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Interpretation 

The definitions in this section apply in this application to join the Preferred Providers List.
Authority (or Council): means Wokingham Borough Council. 
Evaluation Criteria: means the evaluation criteria set out in Section 9.
Qualified Providers: means the suppliers qualified to apply to join the Preferred Provider List 
Applicant: means the suppliers qualified to apply to join the Preferred Providers List 

Application: means the information provided through this document and its annexes to achieve qualification to joining the Preferred Providers List

WBC: means Wokingham Borough Council

We: means WBC
Services: means the services to be delivered to the eligible children, young people and their families through the Preferred Providers List.
You / Your Organisation: means the business or company which is applying to join the Preferred Providers List. 
1. Introduction

Applicants are invited to complete this application to join the Preferred Suppliers List.
2. Description of Services Required
Wokingham Borough Council is inviting applicants to join the Preferred Providers List for the provision of short break respite services to eligible children and young people with disabilities and their families.
The services will ensure that children and young people with disabilities and their families residing in Wokingham Borough are supported to be resilient and to live as independently as possible. As far as possible, services should be accessible and local to their community. Services will focus on early help and regular breaks to meet the needs of children and young people with disabilities, enhance well-being of the child and their family, and reduce the need for more significant support in the future. Short breaks should be fun too.
Wokingham Borough Council (WBC) currently supports c. 280 children and young people with disabilities to access short breaks. Provision is presently delivered by a combination of providers, including external organisations, in-house services, and via direct payments by service users. The total budget available for short breaks in 2018-19 will be c. £548,000
The short breaks programme is open to all children and young people who:

· Reside in Wokingham

· Have a disability and additional needs and may require support to participate fully in leisure or recreation activities.
· Are aged between birth and nineteenth birthday.
Eligibility is determined through an assessment of child, young person and family needs conducted by Wokingham Borough Council’s Disabled Children’s Team.

Through these arrangements there will be no contractual relationship between WBC and the Provider. WBC undertakes to publish on the Preferred Providers List those providers who have the necessary credentials to undertake short breaks services to families supported by WBC.  The Council is not recommending providers to Service users. WBC will not accept any liability for any action arising from any contract entered into by a Service User.  

3. Purpose and Scope of this APPLICATION
This Application:
· asks Applicants to submit their responses in accordance with the instructions set out in the remainder of this application;

· sets out the overall timetable and process for the application;

· provides Applicants with sufficient information to enable them to provide a compliant response to this Application ;

· sets out the Evaluation Criteria that will be used to evaluate Applications; and

· explains the administrative arrangements for the receipt of responses.

4. Commencement AND DURATION
4.1 Successful Applicants will be entered on the Preferred Providers List, held with Wokingham Borough Council, with an annual extension, subject to continued compliance with these application requirements, satisfactory performance, funding availability and demand for services from eligible families. The Preferred Provider List is expected to commence on 1st February 2018 with eligible families able to book services that take effect from 30th March 2018. 
5. Questions and Clarifications

5.1  Any questions and clarifications relating to this Application must be submitted by email or letter to the Application Co-ordinator. 
5.2 In order to give Applicants enough time to incorporate the responses to questions into their Application if required and therefore submit a fully informed bid, WBC require that questions are received via email to the Application Co-ordinator by 5pm, 4th December 2017.  
The Council will respond in writing to such requests for clarification of the Application 
documents. The Council will endeavour to answer questions as they are received during the Application period and before the Application submission deadline. The Council’s responses (including a description of the enquiry but without identifying the source) will be emailed to any Applicants who request this in before 11th December 2017. The final response/s and the copy of all questions and Council replies will be made by 5pm, 11th December 2017. 
6. Submission of APPLICATIONS


6.1 The closing date for receipt of Applications is Midday, 18th December 2017. It is the responsibility of the applicant to ensure that the application is received by the Council before the deadline as applications received after this time may be rejected. The Council may, at its own absolute discretion, extend the closing dates and time specified above without request.  Any extension granted will apply to all applicants.

 6.2 This application pack must be completed electronically however electronic submissions will not be accepted. Four hard copies must be sent to Democratic Services (details below) within the deadlines stated.

6.3 After the submission deadline, an electronic copy of the application submission will be requested. 

 6.4 Where Annexes ask for a signature and date, these must be completed in writing.

 6.5 Applications must be returned in a plain sealed envelope which does not bear any name or mark indicating the sender (this includes any mark from a franking machine). 

 6.6 Applications must be addressed to:
	Democratic Services

	Reference: Short Breaks Preferred Provider List

	Wokingham Borough Council

	Shute End

	Wokingham

	Berkshire RG40 1BN


6.7 Applicants must ensure that the packaging in which they submit their application is robust enough to ensure the package is not torn in error as a result of handling/postage. Any applications which arrive with Democratic Services torn or open may be disqualified.

6.8 Please do not submit applications in any way other than in line with the instructions above. Applications are opened in line with formal council procedures. Failure to follow the instructions above is likely to mean that the application has to be discounted.  

6.9 Contact details for the Application Co-ordinator are as follows: 
	Name of Application Co-ordinator
	Sarah Van Heerde

	Email Address
	Sarah.Vanheerde@wokingham.gov.uk

	Postal Address 
	Civic Offices

Shute End

Wokingham 

RG40 1BN

	Contact number 
	0118 908 8087


7. APPLICANT Requirements
7.1 All applications should demonstrate knowledge and understanding of the Council’s requirements as specified in Schedule 1 (Service Specification).
7.2   A full explanation of the Council’s Evaluation Criteria is set out in Part C below.

7.3 Applications should be valid for acceptance for a period of 120 days following the closing date.
7.4 The Council reserves the right to accept or reject any application, and to annul the application process and reject all the applications at any time, without thereby incurring any liability from the Applicants. The Council will not necessarily qualify the lowest priced applications, it will accept a good range of applications that provide a wide menu of services to eligible children and young people with disabilities and their families at a value most economically advantageous to those families. 

7.5  Applicants must answer all questions as accurately and concisely as possible. Where a question is not relevant to the applicant’s organisation, this should be indicated, with an explanation as to why. 
7.6  No appendices will be accepted unless it specifically states in the questions that an appendix can be attached. 
	Annex A
	Organisation Identity 

	Annex B
	Method Statements – Play And Leisure
(And Associated Appendices Where Specified)

	annex c
	Method Statements – Personal Support

	annex d
	Method Statements – Residential 

	annex e
	Non-Canvassing Certificate, Signed

	annex f
	Bona-Fide Application Certificate, Signed

	annex g
	Freedom Of Information & Transparency, Signed  

	schedule 1
	Service Specification


7.7 All Responses received by the deadline will be checked for compliance with the submission requirements set out in this application. If an application is not considered compliant, the Council will not be obliged to carry out any further evaluation and the Applicant may be eliminated from the application process. During this period, clarification on any aspect of the application may be sought.

7.8 It is required that the Applicant includes a price in respect of each aspect of the Service as required by the Price Schedule. Only prices submitted on the Price Schedule will be regarded as part of the application. All Prices shall be stated in pounds sterling and inclusive of VAT where applicable.
Applications must be completed in English language or a full English translation provided at no cost to the Council.
7.9 Where documents require a signature, this must be signed: -
· Where the Applicant is an individual, by that individual.
· Where the Applicant is a partnership, by two duly authorised partners.
· Where the Applicant is a company, by two directors or by a director being duly authorised for that purpose; and the status of the signatories within the organisation indicated.
7.10 No unauthorised alterations shall be made to the Application or to any other document.  If any such alteration is made or if the instructions are not complied with, the tender may be rejected.  Furthermore, any Applicant not complying with these instructions in any particular way may be rejected by the Council, whose decision in the matter shall be final.
8. Evaluation of APPLICATIONS
8.1 The Council will treat all responses in line with the principles of transparency, equality of treatment and non-discrimination. 
8.2 Applicants should complete responses only for those lots they are applying for.

8.3 All applications will be evaluated on a pass or fail basis as to whether the applicant meets the qualification criteria to join the Preferred Provider List against each of the  following: Applicants who pass all the relevant criteria for each Lot applied for will be invited to join the Preferred Provider List for services in that Lot.
8.4 Method statement evaluation
Applicants are required to complete Method Statements demonstrating how specific elements of the service, as defined in the Service Specifications, will be delivered. The Method Statements require Applicants to provide detailed information in relation to specific elements of the services as defined in the Service Specifications.
8.5 Price Evaluation
Applicants must complete Part D – Pricing Schedule for each Lot in its entirety. Where an Applicant is making multiple applications in any one Lot a Pricing Schedule must be completed for each Lot applied for.
8.6 Clarifications 
The council reserves the right to invite applicants to clarification meetings and or seek clarifications through written questions. 
9. ACCEPTANCE to the Preferred providers list
9.1 Subject to section 9, each Application which, in the sole opinion of the Council, has passed the qualification criteria will be nominated as "Preferred Provider" and will be recommended for entry to the Preferred Providers List. 
9.2 Once the Council has reached a decision in entering providers on the Preferred Providers List, all applicants will be notified of that decision.

10. Indicative Timetable and the APPLICATION ProcesS
The key dates for this application are currently anticipated to be as follows:

	Event
	Date

	Issue Invitation to Apply
	13th November 2017

	Deadline for receipt of written questions (by 17:00)
	4th December 2017

	Issue answers to questions (by 17:00)
	11th December 2017

	Deadline for submission of final application (by 12:00) 
	18th  December 2017

	Evaluation and qualification
	January 2018

	Acceptances to the Preferred Providers List made
	February 2018


.
10.1 The Council’s rights

The Council reserves the right to:

· waive the requirements of this invitation to apply;

· disqualify any Applicant that does not submit a compliant Response in accordance with the instructions in this invitation to apply;

· withdraw this invitation to apply at any time, or to re-invite Responses on the same or any alternative basis; 

· in their absolute discretion not to award any  contract as a result of the current application process; and
· make whatever changes they see fit to the timetable, structure or content of the application process, depending on approvals processes or for any other reason
10.2 Cost
The Council will not be liable for any application costs, expenditure, work or effort incurred by an Applicant in proceeding with, or participating in, this application, including if the application process is terminated or amended by the council.
10.3 Law
The laws of England and Wales shall apply for the purpose of all proceedings relating to this application process, any contract awarded pursuant thereto and any disputes (including non-contractual disputes or claims).
ANNEX A: ORGANISATION IDENTITY

Part A: Organisational Information – Mandatory All Applicants must complete this Section: 

Questions within this section relate to general information about your Organisation and are mandatory for completion. Whilst responses to these questions will be used for information only, provision of the information is part of the administrative processes prior to selection and therefore failure to provide information may prevent the validation of your Application. 

	· A1.
Please state the full name of your Organisation.

· 
	Full name:


	· A2. Please state whether your Organisation is constituted as a sole trader; partnership; private / public limited company; charity; voluntary organisation or other (please detail)?
	Status: 


	A3.      Please complete the contact details for your Organisation’s principal (main) operating / trading address:

	Trading Address: 
	

	Telephone Number:
	

	Fax Number:
	

	E-mail Address:
	

	Web Site Address:
	


	A4. If a limited company, please provide your company registration number.  
	Registration Number:


Conflicts of Interest

A Conflict of Interest exists were a Key Person / Officer who is involved in the conduct of the application has or may perceived to have a personal interest in ensuring that a particular Organisation is successful. Actual or potential conflicts of interest must be declared. 

Question A5 addresses some specific potential areas of conflict of interest but these are not exhaustive and as such any further issues should be detailed at A6. 

Candidates are strongly advised that if they have any doubts as to what may or may not be a conflict of interest to discuss the circumstances with Wokingham Borough Council. Failure to declare a potential conflict of interest may invalidate the ITT and any subsequent Contract award.

	A5. Please indicate whether any of your Officers (defined as directors, partners or any other person who has powers of representation, decision or control) or those of proposed partners have:

	A5a.   Ever been a Member or an employee of Wokingham Borough Council?   


	No

Yes



	A5b.  A relative who is either a Member or an employee of one of Wokingham Borough Council at a senior management level? 
	Yes

No



	A5c.  Any involvement as an Officer or have a relative who is an Officer in other Organisations that currently provide services to Wokingham Borough Council?
	Yes

No



	A5d.  Any involvement as an Officer or have a relative who is an Officer, in any other Organisations that are responding to this ITT? 
	Yes

No



	If you have answered yes to any of A5 (a-d) please give details:


	Yes:

No:

A6.  Are there any issues (in addition to those addressed in     A5),current or likely, in relation to your Organisation or proposed partners that may give rise to any conflict of interest? 

If yes please provide details: 



	If you have answered yes to A6 please give details

 


Litigation and Contract Termination

Questions within this section are compliance requirements and therefore mandatory for completion: failure to provide information may invalidate your application. 

Responses will be assessed on a Pass / Fail basis, in that any unacceptable circumstances may disqualify the applicant from further consideration. 

Details of litigation and contract termination are required to ensure complete business probity. 

	A7. 
Has your Organisation, or any of your proposed partners, ever had a contract terminated or your employment terminated under the terms of the contract? 

Yes:

No:

If yes, please detail.

	Details of termination:


	Yes:

	No:


		

	A8. 
Has your Organisation, or any of your proposed partners, not had a contract renewed for a failure to perform to the terms of the contract? 

If yes, please detail.

	Details of failure to perform:


	Yes:

	No:


		

	A9. 
Has your Organisation, or any of your proposed partners, suffered a deduction for liquidated damages in respect of any contract within the last three years? 

If yes, please detail.

	Details of liquidated damages:


	Yes:

	No:


		

	A10. 
Has your Organisation ever withdrawn from a contract before its completion?

If yes, please detail.

	Reasons for withdrawal:


Financial Information
This section relates to financial information about your Organisation and are mandatory for completion: failure to provide information may invalidate your application. 

Responses to these will be evaluated to ensure that your Organisation is in a sound financial state to join the Preferred Providers List. Responses will be assessed on a Pass / Fail basis, in that any unacceptable circumstances may disqualify the applicant from further consideration. 

	A11 
We will carry out a check on a provider’s financial stability, normally via a credit check with Credit Safe. 
However, if your legal entity is not registered with Companies House or with the Charity Commission you will need to submit a copy of the last audited accounts when returning this form. The audited accounts will be reviewed by our Finance Team.

If you are unable to supply a copy of any audited accounts, please contact us to discuss the alternative options available to enable us to complete our required checks.


	Please state whether any attachments have been enclosed and if so, the attachment/s file name/s:

Yes:

No:


	Attachment/s File Name/s:

Insert name of file / Document          

1……………………………..

2……………………………..




Part B: General Information Mandatory, All Applicants must complete this Section: 

All questions within this section relate to compliance requirements for the Preferred Providers List and are mandatory for completion: failure to satisfy compliance requirements will disqualify your application. 
Responses will be assessed on a Pass / Risk Identified basis, in that any unacceptable circumstances and / or unacceptable level of risk (that cannot be managed or mitigated), may disqualify your Tender. 

	B1. 
Please confirm that you have the relevant accreditations for the Service that you are applying for. Please confirm your status and provide details of your certification / registration number as appropriate

	Relevant Accreditations and Registrations
	Data Protection Act 
	OFSTED/CQC Registration

	B1.  Please indicate whether held for the services for which you are tendering?

If yes please detail below:

B1a. Certificate /  registration number

B1b. Date of registration:
	Yes

No 

Not Applicable


	Yes

No 

Not Applicable



	
	
	

	
	
	


	
	Public

Indemnity
	Employer’s Indemnity
	Professional Indemnity

	Minimum Requirements (for each and every event)
	£5,000,000
	£5,000,000 (Lots A&B)

Or

£10,000,000

(Lot C)
	£1,000,000

	B2.  Please indicate whether your current insurance cover is equal to or exceeds The Council’s minimum requirement?

If yes: please detail

B2a. Amount of Cover

B2b. Insurer Name

B2c. Expiry Date

:
	Yes

No 


	Yes

No


	Yes

No



	
	
	
	

	
	
	
	

	
	
	
	

	B2d.  If no cover (either due to no policy or cover being less than minimum level), please indicate whether you would be prepared to increase your cover to the Council’s minimum and if not, your reasons for this?

· Note: that a refusal to obtain cover equal to the Council’s minimum prior to Contract Award would disqualify your tender. 
	Yes

No 


	Yes

No 


	Yes

No 



	
	Reasons for Refusal:


	B3. 
Does your Organisation have a safeguarding policy? 

Yes:

No:

            Please attach a copy of your safeguarding policy

	For assurance purposes, how long has your Safeguarding policy been in operation?

	The Council currently works to the Wokingham Local Safeguarding Children’s Board (LSCB) policies and procedures, which can be viewed via the links below. Please confirm that you will be prepared to work to the terms of this framework for Service provision on this Contract.  

http://www.wokinghamlscb.org.uk/
Yes:

No:

      

	If no policy / not prepared to work to the terms of this framework, please provide reasons. Please note that that a refusal to work to the terms of the framework may invalidate your Tender. 


	Please state whether any attachments have been enclosed and if so, the attachment/s file name:

Yes:

No:

X


	Attachment/s File Name/s:

Please include a copy of your safeguarding policy




	B4.
 Please review Wokingham Borough Councils Equality and Diversity Statement which can be viewed via the link below. Please confirm that you will be prepared to work to the terms of this charter for Services provided through the preferred Providers List.  

Yes:

No:

Does your Organisation have an Equal Opportunities Policy? 

Yes:

No:

Is this set out:  

· In instructions to those concerned with recruitment, training and promotion?

Yes:

No:

N/a:

No Policy

· In documents available to employees, recognised trade unions or other representative groups of employees?
Yes:

No:

N/a:

No Policy

· In recruitment advertisements and other literature?

Yes:

No:

N/a:

No Policy



	Please confirm that you will submit your Equal Opportunities policy to the council if requested to do so:

Yes:

No:


	You are not required to submit your policy at this time. However the council reserves the right review a copy at any time during the tender evaluation process or any subsequent contract.


	B5. 
Does your Organisation have a Health and Safety Policy? 

Yes:

No:

· Is Health and Safety Training provided for employees? 
Yes:

No:

· Is the effectiveness of Health and Safety measures monitored (such as via health and safety audits)

Yes:

No:

· Is good Health and Safety practice promoted to staff such as via handbooks; meetings and the use of literature?

Yes:

No:



	Please confirm that you will submit your Health and Safety Policy to the council if requested to do so:

Yes:

No:


	You are not required to submit your policy at this time. However the council reserves the right review a copy at any time during the tender evaluation process or any subsequent contract.


	B5. 
Recruitment of Staff

1. Disclosure and Barring: 

· The Council requires all Providers engaged in the Preferred Providers List which  involve access to children and/or vulnerable adults to have up to date and satisfactory disclosures. 
· The Council requires that, where the Provider is required to engage people to work with, or provide services for children and/or vulnerable adults, the Provider will adopt and implement measures to ensure that Disclosure and Barring Service checks (DBS) are obtained. The Provider will notify the Commissioner immediately of any changes to the DBS status of any staff member, volunteer or sub-contractor.
· Any Provider who sub contracts work to another Provider is responsible for ensuring that the workers engaged by the sub contactor have up to date and satisfactory Disclosures.
· The Council will monitor operation of the Preferred Providers List to ensure that all Providers comply with current Vulnerable Adult/Child Protection procedures.  This may require the Provider to produce to the Commissioner on request an anonymous list of staff that have been DBS checked on an annual basis.
· No Provider requiring DBS are permitted to commence work through the Preferred Providers List, or take on new tasks, without up to date and satisfactory clearance.
2) Staff Application and interview procedures:
· In respect of all staff (and volunteers where appropriate), the Service Provider shall be responsible for obtaining the following:-
· written application forms (which include reference to the requirements 

to declare any convictions under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.

· a minimum of 2 written references.

· interviews with at least 2 interviewers and record of interview compiled.

· job specifications detailing minimum levels of competence and qualifications.

         Does your Organisation have a Recruitment Policy which at least meets the minimum  requirements set out above? 

Yes:

No:

If no policy / not prepared to work to the terms of set out in this section, please provide reasons. Please note that that a refusal to work to the terms of the framework may invalidate your application. 



B6: HEALTH & SAFETY

Questions within this section relate to the Technical Capability of your Organisation to ensure that your Organisation has the capability to ensure the effective delivery of the Service.  
All questions relate to compliance requirements and are therefore are mandatory for completion: failure to respond to compliance questions will invalidate your tender. 
Responses will be assessed on a Pass / Risk Identified basis, in that any unacceptable circumstances and / or unacceptable level of risk (that cannot be managed or mitigated), will invalidate your tender. 
	B6.1 
In the last three years has your Organisation or proposed partner been prosecuted for contravention of the Health & Safety at Work Act 1974 or equivalent national legislation, or been the subject of a formal investigation by the Health and Safety Executive or similar body charged with improving health and safety standards? 

Yes:

No:

If yes, please give details and state what steps have been taken as a result of that finding. 

	Details of prosecution and / investigation & steps taken.




	B6.2 In the last three years, has any contract with your Organisation been terminated on grounds of your failure to comply with Health & Safety at Work Act 1974 or equivalent national legislation? 

Yes:

No:

            If yes, please provide details of the termination.

	Details of termination:




	B6.3 
Does your Organisation have a Health and Safety Policy? 

Yes:

No:

· Is Health and Safety Training provided for employees? 
Yes:

No:

· Is the effectiveness of Health and Safety measures monitored (such as via health and safety audits)

Yes:

No:

· Is good Health and Safety practice promoted to staff such as via handbooks; meetings and the use of literature?

Yes:

No:



	For assurance purposes, how long has your Health and Safety Policy been in operation?



	Please state whether any attachments have been enclosed and if so, the attachment/s file name/s:

Yes:

No:


	Attachment/s File Name/s:


B7: ENVIRONMENTAL & SUSTAINABILITY 
Questions within this section relate to the Technical Capability of your Organisation to ensure that your Organisation has the capability to ensure the effective delivery of the Preferred Provider List 
All questions relate to compliance requirements and are therefore are mandatory for completion: failure to respond to compliance questions will invalidate your tender. 
Responses will be assessed on a Pass / Risk Identified basis, in that any unacceptable circumstances and / or unacceptable level of risk (that cannot be managed or mitigated), will invalidate your tender. 
	B7.1 Has your organisation ever been prosecuted or been Issued with an improvement notice or enforcement notice by order of HMIP, the Environment Agency) or any other enforcement body responsible for protecting the environment (including a planning authority in respect of breach of planning)?

Yes:

No:

If yes, please give details to show what steps have been taken as a consequence of the finding.

	Details of steps taken:




	B7.2 
In the last three years, has any contract with your Organisation been terminated on   grounds of your failure to comply with legislation protecting the environment?

Yes:

No:

            If yes, please provide details of the termination.

	Details of termination:




	B7.3 
Does your organisation have all the relevant environmental registrations, permits, exemptions or licences to deliver all aspects of the contract?

Yes:

No:

 If No please indicate below if you perceive any barriers to obtaining the relevant consents, licences etc. if your Organisation was awarded the contract. 

	Provide details and your approach to obtaining relevant consents and licenses. 




Part C: Service Specific Questions and Pricing Schedule – Please see Annex XX, Annes XX and Annex XX Provider Response Documents 

Applicants should complete responses only for those Lots they are bidding for. 

Questions within this section request that you set out your plans for Service provision. 

Please refer to the Specification for relevant Lot completion guidance and the relevant Annex for completing method statements. 

You can bid for any one, any two or all three lots  

You must respond to all the questions relating to the Lot or Lots you wish to bid for (so for example

If you wish to bid for Lot 1 you need only respond using the Lot 1 Annex Provider Response Document and Questions 

If you wish to bid for all Lots you must respond using all Lot 1 and Lot 2 and Lot 3 Provider response Documents.

If you wish to make two or more bids for the same lot (i.e. you are proposing two or more projects that may meet the requirements of a particular lot) you must submit individual copies of the relevant Lot Provider Response Document or each duplicate lot. Such multiple submissions will be evaluated independently of each other. For clarity if you are proposing two projects that meet the requirements of Lot 2 for example you must copy and complete two Lot 2 Provider response Document’s one for each option. 

For Multiple bids you MUST insert a response to all questions in each Lot Provider response Document submitted and that response can, at the tenderers discretion, be different (if considered appropriate to tailor the response to the nature of the alternative option) or identical to another alternative submission (but if identical you MUST enter the entire response into the relevant section do not refer to another section or document (i.e. do not enter “please see …” or “refer too…” etc into your question completion document). 

Some questions will be repeated across more than one Lot  where this occurs you MUST insert a response in both lots and that response can, at the tenderers discretion, be different (if considered appropriate to tailor the response to the varying requirements of the different Lots). As with multiple bids for the same Lot if you intend using an identical response from a different Lot you must reproduce it in both Lot responses and not cross refer to it (i.e. don’t use “please see….” or “refer to…” in your responses) 

In order to submit a compliant tender bid for a lot (and thus be included on the Preferred Provider List you must Pass all individual questions. 

If you Fail any question you will not be accepted on to the Preferred Provider List for the Lot that the question relates to. 

Where evaluators consider a response is lacking some information that can easily (in the opinion of the council) be remedied via a clarification or request for additional information (or document (s)) the council may apply a Provisional Pass status to that response. What this means is that a tenderer does not have to resubmit a tender but will only be fully accepted onto the Framework (and be eligible to receive any referrals) once the shortfall has been remedied with the submission of the appropriate information or documents to the required standards.   

Scoring and Weighting (All Lots) 

	
	Key Point
	Result 

	
	
	

	Part A
	Organisational Information
	

	
	ORGANISATION IDENTITY
	Pass, Provisional Pass or Fail

	
	CONFLICTS OF INTEREST
	Pass, Provisional Pass or Fail 

	
	LITIGATION AND CONTRACT TERMINATION
	Pass, Provisional Pass or Fail 

	
	FINANCIAL INFORMATION
	Pass, Provisional Pass or Fail 

	Part B
	General Information
	

	
	RELEVANT ACCREDITATIONS AND REGISTRATIONS
	Pass, Provisional Pass or Fail

	
	INDEMNITIES AND INSURANCE
	Pass, Provisional Pass or Fail

	
	SAFEGUARDING POLICY
	
	

	
	EQUALITIES AND DIVERSITY
	

	
	HEALTH AND SAFETY
	Pass, Provisional Pass or Fail 

	
	DISCLOSURE AND BARRING
	Pass, Provisional Pass or Fail 

	
	ENVIRONMENTAL & SUSTAINABILITY
	Pass, Provisional Pass or Fail 

	Part C
	
	

	
	LOT 1 
	Pass, Provisional Pass or Fail 

	
	LOT 2
	Pass, Provisional Pass or Fail 

	
	LOT 3
	Pass, Provisional Pass or Fail 

	
	
	Pass on ALL key Points
	PASS


Questions consist of key points which will each be marked on a Pass, Provisional Pass or Fail or basis.

Where a question requires a text response and has a word count stipulated within the question: any text in excess of this stipulation will not be evaluated. 

You should enter your response in the space provided below the Question, you can expand this space to fit your response length.

Questions within this section are mandatory for completion and failure to provide information (for the Lot or Lots you are bidding for) will invalidate your Application.  

Supporting Documents (Attachments): 

If the question does not ask for an attached document you should not include one as it will not be evaluated. 

If attachment documents are required as part of a question it will be stated the type or title of the document(s) required. You should include this document (or nearest equivalent document(s) as appropriate) to enhance your answer, attached documents do not form part of the word count. 

Part D: Pricing Schedule 

Questions within this section request that you set out your approach to pricing.  Each lot has a different pricing schedule. 

Please price all the Lots you are interested in applying for. If you are applying for multiple Lots you must complete Part D for each Lot. 
If a you wish to make two or more applications for the same lot (i.e. you are proposing two or more projects that may meet the requirements of a particular lot) you must submit A pricing schedule for each individual copy of the relevant lot Response Document for each duplicate lot. Such multiple submissions will be evaluated independently of each other. For clarity if you are proposing two projects that meet the requirements of Lot 1 for example you must complete two Lot 1 Provider response documents one for each option ensuring you answer all the questions on both submissions even if the answers are the same across both). 
For Multiple bids you MUST insert a response to all questions in every Lot Response Document submitted and that response can, at the applicants discretion, be different (if considered appropriate to tailor the response to the nature of the alternative option) or identical to another alternative submission (but if identical you MUST enter the entire response into the relevant section do not refer to another section or document (i.e. do not enter “please see …” or “refer too…” e.tc into your provider response document). 

Some questions will be repeated across more than one Lot  where this occurs you MUST insert a response in both lots and that response can, at the applicant’s discretion, be different (if considered appropriate to tailor the response to the varying requirements of the different Lots). As with multiple bids for the same Lot if you intend using an identical response from a different Lot you must reproduce it in both Lot responses and not cross refer to it (i.e. don’t use “please see….” or “refer to…” in your responses) 

In order to submit a compliant application for a lot (and thus be included on the framework) you must Pass all individual questions. 

If you Fail any question you will not be accepted on to the framework for the Lot that the question relates to. 
Where evaluators consider a response is lacking some information that can easily (in the opinion of the council) be remedied via a clarification or request for additional information (or document (s)) the council may apply a Provisional Pass status to that response. What this means is that a tenderer does not have to resubmit a tender but will only be accepted onto the framework (and receive any referrals) once the shortfall has been remedied with the submission of the appropriate information or documents to the required standards.   

LOT 1: PLAY AND LEISURE PRICING SCHEDULE

	QUESTIONS

	Q1. Please outline how you will ensure that the service offers value for money for the families paying to use the service with their direct payments and own funds

Word Count 400



	Please add your response in this box



	Q2.  What is your finance model and what fees will be charged to families for accessing the service(s)?

No Word Count Limit

	Please add your response in this box



	Q3. Finance model explanation

	Please add your response in this box




LOT 2: PERSONAL SUPPORT PRICING SCHEDULE

	QUESTIONS

	Q1. Please outline how you will ensure that the service offers value for money for the families paying to use the service with their direct payments and own funds

Word Count 400



	Please add your response in this box



	Q2.  What is your finance model and what fees will be charged to families for accessing the service(s)?

No Word Count Limit

	Please add your response in this box



	Q3. Finance model explanation

	Please add your response in this box




LOT 3: RESIDENTIAL PRICING SCHEDULE

	QUESTIONS

	Q1. Please outline how you will ensure that the service offers value for money for the families paying to use the service with their direct payments and own funds

Word Count 400



	Please add your response in this box



	Q2.  What is your finance model and what fees will be charged to families for accessing the service(s)?

No Word Count Limit

	Please add your response in this box



	Q3. Finance model explanation

	Please add your response in this box




ANNEX B: METHOD STATEMENTS LOT 1: Play and Leisure
Listed below are a series of questions that applicants will need to complete as part of their application. 
	QUESTIONS 

	Q1. The service will provide support to children and young people with a wide range of disabilities, vulnerabilities and need, including to those with a learning disability, complex needs and associated physical disabilities. 

How will you ensure that a stable staff team are able to support such a diverse range of customers whilst retaining the specialist knowledge and skills required for different types of vulnerability or need? 

Outline how you will ensure the appropriate level of safeguarding for the customers.

Word count: 500

	Please add your response in this box 



	Q2. How does you organisation work in partnership with various professionals and other stakeholders at different levels to achieve the best outcomes for customers? 

Please also outline the main challenges that you experience and how you overcome these. 

Word count: 350

	Please add your response in this box 



	Q3. Please provide as a separate document a delivery plan (clearly titled ‘Delivery Plan’) that includes a clear statement setting out the play and leisure service(s) your organisation proposes to deliver through the Preferred providers List. The Delivery Plan must demonstrate your capacity to deliver the service.
The plan must include the following: 

· Key priorities and actions for the first six months of service delivery 

· Timescales

· Responsibilities 
· Communication

· Engagement and relationship management with key stakeholders 

Word Count: 1,200

	Please add your response in this box 



	Q4. Please describe how your organisation will be structured to manage and deliver the service, as per the Service Specification. Please include as a minimum: 

· Key staff – please include job titles and a brief description

· Management commitment and lines of reporting 

· Staffing hours dedicated to the service provision (including details of full-time and part-time hours)

· Outline staff responsibilities 

There is no word count for this question

	Please add your response in this box 



	Q5. Please provide information on the location and accessibility of where services will be delivered. Where the service offer will involve your organisation transporting and or travelling with customers what arrangements will be in place to manage this safely?
Word count: 300

	Please add your response in this box 



	Q6. How will you deliver the varying types and levels of support required for the varying needs of the children and young people accessing the service(s)? 
Do you use a set of criteria or guidelines that limits the types, levels and varying needs of the children and young people who may be supported by your service. If so please attach these guidelines.
Word count: 500 

	Please add your response in this box 



	Q7. How will you ensure that the service is meeting the requirements of the Service Specification, including the quality and performance indicators you will use? 

What methods will you use to determine whether the outcomes achieved for a customer are positive? 

How will you monitor and record this? 

Word count: 500

	Please add your response in this box 



	Q8. How will you engage children and young people with disabilities, their families and the Council’s Social Care and other children’s Practitioners in the development and continuous improvement of the Service 
Word Count: 400

	Please add your response in this box 



	Q9. What experience does you organisation have in delivering the service you are proposing to deliver in this Lot?

Word Count 400

	Please add your response in this box 




ANNEX c: METHOD STATEMENTS LOT 2: PERSONAL SUPPORT

Listed below are a series of questions that applicants will need to complete as part of their application. 
	QUESTIONS 

	Q1. The service will provide support to children and young people with a wide range of disabilities, vulnerabilities and need, including to those with a learning disability, complex needs and associated physical disabilities. 

How will you ensure that a stable staff team are able to support such a diverse range of customers whilst retaining the specialist knowledge and skills required for different types of vulnerability or need? 

Outline how you will ensure the appropriate level of safeguarding for the customers.

Word count: 300

	Please add your response in this box 



	Q2. How does you organisation work in partnership with various professionals and other stakeholders at different levels to achieve the best outcomes for customers? 

Please also outline the main challenges that you experience and how you overcome these. 

Word count: 350

	Please add your response in this box 



	Q.3. What measures does your organisation take to promote staff retention in order to ensure a stable and consistent staff team? 

Word count: 400

	Please add your response in this box 



	Q4. Please provide as a separate document a delivery plan (clearly titled ‘Delivery Plan’) that includes a clear statement setting out the personal support service(s) your organisation proposes to deliver through the Preferred Providers List. The Delivery Plan must also demonstrate your capacity to deliver the proposed service(s). 

The plan must include the following: 

· Key priorities and actions for the first six months of service delivery 

· Timescales

· Responsibilities 

· Communication

· Engagement and relationship management with key stakeholders 

Word Count: 1,200

	Please add your response in this box 



	Q5. Please describe how your organisation will be structured to manage and deliver the service, as per the Service Specification. Please include as a minimum: 

· Key staff – please include job titles and a brief description

· Management commitment and lines of reporting 

· Staffing hours dedicated to the service provision (including details of full-time and part-time hours)

· Outline staff responsibilities 

There is no word count for this question

	Please add your response in this box 



	Q6. Please provide information on the location and accessibility of where services will be delivered. Where the service offer will involve your organisation transporting and or travelling with customers what arrangements will be in place to manage this safely?

Word count: 600

	Please add your response in this box 



	Q7. How will you deliver the varying types and levels of support required for the varying needs of the children and young people accessing the service(s)

Do you use a set of criteria or guidelines that limits the types, levels and varying needs of the children and young people who may be supported by your service. If so please attach these guidelines.

Word count: 400 

	Q8. How will you ensure that the service is meeting the requirements of the Service Specification, including the quality and performance indicators you will use? 

What methods will you use to determine whether the outcomes achieved for a customer are positive? 

How will you monitor and record this? 

Word count: 500

	Please add your response in this box 



	Q9. How will you engage children and young people with disabilities, their families and the Council’s Social Care and other children’s Practitioners in the development and continuous improvement of the Service 
Word Count: 400

	Please add your response in this box 



	Q10. What experience does you organisation have in delivering the service you are proposing to deliver in this Lot?

Word Count 400


	Please add your response in this box 




ANNEX d: METHOD STATEMENTS LOT 3: RESIDENTIAL

Listed below are a series of questions that applicants will need to complete as part of their application. 
	QUESTIONS 

	Q1. The service will provide support to children and young people with a wide range of disabilities, vulnerabilities and need, including to those with a learning disability, complex needs and associated physical disabilities. 

How will you ensure that a stable staff team are able to support such a diverse range of customers whilst retaining the specialist knowledge and skills required for different types of vulnerability or need? 

Outline how you will ensure the appropriate level of safeguarding for the customers.

Word count: 300

	Please add your response in this box 



	Q3. How does you organisation work in partnership with various professionals and other stakeholders at different levels to achieve the best outcomes for customers? 

Please also outline the main challenges that you experience and how you overcome these. 

Word count: 350

	Please add your response in this box 



	Q4. What measures does your organisation take to promote staff retention in order to ensure a stable and consistent staff team? 

Word count: 400

	Please add your response in this box 



	Q5. Please provide as a separate document a delivery plan (clearly titled ‘Delivery Plan’) that includes a clear statement setting out the residential service(s) your organisation proposes to deliver through the Preferred Providers List. The Delivery Plan must also demonstrate your capacity to deliver the proposed service(s). 

The plan must include the following: 

· Key priorities and actions for the first six months of service delivery 

· Timescales

· Responsibilities 

· Communication

· Engagement and relationship management with key stakeholders 

Word Count: 1,200

	Please add your response in this box 



	Q6. Please describe how your organisation will be structured to manage and deliver the service, as per the Service Specification. Please include as a minimum: 

· Key staff – please include job titles and a brief description

· Management commitment and lines of reporting 

· Staffing hours dedicated to the service provision (including details of full-time and part-time hours)

· Outline staff responsibilities 

There is no word count for this question

	Please add your response in this box 



	Q7. Please provide information on the location and accessibility of where services will be delivered. Where the service offer will involve your organisation transporting and or travelling with customers what arrangements will be in place to manage this safely?

Word count: 600

	Please add your response in this box 



	Q10. How will you deliver the varying types and levels of support required for the varying needs of the children and young people accessing the service(s)

Do you use a set of criteria or guidelines that limits the types, levels and varying needs of the children and young people who may be supported by your service. If so please attach these guidelines

Word count: 400 

	

	Q11. How will you ensure that the service is meeting the requirements of the Service Specification, including the quality and performance indicators you will use? 

What methods will you use to determine whether the outcomes achieved for a customer are positive? 

How will you monitor and record this? 

Word count: 500

	Please add your response in this box 



	Q12. How will you ensure that the service is meeting the requirements of the Service Specification, including the quality and performance indicators you will use? 

Please include the actions you would take in the event that these indicators may suggest that service standards are not being met.
Word Count: 700



	Please add your response in this box 



	Q13. How will you engage children and young people with disabilities, their families and the Council’s Social Care and other children’s Practitioners in the development and continuous improvement of the Service 
Word Count: 400

	Please add your response in this box 



	Q14. What experience does you organisation have in delivering the service you are proposing to deliver in this Lot?

Word Count 400

	Please add your response in this box 




ANNEX e: NON-CANVASSING CERTIFICATE 
I / We certify that in preparing and submitting this Application that we have not canvassed any member or anyone in the employment of the Council.

In this Certificate:

“Person” includes any person and any body or association, corporate or non-corporate.

	Print Name(s) in full:
	

	Signed:
	

	Date:
	


	Print Name(s) in full:
	

	Signed:
	

	Date:
	


	For and on behalf of (Registered Company Name)


	

	Registered Address
	


ANNEX f: BONA-FIDE APPLICATION CERTIFICATE
I / WE certify that:
1.
The Application submitted herewith is a bona-fide Application.
2.
We have not fixed or adjusted the amount of the Application under or in accordance with any Agreement or arrangement with any other person.
3.
We have not done and we undertake that we will not do at any time before the hour specified for the return of the Application any of the following acts:-

a)
Communicating to a person other than the person calling for this Application the amount or approximate amount of the proposed Application (except where the disclosure in confidence of the approximate amount of the Application was essential to obtain insurance premiums quotations required for the preparation of the Tender).
b)
Entering into any Agreement with any other person that he shall refrain from Applying or as to the amount of any Application to be submitted.
c)
Offering or paying or giving or agreeing to give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other Application or proposed Application any act or thing of the sort described above.
In this Certificate:-

1.
“Person” includes any person and any body or association, corporate or non-corporate.
2.
“Any Agreement or arrangement” includes any transaction of the sort described above formal or informal and whether legally binding or not.
	Print Name(s) in full:
	

	Job Title(s) 
	

	Signed:
	

	Date:
	


	Print Name(s) in full:
	

	Job Title(s)
	

	Signed:
	

	Date:
	


	For and on behalf of (Registered Company Name)


	

	Registered Address
	


ANNEX g: FREEDOM OF INFORMATION AND TRANSPARENCY
The Council is committed to transparency and meeting its legal responsibilities under the Freedom of Information Act 2000 (“The Act”), and all information submitted may need to be disclosed in response to a request. 

Organisations are asked to consider if any of the information supplied in this tender should not be disclosed because of its sensitivity under the Act and, if this is the case, provide the information, identifying specific reasons for its sensitivity.  The Council will endeavour to consult with organisations about sensitive information before making a decision on any Freedom of Information request received.

Please detail pages that are exempt from disclosure and include reasons:

	


The Council shall be responsible for determining in its absolute discretion whether any part of the Agreement or its Schedules is exempt from disclosure in accordance with the provision of the Act and the Council’s transparency commitments.
 SCHEDULE 1 - SERVICE SPECIFICATION  
Please find this information attached as an additional document. 

Information only. 
Wokingham Borough Council
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