IT Requirements for Highways England
Instructions for Tenderers 

1
THE TENDER PERIOD PROCESS
1.1 General
1.1.1 These Instructions for Tenderers apply to the submission of tenders for   Recruitment Requirements for IT personnel.  

1.1.2 The process seeks to identify the tender which represents the most economically advantageous tenders to Highways England.  

1.1.3 Tenders must be submitted in accordance with these Instructions. Tenders not complying with these Instructions may be rejected by Highways England whose decision in the matter will be final. These Instructions will not form part of the proposed contract.

1.1.4 For enquiries contact Highways England via the e-Sourcing portal https://highways.bravosolution.co.uk for IT Recruitment Requirements for Highways England. Any contact must be made via the Procurement Officer Jude Hutcheson and via the e-Sourcing portal https://highways.bravosolution.co.uk  only. Except where otherwise directed in these Instructions, Tenderers must not contact any person in relation to this competition other than the Procurement Officer or, if nominated, their designated deputy.  The name of any designated deputy will be confirmed in writing.

1.1.5 Any queries from the Tenderers are to be submitted by the named single point of contact in their organisation to communicate with the Procurement Officer. 
1.1.6 The tender must be treated as private and confidential. Tenderers should not disclose the fact that they have been invited to tender or release details of the tender documents, other than on an "in confidence" basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing the tender. Tenderers should not release information concerning the invitation to tender and/or the tender documents for publication in the press or on radio, television, screen or any other medium.

1.1.7 Under the Freedom of Information Act 2000 and the Environmental Information Regulations 2004 Highways England may be obliged to disclose information relating to responses to this tender.  Tenderers may request that certain information is not disclosed if to do so would prejudice their legitimate commercial interests or is otherwise exempt from disclosure under the Act.  Requests for non-disclosure must accompany the tender and include clear and substantive justification together with a time limit when any confidential information could be disclosed.  The terms of any confidentiality agreement would, if requested, be available for disclosure.

1.1.8 Tenderers must advise the Highways England if

· their ownership or the ownership of any member of their tendering consortium (or their parent company) changes, or 

· any organisation involved in the preparation of this contract is acquired by them or by any member of their consortium (or an associated company). 
· any potential conflicts of interest are identified.  

· If the Highways England considers that a change in ownership has created a potential conflict, the Highways England may exclude a conflicted Tenderer from the tender assessment. If excluded, the Tenderer will be notified by the Procurement Officer.

1.3
Documents 
1.3.1
Any, specifications, data, calculations and analyses issued to Tenderers in connection with this tender remain the property of Highways England. All such information issued to Tenderers may only be used for the purpose of tendering.  Such information should not be disclosed to persons unconnected with the tender and should be returned to Highways England on completion of tender procedures. These provisions apply equally to drawings and other information supplied for the purpose of the tender, the property rights of which vest in a third party.
1.4
Tender Communications
1.4.1
Any queries from Tenderers regarding the tender documents must be made via the e-Sourcing portal on the form provided and sent to the Procurement Officer by the named single Point of Contact no later than 7 days prior to the date of return of tenders.
1.4.2
All tender queries will be acknowledged and answered by the Procurement Officer. Queries regarding the tender documents and the responses to the queries will be issued to all Tenderers. If any answer requires a change to the tender documents then a tender amendment will be issued.

1.4.3
Tender amendments are changes to the tender documents that are made in writing by the Procurement Officer and issued to all Tenderers.  Only in exceptional circumstances will tender amendments be issued after tenders have been submitted.  In such circumstances, the Procurement Officer will notify all Tenderers of the required action.

1.4.4
Highways England officers and their consultants do not have the authority to make any change to the tender documents except through a tender amendment issued by the Procurement Officer. If a statement is made at any meeting that a Tenderer considers is not in accordance with the tender documents then the Tenderer must refer the matter to the Procurement Officer as a tender query.

1.5
Tender Programme
1.5.1
The indicative tender programme is shown below:
Indicative Tender Programme
	Item
	Activity
	Date

	1
	Issue Tender Documents
	03/02/17

	3
	Tender Return
	13/02/17

	4
	Methodology Assessment
	14-16/02/17

	6
	Validation of tender
	17/02/17

	9
	Award Contract
	20/02/17


2        SUBMISSION OF TENDERS
2.1
General
2.1.1
Tenders and supporting documents must be written in English. 

2.1.2
Tenders must be submitted in accordance with the tender documents including any tender amendments.  Tenders must not be qualified or accompanied by statements or a covering letter that might be construed as rendering the tender equivocal. Unauthorised alterations or additions must not be made to any component of the tender documents. The Highways England decision as to whether or not a tender complies with these Instructions will be final.

2.1.3
Tenders not received by the Highways England by the tender return date and time may be excluded from further consideration and returned to Tenderers. Offers should remain open for acceptance for 90 calendar days from the tender return date.  

2.1.4
The tender should be returned together with the documents listed in para 2.1.9 via Highways England e-Sourcing portal at https://highways.bravosolution.com.uk for the IT Requirements for Highways England in the volumes set out in paras 2.2 and 2.3.  All documents are to be in Microsoft Office 2000 format with the exception of the Programme, this is to be in pdf format.  Where forms for the Annexes are provided, only these are to be returned with your submission in the provided format.  Amended or edited versions of the forms will not be accepted.
2.1.5
When uploading tender submissions onto Highways England e-Sourcing portal upload the electronic files for each Volume into a separate Zip file.  Label each Zip file with the Package Order number and Volume number.

2.1.6
Electronic Files are to be named: Supplier Name, - the full name of the document.   For any documents which do not have provided Annex letters, i.e. the programme, it is acceptable for the letter to be omitted and to be named with the document name only.
2.1.7
Documents will be made available on the e-Sourcing portal, and includes:

· Instructions for Tenderers 
· Contract Data Part 1 & 2
· The Specification for the proposed contract 
· Method Statement
2.1.8 The Employer invites the Suppliers to participate in an e-Tendering event on Highways England e-Tendering Service (Bravo). 

2.1.9 The Supplier responds within 2 weeks (or as required by the Employer) by completing the information and submitting the documents requested. The Supplier’s proposal is to include the following information:

· Contract Data Part 2
· a methodology statement including a programme for the work and details of the resources proposed. The methodology statement must not exceed 10 of A4 paper, plus 1 side of A3 paper for the programme

2.1.10 In accordance with Clause 24 of the NEC3 Professional Services Contract, Consultants are responsible for subcontractors as if they were directly employed. The subcontractors should be agreed by Highways England before being appointed. 
2.2
Methodology Statement
2.2.1
If the submitted Methodology Statement exceeds the page limit then the tender will normally be rejected.

2.2.2
If Tenderers consider that the page limit is insufficient to provide the information required by these Instructions then a tender query should be raised.  No guarantee can be given that the page limit will be increased.
2.2.3
Tenderers are to provide a detailed Methodology Submission, which must set out the Tenderers proposals for the work to be carried out on the Package 
2.2.4
The Methodology Statement must follow the structure set out and answer the questions in line with the Methodology Submission.  To avoid duplication tenderers can use cross referencing to other sections of their methodology submission where appropriate but this must be clear. 
Tenderers should provide against each criteria within the methodology statement, specific evidence that gives confidence that the proposed methodology/ approach is likely to be delivered successfully, for example- explain and link in other project where the methodology/ approach proposed has worked well. Tenderers may also include a supporting list of relevant past projects which will sit outside the page count (as a guide about 2-3 sides of A4) but please make good use of cross referencing in the relevant methodology criteria as the list itself will not form part of the marks. 
2.2.7
The Methodology Submission must not exceed the page limit, which is 5 sheets of A4 paper (10 sides) 
2.2.8
Tenderers should ensure that their documents can be printed on both sides of each sheet and may use A3 paper in lieu of A4, but each A3 sheet will be counted as two A4 sheets.  Text must be presented in “Arial” font and be no smaller than 11 point, single-spaced with the margins set at 2.5cm.  The page limit and font size relate to the entire Methodology Statement including paper covers, title pages, drawings, diagrams, flow charts and annexes.  The pages of the Methodology Statement must be numbered.  Page numbers and other header or footer information may be included in the margin space 

3
TENDER ASSESSMENT PROCEDURE
3.1
Evaluation Method
3.1.1
The assessment of tenders will be carried out in the two stages shown below. In the first stage, the panel will judge tender submissions, based wholly on the contents of the tender submission which must therefore contain all the information which tenderers wish to be considered.  The second stage will involve the verification (validation) of the methodology submission.

3.1.2
The Methodology will be marked by a single Panel,
3.1.3
The assessors will keep in mind three key questions when reviewing submissions:

· Confidence:  Do the proposed team, organisation and proposals give reassurance that the Tenderer is likely to deliver a flexible, driven, well balanced and improving service in a sustained manner meeting the objectives of the HE? 

3.1.4
Clarifications are statements requested from Tenderers by the Procurement Officer to remove any uncertainty over the meaning of the tender.  Clarifications will be recorded in writing.  If necessary to complete their marking, the Assessment Panels will seek clarifications from the Tenderer via the Procurement Officer.  If a clarification provides information not requested by the Procurement Officer then this information will not be accepted and may lead to the rejection of a tender.
Stage 1

3.2
General

3.2.1
An equivocal tender or a tender which does not comply with the tender documents, including any tender amendments, may result in the tender being rejected. 

3.2.3
Failure to provide satisfactory response within the required timescale for tender clarifications for any aspect of the tender assessment process may result in the submission being rejected (or marks being deducted from the appropriate sections of the methodology submission).
3.3 Marking the Methodology Submission

3.3.1 Any uncertainty over the meaning of the Methodology Statement will be removed via clarifications before the Panel completes their marking.  No further requests for clarifications on the Methodology Statement will be made after the marking is completed.
3.3.2 The total methodology mark is calculated from the marks for methodology. 
3.3.3 The tender with the highest total mark will be taken forward for validation
Stage 2
3.6 Validating the Methodology Statement 
3.6.1 The Assessment Panel will review the material submitted by the highest scoring Supplier to verify the compatibility of the material in the methodology and financial submissions. The Panel may seek further clarification to enable them to understand the submission better. Highway’s England may wish to visit the supplier or to interview the key staff proposed to verify any of this information. All clarifications will be recorded in writing. 

3.6.2 Failure to provide satisfactory evidence to support any part of this aspect of the tender may result in the submission being rejected (or marks being deducted from the methodology submission) and the next highest scoring Supplier being considered if necessary.

3.7
Determining the Preferred Bidder
3.7.1
Following validation, if the total scores remain the highest, then that Tenderer becomes the Preferred Bidder.

3.7.2
a Tenderers total score has been changed, and is no longer one of the highest total scores, 
that Tenderer is replaced by the Tenderer with the next highest total score and this tender is validated. This process continues until the tender which has the highest validated total score has been identified. This Tenderer will become the Preferred Bidder.

3.7.3   Highways England Reserves the right to reject any offer which it deems to be unsustainable. The agency’s decision on whether an offer is unsustainable will be final.  

3.8
Team Confirmation
3.8.1
Following validation and before a contract is awarded Highways England will require confirmation that the team offered in the submission is available to start the project.

3.8.2
Failure to offer a compliant team may lead to the rejection of the tender.
4
TENDER AWARD 
4.1
General

4.1.1
The procurement Officer notifies the Suppliers of the results of the competition and states which submission it proposes to accept, including written feedback of the assessments.
4.1.2
If a submission is accepted, the Procurement Officer will issue an Award letter to the Supplier to undertake the work in the Package Order. 
4.1.3
The Highways England intends to award the contract but reserves the right not to proceed with any of the proposals made in response to this invitation.
4.1.4
Details of the Contract Awards will be published on the Contracts Finder.
4.1.5 Any documents not returned with the tender should be sent to the Procurement Officer Jude Hutcheson via Bravo Solution e tendering portal. 

Permanent Recruitment Agencies Procurement: 10 Questions

	Method Statements 

	1. 
	Skill set and Market understanding and compatibility

Please provide details of the range of roles you have provided suitable candidates for.  You should include data to illustrate: 
· The range of clients you have worked with particularly those in the highways / engineering  sector e.g. Network Rail, TfL, HS2
· The range of roles and skill sets you have been asked to work and volumes of roles filled
· Roles you were unable to fill and why 

· The conversion rates from CVs submitted to candidates interviewed to candidates appointed 

· Numbers of candidates who have failed to take up an offered position, and the outcome of those situations. 

We would expect you to be able to provide references from organisations you have worked with for the appropriate skill sets detailed above.

	2. 
	Response:



	3. 
	Account Management & Staffing

Please describe your typical account management structures and how they will be used to manage the Highways England Account, including:

· Details of who would manage the Highways England Account as Relationship Manager 
· Relevant experience and qualifications of key members of staff
· How individual requirements will be assigned to consultants 

· How consistency of service and understanding of Highways England will be maintained.

	4. 
	Response:



	5. 
	Working in Partnership

Please describe how you will go about building a relationship with Highways England and ensure a collaborative working partnership is formed.   

	6. 
	Response:



	7. 
	IT Systems

Please provide details of the IT systems (including e-recruitment systems) used to support the delivery of services.  Please also comment on your ability to work with an agency portal (Konetic) as the primary method of receiving requisitions for Highways England vacancies and to submit your candidates. 

	8. 
	Response:



	9. 
	Vacancy Requisition Handling
Please describe the process for managing and responding to vacancy requisitions, including who will do what, in terms of the following:

· Receiving and assigning the requisition

· Understanding the requirement
· Identifying suitable candidates
· Submitting candidates through the portal
Please provide a clear timeline you will work to in order to deliver against the specified roles. 

	10. 
	Response:



	11. 
	Brand and Market Perception

Please describe how you will ensure Highways England is promoted as an Employer of Choice, using examples of other organisations that may not have been seen immediately as a destination employer and how you have worked with candidates to sell the brand. 

	12. 
	Response:



	13. 
	Diversity & Inclusion

Please describe how you will contribute to Highways England’s aspiration to encourage applications from a diverse candidate pool, including how you will measure your success in this area.

	14. 
	Response:



	15. 
	Attraction 

Please describe your approach to attraction, including how you will make use of the following: 

· Advertising channels and which ones you will use
· Social media strategies

· Direct approach / headhunting

· Campaign specific approach 

	16. 
	Response:



	17. 
	Selection

Please describe your practices in relation to assessment and evaluation of candidate suitability for a specific role, including but not limited to:

· Checking right to work in the UK and supplying copies of documentary evidence 
· Checking for evidence of key skills and qualifications required
· Assessing cultural fit for the team and Highways England
· Identifying any development requirements

	18. 
	Response:



	19. 
	Offer and Post offers support.

What offer and post offer support will you provide? Please include reference to, but do not be limited by the following: 

· What feedback support do you provide for both successful and unsuccessful candidates?

· Support during the offer process 

· Support pre-start date for candidates 

· Support post-start date for candidates and the business

	
	Response: 




Scoring sheet for methodology 
Table 1 
	
	Does the Supplier have sufficient resources available (when required) for the proposed contract with the required training, skill and experience?
	Mark

	Weak
	The available resources are considered to have unsatisfactory levels of training, skill or experience
	1-5

	Acceptable
	Resources with an adequate level of training, skill and experience are available
	6-7

	Good
	Resources with training, skills and experience directly relevant to the proposed Work Package are available
	8-9

	Excellent
	A high level of resources are available with training, skills and experience directly relevant to the proposed Work Package together with an adequate level of backup resource in case of the need for additional or replacement key people.
	10


Permanent Recruitment Agencies Procurement Scoring: 10 Questions

	Skill set and Market understanding and compatibility

Please provide details of the range of roles you have provided suitable candidates for.  You should include data to illustrate: 
· The range of clients you have worked with particularly those in the highways / engineering  sector e.g. Network Rail, TfL, HS2
· The range of roles and skill sets you have been asked to work and volumes of roles filled
· Roles you were unable to fill and why 

· The conversion rates from CVs submitted to candidates interviewed to candidates appointed 

· Numbers of candidates who have failed to take up an offered position, and the outcome of those situations. 

We would expect you to be able to provide references from organisations you have worked with for the appropriate skill sets detailed above.
	Score

	Comment:



	Account Management & Staffing

Please describe your typical account management structures and how they will be used to manage the Highways England Account, including:

· Details of who would manage the Highways England Account as Relationship Manager 
· Relevant experience and qualifications of key members of staff
· How individual requirements will be assigned to consultants 

· How consistency of service and understanding of Highways England will be maintained.
	Score

	Comment:



	Working in Partnership

Please describe how you will go about building a relationship with Highways England and ensure a collaborative working partnership is formed.   
	Score

	Comment:



	IT Systems

Please provide details of the IT systems (including e-recruitment systems) used to support the delivery of services.  Please also comment on your ability to work with an agency portal (Konetic) as the primary method of receiving requisitions for Highways England vacancies and to submit your candidates. 
	Score

	Comment:



	Vacancy Requisition Handling
Please describe the process for managing and responding to vacancy requisitions, including who will do what, in terms of the following:

· Receiving and assigning the requisition

· Understanding the requirement
· Identifying suitable candidates
· Submitting candidates through the portal
Please provide a clear timeline you will work to in order to deliver against the specified roles. 
	Score

	Comment:



	Brand and Market Perception

Please describe how you will ensure Highways England is promoted as an Employer of Choice, using examples of other organisations that may not have been seen immediately as a destination employer and how you have worked with candidates to sell the brand. 
	Score

	Comment:



	Diversity & Inclusion

Please describe how you will contribute to Highways England’s aspiration to encourage applications from a diverse candidate pool, including how you will measure your success in this area.
	Score

	Comment:



	Attraction 

Please describe your approach to attraction, including how you will make use of the following: 

· Advertising channels and which ones you will use
· Social media strategies

· Direct approach / headhunting

· Campaign specific approach 
	Score

	Comment:



	Selection

Please describe your practices in relation to assessment and evaluation of candidate suitability for a specific role, including but not limited to:

· Checking right to work in the UK and supplying copies of documentary evidence 
· Checking for evidence of key skills and qualifications required
· Assessing cultural fit for the team and Highways England
· Identifying any development requirements
	Score

	Comment:



	Offer and Post offers support.

What offer and post offer support will you provide? Please include reference to, but do not be limited by the following: 

· What feedback support do you provide for both successful and unsuccessful candidates?

· Support during the offer process 

· Support pre-start date for candidates 

· Support post-start date for candidates and the business
	Score

	Comment:




IFT 
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