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ITT FEE/0357


1 Introduction

The Forestry Commission’s (FC) mission is to protect and expand Britain's forests and woodlands and increase their value to society and the environment.
We take the lead in the development and promotion of sustainable forest management.  We deliver the distinct forestry policies of England and Scotland through specific objectives drawn from the country forestry strategies.

We the FC will always consider equality when conducting our procurement activities.  We require you to meet your duties under the Equality Act 2010 and may ask for evidence that you are aware of and operate in accordance with those requirements.

More information is available on our website at www.forestry.gov.uk
2 Specification of Requirements
We will be awarding a contract for the development, implementation and reporting on a programme of works to support the community exploration of heritage landscapes in the Forest of Dean.  
Our intention is to award this contract for a period of five years, from April/May 2017- 2022, but this is dependent upon the Heritage Lottery Fund awarding funds to the overall Foresters’ Forest programme in March 2017. 
A break point is available within the contract at the end of two years, at which time we will decide on whether the contract will continue. The decision on whether to use the break point available will be at our discretion and we will base it on the following factors: performance, budget, volunteer participation.

The total value of this contract over the entire five year period will be in the region of £90,000 - £110,000.
Background Information

The Foresters’ Forest – the Landscape Partnership Programme for the Forest of Dean is a Heritage Lottery Funded (HLF) programme that is currently awaiting a decision regarding funding (see http://www.forestersforest.uk for more information). This decision to award will be made by HLF in March 2017 and, if successful, the Foresters’ Forest will then move into a 5 year delivery phase running from April/May 2017 to 2022. This contract will run for that five year period, delivering the Buried Heritage project within the overall programme.

The Forestry Commission is the lead partner within the Foresters’ Forest so this contract is between the Forestry Commission and the appointed contractor, although the contractor also has to work with other partner organisations within the whole programme (which includes 38 projects led by different organisations). 

Foresters’ Forest Vision: The Forest of Dean is our land, the land between two rivers, a land on the edge, isolated and bypassed.  Shaped by its geology and its physical isolation this is the story of a hard-working, self-reliant community, a cradle of industry entwined with a stronghold for nature, the Foresters’ Forest.

We need to explore our past, to rediscover our history and heritage and tell the story of the forest. We aim to secure the knowledge we reveal through this programme so that we can use it to share, inspire and enlighten our neighbours, our children and visitors to our forest. We must halt further decline and loss of our built heritage, whilst ensuring our forest does not become a theme park or a stale fossil. We would like to channel our new knowledge and our vivid and vibrant story to support appropriate and sensitive economic development, and guide our decision making processes. We would like to enthuse our younger generation so that they carry our passion for our forest, their forest – the Foresters’ Forest – into the future, to safe guard a unique, irreplaceable land.
In comparison with the rest of Gloucestershire (and much of England) the historic environment of the Forest of Dean has, until recently, been little-researched and poorly understood, in part at least due to tree cover over the central Forest which make traditional forms of archaeological survey difficult.  In the last 10 years Gloucestershire County Council Archaeology Service (GCCAS) have undertaken a survey project (the Forest of Dean Archaeological Survey) to explore the local historic environment, to record archaeological sites and structures, and to improve the management of the archaeological resource. A programme of documentary research, fieldwork, and innovative use of lidar survey, has enabled significant advances to be made in the understanding of the landscape of the central forest. 

The objective of the ‘Buried Heritage’ project is to expand our knowledge of what archaeological or other historic features exist so that we can build up a greater level of understanding about the heritage of the landscape; as well as put in place basic tools for monitoring site condition – and thus identify any necessary remedial works into the future. This will link to the Built Heritage project which will be completing small scale conservation works on selected built structures and the ‘Stronghold for Nature’ themed projects as the ecological network will need to respect and respond to the historic landscape and features. 
As a result of the GCCAS 2008 lidar survey, over 1700 potential archaeological features were identified across the Forest of Dean survey area (Hoyle 2011). These sites were directly traced from the geo-referenced hillshaded images onto layers which formed part of the Gloucestershire County Council GIS, and digitised as point, multipoints, polygons or lines. Details of all features identified during the GCCAS project were recorded on a database designed both to meet the specific needs of that project, and to provide information in a form compatible with the Gloucestershire HER, and this is the data which forms the basis of the information within the 2008 report. A single unique number was used to identify each database record regardless of the actual number of individual features this represented. This unique number consisted of the alphanumeric reference for the OS 1km grid square followed by an internal feature number for each 1km square beginning at 01. These consisted of two letters, followed by four numbers, followed by a forward slash, followed by the internal 1km number, thus: so6311/01, so6311/02, so6311/03 etc. (Hoyle 2008a, 25).  This data will be freely available to the appointed contractor.
Need & opportunity 
Like many local authority based archaeology teams, Gloucestershire County Council’s team has been reduced in size and refocused. The team does not have the resources to continue its ground breaking research into the historic past of the Forest of Dean. The team will be available, through this project, to share their work so far and collaborate on a strategy for the future. 

There is a real opportunity to capture the enthusiasm of the local community (as well as visitors) and train people in basic survey techniques to take the exploration of our hidden heritage forward. The professional stakeholders also recognise that there are many aspects of the built heritage of the Dean that are known about by local people, but not recorded on any maps or schedules. This programme presents an opportunity to address that gap between the official record and ‘what the community know’. 

There is then an opportunity to draw that knowledge together to form a new strategy to take the archaeological investigation and building preservation forward in an agreed, affordable way. In a similar way to the ecological networks proposals the strategy

for archaeology and building preservation will be promoted to local land owners and land managers with the aiming of securing wide buy-in beyond the boundaries of the land in public ownership.

The unique nature of the Forest of Dean’s heritage and that intrinsic link between wildlife, industrial heritage and the culture of the area should not be forgotten as we want to celebrate and share our heritage with visitors and develop our visitor economy around our heritage.

HLF Outcomes, Outputs and Indicators
All projects within the HLF Funded Foresters’ Forest programme have to meet HLF Outcomes.  There are nine outcomes, as detailed below, and each project has to explain which HLF outcomes they will meet and structure their project with appropriate outcomes and indicators over the five year period, to gather the evidence to prove that they will meet the outcomes.  Each individual project does not have to meet all nine outcomes, as they should only meet the ones particularly relevant to their specific project, but overall the programme will meet all of the HLF outcomes.

HLF Outcomes:

Outcomes for heritage: 
With our investment, heritage will be: 

· better managed 

· in better condition 

· identified/recorded 

Outcomes for people: 
With our investment, people will have: 

· developed skills 

· learnt about heritage 

· volunteered time 

Outcomes for communities: 
With our investment: 

· negative environmental impacts will be reduced 

· more people and a wider range of people will have engaged with heritage 

· your local area/community will be a better place to live, work or visit 

Volunteers
There is a volunteer time target of £100k - £115K for the Buried Heritage project over the five year period. This is part of the matched funding contribution within the HLF funded programme. Volunteer’s time is calculated at differential rates according to their level of expertise:

· Unskilled volunteer 

- £50 a day  (a volunteer day is 7 hours)

· Skilled volunteer


- £150 a day

· Expert/professional volunteer
- £350 a day
All volunteers have to record their time on timesheets so that this data can be submitted to HLF with every quarterly claim.

Development Stage

The Foresters’ Forest programme has already gone through a development stage 2015-2016, during which time the project plans evolved and culminated in the Stage Two bid to HLF. In particular the Buried Heritage project went through a pilot stage and the learning from that experience will enhance the management of this subsequent Built Heritage project in the delivery stage. 

There were a number of ‘lessons learned’ as follows: 

· Volunteers worked well in their teams on specified pilot areas and produced 227 archaeological records

· As the GCCAS lidar data had grouped features, when volunteers recorded these as individual items, the total number of archaeological records increased and volunteers also identified new features that had not been in the GCCAS data.

· Need to include training/research on maps held at Gloucestershire Archives.

· More field support would be helpful after an initial submission of data to check procedures used and ensure consistency across volunteer teams

· All records need to be submitted with accompanying photos

· Simplifying some of the paperwork would be helpful, whilst ensuring that volunteers are diligent about recording hours and submitting evidence of these regularly

· More training regarding how to draw a measured sketch of a feature/site would be helpful, along with representative examples of the types of feature likely to be found in the Forest with explanations of the condition assessment of each one

· Volunteers might want to learn from each other and meet up to discuss their findings

· Need to store training materials at a number of strategic locations around the Forest in order to facilitate volunteers accessing materials near their study site.

· The photographic part of the development stage project to record built heritage in the Forest did not result in the wide scale public participation hoped for. Whilst this could still be an element for public participation in the delivery stage, the buried heritage volunteers could adapt their recording processes to include items of built heritage as they will cover the whole Forest landscape area systematically.

· Community engagement is a very important part of the Foresters’ Forest programme overall and therefore the Buried Heritage project needs to include multiple opportunities to promote the work of the project, its discoveries and how they add to the understanding of the Forest’s heritage.

Contract Specification
There are three elements within the Buried Heritage project:

· Lidar validation survey including liaison with Built Heritage project
· Archaeological investigations

· Promotional tasks 
Part One: Lidar validation survey – Develop, Implement and Report upon a community exploration of the heritage landscape of the Forest of Dean.

Within this contract in the delivery phase, there is a need to extend the survey work to cover the whole Forest, working with existing volunteers and recruiting and training new volunteers in order to complete the validation of all 1700 GCCAS lidar points over the course of five years.  This will naturally require significant planning and liaison with Forestry Commission personnel to ensure that surveying is not scheduled in areas when harvesting of timber is planned.
Liaison with Built Heritage Project

Although the volunteer training materials used for the lidar validation survey in the development stage were excellent, they will need to be updated in the delivery phase to accommodate the inclusion of built heritage features as well.  At the moment, the survey focuses on identifying, understanding and recording archaeological features, but this needs to be expanded to include any remaining built heritage structures above the ground.  
The Dean is littered with heritage features, many of which are valued by members of the community for any number of reasons.  The relative importance of those specific features is often unknown and unrecorded, and those people that do value those features may have only limited knowledge of the origins, rationale or story of those features.  As the volunteer surveyors will be providing a comprehensive coverage across the whole Forest over the five years, they will be best placed to record the built heritage remains as well as the archaeological structures.  This will facilitate the awareness, understanding and management of the built heritage in the Forest as there is no comprehensive record currently.  Anecdotal evidence of finding the remains of built structures deteriorating in the Forest is frequent, but until there is a complete record of those structures and their condition, it will be difficult to prioritise resources to conserve the most significant sites. The output should be a comprehensive record of heritage features that can be used to identify important sites that need remedial action to prevent collapse or total loss of the structure. The photographic record should also be useful to allow repeat visits on a 5 or 10-year cycle to monitor site condition. This will encourage people in the community to take an interest in their heritage and sites they specifically know and care about which may otherwise be overlooked by the responsible land managers.
Liaison with Stronghold for Nature Projects

Where open habitats are to be made or managed there is an opportunity to encompass both ecological and archaeological management objectives. This project will therefore need to liaise with the Stronghold for Nature themed projects, surveying and advising on the management of the open habitat network.

Part Two: Archaeological Investigations

In the development stage, examination of Lidar data led to an archaeological Field School on a site at Yorkley, which provided volunteers with an opportunity to learn more ‘hands on’ archaeological techniques.
In the delivery stage, there will be an opportunity for further archaeological investigations at three sites (yet to be identified but may include Soudley camp), and they will be timed in Years 1, 3 and 5. These further archaeological investigations may include measured surveys, geophysics, trial trenches/pits to enhance knowledge of the preservation (and existence) of industrial remains (or indeed other features).
Part Three: Promotional Tasks
As the Buried Heritage project is part of the wider Foresters’ Forest programme, this contract also requires the appointed contractor to engage in a variety of promotional events/activities to engage the public and raise the profile of the Forest’s heritage. These are likely to include attendance of public events (e.g. the Activities Festival in April), giving talks to local societies, issuing press releases, radio interviews, working with schools and liaising with other Foresters’ Forest projects.
Part One, Lidar Valuation Survey – Stage One – Project Development
1.1 Within the first 4 weeks of the contract: Draw up and agree with the Programme Manager a robust methodology and programme for the project that will set out how the contractor will enthuse, train, co-ordinate and mentor community volunteers to map historic environment data and Lidar data, undertaking walk-over surveys of areas using ground-truthing methodologies. This methodology will include:

· HLF Outcomes, project outcomes & indicators
· Volunteer time – hours and total target (matched funding contribution)
1.2 Produce risk assessments for all elements of the Delivery stage project with particular reference to community volunteers. 

1.3 Plan the schedule for lidar validation surveying in the Forest in consultation with project partners, identifying specific areas for volunteer ‘teams’ over the course of five years.

1.4 Formulate methodology for desk-based data collection. It is anticipated that this will draw on the following data sources:  

· Historic Environment Record area and site information.

· National Mapping Programme data. 

· Hillshaded lidar images.
· Selected Historic maps e.g. 1st-3rd series OS maps and earlier 19th century maps (e.g. Tithe or Industrial maps) as appropriate.

· Relevant historical sources (e.g. the Victoria County History). 

1.5 Plan training sessions for volunteers to learn about and examine maps at Gloucestershire Archive Service

1.6 Formulate methodology for field work. 

1.7 Produce training handbook for volunteers (e.g. written methodologies, identification packs for common features) as appropriate).
1.8 Produce a volunteer training workshop plan, agenda and necessary materials, with plans for storage of training materials at strategic points in the Forest.
1.9 Plan and arrange a series of training workshops at varied times (ie. on a Saturday / Sunday and a weekday) and liaise with the Programme Manager to book appropriate venues around the Forest and advertise the opportunity to a broad spectrum of the community via the Volunteer Co-ordinator.  The contractor will ensure all aspects of the training workshops are booked, arranged, covered. 

1.10 Discuss format of data/records created during the project with HER, to facilitate addition.

Part One – Stage Two – Project Implementation

1.11 Undertake volunteer training at the workshops to familiarise volunteers with the methodologies and check understanding. Existing volunteers who took part in the development stage may need refresher training, whilst new recruits will need full training.
1.12 Within 4-weeks of each workshop initiate a programme to co-ordinate and mentor the community volunteers to undertake walk-over surveys of their allocated area  to ground-truth data, identify features not recorded on these sources and test ground-truthing methodologies. Liaise with the Volunteer Co-ordinator as required to ensure community volunteers receive a positive experience.  Provision to be made for the programme to be extended to include a greater number of community volunteers to be involved if required by the Programme Manager. 
1.13 Provide field support sessions to check volunteers undertaking the survey and provide advice and guidance as required.
1.14 Provide office admin/support to receive data from volunteers, to monitor and record progress
1.15 Provide monthly updates of volunteer timesheets to the Volunteer Co-ordinator for HLF quarterly claims.
Part One – Stage Three– Project Reporting

1.16 Collate and process results of the survey programme, distinguishing between ‘below ground’ and archaeological features v. built heritage above ground. 

1.17 Undertake analysis of the results of the survey programme and liaise with Built Heritage project.
1.18 Produce GIS data of the results of the survey programme in ArcGIS shapefile format and provide regular updates to HER and FC.

1.19 Produce a report on the progress of the project against HLF outcomes, project outcomes and indicators annually, at the mid-point (2.5 years) and at the end of the programme.
1.20 Produce a final report on the results of the survey programme for submission to the County HER and OASIS by 31st May 2022.
1.21 Work with the Countryside and Community Research Institute (CCRI, University of Gloucestershire) to participate in the ongoing monitoring and evaluation of the Foresters’ Forest programme
Part Two, Archaeological Investigations – Further Archaeological Investigations

As the precise location and nature of the archaeological investigations is unknown currently (because this will be dependent on the identification of prospective sites during the lidar validation survey work), it is not possible to provide a precise specification for this work.  However, we can make contract provisions for days of geo-physical investigations; and/or test-pit or trial trenching involving community volunteers.  
2.1
Produce a robust methodology within 4-weeks of being requested to by the Programme Manager, for either a geo-physics investigation of an area of Forest; a trial trench of indicative dimensions 2m x 5m; or a series of five 1m x 1m test pits to involve a minimum of 10 community volunteers.

2.2 Plan to train a minimum of 10 community volunteers to assist in the investigations; and 

2.3 Plan to mentor / supervise a minimum of 10 community volunteers whilst assisting in the investigations.

2.4 Plan to undertake the investigations (geo-physics or trial excavations) – including recording in accordance with the appropriate Chartered Institute for Archaeologist Standards.

2.5 Plan to undertake post excavation analysis of site records and artefacts in accordance with the appropriate Chartered Institute for Archaeologist Standards.

2.6 Plan to undertake any conservation of recovered artefacts as appropriate.

2.7 Plan to prepare the site archive in accordance with appropriate Chartered Institute for Archaeologist Standards and the standards of the recipient museum (The Dean Heritage Centre).

2.8 Deposit the archive with the Dean Heritage Centre and, if appropriate, submitting digital material to the Archaeology Data Service for long-term curation.
2.9 Produce GIS data in ArcGIS shapefile format and provide regular updates to HER and FC.
2.10 Produce a report on the excavation for submission to the County Historic Environment Record and Oasis, and submitting a summary of the excavation results to be included with the Annual Review of the Transactions of the Bristol and Gloucestershire Archaeological Society.

Part Three: Promotional Tasks
There will be a range of promotional tasks that will be required for this project during the 5 year duration of the Foresters’ Forest programme.
3.1 
Attend one day-long event each year for the five years to promote the project and the programme to the public (e.g. at the Activities Festival).

3.2
Produce press releases/radio interviews/material for Foresters’ Forest website/volunteer updates/Facebook/other social media as progress updates.

3.3
Deliver 1 talk/presentation to a community group/local society each year for five years.
3.4
Develop teaching resources and train local teachers in their use, to enable local schools to engage children with the project.

3.5
Liaise with local schools to invite them to archaeological sites on field trips.
3.6
Develop and maintain links with other projects.
3.7
Develop a legacy/sustainability plan for the project after the end of the funded five year period.
Programme Management

The Foresters’ Forest – the Landscape Partnership Programme for the Forest of Dean is led by the Forestry Commission, who will be the contracting authority for this contract.  The Programme is managed by the Programme Manager, an employee of the Forestry Commission who will be the contract manager for this contract.

The work carried out under this contract has direct relevance to programme partners: Gloucestershire County Council Archaeological Services who will provide Historic Environment Record data* required for this contract to the contractor at no charge (as their contribution to the wider programme); the Forest of Dean Local History Society; and the Forest Voluntary Action Forum (and their employee the Volunteer Co-ordinator).  Close liaison between the contractor and these partners is expected for the successful implementation of this contract.

*for copyright reasons this does not extend to provision of historic maps such as the 1st to 3rd series Ordnance Survey maps or earlier 19th century maps, or copies of other published historical sources.
Geographical Coverage

This contract covers works within the Foresters’ Forest Programme Area, which is set as the Hundred of St Briavels.  This contract includes permission to undertake survey work on the public forest estate (the land managed by the Forestry Commission) and the Programme Manager will liaise with regard to access routes and H&S information relating to this.  However, prior to any access on to privately managed land for survey work the Programme Manager will require sight of formal access permissions signed by the land owner / land manager.
Special Conditions
Biosecurity

To protect the Public Forest Estate and to minimise the risk of introducing or spreading harmful pests and diseases, biosecurity measures appropriate to the level of risk at the location of work, are expected to be undertaken.  For more information and guidance, please visit www.forestry.gov.uk/england-keepitclean.

Sustainability
When there is a Field School/ community dig it will be important to ensure that the ground is returned to its original state after the dig has finished.  

Within the Foresters’ Forest programme there is a need to consider the legacy of each project, what difference the project will have made at the end of the five year funded period and how this can be managed sustainably thereafter.
Compliance with Chartered Institute for Archaeologist’s Standards

The contractor shall ensure that all archaeological investigation and reporting complies with appropriate chartered Institute for Archaeologists codes standards and guidelines. These are available at http://www.archaeologists.net/codes/ifa
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Note: 
If we ask, you must provide documentary evidence establishing your eligibility to tender and your qualifications to fulfil the contract if we accept your quotation.  This may be in the form of literature, drawings or samples.  
You must include details of any areas where you will not be able to comply with these requirements.  If your Tender does not meet these requirements we reserve the right to reject it completely.
3 Notes for Completion and Conditions
3.1 Definitions and purpose
The “authority” or “we” means the Forestry Commission, or anyone acting on behalf of the Forestry Commission, that is seeking to invite suitable Suppliers to participate in this procurement process.

“You”/”Your” or “Supplier” or “Bidder” means the body responding to this Invitation to Tender (ITT) i.e. the legal entity submitting a tender.  The ‘Supplier’ or ‘Bidder’ is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 and could be a registered company; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.

This Invitation to Tender (ITT) has been designed to assess both the suitability of a Supplier to deliver the authority’s contract requirement(s); and to determine of those suitable, which supplier(s) have provided the most economically advantageous tender.
3.2 Timetable

Set out below is the procurement timetable.  While we do not intend to depart from the timetable, we reserve the right to do so and if this is required, we will inform Suppliers in writing of any changes. 

	Stages


	Dates

	Bidder Briefing Day including site visit
	22/02/17 (pm)

	Closing date for expressing interest and time for further questions


	27/02/17 

	Closing Date and Time for Tender Returns
	03/03/17 at 1pm


	Expected Notification of Award
	W/C 06/03/17


	Expected Start Date


	April/May 2017




3.2.1 Bidder briefing day including Site Visit
Bidders are invited to attend a Bidder Briefing Day to help them understand more about the requirements of this contract.  The Briefing will take place on the date specified in the timetable above and bidders should contact the person named at 3.3 to confirm their attendance and receive further details.
3.3 Enquiries

Please send all enquiries by email, by the deadline stated at Section 3.2 quoting the reference number printed at the front of this document to:

Sue Middleton

sue.middleton@forestry.gsi.gov.uk
If we consider any question or request for clarification is relevant to all interested parties, we will circulate both the query and the response to all prospective bidders, although your identity will remain confidential.
If you want to tender, and have not yet registered interest in the contract, you must do so before the closing date for expressing interest to make sure you are told about any questions and answers.
3.4 Responses and supporting documents

Please ensure that all questions are completed in full, and in the format requested.  Failure to do so may result in your submission being disqualified.  If the question does not apply to you, please state clearly ‘N/A’.

Should you need to provide additional Appendices in response to the questions, these should be numbered clearly and listed as part of your declaration.  A template for providing additional information is provided at the end of this document, which should be used unless, due to formatting, this is not possible.
To make the process straightforward, you do not need to provide supporting documents with your tender unless specifically requested to do so.  However, we may ask you for this later.

Your organisation will only be evaluated based on the information in your tender.  If you do not mention any applicable previous experience of working with us in your reply we cannot take this into account.

Please do not send any information that is general company or promotional literature, as this will not form part of our evaluation. Any additional documents you provide must refer to a question within the ITT and be easily identifiable as the answer.
3.5 Return arrangements
Please return your completed tender submission inclusive of any relevant appendices as:

· Two paper copies by post or hand delivered, and

· One copy on disk or USB type storage device in a read only format

Please note that we do not accept fax or email copies.  We must receive your completed tender before the closing date and time shown in the Timetable at section 3.2.  We will keep tenders received before this deadline unopened until after this time.  We reserve the right to not consider any tenders received after the deadline.  Please be aware that tenders may be copied for our use. 

Mark your envelopes with the words ‘Tender for Buried Heritage FEE/0357– Not to be opened until 03/03/17 at 1pm.’
Submissions may be excluded if you do not mark the envelope in this way. 
Send completed tender documents to the following address:

Sue Middleton

Forestry Commission
Bank House

Bank Street

Coleford

Glos.

GL16 8BA

3.6 Clarification

During our evaluation process, we may need to seek clarification on aspects of your tender return.  If required we will contact you using the contact details you have provided.  Clarification may require you to submit, supplement, clarify or complete the relevant information or documentation within an appropriate time limit.  The purpose of any such clarification is to provide us with the information we require to score your submission; it will not be an opportunity for you to improve or substantially change the information you have already submitted.
3.7 Verification of information provided

Whilst reserving the right to request information at any time throughout the procurement process, the authority may enable the Supplier to self-certify that there are no mandatory/discretionary grounds for excluding their organisation.  When requesting evidence that the Supplier can meet the specified requirements (such as the questions within the sub-sections of 4.6 of this ITT relating to Technical and Professional Ability) the authority may only obtain such evidence after the final tender evaluation decision i.e. from the winning Supplier only.
3.8 Sub-contracting arrangements

Where the supplier proposes to use one or more sub-contractors to deliver some or all of the requirements, a separate Appendix should be used to provide details of the proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key deliverables each sub-contractor will be responsible for.

The authority recognises that arrangements in relation to sub-contracting may be subject to future change, and may not be finalised until a later date.  However Suppliers should be aware that where information provided to the authority indicates that sub-contractors are to play a significant role in delivering key requirements, any changes to those sub-contracting arrangements may affect the ability of the Supplier to proceed with the procurement process or to provide the supplies and/or services required.  Suppliers should therefore notify the authority immediately of any change in the proposed sub-contractor arrangements.  The authority reserves the right to deselect the Supplier prior to any award, based on an assessment of the updated information.
3.9 Consortia arrangements

If the Supplier completing this ITT is doing so as part of a proposed consortium, the following information must be provided:-
· Names of all consortium members;

· The lead member of the consortium who will be contractually responsible for delivery of the contract (if a separate legal entity is not being created); and

· If the consortium is not proposing to form a legal entity, full details of proposed arrangements within a separate Appendix.

Please note that the authority may require the consortium to assume a specific legal form if awarded the work, to the extent that a specific legal form is deemed by the authority as being necessary for the satisfactory performance of the contract.

All members of the consortium will be required to provide the information required in all sections of the ITT as part of a single composite response to the authority i.e. each member of the consortium is required to complete the form.

Where you are proposing to create a separate legal entity, such as a Special Purpose Vehicle (SPV), you should provide details of the actual or proposed percentage shareholding of the constituent members within the new legal entity in a separate Appendix.

The authority recognises that arrangements in relation to a consortium bid may be subject to future change.  Suppliers should therefore respond on the basis of the arrangements as currently envisaged.  Suppliers are reminded that the authority must be immediately notified of any changes, or proposed changes, in relation to the bidding model so that a further assessment can be carried out by applying the selection criteria to the new information provided.  The authority reserves the right to deselect the Supplier prior to any award of contract, based on an assessment of the updated information.
3.10 Confidentiality

When providing details of contracts in answering section 4.6 of this ITT (Technical and Professional Ability), the Supplier agrees to waive any contractual or other confidentiality rights and obligations associated with these contracts.

The authority reserves the right to contact the named customer contact in section 4.6 regarding the contracts included in section 4.6.  The named customer contact does not owe the authority any duty of care or have any legal liability, except for any deceitful or maliciously false statements of fact.

The authority confirms that it will keep confidential and will not disclose to any third parties any information obtained from a named customer contact, other than to the Cabinet Office and/or contracting authorities defined by the Public Contracts Regulations.

The Supplier must treat all information supplied to it by the authority in confidence and must not disclose it to third parties other than to obtain sureties or quotations for submitting its response.

As part of the tendering process, the Supplier must identify any parts of its tender submission which it designates as confidential and would not want published; such information may include technical or trade secrets or other confidential information.  The authority will then assess this information (along with the rest of the contract), taking account of Regulation 21 of the Public Contracts Regulations, when considering which contractual information should or should not be published or released on request.
3.11 Tender validity

All details of the tender, including prices and rates, must be valid for 90 days from receipt of tender.
3.12 Language

The completed tender and all accompanying documents must be in English.
3.13 Applicable Law

Any contract concluded as a result of this ITT will be governed by English law.
3.14 Pricing

All prices will be in sterling and exclusive of VAT.

3.15 Additional costs

Once we have awarded the contract, we will not pay any additional costs incurred which are not reflected in your tender submission.
3.16 Evaluation 
A Tender Panel will evaluate responses to the tender objectively using the criteria and evaluation matrix’ defined within Section 4.

3.17 Gateways

Some questions in the tender are known as gateways and are fundamental requirements of the contract.  These are marked on a ‘pass/fail’ basis and if you do not answer these sections appropriately, we may reject your submission in full and cease to evaluate any more questions. 
3.18 Weighted questions 

Some sections of this ITT include questions that are weighted.  The weightings applied to each question ensure the relative importance of each is correctly reflected in the overall scores applied. 

For these questions, the marks out of 4 that are achieved for each question will be subsequently weighted to provide a total number of marks out of 100.
3.19 Award

Once we have carried out the evaluation and identified the successful tenderer(s), we will tell all tenderers in writing by email of our ’award decision’.
3.19.1 Debriefing

We will give all bidders the opportunity of a debriefing.  Please tell us in writing as soon as possible if you want a debriefing.
3.20 Contract management

If we award a contract, you will have to co-operate in managing it and comply with the contract management requirements, as detailed in the Specification of Requirements at Section 2. 
3.21 Costs

Unless otherwise stated in this ITT, all costs associated with taking part in this process remain your responsibility and we will not return any part of your completed tender to you.
3.22 Right to cancel or vary the process

We reserve the right to cancel or withdraw from the tendering process at any stage.
3.23 Inducements

Offering an inducement of any kind in relation to obtaining this or any other contract with us will disqualify you from being considered and may constitute a criminal offence.
3.24 Disclaimer

While the information in this ITT and supporting documents has been prepared in good faith by us, it may not be comprehensive nor has it been independently verified. 

Neither the FC, nor their advisors, nor their respective directors, officers, members, partners, employees, other staff or agents:

· makes any representation or warranty (express or implied) as to the accuracy, reasonableness or completeness of this ITT; or

· accepts any responsibility for the information contained in the ITT or for the fairness, accuracy or completeness of that information nor shall any of them be liable for any loss or damage (other than in respect of fraudulent misrepresentation) arising as a result of relying on such information or any subsequent communication.  
4 Your response

In order to submit a tender for this requirement you must complete and return the relevant sections, detailed in the table below, in compliance with Section 3 above.  If we have decided that certain sections are not relevant for this particular ITT, we have indicated this by stating ‘N/A’ next to the title heading at the relevant section and by indicating ‘Not Applicable’ within the table below.  Unless otherwise indicated in this way, all sections must be completed and returned.
The table below provides a summary of the evaluation method for each section, however full details of how we will evaluate your submission can be found in the individual Evaluation Matrix’ within each section.

	Section
	Title
	Evaluation Method

	4
	Lots
	Not Applicable

	4.1
	Supplier Information
	For information only but must be completed

	

	4.2
	Grounds for mandatory exclusion
	Pass / Fail

	4.3
	Grounds for discretionary exclusion – Part 1
	Pass / Fail

	4.4
	Grounds for discretionary exclusion – Part 2
	Not Applicable

	Selection Criteria

	4.5
	Economic and Financial Standing
	Not Applicable

	4.6
	Technical and Professional Ability
	Pass/Fail

	4.7
	Additional Selection Modules

	4.7.1
	Project Specific Questions to assess Technical and Professional Ability
	Not Applicable

	4.7.2
	Insurance
	Pass /Fail

	4.7.3
	Compliance with equality legislation
	Pass/Fail

	4.7.4
	Environmental Management
	Pass/Fail

	4.7.5
	Health and Safety
	Pass/Fail

	Award Criteria

	4.8
	Requirement Specific Questions
	Scored and Weighted

	4.9
	Pricing Schedule
	Scored and Weighted

	4.10
	ITT Template Appendices
	Template Only – Use where required

	

	4.11
	Terms and Conditions of Contract
	Pass/Fail

	4.12
	Declaration
	Pass/Fail


4.1  Supplier Information
	Supplier details
	Answer

	Full name of the Supplier completing the ITT 
	

	Registered company address
	

	Registered company number
	

	Registered charity number

	

	Registered VAT number
	

	Name of immediate parent company
	

	Name of ultimate parent company
	

	Please mark ‘X’ in the relevant box to indicate your trading status

	i) a public limited company                    
	

	
	ii) a limited company
	

	
	iii) a limited liability partnership
	

	
	iv) other partnership
	

	
	v) sole trader
	

	
	vi) other (please specify)
	

	Please mark ‘X’ in the relevant boxes to indicate whether any of the following classifications apply to you

	i)Voluntary, Community and Social Enterprise (VCSE)
	

	
	ii) Small or Medium Enterprise (SME) 

	

	
	iii) Sheltered workshop
	

	
	iv) Public service mutual
	

	Bidding model 

Please mark ‘X’ in the relevant box to indicate whether you are:
	

	a)      Bidding as a Prime Contractor and will deliver 100% of the key contract deliverables yourself
	
	

	b)      Bidding as a Prime Contractor and will use third parties to deliver some of the services
If yes, please provide details of your proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key contract deliverables each sub-contractor will be responsible for.
	 

	

	c)       Bidding as Prime Contractor but will operate as a Managing Agent and will use third parties to deliver all of the services
If yes, please provide details of your proposed bidding model that includes members of the supply chain, the percentage of work being delivered by each sub-contractor and the key contract deliverables each sub-contractor will be responsible for.
	
	

	d)      Bidding as a consortium but not proposing to create a new legal entity. 
If yes, please include details of your consortium in the next column and use a separate Appendix to explain the alternative arrangements i.e. why a new legal entity is not being created. 
Please note that the authority may require the consortium to assume a specific legal form if awarded the contract, to the extent that it is necessary for the satisfactory performance of the contract.
	 
Consortium members:
Lead member:

	

	e)      Bidding as a consortium and intend to create a Special Purpose Vehicle (SPV). 
If yes, please include details of your consortium, current lead member and intended SPV in the next column and provide full details of the bidding model using a separate Appendix.
	Consortium members:
Current lead member:
Name of Special Purpose Vehicle:

	

	Contact details

	Supplier contact details for enquiries about this ITT

	Name
	

	Postal address
	

	Country
	

	Phone
	

	Mobile
	

	E-mail
	


	Licensing and registration (please delete the option which doesn’t apply)

	Registration with a professional body
If applicable, is your business registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annex XI of directive 2014/24/EU) under the conditions laid down by that member state).
	Yes / No
If Yes, please provide the registration number in this box.

	Is it a legal requirement in the state where you are established for you to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement?
	Yes / No
If Yes, please provide additional details within this box of what is required and confirmation that you have complied with this.


4.2 Grounds for mandatory exclusion
You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 
If you have answered “yes” to question 4.2.2 on the non-payment of taxes or social security contributions, and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due.  If your organisation is in that position please provide details using a separate Appendix. You may contact the authority for advice before completing this form. 
	4.2.1 Within the past five years, has your organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
	
	

	(b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
	
	

	(c) the common law offence of bribery;
	
	

	(d) bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
	
	

	(e) any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:
	
	

	(i) the offence of cheating the Revenue;
	
	

	(ii) the offence of conspiracy to defraud;
	
	

	(iii)
fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
	
	

	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
	
	

	(v) fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
	
	

	(vi) an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
	
	

	(vii)
destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
	
	

	(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
	
	

	(ix)
the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
	
	

	(f) any offence listed—
	
	

	(i)
in section 41 of the Counter Terrorism Act 2008; or
	
	

	(ii)
in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
	
	

	(g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by subparagraph (f);
	
	

	(h) money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
	
	

	(i) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
	
	

	(j) an offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
	
	

	(k) an offence under section 59A of the Sexual Offences Act 2003;
	
	

	(l) an offence under section 71 of the Coroners and Justice Act 2009
	
	

	(m) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
	
	

	(n) any other offence within the meaning of Article 57(1) of the Public Contracts Directive—
	
	

	(i)
as defined by the law of any jurisdiction outside England and Wales and Northern Ireland; or
	
	

	(ii)
created, after the day on which these Regulations were made, in the law of England and Wales or Northern Ireland.
	
	

	Non-payment of taxes

4.2.2 Has it been established by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which your organisation is established (if outside the UK), that your organisation is in breach of obligations related to the payment of tax or social security contributions?
If you have answered Yes to this question, please use a separate Appendix to provide further details. Please also use this Appendix to confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
	
	


4.3 Grounds for discretionary exclusion – Part 1
The authority may exclude any Supplier who answers ‘Yes’ in any of the following situations set out in paragraphs (a) to (i); 
	4.3.1 Within the past three years, please indicate if any of the following situations have applied, or currently apply, to your organisation.
	Please indicate your answer by marking ‘X’ in the relevant box.

	
	Yes
	No

	(a) your organisation has violated applicable obligations referred to in regulation 56 (2) of the Public Contracts Regulations 2015 in the fields of environmental, social and labour law established by EU law, national law, collective agreements or by the international environmental, social and labour law provisions listed in Annex X to the Public Contracts Directive as amended from time to time;
	
	  

	(b) your organisation is bankrupt or is the subject of insolvency or winding-up proceedings, where your assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State;
	
	

	(c) your organisation is guilty of grave professional misconduct,  which renders its integrity questionable;
	
	

	(d) your organisation has entered into agreements with other economic operators aimed at distorting competition;
	
	

	(e) *your organisation has a conflict of interest within the meaning of regulation 24 of the Public Contracts Regulations 2015 that cannot be effectively remedied by other, less intrusive, measures;
	
	

	(f) the prior involvement of your organisation in the preparation of the procurement procedure has resulted in a distortion of competition, as referred to in regulation 41, that cannot be remedied by other, less intrusive, measures;
	
	

	(g) **your organisation has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions;
	
	

	(h) Your organisation –

i. has been guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
ii. has withheld such information or is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015; or
	
	

	(i) your organisation has undertaken to
	
	

	(aa)
unduly influence the decision-making process of the contracting authority, or
	
	

	(bb)
obtain confidential information that may confer upon your organisation undue advantages in the procurement procedure; or
	
	

	(j) your organisation has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	


* Conflicts of interest
In accordance with question 4.3.1 (e), the authority may exclude the Supplier if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 
Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Supplier to inform the authority, detailing the conflict in a separate Appendix. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by the authority should not represent a conflict of interest for the Supplier.
** Taking Account of Bidders’ Past Performance
In accordance with question (g), the authority may assess the past performance of a Supplier (through a Certificate of Performance provided by a Customer or other means of evidence). The authority may take into account any failure to discharge obligations under the previous principal relevant contracts of the Supplier completing this ITT. The authority may also assess whether specified minimum standards for reliability for such contracts are met. 
In addition, the authority may re-assess reliability based on past performance at key stages in the procurement process (i.e. Supplier selection, tender evaluation, contract award stage etc.). Suppliers may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).
‘Self-cleaning’ 
Any Supplier that answers ‘Yes’ to questions 4.2.1, 4.2.2 and 4.3.1 should provide sufficient evidence, in a separate Appendix, that provides a summary of the circumstances and any remedial action that has taken place subsequently and effectively “self cleans” the situation referred to in that question. The Supplier has to demonstrate it has taken such remedial action, to the satisfaction of the authority in each case.  

If such evidence is considered by the authority (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process.
In order for the evidence referred to above to be sufficient, the Supplier shall, as a minimum, prove that it has;
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct;
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct.
The measures taken by the Supplier shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the authority to be insufficient, the Supplier shall be given a statement of the reasons for that decision.
4.4 Grounds for discretionary exclusion Part 2 – N/A
Selection Criteria

4.5 Economic and Financial Standing N/A
4.6 Technical and Professional Ability
The Government has developed an approach to ensuring that previous poor performance by suppliers can be taken into account and robustly assessed prior to entering into certain new contracts (as described in “Procurement Policy Note 04/15 Taking Account of Suppliers’ Past Performance”.  This will give the Government confidence, based on past performance, in the reliability of suppliers.

The policy is that, as part of any assessment of a supplier’s Technical and Professional ability, contracting authorities should ensure that any failure by the supplier to provide satisfactory performance of previous principal contracts is taken into account in the assessment of whether specified minimum standards for reliability for such contracts are met.

Evidence will be collected from suppliers to enable this assessment to be made (and a random sample of the evidence collected may be verified).

In addition, under the policy, authorities will re-assess reliability based on past performance before key points in the procurement process (i.e. short listing, preferred bidder status, conclusion of contract etc). Suppliers will accordingly be asked to update the evidence they provide in relation to past performance to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).

	4.6
	Relevant experience and contract examples

	
	Please provide details of up to three contracts, in any combination from either the public or private sector, that are relevant to the authority’s requirement. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years, and VCSEs may include samples of grant funded work. 

The named customer contact provided should be prepared to provide written evidence to the authority to confirm the accuracy of the information provided below.
Consortia bids should provide relevant examples of where the consortium has delivered similar requirements; if this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle will be created for this <contract/framework>) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member). 

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the principal intended provider(s) or sub-contractor(s) who will deliver the supplies and services.  (If required you may provide this information in the form of a referenced Appendix).

	
	
	Contract 1
	Contract 2
	Contract 3

	4.6.1
	Name of customer organisation
	
	
	

	4.6.2
	Point of contact in customer organisation

Position in the organisation

E-mail address
	
	
	

	4.6.3
	Contract start date

Contract completion date

Estimated Contract Value
	
	
	

	4.6.4
	In no more than 500 words, please provide a brief description of the contract delivered including evidence as to your technical capability in this market.


	
	
	

	4.6.5 If you cannot provide at least one example for questions 4.6.1 to 4.6.4, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up.

	


Evaluation Matrix for Section 4.6
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.

	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass – Three references relevant to the subject matter of this ITT have been provided and the authority is content that the minimum standards for reliability have been met.  We will consider accepting a lower number of references depending on how long you have been in business.  
Fail – References are not relevant OR a satisfactory number of references have not been provided OR the authority has evidence of the suppliers’ failure to discharge their obligations under previous principal relevant contract(s) which may include minimum standards for reliability in performing such contracts having not been met.


4.7 Additional Selection modules N/A
4.7.1 Project specific questions to assess Technical and Professional Ability – N/A

4.7.2 Insurance 
	Please self-certify (by deleting the option which doesn’t apply) whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below.
Employer’s (Compulsory) Liability Insurance  = £5million
Note: It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders. 

Public Liability Insurance = Min £5m per claim 
Professional Indemnity Insurance = Min £ 1million per claim 

	Yes / No


Evaluation Matrix for Section 4.7.2
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass – You must either confirm that you have the required levels of insurance in place for each and every claim rather than on an aggregate basis or, alternatively, undertake that should you be successful, that such levels of insurance will be available to you and that you undertake to maintain these levels of insurance for the duration of the requirement.
Fail – If you cannot make such a commitment, your bid will fail in its entirety.


4.7.3 Compliance with Equality Legislation

	For organisations working outside of the UK please refer to equivalent legislation in the country that you are located.

	a.
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	Yes / No

	b.
	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?  
	Yes / No

	If you have answered “yes” to one or both of the questions in this module, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.

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


Evaluation Matrix for Section 4.7.3
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass – If you have answered ‘no’ to a) and b), and have processes in place to check sub-contractors in this respect (where used) you will pass this section.

Fail – If you have answered ‘yes’ to a) and or b) you may be excluded if you are unable to demonstrate to the authority’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.    


4.7.4 Environmental Management
	a.
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 
If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
	Yes / No

	b.
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?
	Yes / No


Evaluation Matrix for Section 4.7.4
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass - Bidders who have not been convicted or served notice upon, and have processes in place to check sub-contractors in this respect (where used) will pass this section.

Fail - The authority will not select bidder(s) that have been prosecuted or served notice under environmental legislation in the last 3 years, unless the authority is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.


4.7.5 Health and Safety
This section allows us to assess your competency for health and safety.  We have provided some guidance to help you understand the requirements for each area.  You may also find it useful to refer to the Health and Safety Executive (HSE) website for some guidance before completing this section.  You can find this here: http://www.hse.gov.uk/. 
	1
	a) Does your organisation have a written health and safety policy? AND

b) If yes, please provide details of when it was last reviewed and updated.

Note: If your organisation has less than 5 employees, the Forestry Commission still requires you to have a written Health and Safety Policy

	Answer: 

   


	2a)
	The FC requires confirmation that this contract will be carried out by personnel (individuals, staff or sub-contractors) with the pre-requisite Health and Safety certifications / qualifications.  Bidders are required to complete the table below with reference to their delivery team for this contract.

	Certification / Qualification
	Number of personnel with certification / qualification
	Qualification Provider
	Frequency of Update training

	First Aid at work or Emergency First Aid at Work (+ F)*
	
	
	

	DBS Certificate
	
	
	

	2b)
	If the appropriate personnel who will deliver the contract do not currently hold any or all of the above qualifications or certifications, explain any plans (including dates) you have in place to secure the necessary certifications/qualifications in advance of contract commencement.

Please state ‘not applicable’ in the box below where this does not apply.

	Answer:



* Please see our First Aid Policy for those that work on our land for further details. Note: if your current certification does not cover these aspects, you will be required to undertake the necessary training prior to commencing any work.
	3)
	Briefly describe your selection process for sub-contractors.  The selection process should include assessment and review of sub-contractors’ approach to risk assessment; competence and qualifications; and accident/near miss reporting & recording.

If you intend to carry out all work using your own direct employees, you need only provide a short statement to this effect.

	Answer: 




	4a)
	Briefly describe your process for ensuring personnel are competent and up to date on general and site specific health and safety requirements.  This should include your plans for supervision and monitoring.  Provide evidence of examples to support your response.

	Answer: 




	4b)
	Provide an example of a site specific risk assessment you have applied in a previous contract which demonstrates that the risks identified have been controlled. In preparing robust methodologies under this contract, the contractor will be required to draw up appropriate risk assessments for this work, with specific reference to the implications of working with community volunteers of all ages, backgrounds, mobility and fitness levels.  
OR

Where an example from a previous contract cannot be produced, please explain how you would risk assess a job; please support this response with a generic or hypothetical risk assessment relevant to the subject of the contract/framework.

	Answer: 



	4c)
	In relation to your risk assessment process, describe how you monitor to ensure the controls remain in place for the duration of the work.  Where available, supply any relevant evidence to support your response such as completed checklists or other similar evidence.

	Answer: 



	4d)
	Explain your approach to Lone Working; and where this is carried out provide details of your process, methods and frequency of checking for contracts of this nature.

	Answer: 




	4e)
	Briefly explain how your organisation obtains competent health and safety advice (either within the organisation or externally).  Please show us you have the following or equivalent: Internal health and safety personnel, consultants, appointed person in the organisation responsible for health and safety.

	Answer: 




	4f)
	I. Describe your accident / near miss reporting system including any actions taken post incident to prevent recurrence;

II. Support your response with one example where this is available;

III. Describe your understanding of the requirements under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).

	Answer: 




Evaluation Matrix for Section 4.7.5
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.  Any bidder that receives a ‘Fail’ against any of the health and safety questions will not be considered further in relation to this ITT.

	Question
	Description
	Marking Method
	Marking Criteria

	1)
	Health & Safety Policy
	Pass or Fail
	Pass – Organisation has a health and safety policy which has been reviewed in the last two years.

Fail – Organisation does not have a health and safety policy OR Organisation does have a health and safety policy but bidder has provided no evidence of policy being reviewed in last two years.

	2a) & b)
	Certifications / Qualifications
	Pass or Fail
	Pass – Bidder has stated they have all the certifications/qualifications required to undertake the work in response to part a of the question; OR Bidder has not confirmed that all certifications/qualifications are currently held in response to part a), but has provided a response to part b of the question which gives assurance that the necessary certifications/qualifications will be secured in advance of contract commencement.

Fail – Bidder has not provided the necessary assurance that all certifications/qualifications will be secured in advance of contract commencement in response to either part a) and/or part b) of the question.

	3
	Sub-contractor Selection Process
	Pass or Fail
	Pass – Bidder has described their process for sub-contractor selection.  The process explains all the aspects requested in the question and provides assurance that sub-contractors will be assessed thoroughly in this respect to meet the minimum health and safety requirements of the contract.

Fail – The requirement to sub-contract has been identified in the bid, but the process for assessing sub-contractors does not cover the required aspects of the question and/or does not provide the necessary assurance that sub-contractors will be assessed thoroughly in line with requirements.

	Responses to the component parts of question 4 will be scored as detailed in the marking criteria column below.  In order to pass this question, bidders will need to achieve a pass mark which is equal to or greater than 11 out of 17.  Any bidder scoring below 11 will fail this section.  Note: bidders can also automatically fail certain sections of question 4 if their responses are inadequate as detailed below; in such cases, failure of one component part would constitute an overall failure of the section and their entire bid.

	4a)
	Updating of H&S
	Scored Question
	Score of 2 – Response provides confidence that personnel are updated on relevant health and safety matters at appropriate times and that adequate supervision/monitoring is undertaken – relevant actions may include use of site inductions, training, newsletters, meetings, site visits etc.

Score of 1 – Response leaves reservations about whether personnel are provided with the relevant health and safety updates or provides limited evidence of updates being carried out.  There is limited evidence to demonstrate adequate supervision or monitoring takes place.

Score of 0 – No response provided or inadequate response provided.

	4b)
	Risk Assessment Process – Part i
	Scored Question
	Scoring Part i)

Score of 4 – Relevant site specific risk assessment from previous contract has been provided in response to Part i).  This shows appropriate hazards and controls, demonstrating competence in application of this process.

Score of 3 – Description of risk assessment process has been provided along with generic or hypothetical risk assessment in response to Part i).  This shows an understanding of the process and provides confidence that the bidder would be able to apply the principles in a real situation.

Score of 2 – Description of risk assessment process has been provided without any examples in response to Part i) OR generic or hypothetical risk assessment in response to Part i) has been provided, with no further information of the process applied.

Fail – Inadequate process or no response provided 

	4c)
	Risk Assessment Process – Part ii
	Scored Question
	Score of 3 – Process description provides confidence that sufficient monitoring takes place throughout contract duration to ensure controls remain on site.  Response is supported by appropriate evidence such as completed checklists, records of toolbox talks, evidence of supervisory visits or other appropriate evidence.

Score of 1 – Process description provided without further appropriate supporting evidence – this gives some confidence that controls remain on site through the duration of the contract. OR, Some evidence supplied such as completed checklists, records of toolbox talks, supervisory visits or similar without a description of the process applied.

Score of 0 – No response provided or response does provide confidence that an adequate process exists to ensure controls will remain on site for the duration of the contract. 

	4d)
	Lone Working Process
	Scored Question
	Score of 4 - Supplier does not allow lone working.

Score of 3 - Lone working is restricted and the approach and system described gives confidence that the risk of lone working is being adequately controlled.  Frequency of checking is appropriate to the risks associated with the work.

Score of 1 - Lone working is carried out but explanation of process gives limited confidence of risks being controlled to an acceptable level.

Fail - Response is completely inadequate or process described does not provide any confidence that Lone Working process will be managed to ensure safety of personnel.

	4e)
	Health & Safety Advice
	Scored Question
	Score of 1 - Response identifies competent responsible person.
Score of 0 - Response not provided or inadequate.

	4f)
	Accidents / Near Misses and RIDDOR
	Scored Question
	1 point allocated for each of the following (maximum score achievable is 3):

· Relevant accident reporting process described along with any post-accident actions to prevent recurrence – Score 1 point
· Examples provided are relevant and demonstrate process being put into practice – Score 1 point
· RIDDOR description, categories, timescales and understanding of responsibilities reflect current legislative requirements – Score 1 point


Award Criteria

4.8 Requirement Specific Questions

	4.8.1
	Question
	Weight %

	
	How will your organisation carry out lidar validation surveys, geo-physics work and small-scale excavation work within woodlands or other areas of natural heritage interest? Please include relevant examples within your response. 


	20

	Response:



	4.8.2
	Question
	Weight %

	
	How will your organisation work with community groups and individual volunteers to deliver the range of works identified in this tender?  Please explain how you will engage with, train and mentor people of all ages, abilities and backgrounds in heritage survey and investigation work. Please include relevant examples within your response.
	15

	Response:



	4.8.3
	Question
	Weight %

	
	Please outline how you will work with multi-partner projects across different land ownerships.  


	10

	Response:



	4.8.4
	Question
	Weight %

	
	Please detail how you will deliver against HLF outcomes, showing how you will track progress over time against outcomes and indicators.  


	15

	Response:



	4.8.5
	Question
	Weight %

	
	Please detail how you will record and monitor volunteer hours against the matched funding contribution target.

	10

	Response:




Evaluation Matrix for Section 4.8
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	No.
	Weighting
	Marking Criteria

	4.8.1
4.8.2

4.8.3

4.8.4

4.8.5
	20%
15%

10%

15%

10%
	The following evaluation system will be applied to this section:

0 – No response or totally inadequate

No response or an inadequate response.

1 – Major Reservations / Constraints

The response simply states that the supplier can meet some of the requirements set out in the question or Specification of Requirements, but have not given information or detail on how they will do this.

2 – Some Reservations/Constraints

Bidder has provided some information about how they propose to meet most of the requirements as set out in the question or Specification of Requirements.  There is some doubt in their ability to consistently meet the full range of requirements.

3 – Fully Compliant

Bidder has provided detailed information covering all elements of the question, detailing how they propose to meet all the requirements as set out in the question or Specification of Requirements.  This gives full confidence in their ability to meet the full range of our requirements.

4 – Exceeds Requirements

Bidder meets the required standard in all respects and exceeds some or all of the major requirements, which in turn leads to added value within the contract.


4.9 Pricing Schedule

	
	Weight %

	Please provide your pricing in the schedule provided below. The total price that all of these elements will add up to will be the price that you are evaluated against.
The items in italics are optional extras, if required, so the costs of these should be excluded from the overall summed total cost for the project.

	30


	Ref
	Description


	Notes on price
	Price

(£)

	Part One
	Part One ‘Buried Heritage’  – Stage One – Project Development
	
	

	1.1
	Draw up and agree a methodology and programme, detailing HLF outcomes, outputs & indicators and volunteer hours
	Enter a lump sum
	

	1.2
	Produce site specific risk assessments
	Enter a lump sum 
	

	1.3
	Plan the schedule for the lidar survey in the Forest
	Enter a lump sum
	

	1.4
	Formulate methodology for desk-based data collection.
	Enter a lump sum
	

	1.5
	Plan training sessions for volunteers to learn about and examine maps at Gloucestershire Archive Service
	Enter a lump sum
	

	1.6
	Formulate methodology for field work
	Enter a lump sum
	

	1.7
	Produce training handbook for volunteers (e.g. written methodologies, identification packs for common features) as appropriate
	Enter a lump sum
	

	1.8
	Produce a volunteer training workshop plan, agenda and necessary materials, with plans for storage of training materials at strategic points in the Forest
	Enter a lump sum
	

	1.9
	Plan and arrange two training workshops for new volunteers and two refresher workshops for existing volunteers at varied times (ie. on a Saturday / Sunday and a weekday)
	Enter a lump sum
	

	1.10
	Discuss format of data/records created during the project with HER, to facilitate addition.


	Enter a lump sum
	

	Part One
	Part One – Stage Two – Project Implementation
	
	

	1.10
	Undertake volunteer training at the workshops to familiarise volunteers with the methodologies and check understanding (2 workshops with new volunteers and 2 refresher workshops with existing volunteers)
	Enter a lump sum
	

	1.11
	Within 4-weeks of each workshop initiate a programme to co-ordinate and mentor the community volunteers
	Enter a lump sum
	

	1.12
	Undertake volunteer training at Gloucestershire Archives on maps
	Enter a lump sum
	

	1.13
	Provide field support sessions to check volunteers undertaking the survey and provide advice and guidance as required. (State number of volunteers supported)
	Enter a lump sum
	

	1.14
	Provide office admin/support to receive data from volunteers, to monitor and record progress
(State number of volunteers supported)
	Enter a lump sum
	

	1.15
	Provide monthly updates of volunteer timesheets to the Volunteer Co-ordinator for HLF quarterly claims
	Enter a lump sum
	

	1.16
	Provision for running an additional training workshop on a weekday
	For information purposes only
	

	1.17
	Provision for running  an additional training workshop on a weekend
	For information purposes only
	

	1.18
	Provision for providing field support to another 10 volunteers
	For information purposes only
	

	1.19
	Provision for providing office admin/support to another 10 volunteers
	For information purposes only
	

	1.20
	Provision for an hourly rate to support project partner involvement and awareness (including any attendance at meetings)
	For information purposes only
	

	1.21
	Provision for travel costs to support project partner involvement and awareness (including any attendance at meetings)
	For information purposes only
	

	Part One
	Part One – Stage Three – Project Reporting 
	
	

	1.22
	Collate and process results of the survey programme, distinguishing between ‘below ground’ and archaeological features v. built heritage above ground
Part 1 – First two years
	Lump sum price paid on completion
	

	1.23
	Collate and process results of the survey programme, distinguishing between ‘below ground’ and archaeological features v. built heritage above ground

Part 2 – Complete five years
	Lump sum price paid on completion
	

	1.24
	Undertake analysis of the results of the survey programme and liaise with Built Heritage project
	Enter a Lump sum
	

	1.25
	Produce GIS data of the results of the survey programme in ArcGIS shapefile format and provide these to HER and FC as regular updates.
	Enter a Lump sum
	

	1.26
	Produce a report on the progress of the project against HLF outcomes, project outcomes and indicators annually, at the mid-point (2.5 years) and at the end of the five year period.
	Enter a Lump sum
	

	1.27
	Produce a final report on the results of the survey programme for submission to the County HER and OASIS by 31st May 2022
	Enter a Lump sum
	

	1.28
	Work with the Countryside and Community Research Institute (CCRI, University of Gloucestershire) to participate in the ongoing monitoring and evaluation of the Foresters’ Forest programme


	Enter a Lump sum
	

	1.29

	Provision for an hourly rate to Support Programme Manager and / or present results at a stakeholder workshop
	For information purposes only 
	

	1.30

	Provision for travel costs to Support Programme Manager and / or present results at a stakeholder workshop
	For information purposes only 
	

	
	
	
	

	Part Two
	Part Two – Further Archaeological Investigations
	
	

	2.1


	Produce a robust methodology within 4-weeks of being requested to by the Programme Manager, for either a geo-physics investigation of an area of Forest; a trial trench of indicative dimensions 2m x 5m; or a series of five 1m x 1m test pits to involve a minimum of 10 community volunteers
	Enter a Lump sum
	

	2.2
	Train a minimum of 10 community volunteers to assist in the investigations
	Enter a Lump sum
	

	2.3
	Mentor / supervise a minimum of 10 community volunteers whilst assisting in the investigations
	Enter a Lump sum
	

	2.4
	Undertake geo-physics investigation in a woodland situation (total of 3 investigations over 5 years)
	Enter a Lump sum
	

	2.5
	Undertake a trial trench of indicative dimensions 2m x 5m in a woodland situation (total of 3 investigations over 5 years)
	Enter a Lump sum
	

	2.6
	Undertake a series of five 1m x 1m test pits in a woodland situation (total of 3 series over 5 years)
	Enter a Lump sum
	

	2.7
	Undertake post excavation analysis of site records and artefacts in accordance with the appropriate Chartered Institute for Archaeologist Standards
	Enter a Lump sum
	

	2.8
	Plan to undertake any conservation of recovered artefacts as appropriate
	Enter a Lump sum
	

	2.9
	Prepare the site archive in accordance with appropriate Chartered Institute for Archaeologist Standards and the standards of the recipient museum (The Dean Heritage Centre)
	Enter a Lump sum
	

	2.10
	Deposit the archive with the Dean Heritage Centre and, if appropriate, submitting digital material to the Archaeology Data Service for long-term curation
	Enter a Lump sum
	

	2.11
	Produce GIS data in ArcGIS shapefile format and provide these to HER and FC as regular updates.
	Enter a Lump sum
	

	2.12
	Produce a report on the excavations for submission to the County Historic Environment Record and Oasis, and submitting a summary of the excavation results to be included with the Annual Review of the Transactions of the Bristol and Gloucestershire Archaeological Society
	Enter a Lump sum
	

	
	Part Three: Promotional/PR Tasks

	
	

	3.1
	Attend one day-long event each year for the five years to promote the project and the programme to the public (e.g. at the Activities Festival).
	Enter a Lump sum
	

	3.2
	Produce press releases/radio interviews/material for Foresters’ Forest website/volunteer updates/Facebook/other social media as progress updates.


	Enter a Lump sum
	

	3.3
	Deliver 1 talk/presentation to a community group/local society each year for five years
	Enter a Lump sum
	

	3.4
	Develop teaching resources and train local teachers in their use, to enable local schools to engage children with the project
	Enter a Lump sum
	

	3.5
	Liaise with local schools to invite them to archaeological sites on field trips.
	Enter a Lump sum
	

	3.6
	Develop and maintain links with other projects
	Enter a Lump sum
	

	3.7
	Develop a legacy/sustainability plan for the project after the end of the funded five year period
	Enter a Lump sum
	

	3.8


	Provision for an hourly rate to Support Programme Manager in other promotional/PR activities
	For information purposes only 
	

	3.9


	Provision for travel costs to Support Programme Manager in other promotional/PR activities
	For information purposes only 
	

	Grand Total excl. VAT (total of all ‘lump sum’ items)

	


Evaluation Matrix for Section 4.9

Responses to this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	30 %


	Price will be evaluated using the ‘standard differential method’ – each bidder receives 100% of the available marks less the percentage by which their tender is more expensive than the lowest; with 4 being the maximum score achievable.



4.10 ITT – Template for Appendices

Please use the following form for each appendix you are providing.  If, for formatting purposes you are not able to use this appendix form, please ensure you clearly number the appendix, along with the section and question it relates to.

	Appendix Number - 

	ITT Section - 

	Question Number - 

	


4.11 Terms and Conditions

This ITT, and any contract arising from it, will be subject to the latest version of our terms and conditions for Services (Non Operational).
The successful Tenderer’s usual terms and conditions are not, and will not, become terms and conditions of any contract that we may award as a result of this ITT.

	a)
	Do you accept the FC’s Terms and Conditions of Contract as detailed above? (delete the option that doesn’t apply)
	Yes / No

	b)
	If no, please provide details of any specific areas that you have an issue with.  Please note that failure to agree to our Terms and Conditions of Contract may invalidate your tender submission.

	
	


Evaluation Matrix for Section 4.11
Responses to the questions in this section will be scored on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass: Terms and Conditions have been accepted without any exceptions, or exceptions are minor and can be accommodated.
Fail: Exceptions noted have been discussed and are unable to be accommodated.


4.12 Declaration

I declare that to the best of my knowledge the answers submitted to these questions are correct.  I understand that the information will be used in the selection and evaluation process to assess my organisation’s suitability to participate in this procurement, and to determine which supplier(s) provide the most economically advantageous tender in accordance with the criteria set out in this ITT.  I am signing on behalf of ………………………………………………………………… (insert name of supplier).

I understand that the authority may reject my submission if there is a failure to answer all relevant questions fully or if I provide false/misleading information.  I have provided a full list of any Appendices used to provide additional information in response to questions.

The essence of selective tendering is that the authority will receive bona fide competitive tenders from all those tendering.  In recognition of this principle, I certify that this is a bona fide tender, intended to be competitive, and that ‘we’ (I or any other person acting for on behalf of my organisation) have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  I also certify that we have not done and we undertake that we will not do so at any time before the hour and date specified for the return of this tender any of the following acts:

· communicate to a person other than the person calling for those tenders the amount or approximate amount of the proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain premium insurance quotations required for preparing the tender;

· enter any agreement with any other person whereby they will refrain from tendering or as to the amount of any tender to be submitted;

· offer or pay or give or agree to pay any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for this work any act or thing of the sort described above.

In this certificate, the word “’person” includes any individual, partnership, association, or body either corporate or unincorporated; and “’any agreement or arrangement” includes any such transaction, formal or informal, and whether legally binding or not.

I also declare that there is no conflict of interest in relation to the authority’s requirement.

The following appendices form part of our submission;

	Section of ITT
	Appendix Number

	
	

	
	

	
	

	
	


ITT COMPLETED BY
Name:                              

Role in Organisation:                                

Date:                                 

Signature:                             

Evaluation Matrix for Section 4.12
Responses to this section will be evaluated on the basis of the marking criteria detailed in the table below.
	Weight
	Agreed Marking Criteria

	Pass/Fail 
	Pass: Completed, signed declaration has been provided with all relevant appendices listed.
Fail: Declaration has not been signed or provided, or exceptions have been noted which cannot be accepted.
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