		

[bookmark: _Toc212344496][bookmark: _Toc304552191][bookmark: _Toc368410312]Annex A
	Title of project:
	UK Overseas Territories Coral Reef Initiative Workshop

	Date and time for return of tenders:
	Monday 17 December 2018 @ 16:00 hours

	Contract Reference No:
	C18-0221-1288

	Address for tender submission:
	1 electronic copy to be sent to TenderResponse@jncc.gov.uk or 
PLEASE DO NOT SEND TENDERS DIRECTLY TO MEGAN PARRY, AMANDA GREGORY OR DORA IANTOSCA VIA THEIR PERSONAL EMAIL ADDRESSES, AS THIS WILL INVALIDATE YOUR TENDER
Tender responses must be less than 10 MB in size.
On receipt of your tender, you will receive an automated e-mail to confirm receipt by JNCC Support Co. If you do not receive this automated email, please contact, in the following order:
Sue Wenlock (00 44 1733 866880)
Chris Downes (00 44 1733 866877)

	Contacts for technical information relating to this project specification:
	Joint Nature Conservation Committee
[bookmark: _Hlk530750382]Email: Megan.Parry@jncc.gov.uk 
[bookmark: _Hlk530750427]Tel: 01733 866 927

[bookmark: _Hlk530750448]Email: Amanda.Gregory@jncc.gov.uk
[bookmark: _Hlk530750477][bookmark: _GoBack]Tel: 01733 866 811 


	Contact for any queries regarding the tendering procedure:
	Dora Iantosca
Finance Team
Joint Nature Conservation Committee
Email: Dora.Iantosca@jncc.gov.uk
Tel: 01733 866894

	Proposed start-date:
	No later than 7th January 2019

	Proposed end-date:
	No later than 28th February 2019
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[bookmark: _Toc530654365]Joint Nature Conservation Committee
The Joint Nature Conservation Committee (JNCC) is the statutory adviser to the United Kingdom Government and devolved administrations on UK and international nature conservation. Its work contributes to maintaining and enriching biological diversity, conserving geological features and sustaining natural systems.
Our role is to provide evidence, information and advice so that decisions are made that protect natural resources and systems. Our specific role is to work on nature conservation issues that affect the UK as a whole and internationally:
advising Government on the development and implementation of policies for, or affecting, nature conservation in the UK and internationally; 
providing advice and disseminate knowledge on nature conservation issues affecting the UK and internationally; 
establishing common standards throughout the UK for nature conservation, including monitoring, research, and the analysis of results; and
commissioning or supporting research which it deems relevant to these functions. 
[bookmark: _Toc368410317][bookmark: _Ref369851877][bookmark: _Toc530654366]Project Aims
The overall aim is to plan and facilitate a workshop in Anguilla from 5-7th February 2019 on coral reef conservation in the UK Overseas Territories (OTs). This workshop should begin the process of developing coral action plans for the UKOTs. 
The aims of the workshop are:
To develop a shared understanding of the regional and international policy drivers and vision for delivery;
To identify the main threats and challenges facing coral reefs in each Territory and discuss commonalities across Territories;
To identify potential actions necessary (and actors if appropriate) to address the main threats and challenges;
To share lessons learned from past and ongoing coral reef projects; 
To prioritise actions for each OT represented at the workshop and understand the current capacity and barriers to undertaking these actions;
[bookmark: _Toc368410318]To highlight potential areas for collaboration across OTs and the wider Caribbean and establish a forum for ongoing communication. 
[bookmark: _Toc530654367][bookmark: _Toc368410319]Project Background
The Department for Environment, Food and Rural Affairs (Defra), JNCC, Cefas and Foreign and Commonwealth Office (FCO) are developing a collaborative initiative with Overseas Territories (OTs) to deliver an improved understanding of the status of warm water coral reefs, the pressures affecting them, the current national and regional policies in place, and the actions necessary to ensure their longer-term protection. This initiative will identify and prioritise tangible actions to be delivered through tailored coral Action Plans. The Action Plans will provide the framework for delivering coherent and coordinated efforts within the OTs and at a regional level and help underpin future funding bids by external bodies. 
UK Government would like to work together with OTs to develop the action plans. These will specify the priority actions OTs would like to undertake within a set timeframe, along with their capacity to undertake them internally and the types of external projects that would be welcome. The action plans may also identify potential funding and partnership opportunities. Each OT will have a tailored action plan as priorities will differ between OTs, but efforts will be made to draw out synergies. 
A rapid assessment report has been produced by JNCC which outlines current knowledge of coral reef status, threats and management in the OTs. This can provide a starting point on discussions around the main challenges facing OTs and status of management. The rapid assessment is currently being reviewed by OTs and a copy will be provided to the contractor at the start of the contract. 
We are planning to hold a workshop in Anguilla from 5-7th February 2019 to engage with OTs in and around the Caribbean region (Anguilla, Bermuda, British Virgin Islands, Cayman Islands, Montserrat and Turks and Caicos Islands). There will be a separate process to work with the Pitcairn Islands and British Indian Ocean Territory. The workshop is intended to further the development of the action plans and build relationships between UK Government, OTs, and regional Caribbean organisations.  It would also provide opportunities for OTs to present good practice examples from past projects and share information between themselves to highlight opportunities for future collaboration. We would like to invite regional organisations such as Caribbean Regional Fisheries Mechanism, Organisation for Eastern Caribbean States, CARICOM and UNEP – Caribbean to highlight relevant work in the wider Caribbean and funding opportunities. 
JNCC would like to engage a contractor to plan, run and provide feedback from the Caribbean workshop. The workshop would include elements on the following topics:
· International and regional policy context, and local existing local policy
· Funding opportunities
· Main threats and challenges for coral reefs
· Examples of successful projects
· Potential actions for coral reef management and conservation
· Prioritising actions and understand the current capacity and barriers to undertaking these actions
· Opportunities for collaboration (e.g. sharing lessons learned, data sharing, joint research, joint funding proposals, regional training opportunities)
The contractor will be free to design the workshop in a way to best share and solicit information on these topics. This could include presentations, break out groups, and poster sessions. The workshop will need to include an opening ceremony of around 1-2 hours which will be organised in collaboration with JNCC. 
JNCC will be collecting information through a questionnaire regarding the topics above prior to the workshop to get attendees thinking about these issues. The responses to this questionnaire can be used to kick start discussions at the workshop; however, it is anticipated that we will not receive responses from all OTs. 
UK representatives will be present and can assist with the workshop; for example, leading discussion in break out groups. The contractor can suggest roles for UK representatives in the workshop (see Table 1 for details of their areas of expertise).


[bookmark: _Ref530153896]Table 1: UK representatives
	Name
	Organisation
	Job title 
	Experience

	Jane Hawkridge
	JNCC
	Marine ecosystems team leader
	International collaborative working and running workshops. Brokering partnerships. Chairing and facilitating meetings. Coral reef ecology. 

	Amanda Gregory
	JNCC
	Senior Overseas Territories Officer
	[bookmark: _Hlk530643891]Existing relationships with attendees including Anguillan hosts. Previous collaborative work in the OTs, including organisation of similar workshops. Knowledge of past and ongoing projects in the region.

	Megan Parry
	JNCC
	Marine assessment manager
	Chairing and facilitating meetings. Knowledge of the rapid assessment report and questionnaire responses. 

	Gerlinde Schaeffter
	Defra
	Policy Advisor on international coral reef conservation and management
	Knowledge on UK’s current policy for international coral reef conservation and management. 

	Ed McManus
	Cefas
	Programme Lead for Commonwealth Marine Environment Programme
	Previous collaborative work in the OTs, including organisation of similar workshops. Knowledge of ongoing projects in the region.


[bookmark: _Toc369166720][bookmark: _Toc369166721][bookmark: _Toc369166722][bookmark: _Toc369166723][bookmark: _Toc369166724][bookmark: _Toc369166725][bookmark: _Toc369166727][bookmark: _Toc369166728][bookmark: _Toc369166729][bookmark: _Toc369166730][bookmark: _Toc369166731][bookmark: _Toc369166732][bookmark: _Toc369166734][bookmark: _Toc369166735][bookmark: _Toc369166736][bookmark: _Toc369166737][bookmark: _Toc369166739][bookmark: _Toc369169597][bookmark: _Toc369166740][bookmark: _Toc369166741][bookmark: _Toc369166742][bookmark: _Toc212344499][bookmark: _Toc212344681][bookmark: _Toc304551885][bookmark: _Toc304552194][bookmark: _Toc368410321][bookmark: _Toc530654368]Project Objectives
[bookmark: _Toc369166744][bookmark: _Toc304551886][bookmark: _Toc304552195][bookmark: _Toc212344500][bookmark: _Toc212344682][bookmark: _Toc368410322]To meet the overall aim of this project (Section 2), the objectives are to: 
1. To design and facilitate a workshop with participants from the OTs with support from the Steering Group.
2. To prepare a summary workshop report suitable for sharing with stakeholders.
[bookmark: _Toc530654369]Project Objectives: Detailed tasks 
1. To design and facilitate a workshop with participants from the OTs with support from the Steering Group.
· Design an appropriate workshop format to deliver the project aims;
· Prepare any required materials;
· Facilitate the workshop;
· Collate outputs from the workshop.
2. To prepare a summary workshop report suitable for sharing with stakeholders.
Write a workshop report which should:  
· synthesise information gathered and accurately reflect the outcome of the workshop;
· make recommendations for future direction of the work to arrive at agreed Action Plans for each OT.
[bookmark: _Toc369166746][bookmark: _Toc369166747][bookmark: _Toc369166749][bookmark: _Toc369166750][bookmark: _Toc369166760][bookmark: _Toc369169618][bookmark: _Toc212344501][bookmark: _Toc212344683][bookmark: _Toc368410330][bookmark: _Toc530654370]Outputs
· Workshop programme
· Workshop materials
· Delivery of workshop
· Workshop outputs (e.g. collated policy information, completed forms from discussions on threats and priority actions, summaries of discussion) 
· Workshop report
[bookmark: _Toc212344502][bookmark: _Toc212344684][bookmark: _Toc304551887][bookmark: _Toc304552196][bookmark: _Toc368410331][bookmark: _Toc530654371]Dissemination 
[bookmark: _Toc212344503][bookmark: _Toc212344685]The report produced under this contract will be a JNCC product and shall not be published or disseminated without the written permission of JNCC. It may at some point be published on the JNCC website and all material supplied as part of this contract shall remain copyright of JNCC. The findings from this contract will also be made available to JNCC, Defra, the Foreign and Commonwealth Office (FCO), Cefas and the Marine Management Organisation (MMO) and the Governments of the OTs at the workshop.
[bookmark: _Toc368410332][bookmark: _Toc530654372]Timescale
Provisional dates for delivery of the contact outputs are set out below. Exact dates are to be agreed at start-up meeting based on Contractor and JNCC staff availability. 
	Milestones
	Provisional dates

	Start-up meeting (if required by Contractor)
	7th January 2019 (at the latest)

	Workshop Plan agreed
	16th January 2019

	Pre-workshop meeting
Post-workshop meeting
	4th February 2019
7th February 2019

	Draft Report
	28th February 2019

	Final Report and invoice received
	14th March 2019


[bookmark: _Toc212344504][bookmark: _Toc212344686][bookmark: _Toc304551888][bookmark: _Toc304552197][bookmark: _Toc368410333][bookmark: _Toc530654373]Health and safety
The Contractor is expected to follow appropriate Health & Safety procedures and undertake appropriate risk assessments, evidence of which should be supplied to JNCC. (NB under no circumstances should any work or service commence prior to the receipt of written approval of the risk assessment by JNCC H&S advisor) 
Any incidents occurring within the contract should be immediately reported to JNCC.
[bookmark: _Toc212344505][bookmark: _Toc212344687][bookmark: _Toc304551889][bookmark: _Toc304552198][bookmark: _Toc368410334][bookmark: _Toc530654374]Product specification
The final report must adhere to the JNCC report template and house style guidance unless stated otherwise. The draft and final reports should be provided electronically via email both as a Microsoft Word document and an Adobe PDF.
(Note for author. If research project/contract See Evidence Quality Guidance Note #4 (Communicating Evidence Quality).  Ensure that data management and storage requirements are stipulated, taking into account relevant policy for data access; see Evidence Quality Assurance Policy document).

Copies of documentation associated with the case studies should be provided in electronic format, with an associated reference catalogue.
[bookmark: _Toc212344506][bookmark: _Toc212344688][bookmark: _Toc304551890][bookmark: _Toc304552199][bookmark: _Toc368410339][bookmark: _Toc530654375]Project management
The Contractor shall nominate a project manager, who shall be responsible for ensuring the project is completed satisfactorily and who shall be the main contact point for JNCC. 
JNCC’s main contact points will be:
[bookmark: _Toc205114031][bookmark: _Toc212344507][bookmark: _Toc212344689][bookmark: _Toc304551891][bookmark: _Toc304552200][bookmark: _Toc368410340]Email: Megan.Parry@jncc.gov.uk  
Tel: 01733 866 927

Email: Amanda.Gregory@jncc.gov.uk 
Tel: 01733 866 811
[bookmark: _Toc530654376]Instructions for tender submission
The tender submission should include the following:
[bookmark: _Toc368410341]A brief summary of the potential Contractor’s experience in relation to the requirements of this contract; 
A proposed approach for achieving the objectives of the contract (and delivering the detailed tasks identified within each objective). This should be sufficiently detailed allow assessment against the evaluation criteria (Section 14) and include a draft proposal for the workshop structure. Provide options with and without collecting preparatory information directly from OTs;
A detailed project plan (including Gantt chart), including the proposed work programme and an estimate of time required to achieve each objective;
A draft Table of Contents for the final report;  
Details of the Contractor’s internal Quality Management System;
Details of the Project Team, including their roles and experience, an estimate of their time input into each task, and CVs of all personnel involved in the contract;
Overall quote for the contract, to include:
· Daily rates for all members of the Project Team;
· Costs and time allocation should be clearly allocated to specific tasks within this contract; and
· [bookmark: _Toc368410343]VAT if applicable. The contractor is to specify whether VAT at the prevailing rate would be applicable to this project and to provide their company’s VAT registration number.
The following documentation:
· Copies of health and safety policy statements where available or a note regarding such items as lone working, emergency procedures and accident reporting;
· Copies of current public and employer liability insurance certificates; and
· Copies of any appropriate risk assessments.
· Copies of any environmental policies should you have them
In addition, note that the tender submission should provide sufficient information to allow assessment against the criteria outlined in Section 14.
[bookmark: _Toc530654377]Evaluation Criteria 
JNCC are not bound to accept the lowest priced or any tender.  Having the technical expertise and experience to complete the work to a high standard, and being able to complete it within the timescale, are of the essence for this contract.

Tenders will be evaluated using the following criteria:
	
	EVALUATION CRITERIA
	Max Score
	Score

	1. Quality of proposal, (50% of the total for the three assessment categories)

	 
	Clarity of proposal (particularly work plan and deliverables)
	10
	 

	 
	Understanding of, and relevance to, the requirements (in particular, experience of facilitating workshops, with experience in the Caribbean region favoured) 
	10
	 

	 
	Soundness and logicality of methods 
	7
	 

	 
	Realism and measurability of milestones
	6
	 

	 
	Identification and proposed solutions to potential problems/risks 
	6
	 

	 
	Serious weaknesses which threaten success
	6
	 

	 
	Probability of success
	5
	 

	 
	Sub Totals
	50
	 

	2. Details of Contractor (25 % of the three assessment categories)

	 
	Expertise, experience and balance of team
	9
	 

	 
	Risks if important team members drop out
	7
	 

	 
	Adequacy of subcontractors (if any) 
	9
	 

	 
	Sub Totals
	25
	 

	3. Cost (25% of the total for the three assessment categories)

	 
	Transparency and correctness of presentation
	6
	 

	 
	Fairness/reasonableness for the level of work and expertise required
	6
	 

	 
	Appropriateness of ratio of senior to junior staff time
	6
	 

	 
	Clarity of each team member’s contribution and value added
	7
	 

	 
	Sub Totals
	25
	 

	Total score
	100
	


[bookmark: _Toc240184179][bookmark: _Toc304551893][bookmark: _Toc304552202][bookmark: _Toc368410342][bookmark: _Toc530654378]Payment
[bookmark: _Toc205114033][bookmark: _Toc212344509][bookmark: _Toc212344691]Payment will be made on completion of the objectives, following the submission of an invoice(s); and based on satisfactory undertaking of the contractual elements to the agreed standard of the JNCC Project Officer.
[bookmark: _Toc304551894][bookmark: _Toc304552203][bookmark: _Toc368410344][bookmark: _Toc530654379]Additional Contractor requirements
All tenderers are requested to carefully read the Terms and Conditions applying to this contract. Payment will only be made upon delivery of key milestones.
It is assumed that all costs associated with the production of figures, reproduction of photographs and the final report are accounted for within the rates and fees given.
The Contractor is expected to supply all necessary equipment, software, licences etc. to carry out the obligations required under the contract.
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