained in section 3, which they consider necessary to clarify the basis of their Bid in their response to the contract documents.

2.26. Submission of Bid
· SCDC would like 1 electronic copy sent via email to the contact officer by the end date and time.

· All submissions shall be made on the Form of Quote (Section 4) and be accompanied by the Response to the Questionnaire (Section 5).  Only information relating to the Bid should be submitted unless otherwise requested.  Every item shall be priced in sterling and the submission totalled.

· All prices submitted must be in sterling (GBP). Any prices submitted or Bids made shall be made on the basis that VAT is excluded (i.e. but assuming unless otherwise advised by the Bidder that VAT will be charged on all Bid figures). 
· Only one Bid must be submitted from your organisation for this work. The Bid should be clearly written in the Form of Quote. 
· In order to evaluate the Bid, all Part B documents will need to be completed and delivered by email to the contact officer by the end date and time. Late Bids will be automatically rejected.

2.27. If there appears to be an error in a submission or supporting information the Bidder will be invited to confirm or withdraw its Bid.  Where the error relates to the Bid total as calculated from the rates and variable quantities, the Bid will be regarded as the Bid total and the rate adjusted accordingly.  The Bidder will be invited to confirm or withdraw the Bid and resulting rate.

2.28. The Form of Quote shall be submitted by the organisation, which it is proposed will enter into a formal contract with SCDC if awarded the contract.  It shall be signed by persons authorised to submit Bids and make contracts for the Bidder, which is normally:

· Where the Bidder is a partnership, by one (1) duly authorised partners;

· Where the Bidder is a company, by one (1) directors or by a director and the secretary of the company, such persons being duly authorised for that purpose;

· Where the Bidder is a limited liability partnership, one (1) duly authorised members.

2.29. All Bid documentation issued to enable the Bidder to submit a Bid shall be returned with that Bid.

2.30. Evaluation of Submission.
2.31. The ITQ Award will be based on the highest scoring Bid; price will be assessed at 40% and Quality 60%. 

PRICE
2.32. Price will be assessed as follows: 
The lowest cost will be awarded the maximum 40% of the total evaluation marks. All other Bidders scores will be a evaluated by dividing the lowest cost by the Bidders comparison cost and multiplying that proportion by 40% to provide each Bidder with their percentage of the total evaluation marks available. The following is a worked example:
Bid A lowest cost (£1): Score 40
Bid B comparison cost (£2): Score 20

(The lowest cost divided by the comparison cost multiplied by 40 equals their percentage of the total evaluation marks available.
1/2 x 40 = 20)

QUALITY

2.33. Quality therefore accounts for 60% of the score with the breakdown as per the Award Criteria Table below and with the evaluation of answers as per the table below. The evaluation scheme is described below.       


Table B: Award Criteria Table:
	Evaluation Criteria
	Percentage Total Marks
	Section
	Evaluation Methodology 

	Price 
	40%
	4

	Form of Quote Response.

	Quality
	60%
	This section contains sub-criteria please see below

	A written statement that sets out the methodology of how you will undertake the activities to provide our requirements set out in this document and following Home Office guidance
	30%
	5.1
	Method Statement 1 Responses

	The team that will provide the services and a brief summary of their experience.

	20%
	5.2
	Method Statement 2 Responses

	Proofing arrangements for report and action plan ensuring that SCDC have a suitable opportunity to check the quality.


	10%
	5.3
	Method Statement 3 Responses

	References
	
	5.5
	The references will be assessed for relevance and also from feedback from the referees on a pass or fail basis. 

	Total
	100%
	
	


Evaluation

2.34. Evaluation of the Bids received will be carried out jointly by a panel of officers from the Council.

2.35. Bidders’ responses to the method statements will be scored out of a possible maximum of (5) marks. The following table explains how the Council will evaluate and score answers:

	Evaluation of answer
	Marks

	Proposal meets the required standard in all material respects
	5

	Proposal meets the required standard in most material respects, but is lacking or inconsistent in others
	4

	Proposal fall short of achieving expected standard in a number of identifiable respects 
	3

	Proposal significantly fails to meet the standards required, contains significant shortcomings and/or is inconsistent with other proposals
	2

	Completely fails to meet required standard or does not provide a proposal
	1

	Nil response (no answer provided)
	0


     Table C: Evaluation of answers

2.36. Where there appears to be an error in the submission (or supporting information) or where a calculation error becomes apparent then the Bidder will be notified and asked to confirm or withdraw the Bid.

2.37. Following the assessment of Bids the top scoring companies may be invited to present a panel interview. The interviews will be questions about the Bidder’s submission and this may result in their score being adjusted up or down. It is unlikely that the number of companies invited to clarification interview shall exceed the top 2.

2.38. Award Process

2.39. SCDC expect to decide award of contract within 4 days of the closing date for submission of Bids.  Bids shall remain open for acceptance for a minimum period of 60 days from the closing date for submission of Bids.

2.40. SCDC may, if necessary, extend the 4 day period for completing the award process.

2.41. Bidders will be notified simultaneously and as soon as possible of any decision made by SCDC during the Bid process, including award.  When SCDC has evaluated the submissions, it will notify all Bidders about the intended award but such award may be subject to member approval where necessary.

2.42. SCDC will not undertake a standstill period or formal debrief as this is under the OJEU threshold and is not subject to this obligation.  Feedback on request will be provided on that may help the Bidder to understand how they may have improved their Bid.  Request for a full debrief or forensic examination of the results will be turned down.  

2.43. Acceptance of the Bid by SCDC shall be in writing and shall be communicated to the Bidder.  Upon such acceptance the Contract shall be constituted and become binding on both parties and, notwithstanding that, the Contractor shall upon request of SCDC execute a formal contract in the form contained in the Contract Documents.
2.44. Bidders must not undertake work without written notification that they have been awarded the contract and are required to start work.  This is usually after the Contract Documents have been executed.

2.45. SCDC reserves the right in exceptional circumstances and after the opening of Bids to enter into discussion with any Bidder.

2.46. SCDC also reserves the right to enter into post-bid negotiations.

2.47. If either Council makes an award or chooses not to award a contract it will not affect the ability for the remaining party to exercise their right to award or not to award a contract (they will not be constrained by the action of the other). 

2.48. Each Council will make their own contractual arrangements.

Warranties

2.49. In submitting its Bid, the Bidder warrants, represents and undertakes to SCDC that:

· All information, representations and other matters of fact communicated (whether in writing or otherwise) to SCDC by the Bidder, its staff or agents in connection with or arising out of the Bid are true, complete and accurate in all respects, both as at the date communicated and as at the date of Bid submission;

· It has made its own investigations and research and has satisfied itself in respect of all matters (whether actual or contingent) relating to the Bid and that it has not submitted the Bid and will not be entering into the contract (if the same be awarded to the Bidder by SCDC) in reliance upon any information, representation or assumption which may have been made by or on behalf of SCDC;

· It has full power and authority to enter into the contract and perform the obligations specified in the Contract Documents and will, if required, produce evidence of such to SCDC;

· It is of sound financial standing and has and will have sufficient working capital, skilled staff, equipment and other resources available to it to perform the obligations specified in the Contract Documents; and

· It will not at any time during the duration of the contract or at any time thereafter claim or seek to enforce for the purposes of this contract, any lien, charge, or other encumbrance over property of what nature owned or controlled by SCDC and which is for the time being in the possession of the Bidder.
· It shall provide, and include in the Bid for, all resources necessary for the completion of the Contract.  This is to include, though not exclusively, all personnel, materials, accommodation, computer hardware and software and overheads.
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Part B

Bidder’s Response – ITQ Document

Bidders are asked to make the response to the Councils’ requirements by completing the following Sections (4 to 8) and returning it by: (12/11/2018) no later than (13:00 Hours).
Bidders should cross reference any other documents submitted with the Bid to the applicable section in this ITQ so that it is easy for the evaluation team to identify the Bidders full response to each requirement.

Section 4 - SOUTH CAMBRIDGESHIRE DISTRICT COUNCIL – FORM OF QUOTE

To:

South Cambridgeshire District Council
South Cambridgeshire Hall, 
Cambourne Business Park, 
Cambourne, 
Cambridge 
CB23 6EA
Quotation for:
(Domestic Homicide Review, South Cambridgeshire)
I / We the undersigned, having examined the specifications are willing to execute the 

Whole of the work required for £ __________
(please explain this figure in 5.4 below)
Company Name




Company Address 







Company Registration No



Telephone No. 



Email Address:




Employee Name




Date                



I / We understand that:
 
(a)  This Bid shall be returned in the envelope provided so as to reach this office not later than the end date and time.
(b) There may be a further selection stage of this Bid involving a presentation and interview/meeting.

(c) The lowest or any Bid will not necessarily be accepted by the Council and no allowance or payment will be made for making any Bid.

(d) We have examined and agree to the Bid, have submitted only one Bid and agree to the contract terms and it is our responsibility to ensure that the contract documents have been completed correctly.


Section 5 - Questionnaire - Response to Contract Documents

The following items match the award criteria specified in the table under paragraph 2.3.4 above.  A typed attachment is acceptable providing it does not exceed the 2500 word limit.  Brochures should not be included in the submission. 


	Item
	Method Statement 1 - Written statements are required 
	Marks
	Score 0-5

	5.1  
	Please provide as an attached document a typed method statement (not exceeding 2500 words) about your organisation’s understanding of the brief and your proposals to undertake and complete the services required to meet the requirements of the ITQ. 
	30%
	

	Please confirm how you will meet the requirements set out in the brief in particular:

a written statement that sets out the methodology of how you will undertake the activities to provide our requirements set out in this document and following Home Office guidance.



	Item
	Method Statement 2 - Written statements are required 
	Marks
	Score 0-5

	5.2 
	Please provide as an attached document a typed method statement (not exceeding 2500 words). The team that will provide the services and a brief summary of their experience. 
	20%
	

	The team that will provide the services and a brief summary of their experience.



	Item
	Method Statement 3 - Written statements are required 
	Marks
	Score 0-5

	5.3
	Please provide as an attached document a typed method statement (not exceeding 2500 words). Proofing arrangements for report and action plan ensuring that SCDC have a suitable opportunity to check the quality.

	10%
	

	Proofing arrangements for report and action plan ensuring that SCDC have a suitable opportunity to check the quality.




	5.4
	Explanation of your pricing (Section 4):

Full breakdown of all costs.


	No Marks this is to cross check the logic of pricing in section 4

	


	5.5
	REFERENCES 
Note the Councils will check 3 references and assess based on the feedback provided by previous clients.
	Pass/Fail Only

	5.5.1

	Please provide a minimum of 3 references. These will be assessed on a pass or fail nature on the actual feedback from the referee as well as how comparable the services provided to the referee are to the brief.

	Name of Client(s) Address:
	Telephone:
	Email and Name of person to contact: 
	Description of services provided
	Contract dates          (From – To)
	Annual Value of Contract (£)
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