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Document 1
COMPANY DETAILS

Please complete this form and submit with your tender application
(Please note that bids will not be considered without a completed Application Support document)

Organisation name:	______________________________

Key contact for this bid: 	______________________________

Address:	______________________________

	______________________________

	______________________________

Postcode:	______________________________

Key contact telephone Number:	______________________________

Key contact email:	_______________________________________


GENERAL INFORMATION
For any queries relating to this quotation please contact: 
Claire McIver		Rebecca Procter
Claire.mciver@stoke.gov.uk		rebecca.procter@stoke.gov.uk
01782 231629 		01782 235708

Application return deadline:
DATE: 9th December 2016
TIME: 5pm

Return to: rebecca.procter@stoke.gov.uk
Documents to be returned in order to submit a complete tender are as follows: 
· Completed company details form (Document 1)
· Completed Pre-qualification checklist (Document 2)
· Technical criteria (as outlined in Document 3)
· Commercial submission form (Document 4)
· Your own formal tender response document to the full specification (including technical submission as per Document 3)
Failure to submit the above documentation may result in your application being rejected at the initial pass/fail stage.


Budget
The maximum budget available for this contract is £30,000 plus VAT.

Legal Contract 
Upon completion of the quotation exercise, the appointment of the successful Provider shall be subject to that Provider entering into a formal legal contract with the Council on terms drafted by the Council.  The draft Contract is available upon request.
Introduction

Please refer to the Service Specification for full information about the tender opportunity.

The Contract Period for this piece of work is from 1st January 2017 to 31st August 2019. However, key outputs must be delivered according to the following schedule:  
Deadlines for submissions				09/12/2016
Contract award and start				1st January 2017
Approval of methodology and final questionnaire	31/01/2017 
Conduct fieldwork	01/02/2017-31/03/2017 (exact timings TBC with Participating Schools)
Analysis, draft reports, presentation of findings	25/05/2017
[bookmark: _GoBack]Final report(s) agreed and distributed		03/07/2017	
The above timescale will be used for the completion of the 2017 survey. A timescale for conducting the 2019 survey will be agreed with the Council and the Service Provider and confirmed at a later date during the Contract Period.

Evaluation Criteria
All bidders who have passed the minimum requirements i.e. pass/fail criteria outlined in the pre-qualification checklist (Document 2) will then be assessed against the Technical and Commercial criteria.
There are a maximum of 1,000 marks available of which 700 will be technical criteria and 300 commercial (i.e. price).

Methods of assessment against technical and commercial criteria are detailed in Documents 3 and 4. These should be completed and returned alongside a written proposal.




Document 2

Pre-Qualification Checklist

Minimum requirements (i.e. pass/fail section)

To be considered for this contract, as a minimum requirement you need to provide responses to the following questions. Please note if you answer “no” to any of the below questions then your quotation may not be evaluated further.

	
	Description
	Yes
	No

	1
	You have read and understood the specification for completion of the Young People’s Lifestyle Survey 2017 and 2019.

	

	


	2
	The organisation and research team proposed to work on this project must be able to:

· Demonstrate experience of carrying out similar large scale quantitative research projects
· Demonstrate experience of working on research projects on a health and/or social care topic

Evidence of the above must be submitted as part of the tender documentation (on no more than 2 sides of A4)

	

	


	3
	All staff are in possession of a recent Disclosure and Barring Service check

	

	


	4
	Confirm capacity for the delivery of project within the specified timeframe 

	

	



Organisations who are wholly or partially owned or funded by a tobacco company/ tobacco industry cannot apply for this Contract due to the direct conflict of interests.
INSURANCE- Confirmation required: 
Please confirm that you have £5m employer’s liability insurance	YES   NO 
Please confirm that you have £5m public liability insurance	YES   NO                    
Please confirm that you have £1m professional indemnity insurance 	YES   NO                    
If your company does not currently have the required levels of 		   YES   NO                    
insurance stated above please confirm it will be obtained before 
the commencement of the project:

Document 3
Technical criteria
Quality Evaluation Matrix 
Your tender submission must include details of how you will deliver against the following technical (i.e. quality) criteria.  A total maximum score is available for each.

	Elements For Evaluation
	Maximum Score available
	Score (internal use only)

	Proposed strategy to fulfil the research objectives, including reporting systems 

	150
	

	Proposed methodology for each element of the project, including 
· Questionnaire design
· Data collection
· Analysis
· Report writing and dissemination

	350
	

	Indication of quality assurance measures used and how they will be monitored throughout the research

	150
	

	Risks assessment strategy and identification of ethical issues (if any) and how they would be addressed

	50
	

	
TOTAL SCORE FOR QUALITY
	
700
	

	
The maximum score  for this section is 700











Scores will be awarded for each section as per the scoring mechanism outlined below:
Scoring matrix

Score 5 marks - where the evidence demonstrates that all of the tender requirements have been met. Response provided is excellent.
Score 4 marks - where the evidence demonstrates that most of the tender requirements have been met. Response provided is good. 
Score 3 marks - where the evidence demonstrates that some of the tender requirements have been met. Response provided is satisfactory
Score 2 marks – where the evidence demonstrates clear gaps in meeting the tender requirements and is not comprehensive. Response provided is below average
Score 1 mark – where the evidence demonstrates a significant flaw in meeting the tender requirements. Response provided is poor
Score 0 marks - where no information is provided for the relevant criteria.



Document 4
Commercial submission

NOTE: 	The overall price quoted must cover all elements of the tender documents and all attachments, and must be fully inclusive of all disbursements, expenses and costs.  No additional charges will be accepted by the Council.
If you outline any additional costs than those that are detailed within the Commercial Submission, these will not be accepted as part of your overall submission.

Price 
The overall score for price will be calculated as follows. A total of 300 marks are available for price:
	
Lowest Total Tendered Price ÷ Bidders Total Tendered Price x 300 = Marks Awarded



All Bidders must complete their Total Tendered Price in the table below:
	
Reference
	Product Description and Specification of Elements
	Total Tendered Price (Excluding VAT)
	Comments on Price
(internal use only)

	On-line Survey
	Price per school per year for completion of online survey*
	
	

	Paper Survey
	Price per school per year for completion of paper survey*
	
	



*Please note that price per school should only be for one year as it is not guruanteed that an individual school will complete the survey in both 2017 and 2019
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