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[bookmark: _Toc140746748][bookmark: _Toc140772194]Important Notice
The tender process for the Contract(s) does not fall within the Public Contracts Regulations 2015, Action for Children are committed to fair and open competition and will carry out this tender by adopting similar Procurement processes, to the Public Contract Regulations 2015.
This Suitability Assessment is issued by Action for Children on the terms set out below for the exclusive use of parties interested in bidding for the Contract(s)/Framework(s) and their advisers.  It has been prepared for the purposes of providing information in connection with the Contract(s)/Framework(s).  
If there is a need for any changes to this Suitability Assessment, Respondent Organisations will be informed of the changes and given adequate time to respond.
The Suitability Assessment (and the information contained in it) does not form the basis of any contract(s) nor does it constitute an invitation or offer to participate in the Contract(s)/framework(s).
The information in this Suitability Assessment is confidential and is made available to Action for Children only.  
Action for Children expressly reserves the right (i) to terminate the pre-qualification or tender procedure at any time; (ii) to negotiate with one or more parties at any time; (iii) to terminate, at any time, all further participation by any party in respect of the pre-qualification or tender process; and (iv) without prior discussion with any Respondent Organisation to modify the rules and procedures set out in this Suitability Assessment or any other procedures relating to the pre-qualification or tender provided that such modifications will be notified to Respondent Organisations. 
Respondent Organisations will be solely responsible for costs incurred in developing, preparing and submitting any response to the Suitability Assessment.  Action for Children will not in any circumstances accept responsibility for any costs incurred by Respondent Organisations.


[bookmark: _Toc140746749][bookmark: _Toc140772195]Instructions for Completion - Suitability Assessment
The Suitability Assessment will enable Action for Children to determine which suppliers are best placed to deliver our requirements before going through the detailed evaluation. In the event of a ‘Fail’ (as set out in the ITT paragraph 5.4.2) such Tender Responses will be disqualified at the Suitability Assessment and will not progress any further in the Tender process.
Suitability Assessment must be returned no later than [Time and Date]. This should be in the form of an electronic copy (via email) sent only to julie.stenlake@actionforchildren.org.uk stating ‘[Tender Name and Ref No]’ in the subject line.
Receipt of this document completed in full and on time does not oblige Action for Children to place the Respondent Organisation into the ITT stage. Also, the addition of the Respondent Organisation to the ITT is not a guarantee of business.
Please answer the questions clearly and concisely, irrelevant information will be disregarded and may obscure relevant information. Respondent Organisations must complete all sections of this document.
The qualification process may require the supply of further information relating to any of the questions contained in this Suitability Assessment at a later stage.
Please do not amend or alter any of the questions in the Suitability Assessment. Deliberately misleading, false or fraudulent information will lead to disqualification.
Please ensure that copies of all relevant documentation are submitted as separate attachments and not embedded in this document. 
Please supply the requested information at Organisation level unless otherwise specified. Where it is intended that the Respondent Organisation is relying upon the resources of other members of its group in response to a particular question, the Respondent Organisation should specify this and confirm how these resources will be made available.
The information supplied will be treated in the strictest commercial confidence.



[bookmark: _Toc140746750][bookmark: _Toc140772196]General Information
	Name of Respondent Organisation:
	Click or tap here to enter text.
	Registered name of Respondent Organisation and trading name (if different) and any previous registered names and trading names:

	Click or tap here to enter text.


	Registered Number: Click or tap here to enter text.

	VAT Number: Click or tap here to enter text.

	Registered Address of Respondent Organisation: 

	Click or tap here to enter text.




	Postcode:
	Click or tap here to enter text.
	Country:
	Click or tap here to enter text.

	Tel:
	Click or tap here to enter text.
	Email:
	Click or tap here to enter text.

	Date the Respondent Organisation was incorporated/established and the date when trading commenced:

	Incorporation: 	Click or tap to enter a date.	

	Start of Trading: Click or tap to enter a date.

	Trading address of Respondent Organisation if different from that provided in 1.5 above:

	Click or tap here to enter text.



	Postcode:
	Click or tap here to enter text.
	Country:
	Click or tap here to enter text.

	Tel:
	Click or tap here to enter text.
	Email:
	Click or tap here to enter text.

	Ultimate parent/holding organisation or subsidiary, if applicable

	Registered name of Parent/Holding Organisation: 
	Click or tap here to enter text.
	Registered Number:
	Click or tap here to enter text.
	Registered Address:
	Click or tap here to enter text.
	Date Established:
	Click or tap to enter a date.
	Tel:
	Click or tap here to enter text.
	Email:
	Click or tap here to enter text.

[bookmark: _Toc140772197]Grounds for Mandatory Exclusion
	Any Respondent Organisation will be excluded from participating in the tendering procedure where that Respondent Organisation or its Directors or any other person who has powers of representation, decision or control of it, has been convicted of any one or more of any of the following (Please tick if any apply):

	(a)
	conspiracy within the meaning of section 1 of the Criminal Law Act 1977 where that conviction relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA;
	☐
	(b)
	corruption within the meeting of section 1 of the Public Bodies Corrupt Practices Act 1889 or of section 1 of Prevention of Corruption Act 1906;
	☐
	(c)
	the offence of bribery;
	☐
	(d)
	Fraud including but not limited to:
	☐
	
	(i)	fraud affecting the financial interests of the European communities as defined by Article 1 of the Convention on the protection of the European Communities' financial interests Official Journal No. C 316, 1995, Item 3 (1995/C 316/03);
	

	
	(ii)	the offence of cheating the Revenue;
	

	
	(iii)	the offence of conspiracy to defraud;
	

	
	(iv)	fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978;
	

	
	(v)	fraudulent trading within the meaning of section 993 of the Companies Act 2006;
	

	
	(vi)	defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 (and the Value Added Tax 1994);
	

	
	(vii)	an offence in connection with taxation in the European Community within the meaning of section 71 of  the Criminal Justice Act 1933; or
	

	
	(viii)	destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968;
	

	(e)
	money laundering within the meaning of the Money Laundering Regulations 2007; or
	☐
	(f)
	any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant state.
	☐
	
[bookmark: _Toc140772198]Grounds for Discretionary Exclusion

	Any Respondent Organisation may also be excluded from participating in the tendering procedure who (Please tick if any apply):

	(a)
	being an individual is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has made any conveyance or assignment for the benefit of his creditors or appears unable to pay, or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state;
	☐
	(b)
	being a partnership constituted under Scots law has granted a trust deed or become otherwise apparently insolvent, or is the subject of the petition presented for sequestration of its estate;
	☐
	(c)
	being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002 has passed a resolution or is the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or has had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is the subject of the above procedures or is the subject of similar procedures under the law of any other state; 
	☐
	(d)
	has been convicted of a criminal offence relating to the conduct of his business or profession;
	☐
	(e)
	has committed an act of grave misconduct in the course of his business or profession;
	☐
	(f)
	has not fulfilled obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant state in which one economic operator is established;
	☐
	(g)
	has not fulfilled obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant state in which the economic operator is established; or
	☐
	(h)
	is guilty of serious misrepresentation in providing any information required under this section 1.9.
	☐


[bookmark: _Toc140746751][bookmark: _Toc140772199] Financial Information
	Respondent Organisation Type:

	Sole Trader
	☐	Limited (Private)
	☐	Part of a Consortium (Group)
	☐
	Legal Partnership:
	☐	Public Limited Co
	☐	Other (Specify) Click or tap here to enter text.

	If Private or Public Ltd, state Companies House Number: Click or tap here to enter text.

	Date of most recent set of audited accounts: Click or tap to enter a date.

	Please supply the annual gross turnover of the Respondent Organisation for the last three (3) financial years starting with the most recent year available.

	Year:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Annual gross turnover:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
	Yes
	No

	
	☐	☐
	Please provide a current credit appraisal report (Equifax/Dun & Bradstreet/ Experian or equivalent) on the Respondent Organisation. 
Check box if you have included current credit appraisal report with your response ☐

	Has the Respondent Organisation been the subject of any insolvency procedure (including, in the UK, a winding-up petition, administrative receivership or administration) over the past five years?
	Yes
	No

	
	☐	☐
	If “Yes” Provide details: 
Click or tap here to enter text.

	Are there any court actions and/or industrial tribunal hearings outstanding against the Respondent Organisation?  
	Yes
	No

	
	☐	☐
	If “Yes” Provide details:
Click or tap here to enter text.

	If required, would the Respondent Organisation be able to secure a Parent Company Guarantee and/or an appropriate Bond? 

	Guarantee:
	Yes
	☐	No   
	☐	
	Bond:
	Yes
	☐	No
	☐
	

	[bookmark: _Toc140772200]Indemnity and Insurance Information
It is mandatory that you submit a copy of the Respondent Organisation’s insurance certificates. All insurance certificates must be submitted in the English Language.

	Please provide insurance details as follow:

	Type of Insurance
	Employers Liability
	Public Liability
	Professional Indemnity

	Limit of Indemnity:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Any one occurrence:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	In aggregate:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Insurer:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Policy Number:
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Renewal Date:
	Click or tap to enter a date.	Click or tap to enter a date.	Click or tap to enter a date.

[bookmark: _Toc140746752][bookmark: _Toc140772201]Commercial Information
Charity will evaluate supporting documentary evidence requested from the Successful Tenderer.

	Does the Respondent Organisation have the following polices in place:
	Yes
	No

	Safeguarding Children and Vulnerable Adults Policy:
	☐	☐
	Health & Safety Policy:	
	☐	☐
	Environmental Policy:	
	☐	☐
	Do you have a company Quality Assurance accreditation? 
	☐	☐
	Is it independently assessed?				
	☐	☐
	If ‘Yes’, to what standard ISO 9000/ ISO9001/equivalent				
	☐	☐
	Other standards – Please state and include in your response:
Click or tap here to enter text.


	Do you hold any Industries excellence awards?       
	Yes
	No

	
	☐	☐
	If ‘Yes’ please state date of award and attach evidence: Click or tap to enter a date.
	Evidence attached ☐

	Reason for Award:
Click or tap here to enter text.


	Do you have Investors in people or an equivalent accreditation? 
	Yes
	No

	
	☐	☐
	If ‘Yes’ please attach certificate with your response.
	Certificate attached ☐

	Please state the average staffing and staff composition for the following, over the past 3 years:

	Managerial Staff: Click or tap here to enter text.
	Technical Staff: Click or tap here to enter text.
	Administrative Staff: Click or tap here to enter text.

	Please state the number of staff that will be involved directly in the provision of this service:

	Managerial Staff: Click or tap here to enter text.
	Technical Staff: Click or tap here to enter text.
	Administrative Staff: Click or tap here to enter text.



[bookmark: _Toc140746753][bookmark: _Toc140772202]Responsible Procurement and Community Support
	Does your company/staff raise funds for charity?  
	Yes
	No

	
	☐	☐
	If applicable, what charities have been the beneficiaries of this fundraising? (Please list the charities supported over last 3 years).

	Click or tap here to enter text.
	Do you have a current Charity Partnership? If so, who is it with?
	Yes
	No

	
	☐	☐
	Click or tap here to enter text.
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The Public Sector Equality Duty came into force on 5 April 2011 as part of the implementation of The Equality Act 2010. This duty requires all public bodies to eliminate discrimination, promote equality of opportunity and foster good community relations.   
Action for Children complies with this duty in respect of its commissioning and procurement functions, because we are one of the largest providers of public sector services for children, young people and families across the UK.
The organisation’s legal duties to promote equality apply to all our functions and services, including those that are provided by contractors on our behalf. This means we need to check that our contractors are able to deliver the equality requirements of the contract.
We therefore also have an expectation that our own external suppliers and contractors can demonstrate good equality practice which is why we build equality considerations into each stage of our procurement processes, where relevant and proportionate. 
At Action for Children, we are committed to encouraging and supporting our suppliers, contractors and other partners, to develop good equality practice, which provides many benefits for businesses and organisations, and for the local community.  
Please answer every question and provide sufficient information so that we can make a fair and accurate assessment of how your organisation deals with equality.  
We are looking to make sure that contractors do not discriminate unlawfully and are able to meet the quality standards of the contract.  When evaluating your answers, we will take into account the size of your organisation and the resources available to you.  
 If an employment tribunal or court has made a finding of unlawful discrimination against your organisation, this will not be taken as grounds for disqualification if you can show that you have taken steps to prevent discrimination recurring, for example by improving policies and practices.

	About your legal obligations
	Yes
	No

	a) Do you comply with your legal obligations as an employer and service provider under the Equalityct 2010?
	☐	☐
	b) In the last three years, has any finding of unlawful discrimination been made against your organisation by an employment tribunal, employment appeal tribunal or any court?
	☐	☐
	c) In the last three years, has your organisation been the subject of a formal investigation by the Equality and Human Rights Commission on the grounds of alleged unlawful discrimination?
	☐	☐
	d) In the last three years, has any contract with your organisation been terminated on grounds of your failure to comply with legislation prohibiting discrimination or contract conditions relating to equality? 
	☐	☐
	If the answer to questions b to d is Yes, please use the box below to describe the steps you have taken to remedy any discriminatory practices, in accordance with your answer above.
Click or tap here to enter text.








About your organisation’s equality policy and practice:

	Does your organisation have an equality policy or equal opportunities policy? 
	Yes
	No

	
	☐	☐
	If yes, does your policy take account of the following:
	Please tick

	Age
	☐
	Disability
	☐
	Gender
	☐
	Gender reassignment
	☐
	Marriage and civil partnership
	☐
	Pregnancy and maternity
	☐
	Race
	☐
	Religion or belief
	☐
	Sexual orientation 
	☐
	If yes, is your policy on equality or equal opportunities at work set out in:
	Yes

	No

	Instructions to employees who deal with employment, including recruitment; terms and conditions of work; pay and benefits; training and development; promotion; grievance; discipline; dismissal; health and safety (in relation to pregnancy and maternity)? 
	☐	☐
	In recruitment advertisements or other literature?
	☐	☐
	In documents available to employees, recognised trade unions or other employee representative groups?
	☐	☐
	If we asked, could you provide relevant examples of the above instructions, documents, recruitment advertisements or other literature?
	☐	☐
	Do you follow the guidance in the Equality Act 2010 Statutory Codes of Practice (published by the Equality and Human Rights Commission) on:
	 Yes
	No

	Employment?
	☐	☐
	Equal Pay?
	☐	☐
	Services, Public Functions and Associations?
	☐	☐
	Do you have a Bullying and Harassment policy?
	☐	☐
	If yes does it take account of Bullying, Harassment or Victimisation on the grounds of any of the following?:
	Please tick

	Age
	☐
	Disability
	☐
	Gender
	☐
	Gender reassignment
	☐
	Marriage and civil partnership
	☐
	Pregnancy and maternity
	☐
	Race
	☐
	Religion or belief
	☐
	Sexual orientation
	☐
	[bookmark: _Toc325613568][bookmark: RANGE!F33]Can you confirm that all your employees including casual or agency employees are entitled to work in the UK?
	Yes
	No

	
	☐	☐
	Please confirm that your procedures and practices are compliant with Home Office guidance for employers on preventing illegal working.
	☐	☐


[bookmark: _Toc140772204]IT
The Charity may not consider your organisation’s tender if you do not meet the requirements of the Cyber Essentials Certification Scheme, or equivalent.  
http://www.cyberstreetwise.com/cyberessentials
	Please confirm that you currently meet, or will meet if you are successful, the requirements of the Cyber Essentials Certification Scheme or equivalent.  If you are successful you must be in a position to provide evidence if required, prior to contract award, and without delay.
	Yes
	No

	
	☐	☐
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The Charity may not consider your organisation’s tender if you do not meet the Technical and Professional Ability requirements.
	Q
	Question
	Yes
	No

	1
	Are you able to provide an integration with Salesforce?
	☐	☐
	2
	Can you provide Azure AS (ADD) supported Single Sign On methods? 
	☐	☐
	3
	Is your system entirely functional without the need for 3rd party browser/ application extensions or add-ons to enable full functionality?
	☐	☐
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