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Framework Agreement for the Provision of Services - Learning & Development 

Organisation	National Heritage Memorial Fund
Department	Strategy & Business Development 
Title of procurement	Generic People Development
Brief description of supply	Framework Agreement for the Provision of Services - Learning & Development

Learning and development interventions which enhance productivity, effectiveness and skill-sets of staff,  individuals, groups, managers and leaders. These courses may be accredited, within certain fields, or bespoke packages as required. The subject areas within this category may include, but are not limited to, soft skills, modular training, developing managers, developing leaders, health & wellbeing at work, equality, diversity and unconscious bias, e-learning, information and communication technology
	
Estimated value of tender	£120000
Estimated duration	3 years
Name of NLHF Contact	Steven Thompson Workforce Development Manager

Timetable	Response deadline: 11 May 2020 
	Clarification Questions by COB: 24 April
	Answers Provided: by COB: 28 April 
Video Clarification: W/C 11 May
	Confirmation of contract: 15 May
Start Framework: 18 May 2020. 
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1. [bookmark: _Toc36127321]Overview
1.1 The Heritage Lottery Fund (NLHF), now the National Lottery Heritage Fund was set up in 1994 under the National Lottery Act and distributes money raised by the National Lottery to support projects involving the national, regional and local heritage of the United Kingdom. We operate under the auspices of the National Heritage Memorial Fund (NHMF). Since April 2013 we have been operating under our current Strategic Framework: ‘A lasting difference for heritage and people’. See the NLHF website for more details.

1.2 NLHF invests in the full breadth of the UK’s heritage and, through our funding, we aim to make a lasting difference for heritage and people. This is reflected in the outcomes for heritage, people and communities which underpin our grant-making.

1.3 The Fund has recently completed a restructuring exercise, as such we have new structures, strategies, procedures and ways of working.  With these in mind we have to are looking at different ways of developing and upskilling our workforce whilst making better use of technology.  For improve transparency in accordance with UK Government guidance our systems require proof of how services are commissioned.  This framework agreement will provide such while ensuring the right provider is selected to assist with the development of our most valuable resources.

[bookmark: _Toc36127322]2. 	Services and Deliverables 
2.1 We are creating a list of approved providers for delivery of learning and development opportunities for the Fund’s staff.  We are looking for suitability qualified  service providers who wish to enter into a framework agreement which will enable the Fund from time to time to enter into a  call-off contract or a series of call-off contracts for some or all of the training described below.

2.2 The Trainer’s role would be deemed to include the following areas, commissioned on a call-down basis by the Fund.
· Design, delivery, evaluation and follow up of training activities. The activities could be held at any of our offices in the UK and will vary in length, content and duration.
· Providing expertise and advice on training-related activity, which may inform future training.
· Supporting the learning and development of participants: during the delivery through appropriate methods.
· Providing a learning outcome report based on the participants’ learning 
· Write a short report with your personal feedback, including logistics and local impact
Service Providers can submit proposals for delivery of training in any and/or all of the  below mentioned areas:
1 Soft Skills
2 [bookmark: _Hlk38219603]Modular Training
3 Developing Managers
4 Developing Leaders
5 Health & Wellbeing at Work
6 Equality, Diversity and Unconscious Bias
7 E-learning
8 Information and Communication Technology
[bookmark: _Toc36127323]3. 	Method
It is envisaged that training activity will be delivered in a blended approach.  Service Providers are asked to specify the method they propose to use to meet the objectives of the tender.

To promote our blended learning offer a programme duration can vary for three hours to three days with short gaps between learning to digest and transfer the learning.
Face to face training could take place at any of our offices within the UK. We would be happy for providers to include in their proposals what software and if you have a suitable location for training delivery. 
 
[bookmark: _Toc36127324]4.	Contract management
This invitation is for a specific piece(s) of learning over a three year period with an option to extend for a further one year.  Call-down contracts on the framework can be extended past the expiry date of the Framework, however; it should not be done in order to circumvent the Fund’s procurement rules.  

Work will be commissioned as a need arises. The Framework contract will be based on the NLHF standard terms and conditions and subject to the Framework Agreement, a blank of which is attached in the Contract Finder Upload..

The Framework Agreement shall commence on  18 May 2020 (the “Commencement Date”) and any order contracts will start from that date.  

In line with UK Government transparency guidelines, publication of contract award details in respect of each contract lot against the framework will with the Fund. 

The overall aim of the Framework is to generate a reduction in transaction time in commissioning training.

[bookmark: _Toc36127325]5.	Award Criteria
Service Providers’ who would like to be considered for should provide a submission not exceeding 4 pages including:

· Proposal  for meeting the Fund’s requirement; 
· qualification of contractor that would deliver piece(s) of learning along with experience;
· relevant experience of the contractor;
· the daily charging rate of individual staff involved;
· Complete in full the Invitation for Proposal Response Pricing Template set out below.
We will select proposals that offer the Fund the best value for money solution (in terms of quality and price) for meeting our requirements. 
2.3 Bids will be scored out of 100%. 
50% of the marks will be awarded to Quality 
Each question will be scored using the methodology in the table below.  
Tender responses submitted will be assessed by NLHF against the following Quality Questions:- 
1. To what extent does the tender response demonstrate an understanding of what is required?
1. To what extent is the method appropriate to the research requirements set out in this brief?
1. What is the extent of the experience of delivering similar training within the sector?
1. How well has the tenderer structured a team in order to successfully manage the contract and deliver the required work outlined?
[bookmark: _Toc36127326]Quality Questions scoring methodology
	Score
	Word descriptor
	Description

	0
	Poor

	No response or partial response and poor evidence provided in support of it.  Does not give the NLHF confidence in the ability of the Bidder to deliver the Contract.

	1
	Weak

	Response is supported by a weak standard of evidence in several areas giving rise to concern about the ability of the Bidder to deliver the Contract.

	2
	Satisfactory

	Response is supported by a satisfactory standard of evidence in most areas but a few areas lacking detail/evidence giving rise to some concerns about the ability of the Bidder to deliver the Contract.

	3
	Good

	Response is comprehensive and supported by good standard of evidence. Gives the NLHF confidence in the ability of the Bidder to deliver the contract. Meets the NLHF’s requirements.

	4
	Very good

	Response is comprehensive and supported by a high standard of evidence. Gives the NLHF a high level of confidence in the ability of the Bidder to deliver the contract. May exceed the NLHF’s requirements in some respects. 

	5
	Excellent
	Response is very comprehensive and supported by a very high standard of evidence. Gives the NLHF a very high level of confidence the ability of the Bidder to deliver the contract. May exceed the NLHF’s requirements in most respects.


50% of marks will be awarded for Price.
The evaluation of price will be carried out on the Schedule of charges you provide in response to Table A
[bookmark: _Toc36127327]Price Criterion at 50%
· 50 marks will be awarded to the lowest priced bid and the remaining bidders will be allocated scores based on their deviation from this figure. Your fixed and total costs figure in your schedule of charges table will be used to score this question.
· For example, if the lowest price is £100 and the second lowest price is £108 then the lowest priced bidder gets 50% (full marks) for price and the second placed bidder gets 46% and so on. (8/100 x 50 = 4 marks; 50-4 = 46 marks)
· The scores for quality and price will be added together to obtain the overall score for each Bidder.
[bookmark: _Toc36127328]Table A - Schedule of Charges
Please show in your tender submission, the number of staff and the amount of time that will be scheduled to work on the contract with the daily charging rate. 
Please complete the table below providing a detailed breakdown of costs against each capitalised description, detailing a total and full ‘Firm Fixed Cost’ for each element of the service provision for the total contract period. Bidders may extend the tables to detail additional elements/costs if required.
VAT is chargeable on the services to be provided and this will be taken into account in the overall cost of this contract.
As part of our wider approach to corporate social responsibility the National Heritage Memorial Fund/National Heritage Memorial Fund prefers our business partners to have similar values to our own. We pay all of our staff the living wage (in London and the rest of the UK) and we would like our suppliers and contractors to do likewise. Please highlight in you proposal/tender/bid whether you do pay your staff the living wage.
Bidders shall complete the schedule below, estimating the number of days, travel and subsistence costs associated with their tender submission.
TABLE A: (firm and fixed costs)
	Cost
	Post 1 @cost per day
(No of days)
e.g. Project Manager/ Director
@ £2
	Post 2 @cost per day
(No of days)
e.g. Senior Consultant/manager/researcher
@£1.5
	Post 3 @cost per day
(No of days)
Junior 
Consultant/equivalent 
e.g. £1
	Total days
	Total fees

	Inception meeting to agree plans and finalise requirements with the Fund
	Example 0.5
	1
	1.5
	3
	£4

	[Add as necessary]
	
	
	
	
	

	[Add as necessary]
	
	
	
	
	

	[Add as necessary]
	
	
	
	
	



	Cost Type
	Value (£)

	Sub - Total 
	

	VAT
	

	Total*
	



* (This must include all expenses as well as work costs; this figure will be used for the purposes of allocating your score for the price criterion and must cover the cost of meeting all our requirements set out in the ITT)
Notes: 	NLHF reserves the right to clarify quality and prices and to reject tenders that demonstrate an abnormally low quality response. NLHF also reserves the right to amend the timetable of work where required.
You should not submit additional assumptions with your pricing submission. If you submit assumptions you will be asked to withdraw them. Failure to withdraw them will lead to your exclusion from further participation in this competition.
[bookmark: _Toc36127329]6. 	Procurement Process
6.1 NLHF reserves the right to reject abnormally low scoring tenders. NLHF reserves the right not to appoint and to achieve the outcomes of the research/evaluation through other methods.
6.2 The procurement timetable will be:
	Response deadline: 11 May 2020 
	Clarification Questions by COB: 24 April
	Answers Provided: by COB: 28 April 
 Possible Video Clarification: W/C 11 May
Confirmation of contract: 15 May
   Start Framework: 18 May 2020.

· *NLHF will upload response to clarification on Contract Finder.  Please note that we will make the anonymised questions, and our responses to them, available to everyone.

· **We reserve the right to carry out clarifications if necessary; these may be carried out via email or by inviting bidders to attend a clarification video meeting.  In order to ensure that both NLHF’s and Bidder’s resources are used appropriately, we will only invite up to three (the ultimate number will depend on the closeness of the scores) highest scoring bidders to attend a clarification meeting.  Scores will be moderated based on any clarifications provided during this meeting.  You are responsible for all your expenses when attending such meetings.

6.3 Your tender proposals must be sent electronically via e-mail ONLY before the tender return deadline of 5pm, 11th May 2020 to the following contact:
Steven Thompson
National Lottery Heritage Fund
Mezzanine Floor (North)
International House
1 St Katharine’s Way
London
E1W 1UN
Steven.Thompson@heritagefund.org.uk
6.4 Please visit the NLHF website for further information about the organisation.


[bookmark: _Toc36127330]7. 	Appendix: Accessibility and formatting guidance
NLHF is committed to providing a website that is accessible to the widest possible audience. Our site is annually tested by accessibility auditors and we must meet a AA compliance level. Our accessibility testing encompasses not just site functionality and design but all of our content, including downloadable documents.
Reports and other documents created for NLHF (including the tender submissions) need to be clear, straightforward to use and ready to circulate internally, externally and online, as well as suitable for use by screen reading software. Best practice in accessibility is summarised below:
[bookmark: _Toc36127331]Readability
All documents that may be published online including the tender application consultants should ensure that:
· The size of the font is at least 11pt;
· There is a strong contrast between the background colour and the colour of the text. Black text on a white background provides the best contrast. This also applies to any shading used in tables and/or diagrams;
· Italics are only used when quoting book titles for citations and items on the reference list should be arranged alphabetically by author 
· Colour formatting and use of photos should be of a resolution size that is easily printable and does not compromise the printability of the document.
For further guidance on ensuring readability of printed materials, please refer to the RNIB Clear Print guidelines. These can be found on the RNIB website.
[bookmark: _Toc36127332]Accessibility

Proposals should adhere to the following guidelines:

[bookmark: _Toc36127333]Formatting
Headings and content in your document should be clearly identified and consistently formatted to allow easy navigation for users. Heading Styles should be used to convey both the structure of the document and the relationship between sections and sub-sections of the content. Heading styles should follow on from each other i.e. Heading 1 then Heading 2.
[bookmark: _Toc322438558][bookmark: _Toc36127334]Spacing
Screen readers audibly represent spaces, tabs and paragraph breaks within copy, so it is best practice to avoid the repetitive use of manually inserted spaces. Instead, indenting and formatting should be used to create whitespace (e.g., use a page break to start a new page, as opposed to multiple paragraph breaks).
[bookmark: _Toc36127335]Alternative text
Alt text is additional information for images and tables. This extra information is essential for both document accessibility (screen reading software reads the Alt text aloud) and for the web. Alt text should be concise and descriptive, and should not begin with ‘Image of’ or ‘Picture of’.
[bookmark: _Toc36127336]Images
These should be formatted in-line with text, to support screen readers. Crediting pictures may be necessary, usually in response to a direct request from a third party.
[bookmark: _Toc36127337]Tables
These should be for used for presenting data and not for layout or design. They should be simple and include a descriptive title. The header row should be identified and there shouldn’t be more than one title row in a table. There should be no merged or blank cells.
[bookmark: _Toc36127338]Additional documents
Any additional information, separate to the report, for example proformas and transcripts which may be used as standalone documents must be fully referenced to the piece of work being submitting and therefore dated, formatted and numbered appropriately.
[bookmark: _Toc36127339]Acknowledgement
All reports should acknowledge NLHF. Our logo can be found on the NLHF website.
[bookmark: _Toc36127340]Further resources
Please refer to the WCAG 2.0 article on PDF techniques for further information.

Submitting your report to NLHF

Please check the accessibility of your document using the Word accessibility checker before submitting: File – Info – Check for Issues – Check Accessibility.

Please submit your document as a Word file.

NLHF retains the right to amend documents in order to create accessible versions for publishing.




TERMS AND CONDITIONS OF CONTRACT

1.  DEFINITIONS
The Fund means the National Heritage Lottery Fund.

The Contract means the Fund’s request for services, the Supplier’s response to the request for services (“Supplier’s Response”) and these terms and conditions with Schedule One -Specification. This Contract constitutes the entire Contract between the parties hereto. For the avoidance of doubt, the Contract can only be amended in writing by the Fund's representative.

The Supplier means the company, firm, body or person to whom the Fund’s request for services is addressed.

The Supplies means all goods or services provided to the Fund by the Supplier in execution of this Contract and as per the description set out in the Fund’s request for services. 

2.  PRICE
The price shown in the Supplier’s Response is firm and is the total price for the Supplies including delivery and all labour, materials, equipment, overheads, all royalties, licence fees or similar expenses for the supply or use of any invention, process, model or information and all other costs of the Supplier in connection with the Contract for full and proper performance by the Supplier.

3. PAYMENT
Invoices, accompanied by all necessary documentation, shall be submitted to the Fund's representative. Payment shall be made 30 days (unless otherwise agreed in writing by NHLF) after delivery of all items under the Contract and certification of satisfactory quality signed by the Fund's representative. Payments may be withheld or reduced by the Fund in the event of unsatisfactory quality without prejudice to the other rights of the Fund under the Contract.

4. AUDIT AND RECORDS
The Supplier shall maintain true and correct records including accountancy information in connection with the work of the Supplier in executing this Contract. The Supplier shall retain such records for a period of not less than twenty-four months after completion of the Services.

The Fund may from time to time make an audit of all records of this Contract. Where the Fund elects to undertake an Audit, the Supplier shall be given reasonable notice of the Fund's intention. Statutory retention periods for financial and other records are not affected nor altered by this condition.

5. NATIONAL AUDIT OFFICE ACCESS
For the purpose of:
a. the examination and certification of the Fund’s accounts; or
b. any examination pursuant to section 6(1) of the National Audit Act 1993 or any reenactment thereof of the economy, efficiency and effectiveness with which the Fund has used its resources the Comptroller and Auditor General may examine such documents as he may reasonably require which are owned, held or otherwise within the control of the Supplier and may require the Supplier to produce such oral or written explanation as he considers necessary.

6. REPRESENTATIVES
For the purpose of this Contract the Fund's representative shall be the person requesting the services on the Fund’s behalf. 

7. FREEDOM OF INFORMATION
The Supplier shall make available at its own cost any information reasonably requested by the Fund in connection with the Supplier’s performance under this Contract and shall allow such access to its premises and contact with its employees as is necessary for these purposes. The Fund may share information about this Contract with other Lottery distributors, Government departments and other organisations with a legitimate interest in Lottery funding as well as with members of the public who make a request for information of the Freedom of Information Act 2000.

In particular, the Supplier shall and shall procure that its employees or sub-contractors shall provide all necessary information and assistance as reasonably requested by the Fund to enable the Fund to respond to any request for information it receives and in compliance with the provisions of the Freedom of Information Act 2000.

The Fund shall be responsible for determining in its absolute discretion whether any commercially sensitive information or other information is exempt from disclosure or may be disclosed either without consulting the Supplier or following consultation with the Supplier and having taken its views into consideration.

8.CONFIDENTIALITY
Without prejudice to the application of the Official Secrets Acts to any such information the Supplier undertakes:

8.1	that any information, obtained in the course of the execution of the contract is confidential and shall be used by the Supplier solely for the purposes of the Contract and shall not at any time be disclosed without the consent of the Heritage Lottery Fund.

8.2	to provide all necessary precautions to ensure that all information is treated as confidential and not disclosed as aforesaid.

8.3	any personally identifiable information obtained or received by the Supplier under the Contract shall be treated in accordance with the provisions of the Fund’s Data Processing Agreement.

8.4	that any technical information that is clearly designated as confidential and received by the Supplier under the Contract shall be treated in accordance with the provisions of this paragraph 8.1from receipt thereof.  Nothing therein shall be so construed as to prevent the Supplier from using data processing techniques, ideas, knowledge etc. gained during the performance of the Contract in the furtherance of its normal business, to the extent that this does not result in the disclosure of confidential information or a breach of any valid patents, third party rights or copyrights of the Heritage Lottery Fund.

9. PUBLICITY
The Supplier shall not communicate with representatives of the general or technical press, radio, television or other communications media unless specifically granted permission to do so in writing by the Fund's representative. In response to any media or other enquiries relating to the Fund, the Supplier will refer the caller to the Fund’s representative, and will inform the representative of the enquiry as soon as practicable.

10. SAFETY
The Supplier shall be responsible for the observance by himself, his employees and subcontractors of all safety precautions necessary for the protection of himself, his employees, subcontractors and any other persons including all precautions required to be taken by or under any Act of Parliament including any regulations or bye-law of any local or other authority. He shall co-operate fully with the Fund to ensure the proper discharge of these duties.

11. WAIVER
The failure of either party at any time to enforce any provision of the Contract shall in no way affect its right thereafter to require complete performance by the other party, nor shall the waiver of any breach of any provision be taken or held to be a waiver of any subsequent breach of any such provision or be a waiver of the provision itself.

12. TERMINATION
The Fund may terminate this Contract if the Supplier fails to perform any of its obligations under this Contract and such failure continues for a period of 7 days after written notice thereof. If the Supplier is involved in any legal proceedings concerning its solvency, then the Fund shall have the right to terminate this Contract immediately.

13. INTELLECTUAL PROPERTY RIGHTS
Subject to the rights of third parties and to the rights of the Supplier arising otherwise than by virtue of the Contract, all rights in the results of work undertaken by or on behalf of the Supplier for the purpose of the Contract, including any software, data, reports, servicing schedules, drawings, specifications, reports, designs, inventions or other material produced or acquired in the course of such work and the copyright therein shall vest in and be the property of the Fund, who reserves the right to determine whether the result of the work shall be published and, if so, on what conditions and the Supplier shall ensure where necessary that he secures the right to effect such vesting.

14. ROYALTIES 
All royalties, licence fees or similar expenses for the supply or use of any invention, process, drawing, model, plan or information in connection with the Contract shall be deemed to have been included in the Contract Price. 
15. INDEMNIFICATION
The Supplier shall indemnify the Fund from and against aII claims and proceedings that may be made against the Fund, and any damages, costs and expenses incurred by the Fund in respect of any such supply or use.

16. INDEPENDENT SUPPLIER
The Supplier shall at all times during the term of this Contract be an Independent Supplier with respect to the Fund and nothing in this Contract shall be construed as creating at any time the relationship of employer and employee between the Fund and the Supplier in case the supplier is an individual; and in case the supplier is a company nothing in this Contract shall constitute a partnership or joint venture between the Parties. 

17. JURISDICTION
This Contract is governed by and shall be interpreted in accordance with the laws of England and Wales.

18. NON-SOLICITATION
For the duration of the Contract and for a period of up to six months after the end of the Contract or earlier termination of the Contract, neither party shall employ or offer employment to any of the staff of the other party who have been associated with the delivery of the Services without prior agreement in writing.

Company Name______________________________________

Signature _______________________

Name: _________________________

Title of Signatory  _________________________

Date: _______________________________






8

image1.jpeg
& HERITAGE
FUND




