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INTRODUCTION – STRUCTURE OF ITT

This ITT is divided into two main Parts. 
Part A contains general information and background about this opportunity and CITB. It also describes the procurement process being conducted by CITB, the Tender submission requirements and the Framework terms.

Part B comprises the Tender Documents to be completed and returned by Tenderers who wish to pursue this opportunity.

PART A – CITB REQUIREMENTS

Section 1 – Information for Tenderers

1. Introduction

CITB wishes to procure a framework of Technical Authors, to help maintain, develop and improve our portfolio of health, safety and environment products. The Technical Authors will be topic area experts with recent construction industry experience, who can review and update existing content across a variety of CITB publications.

CITB health, safety and environment products are highly regarded, authoritative and commercially established products, with many thousands being sold annually. They are acknowledged by industry and the HSE as being recognised market leaders, and are mandatory support material for Site Safety Plus courses, incorporating the SMSTS, SSSTS, SEATS and one day health and safety awareness course. 

This framework will be using the Dynamic Purchasing System (DPS). A DPS is an electronic system that is established for the purchase of commonly used goods, works, or services and is open to new supplier admissions throughout its life span. It is intended that this framework will be open from 31 March 2016 until 31 March 2020.
Once the Technical Authors and frameworks have been established, CITB will issue mini briefs to all relevant Technical Authors as products and specific topics are being required to be reviewed. These Technical Authors will have the opportunity to submit their proposals and quotes within the specified timeframe, in order to be considered by CITB for each individual requirement.
Further details of CITB requirements and the nature of this opportunity are set out in the following sections of this ITT.
2. Important information

2.1. CITB will follow a transparent and non-discriminatory process in this procurement exercise.

2.2. Those applicants wishing to submit a tender (each being a “Tenderer”) in response to this ITT (in each case a “Tender”) are requested to note the instructions to Tenderers (the “Instructions”) set out in Section 2 of this Part A, in particular (but without limitation) paragraphs 4 and 6 of that Section.

3. Corporate background

CITB has approximately 1,500 employees located in the head office at Bircham Newton in Norfolk and nine remote sites across the UK with a significant remote workforce working from home. 
CITB is the Industry Training Board and a partner in the Sector Skills Council for the construction industry. Its mission is to achieve a fully skilled and professional UK construction industry, working safely, adding value and delivering sustainable development. CITB is responsible for:

· assessing the skills and manpower needs of the industry
· ensuring there are enough new recruits entering the workforce
· ensuring that enough training is carried out to meet the skills needs

· encouraging the industry to improve its performance.

Further information on the role and function of CITB can be found on the organisation’s website: www.citb.co.uk including the CITB strategic plan 2015 -17
CITB, the Construction Industry Council (CIC), and CITB Northern Ireland are working as ConstructionSkills, the Sector Skills Council for Construction. (The Construction Industry Training Board 2013, known as CITB, registered charity number 264289).

4. Services required – Specification
The Service required is for Technical Authors to support our in-house development team and reviewers. The main purpose is to check that the content of our portfolio of products remains technically correct. As part of your review you will be expected to review and update text, images and references, as necessary (i.e. to British Standards, further reading, telephone numbers, postal addresses, website addresses, and so on).
We would also be keen to include relevant new photographs and case studies, and consider any suggestions for improvement.

The Tenderer and all individuals likely to be engaged in the provision of the Services for or on behalf of the Tenderer must meet the following criteria.
4.1. Be able to prove/provide examples of relevant on-site construction industry experience, relevant to their technical area of specialism.
4.2. Hold a current health and safety qualification (for example SMSTS, IOSH Managing safely, NEBOSH certificate level or equivalent NVQ).
4.3. Undertake regular continuing professional development in their field of expertise.
4.4. Have been previously involved in the development of written construction-related health, safety or environment material.
4.5. Have a high level of personal literacy skills.
4.6. Clear all copyright permissions for any text or images provided, as required.
4.7. Be able to supply a declaration that the output is factually accurate for each piece of work completed.

The following core products, which are either reviewed annually or are part of our development programme, will be included within the scope of this agreement.

· Construction site safety (GE 700)

GE 700 is the CITB flagship health, safety and environment publication, giving guidance on current health, safety and environment legislation within the construction industry. It is highly regarded for its technical accuracy and authoritative guidance. The primary purpose of GE 700 is to provide construction company owners, site and project managers, trade supervisors and other people in a supervisory capacity within the construction industry with guidance on interpreting health, safety and environmental legislation and implementing associated good working practices. It also supports Site management safety training scheme (SMSTS) delegates. 

· Site supervision simplified (GE 706)

The GE 706 publication is aimed at supervisors and first line managers, but also provides managers and owners of small construction companies with easy to understand information and practical guidance to help them implement, supervise and monitor the required standards of health, safety and environment on construction sites. It is also the official reference book for the CITB Site Safety Plus Site supervisors’ safety training scheme (SSSTS), a two-day course for first line managers and supervisors, as a supporting document not only on the course but for reference purposes at work afterwards. The content is a useful source of information on basic site-based health, safety and environmental issues. It outlines good practice for university undergraduates and college students on construction management courses and for students on other construction-focused courses.
· Safe start (GE 707)

The GE 707 publication provides easy to understand health, safety and environment information, illustrations and practical guidance for operatives. It has been written to assist operatives and specialists sitting the CITB Health, safety and environment test. GE 707 is also the official supporting document for the CITB Site Safety Plus one‑day Health and safety awareness course.
· Toolbox talks (GT 700)

GT 700 contains short presentations to the workforce on essential elements of health, safety and the environment. They cover all the main subjects from GE 700, including work at height, use of tools, PPE and general site safety. They are a popular aid for supervisors, helping them emphasise the importance of health and safety regulations and particular issues and procedures on site with their employees.
The framework will allow for any of our products to come within its scope, including printed books and manuals, DVDs, CDs and online publications, as well as new publications, if applicable. 
Additional products may be included throughout the framework period and successful Tenderers will be briefed on those projects, at appropriate times.
Tenderers can log onto our online portal, GOLD (Gateway to online learning and development) to access free taster versions of GE 700, GE 706 and GT 700. This will enable you to sample the expected style, content and layout. Visit GOLD (https://gold.citb.co.uk/login/index.php) and click on ‘Guest access’.

Further guidelines for authors can be found in ‘Appendix A’ attached.

The following topics relate to our portfolio of publications.

· A: Legal and management
1.
Health and safety law

2.
The Health and Safety at Work Act

3.
Construction (Design and
          Management) Regulations

4.
Health and safety policies

5.
Health and safety management 
          systems

6.
Risk assessments and method 
          statements

7.
Induction and training

  8.
Communication with non-English 
          speaking workers

  9.
Behavioural safety

10.
Leadership and worker engagement

11.
Inspections and audits

12.
Statutory forms, notices and 
          registers

13.
Accident prevention and control

14.
Accident reporting and investigation

· B: Health and welfare
1.
Management of health

2.
Welfare facilities

3.
Stress and mental health at work

4.
Drugs and alcohol

5.
First aid

6.
Personal protective equipment

7.
Control of substances hazardous
          to health

  8.
Lead

  9.
Asbestos

10.
Dust and fumes
           (Respiratory hazards)

11.
Noise

12.
Vibration

13.
Manual handling

· C: General safety
1.
Site organisation, set up and 
          security

2.
Fire prevention and control

3.
Electrical safety

4.
Temporary works

5.
Plant, work equipment and 
          hand-held tools

6.
Site transport safety

7.
Lifting operations

8.
Lifting equipment

· D: High risk activities
1.
General work at height

2.
Common access equipment

3.
Scaffolding

4.
Fall arrest and suspension
          equipment

5.
Frame erection

6.
Excavations

7.
Underground and overhead services

8.
Confined spaces

9.
Dangerous substances (DSEAR)

· E: Environment
1.
Sustainable construction and the 
          environment

2.
Resource efficiency

3.
Waste management

4.
Energy management

5.
Water management

6.
Statutory nuisance


  7.
Ecology

  8.
Contaminated land

  9.
Archaeology and heritage

10.
Site environment management 
          systems

· F: Specialist activities
1.
Street works and road works

2.
Trackside safety (Railways)

3.
Demolition

4.
Shopfitting and interior contracting

5.
Working over or near to water

6.
Mobile workforce and driver safety

  7.
House building

  8.
Lifts and escalators

  9.
Tunnelling

10.
Heating, ventilation, air conditioning
          and refrigeration (HVACR)

11.
Plumbing
Tenderers should indicate which topic(s) are of interest to them, on the attached topic matrix document (Appendix B). 

It is essential that new content is written in a style suitable for the readership of the publication, and is not aimed at health, safety or environment experts. The style and language used should be in keeping with the existing product. Expert advice and authoring may also be required on new legislation or for new topics that do not currently appear within our products, as required. 
Once the Technical Authors have been established, mini briefs will be sent out, via email, at appropriate times and as products and specific topics are required to be reviewed. These mini briefs will explain the scope of the work, timescales and any other relevant information on the project, and will invite quotes in response. Access to the full GOLD version of the publication(s), DVD or relevant PDF copy will be provided, to enable Technical Authors to review the existing content and then submit their proposals and quotes, within the specified timeframe, in order to be considered.
Note: the majority of authoring work is usually required during July/August.
Technical Author’s quotes will be evaluated and Technical Authors notified of the outcome. (The successful Technical Author(s) will be the person(s) who best meet our requirements and offer the best value.)

Note: under this agreement CITB does not guarantee any business. Depending on the scope and complexity of the work, regular communication and, in some instances, meetings may be required to ensure the content and schedule is on track. 

Unless otherwise stated, all content will be supplied and should be returned in Adobe PDF format, with amendments clearly marked on the electronic PDF copy.

CITB will further professionally edit final submissions of work for grammar and layout, and complete sample reviews of technical content.

It should be noted that:
· CITB will own the copyright and intellectual property rights of any work produced

· Suppliers will be required to submit a certificate of declaration with their final work submission to confirm that an independent third-party review of their work has been carried out and stating that their output is factually accurate for each piece of work completed. Suppliers will be responsible for arranging and making any payment for this process. 
5. Structure of this ITT

5.1. This Part A is divided into the following Sections:

5.1.1. Section 1 containing basic information for Tenderers;

5.1.2. Section 2, comprising the Instructions to Tenderers and the Conditions of Tender;

5.1.3. Section 3, comprising the Evaluation Methodologies;
5.1.4. Section 4, containing the Contract Documents.

5.2. Tenderers are required to complete and submit a Pre-Qualification Questionnaire and Tender Response each in the form set out and with the content described in Part B of this ITT.

5.3. This ITT describes the minimum standards of economic and financial standing and technical and professional ability to be satisfied by Tenderers. In addition, a Tenderer must be able to confirm in completing their Tender Response that none of the grounds set out in Part B of the Pre-Qualification Questionnaire apply to them in order for CITB to be able to consider their Tender Response. Further details about the information required to be submitted in the Tender Response and how this will be assessed by CITB is set out in Section 2 of this Part A.
5.4. Tenderers must consider the Services required and the Contract Conditions in detail before completing their Pre-Qualification Questionnaire and Tender Response. The Form of Tender and the Tendering Certificate also set out in Part B, duly signed by the Tenderer in accordance with paragraph 8.8 of Section 2, must form part of the Tender. 
5.5. No further evaluation will take place after the application of the Selection Criteria pursuant to paragraph 12.1 of Section 2.
PART A – CITB REQUIREMENTS

Section 2 – Instructions to Tenderers 

1. General

1.1. These Instructions are designed to ensure that all Tenderers are given equal and fair consideration. It is important therefore that you provide all the information asked for in the format and order specified. Please contact Steve Fisher (steven.fisher@citb.co.uk) if you have any doubt as to what is required or will have difficulty in providing the information requested.
1.2. Tenderers should read these Instructions carefully before completing the Pre-Qualification Questionnaire and Tender Response. Failure to comply with these requirements for completion and submission of the Pre-Qualification Questionnaire and Tender Response as well as the Form of Tender and Tendering Certificate may result in the rejection of the Tender. Tenderers are advised, therefore, to acquaint themselves fully with the extent and nature of the services and contractual obligations. 
1.3. NOTE: These Instructions constitute the Conditions of Tender. Participation in the tender process automatically signals that the Tenderer accepts these Conditions of Tender.

1.4. All material issued in connection with this ITT shall remain the property of CITB and shall be used only for the purpose of this procurement exercise. All information provided by CITB shall either (at CITB option) be returned to CITB or destroyed by the Tenderer in a secure environment at the conclusion of this procurement exercise.
1.5. The Tenderer shall ensure that each and every one of its sub-contractors, consortium members and/or advisers abides by the terms of the Conditions of Tender.
1.6. Save as provided in paragraphs 1.1 and 9 of this Section 2, the Tenderer shall not make contact with any other employee, agent or consultant of CITB or any other person who is in any way connected with this procurement exercise during the period of this procurement, unless instructed otherwise by CITB.

1.7. CITB shall not be committed to any course of action as a result of:

1.7.1. issuing this ITT or any other invitation to participate or continue to take part in this procurement exercise at any stage;

1.7.2. any invitation to submit any response in respect of this procurement exercise;

1.7.3. communicating with a Tenderer or a Tenderer’s representative or agent in respect of this procurement exercise; or

1.7.4. any other communication between CITB and any other party.

1.8. Tenderers shall accept and acknowledge that:

1.8.1. this ITT does not constitute an offer; and 

1.8.2. by issuing this ITT, CITB shall not be bound to accept the lowest or any Tender and reserves the right not to award a contract for some or all of the Services for which Tenders are invited.

1.9. CITB reserves the right to amend, add to or withdraw all or any part of this ITT at any time during the procurement exercise.
2. Confidentiality 

2.1. Subject to the exceptions referred to in paragraph 2.2 of this Section 2, the contents of this ITT are being made available by CITB on condition that:
2.1.1. Tenderers shall, at all times, treat the contents of this ITT and any related documents (together called the ‘Information’) as confidential, save to the extent that such contents are already in the public domain;
2.1.2. Tenderers shall not disclose, copy, reproduce, distribute or pass any of the Information to any other person at any time or allow any of these things to happen;
2.1.3. Tenderers shall not use any of the Information for any purpose other than for the purposes of submitting (or deciding whether to submit) a Tender; and
2.1.4. Tenderers shall not undertake any publicity activity in connection with and/or referring to this procurement exercise within any section of the media.
2.2. Tenderers may disclose, distribute or pass any of the Information to the Tenderer’s advisers, sub-contractors or to another person provided that:
2.2.1. this is done for the sole purpose of enabling a Tender to be submitted and the person receiving the Information undertakes in writing to keep the Information confidential on the same terms as if that person were the Tenderer; or
2.2.2. the disclosure is made either for the sole purpose of obtaining: 
2.2.2.1. legal advice from external lawyers in relation to the procurement or to any Framework Agreement arising from it; and/or
2.2.2.2. an insurance policy or quotation for such policy for the purposes of the Tender; or

2.2.3. the Tenderer obtains the prior written consent of CITB in relation to such disclosure, distribution or passing of Information; or
2.2.4. the Tenderer is legally required to make such a disclosure.
2.3. In paragraphs 2.1 and 2.2 above the definition of ‘person’ includes (but is not limited) to any individual, firm, body or association, corporate or incorporate.
2.4. CITB may disclose detailed information relating to Tenders to its officers, employees, agents and/or advisers and CITB may make any of the Tender Documents available for private inspection by its officers, employees, agents and/or advisers. CITB also reserves the right to disseminate information that is materially relevant to the procurement to all Tenderers, even if the information has only been requested by one Tenderer, subject to the duty to protect each Tenderer's commercial confidentiality in relation to its Tender (unless there is a requirement for disclosure under the Freedom of Information Act, as explained in paragraphs 3.1 to 3.3 below).
2.5. Suppliers and those organisations looking to bid for public sector contracts include those with CITB should be aware that if they are awarded a CITB contract, the resulting contract between the supplier and CITB will be published. In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security. Attached is the redaction form for you to complete and return if applicable. For further information can be found on http://www.cabinetoffice.gov.uk/transparency 
3. Freedom of information 

3.1. In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (the ‘FOIA’) and the Environmental Information Regulations 2004 (‘EIR’), CITB may be required to disclose in response to a request for information under the FOIA or the EIR any information submitted by the Tenderer to the CITB.

3.2. If a Tenderer considers that any information contained in its completed Tender Response is commercially sensitive, the Tenderer should:

3.2.1. clearly identify such information as commercially sensitive;

3.2.2. explain the potential implications of disclosure of such information; and
3.2.3. provide an estimate of the period of time during which the Tenderer believes that such information will remain commercially sensitive.

3.3. Where a Tenderer identifies information as commercially sensitive, CITB will endeavour to maintain its confidentiality. Tenderers should note, however, that, even where information is identified as commercially sensitive, CITB may be required to disclose such information in accordance with the FOIA or the EIR. In particular, CITB is required to form an independent judgement concerning whether the information is exempt from disclosure under the FOIA or the EIR and whether the public interest favours disclosure or not. Accordingly, CITB cannot guarantee that any information marked ‘confidential’ or ‘commercially sensitive’ will not be disclosed.
3.4. Where a Tenderer receives a request for information under the FOIA or the EIR during this procurement exercise, this should be immediately passed on to CITB and the Tenderer should not attempt to answer the request without first consulting with CITB.

4. Accuracy of information and liability of CITB 

4.1. The information contained in this ITT and/or contained in any document accompanying it and/or issued as part of this procurement process at any time (“Procurement Information”) has been prepared by CITB in good faith but does not purport to be comprehensive or to have been independently verified. 
4.2. Tenderers should not rely on the Procurement Information and should carry out their own due diligence checks and verify the accuracy of the Procurement Information. Nothing in this ITT is, or should be construed as, a promise or representation as to the future. 

4.3. Tenderers considering entering into a contractual relationship with CITB should make their own enquiries and investigations of CITB requirements beforehand. The subject matter of this ITT shall only have contractual effect when and to the extent it is contained in the express terms of an executed Contract. 

4.4. None of CITB, its officers, employees, agents and/or advisers make any representation or warranty as to, or (save in the case of fraudulent misrepresentation) accept any liability or responsibility in relation to, the adequacy, accuracy, reasonableness or completeness of the Procurement Information (including, but not limited to, loss or damage arising as a result of reliance by the Tenderer on all or any part of the Procurement Information). 

5. Conflicts of interest 
CITB requires all actual or potential conflicts of interest (including (without limitation) those arising where a member of the Tenderer’s supply chain and/or any of its advisers is the same firm or company or is a member of the same group of companies as that put forward by another Tenderer as part of its supply chain or is an adviser to that second Tenderer and/or is working for CITB on this or any similar project). Any such actual or potential conflict of interest must be resolved to the complete satisfaction of CITB before the delivery of the Tender Documents. Failure to declare the existence of and/or to address any such conflicts to the complete satisfaction of CITB could result in a Tenderer being disqualified and its Tender Response (where submitted) being rejected.

6. Preparation of Tender documents

6.1. Tenderers must obtain for themselves at their own responsibility and expense all information necessary for the preparation and completion of the Tender Response. Tenderers must satisfy themselves that the quality and standards specified by them or by CITB are appropriate. As stated in paragraph 4 of this Section 2, Procurement Information is supplied only for general guidance. Tenderers must satisfy themselves as to the accuracy of any Procurement Information and no responsibility is accepted by CITB for any loss or damages whatsoever and/or howsoever caused arising from the use by Tenderers of any Procurement Information. 

6.2. Tenderers are solely responsible for the costs and expenses incurred in connection with the completion, preparation and submission of their Tender Documents and all other stages of the selection and evaluation process. Under no circumstances will CITB be liable for any costs or expenses borne by Tenderers and/or their sub-contractors, suppliers and/or advisers in this procurement process.

6.3. Completed Pre-Qualification Questionnaire and Tender Responses and any and all supporting documents shall be in English and any Contract subsequently entered into and its formation, interpretation and performance shall be subject to and in accordance with the law of England and Wales. 

7. Rejection of Tenders

7.1. Tenderers are required to complete and provide all information required by CITB in accordance with this ITT. Failure to comply with this ITT may lead CITB to reject a Tender.
7.2. Tender Documents shall not be qualified or accompanied by statements that might be construed as rendering any part of the Tender equivocal. Only unqualified Tenders will be considered. For the avoidance of doubt, no amendment to the Contract Documents will be accepted. The decision of CITB as to whether a Tender is in an acceptable form will be final.

7.3. If CITB considers that a cover price (that is a Tender that is not intended to be considered seriously) has been submitted, it may reject the Tender and may decide not to invite the Tenderer to tender for future work. 

7.4. CITB reserves the right to disqualify any Tenderer if any material misrepresentation is made in any part of its Tender Response and/or in any other information submitted by that Tenderer and/or if that Tenderer does not inform CITB of any change in circumstances.

8. Submission of Tender documents

8.1. The Tenderer shall complete all of the questions set out in and provide all of the information and documents requested in the Pre-Qualification Questionnaire.
8.2. Tenderers shall answer all questions in the Pre-Qualification Questionnaire in the order in which they appear, in the format required and in full under each question and/or within the box provided and shall not cross refer to previous or subsequent answers.

8.3. Responses that are ambiguous may be taken as failing to meet the requirements of the Contract. 
8.4. CITB shall carry out its assessment of the information provided in the Pre-Qualification Questionnaire in accordance with the methodology set out in paragraph 12.3. 
8.5. In respect of a Pre-Qualification Questionnaire, a statement that a particular requirement will be met is not, in itself, sufficient. 
8.6. If any information or documentation requested in the Pre-Qualification Questionnaire in Part B of this ITT cannot be provided and/or any of the requirements set out in the Pre-Qualification Questionnaire cannot be met, this must be stated explicitly in the Pre-Qualification Questionnaire and a reason must be provided.

8.7. The Tender shall include the following:

8.7.1. a completed Pre-Qualification Questionnaire; and 

8.7.2. the documents listed in the Tenderer’s Checklist.

Tenderers are referred to the checklist in Part B of this ITT to assist with their Tender.

8.8. The Form of Tender shall be submitted by the organisation which it is proposed will enter into a formal Contract with CITB if appointed to the Framework. It shall be signed by persons authorised to submit tenders and make contracts for the Tenderer normally:
8.8.1. where the Tenderer is a partnership, by two (2) duly authorised partners;
8.8.2. where the Tenderer is a company, by two (2) directors or by a director and the secretary of the company, such persons being duly authorised for that purpose. Where a company has a sole director and no company secretary, it is sufficient for the Form of Tender to be signed by that sole director provided that signature is witnessed by an independent individual.
8.9. Tenderers should not include in the Tender any extraneous information which has not been specifically requested in this ITT including (without limitation) for example, any sales literature, and standard terms of trading or similar items.

Tenders (incorporating a completed Pre-Qualification Questionnaire) must be submitted as follows: ONE electronic copy to the following email address – steven.fisher@citb.co.uk and clearly marked ‘Technical Author ITT’ in the subject box.
8.10. The Tenders must be received no later than 29 April 2016 by 12 noon (first tranche only). PLEASE NOTE: this framework is being run as a DPS and therefore we will accept bids after this closing date, but bids received after this date will be evaluated in the next round.
8.11. Tenderers are strongly advised to allow sufficient time to ensure receipt of any tender before the deadline stated above. The risk of non-receipt or late receipt by CITB of any Tender is entirely at the Tenderer’s risk.

9. Clarification requests

9.1. Any queries or clarifications in connection with this ITT should be submitted to Steven Fisher by email at steven.fisher@citb.co.uk no later than 14 April 2016. Reasonable endeavours will be made to answer queries within three working days of the request. 

9.2. Any query or point of clarification raised by a Tenderer that is deemed by CITB (in its absolute discretion) to be of general interest to all Tenderers together with the answer to that query given by CITB shall be circulated to all Tenderers.

9.3. CITB may consider any query or request for clarification raised by any Tenderer in relation to this ITT or any documents annexed or referred to in this ITT (together the “Procurement Documents”) and may issue general guidance or clarification or waive or amend any provision of the Procurement Documents but in any case without prejudice to:

9.3.1. any other provision in the Procurement Documents;

9.3.2. the nature of any offer made by a Tenderer; and

9.3.3. any right or power of CITB under any of the Procurement Documents.

9.4. Other than in accordance with paragraphs 9.2 and 9.3 of this Section 2, no employee or agent of CITB has any authority to make any representation or give any explanation to Tenderers as to the meaning of the Tender Documents or as to anything to be done or not to be done by Tenderers or the successful Tenderers or as to this ITT or as to any other matter or thing so as to bind CITB. 

10. Tender validity

PQQ submission will remain valid for the duration of the framework. Any Mini Brief Tender responses must remain open for acceptance for a minimum period of not less than 90 days. A Tender valid for a shorter period may be rejected.
11. Timescales

Set out below is the proposed timetable for this procurement. This is intended as a guide only and, while CITB does not intend currently to depart from this timetable, it reserves the right to do so at any stage:

	Event 
	Date


	Advertisement of ITT
	31 March 2016

	Deadline for receipt of Clarification Requests
	14 April 2016

	Tender Submission Deadline 
	29 April 2016

	Start of Tender Evaluation Period 
	3 May 2016

	Contract Award Decision notified to all Tenderers
	12 May 2016

	Expiry of Standstill and Award of Contract
	26 May 2016

	Commencement of Framework
	31 May 2016

	Dynamic Framework review
	The Framework will open every six (6) months for new applications, or when a new specification (topic) is added to the framework.


12. Criteria, assessment and evaluation

12.1. A number of selection criteria will be applied to the responses given by Tenderers in the Pre-Qualification Questionnaire (“Selection Criteria”). These Selection Criteria are, essentially, the minimum standards which CITB will require the successful Tenderer to meet or exceed and so are of a “pass/fail” nature. 

12.2. It is unlikely that any organisation which fails on any of the Selection Criteria will be admitted to the Framework although CITB reserves the right to consider each case on its merits and assess the risks and implications involved in admitting any such organisation to the Framework. 

12.3. The selection criteria are as follows.

	Section in Pre-Qualification Questionnaire
	Selection criteria
	Assessment

	Section 1.2 Bidding model & Section 1.3 Business structure
	For information only.
	FIO

	Section 2 Grounds for mandatory exclusion
	The Tenderer must submit the requested form of confirmation (without qualification) that none of the convictions or grounds set out under Section 2 of the Pre-Qualification Questionnaire apply to the Tenderer or any of its directors or other persons referred to in that Section 2.
	PASS/FAIL

	Section 2.2 Non-payment of taxes
	To be assessed for all procurements which have or are likely to have a value of £5 million or over.
	PASS/FAIL

	Section 3 Grounds for discretionary exclusion – Part 1
	CITB is entitled to exclude you from the procurement exercise if any of the grounds set out in Section 3 Part 1 of the Pre-Qualification Questionnaire apply to the Tenderer or any of its directors or other persons referred to in that Section 3 but may decide, having considered all the relevant circumstances, to allow you to proceed further.
	PASS/FAIL

	Section 3 Grounds for discretionary exclusion – Part 2
	CITB is entitled to exclude you from the procurement exercise if any of the grounds set out in Section 4 Part 2 of the Pre-Qualification Questionnaire apply to the Tenderer or any of its directors or other persons referred to in that Section 4 Part 2 but may decide, having considered all the relevant circumstances, to allow you to proceed further.
	PASS/FAIL


	Section in Pre-Qualification Questionnaire
	Selection criteria
	Assessment

	Section 4 Economic and financial standing
	This section will be assessed on a pass/fail basis for the level of economic and financial capacity required by CITB to deliver the contract should you be successful. If any Tenderer does not demonstrate it can meet the minimum threshold, it will not be considered further.

i) Tenderers must have positive net current assets. To assess this, the Current Ratio (current assets divided by current liabilities) obtained from the audited accounts must be equal to 1 or more.

ii) The balance sheet must also show that assets exceed liabilities.

iii) The Auditors’ opinion in the Report to the Accounts must be unqualified. 

iv) The filing of accounts at Companies House must not be overdue.
	PASS/FAIL

	Section 5 Technical and professional ability
	No evidence of contract termination for poor performance.
	PASS/FAIL

	Section 5 – Part 2 Project specific questions
	As in Section 5, Specification requirements.
	PASS/FAIL


12.4. All Tenderers being awarded a “Pass” in respect of each of the Selection Criteria (subject further to the exercise by CITB of its discretion as referred to in paragraph 12.2), will proceed to the tender document. 

12.5. All price information to be submitted as part of the Tender shall be submitted in the form of the Pricing Schedule in Part B of this ITT, providing the detail set out in that document and all prices and rates must be quoted exclusive of VAT but inclusive of all costs, disbursements and expenses.

12.6. Please note that the Form of Tender, the Tendering Certificate, the Pre-Qualification Questionnaire, the Pricing Schedules and all other information required to be submitted pursuant to this ITT will, together, form the Tender.

12.7. CITB shall be entitled to disqualify any Tenderer and reject its Tender if any misrepresentation is made in any of the Tender Documents submitted by that Tenderer or in any other information that it supplies pursuant to this procurement process and/or if the Tenderer does not inform CITB of any change in that Tenderer’s circumstances.

13. Contract award

13.1. As required pursuant to paragraph 10 of this Section 2, PQQ submission will remain valid for the duration of the framework and subsequent Mini Brief Tender responses shall remain open for acceptance for a minimum period of not less than 90 days. CITB shall be entitled, at its absolute discretion, to extend that 90 day period for completing the Contract award process. 
13.2. Tenderers will be notified simultaneously and as soon as possible of any decision made by CITB during the procurement process, including of the intention to award the Contract, subject to the operation of any standstill period. 

14. Tenderer’s warranties

14.1. In submitting its Tender, the Tenderer warrants, represents and undertakes to CITB that:

14.1.1. all information, representations and other matters of fact communicated (whether in writing or otherwise) to CITB by the Tenderer, its staff or agents in connection with or arising out of the Tender are and shall at the date of the Tender’s submission be true, complete and accurate in all respects;

14.1.2. it has made its own investigations and research and has satisfied itself in respect of all matters (whether actual or contingent) relating to the Tender and that it has not submitted the Tender and will not be entering into the Contract (if awarded to the Tenderer) in reliance on any information, representation or assumption which may have been made by or on behalf of CITB;

14.1.3. it has the full power and authority to enter into the Contract and perform the obligations specified in the Contract documents and will, if requested, produce evidence of the same to CITB;

14.1.4. it is of sound financial standing and has and will have sufficient working capital, skilled staff, equipment and other resources available to it to perform the obligations specified in the Contract documents; and

14.1.5. it will not at any time during the term of the Contract or at any time thereafter claim or seek to enforce for the purposes of the Contract any lien, charge or other encumbrance over property of whatever nature owned or controlled by CITB and which is for the time being in the possession of the Tenderer.

PART A – CITB REQUIREMENTS

Section 3 – Evaluation methodologies
1. Minimum standards of economic and financial standing and minimum standards of technical or professional ability

1.1. CITB reserves the right to reject any Tender where it is not satisfied that the Tenderer has the economic and financial standing and/or technical or professional ability necessary for the provision of the Services throughout the Term.

1.2. In the event that any Tender is rejected under paragraphs 1.1 above, CITB shall be under no obligation to evaluate the remainder of that Tenderer’s Tender Response.

2. Tender response evaluation methodology

2.1. CITB shall carry out an evaluation of the Tenderer’s PQQ Response and subsequent Mini-Brief Tenders in accordance with the principles set out in paragraph 2.2 below.

2.2. The principles referred to in paragraph 2.1 above are as follows:

2.2.1. CITB does not undertake and shall not be bound to accept the lowest or any, Tender.

2.2.2. Tenders will be evaluated on the basis of the most economically advantageous Tender from the perspective of CITB as further described below.

2.2.3. The most economically advantageous Tender will be determined in accordance with the Award Criteria set out in the table below. The weightings to be used under the matrix based scoring system are indicated against the respective Award Criteria:

2.3. The scores will be awarded out of 5, with 0 being the lowest and 5 being the highest. The definitions of each level of scoring are set out in the Table below:

	Score
	Definition


	0
	Non-compliant response
The Tender Response has not provided relevant information to answer or indicate a solution to the required Contract requirements.


	1
	Unacceptable response
The Tender Response is partially compliant, but there are serious deficiencies in the response offered. This indicates there would be serious difficulties or inability to deliver the Services required 


	2
	Unsatisfactory response

The Tenderer’s response is partially compliant, with shortfalls in the solution offered. This indicates that not all the requirements of the Contract would be met and there would be difficulty in delivering the Contract requirements.


	3
	Acceptable response
The Tender Response is compliant. This indicates that all the basic contractual requirements are met, but not exceeded, and the Contract would be delivered.


	4
	Good response

The Tenderer’s response is compliant clearly indicating that the Tenderer can deliver the entire Contract requirement and the solution offers some limited benefits beyond the stated requirements.


	5
	Excellent response
The Tender Response is compliant, indicating that the Tenderer has a comprehensive understanding of the Service requirements and will meet the mandatory requirements and also provides significant additional benefits beyond the stated requirement. 



2.4.
Scores will be awarded by a panel appointed to evaluate all Tender Reponses. Members of that panel will use their reasoned professional judgment when attributing scores as to the merits of each response. 
2.5.
The score for each of the primary Award Criteria will be calculated by adding together the scores for each Question within that Award Criterion.

2.6.
All cost information provided in the Pricing Schedule must be exclusive of Value Added Tax but inclusive of all costs.

2.7.
The scoring mechanism used in selecting successful suppliers from the framework will be based on a mini tender competition and work will be awarded to the Tenderer who achieves the highest score. The criterion to be used in the further competitions against this framework is detailed below.

2.8.
Following evaluation of Tender Responses in accordance with the procedures described in this Section 3, if CITB considers that none of the Tender Responses are deemed satisfactory it reserves the right to consider alternative procurement options and to decline to award any Contract under this Procurement.

	Award Criteria for further competitions – MINI BRIEFS 

	In line with the The Public Contracts Regulations 2015 Regulation 33 we are publishing the award criteria for the various elements of this framework. Note – Award Criteria’s will be published on all Mini-Brief documentation, and may deviate from that detailed below.


An example Mini Brief Tender can be found in Appendix C
Award criteria for Mini Briefs
Availability – 35%

Quality – 35%

Cost – 30%
PART A – CITB REQUIREMENTS

Section 4 – Contract 

Framework Terms and Conditions are attached
**Please Note

The successful supplier will be awarded the contract on CITB Standard Terms & Conditions of Contract. Bidders should not include a copy of their own terms and conditions within their proposals.

PART B – TENDER DOCUMENTS

1. The following are provided by way of guidance only and Tenderers are requested to consider the Conditions of Tender in detail including the instructions for completion and submission of Tenders set out in Section 2 of Part A of this ITT. If there is any conflict between or ambiguity arising between the following guidelines and Section 2 of Part A, Section 2 of Part A shall take precedence.

2. Tenderers are required to submit their tender (incorporating a completed Pre-Qualification Questionnaire and Tender Response) to the following email address; steven.fisher@citb.co.uk and in the subject box clearly marked Technical Authors ITT.
3. Tenderers must complete all questions set out in the Pre-Qualification Questionnaire and Tender Response.

4. To assist Tenderers, a checklist for a complete Tender is provided at the end of this Part B.

5. Tenderers should complete these Tender Documents, and insert them at the beginning of their Tender submission where it can be easily found and identified.
6. Tenderers should cross reference any other documents submitted with their Tender to the applicable section in these Tender Documents so that it is easy for the evaluation team panel to identify the Tenderer's full response to each requirement.

Form of Tender 

To:
CITB

Bircham Newton 


King’s Lynn


Norfolk


PE31 6RH

Date:
[Tenderer to insert date]
Tender for technical authors for health, safety and environment products
Having read carefully the Invitation to Tender for technical authors for health, safety and environment products (the “ITT”) and all other Procurement Documents issued by or on behalf of CITB in connection with that ITT, and being fully satisfied in all respects with the requirements of that ITT (including the Contract set out in Section 5 of Part A of the ITT):

1. I/We hereby offer to provide the Services specified in the Specification set out in Section 4 of Part A of the ITT and to perform the contract in accordance with the Contract set out in Section 4 of Part A of the ITT and our Tender (including, without limitation, the Pricing Schedule annexed to this Form of Tender).

2. I/We confirm that if our Tender is accepted I/we will upon demand:

a. produce evidence that all relevant insurances and compliance certificates required by the Procurement Documents issued by or on behalf of CITB in connection with the ITT (including, without limitation, the Contract) are in force; and

b. execute the Contract Documents in the form attached to the ITT.

3. We agree that my/our Tender shall constitute an irrevocable unconditional offer which may not be withdrawn for a period of not less than 90 days from the date hereof.

Unless and until a formal Contract is prepared and executed, this Tender, together with your written acceptance thereof, shall (subject to any period of standstill) constitute a binding contract between us. 
We understand and acknowledge that CITB is not bound to accept any Tender.
This Tender shall remain open for acceptance by CITB for a period of not less than 90 days after the due date for return of Tenders specified in the ITT.
I warrant that I have all the requisite corporate authority to sign this Tender.

Signed for and on behalf of [insert name of Tenderer]:

Signature:

Name:

Date:

PLEASE NOTE – Failure to sign this Form of Tender will result in the rejection of your Tender.
Tendering certificate
I / We declare that:
This is a bona fide Tender, intended to be competitive, and that I/we have not (either personally or by anyone acting on my/our behalf):

1. fixed or adjusted the amount of the tender or the rate and prices quoted by, under or in accordance with any agreement or arrangement with any other person;

2. communicated to any person other than CITB the amount or approximate amount or terms of my/our proposed Tender (except where the disclosure, in confidence, of the approximate amount of the Tender was necessary to obtain insurance premium quotations required for the preparation of the Tender);

3. entered into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount or terms of any tender to be submitted by him;

4. canvassed or solicited any member, officer, employee or agent of CITB in connection with the award of this or any other contract by CITB;

5. offered or paid or given or agreed to pay or give any sum of money or valuable consideration or other inducement or reward directly or indirectly to any person (including, without limitation, CITB) for doing or having done or causing or having caused to be done in relation to any tender or proposed tender for the said work any act or thing of the sort described above.
I / we agree that the terms of the above declaration will form part of any contract with CITB its servant or agent resulting from the acceptance of my/our Tender and that any breach of this declaration and undertaking will be deemed to be a breach of that contract entitling CITB its servant or agent to determine the contract forthwith or to take advantage of any provision in that contract entitling CITB its servant or agent to determine my/our engagement under that contract.

Dated this day:
of…………………………2016
Signed…………………………………………………………………………………

For and on behalf of……………………………………………………………...

(Name of Firm or Company)

Position of signatory…………………………………………………………………...

(E.g. Partner or Director)

NOTE: FAILURE TO GIVE THIS DECLARATION AND UNDERTAKING MEANS THAT YOUR TENDER WILL NOT BE CONSIDERED.

PART B TENDER DOCUMENTS

Standardised Pre-Qualification Questionnaire (PQQ) 
Notes for completion
1. The “authority” means the contracting authority, or anyone acting on behalf of the contracting authority, that is seeking to invite suitable candidates to participate in this procurement process. This Pre-Qualification Questionnaire (PQQ) has been designed to assess the suitability of a potential supplier to deliver the authority’s contract requirement(s).
2. “You” / “Your” refers to the potential supplier completing this PQQ; the potential supplier may be the lead contact for a group of economic operators. The term “potential supplier” is intended to cover any economic operator as defined by the Public Contracts Regulations 2015 (referred to as the “regulations”) and could be a registered company; charitable organisation; Voluntary Community and Social Enterprise (VCSE); Special Purpose Vehicle; or other form of entity.
3. Please ensure that all questions are completed in full, and in the format requested. If the question does not apply to you, please state clearly ‘N/A’. Should you need to provide additional information in response to the questions, a template for appendices can be found at section 6 of this PQQ.

4. The authority recognises that arrangements set out in section 1.2 of the PQQ, in relation to a group of economic operators or use of sub-contractors, may be subject to change and will therefore not be finalised until a later date.  The lead contact should therefore notify the authority immediately of any change in the proposed arrangements. The authority reserves the right to make a revised assessment of your PQQ submission based on the updated information.

5. When providing details of contracts in answer to section 5 of this PQQ (technical and professional ability), the potential supplier is agreeing to waive any contractual or other confidentiality rights and obligations associated with the details of these contracts. The authority reserves the right to contact the named customer contact in section 6 regarding the contract examples.

6. 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 regulations, or pursuant to an order of the court or demand made by any competent authority or body where the authority is under a legal or regulatory obligation to make such a disclosure.

1. Potential supplier Information

Please answer the following questions in full:

	Section 1
	Potential supplier information

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the Tender.

(For a group of economic operators this will be the name of the lead contact)
	

	1.1(b)
	Registered office address (if applicable)
	

	1.1(c) - (i)
	Trading status 

a) public limited company

b) limited company 

c) limited liability partnership 

d) other partnership 

e) sole trader 

f) other
	

	1.1(c) - (ii)
	If you responded f) (other) to 1.1(c) - (i) please specify, in the following text field, your trading status
	

	1.1(d)
	Date of registration in country of establishment
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number
	

	1.1(h)
	Registered VAT number
	

	1.1(i) - (i)
	If applicable, is your business registered with the appropriate professional or trade register(s) in the member state where it is established (as set out in schedule 5 of the regulations) under the conditions laid down by that member state?
	▢   Yes

▢   No 

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	▢   Yes

▢   No

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement.
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)

a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual
	

	1.1(m)
	Are you a Small or Medium Enterprise (SME)
?
	▢   Yes

▢   No

	1.1(n)
	Details of immediate parent company:

- Full name of the immediate parent company

- Registered office address (if applicable)

- Registration number (if applicable)

- Head office DUNS number

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of ultimate parent company:

- Full name of the ultimate parent company

- Registered office address (if applicable)

- Registration number (if applicable)

- Head office DUNS number

(Please enter N/A if not applicable)
	


Please provide the following information about your approach to this procurement:

	Section 1
	Bidding model

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	▢   Yes

▢   No 

If yes, please provide details listed in questions 1.2(a) - (ii) to 1.2(a) - (iv) and read Note 1 below

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a single legal entity prior to signing a contract, if awarded.
	

	1.2(a) - (iv)
	If you responded yes to 1.2(a) - (i), please provide additional details for each member in following table:

Name

Registered address

Trading status

Company registration number

Head Office DUNS number

Registered VAT number

Type of organisation

SME (Yes/No)

The role each  sub-contractor will take in providing the goods and /or services e.g. key deliverables

The approximate % of contractual obligations assigned to each sub-contractor

Note 1

If you are bidding as a lead contact, you must answer the remaining questions in this PQQ (and provide any evidence requested) in respect of each member of the group of economic operators, unless the question specifically directs otherwise (enter N/A in the first table cell if not applicable).



	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	▢   Yes

▢   No

	1.2(b) - (ii)
	If you responded yes to 1.2(b) - (i), please provide additional details for each sub-contractor in following table:

Name

Registered address

Trading status

Company registration number

Head Office DUNS number

Registered VAT number

Type of organisation

SME (Yes/No)

The role each  sub-contractor will take in providing the goods and /or services e.g. key deliverables

The approximate % of contractual obligations assigned to each sub-contractor

Note 2

If you or, if applicable, the group of economic operators are proposing to use sub-contractors, you must answer the remaining questions in this PQQ (and provide any evidence requested) in respect of your organisation and, if applicable, the group of economic operators and each of the proposed sub-contractors, unless the question specifically directs otherwise (enter N/A in the first table cell if not applicable).




Contact details and declaration

I declare that to the best of my knowledge the answers submitted in this PQQ are correct. I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. I understand that the authority may reject this submission if there is a failure to answer all relevant questions fully, or if false/misleading information is provided.

	Section 1
	Contact details and declaration

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address 
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature 
	

	1.3(h)
	Date
	


2. Grounds for mandatory exclusion

If you answer yes to any of the questions in section 2.1, you are required to provide evidence of ‘self-cleaning’ (see regulation 57 (13 to 17) of the regulations) against the relevant conviction. The answer should also name the organisation or member being referred to.
If you answer yes to question 2.2(a) on the non-payment of taxes or social security contributions, please provide further details of this in question 2.2(b). Please also confirm whether you believe there to be any overriding reasons for non-payment and confirm either the amount unpaid, or provide details of whether you have made arrangements to pay and by what date. You may also contact the authority for advice before completing these two questions. 
	Section 2
	Grounds for mandatory exclusion

	Question number
	Question
	Response

	2.1
	Regulations 57(1) and (2) 

Within the past five years for your organisation and/or any of your or the group of economic operators’ proposed sub-contractors and/or members of your group of economic operators, has the organisation, directors or partners or any other person who has powers of representation, decision or control been convicted of any of the following offences;

	2.1(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;
	▢   Yes

▢   No

	2.1(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;
	▢   Yes

▢   No

	2.1(c)
	the common law offence of bribery;
	▢   Yes

▢   No

	2.1(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;
	▢   Yes

▢   No

	2.1(e)

2.1(e) - (i)

2.1(e) - (ii)

2.1(e) - (iii)

2.1(e) - (iv)

2.1(e) - (v)

2.1(e) - (vi)

2.1(e) -  (vii)

2.1(e) - (viii)

2.1(e) -  (ix)
	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:

the common law offence of cheating the Revenue;

the common law offence of conspiracy to defraud; 

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;

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;

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;

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

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;

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

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;
	▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No

▢   Yes

▢   No



	2.1(f)

2.1(f) - (i)

2.1(f) -  (ii)
	any offence listed:

in section 41 of the Counter Terrorism Act 2008;

in schedule 2 to that Act where the court has determined that there is a terrorist connection;
	▢   Yes

▢   No

▢   Yes

▢   No

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

▢   No

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

▢   No

	2.1(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;
	▢   Yes

▢   No

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

▢   No

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

▢   No

	2.1(l)
	an offence under section 71 of the Coroners and Justice Act 2009;
	▢   Yes

▢   No

	2.1(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;
	▢   Yes

▢   No

	2.1(n)
	any other offence within the meaning of Article 57(1) of the Directive as defined by the law of any jurisdiction outside England, Wales and Northern Ireland;
	▢   Yes

▢   No    

	2.1 (o)
	any other offence within the meaning of Article 57(1) of the Directive created after 26th February 2015 in England, Wales or Northern Ireland
	▢   Yes

▢   No



	2.1(p)
	an offence under section 2 or section 4 of the Modern Slavery Act 2015
	▢   Yes

▢   No    

	2.2(a)
	Regulation 57(3)

Has it been established, for your organisation and/or any of your  or the group of economic operators’ proposed sub-contractors and/or members of your group of economic operators, 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 the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	▢   Yes

▢   No    

	2.2(b)
	If you have answered yes to question 2.2(a), please provide further details. Please also confirm whether you and/or any of your or the group of economic operators’ proposed sub-contractors and/or members of your group of economic operators have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


3. Grounds for discretionary exclusion
If you answer yes to any of the questions in this section, you are required to provide evidence of ‘self-cleaning’ (see regulation 57 (13) to (17) of the regulations) against the relevant conviction. The answer should also name the organisation or member being referred to.
	Section 3
	Grounds for discretionary exclusion – Part 1

	Question number
	Question
	Response

	3.1
	Regulation 57 (8)

Within the past three years, please indicate if anywhere in the world any of the following situations have applied, or currently apply, to your organisation and/or any of your or the group of economic operators’ proposed sub-contractors and/or members of your group of economic operators:

	3.1(a)

3.1(a)-(i)

3.1(a)-(ii)

3.1(a)-(iii)

3.1(a)-(iiii)
	An organisation has violated applicable obligations referred to in regulation 56(2)  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 Directive as amended from time to time;

An organisation has been in breach of section 15 of the Immigration, Asylum, and Nationality Act 2006;

An organisation has a conviction under section 21 of the Immigration, Asylum, and Nationality Act 2006;

An organisation has been in breach of the National Minimum Wage Act 1998;

Can you confirm that your organisation and, if applicable, all members of the group of economic operators are compliant with section 54 of the Modern Slavery Act 2015 (http://www.legislation.gov.uk/ukpga/2015/30/section/54/enacted), or that section 54 does not apply?
	▢   Yes

▢   No    

▢   Yes

▢   No    

▢   Yes

▢   No    

▢   Yes

▢   No    

▢   Yes

▢   No    

▢   N/A   

	3.1(b)
	An organisation is bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s 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;
	▢   Yes

▢   No    



	3.1(c)
	An organisation is guilty of grave professional misconduct, which renders its integrity questionable;
	▢   Yes

▢   No    

	3.1(d)
	An organisation has entered into agreements with other economic operators aimed at distorting competition;
	▢   Yes

▢   No    

	3.1(e)
	An organisation has a conflict of interest within the meaning of regulation 24 that cannot be effectively remedied by other, less intrusive, measures;
	▢   Yes

▢   No    

	3.1(f)
	The prior involvement of an 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;
	▢   Yes

▢   No    

	3.1(g)
	An 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;
	▢   Yes

▢   No    

	3.1(h)

3.1(h) - (i)

3.1(h) - (ii)
	An organisation 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;

Withheld such information or is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015


	▢   Yes

▢   No    

▢   Yes

▢   No    

	3.1(i)

3.1(i) - (aa)

3.1(i) - (bb)


	An organisation has undertaken to:

Unduly influence the decision-making process of the contracting authority;

Obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure
	▢   Yes

▢   No    

▢   Yes

▢   No    

	3.1(j)
	An organisation has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award;
	▢   Yes

▢   No    


The authority reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.

Please note that this section relating to tax compliance only applies where the authority has indicated that the contract is over £5million in value, and the authority is a Central Government Department (including their Executive Agencies and Non-Departmental Public Bodies).
“Occasion of Tax Non-Compliance” means: 
(a) any tax return of the potential supplier submitted to a Relevant Tax Authority on or after 1 October 2012 is found to be incorrect as a result of: 

1. a Relevant Tax Authority successfully challenging the economic operator under the General Anti-Abuse Rule or the Halifax Abuse Principle or under any tax rules or legislation that have an effect equivalent or similar to the General Anti-Abuse Rule or the Halifax Abuse Principle; 

2. the failure of an avoidance scheme which the economic operator was involved in, and which was, or should have been, notified to a Relevant Tax Authority under the DOTAS or any equivalent or similar regime; and/or 

(b) the potential supplier’s tax affairs give rise on or after 1 April 2013 to a criminal conviction in any jurisdiction for tax related offences which is not spent at the Effective Date or to a penalty for civil fraud or evasion.

	Section 3
	Grounds for discretionary exclusion – Part 2

	Question number
	Question
	Response

	3.3
	For your organisation and/or any of your or the group of economic operators’ proposed sub-contractors and/or members of your group of economic operators, have any of the organisation’s tax returns submitted anywhere in the world on or after 1 October 2012:

	3.3(a)
	Given rise to a criminal conviction for tax related offences which is unspent, or to a civil penalty for fraud or evasion;
	▢   Yes

▢   No    

	3.3(b)
	Been found to be incorrect as a result of:
(i) HMRC successfully challenging it under the General Anti-Abuse Rule (GAAR) or the “Halifax” abuse principle; or
(ii) a tax authority in a jurisdiction in which the Potential supplier is established successfully challenging it  under any tax rules or legislation that have an effect equivalent or similar to the GAAR or the “Halifax” abuse principle; or
(iii) the failure of an avoidance scheme which the Potential supplier was involved in and which was, or should have been, notified under the Disclosure of Tax Avoidance Scheme (DOTAS) or any equivalent or similar regime in a jurisdiction in which the Potential supplier is established?

	▢   Yes

▢   No    

	3.3(c)
	If you responded yes to either 3.3(a) or 3.3(b) - (i) to (iii), you may provide details, in the following text field, of any mitigating factors that you consider relevant and that you wish the authority to take into consideration.

These factors could include, for example:

· Corrective action undertaken by the potential supplier to date;
· Planned corrective action to be taken; 
· Changes in personnel or ownership since the Occasion of Non-Compliance (OONC); or
· Changes in financial, accounting, audit or management procedures since the OONC.
In order that the authority can consider any factors raised by the potential supplier, the following information should be provided:

· A brief description of the occasion, the tax to which it applied, and the type of “non-compliance” e.g. whether HMRC or the foreign Tax Authority has challenged pursuant to the GAAR, the “Halifax” abuse principle etc. 

· Where the OONC relates to a DOTAS, the number of the relevant scheme.

· The date of the original “non-compliance” and the date of any judgement against the potential supplier, or date when the return was amended.

· The level of any penalty or criminal conviction applied.
	


Self-cleaning - regulation 57 (13 to 17)

If you answer ‘yes’ to a question in sections 2 and/or 3 of this PQQ (with the exception of question 3.3 where self-cleaning does not apply), you 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. 

You are required to demonstrate you have taken such remedial action, to the satisfaction of the authority in each case. In order for the evidence referred to above to be sufficient, you shall, as a minimum, prove that you have;

· 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.
If such evidence is considered by the authority (whose decision will be final) as sufficient, you shall be allowed to continue in the procurement process. If you cannot provide evidence of ‘self-cleaning’ which is acceptable to the authority, you will be excluded from further participation in this procurement. 

The measures taken 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, you shall be given a statement of the reasons for that decision.

In relation to question 3.3, please also confirm whether you believe there to be any overriding reasons for non-payment and confirm either the amount unpaid, or provide details of whether you have made arrangements to pay and by what date. You may also contact the authority for advice before completing these questions.

4. Economic and financial standing
	Section 4 
	Economic and financial standing

	Question number
	Question
	Response

	4.1
	Please indicate that you, and if applicable, all other members of your group of economic operators, can provide one of the following to demonstrate your economic/financial standing;

	4.1(a)
	An audited copy of your accounts for the two most recent financial years


	▢   Yes

▢   No    

	4.1(b)
	If you cannot provide the evidence requested at 4.1(a)

A statement of the turnover, profit & loss account, balance sheet, and cash flow for the most recent year of trading


	▢   Yes

▢   No    

	4.1(c)
	If you cannot provide the evidence requested at 4.1(a) or (b)

A statement of the cash flow forecast for the current year, and a bank letter outlining the current cash and credit facility position


	▢   Yes

▢   No    

	4.1(d)
	If you cannot provide the evidence requested at 4.1(a), (b) or (c)

Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status)


	▢   Yes

▢   No    

	4.2
	Where the authority has specified a minimum level of economic and financial standing and/or a minimum financial threshold (e.g. a contract value to company turnover ratio) within the evaluation criteria for this PQQ, please self-certify by answering ‘Yes’ or ‘No’ that you, or if applicable, the group of economic operators, meet the requirements set out here.


	▢   Yes

▢   No    

	4.3(a)
	Are you, or if applicable, a member of your group of economic operators, part of a wider group e.g. a subsidiary of a parent/holding company?


	▢   Yes

▢   No   

If yes, please provide below: 

Name of the parent/holding company or group

Relationship to the economic operator(s) completing the PQQ



	4.3(b)
	Is the parent/holding company or group stated at 4.3(a) willing to provide two years of audited financial accounts prior to contract award stage?


	▢   Yes

▢   No     

If yes, you will be contacted to provide the relevant financial accounts if and when these are required by the authority.

	4.3(c)
	Is the parent/holding company or group stated at 4.3(a) willing to provide a financial guarantee prior to contract award stage?


	▢   Yes

▢   No     

If yes, you will be contacted to provide the relevant financial guarantee if and when this is required by the authority.

	4.3(d)
	If you have answered no to question 4(c), would you be able to obtain a financial guarantee from elsewhere (e.g. from a bank/insurance company) prior to contract award stage?


	▢   Yes

▢   No    

If yes, please provide details in an Appendix of the alternative source.


5. Technical and Professional ability
	Section 5
	Technical and professional ability – Part 1

	Please provide details of up to three contracts, from the public or private sector, to demonstrate that you have the necessary technical and professional resources and experience to perform the contract to the required standard. These should be comparable examples where similar requirements to those sought under this procurement have been performed. 

Contracts should have been performed during the past three years (works contracts may be from the past five years).  VCSEs may include samples of grant funded work. The named customer contact must be able to confirm with written evidence to the authority the accuracy of the information provided below.

Bids submitted by lead contact should provide relevant examples where one or more of the members of their group of economic operators has/have delivered similar requirements. If this is not possible (e.g. you are bidding as a single entity potential supplier, which has already been legally formed by a group of companies for a special purpose connected with this procurement), then three separate examples should be provided from among the shareholding companies of the potential supplier (three examples are not required from each shareholding company).

Bids submitted by a potential supplier proposing to use sub-contractors should provide relevant examples where one or more of the principal sub-contractors has/ have delivered similar requirements (three examples are not required from each sub-contractor).

	Contract specifics
	5.1(a) 

Contract 1
	5.1(b)

Contract 2
	5.1(c)

Contract 3

	Name of customer organisation
	
	
	

	Name of the organisation which signed the contract with the customer organisation
	
	
	

	Point of contact in customer organisation

Position in the organisation

E-mail address
	
	
	

	Contract start date

Contract completion date

Estimated Contract Value
	
	
	

	Please describe the contract and how its performance demonstrates the technical capabilities needed to perform the requirements for this contract.   
	
	
	


Contract examples must:

· Have been performed over, and at the most within, the last three years prior to the publication of the OJEU Notice to be valid and can be from the public or private sector; and

· Confirm that where customer contacts are provided, customer contacts have been made aware that they may be contacted by the authority, to verify the accuracy of the information provided at any time. The authority may exclude potential suppliers that do not provide full and accurate information. Customer contacts must not be employed by your organisation or be from within your associated group of companies.

· Examples of call-off contracts awarded under framework agreements will be considered valid, but citing a framework agreement that you have been awarded will not be considered to be a valid contract example.
	Section 5
	Technical and professional ability – Part 2

	Please complete the following project-specific questions to demonstrate that you have the necessary technical and professional resources and experience to perform the contract to the required standard.

	Question number
	Question
	Response

	5.2


	Confirm that you can provide or comply with all of the elements within the Specification set out at Section 4 of this ITT. If not, please provide reasons.
	

	5.3
	Complete the attached topic matrix (Appendix B) to indicate the topic area that you wish to undertake. 
	

	5.4
	For the areas you have completed in response to the above question, provide details of the relevant topic area authoring experience that you have had in the past two years.
	

	5.5
	Our products have different levels of complexity. State any experience you have of writing to appropriate levels for varying target audiences.
	

	5.6
	Submit a comprehensive CV for each person involved, demonstrating their:

· professional memberships

· health and safety qualifications and expiry dates

· construction related skills, experience and qualifications

· other relevant experience

· experience of writing construction-related health, safety or environment material.

Include copies of certificates and/or qualifications for each author. Qualifications and experience must support the information in the topic matrix.
	

	5.7
	Where there is evidence of underperformance, an agreed improvement plan will be put into place. Where there is no evidence of improvement, we may remove that Author from the framework. 
Please confirm you are happy with this.
	


	5.8
	Pricing Schedule

Provide an indicative, daily rate cost, excluding VAT.
	


6. Appendices
Please provide any additional information relevant to your PQQ submission in the template below.

	Section 6
	Appendices

	Appendix number
	PQQ question
	Additional information

	1.
	
	 


Redaction schedule – Technical Authors 
Pursuant to the Governments Transparency Agenda, CITB may publish information regarding tenders and final contracts (including associated schedules) in relation to the above project. As a potential supplier CITB would like to provide you with the opportunity to identify the information you consider inappropriate for publication in the event you are the successful bidder. You will need to justify the reasons for any possible redaction, for information the grounds for redaction should fall within the exemptions identified under the Freedom of Information Act 2000. 

CITB will give full consideration to the details you provide but ultimately the decision as to whether CITB redact any or all the information identified (if any) will remain with CITB.

	Serial No.
	Item for Redaction
	Reason for Redaction
	CITB decision to redact, including date of decision and signature

	
	
	
	Yes
	No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Tenderer’s checklist

Have you included the following documents in your response?

	
	Document
	Enclosed (please tick)


	1. 
	Form of Tender signed
	

	2. 
	Tendering Certificate signed
	

	3. 
	Completed PQQ/Tender Response 
	

	4.
	Completed Topic Matrix (Appendix B)
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


� See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/
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