REQUEST FOR QUOTATIONS 

NEIGHBOURHOOD PROFESSIONAL WITNESS SERVICES
Southwark Council (the Council) is seeking a Provider to deliver professional witness services for the Council’s tenants and leaseholders (service users).  
Professional witness services are used by the Council in particular for the resolution of reports of antisocial behaviour involving noise disturbance. They are an important part of the Council’s approach to the management of neighbourhood antisocial behaviour, alongside the use of mediation services. In order to ensure that duties of confidentiality and impartiality are respected and to avoid potential conflicts of interest, the Council is conducting separate procurement exercises for both services and intends to award the contract for each service to different Providers. 
The Council is, therefore, inviting you to submit a quotation for the provision of professional witness services only. Should you wish to submit a quotation for Neighbourhood Mediation Services, please refer to the relevant procurement documentation which can be found on Contracts Finder. You can submit a quotation for one of the services, not both.
Enclosed with this request for quotations, and uploaded to the Contracts Finder advertisement, you will find draft terms and conditions, service specification and a detailed methodology that shall be used by the Council to evaluate your quotation. 
Contract information
In the financial year 2014/2015 there were 1,255 reported cases of antisocial behaviour in Southwark; of these, 345 were noise-related, with the majority of these being ‘noisy neighbours’, loud music or domestic noise; 104 cases involved neighbour disputes.
The Provider shall deliver a professional witness service for tenants and leaseholders of Southwark Council for referred cases of antisocial behaviour involving reported noise disturbance. The Provider shall carry out professional witness visits to enable the Council to identify perpetrators or vexatious complainants.
The professional witness services must: 
· Be accessible and responsive to those referred
· Have a clear and time-limited approach to achieving outputs
The Council is offering a one-year contract (with an option to extend up to a period of one year).  Best value service offers are being sought from Providers for an annual contract value of £10,000.
Putting together your Quotation
You will need to review the information provided by the Council and carry out, at your own expense, any enquiries you need to prepare and deliver your quotation. The Council will not be responsible if the nature, extent or character of the services is subsequently different from that envisaged by you. If you require further information or have any queries please email jonathan.schaaf@southwark.gov.uk marking the subject line “Neighbourhood Professional Witness Services” as soon as possible. Any other organisations invited to quote will also be provided with copies of any additional information. Any proposed amendments to the terms and conditions or the specification must be clearly identified in your quotation, but will not bind the Council unless expressly agreed in writing.  All information and documents must be treated by you as private and confidential for use only in connection with the quotation.



Submitting your Quotation
Documents you need to return

	1
	Part 1 completed with details of your organisation.

	2
	Copies of your last 2 years’ audited accounts.

	3
	Copies of your insurance policies.

	4
	A copy of your equality and diversity policy.

	5
	A signed and dated copy of your health and safety policy.

	6
	Evidence of your quality assurance system.

	7
	A copy of your safeguarding policy.

	8
	Part 2 completed method statements (quality evaluation) showing how your organisation will deliver services in accordance with need identified in the Specification (Appendix A).

	9
	Part 3 completed price quotation.

	10
	Part 4 completed references.

	11
	Part 5 completed declaration.



The completed quotation and all supporting documents should be delivered to Jonathan Schaaf by 1pm on Friday 18 December 2015. Any quotations received after that date may be rejected.
They will only be considered if they follow the requirements below:
1. All documents must be returned either by hand or post with the address displayed clearly in the format shown below.
2. All documents must be in a plain envelope or parcel which is marked clearly with the words "Quotation for Neighbourhood Professional Witness Services". 
3. The envelope or parcel must not show the identity of the organisation in any way.
4. The envelope or parcel must be delivered to the place and by the time stated.
Southwark Council Housing & Modernisation
FAO Jonathan Schaaf
3rd Floor Hub 3
160 Tooley Street
London 
SE1 2QH

You may submit clarification questions prior to submission of a quotation; these should be sent by email to jonathan.schaaf@southwark.gov.uk marking the subject line “Neighbourhood Professional Witness Services”. All enquiries must be in writing and sent to this email address. We shall endeavour to reply to all reasonable requests and queries provided that they are received no later than Friday 11 December.  
Evaluation
The Council will evaluate all quotations received based on financial and economic standing, technical ability, quality and cost.  The Council will reject your Quotation if you act improperly, for example, by agreeing to fix your prices, agreeing that others will not tender, offering any inducement, canvassing any officers or members of the Council or committing an offence under the Bribery Act 2010.
The Council will undertake an initial stage 1 (compliance) evaluation of Part 1 to discount those applications that are non-compliant, ie. applications have not been submitted substantially in accordance with this document or they do not include evidence of the required policies and procedures.

The Council will then proceed to stages 2 and 3 (quality and price) evaluation. All remaining compliant applications will have their Part 2 and Part 3 responses evaluated to assess which one: 
· Demonstrates the potential to deliver the quality outcomes sought (Part 2 - 50% of final mark)
· Represents the best value for money (Part 3 - 50% of final mark)
Please refer to the Evaluation Methodology for more information. 
Award
The Council is not bound to accept the lowest or any Quotation and may award a contract for all or part only of the services.  Any contract(s) will be awarded to the most economically advantageous quotation(s). If your quotation is accepted we will notify you in writing and a contract between us is made then and becomes binding.  In addition you will be required to execute a formal Contract.































YOUR QUOTATION

PART 1: YOUR ORGANISATION

	
Contact details


	Name of organisation:

	Is your organisation a registered charity?	YES	NO
Registration number

	Name of lead contact (please ensure this person is available):

	Tel (Day):
	Tel (Evening):

	Email:

	Address for correspondence:
	Address of project (if different):

	



Postcode:
	



Postcode:



	Aims and activities of the organisation

	In brief please describe the main aims and objectives of your organisation

















	

Bank details: Please provide your bank or building society account details. 


	Name of Bank/Building Society:
	

	Address:


Postcode:
	




	Account name:
	

	Account number:
	

	Sort code:
	




	CRITERIA
	YOUR RESPONSE

	FINANCIAL INFORMATION & ACCOUNTS

	Enclose copies of your last 2 years’ audited accounts. These must be compliant with the Charity Commission Statement of Recommended Practice (SORP).
	

	Please indicate the annual turnover of your organisation/company over the last 2 years.
	


	Please state the level of net current assets.

State the figure as stated in most recent accounts.
	

	INSURANCE ARRANGEMENTS

	Employer’s liability insurance held.

Enclose a copy of your policy.
	

	Professional indemnity insurance held.

Enclose a copy of your policy.
	

	Public liability (3rd Party) insurance held.

Enclose a copy of your policy.
	

	POLICIES AND PROCEDURES

	Equality & Diversity
	

	Does your organisation have an equality and diversity policy? Y/N

Provide a copy of the policy.
	

	Health & Safety
	

	Does your organisation have a health & safety policy? Y/N

Provide a signed and dated copy.
	

	Quality assurance (QA)
	

	Does your organisation hold any quality assurance accreditation e.g. a quality mark or a self-accredited quality system? Y/N

[bookmark: _GoBack]Provide evidence that you have acquired / are in the process of acquiring / or are working in accordance with, recognised quality management systems.

If yes, please provide details for each one held.

If no, please provide evidence to demonstrate that your organisation has an effective, auditable, quality management system, e.g. quality manual.  The Council reserves the right to inspect any such manual or quality system at a later date.

	

	Safeguarding
	

	Does your organisation hold a safeguarding policy? Y/N

Provide a copy of your policy.
	


	Have staff members and volunteers where appropriate been DBS (Disclosure and Barring Service) checked? Y/N

	



Please note: If Part 1 is incomplete, inadequate or scores a fail, the quotation will not be subjected to the detailed stage two and stage three evaluations. 





               PART 2: METHOD STATEMENTS (QUALITY EVALUATION)

Method statements will be considered in the stage two evaluation. All sections will be marked in line with the scoring system described in the Evaluation Methodology. Part 2 contains a total of 50 marks and contributes 50% of the overall score awarded to your organisation. 

There is no word limit for each method statement, but you should limit your response to no more than 12 pages in total (at a font size similar to that used here). Submissions exceeding this may not be considered.

	Method statement
	Weighting

	Overall approach
Describe your overall approach to delivering an effective professional noise witnessing service that meets the needs of the Council and its service users.

5 marks
	10

	Activities undertaken
Describe the key activities your service would carry out to meet the needs of the Council and its service users.

5 marks
	5

	Skills & experience
Describe the skills, qualifications, expertise, experience and resources at your disposal to deliver a professional witness service that meets the needs of the Council and its service users.
 
5 marks
	10

	Quality assurance
Describe your quality and performance management framework, mechanisms and processes, including risk management controls, record-keeping and performance reporting.

5 marks
	5

	Scenario 1
You visit both parties in an ongoing noise dispute. The alleged perpetrator agrees to take part but denies making any noise. Drawing on previous experience, what actions would you take to reach a successful outcome? How would you identify and manage potential risks to you, the service user or the Council?

5 marks
	10

	Scenario 2
You are asked to help gather evidence of noise nuisance that may be used in legal enforcement proceedings. What approach and techniques would you use, drawing on previous experience, to achieve this in support of legal action by the Council?

5 marks
	10











PART 3: PRICE EVALUATION

Part 3 will be considered in the stage three evaluation. Part 3 contains a total of 50 marks and contributes 50% of the overall score awarded to your organisation. 

	Price submission

	
Price per case (closed with an expected outcome)

	

	Please indicate how this price breaks down (not evaluated)

	Average staff costs/case
	No. of days
	Rate per hour
	Amount

	
	
	
	

	Other budget elements (please specify):
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



		





























PART 4: REFERENCES

	References:

	
Please provide references from two separate organisations for which you have provided services relevant to this quotation, along with contact details of a named individual from each.


















PART 5: DECLARATION

	Name

	


	Signature

	


	Position

	

	Organisation

	

	I confirm that if successful in this quotation I and my organisation will comply with all terms and conditions of the contract.


 

















CHECK LIST

	
	Please ensure that you have enclosed:

	
	Part 1 completed with details of your organisation.

	
	Copies of your last 2 years’ audited accounts.

	
	Copies of your insurance policies.

	
	A copy of your equality and diversity policy.

	
	A signed and dated copy of your health and safety policy.

	
	Evidence of your quality assurance system.

	
	A copy of your safeguarding policy.

	
	Part 2 completed method statements (quality evaluation) showing how your organisation will deliver services in accordance with need identified in the Specification (Appendix A).

	
	Part 3 completed price quotation.

	
	Part 4 completed references.

	
	Part 5 completed declaration.



Services Contract (under EU threshold)
Letter Inviting Quotations
Contracts Team – Legal Services
November 2010
