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FRAMEWORK FOR THE PROVISION OF STAFF AGENCY SERVICES
SELECTION QUESTIONNAIRE

	This document should be completed and returned in accordance with the Selection Questionnaire Information and Instructions

	Questionnaires to be submitted by:
	12.00 noon 16th JUNE 2017

	To:

	Procurement Manager
General Dental Council

37 Wimpole Street

London

W1G 8DQ

	E-mail address:
	Procurement@gdc-uk.org



	
	


General Dental Council

37 Wimpole Street

London

W1G 8DQ
SECTION 1 – INFORMATION AND INSTRUCTIONS

1. INTRODUCTION
1.1. When reading this document:-

1.2. “GDC” means the General Dental Council, the organisation seeking to award a contract;

1.3. “You” / “Your” / “Prospective Tenderer” means the organisation, business or company which is completing this Questionnaire (SQ)

1.4. No information contained in this Selection Questionnaire (SQ) or in any communication made between the General Dental Council (“the GDC”) and any Prospective Tenderer in connection with this SQ shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this SQ.  The GDC reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall the GDC incur any liability in respect of this SQ or any supporting documentation.

2. THE GDC - BACKGROUND INFORMATION 
2.1. The General Dental Council (GDC) is the UK-wide statutory regulator of over 100,000 members of the dental team, including approximately 40,000 dentist and 60,000 dental care professionals (DCPs) - dental nurses, clinical dental technicians, dental hygienists, dental technicians, dental therapists and orthodontic therapists.

2.2. The GDC is overseen by a Council of 12 members, six lay and six dental professionals.

2.3. Our legislation, the Dentist Act 1984, sets us the following objectives: 

· to protect the public

· to protect, promote and maintain the health, safety and well-being of the public

· to promote and maintain confidence in the dental profession

· to promote and maintain proper professional standards and conduct for these professions.

2.4. We do this by ensuring that dental professionals meet our standards, which reflect patient expectations, and deliver safe and appropriate care to patients.

2.5. Our principal place of business is 37 Wimpole St, London W1G 8DQ with a further office in Portman Square and one office in Croydon that manages the Dental Complaints Service. These sites accommodate some 300 staff.

2.6. Further details on the GDC may be found on our web site www.gdc-uk.org
3. PURPOSE OF THIS SELECTION QUESTIONNAIRE
3.1. This SQ sets out the information which is required by the GDC in order to assess the Prospective Tenderer’s suitability to undertake the services required in terms of economic and financial standing, technical and professional ability to meet the requirements of the of the contract to which this SQ relates. Qualification criteria will be a combination of both financial and non-financial factors. The object of the Selection stage is to assess the responses and select a short list of suitably qualified organisations who will be invited to submit their tender in respect of the project advertised.

3.2. The GDC will not reimburse any costs incurred by Prospective Tenderers in connection with preparation and submission of their responses to this SQ.
4. ADDITIONAL INFORMATION 
4.1. The GDC expressly reserves the right to require a Prospective Tenderer to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this SQ.  

4.2. The GDC will not reimburse any costs incurred by Prospective Tenderers in connection with preparation of their responses to this SQ. 

5. STRUCTURE OF SQ
5.1. Prospective Tenderers must adhere to the format of this SQ when answering the questions.  Where questions cannot be answered fully, please provide relevant explanation and details.  Please keep responses concise and, where practical, include electronic links to where additional relevant information can be found.
6. OBJECTIVES IN ESTABLISHING A FRAMEWORK

6.1. The GDC employs a range temporary staff from administrative and finance through to specialist legal and IT professionals. Please note that we do not employ dentists of other dental professionals.

6.2. Submissions are being sought from suitably qualified Prospective Tenderers who wish to be considered for inclusion on a select list of tenderers who will be invited to submit a tender for inclusion on a Framework of Staff Agency Providers.

6.3. The Framework will remain active for an initial period of three years commencing 1st November 2017. The Framework may be extended for a further period of one year at the sole discretion of the GDC. 

6.4. The primary objective in establishing this framework is to reduce the recruitment costs associated with the appointment of temporary agency and permanent staff whilst ensuring that the quality and consistency of service and of candidates put forward for vacancies at the GDC is not compromised.

6.5. We aim to achieve this through:

· Standardisation and clarity of agency fees

· The use of a service level agreement between the GDC and the agencies it uses 

· Improved information via detailed invoicing

· Regular management reporting on costs and appointment success rates (including service reviews)  

· Improved internal controls over the agency worker booking processes within the GDC

· Improved briefing to agencies on our requirements

· Improved quality of candidates and confidence in the processes our Framework agencies are using to assure this.

· Only providers with a proven track record in providing high quality and cost effective agency staff services to the regulatory sector or the wider public sector will be considered for inclusion of the GDC Framework.

7. OUTLINE TIMETABLE 
7.1. Set out below is the indicative procurement timetable.  This is intended as a guide and whilst the GDC does not intend to depart from the timetable it reserves the right to do so at any stage.
	Target Date
	Activity

	12.00 Noon on 16/06/2017   
	Closing date for return of this SQ 

	30/06/2017
	Invitation to tender issued to selected providers.

	12 Noon 21/07/2017   
	Closing date for return of Tender.

	W/Ending 18/08/2017 
	Supplier presentations.

	30/08/2017
	Contract Award decision announced


8. FREEDOM OF INFORMATION
8.1. The GDC is committed to open government and to meeting their legal responsibilities under the Freedom of Information Act 2000.  Accordingly, all information submitted may need to be disclosed by the GDC in response to a request under the Act.  The GDC may also decide to include certain information in the publication scheme, which the GDC maintains under the Act. 

8.2. If a Prospective Tenderer considers that any of the information included in their SQ is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. 

8.3. Prospective Tenderers should be aware that, even where they have indicated that information is commercially sensitive, the GDC might be required to disclose it under the Act if a request is received.  

8.4. Prospective Tenderers should also note that the receipt of any material marked ‘confidential’ or equivalent by the GDC should not be taken to mean that the GDC accepts any duty of confidence by virtue of that marking.
9. INSTRUCTIONS FOR COMPLETION
9.1. Prospective Tenderers are invited to complete the SQ and to submit it together with any requested supporting information to the GDC by 12 noon on 16th June 2017 in accordance with the procedures set out in the paragraph below. Please ensure that ALL questions are fully completed in English. 

9.2. Prospective Tenderers should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Prospective Tenderer’s organisation, this should be indicated, with an explanation.

9.3. The information supplied will be checked for completeness and compliance before responses are evaluated. Any questionnaires returned without a complete set of responses may be deemed non-compliant and therefore may be excluded from further consideration.

9.4. Responses will be evaluated in accordance with the procedures set out in paragraph 13 below. In the event that none of the responses are deemed satisfactory, the GDC reserves the right to terminate the procurement.

9.5. Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that a Prospective Tenderer is not invited to participate further. In the event that none of the responses are deemed satisfactory, the GDC reserves the right to terminate the procurement and where appropriate re-advertise the procurement.

9.6. Prospective Tenderers must be explicit and comprehensive in their responses to this SQ as this will be the single source of information on which responses will be scored and ranked.  Prospective Tenderers are advised neither to make any assumptions about their past or current supplier relationships with the GDC or any agent relating to this contract nor to assume that such prior business relationships will be taken into account in the evaluation procedure.

10. QUERIES ABOUT THE PROCUREMENT
10.1. All requests for clarification or further information in respect of this SQ should be addressed to the GDC’s Dan Rosenblatt, HR Business Recruitment Partner at  DRosenblatt@gdc-uk.org. No approach of any kind in connection with this SQ should be made to any other person within, or associated with, the GDC.

10.2. This SQ is being provided on the same basis to all Prospective Tenderers. The GDC will not enter into detailed discussion of the requirements at this stage.

10.3. If the GDC considers any question or request for clarification to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all Prospective Tenderers who have responded; have expressed an interest; or those that show an interest before the closing date for the submission of the SQ.

10.4. All responses received and any communication from Prospective Tenderers will be treated in confidence but will be subject to this paragraph.

10.5. Clarification questions must be submitted by 9.00am on 13 June 2017 before the SQ submission deadline to allow time for an GDC response, circulation and Prospective Tenderer action (if required).

10.6. The GDC does not accept responsibility for the premature opening or mishandling of envelopes that are not submitted in accordance with these instructions.
11. SUBMISSION OF COMPLETED SELECTION QUESTIONNAIRES 
11.1. One completed and signed copy of the SQ should be submitted, together with any requested supporting information to the address detailed on the covering page by the designated closing date and time. SQs received after this date and time will not be considered.  
11.2. In addition you are requested to submit one electronic copy of your completed SQ to procurement@gdc-uk.org Documents should be in a format that are compatible with Microsoft Office. 
11.3. Respondents should note that it is their responsibility to ensure that any email submission is received in the required timeframe by the GDC. 

12. SUB-CONTRACTING
12.1. The GDC does not want any element of the contract to be sub-contracted.
13. PROVIDER SELECTION
13.1. The objective of the qualification process is to assess the responses to the SQ and select Prospective Tenderers to proceed to the next stage of the procurement. 

13.2. Prospective Tenderers will be evaluated on the qualification criteria detailed below:

13.3. PART A -  GENERAL INFORMATION: This section is for information only and will not be scored.

13.4. PART B – FINANCIAL INFORMATION: The GDC will be carrying out financial checks using the services of a recognised financial services information provider. Whilst not forming part of the quality tender evaluation (see below) the contract will not be awarded to any organisation found to have a medium to high risk assessment

13.5. PART C – CONTRACTUAL MATTERS: 15% of total points available will be allocated to this section.

13.6. PART D – TECHNICAL AND PROFESSIONAL INFORMATION: 55% of total points available will be allocated to this section.

13.7. PART E – QUALITY ASSURANCE AND EQUAL OPPORTUNITIES: 30% of total points available will be allocated to this section.

13.8. Prospective Tenderers are reminded that all sections should be completed as fully as possible as failure to do so may result in disqualification. The GDC may seek independent financial and market advice to validate information declared or to assist in the evaluation. The GDC reserves the right to conduct reference site visits; ask for demonstrations; and/or presentations as part of the SQ process.

13.9. Evaluation of tenders at the award stage will be undertaken in accordance with the evaluation criteria that will be published in the invitation to tender documentation.

SECTION 2 – INFORMATION TO BE PROVIDED BY PROSPECTIVE TENDERER
PART A – GENERAL INFORMATION
1
Full name, address and website of the Prospective Tenderer:

	Company Name
	

	Address


	

	Town/City
	

	Postcode
	

	Country
	

	Website
	


2
Name, position, telephone number and e-mail address of main contact for this project.

	Name
	

	Position
	

	Telephone Number
	

	Fax Number
	

	E-mail
	


3
Current legal status of the Prospective Tenderer 
	
	Please

(tick one box)
	
	Please

(tick one box)

	Partnership
	
	Public Limited Company
	

	Limited Liability Partnership
	
	Other – please provide details on a separate sheet.
 If a consortium, please outline the proposed legal structure of the consortium including an organisation chart and a full description of each member’s role.


4
Date and place of formation of the Prospective Tenderer, registration under the Companies Act, please provide copies of Certificate of Incorporation and any changes of name, registered office and principal place of business.
	Date established or registered
	
	Registration number
	

	Registered Office
	

	Please provide in no more than 500 words on a separate sheet a brief description of the Prospective Tenderer’s primary business and main products and services.


5
Please provide a one-page chart illustrating the ownership structure of the Prospective Tenderer including relations to any parent or other group or holding companies.

	Ownership structure enclosed (please ✓)
	


6         Registration with professional body

Where applicable, is the Prospective Tenderer registered with the appropriate trade or professional register(s).
	Evidence of registration with appropriate professional/trade body

Either insert required details or state ‘None’

	


7.
Modern Slavery Act 2015 
Since 1 October 2015, commercial organisations that carry on a business or part of business in the UK, supply goods or services and have an annual turnover in excess of £36 million ("relevant commercial organisations") have been required under Section 54 of the Act to prepare a slavery and human trafficking statement as defined by section 54 of the Act.
	Modern Slavery Act 2015: Requirements under Modern Slavery Act 2015

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


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

	Yes   ☐
Please provide the relevant url …
No    ☐
Please provide an explanation


PART B – INSURANCES 
8.
Please provide evidence of the employers' liability, public liability insurance and professional liability or indemnity insurance held.  The evidence should include the name of the insurers, policy numbers, expiry dates and limits for any one incident and annual aggregate caps and the excesses under the policies.

	Insurance Details Enclosed (please ✓)
	


9.
Please provide a statement of any material pending or threatened litigation or other legal proceedings (where not otherwise reported) where the claim is of a value in excess of £50,000 

	Disclosure of legal proceedings Enclosed (please ✓)
	


PART C – CONTRACTUAL MATTERS
Please answer the following questions regarding contracts. If the answer to any of the questions is ‘Yes’, please provide a full details on a separate sheet.
10.
Has the Prospective Tenderer ever suffered deductions for liquidated and/or ascertained damages in respect of any contract within the last two years?

	Deductions for liquidated and/or ascertained damages
	YES / NO (please delete)


11.
Has the Prospective Tenderer ever had a contract terminated or its employment determined under the terms of the contract in the last three years?

	Contract terminated / employment determined
	YES / NO  (please delete)


12.
Has the Prospective Tenderer ever failed to receive a contract renewal on the basis of unsatisfactory performance in the last three years?

	Failed to receive contract renewal 
	YES / NO  (please delete)


13.
Is there any material pending or threatened litigation or other legal proceedings connected with similar projects against the Prospective Tenderer that may affect delivery of this project?

	Legal proceedings pending
	YES / NO  (please delete)


PART D –TECHNICAL AND PROFESSIONAL INFORMATION
Organisation & staffing
14.
Tenderers must provide details as to the knowledge and experience of the proposed lead consultants that will be working with the recruitment team at the GDC.  

15
Please provide on a separate sheet in no more than 1,000 words details of where you have provided services and met the objectives similar to those outlined in paragraph 6 of Section 1 Information and Instructions above in the past two years (both private and public sector) Please include dates or period on which the requirements were provided, the contract values and the details of the recipient of the requirements. 

Similar service details enclosed (please ✓)
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15.
Please attach a list of similar contracts which your organisation has undertaken for regulatory bodies, public sector clients, voluntary organisations or private sector organisations in the past three years. You MUST provide the following details for each contract:

	Customer name and address
	Contact name, telephone number and email address
	Date contract awarded 


	Contract reference and brief description of requirements undertaken (and value of contract)

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	


PART E – ADDITIONAL PROJECT SPECIFIC QUESTIONS 
16.
Please provide details of any Quality Assurance Systems utilised, both internally and externally through the supply chain.

	Details of Quality Assurance systems enclosed (please ✓)
	


17.
Please provide details of any quality assurance certification relevant to provision of the services as set out in paragraph 6 “The Requirement” above that you may hold e.g. IS0 9001:2000 or equivalent standard. Please include a copy of relevant certificates. 

	Copies of Quality Assurance certificates enclosed (please ✓)
	


18.
Equal Opportunities

	Do you have an equal opportunities and/or race relations policy?  If ‘yes’, please enclose a copy
	YES / NO  (please delete)

	Do you provide staff training on equal opportunities/diversity?
	YES / NO  (please delete)

	Is it your policy as employers to comply with your statutory obligations under the Equality Act 2010?
	YES / NO  (please delete)

	In the last three years have any finding of unlawful discrimination in the employment field been made against you by an employment tribunal, an employment appeal tribunal, or any court or in comparable proceedings in any other jurisdiction?
	YES / NO  (please delete)

	If the answer to the previous question is yes, please provide details as to what steps have been taken by you as a result of that finding?
	


PART E - DECLARATION

PLEASE READ AND SIGN THE SECTION BELOW

I/We certify that the information supplied is accurate to the best of my/our knowledge and that I/We accept the conditions and undertakings requested in this questionnaire.  I/We understand that giving false, incomplete, misleading or inadequate information that materially affects or could materially affect the decision making process and, if selected, will result in our exclusion from the select list of tenderers, or subsequent determination of the contract in the event of it being awarded to us.
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Name (Block Capitals):

For and on Behalf of:


Date:

BEFORE RETURNING THIS QUESTIONNAIRE, PLEASE ENSURE THAT YOU HAVE:

(a)
answered all questions;

(b)
enclosed all relevant documents, having first marked them clearly with the name of the organisation and the number of the question to which they apply;

(c)
signed the above undertaking.
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