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	4. STANDARD SELECTION QUESTIONNAIRE 



	4.1 Instructions  

	Potential Supplier Information and Exclusion Grounds: Part 1 and Part 2. 
The standard Selection Questionnaire is a self-declaration, made by you (the potential supplier), that you do not meet any of the grounds for exclusion. If there are grounds for exclusion, there is an opportunity to explain the background and any measures you have taken to rectify the situation (we call this self-cleaning).
A completed declaration of Part 1 and Part 2 provides a formal statement that the organisation making the declaration has not breached any of the exclusions grounds. Consequently we require all the organisations that you will rely on to meet the selection criteria to provide a completed Part 1 and Part 2. For example these could be parent companies, affiliates, associates, or essential sub-contractors, if they are relied upon to meet the selection criteria. This means that where you are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete one of these self-declarations. Sub-contractors that you rely on to meet the selection criteria must also complete a self-declaration (although sub-contractors that are not relied upon do not need to complete the self-declaration).  
When completed, this form is to be sent back to the contact point given in the procurement documents along with the selection information requested in the procurement documentation. 


	Supplier Selection Questions: Part 3 Selection Questions
Please respond to all of the questions in section 3 (Economic & Financial Standings, Technical & Professional capacity, Additional Questions).   
If you are bidding on behalf of a group (consortium) or you intend to use sub-contractors, you should complete all of the selection questions on behalf of the consortium and/or any sub-contractors.
If the relevant documentary evidence referred to in the Selection Questionnaire is not provided upon request and without delay we reserve the right to amend the contract award decision and award to the next compliant bidder
Consequences of misrepresentation
If you seriously misrepresent any factual information in filling in the Selection Questionnaire, and so induce the Council to enter into a contract, there may be significant consequences.  You may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years.


	5. Notes for Completion of Selection Questionnaire

	5.1 Notes for completion
Notes for completion

The standard Selection Questionnaire is a self-declaration made by potential Bidders that they meet the requirements of this procurement. For the purposes of evaluating submitted SQs and selecting those Bidders to be taken through to the next stage the Council will rely on the information contained within the SQ responses. Bidders who are selected to be taken through to the subsequent award stage of this procurement process will be required to submit all or part of the evidence (within a set timescale) as is necessary to ensure verification of the proper conduct of the procedure. If the relevant documentary evidence referred to in the SQ is not provided upon request and without delay the Council reserves the right to amend the decision to take the Bidder through to the next stage and select the next compliant Bidder (if appropriate).

The SQ is structured in the following separate parts:

· Section 1- 5 covers information relating to the council’s requirement and information     regarding the completion of this SQ

· Part 1 – covers the basic information about the Bidder such as contact details, trade memberships, details of parent companies, group bidding and so on.

· Part 2 – covers a self-declaration whether or not any of the exclusion grounds apply.

· Part 3 – covers a self-declaration regarding whether or not the company meets the selection criteria in respect of their financial standing and technical capacity.
· APPENDIX 1 FINANCIAL STANDING EVALUATION 
· APPENDIX 2 EVALUATION OF TECHNICAL AND PROFESSIONAL ABILITY 
· APPENDIX 3 BIDDERS QUESTION FORM
· APPENDIX 4 TEMPLATE FOR PROVIDING ADDITIONAL INFORMATION
· APPENDIX 5 REFERENCE REQUEST (example)
Please ensure that all questions are completed in full, and in the format requested. Failure to do so may result in your submission being disqualified. If the question does not apply to you, please state clearly ‘N/A’. For information/ reference:
a) The “Council” means Burnley Borough Council, or anyone acting on behalf of the Council.

b) “You” / “Your” refer to the potential supplier completing this standard Selection Questionnaire i.e. the legal entity responsible for the information provided. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; the lead contact for a group of economic operators; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

c) Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state ‘N/A’. Should you need to provide additional information in response to the questions please see Appendix 4. 
d) The Council recognises that arrangements set out in section 1.2 of the standard Selection Questionnaire, in relation to a group of economic operators (for example, a consortium) and/or use of sub-contractors, may be subject to change and will, therefore, not be finalised until a later date.  The lead contact should notify the Council immediately of any change in the proposed arrangements and ensure a completed Part 1 and Part 2 is submitted for any new organisation relied on to meet the selection criteria. The Council will make a revised assessment of the submission based on the updated information.
e) For Part 1 and Part 2 every organisation that is being relied on to meet the selection must complete and submit the self-declaration. This could be parent companies, affiliates or associates.

f) All sub-contractors are required to complete Part 1 and Part 2. 

g) For answers to Part 3 - If you are bidding on behalf of a group, for example, a consortium, or you intend to use sub-contractors, you should complete all of the questions on behalf of the consortium and/ or any sub-contractors, providing one composite response and declaration.

The Council confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the regulations, or pursuant to an order of the court or demand made by any competent authority or body where the Council is under a legal or regulatory obligation to make such a disclosure.
5.2 Pre-Qualification Stage (Selection Questionnaire - SQ)

The Selection Questionnaire (SQ) has been designed to assess the suitability of a Bidder to deliver the Council’s contract requirement(s). You are advised to read the notes within the SQ document, prior to the completion of the SQ. If you are successful at this stage of the procurement process, you will be selected for the subsequent award stage of the process.
All enquiries relating to completion of responses, queries or requests for clarification should be sent by email to the Council’s Authorised Officer; cgay@burnley.gov.uk The cut-off date for clarification questions is 13th November 2017. Please note that the Council will not enter into detailed discussion of its requirements at this stage. Please refer requests for further information to the authorised officer above by email concerning requests for information using the BIDDERS QUESTION FORM in APPENDIX 3.

If the Council considers any questions or request for points of clarification that are of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all potential Bidders via the Council’s Procurement Opportunities web page http://www.burnley.gov.uk/about-council/doing-business-burnley-council/current-opportunities 
The Council will, where reasonably practicable to do so, attempt to reply to clarification requests within 3 working days during the clarification period.
Should you need to provide additional supporting information or additional sheets in response to the questions, these should be numbered clearly and cross referenced within your SQ response. A template for providing additional information is provided in APPENDIX 4 TEMPLATE FOR PROVIDING ADDITIONAL INFORMATION.
5.3 Notes for submitting the SQ to the Council

Please return THREE (completed) printed copies of the SQ and relevant supplementary

information as requested. An electronic copy of the full SQ documentation set (as described above) must also be provided in MS Word file or PDF file format on a CD ROM or USB drive.
SQ responses must be submitted in hard printed copy via postal system or delivered by hand, in accordance with the instructions and response deadline set out below, to;

          Head of Governance, Law, Property and Regulation

          Burnley Borough Council

          Town Hall

          Burnley

          BB11 9SA
SQ responses should be submitted in a sealed package and must be clearly marked ‘Burnley Bus Station Facilities Management SQ Response’. It is the Bidders responsibility to ensure that the Bidder cannot be identified from the sealed package or wrappings.

It is also the Bidders responsibility to ensure that completed SQ submissions are delivered

prior to the deadline and that a receipt or proof of delivery is obtained.

Any SQ delivered by hand must be taken to the Ground Floor Reception at the Town Hall on Manchester Road, Burnley and a timed receipt obtained.

The completed SQ submission and all other documents and information must be received by the Council by: 15:00 hours (GMT) on TUESDAY 14th November 2017
The council accepts no responsibility for any SQ received in any way other than that specified above. Any SQ response received after this date and time will not be considered further. You will be informed if you have failed to meet the deadline and no appeals will be allowed.



	6 Selection Questionnaire Evaluation



	The Council will take the Bidders with the highest scoring SQ’s to the Invitation to Tender stage. The Council currently anticipates taking a maximum of five Bidders to the ITT stage. Responses to the SQ will be evaluated and scored as shown in the table below and in Appendix 1 Financial Standing Evaluation and Appendix 2 Evaluation of Technical and Professional Capacity. 
Evaluation panel: The composition of the evaluation panel will be constituted from representatives of the Council’s Project Team, which includes service area specialists, with technical, financial, contract management, procurement and legal expertise.
Evaluation Principles

Required Data
Information Only
· The data provided is for information only and will not be scored / assessed but if the information requested is not provided the bid will be judged to be non-compliant unless there is an acceptable reason for its omission.

Pass / Fail 
Pass

· The information / evidence has been assessed and judged to be acceptable.

Fail

· No information / evidence has been provided.
· The standard of the information / evidence provided is unacceptable.
· The information / evidence has been assessed and does not comply with the minimum acceptable standard.

Evaluation Approach 

Section

Scoring
Purpose
Notes/ Demonstrated by:
1
Supplier Information 

1.1 – 1.3 

Information Only
This is directed at establishing the credibility of the proposed contracting entity and identifies the arrangements and constitution for any consortium / subcontracting.
For information only and is not scored. 
2

Grounds for Mandatory Exclusion
2.1(a) – 2.3(b)
Pass / Fail 

The Council will exclude from the procurement process any supplier where there is evidence of conviction relating to the criminal offence detailed in section (in accordance with the criteria set out in the Public Contract Regulation 2015).

A Bidder will be excluded from the procurement process if they answer ‘yes’ to any of the situations outlined within this section of the SQ. 
3

Grounds For Discretionary Rejection 
3.1 – 3.2

Pass / Fail 

The Council may exclude from the procurement process any supplier who answers ‘Yes’ in any of the situations set out in section 3 (in accordance with the criteria set out in the Public Contract Regulation 2015).

A Bidder may be excluded from the procurement process if they answer ‘yes’ to any of the situations outlined within this section of the SQ. Self-cleaning declarations will be taken into account.
4

Economic and Financial Standing 
4.1 – 4.2

Max. 40% (score)
An assessment of the information provided will be used to ensure organisations have sufficient financial capacity to perform the contract. The evaluation will measure the financial and economic standing of the supplier based on the presented financial information (see Appendix 1 Financial Standing Evaluation). The evaluation includes turnover and key financial ratios. A maximum score of 40 is available for this element.
Provision of the relevant documents (please refer to the notes contained within Appendix 1 of the SQ) to demonstrate suppliers economic/financial standing in relation to Turnover, Profitability, Liquidity.
5

Group financial  information
5.1 – 5.3
Pass / Fail 

Wider group accounts and commitments to provide guarantees may be taken in to account in the event that the applying organisation does not have sufficient financial standing following the financial assessment. 

6

Technical and Professional Ability
6.1 – 6.3
Max. 60% (score)
This section is directed at exposing capabilities and best practice. Suppliers are required to have sufficient level of experience demonstrated by suitable contract examples and references from either the public or private sector (relevant to the Council’s requirements set out in this SQ).
Relevant experience and contract examples: Contract 1, 2 & 3  (Max 20% each)

References will be taken up.

Supply chain management statement and./ or explanation for no contract examples provided (where

applicable)
7

Modern Slavery Act 2015
7.1 – 7.2
Pass / Fail 
This is directed at assessing whether, where appropriate, potential suppliers are compliant with the requirements under the Modern Slavery Act 2015.
A Bidder may be excluded from the procurement process if they do not meet the requirements relevant to their organisation.
8.1

Insurance 

Pass / Fail 

You must confirm that required insurance levels would be in place and certificates provided prior to the contract award.
8.2
Disclosure and Barring Service (DBS) Checks 

Pass / Fail 

You must confirm that you run the required checks on appropriate personnel (or that you would we willing to run such checks as required) and that you would be willing to supply the names of relevant personnel upon request. 

8.3
Safeguarding and security 

Pass / Fail 

The Council must be satisfied that appropriate safeguarding and security policies and measures are in place.

8.4
Business Continuity  / Disaster Recovery 

Pass / Fail 

The Council must be satisfied that appropriate Business Continuity arrangements are in place.
8.5
Audit and Information Security

Pass / Fail

The Council must be satisfied that appropriate Audit and Information Security arrangements are in place.

Cyber Essentials Plus registration or commitment to register if successful.
8.6
General Data Protection Regulations (GDPR) 
Information Only 
The data provided is for information only and will not be scored or assessed. The requirements are that bidders comply with the requirements of the GDPR as the Council’s data processor and pass on the same requirements to any sub-contractor
Information Only.
8.7
Compliance with Equality Legislation

Pass / Fail 

You must confirm that you comply with all applicable legislation and declare any findings made against your organisation in the last three years.

If findings have been made or complaints have been upheld you must have demonstrated to the Council’s satisfaction that appropriate remedial action has been taken to prevent reoccurrence.

Where you use sub-contractors, you must confirm that processes are in place to check whether any of the above circumstances apply to these other organisations.

8.8
Environmental Management

Pass / Fail 

You must declare if you have been convicted of breaching environmental legislation, or had any notice served by the environmental regulator or authority (including a local authority) in the last three years.

If notices have been served you must have demonstrated to the Council’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.

Where you use sub-contractors, you must confirm that processes are in place to check whether any of the above circumstances apply to these other organisations.
8.9
Health and Safety

Pass / Fail 

You must confirm that you comply with the applicable Health and Safety legislation and identify if the organisation, or it Directors of Executive officer, have been in receipt of enforcement/remedial orders in the last three years

If the organisation or any of its Directors or Executive Officers have been in receipt of enforcement/remedial action orders you must have demonstrated to the Council’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.

Where you use sub-contractors, you must confirm that processes are in place to check whether any of the above circumstances apply to these other organisations.
Additional Information

The Council expressly reserves the right to require a Potential Provider to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this questionnaire. The Council may seek independent financial and market advice to validate information declared, or to assist in the evaluation.  

Failure to provide the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the timescale given, may mean that your organisation will not be considered further.
Bids will be deemed to be non-compliant, and will not be considered further, where they do not achieve a “Pass” in one or more of the sections included in this selection questionnaire.



	Part 1 – Potential supplier information 

	Please answer the following questions in full. Note that every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration.

	Section 1
	Potential Supplier Information

	Question no.
	Question
	Response

	1.1 (a)
	Full name of the potential supplier submitting the information
	     

	1.1 (b) – (i)
	Registered office address (if applicable)
	     

	1.1 (b) – (ii)
	Registered website address (if applicable)
	     

	1.1 (c)
	Trading Status:

a) public limited company

b) limited company 

c) limited liability partnership 

d) other partnership 

e) sole trader 

f) third sector

g) other (please specify your trading status)
	     

	1.1 (d)
	Date of registration in country of origin
	     

	1.1 (e)
	Company registration number (if applicable)
	     

	1.1 (f)
	Charity registration number (if applicable)
	     

	1.1 (g)
	Head office DUNS number (if applicable)
	     

	1.1 (h)
	Registered VAT number 
	     

	1.1 (i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

 FORMCHECKBOX 
   N/A

	1.1 (i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	     

	1.1 (j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

 FORMCHECKBOX 
   N/A

	1.1 (j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	     

	1.1 (k)
	Trading name(s) that will be used if successful in this procurement
	     

	1.1 (l)
	Relevant classifications (state whether you fall within one of these, and if so which one)

a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual
	     

	1.1 (m)
	Are you a Small, Medium or Micro Enterprise (SME)?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	1.1 (n)
	Details of Persons of Significant Control (PSC), where appropriate:   

· Name;

· Date of birth;

· Nationality;

· Country, state or part of the UK where the PSC usually lives;

· Service address;

· The date he or she became a PSC in relation to the company (for existing companies 6 April 2016 should be used);

· Which conditions for being a PSC are met;

· Over 25% up to (and including) 50%,

· More than 50% and less than 75%,

· 75% or more.

(Please enter N/A if not applicable)
	     

	1.1 (o)
	Details of immediate parent company:

· Full name of the immediate parent company

· Registered office address (if applicable)

· Registration number (if applicable)

· Head office DUNS number (if applicable)

· Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	     

	1.1 (p)
	Details of ultimate parent company:

· Full name of the ultimate parent company

· Registered office address (if applicable)

· Registration number (if applicable)

· Head office DUNS number (if applicable)

· Head office VAT number (if applicable)

(Please enter N/A if not applicable)

	     

	Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them. 


	Please provide the following information about your approach to this procurement:

	Section 1
	Bidding model

	Question no.
	Question
	Response

	1.2 (a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.

If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2 (a) - (ii)
	Name of group of economic operators (if applicable)
	     

	1.2 (a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	     

	1.2 (b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No 

	1.2 (b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.

Name

     
     
     
     
     
Registered address

     
     
     
     
     
Trading status

     
     
     
     
     
Company registration number

     
     
     
     
     
Head Office DUNS number (if applicable)

     
     
     
     
     
Registered VAT number

     
     
     
     
     
Type of organisation

     
     
     
     
     
SME (Yes/No)

     
     
     
     
     
The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables

     
     
     
     
     
The approximate % of contractual obligations assigned to each sub-contractor

     
     
     
     
     



	Contact details and declaration
I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate.

I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document.

I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement.

I understand that the Council may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.

I am aware of the consequences of serious misrepresentation.

	Section 1
	Contact Details and Declaration

	Question no.
	Question
	Response

	1.3 (a)
	Contact name
	     

	1.3 (b)
	Name of organisation
	     

	1.3 (c)
	Role in organisation
	     

	1.3 (d)
	Phone number
	     

	1.3 (e)
	E-mail address
	     

	1.3 (f)
	Postal address
	     

	1.3 (g)
	Signature
	     

	1.3 (h)
	Date
	     


	Part 2: Exclusion Grounds

	Please answer the following questions in full. Note: every organisation that is being relied on to meet the selection must complete and submit the Part 1 and Part 2 self-declaration. 

	Section 2
	Grounds for Mandatory Exclusion

	Question no.
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2)
The detailed grounds for mandatory exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions.

Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation have been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation.  
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 2.1(b)

	
	Corruption.  
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 2.1(b)

	
	Fraud.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 2.1(b

	
	Terrorist offences or offences linked to terrorist activities
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 2.1(b

	
	Money laundering or terrorist financing
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 2.1(b

	
	Child labour and other forms of trafficking in human beings
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 2.1(b

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.

Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,

Identity of who has been convicted

If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.

	     

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	     

	Please Note: The Council reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions


	Section 3
	Grounds for Discretionary Exclusion 

	Question no.
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions.

Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)


	Breach of environmental obligations?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2


	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(e)
	Guilty of grave professional misconduct?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(j)

3.1(j) - (i)
	Please answer the following statements

The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(j) - (ii)
	The organisation has withheld such information.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(j) –(iii)


	The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015

	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.1(j)-(iv)


	The organisation has influenced the decision-making process of the Council to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to have negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

If Yes please provide details at 3.2

	3.2
	If you have answered Yes to any of the above, explain what measures have been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	     


	Part 3: Selection Questions


	Section 4
	Economic and Financial Standing

	Question no.
	Question
	Response

	4.1
	Please indicate which one of the following you have provided to demonstrate economic / financial standing: 

(a)    A copy of your audited accounts for the last two years?
	Yes ☐
No   ☐

	
	(b)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.
	Yes ☐
No   ☐

	
	(c) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes ☐
No   ☐

	
	(d) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes ☐
No   ☐

	4.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.

	Yes ☐
No   ☐

	


	Section 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below:

	Name of organisation
	            


	Relationship to the Supplier completing these questions
	            


	Question no.
	Question
	Response

	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	Section 6
	Technical and Professional Ability

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to the Council’s requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.

If you cannot provide examples see question 6.3


	Contract 1

	Name of customer organisation
	

	Point of contact in the organisation
	

	Position in the organisation
	

	E-mail address
	

	Description of contract 
	

	Contract start date
	

	Contract completion date
	

	Estimated contract value
	

	Contract 2

	Name of customer organisation
	

	Point of contact in the organisation
	

	Position in the organisation
	

	E-mail address
	

	Description of contract 
	

	Contract start date
	

	Contract completion date
	

	Estimated contract value
	

	Contract 3

	Name of customer organisation
	

	Point of contact in the organisation
	

	Position in the organisation
	

	E-mail address
	

	Description of contract 
	

	Contract start date
	

	Contract completion date
	

	Estimated contract value
	

	6.2
	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

	
	

	6.3
	If you cannot provide at least one example for question 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	


	Section 7
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015

	Question no.
	Question
	Response

	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   N/A

	7.2
	If you have answered yes to question 7.1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?

	 FORMCHECKBOX 
   Yes

Please provide relevant the url

 FORMCHECKBOX 
   No

Please provide an explanation




	(PART 3) Section 8: Additional Questions
Suppliers who self-certify that they meet the requirements to the additional questions will be required to provide evidence of this if they are successful at contract award stage.

	

	8.1
	Insurance

	Question no.
	Question
	Response

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:
Employer’s (Compulsory) Liability Insurance  = £5m 

Public Liability Insurance = £10m 
Please note the insurance cover values shall not be less than the amounts detailed above for each and every claim.

* It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8. 2
	Disclosure and Barring Service (DBS) Checks

	Question no.
	Question
	Response

	a.
	Please confirm that you operate and manage a process for DBS checks on personnel, including employees and sub-contractors, who may in the course of their duties, come into contact with vulnerable groups e.g. the elderly, young people and people with a physical or mental disability?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	b.
	Please confirm that you are you willing to supply details relating to relevant personnel upon request?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8.3
	Safeguarding and Security

	Question no.
	Question
	Response

	c.
	Please confirm that you either have a Lone Working policy that has been reviewed in the last year or are willing to put one in place by the commencement of the contract?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	d.
	Please confirm that you either have a Staff Code of Conduct that covers such areas as professional boundaries and the acceptance of gifts or are willing to put one in place by the commencement of the contract?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	e.
	Please confirm that you either have a Whistleblowing policy that has been reviewed in line with current law or are willing to put one in place by the commencement of the contract?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	f.
	Please confirm that you either have a Complaints/Comments policy for service users that has been reviewed in the last year or are willing to put one in place by the commencement of the contract?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	g.
	If you have not confirmed all of the requirements above, please provide details of your safeguarding and security arrangements below:

	
	     


	8.4
	Business Continuity  / Disaster Recovery

	Question no.
	Question
	Response

	a.

	Does your organisation have a written Business Continuity / Disaster Recovery policy?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	
	If yes, please:

a) Confirm that a copy of your organisation’s Business Continuity / Disaster Recovery policy and evidence of its implementation and any non-compliance procedures will be provided on request. 

If no, please provide details of the Business Continuity / Disaster Recovery provisions, processes and procedures your organisation would use to identify and mitigate adverse conditions, both internal and external, to ensure the continuation of operations (or explain why such processes and procedures are not in place):

(Maximum 500 words)
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8.5
	Audit and Information Security

	To provide Facilities Management Service at Burnley Bus Station will require/ involve access to personal data in respect of individuals to whom services are being provided is required, i.e. via access to the CCTV system in the Bus Station 
As a responsible organisation, the Council is required by law, to take all reasonable steps to ensure that personal data covered by the Data Protection Act 1998 is protected against unauthorised access or loss. With this in mind, the Council has produced a checklist of the basic information security standards that are required where the storing, handling, processing and/ or retention of personal data are incidental to the service being provided. 

The following questions should be answered with regard to any personal data or sensitive personal data held in respect of this contract: 


	Question no.
	Question
	Response

	a.
	Paper records and IT equipment containing confidential or personal data must not be left unattended and shall be kept securely and locked away at the end of each working day.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	b.
	The confidential or personal data must be shredded or electronically cleaned from storage when no longer required.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	c.
	When transporting confidential or personal data by vehicle all records must be held securely when left unattended.  
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	d.
	Confidential or personal data sent electronically including spreadsheets, letters and schedules shall be protected with a minimum of an 8 character password or shared over a secure encrypted link.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	e.
	Confidential or personal data shall not be sent via SMS, text or instant messaging services.  
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	f.
	In the event that the confidential or personal data is lost or stolen or accessed or destroyed accidently or deliberately, the Council must be notified as soon as possible.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	g.
	Anti-virus software shall be installed on IT equipment holding confidential or personal data with the automatic update activated.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	h.
	Mobile devices including phones and iPads confidential or personal data must be secured by the use of a ‘PIN’.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	i.
	Where possible, PCs and laptops holding confidential or personal data shall be encrypted.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	j.
	Obsolete PCs, laptops, USB devices, iPads, smartphones etc. used to hold confidential or personal data shall be disposed of securely to ensure that the data on the hard drives is destroyed.   
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	k.
	Have you registered for Cyber Essentials or Cyber Essentials Plus. If you have not would you be prepared to register.

https://www.cyberaware.gov.uk/cyberessentials/
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8.6
	General Data Protection Regulations 

	Question no.
	Question
	Response

	a.

	The General Data Protection Regulations (GDPR) which intend to strengthen and unify data protection for individuals are expected to come into force on 25 May 2018.

Please confirm if you are aware of the obligations that will apply to your organisation i.e. Specifically that you are aware that as a Data processor for the Council you are only able to process data in a manner which is specified by the Council and;
You will ensure that any sub-contractors handling the data are contracted in the same terms as yourselves.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8.7
	Compliance with equality legislation

	Question no.
	Question
	Response

	a.
	Does your organisation comply with the requirements of the Equality Act 2010 (or equivalent legislation in the country in which you are located)?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	b.
	In the last three years 
· Have any finding of unlawful discrimination, victimisation, harassment or failure to make reasonable adjustments, been made against your organisation by any court or employment tribunal (or in comparable proceedings in any other jurisdiction)?

· Has your organisation been the subject of a formal investigation by the Equality and Human Rights Commission?
If yes, please provide details including what steps your organisation took in consequence of this 
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	
	     

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8.8
	Environmental Management

	Question no.
	Question
	Response

	a.
	Does your organisation comply with the environmental legislation and/or regulations that apply to your organisation and its activities?

	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	b.
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 

If yes, please provide details including any remedial action or changes you have made as a result of conviction or notices served.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	
	     

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	8.9
	Health and Safety

	Question no.
	Question
	Response

	a.
	Does your organisation comply with the requirements of the Health and Safety legislation that apply to your organisation and its activities?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	b.
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 

If yes, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result.
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No

	
	     

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	 FORMCHECKBOX 
   Yes
 FORMCHECKBOX 
   No


	Appendix 1 – Financial Standing Evaluation


Evaluation of Economic and Financial Standing

The evaluation will measure the financial and economic standing of the supplier based on the presented financial information (See PART 3 Sections 4 Financial Standing). The evaluation includes turnover and key financial ratios. A maximum score of 40 is available for this element.

Financial Threshold (Max score 20)

The turnover threshold that will apply for this contract has been set at GBP600 thousand for the supplier. A financial threshold has been set to ensure that the supplier is capable of financing the contract during the term. Where a provider cannot meet the turnover threshold as stated, a score of zero will be assigned to this evaluation criterion, and where this is met, a score of 20 will be awarded.

Turnover will be calculated based on an average over the two year period selected.

Profitability (Max score 10)

The following profitability ratios will be calculated and scored. The ratio calculated will be the mean average of the two year period selected from the financial information provided in the SQ response:

· Gross profit margin (gross profit/turnover) expressed as a percentage; and

· Net profit margin before tax (profit before tax/turnover) expressed as a percentage.

Table 1 Profitability

	Gross Profit (max score 5)


	Net Profit (max score 5)



	Margin (%)


	Score


	Margin (%)
	Score



	<4%
	0
	<1%
	0

	4-7%
	1
	1-2.9%
	1

	8-11%
	2
	3-4.9%
	2

	12-15%
	3
	5-6.9%
	3

	16-19%
	4
	7-8.9%
	4

	>20%
	5
	>9%
	5


Liquidity (Max score 10)

The following liquidity ratios will be calculated and scored. The ratio calculated will be the mean average of the two year period selected from the financial information provided in the SQ response:

· Current ratio (current assets/current liabilities) expressed as a ratio; and

· Acid test ratio (current assets less stock/current liabilities) expressed as a ratio.

Table 2 Liquidity

	Current Ration (max score 5)


	Acid Test Ratio (max score 5)



	Ratio


	Score


	Ratio 
	Score



	0.00 – 0.19
	0
	0.00 – 0.19
	0

	0.20 – 0.59
	1
	0.20 – 0.59
	1

	0.60 – 0.99
	2
	0.60 – 0.99
	2

	1.00 – 1.39
	3
	1.00 – 1.39
	3

	1.40 – 1.79
	4
	1.40 – 1.79
	4

	1.8 and above
	5
	1.8 and above
	5


In reviewing the financial and economic robustness of the supplier the review will ensure that the supplier has sufficient liquidity such that, in the short term, it is in sound financial health and can meet its obligations as they fall due. The ratios above, when calculated, are simple indications of the current trading position of the organisation. Year on year comparisons will also show the trend in the liquidity position of the supplier through the years.

	Appendix 2 – Evaluation of Technical and Professional Ability


Responses to PART 3 Section 6.1 (Technical and Professional Ability) will be evaluated by the Council with regard to the scoring guidelines set out in table below and the relevant information provided by potential Suppliers. A maximum score of 60 is available for this element. The list of factors to be taken into account when scoring submissions (where appropriate) are:
· Experience of up to 3 similar projects (within the last 5 years) to the requirements of the Council as set out in Section 1 and 2 of this SQ
· Customer references – the Council will issue the Reference Request at APPENDIX 5: REFERENCE REQUEST (example only) to the customer contact details in the Selection Questionnaire for each contract example supplied. Suppliers must therefore make best

     endeavours to ensure that the references provided are available for contact during the    

     evaluation period;

· Supply chain management (applicable to those Suppliers who intend to sub-contract a proportion of the contract); and,

· Explanation from suppliers who are unable to provide at least one example to the question in PART 3 Section 6.1  
Table: Scoring Guidelines for PART 3 Section 6 (Technical and Professional Ability)
	45-60
	Good response. Clearly describes the bidder’s capabilities in delivering the requirements in scope; and demonstrates complete understanding. Provides additional relevant information. Clearly demonstrates experience relevant to the contract requirements 

	30-45
	Satisfactory response. Experience describes the bidder’s capability in relation to the requirements; and demonstrates understanding. Outlines experience which is broadly relevant to the contract requirements

	15-30
	Minimal or poor response. Experience provides little indication of the bidder’s capability of delivering the requirements; or only partially meets the requirements; and / or demonstrates partial understanding. Outlines experience which is narrowly relevant to the contract requirements

	0-15
	Nil or inadequate response. Experience with little or no description of the potential bidders capability of delivering the requirements; or does not meet the requirement; and/or demonstrates no understanding; and/or, poor and/or no return of client technical reference(s). Very little or no experience which is relevant to the contract requirements


	Appendix 3 – BIDDERS QUESTION FORM


Instructions and guidance

1. Any question relating to the procurement must be sent by email to the following:-

cgay@burnley.gov.uk
unless questions are part of the clarification process (see Section 5.2). 

2. Bidders should frame questions clearly and concisely and submit in the form attached below.

3. The Council will endeavour to respond in writing as quickly as possible but reserve the right to decline to answer a question or provide information requested.

4. The Council reserve the right to share the replies to questions with other Bidders without further reference to the Bidder raising the question.

5. Bidders are reminded that the same rules as to confidentiality apply to the information provided in replies to questions as apply in relation to the remainder of information provided under this procurement.

From
	From (Bidders Name)


	

	Bidders Contact Name


	

	Subject area (Delete as appropriate)
	Legal / Technical / Financial

	Date of Request


	

	Bidders Query on the Procurement Exercise:-



	Response Date


	

	Council Response:-




	Appendix 4 – TEMPLATE FOR PROVIDING ADDITIONAL INFORMATION


Selection Questionnaire 

Burnley Bus Station

	Bidder Organisation:

	

	Bidder Contact Name:

	

	Additional Page No.

	

	Total Additional Pages included in submission:

	

	Question No.


	

	Additional information:




	Appendix 5 – REFERENCE REQUEST EXAMPLE


Please note that the Council will issue the Reference Request to the reference sites provided in your SQ submission.
Reference Request October 2017

Procurement to appoint a Facilities Management Service Provider for Burnley Bus Station 
XXX has provided your Council/ Organisation as a reference in connection with a tender pre-qualification exercise with Burnley Borough Council to appoint a Facilities Management Service Provider for Burnley Bus Station.
Please could I ask you to complete the sections below. All information returned will be kept strictly confidential. I would be grateful if you could provide your reference, by return email to cgay@burnley.gov.uk by [date].

Thank you. 

 Please indicate the services you receive/d from the provider named above

	


1. Please give a brief outline of the contract specification 

	


2. Over what period have these services been delivered to you by this provider

	


3. Please detail any supply chain or consortium arrangements in relation to the supply of these services 

	


4. Please indicate your satisfaction with performance against the agreed specification in relation to services provided

	


5. Would you be prepared to procure from this provider again in the future

	


6. Additional Comments

	


Council/ Organisation:

Name: 

Date: 

Position: 



Introduction





Burnley Bus Station was built in 2002 within Burnley Town Centre, adjacent to


the prime shopping area and caters for approximately 6 million passengers


per year with average 600 bus departures per day. The design ensured that


pedestrian and vehicular conflict was kept to a minimum.





1.1 The main features of the bus station are:





· Fully enclosed passenger waiting area


· 18 departure bays accessed by automatic doors


· Electronic passenger departure information


· Travel and tourist information office


· Café with additional external seating area


· Newsagent/shop


· Toilet and baby-care facilities including separate disabled toilet facility


· Seating adjacent to each bus bay for waiting passengers


· CCTV coverage


· Taxi rank


· Cycle parking


· Attractive surround external area with seats and landscaping


· Payphones and vending machines


· Bus crew facilities


· Clocks, both digital and analogue


· Bold signage





Particular attention has been paid to provide enhanced safety and security for


passengers within the bus station. This has been achieved through the


installation of CCTV which is linked to the local police station and town centre


CCTV coverage and by having a staff presence on the bus station.


The bus station is fully accessible to mobility-impaired users and incorporated


tactile lettering for the visually impaired.


Burnley Borough Council (BBC) owns the bus station but the management of


the facility is currently carried out by a private contractor.











2. Scope





The Contract requirements are for the general management of Burnley Bus Station on behalf of the Council. The successful contractor shall ensure that the premises and adjoining land are kept in a clean, functional and safe condition for the duration of the Contract. The successful contractor shall be responsible for the security of the premises and the management of bus operators.





The proposed during of the contract is for 3 years commencing in April/May 2018 with a view to extend a further 2 years in 12 month extension periods, subject to satisfactory performance/delivery of the Council’s specifications and requirements.





The successful contractor would be required to ensure that a suitably qualified and experienced member off staff is present to act as General Manager at Burnley Bus Station who shall be in attendance for a minimum of normal office hours.





The successful contractor shall put into place suitably qualified and experienced Staff to manage specific areas of operation including but not limited to:





Providing site and premises security all year around excluding Christmas Day, Boxing day and New Year’s Day;


A comprehensive cleaning regime, including periodic high level cleans;


Opening and securing / locking of Burnley Bus Station;


Dealing with public transport enquiries;


Day to day management and overseeing of bus operations at Burnley Bus Station;


Attending and reporting back to Council at regular Management meetings.





It will be likely that existing staff at Burnley Bus Station will be required to be transferred under the terms of the Transfer of Undertakings (Protection of Employment) Regulations 2006 (TUPE) as amended by the "Collective Redundancies and Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014" and the potential contractors are advised to seek independent professional advice on the consequences for them if they are the successful bidder in those circumstances.











3. Indicative Procurement Timescales





An indicative procurement timetable is set out below. The Council reserves the right to amend or vary this timetable at any time with prior written notification to each of the short-listed bidders and in line with the Public Contract Regulation 2015.





Selection Questionnaire & OJEU Notice Issues			13th Oct 2017





Bidder Selection Questionnaire Clarification Deadline                 9th Nov 2017





Selection Questionnaire Return Deadline 				  15:00 GMT 


                                                                                                      14th Nov 2017





Identify and Notify Short-listed Bidders     		                      11th Dec 2017





Issue Invitation to Tender Suitable Contractors			 18th Dec 2017





Invitation to Tender Return Deadline					 29th Jan 2018





Clarification & Evaluation Period					12th Feb 2018





Contract Award                                       		                       5th Mar 2018





Estimated Contract Start Date 					  9th Apr 2018








*Bus Station Selection Questionnaire

