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Learning and Development 

Forestry Commission 

Bank House
Coleford

Glos

GL16 8AB
Tel 0300 067 4144
rachel.kelly@forestry.gsi.gov.uk
Development Adviser
16th November 2015

Dear Sirs 
INVITATION TO TENDER FOR THE DEVELOPMENT OF A BESPOKE LEADERSHIP MODEL FOR FOREST ENTERPRISE ENGLAND 2016
REF NO: HR/2016/001
You are invited to submit a written tender for the supply of the above to the Forest Enterprise England.  Please refer any enquires regarding this invitation to: 

Rachel Kelly

Development Adviser
Learning and Development 

Forestry Commission 

Bank House
Coleford 

England
Tel: 0300 067 4144
Mob: 07825174276
Email: rachel.kelly@forestry.gsi.gov.uk
Your completed tender must be emailed to: admin.l&d@forestry.gsi.gov.uk marked ‘FEE+ leadership model - Not to be opened until 12 noon Monday 14th December 2015’. Please send hard copies to Rachel Kelly at the address above.
Please mark the subject area with ‘FEE+ leadership model - Not to be opened until 12 noon Monday 14th December 2015’.
We will keep tenders that we receive earlier and not open them until after the deadline.  We will not consider any tender received after the deadline.  Please be aware that we may copy your documents, but only for our own use.
Please send all enquiries by email or in writing, by the deadline stated in the tender timetable, quoting the contract reference number stated above.  If we consider any question or request for clarification is relevant to all interested parties, we will circulate both the query and the response to all potential tenderers, although your identity will remain confidential. The last date that questions can be submitted is the 7th December, 2015.
All tenders will be evaluated objectively as detailed in the Evaluation Matrix within this ITT document.
You must follow these instructions:  
i. Any contract concluded as a result of this ITT shall be governed by English Law and the Forestry Commission’s Standard Terms and Conditions of Contract http://www.forestry.gov.uk/pdf/ConsultancyContractSchedule1.pdf/$FILE/ConsultancyContractSchedule1.pdf and any additional terms specified as attached to this ITT, will apply.  Your terms will not apply.
ii. You must accept our terms and conditions as follows: Forestry Commission Standard Terms and Conditions  
iii. Your tender and all accompanying documents are to be in English.
iv. All prices must be in sterling and exclusive of VAT. 
v. Costs remain the responsibility of those submitting a tender.
vi. We will not return any part of the documents forming your tender.
vii. We reserve the right to cancel or withdraw from the process at any stage.
viii. We do not undertake to accept the lowest priced tender, or part, or all of any tender.
ix. All information supplied to you by us must be treated in confidence and not disclosed to third parties.
x. All details of your tender, including prices and rates, must be valid for our acceptance for a period of 90 days.
xi. Once we have awarded the contract, we will not accept any additional costs incurred which are not reflected in your tender.
xii. Offering an inducement of any kind for obtaining this or any other contract with us will disqualify your tender and may constitute a criminal offence.
xiii. You do not need to provide supporting documents, certificates, statements or policies with your tender unless specifically requested to do so.  However, we may ask you for these later.  You may also be asked to clarify your answers or provide more details. 
xiv. Your organisation will only be evaluated based on the information in your tender.  Please do not send any information that is general company or promotional literature, as this will not form part of our evaluation. Any additional documents you provide must refer to a question within the ITT and be easily identifiable as the answer.
xv. We have not asked for financial details in this document; however we reserve the right to carry out checks if we think it is necessary. 
Yours faithfully 
Rachel Kelly
Development Adviser
Learning & Development
Forestry Commission

Bank House
Coleford 


Gloucestershire

1. ITT Timetable and Associated Stages 
Set out below is the proposed procurement timetable.  This is intended as a guide, and, while we do not intend to depart from the timetable, we reserve the right to do so.

	Stages


	Dates

	Closing Date and Time for further queries
	7th December, 2015

	ITT returned to Forestry Commission by
	14th December 2015

	Tender panel review meeting and invitation to selected bidders for presentation 21st December
	17th December 2015

	Presentation of product to tender panel

	21st December 2015

	Award decision: all successful and unsuccessful bidders notified of outcome
	22nd  December 2015

	Expected Start Date


	Week commencing 4th January 2016


2. Statement of our Requirements

	We will award the contract to develop a bespoke leadership model (knowledge, skills and behaviours) that will be used across all levels of Forest Enterprise England (FEE). It will be developed with input from a cross section of staff to be presented in a simple and easy to understand format from board level to most junior member of staff. 
It is likely also to be used for a range of purposes including recruitment, performance management, development of learning and development plans and succession planning. 

Our intention is to award this contract from week beginning 4th January 2016 for a period of 4 months.
Contract Description/Requirement
1.0 Overview 

The Forestry Commission is a government department responsible for the protection and expansion of forests and woodlands in England and Scotland.  Funding for our activities comes from Westminster and the Scottish parliament; however this contract is specifically for Forest Enterprise England (FEE). We are a complex organisation covering a variety of functions. FEE staff number approximately 700 (see appendix 1 – The Strategic Plan for the Public Forest Estate in England).

FEE is in the process of becoming more autonomous within the Forestry Commission and has launched a new programme called Releasing our Potential (see appendix 2) which identifies how we will change to build on the achievements and make the most of opportunities ahead. The name of the change programme is called FEE+.
Our focus is on these three areas of work:

· Clear purpose

· Value for money

· Customers

Part of this is a refocus on leadership behaviours to grow strong leaders across all levels and across all functions. 
We estimate that the cost of this contract will be £20k (Excl VAT).

2.0    Introduction

This exercise is designed to identify a supplier who meets our requirements and demonstrates quality and value for money. Those that demonstrate this in their bid will be invited to meet a selection panel to present their product.  

The supplier will work closely with the HRBP and Rachel Kelly, Development Advisor, who will be your main contact during the tender process and contract delivery. 
This procurement exercise requires you to set out your bid by referring to the scope and quality requirements.  These will be the criteria that we use to score and compare the various bids, it is also important that you complete our costing table, to enable us to compare bids like for like. 

3.0 Background 

In the Forestry Commission we have our own set of competencies aligned to the Civil Service Competency Framework augmented by the Civil Service Leadership Statement. 

However, to meet the future requirements of Releasing our Potential, we have a specific action to ‘grow leaders including decision making skills at all levels in the organisation’.

The task is to ‘invest in creating a new corporate leadership workshop programme open to all FEE staff’ therefore we need to establish what these leadership behaviours need to be.
During September and October this year the England HRBP secured approval from the FEE Executive team and the FEE Leadership Group to progress the new leadership concept (see appendix 3).
4.0 Requirements 

4.1 The leadership model should include: a description of knowledge, skills and behaviours required at all levels. It needs to make reference to the FC values and competencies and the Civil Service Leadership Statement. It should also reflect current best practice leadership approaches where the fit is appropriate. 
4.2 We require a project plan as part of the tender.

4.3 We require the supplier to engage with staff at all levels in FEE to develop this model to ensure that the language is recognised and understood by all staff. The tender should specify how this will be achieved.

4.4 A further requirement is that the supplier should identify how best to communicate the model to ensure that staff fully understand how to use the model for their development and progression in line with the Releasing our Potential brand.
It is expected that the supplier will present the proposals to the FEE Executive Board to obtain approval on sign off the model to be implemented. Please note the implementation of the model is not part of this contract.  

4.5 Project Team

The FC requires one named person to project manage this piece of work and would like to view CVs/qualifications of this person and any other team members.  We would expect them to demonstrate occupational competence in areas that includes leadership development, leadership behavioural models and staff engagement. 
We are looking for previous experience of achieving similar projects working at Executive Board levels and project managing these projects. Please provide reference contact details at appropriate section. 

5.0 Time Table

· Launch project on week commencing 4th January 2016
· Research and data collection by 29th February 2016
· Design and consolidate model design by 31st March 2016
· Present proposal, model and draft communication plan to FEE Executive Board 25thApril 2016.
· Final update and sign off by 11th May 2016
· Close project on 12th May 2016
· Purchase order number will be raised on appointment of the successful supplier. 

· Please state a total cost at the end of the proposal document (including any project management costs or site visits) the FC will not meet any unspecified costs.

· All costs must be exclusive of VAT.

· Any travel, accommodation costs etc will be included in the total cost for the provision of this service.



3. Evaluation Matrix

Note – failure of any of the ‘Pass/Fail’ sections or modules will constitute an overall Fail of your bid.
	Section/Module
	Title
	Weighting
	Agreed Marking Criteria

	1
	Organisation, Contact Details and Insurance Requirements
	Mandatory 


	Completion of this Section is mandatory. We may confirm company identity and basic details with external bodies.



	2

	Please provide evidence of fulfilling similar contracts with three other organisations. One of these will act as a reference for the successful bidder. 
	PASS/FAIL

	

	3

	Specific Award Questions

Please indicate whether you can deliver each requirement 4.1 – 4.4 and what previous experience you have for each requirement.
You should also provide an explanation of your proposed approach to this project.  Your answer should incorporate a project plan identifying timescales and steps.
4.5 Project Team – please provide CVs for your team and describe previous experience and any other relevant information relating to meeting our requirements 
Explain the capacity you have to meet our requirements and deadlines.

	Weight %

50%
10%

	The following evaluation system will be applied.  Please note that any responses that score 0 or 1 will result in your tender being rejected 

0 – No response or totally inadequate response

No response or an inadequate response

1 – Major Reservations/Constraints

The response simply states that the bidder can meet some of the requirements set out in the question or statement of requirements, but have not given information or detail on how they will do this.

2 – Some Reservations/Constraints

Bidder has provided some information about how they propose to meet most of the requirements as set out in the question or statement of requirements.  There is some doubt in their ability to consistently meet the full range of requirements.

3 – Fully Compliant

Bidder has provided detailed information covering all elements of the question, detailing how they propose to meet all the requirements as set out in the question or statement of requirements.  This gives full confidence in their ability to consistently meet the full range of our requirements. 

4 – Exceeds Requirements

Bidder meets the required standard in all respects and exceeds some or all of the major requirements, which in turn leads to added value within the contract


	4

	Pricing Schedule


	40%
	A weighted average based pricing model will be used to allocate scores against price.  This involves calculating the weighted average price and then allocating scores in proportion to this weighted average.   


1. Organisation Details

	Organisation Details 

	
	Question
	Your Answer

	1.1
	Full name of organisation tendering (or of organisation acting as lead contact where a consortium bid is being submitted).
	   

	1.2
	Registered office address.

	

	
	Main contact for this contract

Name

Address (if different from registered office)

Email

Phone

Mobile
	

	1.3
	Company or charity registration number.
	   

	1.4
	VAT Registration number. 
	   

	1.5
	Type of organisation 
	i) a public limited company
	

	
	
	ii) a limited company
	

	
	
	iii) a limited liability partnership
	

	
	
	iv) other partnership
	

	
	
	v) sole trader
	

	
	
	vi) other (please specify)
	

	1.6
	Total number of employees employed by your organisation.  (Including Directors, Partners, Apprentices, Trainees etc.)

	   

	1.7
	Length of time your business has been operating.
	   

	1.8
	Please state whether there is any potential conflict of interest in relation to this contract, for example if any of those involved with the contract share private interests with anyone within the FC.  Examples include membership of societies, clubs and other organisations, and family.
	No
	Yes

	
	
	
	   

	
	
	If you have answered “YES” please give details:


	1.9
	Do you intend to deliver this contract through your own organisation, using sub-contractors or as part of a consortium?
	   

	Further to 1.9 above, if you intend to use sub-contractor’s or are bidding as part of a consortium, you must indicate in a separate annex (by inserting the relevant company or organisation name) the composition of the supply chain, indicating which member of the supply chain (which may include the potential provider solely or together with other providers) will be responsible for the elements of the requirement.

	                                                      

	Note: if your organisation has less than 5 employees, the Forestry Commission still requires confirmation you have a written Health and Safety Policy.

	

	Insurance Policy
	Indemnity Value (£)
	Yes
	No
	Will secure if successful

	Employers Liability (This is a legal requirement.  There are a small number of exceptions.  Please refer to HSE Guidance HSE 40 Employers Liability Compulsory Insurance Act 1969)
	Min £5m per claim


	
	
	

	Public Liability
	Min <£5m per claim
	
	
	

	Professional Indemnity Insurance 
	Min £1m per claim
	
	
	


2. Gateway Question

	
	Question
	Pass/Fail

	2a.
	Please provide evidence of fulfilling similar contracts with three other organisations. One of these will act as a reference for the successful bidder.
	


3. Specific Award Questions

As part of your quote please provide written responses to the following questions in no more than six A4 pages in total.
	
	Question
	Weight %

	3a.
	4.1 – 4.4
Please indicate in the method statement how you intend to deliver each requirement outlined within this project. Your answer should incorporate a project plan identifying timescales and steps.
	50%

	3b
	4.5 Project Team – please provide CVs for your team and describe previous experience and any other relevant information relating to meeting our requirements at 4.1 & 4.4
What capacity do you have to meet our requirements and deadlines?

	10%


4. Pricing 40% Weight
Please provide details of pricing in the schedule provided below. It is our intention to have a fixed price contract for the price that you have submitted including travel and subsistence. We will evaluate the total price submitted
	Ref
	Description


	Price (£)

	4.1
	Leadership model
	

	
	Design, data collection and research of the project


	

	4.2
	Creation of the model
	

	
	Design and production of the FEE+ leadership model
	

	4.3
	Methods of communication to the wider organisation
	

	4.3.1
	Tools for the organisation to bring the model alive.


	

	
	TOTAL (excl VAT)
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