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a. Grange Infant and Grange Junior Schools federated in 2012 (hereafter referred to as ‘The Federation’). 

b. The Federation operates at capacity with approximately 620 pupils on the roll across all year groups from EYFS to Year 6, and approximately 73 staff including Teachers, Teaching Assistants, Admin and Other staff. The school day is 8.25am to 3.00pm at the Infant School and 8.45am to 3.20pm at the Junior School.

c. The Federation’s aim is that all children will leave the school with special memories, having achieved personal success whilst becoming equipped to take their next steps in the journey of life. We have a fully equipped operational kitchen at the Junior School and ordering and payment are completed through www.schoolmoney.co.uk.

d. The Infant School was judged OUTSTANDING in its last OfSTED report (January 2007) and the Junior School was judged RI in its last OFSTED report (March 2016).

e. Numbers of School Meals in the last 3 academic years (includes FSM and UIFSM shown in tables below) can be seen in Appendix A.  Numbers at the Junior School have decreased in recent years and the Federation is keen to promote the diners and increase numbers. A meal to parents is charged at £2.25. This price needs to be held for an academic year. Any change in the price of the meals after the first academic year may only be changed with agreement and only if the cost of food has gone up or the Living wage has increased.
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a. If you as the tenderer (hereafter referred to as ‘The Tenderer’ and ‘the Supplier’ in the Appendices) intend to tender for the above mentioned Provision of Catering Services, please read the following instructions carefully and prepare your tender accordingly. 

b. The Federation will not be responsible for any costs or expenses incurred by The Tenderer in preparation, delivery or evaluation of the tender.

c. The Federation will not be responsible for any costs or expenses incurred by The Tenderer in relation to the formation of a contract should you be successful. 

d. The Tenderer is deemed to have obtained at his own expense, all information necessary for the preparation of his tender.

e. Prior to the stated date for tender submission, The Federation may clarify, amend or add to the tender specification and documentation. In this case a copy of each such instruction will be issued by The Federation to every tenderer and shall form part of the tender documentation. 

Note: No amendment shall be made to the tender specification and documentation unless it is the subject of such an instruction. You should promptly acknowledge receipt of such instructions. 

f. Any request for clarification of any points in this Invitation to Tender should be made in writing to the Bursar, using the address on the front page of this document. As soon as practical after receipt of any request for clarification, The Federation will respond in writing. 

g. The Federation will not be bound to respond to any request for clarification of the Invitation to Tender which is received later than 6 working days prior to the stated date for tender submission.

h. Only clarifications made in writing by The Federation to The Tenderer will form part of the Invitation to Tender. 

i. All information contained in this Invitation to Tender shall be treated as confidential except insofar as is necessary to be disclosed for the purposes of obtaining quotations essential for the preparation of your tender. 

j. The Federation reserves the right to reject any organisation from the tender exercise where the tender response contains significant non-compliances with our Contract Conditions (APPENDIX B & C and SCHEDULE 5).

k. If you are returning a response with any non-compliances, it is a condition of your return that a proposed alternative must be clearly stated, or at very least an explanation as to why your response is non-compliant. If this is not included within your return, The Federation will have no alternative but to deem your tender non-compliant and reject it from the evaluation process. 
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a. Some key contract specifications are: 

· The price per meal remains consistent with, or lower than, the current price for at least 12 months from the start of the contract, and any increases thereafter limited to the level of inflation.
· Menus will include a variety of fresh, nutritious, age appropriate appetising food options.
· Menus will be regularly evolving; including a choice of meals on each day, a choice of vegetables, a salad bar, and fruit or yogurt as an alternative desert option.
· Portion sizes will be sufficient for the pupil, allowing larger portions for the older pupils where they require or request them and shall be in line with the School Food Standards.
· Meals will be made using fresh ingredients and prepared on the day.
· Vegetarian options will be imaginative, offer variety in the same way that non-vegetarian meals will do and be appealing to the children, avoiding the over use of cheese as a protein item.
· Menus will cater for dietary requirements including intolerances and allergies.(subject to advance notification)
· Meals will be free of artificial colours and additives (see Appendix D). Low sugar and low fat level alternatives will be used and salt should not be added to dishes or be available as a condiment.
b. The following dates (which may be subject to change) represent the indicative timescale for the key stages of the tender process:

· 7th  April 2017		  	           Invitation to Tender issued
· 8th May  2017                                       Bidders day          
· 22nd May       		           	Tender response submission deadline
· 22nd May -23rd June  		 	Tender evaluation
· 12th June  		                      	Presentation day 
· 23rd June          				Notification of Agreement award
· July 2017                                             Contract awarded
· August 2017                                        Contract starts

c. Unless The Tenderer can effectively demonstrate the merits of an alternative model, the contract will be set for 3 years with an option to extend for an additional further three one year periods  to a maximum of 6 years.

d. The Tenderer should be aware that all of its staff working in The Federation will require enhanced Disclosure Barring Service (DBS) checks (formerly CRB checks) and its staff will be required to give their written permission for such checks to be performed and to wear photo ID whilst on the Federation premises.

e. The Tenderer should be aware that all its staff working in The Federation will be obliged to conform strictly with all relevant polices of The Federation at all times, except where written authorisation to do otherwise has been provided by The Federation.

f. It is the responsibility of The Tenderer to initiate a site visit, to familiarise with The Federation’s buildings and current operation, if required. Contact details are on the front of this document and on the Federation’s website: http://www.grangefederation.co.uk 

g. Any Tenderer who directly or indirectly canvasses any member or official of The Federation or its advisors, concerning the award of the contract for Provision of Catering Services, or who directly or indirectly obtains or attempts to obtain information from any such member or official concerning any other tender for the goods/service will be disqualified. 

h. If canvassing discovery occurs after the award of the contract The Federation shall then be entitled, but not obliged, to summarily terminate the contract. 

i. Unless and until a formal agreement is prepared and executed, this Invitation to Tender, together with your written acceptance thereof, shall constitute a binding contract between us. 

j. No-more than 4 Tenderers will be selected to present to the Federation and this will be based on our evaluation criteria.
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Your tender must be divided into clear, easily identifiable sections and contain the information called for in the following 5 Schedules: 

Schedule 1 - Tender, Agreement Form: 
The Tenderer’s opportunity to demonstrate understanding of the Tender process as described within this Invitation to Tender, and to provide a commitment to uphold the integrity of this tendering process as well as the integrity of their part in this process.  

Schedule 2 - Tender, Method Statement: 
The Tenderer’s opportunity to demonstrate the means by which you intend to meet the requirements of the Specification, covering in particular (though not exclusively) the following headings (see Schedule 2 for template): 

a) Quality: We want to have our meals made with quality fresh ingredients with limited use of frozen or pre-prepared food. We want choice to the end of the service for all, additional meals daily for the Infant School to account for spillage and the Tenderer needs to be able to cater for special dietary needs. The Tenderer also needs to be willing to work towards delivering food for life accreditation.

b) Resourcing and managing the works: to demonstrate your current/proposed organisation structure, DBS checks and how you will manage resourcing challenges. This should include, but is not limited to, how staff absences will be covered, management structures including where staff will be located and what central resources can be called in support of this contract.

c) Implementation plan: to demonstrate how you will manage a smooth contract transition and implementation including all activities and anticipated timescales. 

d) Performance monitoring: to demonstrate the performance measures you will put in place, types of feedback and how it will will be collected, shared with key stakeholders and acted upon to ensure standards are consistently high at all times.

e) Service provision: to demonstrate menus, portion control, dietary requirements and any 'additional catering services' being considered aside from the school meals. A proposed three week menu rotation should be included with working receipes and reference to the School Food Plan requirements.

f) e-Trading capability: to demonstrate how you might enhance school meal uptake e.g. use of pre-ordering and payment on line, and how this can reduce the admin burden.

g) Environmental management: to demonstrate your policies and systems with specific reference to recycling and the management of kitchen waste.

h) Efficiency savings: to demonstrate any additional measures you will adopt during the contract term to generate efficiencies in the operation, the service and the finances associated with these.

i) Promotion: to demonstrate the initiatives you will use to encourage increased meal uptake and additional catering services within The Federation.

j) References and testimonials: to demonstrate the integrity, reliability, trustworthiness, suitability, reputation and general character of your organisation and ultimately your ability to deliver the contract in keeping with the ethos and values of The Federation. 

Schedule 3 - Tender, Costs & Pricing Schedule: 
The Tenderer’s opportunity to demonstrate understanding of the costs associated with the Provision of Catering Services in The School’s arena and related pricing of school meal menus and any other services you propose to include in the Tender. References should reflect a similar contract size and set up to the Federation.

Schedule 4 - Tender, Completed Schedule of Reserved Information: 
The Tenderer’s opportunity to inform The Federation of any information which it regards as being eligible for exemption from disclosure by The Federation under The Freedom of Information Act 2000. 

Schedule 5 - Tender, Contract Conditions Compliance Statement: 
The Tenderer’s opportunity to demonstrate compliance with the contract conditions as these will form the basis of the eventual contract. Non-compliance with these conditions will be considered indicative of The Tenderer’s inability to fully perform the contract requirements, unless explanation and evidence convinces otherwise. It is in The Tenderer’s interests to fully demonstrate their actual or intended compliance.
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a. Your tender response MUST BE RETURNED IN A SEALED ENVELOPE and needs to include:

· 4 (four) hard copies printed single-sided on A4 paper, and 
· 1 (one) electronic copy either:
· on a USB drive (Flash drive, Pen drive), or 
· burnt onto a CD

b. Your tender response MUST NOT BE SUBMITTED BY EMAIL as this cannot be anonymised in the way that responses need to be. It must be a hard copy.
 
c. Your tender response must be submitted no later than 22nd May 2017 

d. Your tender response must be addressed to: 

Tender Opening
Ref: Provision of Catering Services 
The Bursar
Grange Junior School
Grange Drive
Stratton St Margaret
Swindon
Wiltshire
SN3 4XY

e. Your envelope MUST NOT INDICATE THE NAME OF THE TENDERER - envelopes that do may be rejected unopened. 

f. Tenders received after the tender submission deadline may be rejected. 
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a. Tenders will be evaluated on:

· Costs & Pricing (weighting 40%), and 
· Quality (weighting 60%) 

b. Costs & Pricing Schedule will be evaluated score is out of 100 marks

c. Quality criteria will be evaluated as follows:

	A
	Resourcing and managing work
	20%

	A1
	Management structure / Operational management team
	

	A2
	Disclosure Barring Service (DBS) checks
	

	A3
	Management of contract
	

	B
	Implementation plan
	10%

	B1
	Method Statement and Project Plan
	

	C
	Performance monitoring
	10%

	C1
	Consistency of standards
	

	C2
	Monthly reporting
	

	C3
	Stakeholder feedback
	

	D
	Service provision
	25%

	D1
	Primary school menu provision
	

	D2
	Additional catering services
	

	D3
	Portion control management
	

	D4
	Promotion of healthy eating
	

	D5
	Delivery of menu choices
	

	D6
	Transportation of meals
	

	E
	Trading capability
	15%

	E1
	Trading capability
	

	E2
	Reducing administrative burden
	

	F
	Environmental management
	5%

	F1
	Environmental Management policies
	

	G
	Efficiency savings
	5%

	G1
	Achieving zero subsidy
	

	H
	Promotion
	5%

	H1
	Attracting increased school meal uptake
	

	H2
	Developing additional catering services
	

	I
	References and testimonials
	5%

	I1
	Reference response /presentation
	

	
	TOTAL
	100%




d. Tender Evaluation will be two stage:

 		Stage 1:	Evaluation of all returned tender documents, for short listing
	  Stage 2:	Presentation & interviews to further assess validity and suitability. 
                                Visits to reference sites maybe taken up.
                                 

This evaluation will comprise of the following qualitative elements: 

e. The Federation’s Evaluation of Tenders model (Section 6) will be used to record qualitative scores and costs & pricing comparisons to complete a ranking of tenders.

f. The Federation is not necessarily seeking to award the contract to the lowest priced tenderer but will determine which tender, on the basis of both quality and price considerations, will provide best value for The Federation. 

g. The submission of a tender shall denote The Tenderers agreement to comply with all matters referred to in this Invitation to Tender, unless stated otherwise.

h. The Federation shall be under no obligation to award a contract for all or any part of the requirement set out in this Invitation to Tender, to any tenderer or at all. 

i. The Federation may require The Tenderer to answer The Federation’s queries on their proposal and to meet with the Federation, formally, during the tender evaluation period.

j. The Federation reserves the right to visit The Tenderers’ premises and any schools or other premises that the tenderer operates in, to view the facilities and systems which may be used to deliver the services. 
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APPENDIX A – DINNERS AT GRANGE FEDERATION

 Paid Meals
	
	Rec
	Y1
	Y2
	Y3
	Y4
	Y5
	Y6
	Duty
Meals
	Total

	2013/14
	5833E
	2668 
	2377 
	1675 
	946 
	44
	7710

	2014/15
	0 
	0
	0
	2825 
	4394 
	 4173
	 1863
	313
	13568

	2015/16
	0
	0
	0
	 243
	2692 
	2567 
	7090 
	328
	12920 





a. Free School Meals (FSM) 
	
	Rec
	Y1
	Y2
	Y3
	Y4
	Y5
	Y6
	Total

	2013/14
	1824E
	388 
	759
	689 
	66 
	1902

	2014/15
	1126 
	769
	1809
	 485
	 816
	1515 
	 1180
	7700

	2015/16
	536
	1820
	920
	 0
	 1315
	1022
	1424 
	7037





i 	Universal Infant Free School Meals (UIFSM) 
	
	Rec
	Y1
	Y2
	Y3
	Y4
	Y5
	Y6
	Total

	2014/15
	9703 
	11338
	10066
	0
	0
	0
	0
	31107

	2015/16
	12298 
	10284
	11304
	0
	0
	0
	0
	33886



	

	Grand Totals   
	
	Rec
	Y1
	Y2
	Y3
	Y4
	Y5
	Y6
	Duty
Meals
	Grand Total

	2013/14
	7657E
	3056 
	3136  
	2364 
	 1012 
	44 
	9612  

	2014/15
	10829 
	12107
	11875
	3310  
	5210 
	 5688
	3043  
	313 
	52315  

	2015/16
	12834 
	12104
	12224
	 243
	 4007
	3589 
	 8514
	 328
	53843    



E – Estimated numbers

We currently have 268 children at the Infant School and 360 children at the Junior School.


APPENDIX B - CONTRACT SPECIFICATION 

General Principles
1. The Supplier will work with The Federation to ensure that for the pupils, eating in school is a pleasurable experience; time spent sharing good food with peers and teachers. 

2. The Supplier will support children as they develop healthy eating habits and ensure that they get the energy and nutrition they need.

3. The Supplier and contracted personnel will become part of the whole school environment; to readily engage with the staff, the policies, the character and ethos of the Federation.  

Catering Service
4. The Supplier will be responsible for, and provide, a catering service at the times specified by the Federation on each school day (excluding Teacher Training days) during the academic year and on such other days as are notified by the Federation to the Supplier. A Federation calendar, including Teacher Training days, will be issued to the Supplier as soon as it becomes available.  There may be opportunities for the Supplier to provide meeting/inset day refreshments as required by the Federation. Where either or both schools are closed due to an election and school meals are therefore not required, the Federation will provide the Supplier with at least 10 days notice of such closure.
5. Closures brought about by emergencies such as bad weather or utilities supplies occur from time to time. The Federation will not compensate for loss of trade in such circumstances.
6. The Supplier will undertake to:
i. Prepare and serve meals that look good and taste delicious
ii. Help to create a smooth flow through each sitting e.g. reduce queuing 
iii. Serve food in the same way that they themselves would wish to be served
iv. Provide a wide range of foods across the week, variety is key
v. Use fresh, sustainable, seasonal and locally sourced ingredients, working with the Federation 
vi. Prepare and provide packed lunches e.g. for children attending school trips
7. The Supplier must ensure that all meals are produced in compliance with all relevant requirements of law and of good practice relating to food hygiene and temperature control 
8. Cold packed lunches must only (unless prior approval has been sought from and given by the Federation) be prepared on the day they are to be consumed. 
9. Cold packed lunches must be transported in insulated containers.
10. Be actively involved in the service of meals to children and staff as required and to supervise catering staff at both schools.  Regular visits should be made to the Infants School in order to adequately supervise staff and monitor delivery of the catering service.
Kitchen Facility 
11. The Provider and Client, under the requirements of the Food Safety Act 1990 and the Food Safety (General Food) Regulations 1995  have a legal duty to keep their premises, fixtures, heavy equipment, light equipment and portable equipment used in connection with the contract in a safe, clean and hygienic condition.
12. The Provider must produce a Food Management System  which is to be regularly reviewed by both parties.
13. The Provider and Client must keep up to date and accurate cleaning records and schedules on their own site. Including deep cleans and extractor cleaning by a licensed contractor overseen by the Provider. Records must show whose responsibility it is and the frequency that cleaning is carried out is overseen and maintained by the Provider.
14. All kitchen associated cleaning materials and maintenance will be co-ordinated and funded by the Supplier. It will be the Supplier’s responsibility to ensure that the kicthen is regularly cleaned.
15. Unless expressly agreed with The Federation in advance,:
a. meals and packed lunches must be prepared and cooked in the on-site facility at the Junior School;
b. the on-site facility at the Junior School should be used exclusively for the preparation of meals for the Federation (the Federation would be prepared to consider terms on which the Supplier may use the on-site facility for preparation of other meals).
c. There will be a dual letting policy for any third parties using the kitchen.



Menu 
16. Meals will comply with, and demonstrate adherence to, the Requirements for School Food Regulations 2014 and the School Food Standards as detailed in 'The School Food Plan', January 2015 (http://www.schoolfoodplan.com),, or any replacement legislation and guidance from time to time. 
17. Menus will be regularly evolving (ideally on the basis of a three weekly menu cycle); the menu will include a healthy option hot main meal,  a vegetarian choice each day together with baked potatoes with a range of fillings (or another healthy ‘quick choice’ meal). There will be a choice of vegetables and a salad bar.  A dessert option will be provided as well as a yoghurt and fresh fruit option.
18. There will be 3 menu changes a year, winter, spring and summer, with the menu provided to the Federation for agreement within 2 weeks of the end of the term following which the new menu will come into operation. There will be a 3 week menu cycle to reflect seasonality. (See Appendix G) for menu suggestions made by children at Grange Federation.
19. The Supplier will prepare special menus for special promotional days, having at least one such meal at least 3 times an academic year.  A Christmas lunch menu will be provided.
20. The Supplier will provide menus suitable for cultural and religious groups and other children with other dietary requirements at no extra cost.  The Federation will notify the Supplier in writing of any child who has such a requirement.
21. Pre-formed processed foods should  not be allowed to play a part in the menus, other than products and frequency allowed by the School Food Plan .
22. Portion sizes will be sufficient for the pupil, allowing larger portions for the older pupils where they require or request them and as a minimum be in line with the School Food Standards.
23. Meals will be made using fresh ingredients and prepared on the day.  The Supplier must, throughout the course of the contract, be able to demonstrate adherence to the 'the Childhood Obesity Strategy' to help reduce salt, saturated fat and sugar in children's diets.  (https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/418072/gbs-food-catering-march2015.pdf)
24. Vegetarian options will be imaginative and offer variety in the same way that non-vegetarian meals will do, as well as being appealing to the children and avoids excessive use of cheese as a protein item
25. Meals will be as free of artificial colours and additives, low in sugar and low fat level alternatives will be used.
26. Drinking water, in jugs, shall be available for all pupils throughout the service times. The Supplier will be responsible for the daily settling out of dining furniture, cutlery, trays, jugs and beakers in the dining area as requested by the Federation.

Transportation of meals to the Infant School
27. The Supplier will be responsible for transporting meals to the Infant School site in time for service to EYFS year group at 11.30 and KS1 year groups at 12-1pm (or such other dates as the Federation may reasonably specify).  The Supplier will be responsible for ensuring that the temperatures of the food are both complaint with food safety requirements and are an appropriate temperature for food service.  The Federation provides the containers required for transportation of meals.
28. Vehicles used for the transportation of meals must be kept clean. During transportation all food, equipment, utensils and other like items used in connection with the catering service must be protected from all possible contamination. 
29. The Supplier shall have due regard for students’ and adults’ safety on school premises at all times and in particular whilst delivery vehicles are on site.
30. The Supplier shall ensure that all hot meals are cooked as near to the time of delivery as possible and shall not be packed and kept in a holding situation for more than 30 minutes before they leave the kitchens and not more than 60 minutes up to the time of service. 
31. All foods should be temperature probed at the time of packing and the temperature recorded in the delivery book and on the Supplier’s temperature recording chart held in the kitchen. The delivery book must accompany the meals to the Client. 
32. 	Responsibility for complying with Health & Safety guidelines, food hygiene and temperature control rests with the Supplier. 
33. The Supplier will ensure that:
i. The price per meal remains consistent with, or lower than, the current price for at least 12 months from the start of the contract, and any increases thereafter limited to the level of inflation.

Supervision of catering staff
34. The Supplier will be responsible for the management and supervision of the catering staff at both schools, providing regular training to ensure that the catering service is compliant with the terms of this specification.  The number of catering staff employed by the Federation is set out in the introduction and the Supplier will provide such additional catering staff as are necessary in order to deliver a catering service which complies with this specification. Training programmes must be provided by the Supplier for all catering staff on: good nutrition, the links between food and health, sustainable food, the marketing techniques needed to encourage the choice of healthy meals, and the practical preparation methods used to allow the nutritional standards to be met.

Involvement with School and Promotion of Meals
35. The Supplier will consider opportunities for adding value to the school meal experience for the children. The Supplier should develop an effective marketing strategy that promotes the Federation meals service, particularly the healthy options, including menu presentation, product packaging and special days.
36. The Supplier will, at their own cost:
a. Plan a launch event during September 2017 to publicise the new catering service to the school and the parents
b. Provide the Federation with posters and other material in order to publicise the school meal provision with the aim of increasing the take up of meals.
c. Engage with children about the menus and encourage their feedback (including during assemblies if appropriate)
d. Engage with parents/carers and encourage their feedback
e. Engage with other key stakeholders and encourage their feedback
f. Suggest and help the school to implement ways in which the eating environment could be improved.
Ordering
The parties will agree the details of the meal ordering system.  Ideally the Supplier would offer meal options (not necessarily the main menu options) which could be selected by parents on the day that they are required.

Optional Services
The Federation would encourage the Supplier to become further involved in the life of the Schools and offer the following where possible:
· Breakfast for a breakfast club at the Junior School (the club would be run and staffed by the School)
· An after-school cookery club
· Providing out of hours catering on an ad hoc basis for events.
. 
Complaints Procedure
The parties will agree a suitable procedure for dealing swiftly with any issues raised by either party.	
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APPENDIX C - CONTRACT CONDITIONS 

Note: Significantly non-compliant bids will be rejected.

	#
	CONTRACT CONDITIONS
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Prohibited additives

Food containing the following additives shall not be used by the Supplier for the provision of services under any circumstances.

Colours
· E102	Tartrazine 
· E104	Quinoline Yellow 
· E107	Yellow 
· E110	Sunset Yellow FCF 
· E120	Cochineal or Carminic Acid 
· E122	Carmoisine or Azorubine 
· E123	Amaranth 
· E124	Ponceau 4R 
· E127	Erythrosine BS 
· E128	Red 2G 
· E131	Patent Blue V 
· E132	Indigo Carmine 
· E133	Brilliant Blue 
· E142	Green S 
· E150	Caramel Colour 
· E151	Black PN 
· E154	Brown FK
· E155	Brown HT 
· E160b	  Annatto, bixin norbixin
· E161g  Canthaxanthin
· E173	Aluminium (used in confectionary so prohibited)
· E180	Litholrubine BK

Preservatives
· E210	Benzoic Acid
· E211	Sodium Benzoate
· E220	Sodium Dioxide
· E251	Sodium Nitrate
· E252	Potassium Nitrate

Antioxidants
· E320	Butylated Hydroxyanisole
· E321	Butylated Hydroxytoluene




APPENDIX E - FREEDOM OF INFORMATION 

Guidance on the Freedom of Information Act 2000: Access to information about or arising under contracts
 
a. Introduction 
All information relating to any tender or quotation made to The Federation, or any contract to which The Federation is party, including information arising under the contract or about its performance, will be covered by the Freedom of Information Act 2000 (hereafter referred to as The Act) from January 2005. 

The Federation will be under a legal obligation to disclose such information, if requested, unless an exemption applies. The legal obligation to respond to a request for information falls on The Federation.

The Federation must determine whether an exemption applies to information and whether the request should be refused. The Federation may also be subject to disclosure obligations under other legislation or codes of practice. This guidance sets out the approach of The Federation to the disclosure of information about contracts. 

b. General rules on disclosure 
The following points apply (except in special circumstances):

· This Invitation to Tender will be available under The Act to those who enquire. 
· Responses to Tenders (apart from cost and price information) will be held in confidence at least until award of the contract. 
· Broad cost information will generally be available after award of contract to those who enquire. 
· Detailed tender prices will be held in confidence until 7 years after expiry or completion of the contract awarded as reserved information. 
· Tenderer must therefore inform The Federation, on the enclosed Schedule of Reserved Information, of such other information which it regards as being eligible for exemption from disclosure by The Federation under The Act. The reasons for all such exemptions must be fully justified against the relevant section of The Act. 

c. Reserved Information 
The Act specifies a number of different grounds for exemption. Most of these are not considered to be relevant to a tendering process or subsequent award of contract. Those which are most likely to be relevant are: 

· The information constitutes a trade secret (section 43(1)) - disclosure would prejudice the commercial interest of any person (including The Federation) (section 43(2)) 

· Disclosure would constitute an actionable breach of confidence (section 41(1)) - personal data or information relating to the private life of any individual which is appropriate for protection (section 40) 

If The Federation agrees that information nominated by the successful Tenderer may be legitimately classified as ‘reserved’, the Schedule of Reserved Information will form an integral part of the contract. The Schedule will list the class or category of information or the information itself and specify which exemptions under The Act apply to each specified class, category or specific information. 

The Schedule of Reserved Information shall indicate when it is likely that the information can be made available under The Act or if the information is unlikely ever to be made so available. Where such information is exempt under the rules governing commercial matters, (section 43(2)), then unless special circumstances apply, it will not be withheld under The Act for more than three years after completion/expiry of the contract. 

Information relating to the overall value, performance or completion of the contract, contract records and administration will not generally be accepted as reserved information. The Federation may however withhold access to such information under The Act in appropriate cases. The decision whether to withhold information shall be for The Federation alone to determine. It shall have no obligation to consult the Tenderer. 

The Federation will automatically make information available under The Act from 3 years after completion/expiry of the contract, in the absence of specific agreement to the contrary. In the event that The Federation receives a request for such information before the expiry of the 3 year period which it considers it may be appropriate to provide it will, wherever possible, notify The Tenderer and take into consideration any representations made by The Tenderer within 7 days of receipt of the notice by The Tenderer. 

d. Handling requests for information and notice to those affected 
Other than as set out above The Federation shall have no obligation to consult the Tenderer where any request for information, whether under The Act or otherwise, touches or concerns the contract. 

e. Information about the provision of the service which is the subject of the contract which arises in the course of performance of the contract 
The Federation will have obligations to respond to The Act and other requests for information and the contract will include appropriate terms requiring the Tenderer to supply such information as requested by The Federation. 
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Main Courses:
Jacket potatoes
Shepherd’s pie
Hot and cold buffet
Chicken korma & other curries
Fajitas
Wraps (hot & cold)
Sandwiches and rolls
Egg and bacon muffins (similar to McDonald’s)
Toasties
Macaroni and cheese
Bagels
Roasts
Omelette 
Pizza
Soup
COD fish fingers (not salmon)

Desserts
Chocolate sponge and sauce
Spotted dick and custard
















SCHEDULE 1 - TENDER, AGREEMENT FORM

a. The undersigned, having examined the Conditions of Contract, Specification and all other Tender Documents, hereby offer to undertake the services required in accordance with the Tender documents for prices detailed in the Pricing Schedule. 

b. I/We understand that The Federation is not bound to accept the lowest priced or any Tender received. 

c. This Tender remains open for acceptance for 120 days from the date fixed for the submission of tenders in the Invitation to Tender. 

d. I/We agree that the essence of selective tendering is that The Federation shall receive bona fide competitive tenders from all those tendering. In recognition of this principle, I/we warrant that this is a bona fide tender, intended to be competitive, and that I/we have not fixed or adjusted the price tendered by, or under or in accordance with any contract or arrangement with any other tenderer.  

e. I/ We warrant that no approaches have been made to any other Tenderers for the purpose of obtaining or influencing their tender prices or any other details of their bid. 

f. I/ We warrant that I/we have not and will not, before the award of any contract:
· Communicate to any person other than The Federation the amount or approximate amount of the tender or proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender. 

· Enter into any contract or arrangement with any person that they shall refrain from tendering, or that they shall withdraw any tender once offered or vary the amount of any tender to be submitted. 

· Pay, give or offer to pay or give any sum of money or other 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 tender or proposed tender for the work, any act or related thing.

g. I/ We understand that should we directly or indirectly canvass any member or official of The Federation concerning the award of the contract for the Provision of the Catering Services, or directly or indirectly obtain or attempt to obtain information from any such member or official concerning any other tender for goods/services; I/We will be disqualified. 

h. I/ We understand that if discovery occurs after the award of the contract, The Federation shall then be entitled, but not obliged,  to summarily terminate the contract. 

i. Unless and until a formal agreement is prepared and executed, this Tender, together with your written acceptance thereof, shall constitute a binding contract between us. 


Signature:	.......................................		Name:		.......................................
Company: 	.......................................		Position:	.......................................	 
Email:	......................................	 	Date:		.......................................
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Sections A - H must be completed by The Tenderer and returned as part of their Tender submission. 

	A
	Resourcing and Managing Work

	A1
	Provide details on your current/proposed organisation structure and describe how you intend to use your team to support the successful performance of this contract.  Curriculum Vitae and descriptions of roles to be performed by key personnel should also be included as part of this response.

	Please add your response here

	A2
	Describe how you will ensure that Disclosure Barring Service (DBS) checks have been carried out on any employee working on this contract, including use of sub-contractors if relevant. 

	Please add your response here

	A3
	Describe how you will manage resourcing in the event of staff absences.

	Please add your response here






	B
	Implementation plan

	B1
	Provide a Project Plan of how you will manage the implementation from Agreement award based on an award date of July 2017 (include the actions required to effect TUPE transfer of staff ), with a contract start date of September 2017. Include all activities and anticipated timescales within this response. 

	Please add your response here





	C
	Performance monitoring

	C1
	Describe what performance measures will be put in place to ensure that standards are consistently high at all times.

	Please add your response here

	C2
	Detail how you would regularly record and supply information on the following: 
· Customer feedback e.g. complaints/thanks 
· Satisfaction of Headteacher and Governing Body 
· Number of meals sold per trading day 
· Percentage increase of meals sold
· Percentage take up of school meals 
· Percentage of children who received a free meal
· Percentage take up of free school meals
· Portion sizes 
· Cleanliness of kitchens as reported by Environmental Health Officers

	Please add your response here

	C3
	Explain when and how you will communicate and receive feedback from stakeholders such as parents and pupils on the services provided.

	Please add your response here






	D
	Service provision

	D1
	Provide sample menus based on the tendered meal price. The menus should incorporate the various dietary requirements usually found in a primary school, demonstrate that they meet Government nutritional standards i.e. within 'The School Food Plan', and offer an appropriate level of choice.

	Please add your response here

	D2
	Provide details of ‘Additional Catering Services’ that you could provide to maximise your services and revenues (subject to agreement from The School)

	Please add your response here

	D3
	a.  Provide details on how you will manage portion control, and in turn how you intend to prevent food from running out before the end of the dining session. 

b.  Explain how you will demonstrate to the Federation how to easily check that portion sizes are being followed. 

	Please add your response here

	D4
	Describe how you will work with various stakeholders to promote healthy eating.

	Please add your response here

	D5
	Provide details on how children will select and receive their preferred menu choices.

	Please add your response here

	D6
	Describe the risks associated with provision of catering services in a primary school setting and how you will manage them

	Please add your response here

	E
	e-Trading capability

	E1
	Describe how your e-trading capability can be used to enhance contract uptake amongst pupils including pre-ordering and payment on line. 

	Please add your response here

	E2
	Describe how your e-trading capability can be used to reduce the administrative burden associated with the reconciliation of invoicing and reporting on the number of different types of meal served.

	Please add your response here






	F
	Environmental management

	F1
	Provide your policies and systems for environmental management with specific reference to policies on recycling and the management of kitchen waste. 

	Please add your response here





	G
	Efficiency savings

	G1
	Efficiency savings during the contract are essential for The Federation. Describe any additional measures you will adopt during the contract term to generate efficiencies in the operation, the service and the finances associated with these.

	Please add your response here





	H
	Promotion and growth

	H1
	The opportunity for success within this contract is dependant on ensuring continual growth of school meal numbers. Describe the initiatives you will use to encourage increased school meal uptake within The Federation, especially in KS2 pupil numbers and staff meals.

	Please add your response here

	H2
	Describe the initiatives you will use to encourage 'additional catering services' within The Federation.

	Please add your response here





	I
	References and testimonials

	I1
	Provide details of 4 referees (mandatory) that demonstrate the integrity, reliability, trustworthiness, suitability and general good character of your organisation, its reputation, standards, management, the personnel and ultimately its ability to deliver the contract in keeping with the ethos and values of The Federation (and to do so with absolutely no risk to the ongoing activity and performance of The School).

	Please add contact details of Referee # 1

	Please add contact details of Referee # 2

	Please add contact details of Referee # 3

	Please add contact details of Referee # 4

	I2
	Provide any testimonials (not mandatory) that demonstrate the integrity, reliability, trustworthiness, suitability and general good character of your organisation, its reputation, standards, management, the personnel and ultimately its ability to deliver the contract in keeping with the ethos and values of The Federation (and to do so with absolutely no risk to the ongoing activity and performance of The School).

	Please add details of testimonials here
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The Tenderer’s opportunity to demonstrate full understanding of the costs associated with the Provision of Catering Services in The Schools’ arena, the related pricing of school meal menus and any other services you propose to include in your Tender.

a. The price of school meals set out in your Costs & Pricing Schedule shall remain fixed for a period of at least 12 months from the contract start date, and any increases thereafter limited to the level of increase in the price of food or an increase in the Living wage. 

b. Your Costs & Pricing Schedule should show your proposed price structure for school meals, supported by transparent information of  costs necessary to provide the Catering Service to the standard described in the specification, such as:
· all direct costs e.g. ingredients, labour
· all overheads 
· all miscellaneous items and contingencies
· any profit element

c. Your Costs & Pricing Schedule should be of a recognised accounting format e.g. a ‘Forecast Income & Expenditure Statement’, for 3 years from the contract start date. 

d. Your Costs & Pricing Schedule should show as much detail as you can, to allow the best understanding of what your financial approach to this contract might be. Please:
· clearly state and explain your assumptions
· show each Income stream (School meals, FSM and UIFSM) separately
· show types of Direct cost as transparently as possible
· show types of labour cost e.g. Full-time, Part-time and Temp separately
· show types of Overhead cost separately
· Include notes to support the numbers where relevant
· Identify any risks and explain how you intend to mitigate them
· Include any other information you deem to be relevant

e. As an appendix to your Costs & Pricing Schedule, your tender response must also include copies of your trading accounts for the last 3 years (audited/signed by directors) and any other financial information that you deem to be relevant.
[bookmark: _Toc474088749]

SCHEDULE 4 - TENDER, SCHEDULE OF RESERVED INFORMATION

a. On this Schedule of Reserved Information, The Tenderer must inform The School of any information which it regards as being eligible for exemption from disclosure by The School under The Freedom of Information Act 2000. The reasons for all such exemptions must be fully justified against the relevant section of The Act. 

b. This table acts as a guide for The Tenderer:

	Reserved Information
	When available for disclosure
	Reason

	Tender responses
	After award of contract
	Commercial confidentiality

	Generic tender price
	After award of contract
	Commercial confidentiality

	Detailed tender prices
	7 Years after expiry of contract
	Commercial confidentiality








[bookmark: _Toc474088750]SCHEDULE 5 - TENDER, CONTRACT CONDITIONS COMPLIANCE STATEMENT

Note: Significantly non-compliant bids will be rejected

	#
	CONTRACT CONDITIONS
	COMPLIANT
Yes or No *

	1
	The Tenderer must, throughout the course of the contract, be able to demonstrate adherence to the latest Department for Education guidance and standards as detailed in 'The School Food Plan', January 2015 (http://www.schoolfoodplan.com), or any superseding documents 
	

	2
	The Tenderer must, throughout the course of the contract, be able to demonstrate adherence to the 'Childhood Obesity Strategy' to help reduce salt, saturated fat and sugar in children's diets.
(https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/418072/gbs-food-catering-march2015.pdf)

	

	3
	Unless expressly agreed with The Federation in advance, meals and packed lunches must be prepared and cooked in the school's on-site facility
	

	4
	Unless expressly agreed with The Federation in advance, the school's on-site facility is to be used exclusively for the Provision of Catering Services at Grange Federation
	

	5
	The Tenderer and contracted personnel should demonstrate a willingness to become part of the whole school environment; to readily engage with the staff, the policies, the character and ethos of the school
	

	6
	The Tenderer must demonstrate willingness to try to increase the take up of meals and the extension of catering services within the school setting
	

	7
	The contract will be a cost neutral exercise for The Federation, that is all costs and rewards of the contract will sit with the Tenderer
	


* If declaring ‘No’ to any of these contract conditions you will need to explain your reason for non-compliance on a separate sheet

Signature:	.......................................	Name:		.......................................
Company: 	.......................................	Position:	.......................................	 
Email:		.......................................	 Date:		 .......................................
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