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1 [bookmark: _Toc15291457]Overview of Social Interest Group
1.1 The Social Interest Group (SIG) is a leading UK based charity, providing bespoke person centred social and health care solutions. 
1.2 We deliver social and health care services through our subsidiary charities SIG Penrose, SIG Equinox and SIG Investments.
1.3 As a group we operate 32 services, 239 units of accommodation, support approximately 13,000 people in residential, community or prison based settings and have a turnover of £19.1m per year. 
1.4 We are experts in working with adults who have the most complex and chaotic lives; enabling and empowering them to take charge of themselves, giving them the skills and resilience to live healthy and fulfilled lives.
1.5 We are ambitious, creative and persistent in the way we work, ensuring high impact and outcomes are achieved in all we do.
2 [bookmark: _Toc15291458]Introduction and Background to the Project / Programme
2.1 The Social Interest Group is undertaking a review of the recruitment agencies it works with.  This project will include a competitive tender for invited agencies to put forward proposals to become part of a new preferred supplier list (PSL) of agencies that will enable the Group to cover the breadth of its recruitment needs.
2.2 It is envisaged that contracts will be awarded to successful bidders for periods of up to 3 years.  All contract awards will be on a non-exclusive basis.
2.3 The Group has its head office in Highbury & Islington, and a network of local offices/projects.  The local offices/projects will drive most of the recruitment needs from a variety of disciplines.
2.4 Recruitment needs will include permanent, temporary, fixed term contract and interim contract.
2.5 The purpose and scope of this RFP and supporting documents is to explain in further detail the requirements of the Group and the procurement process for submitting a RFP proposal. 
3 [bookmark: _Toc15291459]RFP Conditions and Contractual Requirements
This section of the RFP sets out the Social Interest Groups contracting requirements, general policy requirements, and the general RFP conditions relating to this procurement process (“Procurement Process”). 
3.1 [bookmark: _Toc15291460]Contracting requirements
a) Subject to the terms of this RFP, Social Interest Group (which includes any subsidiary companies and other organisations that control or are controlled by Social Interest Group from time to time) proposes to enter into a Contract with the successful bidder. Each bidder must provide its terms and condition as requested in Annex 1 of this RFP. Any request set out in this RFP for a bidder to provide their standard terms and conditions to Social Interest Group does not constitute acceptance by Social Interest Group of such terms and conditions. Contract award is subject to the formal approval process of Social Interest Group and mutually acceptable contract terms and conditions being agreed. Until all necessary approvals are obtained, no Contract will be entered into.

b) The appointed suppliers will be expected to deliver the goods and/or provide services at Social Interest Group’s offices in London, Luton, Bedford, and Brighton and elsewhere in England from time to time.

c) Social Interest Group’s contracting and commercial approach in respect of the required goods and/or services is set out at Annex 1 (Terms and Conditions of contract) (“Contract”).  By submitting an RFP response, you are agreeing to be bound by the terms of this RFP and the Contract without further negotiation or amendment.

d) Social Interest Group proposes to award the Contract for an initial period of up to 3 years.

e) In the event that you have any concerns or queries in relation to the RFP, you should submit a clarification request in accordance with the provisions of this RFP by the Clarification Deadline (as defined below in the Timescales section of this RFP). Following such clarification requests, Social Interest Group may issue a clarification change to the RFP that will apply to all potential suppliers submitting an RFP response. 

f) Social Interest Group is under no obligation to consider any clarifications / amendments to the RFP proposed following the Clarification Deadline, but before the RFP Response Deadline (as defined below in the Timescales section of this RFP). Any proposed amendments that are received from a potential supplier as part of its RFP response shall entitle Social Interest Group to reject that RFP response and to disqualify that potential supplier from this Procurement Process.

g) Neither the issue of this RFP, nor any of the information presented in it, should be regarded as a commitment or representation on the part of Social Interest Group (or any other person) to enter into a contractual arrangement.

3.2 [bookmark: _Toc15291461]General Policy Requirements
a) By submitting a RFP response in connection with this Procurement Process, potential suppliers confirm that they will, and that they shall ensure that any subcontractors will, comply with all applicable laws, codes of practice, statutory guidance and applicable Social Interest Group policies relevant to the goods and/or services being supplied. 

3.3 [bookmark: _Toc15291462]General RFP conditions (“RFP Conditions”)
a) Application of these RFP Conditions – By participating in this Procurement Process and/or by submitting an RFP response you give are agreeing to comply with, accept and be bound by all the provisions and requirements of this RFP and its Annexes. You are also affirming that all the information provided by you during this Procurement Process is both true and accurate. Accordingly, RFP responses should be based on and strictly in accordance with the requirements of this RFP.

b) Third party verifications – Your RFP response is submitted on the basis that you consent to Social Interest Group carrying out all necessary actions to verify the information that you have provided, and the analysis of your RFP response being undertaken by one or more third parties commissioned by Social Interest Group for such purposes.

c) Information provided to potential suppliers – Information that is supplied to potential suppliers as part of this Procurement Process is supplied in good faith. The information contained in the RFP and the supporting documents and in any related written or oral communication is believed to be correct at the time of issue but Social Interest Group will not accept any liability for its accuracy, adequacy or completeness and no warranty is given as such. This exclusion extends to liability howsoever arising in relation to any statement, opinion or conclusion contained in, or any omission from, this RFP (including its Annexes) and in respect of any other written or oral communication transmitted (or otherwise made available) to any bidder. No representations or warranties are made in relation to these statements, opinions or conclusions. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of Social Interest Group. 

d) Potential suppliers to make their own enquiries – You are responsible for analysing and reviewing all information provided to you as part of this Procurement Process and for forming your own opinions and seeking advice as you consider appropriate. You should notify Social Interest Group promptly of any perceived ambiguity, inconsistency or omission in this RFP and/or any in of its associated documents and/or in any information provided to you as part of this Procurement Process. 

e) Amendments to the RFP – At any time prior to the RFP Response Deadline, Social Interest Group may amend the RFP. Any such amendment shall be issued to all potential suppliers, and if appropriate to ensure potential suppliers have reasonable time in which to take such amendment into account, the RFP Response Deadline shall, at the discretion of Social Interest Group, be extended. Your RFP response must comply with any amendment made by Social Interest Group in accordance with this paragraph 3.3.5 or it may be rejected.

f) Compliance of RFP response submission – Any goods and/or services offered should be on the basis of and strictly in accordance with the RFP (including, without limitation, any specification of Social Interest Group’s requirements, these RFP Conditions and the Contract) and all other documents and any clarifications or updates issued by Social Interest Group as part of this Procurement Process.

g) Format of RFP response submission – RFP responses must comprise the relevant documents specified by Social Interest Group, completed in all areas and in the format as detailed by Social Interest Group in Annex 2 (Supplier Response). Any documents requested by Social Interest Group must be completed in full. It is, therefore, important that you read the RFP carefully before completing and submitting your RFP response.

h) Modifications to RFP response documents once submitted – You may modify your RFP response prior to the RFP Response Deadline by giving written notice to Social Interest Group. Any modification should be clear and submitted as a complete new RFP response in accordance with Annex 2 (Supplier Response) and these RFP Conditions. 

i) Rejection of RFP responses or other documents – A RFP response or any other document requested by Social Interest Group may be rejected which:
· contains gaps, omissions, misrepresentations, errors, uncompleted sections, or changes to the format of the RFP documentation provided;
· contains hand written amendments which have not been initialled by the authorised signatory;
· does not reflect and confirm full and unconditional compliance with all of the documents issued by Social Interest Group forming part of the RFP; 
· contains any caveats or any other statements or assumptions qualifying the RFP response that are not capable of evaluation in accordance with the evaluation model or requiring changes to any documents issued by Social Interest Group in any way; 
· is not submitted in a manner consistent with the provisions set out in this RFP ; 
· contains information which is inconsistent with answers already given in the pre-qualification questionnaire completed as part of this Procurement Process or;
· is received after the RFP Response Deadline.
j) Disqualification – If you breach these RFP Conditions, if there are any errors, omissions or material adverse changes relating to any information supplied by you at any stage in this Procurement Process, if any other circumstances set out in this RFP, and/or in any supporting documents, entitling Social Interest Group to reject a RFP response apply and/or if you or your appointed advisers attempt:
· to inappropriately influence this Procurement Process; 
· to fix or set the price for goods or services; 
· to enter into an arrangement with any other party that such party shall refrain from submitting a RFP response; 
· to enter into any arrangement with any other party (other than another party that forms part of your consortium bid or is your proposed sub-contractor) as to the prices submitted;
· to collude in any other way; 
· to engage in direct or indirect bribery or canvassing by you or your appointed advisers in relation to this Procurement Process; or 
· to obtain information from any of the employees, agents or advisors of Social Interest Group concerning this Procurement Process (other than as set out in these RFP Conditions) or from another potential supplier or another RFP response, 
· Social Interest Group shall be entitled to reject your RFP response in full and to disqualify you from this Procurement Process. Subject to the “Liability” RFP Condition below, by participating in this Procurement Process you accept that Social Interest Group shall have no liability to a disqualified potential supplier in these circumstances.
k) RFP costs – You are responsible for obtaining all information necessary for preparation of your RFP response and for all costs and expenses incurred in preparation of the RFP response. Subject to the “Liability” RFP Condition below, you accept by your participation in this procurement, including without limitation the submission of a RFP response, that you will not be entitled to claim from Social Interest Group any costs, expenses or liabilities that you may incur in RFP-ing for this procurement irrespective of whether or not your RFP response is successful.

l) Rights to cancel or vary this Procurement Process - By issuing this RFP, entering into clarification communications with potential suppliers or by having any other form of communication with potential suppliers, Social Interest Group is not bound in any way to enter into any contractual or other arrangement with you or any other potential supplier. It is intended that the remainder of this Procurement Process will take place in accordance with the provisions of this RFP but Social Interest Group reserves the right to terminate, suspend, amend or vary (to include, without limitation, in relation to any timescales or deadlines) this Procurement Process by notice to all potential supplier in writing. Subject to the “Liability” RFP Condition below, Social Interest Group will have no liability for any losses, costs or expenses caused to you as a result of such termination, suspension, amendment or variation. 

m) Consortium Members and sub-contractors – It is your responsibility to ensure that any staff, consortium members, sub-contractors and advisers abide by these RFP Conditions and the requirements of this RFP. 

n) Liability – Nothing in these RFP Conditions is intended to exclude or limit the liability of Social Interest Group in relation to fraud or in other circumstances where Social Interest Group’s liability may not be limited under any applicable law.
4 [bookmark: _Toc15291463]Confidentiality and Information Governance
4.1 All information supplied to you by Social Interest Group, including this RFP and all other documents relating to this Procurement Process, either in writing or orally, must be treated in confidence and not disclosed to any third party (save to your professional advisers, consortium members and/or sub-contractors strictly for the purposes only of helping you to participate in this Procurement Process and/or prepare your RFP response) unless the information is already in the public domain or is required to be disclosed under any applicable laws.

4.2 You shall not copy, disclose or reproduce any of the information supplied to you as part of this Procurement Process other than for the purposes of preparing and submitting a RFP response. There must be no publicity by you regarding the Procurement Process or the future award of any contract unless Social Interest Group has given express written consent to the relevant communication.

4.3 This RFP and its accompanying documents shall remain the property of Social Interest Group and must be returned on demand. 
5 [bookmark: _Toc15291464]RFP Validity
5.1 Your RFP response must remain open for acceptance by Social Interest Group for a period of sixty days from the RFP Response Deadline. A RFP response not valid for this period may be rejected by Social Interest Group;
6 [bookmark: _Toc15291465][bookmark: _Toc15291466]Specification  
1. Areas of Recruitment Market Expertise and Geographic Coverage

1. The Group is seeking recruitment agencies that have proven experience, networks and expertise in a number of different fields of employment disciplines.  These include:

	Finance
	HR, Organisation Development
	Marketing & Communications

	Facilities Management
	Operations & Ops Management
	Nursing

	Social Care
	
	



In the above disciplines’ requests may come for permanent, temporary, interim and fixed term contract roles.


The Group has its head office in Highbury & Islington in London.  Outside of head office the Group has a network of local offices throughout England.

	REGION
	AREAS COVERED

	London & South East
	Greater London boroughs, Kent, Surrey and Sussex

	Central
	Bedfordshire, Hertfordshire, Essex,



Service Description and Service Levels 
2. Service Description

2.1 The Employment Business shall provide the Services at all times in accordance with the Conduct Regulations and Agency Worker Regulations 2010.

Requirements of the Group

2.2 Social Interest Group will provide the following information to the Employment Business so far as reasonably possible in an accurate and timely manner in respect of each Request:

2.2.1 Job specification
2.2.2 Skills and qualifications required
2.2.3 Assignment Pay Rate/Salary 
2.2.4 Directorate / division
2.2.5 Contact name / telephone ext 
2.2.6 Number of people required
2.2.7 Location
2.2.8 Start date/dates required
2.2.9 Duration of Engagement
2.3 The Groups Recruitment Team will notify the Employment Business of any changes to the original Request.

2.4 The Groups Recruitment Team will complete appropriate questionnaires in order to assist with the evaluation of Employment Business service.

				 				
3. Service Levels	

Response Times

3.1 For Requests covering roles up to and including middle management level the Employment Business shall revert to the Group with all application forms or CVs within a 3 working days. For more senior roles than this the Employment Business will advise the Group within 2 working days of a Request on likely response times in line with prevailing market trends and the Group's Recruitment Team shall agree acceptable timescales. 


Selection of Work Seekers

3.2 All Work Seekers shall be interviewed fully by the Employment Business.

3.3 All temporary Work Seekers shall be fully referenced, capturing two (2) years’ previous employment, training and/or studying. 

3.4 All Work Seekers shall have all relevant technical skills assessed by the Employment Business and the results of such assessments shall be available for review by the Group on request.

3.5 The Employment Business shall undertake and/or obtain up to date Disclosure and Barring Service checks and searches in respect of specific temporary Work Seekers, at the Group’s request and this will be specified by the Group by role.

3.6 The Group seeks to recruit a diverse workforce, one which mirrors the national and local demographics. Work Seekers should come from diverse backgrounds and attempts to provide diverse applicants shall be available for review by the Group on request. 

Instructions to Work Seekers

3.7 The Employment Business will provide all permanent and fixed term contract Work Seekers with a pre-Engagement information document together with a confidentiality agreement (in a form materially comparable with the obligations under this Agreement) to be signed and returned to the Employment Business.  Other support material will include but is not restricted to: 

3.7.1 An introduction to the organisation. 
3.7.2 Sickness and Holiday reporting procedures.
3.7.3 Working environment and conditions. 
3.7.4 Working hours and dress code, (local information will be gained during site visits).
3.7.5 Health and safety issues
3.7.6 Engagement/assignment specification.
3.7.7 Duration of Engagement.
3.7.8 Commencement date.
3.7.9 Hours of work.
3.7.10 Reporting line.
3.7.11 Terms of engagement.
3.7.12 Pay and time sheet procedures.
3.7.13 Equality, diversity and inclusions aspirations 
3.8 The Employment Business will ensure that the Work Seeker understands and complies with the terms of the support material listed above.

3.9 Work Seekers are not expected to work overtime - normal hours shall be up to forty (40) per week only. If overtime is required for a particular exercise then this would be agreed on a case by case basis. 

3.10 The Employment Business will not transfer Work Seekers within the Group’s departments without the prior consent of the Group’s Recruitment Team.

3.11 The Employment Business will confirm the assessment status of each work seeker, to ensure the regulations of IR35 are adhered to. Work seekers who are not direct employees of the Employment Business will be flagged to the Group and relevant taxes and national insurance will be withheld from invoices payable to the Employment Business.

3.12 Any tax or national insurance liabilities arising from the incorrect application of the IR35 regulations by the Group, where based on misinformation provided by the Employment Business, shall be the met by the Employment Business.

3.13 Invoices raised by the Employment Business will clearly state the percentage rate and monetary value of the amount of fees charged.

4. Provision of Fixed Term Contract and Permanent Staff

4.1 Briefing meetings shall take place between the Employment Business and the Group as required to discuss the recruitment process and full information relating to a Request.

4.2 Upon receipt of a Request from the Group’s Recruitment Team, the Employment Business staff will follow the procedure as outlined below:

4.2.1 Employment Business staff will advise in line with prevailing market trends at the point of Request and will agree an acceptable timeline for the recruitment with the Recruitment Team.

4.2.2 Instruction should only be acted upon if it has come from the Resourcing Team.  In the event of a Request or other form of instruction being received from elsewhere in the Group, the Employment Business should contact the Resourcing Team for confirmation.

4.2.3 All Work Seekers submitted to the Group will have completed an in-depth interview with the Employment Business.

4.2.4 A minimum of three (3) submissions of Work Seekers’ CVs who meet the criteria specified will be provided within a period agreed at the outset by the Employment Business with the Recruitment Team. The submissions will include Work Seekers from diverse backgrounds reflecting the local / national population. 

4.2.5 Employment Business consultants will contact the Group’s Resourcing Team within forty eight (48) hours of Work Seekers submissions to seek feedback and discuss interviews.

4.2.6 On completion of interviews, Employment Business consultants will immediately contact the Group’s Recruitment Team to understand the suitability of the Work Seekers and will arrange any further interviews as necessary.  This procedure will continue until such time as the Group’s Recruitment Team has appointed a suitable Work Seeker.

4.2.7 Interviews will be co-ordinated using the Group’s online system, directly with Work Seekers. The Employment Business may request updates as to a Work Seeker’s application’s progress. 

4.2.8 The Group’s Recruitment Team will notify Employment Business consultants of the name, proposed commencement date and starting salary of the selected Work Seeker.

4.2.9 Employment Business consultants will inform the Work Seekers of this decision and provide the Group’s Recruitment Team with the necessary information for the formal offer to be sent direct to the Work Seeker.

4.2.10 Employment Business consultants will notify Work Seekers who are unsuccessful within five (5) working days unless requested otherwise by the Group’s Recruitment Team

Reference checking

4.3 References are to be sourced for each and every Work Seeker.  For permanent placements this will normally be carried out by the Group’s Recruitment Team but the Employment business may be requested to do this on the Group’s behalf.

Monitoring Work Seeker staff and contractors on site

4.4 The Employment Business is to conduct a debrief with each Work Seeker at the end of the first week, the first month and thereafter 3 monthly.  Any issues arising from such debriefs will be formally communicated by email to the Group’s line manager and the Resourcing Team.

Service Quality Aims

4.5 Through this Schedule C and the continuous measurement of quality, the Employment Business will provide an efficient and effective service to the Group.

Reporting

4.6 In the event of service levels not being met by the Employment Business, these will be raised through the Group’s Resourcing Team to the Employment Business.  A dedicated account manager contact point shall be provided and will be the point of escalation for any relevant issues.



Service Measurement Reporting 

4.7 A formal review meeting between the Recruitment Team and the Employment Business management will be held on a quarterly basis to review performance against the Agreement.

4.8 Invitations may be extended to line managers who may wish to raise and discuss departmental issues.

4.9 Statistics detailing results of performance against this Schedule C will be provided by the Employment Business.  This information will demonstrate the performance levels and attitudes of Work Seekers as well as Employment Business overall performance with regard to service.

4.10 These reports shall include the following information:

4.10.1  Requests received: temporary, fixed term contract and permanent
4.10.2 Conversion of applications to shortlisted candidates
4.10.3  Requests filled: temporary, fixed terms contract and permanent
4.10.4  Duration of temporary assignment where relevant
4.10.5  Location of role/assignment

4.11 The Employment Business is to submit a copy of its equality, diversity and inclusion policies/statements and any additional wellbeing policy/statement for Group records and inform the Group of any subsequent changes to such policies.

Employment Business Income Management Information Reports

4.12 Full management Information reports showing income must be submitted on a monthly basis to the Group’s Recruitment Manager.

4.13 Ad hoc expenditure reports may also be requested and detailed analysis will take place at the end of the Group’s financial year – the Group’s financial year runs from 1 April to 31 March.

7 Mandatory Requirements / Constraints 
7.1 As part of your RFP response, you must confirm that you meet the mandatory requirements / constraints, if any, as set out in Social Interest Group’s specification forming part of this RFP. A failure to comply with one or more mandatory requirements or constraints shall entitle Social Interest Group to reject a RFP response in full. 
8 [bookmark: _Toc15291467]Key background documents and further information
8.1 Further relevant background documents / information may be provided to potential suppliers as set out below, as an Annex to this RFP and/or by way of the issue of additional documents / links to additional information / documents. Where no such information / documents are provided, this Section of the RFP will not apply.
 
8.2 The following additional documentation / information shall be provided as part of this RFP:

· Modern Slavery Policy (if over £36m turnover)
· Anti-bribery and Corruption Policy
· Equality, Diversity and Inclusion (EDI) Policy
· Wellbeing Policy (if separate from EDI Policy)
· Environmental Policy
9 [bookmark: _Toc15291468]Timescales
9.1 Subject to any changes notified to potential suppliers by Social Interest Group in accordance with the RFP Conditions, the following timescales shall apply to this Procurement Process: 

	[bookmark: _Hlk32581603]Activity 
	Date / time

	Issue of RFP documents
	Monday 15th June 2020

	Deadline for clarification questions (Clarification Deadline) 
	Close of business Friday 19th June 2020

	Deadline for submission of RFP responses by potential suppliers (RFP Response Deadline) 
	09:00 Friday 26th June 2020

	RFP shortlisting and supplier presentations
	Mid July

	Further shortlisting and commercial negotiations
	Late July 2020

	Award decisions
	July 2020

	Contract concluded with winning supplier
	July 2020

	Contract start date
	August 2020


10 [bookmark: _Toc15291469]Instructions for Responding
10.1 The documents that must be submitted to form your RFP response are listed at Part 2 of Annex 2 (Supplier Response) to this RFP. All documents required as part of your RFP response should be submitted to michael.rutherford@socialinterestgroup.org.uk by the RFP Response Deadline, as set out in the Timescales section of this RFP.

10.2 The following requirements should be complied with when summiting your response to this RFP:
· Please ensure that you send your submission in good time to prevent issues with technology – late RFP responses may be rejected by Social Interest Group, even where the reason for the delay cannot be directly attributed to you.
· Please ensure that information provided as part of a response is of sufficient quality and detail that an informed assessment of it can be made by Social Interest Group.
· Do not submit any additional supporting documentation with your RFP response except where specifically requested to do so as part of this RFP. PDF, JPG, PPT, Word and Excel formats can be used for any additional supporting documentation (other formats should not be used without the prior written approval of Social Interest Group). 
· All attachments/supporting documentation should be provided separately to your main RFP response and clearly labelled to make it clear as to which part of your RFP response it relates. 
· If you submit a generic policy / document, you must indicate the page and paragraph reference that is relevant to a particular part of your RFP response. Anything that is submitted that does not directly relate to any of the questions in the RFP will be disregarded. In particular please avoid submitting generic marketing material unless it is directly relevant to the proposal.
· Unless otherwise stated as part of this RFP or its Annexes, all RFP responses should be in the format of the relevant Social Interest Group requirement, with your response to that requirement inserted underneath. 
· Where supporting evidence is requested as ‘or equivalent’ – you must demonstrate such equivalence as part of your RFP response.
· Any deliberate alteration of a Social Interest Group requirement as part of your RFP response will invalidate your RFP response to that requirement and for evaluation purposes you shall be deemed not to have responded to that particular requirement.
· Responses should concise, unambiguous, and should directly address the requirement stated.
· Your RFP responses to the RFP requirements and pricing will be incorporated into the Contract, as appropriate.
11 [bookmark: _Toc15291470]Clarification Requests
11.1 All clarification requests should be submitted to michael.rutherford@socialinterestgroup.org.uk by the Clarification Deadline, as set out in the Timescales section of this RFP. Social Interest Group is under no obligation to respond to clarification requests received after the Clarification Deadline.

11.2 Any clarification requests should clearly reference the appropriate paragraph in the RFP documentation and, to the extent possible, should be aggregated rather than sent individually.

11.3 Social Interest Group reserves the right to issue any clarification request made by you, and the response, to all potential suppliers unless you expressly require it to be kept confidential at the time the request is made. If Social Interest Group considers the contents of the request not to be confidential, it will inform you and you will have the opportunity to withdraw the clarification query prior to Social Interest Group responding to all potential suppliers.

11.4 Social Interest Group may at any time request further information from potential suppliers to verify or clarify any aspects of their RFP response or other information they may have provided. Should you not provide supplementary information or clarifications to Social Interest Group by any deadline notified to you, your RFP response may be rejected in full and you may be disqualified from this Procurement Process
12 [bookmark: _Toc15291471]Evaluation Criteria
12.1 You will have your RFP response evaluated as set out below: 
Stage 1:  RFP responses will be checked to ensure that they have been completed correctly and all necessary information has been provided.  RFPs responses correctly completed with all relevant information being provided will proceed to Stage 2.  Any RFP responses not correctly completed in accordance with the requirements of this RFP and/or containing omissions may be rejected at this point.  Where a RFP response is rejected at this point it will automatically be disqualified and will not be further evaluated. 
↓
Stage 2:  If a bidder succeeds in passing Stage 1 of the evaluation, then it will have its detailed RFP response to Social Interest Group’s requirements evaluated in accordance with the evaluation methodology set out below. 



12.2 Award Criteria – Responses from potential suppliers will be assessed to determine the most economically advantageous RFP against a series of weighted criteria including quality and total cost.

	Award Criteria
	Overview 

	Core service offered
	Key capability of identifying a range of candidates
Proven experience in proposed fields of recruitment areas of expertise; temp/perm/FTC; geographic coverage)
Account management, and management information and reporting offered. 
Evidence of track record of delivering value for other clients and strength of proposal to deliver benefit for the Client
Service standard and turnaround times for delivery of key steps in recruitment process 
Deployment of technology to support client delivering efficiency and ease

	Cultural Fit
	Understanding of the charity / not for profit sector.  Empathy with the Client’s aims and goals.  Way of working.
Alignment with the Client’s values.

	Compliance
	Compliance with Legal Terms and Conditions issued with the RFP
Compliance to relevant laws
Compliance with Client’s brand values
Compliance with relevant policies of the Client including Equality, Diversity and Inclusion
Accreditations and Standards held


	Overall Total Cost 
	Outturn total cost based on margin or fee structure for each recruitment plus any other relevant costs 



12.3 Scoring Model – RFP responses will be subject to an initial review at the start of Stage 2 of the evaluation process. Any RFP responses not meeting mandatory requirements or constraints (if any) may be rejected in full at this point and may not be assessed or scored further.  RFP responses not so rejected will be scored by an evaluation panel appointed by Social Interest Group for all criteria.

12.4 Commercial Evaluation – Your “Overall Price” (as calculated in accordance with requirements of Annex 3 (Pricing Approach) for the goods and/or services will be evaluated by the evaluation panel for the purposes of the commercial evaluation. Your proposal must disclose all costs that you might expect to levy on Social Interest Group in the course of conducting the normal business of the contract even if the pricing template does not explicitly request a particular price. Social Interest Group will not pay any costs that have not been disclosed at this stage.


[bookmark: _GoBack] 
[bookmark: _Toc15291472]Annexes
List of Annexes forming part of this RFP but issued as separate documents
[bookmark: _Toc15291473]Annex 1

1.1 - Terms and Conditions of Contract 

Please provide your proposed terms and conditions.

Please note that the extent of the changes we propose to your terms and conditions will form part of our evaluation process.

1.2 – Job descriptions

We have attached job descriptions for the different roles where the majority of the recruitment for posts will occur.


1.3 – Ethical Sourcing, Environment and Sustainability and Diversity

Social Interest Group is committed to sourcing its goods and services in an ethical manner that upholds certain standards.  It is a given that any supplier who is appointed as a result of this process will comply with and agree to continue to comply with all relevant laws and regulations

As part of our supply chain diligence we will ask questions to satisfy ourselves that policies, processes and actions are in place to ensure compliance with law and beyond this to meet our own standards within your own company and our expectation that these standards will apply within your own supply chain

In respect of workers’ rights as a minimum we expect our suppliers to meet the Ethical Trading Initiative (ETI) Base Code 
(please click on this link for more details https://www.ethicaltrade.org/sites/default/files/shared_resources/ETI%20Base%20Code%20%28English%29.pdf)

Please also see the Group’s Anti-Bribery, Corruption and Money Laundering policy that we will expect compliance to as part of any agreement.






Environmental Policy

Social Interest Group is committed to protect the environment and improve its performance to minimise any harmful impact on the environment.  Our attached Environmental Policy has more detail.  Please review this and factor in when making your response to this proposal.




Equality and Diversity Policy

Social Interest Group acknowledges and respects diversity and seeks to achieve a balanced workforce that represents the wider society it serves.  To further this aim it has developed an Equality and Diversity Policy that is attached.





[bookmark: _Toc15291474]Annex 2 – Supplier Response  

	1. [bookmark: _Toc15291475]General Information

	1.1 Registered Name of Company
	

	1.2 Registered Company Number
	

	1.3 Previous names traded under in past 3 years (if applicable)
	

	1.4 Address of Head Office or Principle Place of Business
	

	1.5 Contact Details
	Name:
	

	
	Telephone Number:
	

	
	E-mail Address:
	

	
	Website address:
	

	1.6 How long has your Company/Consortium been established?
	

	1.7 How many members of staff does the Registered Company employ?
	

	1.8 *Names of Directors or Partners of the organisation who would be delivering the service
	

	1.9 Name of group of companies to which you belong (if any)
	

	1.10 Names of Directors or Partners of Group of Companies to which you belong
	

	1.11 Name of holding company (if any)
	

	1.12 Names of Directors or Partners of holding company to which you belong

	

	1.13 Name and address of Branch/Division which would manage this contract, if different from row 1 above, and location of any local offices.
(Copy/paste as reqd.)
	Location(s):
	

	
	Contact Name(s):
	

	
	Telephone Number(s):
	

	
	Fax Number(s):
	

	
	E-mail Address(es):
	

	
	Website address(es):
	



	2. [bookmark: _Toc15291476]Financial Information

	2 
2.1 Please provide, with this questionnaire, a copy of the annual report and audited trading accounts for each of the past three years for either your organisation or, if appropriate, those of the group of companies or holding company to which you belong.

	2.2 Please state clearly to which organisation this information applies:
	

	2.3 Please include profit and loss accounts and balance sheet or other evidence of the organisation's financial standing. If audited accounts are not available, please supply management accounts clearly marked as such.

	2.4 Please provide details of the annual turnover in the last 12 months for the organisation named in ‘Company Details’ above. Ensure you define how you calculated this turnover if it crosses over your standard financial year reporting.
	Time Period
	

	2 
	Turnover (£m)
	

	3 
	Notes
	

	2.5 Please provide details of the financial performance of the organisation named in ‘Company Details’ above, over the past three years, starting with the most recent financial year:
	Financial Year
	Turnover (£m)
	Gross Profit (£m)
	Net profit after tax (£m)

	2 
	
	
	
	

	3 
	
	
	
	

	4 
	
	
	
	

	2.6 In relation to your organisation, or the group of companies or the holding company to which you belong, has any director ever been made bankrupt or been involved in any commercial venture, incorporated company or other entity that has gone into any form of liquidation or receivership?
	Yes / No

	If yes, please provide details below:





	3. [bookmark: _Toc15291477]Insurance

	3 
3.1 Is Public & Employer's Liability and Professional Indemnity Insurance held for services offered?
	Insurance Type
	Yes / No?
	Amount Insured

	1 
	Public Liability
	
	

	2 
	Employer's Liability
	
	

	3 
	Professional Indemnity
	
	

	3.2 If ‘YES’, has such cover ever been refused?
	Yes / No
	


 
	If yes, please provide details below:





	4. [bookmark: _Toc15291478] References

	Please provide three references from appropriate current clients who will allow these to be taken up.
	Reference 1

	ORGANISATION NAME:
	

	CONTACT:

	Name
	

	
	Position
	

	
	Address 
	

	
	Telephone No.
	

	
	E-mail address
	

	How long have they been a customer?
	

	Type of work carried out
	

	Annual Value of work carried out
	

	Reference 2

	ORGANISATION NAME:
	

	CONTACT:

	Name
	

	
	Position
	

	
	Address 
	

	
	Telephone No.
	

	
	E-mail address
	

	How long have they been a customer?
	

	Type of work carried out
	

	Annual Value of work carried out
	

	Reference 3

	ORGANISATION NAME:
	

	CONTACT:

	Name
	

	
	Position
	

	
	Address 
	

	
	Telephone No.
	

	
	E-mail address
	

	How long have they been a customer?
	

	Type of work carried out
	

	Annual Value of work carried out
	





	5. [bookmark: _Toc15291479] Information Security
	Y/N
	Details: 
	

	4 
5 
5.1 Does the organisation have an Information Security Policy? If yes please attach
	
	
	

	5.2 Does the policy include risk assessments for threats to Information security? 
	
	
	

	5.3 Are all staff members made aware of the policy? If yes how is this achieved?
	
	
	

	5.4 Do you have a dedicated Information Security official to oversee your information security program?  
	
	
	

	5.5 Is the organisation ISO27001 Accredited? If yes, are all processes used to deliver potential Social Interest Group services included within the scope (please include scope statement and a copy of your SoA)?
	
	
	

	5.6 Are you audited by any external bodies (if yes which bodies and what standards are audited)?
	
	
	

	5.7 Are processes in place to ensure that information is available in line with business requirements? If yes what procedures?
	
	
	

	5.8 Are processes in place to ensure the integrity of the information you process?
	
	
	



	6. [bookmark: _Toc15291480]Data Protection 
	Y/N
	Details: 
	

	6 
6.1 Can you confirm that you are operating to meet compliance with the General Data Protection Regulation (GDPR)? If Yes, What measures have you put in place to meet the requirements? Can you provide your GDPR compliance statement?
	
	
	



	7. [bookmark: _Toc15291481]Outsourcing and Offshoring
	Y/N
	Details: 
	

	7 
7.1 Is any part of the service you provide to Alzheimer’s outsourced to another third party (for example printing and mailing, IT support, hosting IT services and maintenance)? 
	
  
	
	

	7.2 Do you follow any industry or regulatory best practise recommendations for hosting data in the Cloud
	
	
	

	7.3 Of these third parties, list all who may process (view, transmit or store) Alzheimer’s data, providing the name and address, and the types of data that they process.  
	
	
	

	7.4 Is there a written contract requiring each third party to comply with the obligations equivalent to those imposed on a data controller by the seventh principle?
	
	
	

	7.5 Is any part of the activity off-shored, and if so, to whom?
	
	
	

	7.6 Is any part of the service delivered outside of UK?
	
	
	

	7.7 If activities are off-shored, to which country is the data transferred? (If data is stored or processed in the US is the third party registered under the Privacy Shield scheme?)
	
	
	

	7.8 Do you have processes in place to review the security controls in place at third party organisations with which you exchange personal data?  (Please describe).
	
	
	




	8. [bookmark: _Toc15291482]Corporate Social Responsibility
	Y/N
	Details: 
	

	8 
8.1 Please provide a copy of or a link to your policy on Modern Slavery (if annual turnover greater than £36m)    
	
	
	

	8.2 Please provide an indication of your approach to Corporate Social Responsibility, how you contribute to your local community, encourage your staff to participate actively in the community
	
	
	

	8.3 We offer a range of opportunities for corporate partners to support our cause including becoming a Dementia Friendly Business, joining our Dementia Friends programme or by nominating Social Interest Group as charity of the year. Would you be interested in participating in any of these opportunities?*
	
	
	

	8.4 Social Interest Group is interested in exploring ways in which our suppliers can support our work in non-financial ways. This may range from offering Social Interest Group access to space for meetings, pro bono professional advice or mentoring. Do you have any opportunities of this kind to offer?*
	
	
	


*responses to these questions will not form part of the formal evaluation of your RFP response.

	9. Environmental Considerations
	Y/N
	Details:
	

	1 
9.1 Does your organisation have a nominated person responsible for environmental management and sustainability?
	
	
	

	9.2 Does your organisation have any objectives and targets for environmental management, if so please give brief outline?
	
	
	

	9.3 How do you take environmental issues into consideration within your own supply chain?
	
	
	

	9.4 Please identify any particular environmental aspects and impacts relating to the work/services/goods for which you are responding to today and outline how you ensure that you address these issues and consider the lifecycle perspective.
	
	
	




10.  Description of Proposed Service
	Overview
	Y/N
	Details: 
	

	10.1 From the table in section 6.1 of this document showing areas of recruitment market expertise please state which areas you are proposing your organisation serves
	
	
	

	10.2  Please state which areas of the England, Wales and Northern Ireland you propose to serve and how you intend to do this?
(If you have a network of offices that you intend to use please state where these are based)
	
	
	

	10.3  Please state if your agency provides temporary/ interim or permanent recruitment services or both.
	
	
	

	10.4 Please state any accreditations / certifications your organisation currently holds that is relevant to the provision of recruitment services.
	
	
	

	10.5 Describe in outline your proposed model and approach to providing recruitment agency service to the Group
(No more than 200 words)
	
	
	



	Resourcing & Engagement
	Y/N
	 
	

	10.6 Please set out the account team structure that will serve the Group showing interfaces with the Group (Please show a structure chart)
	
	
	

	1. 
1. 
11. 
11. 
11. 
11. 
11. 
11. 
11.  Please clarify which people will be visiting the Group’s premises and the planned frequency / intensity of this
	
	
	

	11.  Please name the key personnel (and their role) as to who will be engaged with the Group on an ongoing basis as part of your service offering
	
	
	

	11.  What other people or resources will be available to serve the Group as part of your service that are engaged without visiting our offices? (please indicate media for communicating with them and hours of operation)
	
	
	

	11. On a day to day basis explain how recruitment stakeholders in the Group will engage with your organisation with individual needs and recruitment requests
(Include a process flow if relevant)
	
	
	

	11.  How do you envisage working with the Group will be different from other clients?  How will you adapt to accommodate this
	
	
	

	11. Are there any elements of your core service that you will provide to the Group that will be subcontracted? If so please outline what and to whom
	
	
	



	Core Expertise
	Y/N
	Details: 
	

	11. Outline your approach to identifying suitable candidates for a role?
	
	
	

	11. Outline the breadth of capability of your current recruitment expertise
	
	
	

	11. Provide evidence of how you have successfully sourced and placed candidates for existing clients in the sectors you are proposing to serve for the Group?

(Give some data to show scale and recency)
	
	
	

	11.  How does your team keep abreast of changing trends, strategy and practices in the fields of expertise they are recruiting in?
	
	
	

	11. What makes your agency stand out such that candidates choose to have you represent them rather than your competitors?
	
	
	

	11. Outline what management information you would propose to routinely produce for the Group in relation to project status, spend, your organisation’s performance to KPIs and other relevant information
(Include details of frequency and format)
	
	
	



	Service Standards
	Y/N
	Details: 
	

	11. Please detail what standards of service you are proposing to offer to the Group

(Include days and hours of operation, itemise separately if this differs by function.  Include key proposed response timescales to a vacancy search request)
	
	
	



IMPORTANT NOTE: Please read carefully our information in Annex 1.2 on “Ethical Sourcing” before responding to the below section on Supply Chain Diligence
	Supply Chain diligence
	Y/N
	Details: 
	

	YOUR COMPANY
	
	
	

	11. What action does your company take to ensure it complies with the Modern Slavery Act 2015?
(attach copy of your policy if you have one)
	
	
	

	11. Within your own organisation do your employees work with their own free will and are they free to leave your employment by giving reasonable notice?
	
	
	

	11. Do you request your employees lodge a bond or deposit of cash value (or equivalent) in order to work in your company?

If yes please give details and the purpose of the arrangement
	
	
	

	11. Does your company recognise trade unions or a staff association for the purposes of collective bargaining?

Please give details of which trades unions or other bargaining bodies are recognised
	
	
	

	11. Are your employees treated the same whether or not they are in a trade union or staff association?
	
	
	

	11. Do you comply with all employer’s responsibilities set out in the Health and Safety at Work Act 1974 and other relevant Health and Safety laws and regulations?

If not, please outline why not.
	
	
	

	11. Do you employ anyone either full or part time under the age of 18 years old?

If yes please provide details of duties and hours worked including the times of day they work.
	
	
	

	11. Do any of your employees work more than 48 hours per week on average?

If yes please confirm you have voluntary written agreement from them to this and that you can provide evidence of this if requested
	
	
	

	11. Do you pay all of your employees at least the National Living Wage for their age group?
	
	
	

	11. If you ask your employees to work in excess of their contracted hours (Overtime) are they free to decline this request without prejudice?

If the answer is no please give details why not
	
	
	

	11. If you ask hourly paid employees to work overtime do you pay at a premium of at least 125% of their regular hourly rate?

If the answer is no please explain
	
	
	

	11. In connection with equality, diversity and inclusion what action do you take to conform to current UK legislation and promote equality, diversity and inclusion in connection with age, disability, gender, gender identity, race, religion, sexual orientation, marital status, caste, national origin, union membership,  political affiliation and gender pay gap? Please attach a copy of your company’s Equality, Diversity & Inclusion policy
	
	
	

	11. What action does your company take to prevent discrimination, bullying and harassment in the workplace?
	
	
	

	11. Does your company have an anti-bribery policy?

Please attach a copy
	
	
	

	11. What actions does your company undertake to ensure there are adequate procedures in place to prevent bribery?
	
	
	

	11. Does your company have established grievance policies and procedures in place to enable employees to fairly and without prejudice raise a grievance?
Please attach

If no please explain
	
	
	

	11. Do you employ any persons on Zero-hours contracts?

If yes, please give details about the number of employees and the nature of the work they undertake
	
	
	

	11. What percentage of your workforce human resource requirement is made up of permanent employees?

If you use interim or contract labour are any of these workers on zero-hours contracts? If yes give details of how many workers and the nature of the work they are engaged in. 
How diverse is your workforce? Please give details
	
	
	

	11. What policies and procedures do you have for employee whistleblowing?
	
	
	

	11. What do you do to ensure you comply with all relevant Safeguarding regulations?
	
	
	

	11. Has your company ever had any allegations of unethical practices or harsh or inhumane treatment of employees in your supply chain raised by regulatory authorities, trade unions, employee groups or other stakeholders?
If yes please give details.
	
	
	

	11. Has your company ever had any legal action or enforcement action taken against it due to non-compliance with relevant laws and regulations?
If yes please give details
	
	
	

	10.42 Please explain how your company will adhere to the new IR35 regulations and the policies and systems you will put in place for yourself and clients you are working with.
	
	
	

	YOUR SUPPLIERS
	
	
	

	11. How do you ensure your suppliers and sub-contractors adhere to the standards set out in 10.20 – 10.41
	
	
	

	11. Under what circumstances with respect to ethical issues will you refuse to do business with or cease business with a supplier?
	
	
	

	11.   How do you satisfy yourself that your supplier’s supply chain conforms to ethical practices on an ongoing basis
	
	
	



11.  Innovation and Technology
	Innovation and technology
	Y/N
	Details: 
	

	11.1 Outline the technology that your organisation proposes to deploy to support the provision of this service
	
	
	

	11.2 How will this add value to the Group in its dealings with your organisation?
	
	
	

	11.7 What innovative approaches or practices can you offer the Group and what value will these add?
	
	
	



12.  Not Used


[bookmark: _Hlk19194859]13.  Compliance

	Compliance
	Y/N
	Details: 
	

	13.1  Please confirm you have read and agree to the Group’s enclosed Legal Terms and Conditions
	
	
	





[bookmark: _Toc15291483]Annex 3 – Pricing Approach 

	Commercial Model  
	Y/N
	Details: 
	

	14.1   Please outline how your proposed commercial model will work
	
	
	

	14.2 Please set out your proposed remuneration structure.

If your pricing approach involves fees then please clearly set these out with any parameters that apply.

If your pricing approach pro rates fixed term contracts or part time roles please detail. 

If your pricing approach uses % margins please set this out and be exactly clear and detailed as to what the % is being applied against 

If the remuneration structure differs whether an assignment is exclusive to your agency or multi-agency then please set this out
	
	
	

	14.3 If there are any rebates, discounts or incentives that have not been set out in 14.2 please detail these out together with any applicable mechanism for triggering these
	
	
	

	14.8  If you are prepared to offer any part of the service free of charge please set this out including an estimated value of this?
	
	
	

	14.9 It is important that any proposed remuneration and fees and charges are clearly stated such that the Group can see exactly how much it will cost to work with your organisation.

Therefore If there are any other costs, fees or charges that will be associated with this service (whether in implementation, transition or business as usual)  please clearly state these in £s together with a brief description as to what these charges are for
.  
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ANTI BRIBERY, CORRUPTION AND MONEY 


LAUNDERING POLICY 


 


1    Introduction 


 
 
SIG values its reputation and is committed to maintaining the highest level of ethical 
standards in the conduct of its business affairs. The actions and conduct of the 
organisation’s staff as well as others acting on the organisation’s behalf are key to 
maintaining these standards.  
 
The purpose of this document is to set out the organisation’s policy in relation to bribery, 
corruption and money laundering. The policy applies strictly to all employees, directors, 
agents, consultants, contractors and to any other people or bodies associated with SIG, 
within all regions, areas and functions.  
 


2     Understanding and recognising bribery and corruption 


 
 
Acts of bribery or corruption are designed to influence an individual in the performance of 
their duty and incline them to act in a way that a reasonable person would consider to be 
dishonest in the circumstances.  
 
Bribery can be defined as offering, promising or giving a financial (or other) advantage to 
another person with the intention of inducing or rewarding that person to act or for having 
acted in a way which a reasonable person would consider improper in the circumstances. 
Corruption is any form of abuse of entrusted power for private gain and may include, but 
is not limited to, bribery.  
 
Bribes are not always a matter of handing over cash. Gifts, hospitality and entertainment 
can be bribes if they are intended to influence a decision.   


3      Penalties 


 
 
The Bribery Act 2010 came into force on 1 July 2011. Under that Act, bribery by 
individuals is punishable by up to ten years’ imprisonment and/or an unlimited fine. If the 
organisation is found to have taken part in the bribery or is found to lack adequate 
procedures to prevent bribery, it too could also face an unlimited fine.  
 
A conviction for a bribery or corruption related offence would have severe reputational 
and/or financial consequences for the organisation.  


  


4   SIG’s Policy 


 
 
SIG will not tolerate bribery or corruption in any form. The organisation prohibits the 
offering, giving, solicitation or the acceptance of any bribe or corrupt inducement, whether 
in cash or in any other form:  
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• to or from any person or company wherever located, whether a public official or 
public body, or a private person or company;  


 
• by any individual employee, director, agent, consultant, contractor or other person 


or body acting on the organisation’s behalf;  


• in order to gain any commercial, contractual, or regulatory advantage for the 
organisation in any way which is unethical or to gain any personal advantage, 
pecuniary or otherwise, for the individual or anyone connected with the individual.  


• This policy is not intended to prohibit the following practices provided they are 
appropriate, proportionate and are properly recorded:  


• normal hospitality, provided that it has approval of a SIG manager  


• fast tracking a process which is available to all on the payment of a fee; and/or  


• providing resources to assist a person or body to make a decision more 
efficiently, provided that it is for this purpose only.  


 
It may not always be a simple matter to determine whether a possible course of action is 
appropriate. If you are in any doubt as to whether a possible act might be in breach of 
this policy or the law, the matter should be referred to your manager for further 
investigation.  
The organisation will investigate thoroughly any actual or suspected breach of this policy, 
or the spirit of this policy. Employees found to be in breach of this policy may be subject 
to disciplinary action which may ultimately result in their dismissal.  


5 Key risk areas 


 
 
Bribery can be a risk in many areas of the organisation. Below are the key areas you 
should be aware of in particular:  
 
Excessive gifts, entertainment and hospitality: can be used to exert improper 
influence on decision makers. Gifts, entertainment and hospitality are not acceptable 
under any circumstances.  
 
Facilitation payments: are used by businesses or individuals to secure or expedite the 
performance of a routine or necessary action to which the payer has an entitlement as of 
right. The organisation will not tolerate or excuse such payments being made.  
 
Reciprocal agreements: or any other form of ‘quid pro quo’ are never acceptable unless 
they are legitimate business arrangements which are properly documented and approved 
by management. Improper payments to obtain new business, retain existing business or 
secure any improper advantage should never be accepted or made.  
 
Actions by third parties for which the organisation may be held responsible: can 
include a range of people i.e. agents, contractors and consultants, acting on the 
organisation’s behalf. Appropriate due diligence should be undertaken before a third 
party is engaged. Third parties should only be engaged where there is a clear business 
rationale for doing so, with an appropriate contract. Any payments to third parties should 
be properly authorised and recorded.  
 
Record keeping: can be exploited to conceal bribes or corrupt practices. We must 
ensure that we have robust controls in place so that our records are accurate and 
transparent.   
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6 Employee responsibility and how to raise a concern 


 
 


The prevention, detection and reporting of bribery or corruption is the responsibility of all 
employees throughout the organisation. If you become aware or suspect that an activity 
or conduct which is proposed or has taken place is a bribe or corrupt, then you have a 
duty to report this. 


  


7     Money Laundering 


 
 
 


Money laundering is the process of moving illegally acquired cash through financial 
systems so that it appears to come from a legitimate source. The Money Laundering 
Regulations 2007 require businesses to take steps to be aware of transactions with 
heightened money laundering or counter-terrorism risks. The money laundering offence 
carries fourteen years imprisonment.  
 
Employees should abstain from such activities and should immediately report to their 
line manager, any knowledge of illegal transactions carried out by an individual.  
 


8 Reporting Suspicious Activities 


 
 
Individuals within the business must report any suspicious transaction or activity, up 
becoming aware, to a senior official or nominated officer. It is the nominated officer’s 
responsibility to decide whether they need to send a report or disclosure about the 
incident to the Police or the National Crime Agency.   
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1.     Policy Statement 


 Social Interest Group seeks to ensure the wise use of our resources within a framework 
where economic, environmental and social responsibility factors are integrated and 
balanced. We aim to follow and to promote good sustainability practice and to reduce the 
environmental impact of our activities. Social Interest Group recognises the finite nature of 
the earth’s resources and our responsibility to ensure that our consumption and disposal 
practices do not compromise the ability of future generations to meet their needs.  


Social Interest Group will:  


• Comply with all applicable legislation, regulations and codes of practice including, 
but not limited to, the Environmental Protection Act 1990, Duty of Care Regulations 
1991, Hazardous Waste Regulations 2005, Energy Information Regulations, Waste 
Management Regulations 2006 


• Integrate sustainability considerations into all our business decisions.  


• Aim to minimise the impact on sustainability of all Social Interest Group activities. 


• Communicate openly and proactively with staff about environmental best practice 
procedures 


• Review and strive for continual improvement in our sustainability performance 


• Aspire to achieving a certifiable standard of environmental and sustainable 
excellence (e.g. through the adoption of the Sustainable Procurement Taskforce’s 
Flexible Framework, the Mayor of London’s Green Procurement Code or ISO 
14001 environmental management system). 


Scope:  


• The policy applies to all staff at all sites for which Social Interest Group is 
responsible. We will actively encourage our service users, partner agencies and 
suppliers to support its aims. 


Definitions:  


 


• Sustainable Development - the most widely used definition of sustainable 
development is that which "meets the needs of the present without compromising 
the ability of future generations to meet their own needs”. It is a pattern of resource 
use that takes into consideration environmental, economic and social 
responsibilities.  


• Sustainable Procurement - the government’s Sustainable Procurement Taskforce 


 


ENVIRONMENTAL POLICY 
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defines sustainability as “a process whereby organisations meet their needs for 
goods, services, works and utilities in a way that achieves value for money on a 
whole-life basis in terms of generating benefits to the organisation, society and the 
economy whilst minimising the damage to the environment”. 


 


 


 


 


 


Definitions (cont.): 


• Whole - Life Cost - takes into consideration the entire “cradle to grave” cost of an 
asset including production, purchase, operation and disposal.  


• Value for Money – is the optimum balance of whole – life cost and fitness for 
purpose. 


Roles & Responsibilities:  


• Trustees, Group Chief Executive and Directors: to ensure that sustainability 
considerations are integrated into all strategic business planning. To effectively 
balance Social Interest Group’s aspirations around sustainability with what is 
practical and achievable for the organisation. To liaise with Heads of Service and 
others as necessary to facilitate the effective implementation of the sustainability 
policy. 


• Heads of Service:  to assist Service Managers to devise action plans for improved 
environmental performance as per the model below.  


• Finance Dept: To put into practice Social Interest Group’s commitment to the 
procurement of environmentally preferred products and services by identifying 
suppliers that meet our economic, environmental and social responsibility criteria.   


• Quality & Compliance Dept: to assist Service Managers in the development and 
monitoring of action plans for improved environmental performance. To provide 
advice, information and guidance to Service Managers regarding sustainability 


                                       


 


 
 
 
Environment        


 


      Social 
 
 
Bearable 


 
                 Equitable 
 


 


SUSTAINABLE 


                         
 


Viable        Economic 
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matters.  To keep abreast of changes in legislation and best practice. To 
coordinate the supply of all relevant information to appropriate environmental 
enforcement agencies when requested. 


• Service Manager or Nominated Responsible Person on site: To encourage 
staff to comply with the policy and carry out the improvements in practice identified 
in the action plan. To ensure staff are aware of the methods by which this is 
achieved.  


• Staff & Volunteers:  to follow the practical steps for improvement laid out in their 
service action plan and to encourage service users to do the same. 


 


2. Action Plan 


 To put this policy into practice, and in line with the government’s sustainable development 
strategy, “Securing the Future”, we will develop, implement and maintain an action plan to 
set sustainability objectives, targets and indicators.  


We will aim to improve our environmental performance in each of the following 
areas: 


 


 


The action plan will set out a timetable of targets to support the achievement of our 
objectives and indicators to measure our progress. Each central department and service 
will have a responsibility to support the organisation’s sustainability policy and action plan. 


2.1 Energy Conservation 


 Social Interest Group sees energy efficiency as a vital social and environmental need and 
aims to reduce the energy consumption and costs for its operational buildings. In support 
of that aim:  


1. Energy 
Conservation 


2. Resource 
Conservation 


3. Pollution 4. Waste 
Management 


5. 
Procurement 


1. Assess current practice in each area 
2. Investigate options for changing / improving practice 
3. Agree new procedures 
4. Provide training, guidance and resources where necessary 
5. Implement new procedures 
6. Monitor new procedures 
7. Review 
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Social Interest Group will:  


• Create and sustain a high profile and priority for energy management within the 
organisation 


• Take steps to encourage, involve and motivate service users, staff and others in 
the conservation of energy  


• Make provision within the organisations capital programmes and revenue budgets 
for an appropriate level of energy conservation investment.  


• Implement a programme of energy audits and conservation measures for all  
buildings for which Social Interest Group is responsible 


• Continually review the availability of renewable energy sources and use these 
whenever viable and beneficial to the organisation 


• Keep up to date with current guidance from the Energy Saving Trust, the Carbon 
Trust and other external bodies to maintain best practice and best value in energy 
matters  


• Devise and implement an action plan for evaluation and improvement as outlined 
above. 


Practical Steps:  


By applying the action plan outlined above, Social Interest Group will implement a range of 
practical measures, including but not limited to: 


• Ensure lights are switched off lights when not needed. Staff will switch off lights as 
they leave rooms and to use natural daylight wherever possible instead of artificial 
lighting.  


• Aim to replace all ordinary tungsten light bulbs with energy efficient compact 
fluorescent bulbs.  


• ICT Equipment - cut the power consumption of computers and ICT equipment. by 
activating "power down" or energy saving devices during the working day and 
switch equipment off at the end of the day  


• Defrost fridges / freezers regularly and make sure all doors close properly.  


• Only fill kettles with the amount of water needed. 


• Use full loads in washing machines and dishwashers. 


• Encourage use of showers instead of baths where possible.  


• Check insulation levels in lofts and on hot water tanks are adequate and close 
curtains at dusk to retain the heat. 


• Regulate thermostats and heating times to appropriate levels. 


• Keep windows and doors closed when air conditioning is being used. 


2.2 Resources Conservation 
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 Social Interest Group is committed to the efficient use of natural resources and improving 
awareness of resource conservation amongst staff and service users. We will work with 
our Housing Association partners to achieve the following: 


Social Interest Group will: 


• Ensure that water supply equipment is properly maintained in order to reduce 
water lost through leaks. 


• As part of scheduled property upgrade programs, introduce the gradual 
replacement of existing single flush cisterns with water conserving models.  


• As part of scheduled property upgrade programs, introduce the gradual 
replacement of conventional shower heads with suitable low flow models.  


• Encourage the use of water efficient washing machines and dishwashers (e.g. AAA 
rated where possible).  


• In gardens and communal areas, promote the use of mulching, bark chips and 
green waste to reduce surface evaporation and therefore increase water use 
efficiency.  


• Investigate the potential of using of rainwater tanks where appropriate.  


• Promote the use of electronic communication to reduce printing and faxing. 


• Where printing is unavoidable, use double sided monochrome printing where 
possible. 


• Introduce an electronic Service User Care Management System to reduce paper 
records and case notes. 


• Choose easily accessible local venues for Social Interest Group meetings and 
events to reduce travel. 


• Where travel is necessary, promote the use of cycling, public transport or car 
sharing. 


• Devise and implement an action plan for evaluation and improvement as outlined 
above. 


2.3 Pollution 


 Under the Kyoto Protocol, by 2008 -2012 the UK must reduce its baseline emissions of the 
six major greenhouse gases by 12.5 per cent from a baseline target set in 1990. The UK 
government has also set a target to reduce carbon dioxide emissions to 20 per cent 
beneath that baseline. The long term goal is to reduce the carbon dioxide emissions by 
60% by 2050. To contribute to this reduction:  


Social Interest Group will:  


• Air pollution - ensure that all equipment producing fumes or emissions are 
properly maintained and that filters are regularly cleaned. We will seek to minimise 
the production of CO2 emissions by encouraging staff to travel by public transport 
and eliminating unnecessary car use. We will encourage the use of pump sprays 
rather than aerosols. 


• Land & Water pollution – ensure that biodegradable materials are used wherever 
possible. Phosphate – free detergents will be used and chlorine-based bleaches 
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and disinfectants will be avoided where a viable alternative is available. All 
materials will be disposed of in an appropriate manner. 


• Noise – Social Interest Group recognises the detrimental impact that excessive 
noise levels can have on individuals and on the communities within which we work. 
Nuisance from noise is a common source of complaint and we will aim to maintain 
good relations within the community by seeking to adequately control ambient 
noise levels from our sites, service users and staff. 


• Devise and implement an action plan for evaluation and improvement as outlined 
above. 


2.4 Waste Management 


 Social Interest Group is committed to the protection of the environment through the 
implementation of an effective waste management policy.  We seek to minimise the 
amount of waste generated by the organisation through reduction, reuse and recycling, 
where practicable, and to meet all legislative and regulatory requirements for waste 
disposal. 


Social Interest Group will:  


• Ensure that waste management is performed in accordance with all waste 
legislative requirements, including the duty of care specified in Section 34 of the 
Environmental Protection Act 1990.  


• Aim to minimise waste generation at source and facilitate repair, reuse and 
recycling over the disposal of waste, where practicable.  


• Promote environmental awareness in order to increase and encourage waste 
minimisation, reuse and recycling.  


• Ensure that measures are in place to support safe handling and storage of waste. 


• To provide appropriate training for staff, volunteers and service users on waste 
management issues.  


• Devise and implement an action plan for evaluation and improvement as outlined 
above. 


Definitions: 


• The Waste Framework Directive (European Directive 2006/12/EC) defines waste 
as "Any substance or object the holder discards, intends to discard or is 
required to discard". 


• General Waste:  i.e. neither hazardous nor clinical, may include foodstuffs, 
product packaging and containers etc.     


• Confidential Waste: Particular care must be taken in the disposal of all 
confidential waste.  If the confidential material is in the form of paper, it should be 
shredded and placed in the ‘office waste paper’ recycling bins. If there is a large 
amount, then an approved supplier for confidential waste may be used. If using this 
option, certificates of disposal must be obtained and held on file.  



http://www.aggregain.org.uk/track.rm?from=1652&url=http%3A%2F%2Feur%2Dlex%2Eeuropa%2Eeu%2FLexUriServ%2Fsite%2Fen%2Foj%2F2006%2Fl%5F114%2Fl%5F11420060427en00090021%2Epdf
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• Clinical Waste is any waste which consists wholly or partly of human or animal 
tissue; blood or other body fluids; excretions; drugs or other pharmaceutical 
products other than controlled drugs,  swabs or dressings; syringes, needles or 
other sharp instruments; which unless rendered safe may prove hazardous to any 
person coming into contact with it. It also includes any other waste arising from 
medical, nursing, dental, veterinary, pharmaceutical or similar practice, 
investigation, treatment, care, teaching or research, or the collection of blood for 
transfusion, being waste which may cause infection to any person coming into 
contact with it. 


• Hazardous Waste: Any hazardous waste must be disposed of according to the 
approved procedures for hazardous materials.  Items classed as hazardous 
include cleaning agents, paints and thinners etc. Written procedures for the 
purchase, use and proposed disposal of all hazardous chemicals, including by-
products and waste materials must be held at the site of usage as part of the 
COSHH assessment process. Copies of the COSHH assessments should be held 
on site.  


2.5 Procurement 


 Social Interest Group is committed to the procurement of environmentally preferred 
products and services, to the greatest extent practical (i.e. where environmentally 
preferred products and services are available at a reasonable cost and are of sufficient 
quality).  


Social Interest Group will: 


• Aim to purchase goods from suppliers that demonstrate sound environmental 
practices. 


• Aim to purchase goods from sustainable and recycled sources. 


• Aim to purchase from local suppliers to contribute to the economy of the 
communities in which we work and to reduce the emissions cost of goods supplied 
to us. 


• Aim to purchase Fair Trade products in support of developing nations and ethical 
procurement wherever possible. 


• Raise staff awareness on the environmental issues affecting procurement by 
providing relevant information and training. 


• Comply with all environmental legislative and regulatory requirements in the 
procurement of products and services. 


• Devise and implement an action plan for evaluation and improvement as outlined 
above. 


Definitions:  


• Environmentally preferred products are those that have a lesser or reduced 
effect on human health and the environment when compared with competing 
products that serve the same purpose.  This comparison may consider raw 
materials acquisition, production, manufacturing, packaging, distribution, reuse, 
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operation, maintenance, or disposal of the product. 


• Practical means that the environmentally preferred products and services are able 
to perform the intended function at least as well as, if not better than, non-
environmentally preferred products and services.  


• Reasonable cost means that the environmentally preferred products and services 
are available for purchase at a price which is not prohibitive when compared to 
other products and where any extra cost is considered bearable. (E.g. an 
organisation may decide that it will pay up to 5% more for environmentally 
preferred products and services). 


 
Factors to be considered when choosing environmentally preferred products 


include: 


• Amount of virgin material versus recycled material in product 


• Environmental cost of entire product life cycle 


• Recyclability of product 


• Amount of packaging 


• Durability and maintenance requirements 


• Ultimate disposal of the product 
 
Nothing in this policy shall be construed as requiring a service or department to procure 
products that do not perform adequately for their intended use or are not available at a 
reasonable price within in a reasonable period of time. 
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EQUALITY AND DIVERSITY POLICY  


 


1.0   POLICY STATEMENT 


 
 


1. The Social Interest Group recognises that discrimination and victimisation is 
unacceptable and that it is in the interests of the Company and its employees to 
utilise the skills of the total workforce. It is the aim of the Company to ensure 
that no employee or job applicant receives less favourable facilities or treatment 
(either directly or indirectly) in recruitment or employment on grounds of age, 
disability, gender / gender reassignment, marriage / civil partnership, pregnancy 
/ maternity, race, religion or belief, sex, or sexual orientation (the protected 
characteristics as defined by the Equality Act 2010). 


 
2. Our aim is that our workforce will be truly representative of all sections of 


society and each employee feels respected and able to give of their best. 
 


3. We oppose all forms of unlawful and unfair discrimination or victimisation. To 
that end the purpose of this policy is to provide equality and fairness for all in 
our employment. 


 
4. All employees, whether part-time, full-time or temporary, will be treated fairly 


and with respect. Selection for employment, promotion, training or any other 
benefit will be on the basis of aptitude and ability. All employees will be helped 
and encouraged to develop their full potential and the talents and resources of 
the workforce will be fully utilised to maximise the efficiency of the organisation. 
 


5. Our staff will not discriminate directly or indirectly, or harass customers or 
clients because of age, disability, gender reassignment, pregnancy and 
maternity, race, religion or belief, sex, and sexual orientation in the provision of 
the Company’s goods and services. 


 
6. This policy and the associated arrangements shall operate in accordance with 


statutory requirements. In addition, full account will be taken of any guidance or 
Codes of Practice issued by the Equality and Human Rights Commission, any 
Government Departments, and any other statutory bodies. 


 
 


2.0  OUR COMMITMENT 


 • To create an environment in which individual differences and the 
contributions of all our staff are recognised and valued. 


• Every employee is entitled to a working environment that promotes dignity 
and respect to all. No form of intimidation, bullying or harassment will be 
tolerated. 
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• Training, development and progression opportunities are available to all 
staff. 


• To promote equality in the workplace which we believe is good 
management practice and makes sound business sense. 


• We will review all our employment practices and procedures to ensure 
fairness. 


• Breaches of our equality policy will be regarded as misconduct and could 
lead to disciplinary proceedings. 


• This policy is fully supported by senior management and has been agreed 
with trade unions and/or employee representatives. 


• The policy will be monitored and reviewed annually 
 


3.0  RESPONSIBLITIES OF MANAGEMENT 


  
Responsibility for ensuring the effective implementation and operation of the 
arrangements will rest with the Chief Executive. Directors / Managers will ensure that 
they and their staff operate within this policy and arrangements, and that all reasonable 
and practical steps are taken to avoid discrimination. Each manager will ensure that: 


 


• all their staff are aware of the policy and the arrangements, and the 
reasons for the policy; 


• grievances concerning discrimination are dealt with properly, fairly and 
as quickly as possible; 


• proper records are maintained. 
 


People & Culture / Head Office will be responsible for monitoring the operation of the 
policy in respect of employees and job applicants, including periodic departmental 
audits. 


 
 


4.0   RESPONSIBLITIES OF STAFF 


 
 
Responsibility for ensuring that there is no unlawful discrimination rests with all staff 
and the attitudes of staff are crucial to the successful operation of fair employment 
practices. In particular, all members of staff should: 


 


• comply with the policy and arrangements; 


• not discriminate in their day to day activities or induce others to do so; 


• not victimise, harass or intimidate other staff or groups who have, or are 
perceived to have one of the protected characteristics. 


• ensure no individual is discriminated against or harassed because of 
their association with another individual who has a protected 
characteristic. 


• inform their manager if they become aware of any discriminatory 
practice 
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5.0   THIRD PARTIES  


 
 


Third-party harassment occurs where an employee of the Social Interest Group is 
harassed, and the harassment is related to a protected characteristic, by third parties 
such as clients or customers. The Social Interest Group will not tolerate such actions 
against its staff, and the employee concerned should inform their manager / supervisor 
at once that this has occurred.  The Social Interest Group will fully investigate and take 
all reasonable steps to ensure such harassment does not happen again 


 


6.0  RELATED POLICIES AND ARRANGEMENTS 


 
 
All employment policies and arrangements have a bearing on equality of opportunity. 
The Company policies will be reviewed regularly and any discriminatory elements 
removed.  
 


7.0    RIGHTS OF DISABLED PEOPLE 


 
The Social Interest Group attaches particular importance to the needs of disabled 
people. 


 
 Under the terms of this policy, managers are required to:  


 


• make reasonable adjustment to maintain the services of an employee who 
becomes disabled, for example, training, provision of special equipment, 
reduced working hours. (NB: managers are expected to seek advice on the 
availability of advice and guidance from external agencies to maintain 
disabled people in employment); 


• include disabled people in training/development programmes; 


• give full and proper consideration to disabled people who apply for jobs, 
having regard to making reasonable adjustments for their particular 
aptitudes and abilities to allow them to be able to do the job. 


 


8.0   TRAINING 


 
 
All staff will attend Equality and Diversity training as part of their induction to the Social 
Interest Group and its members. 
 
Any additional training for managers and staff will be provided as deemed necessary. 
 
 


9.0   MONITORING 


 
 


• The Social Interest Group deems it appropriate to state its intention not 
to discriminate and assumes that this will be translated into practice 
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consistently across the organisation as a whole. Accordingly, a 
monitoring system will be introduced to measure the effectiveness of the 
policy and arrangements. 


 


• The system will involve the routine collection and analysis of information 
on employees by gender, marital status, ethnic origin, sexual orientation, 
religion / beliefs, grade and length of service in current grade. 
Information regarding the number of staff who declare themselves as 
disabled will also be maintained. 


 


• There will also be regular assessments to measure the extent to which 
recruitment to first appointment, internal promotion and access to 
training/development opportunities affect equal opportunities for all 
groups. 


 


• We will maintain information on staff who have been involved in certain 
key policies: Disciplinary, Grievance and Bullying & Harassment. 


 


• Where appropriate equality impact assessments will be carried out on 
the results of monitoring to ascertain the effect of the Company policies 
and our services / products may have on those who experience them. 


 


• The information collected for monitoring purposes will be treated as 
confidential and it will not be used for any other purpose. 


 


• If monitoring shows that the Company, or areas within it, are not 
representative, or that sections of our workforce are not progressing 
properly within the Company, then an action plan will be developed to 
address these issues. This will include a review of recruitment and 
selection procedures, Company policies and practices as well as 
consideration of taking legal Positive Action. 


 


10. GRIEVANCES/DISCIPLINE 


 
 
Employees have a right to pursue a complaint concerning discrimination or 
victimisation via the Social Interest Group Grievance Procedures. 


 
Discrimination and victimisation will be treated as disciplinary offences and they will be 
dealt with under the Social Interest Group Disciplinary Procedure. 
 


10. REVIEW 


 
 


The effectiveness of this policy and associated arrangements will be reviewed annually 
under the supervision of the Policy in to Practice Group.  Once agreed, this policy will 
be submitted to the Executive Management Team for approval and distribution to all 
staff. 


 
All up to date policies and procedures can be located on the Social Interest Group 
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intranet. 
 


       
 






