
[image: http://portal/handbook/communications/Documents/logos/DfE%20standard%20jpg.jpg]
INVITATION TO TENDER
DOCUMENT 1
Peer support for children and young people’s mental health	pilot			


[bookmark: Address][bookmark: Sal]INSTRUCTIONS AND INFORMATION ON TENDERING PROCEDURES
1	These instructions are designed to ensure that all tenders are given equal and fair consideration.  It is important therefore that you provide all the information asked for in the format and order specified.  Please contact MentalHealth.TEAM@education.gov.uk or Sarah.Carter@education.gov.uk if you have any doubts as to what is required or you have difficulty in providing the information requested.  Pre-tender negotiations are not allowed.
2	Please note that references to the 'Department' throughout these documents mean The Secretary of State for Education acting through her representatives in the Department for Education.

Contract Period
3	The contract is to be for a period of approximately twenty two months from June 2017 to March 2019.
Timetable

4	A high level expected timeline for the procurement process is set out below. This is a guide and, subject to the quantity and quality of the proposals the Department receives, it may be subject to change.

	Procurement Activity 
	Date

	Invitation to Tender launched
	Tuesday 28 March

	Deadline for email of questions about the application process 
	Thursday 13 April

	Responses to all questions published on ContractFinder 
	Friday 21 April

	Invitation to Tender closed peer.support@education.gov.uk 
	5pm, Friday 5 May

	Letters issued to unuccessful and successful organisations  
	Monday 22 May

	Contract agreed and issued
	Friday 2 June




Incomplete Tender
5	Tenders will be rejected if all the information asked for in paragraph 49 is not submitted by the ITT closing date. 
Returning Tenders
6	Responses to this Invitation to Tender must be received electronically to the mailbox: peer.support@education.gov.uk by 5pm on Friday 5 May 2017 (Please note this is a separate mailbox than the one used for enquires).


Receipt of Tenders
7	Tenders will be received up to the time and date stated.  Those received before the due date will be retained unopened until then.  It is the responsibility of the tenderer to ensure that their tender is delivered not later than the appointed time.
Acceptance of Tenders
8	By issuing this invitation the Department is not bound in any way and does not have to accept the lowest or any tender, and reserves the right to accept a portion of any tender, unless the tenderer expressly stipulates otherwise in their tender.
Queries
9	If you have any questions you would like to ask about the application process which are not already covered in this form you can email equiries to  MentalHealth.TEAM@education.gov.uk by noon Thursday 13 April. All responses will be published on Contract Finder by 5pm Friday 21 April.

We are not able to respond to individual enquiries directly as we need to ensure, as far as possible, that all applicants are able to access information at the same time. We are also not able to answer questions about the specifics of what you would like to include in your bid as again this may give an applicant an unfair advantage over other applicants.

Inducements
10	Offering an inducement of any kind in relation to obtaining this or any other contract with the Department will disqualify your tender from being considered and may constitute a criminal offence.
Confidentiality of Tenders
11	Please note the following requirements, you must not:
· Tell anyone else what your tender price is or will be, before the time limit for delivery of tenders.
· Try to obtain any information about anyone else's tender or proposed tender before the time limit for delivery of tenders.
· Make any arrangements with another organisation about whether or not they should tender, or about their or your tender price.
Failure to comply with these conditions may disqualify your tender.
Costs and Expenses
12	You will not be entitled to claim from the Department any costs or expenses which you may incur in preparing your tender whether or not your tender is successful.
Debriefing
13	Following the award of contract, debriefing will be available to unsuccessful tenderers on request.
Tender process
14	The tender process will be conducted in a manner that ensures tenders are evaluated fairly to ascertain the economically most advantageous tender.
15	Your eligibility to perform the contract will be evaluated using the criteria set out in Document 3, the Standard Supplier information and self-declarations. 
16	Your response to the tender specification, Document 2, will be evaluated using the criteria set out in Document 4. The bid process will be conducted in a manner that ensures bids are evaluated fairly to ascertain the most economically advantageous bid.  Your capability to perform the contract will be evaluated using the criteria.
17 	The responses to the ITT will be scored using the scoring scale against the evaluation criteria and weightings. The scoring table, criteria and weightings are set out in the tables below. Scores are available on a scale of 0 – 5 and, with weightings, a maximum score of 100 is available.  
18 	Scoring Scale:
	Evaluation
	Score
	Interpretation

	Excellent
	5
	Exceptional demonstration by the applicant of the relevant ability, understanding, experience, skills, resources and quality measures required to meet the criteria. 
Fully meets the requirement outlined in the specification and have confidence in the applicant’s ability to deliver the required criteria.
Appropriate evidence provided to support the response.
Satisfies the requirement in full with some recognisable additional benefits (relevant and proportionate to the scope of the contract). 

	Good              
	4
	Very Good. Sufficient evidence provided by the applicant of the relevant ability, understanding, experience, skills, resources and quality measures required to meet the criteria. 
Have confidence in the applicant’s ability to deliver the required criteria. 
Appropriate evidence provided to support the response.

	Acceptable
	3
	Satisfactory. Reasonable evidence of the appropriate ability, understanding, experience, skills, resources and quality measures required to meet the criteria in most areas, but not all. 
Consider that the applicant has the ability to deliver the required criteria
Appropriate evidence provided to support the response.

	Minor Reservations
	2
	Substandard. Some evidence of the appropriate ability, understanding, experience, skills, resources and quality measures required to meet the criteria but with important omissions. 
Not confident in the applicant’s ability to deliver the required criteria.
Insufficient evidence to support the response.

	Major Reservations
	1
	Unsatisfactory. Limited evidence of the appropriate ability, understanding, experience, skills, resources and quality measures required to meet the criteria but with major omissions. 
Considerable reservations about the applicant’s ability to deliver the required criteria.
Little or no evidence to support the response.

	Unacceptable
	0
	Does not meet the requirement. Does not comply and/or insufficient information of the appropriate ability, understanding, experience, skills, resources and quality measures required to meet the criteria.
Consider applicant unable to deliver the required criteria.  
Little or no evidence provided to support the response.



19 	Where a bid is awarded a score of 0 (Unacceptable) or 1 (Major Reservations) for any criteria the evaluation will cease at that point and the organisation will not progress any further in this exercise. 
20	Evaluation Criteria and Weightings        
	Evaluation criteria
	Weighting
	Maximum weighted score

	Project Delivery

	Organisation’s capacity to deliver the contract 
	4
	20

	Meeting Department’s specification and defining success
	5
	25

	Evidence and sustainability
	3
	15

	Collaborating with Independent Evaluation partner
	2
	10

	Project Management

	Project management and governance
	2
	10

	Operational plan
	3
	15

	Risks and Issues

	Risk and issues management
	1
	5

	Total maximum score:
	
	100



21	Scoring against the evaluation criteria represents 70% of the overall evaluation. As such, the total of the scores will be will be calculated as a proportion of 70% to provide the final evaluation score. As such, a score of 100 (the maximum marks available) would achieve a Final Evaluation Score of 70. An illustrative example is provided below:  




	Supplier
	Technical Score
	Calculation
	Final Score 


	A
	100
	(100/100 ) x 70
	70

	B
	90
	(90/100) x 70
	63

	C
	70
	(70/100) x 70
	49

	D
	55
	(55/100) x 70
	38.5









22	The financial evaluation will be based on the cost information detailed in your bid. This should: 
· include the full costs (including wage details where appropriate/available) of delivering the requirements as detailed within the specification; and
· include costings which reflect the activities, products to be delivered and milestones as set out in your Operational Plan including the dates (or periods) of delivery.
23        DfE will assess the supplier’s pricing proposal in 2 stages:
· Detailed review and clarification.  A detailed review of tenders will be conducted in order to ensure the robustness of the information submitted which underpins the pricing proposal; and
· Final Price Scoring and Ranking.  A final ranking will be produced taking in to account any adjustments made following the detailed review and clarification.
24	Financial scoring represents 30% of the overall evaluation.  The bidder with the cheapest price per full check will receive 100 marks and all other bids will be marked as a proportional variance form the top scoring bid.  The formula being used for Relative Assessment for this procurement is:
Bid Score =     (Lowest Price/bid price) x Weighting (100)
e.g. a bid that is 10% more expensive will receive 91 marks; one that is twice the price will receive 50 marks.  This score is then multiplied by 30% to give the finance mark. An illustrative example is provided below:
	Supplier
	Price 
(for example purposes only)
	Calculation
	Marks
	Final Finance Mark

	A
	110k
	n/a
	100
	30

	B
	121k
	(110/121) x 100
	91
	27

	C
	220k
	(110/220) x 100
	50
	15

	D
	300k
	(110/330) x 100
	33
	10



25	The final evaluation and financial scores will be added together to provide the overall score. 
Purchasing Strategy
26	The Department’s purchasing strategy is designed to promote fair and open competition, and constructive co-operation between the Department and suppliers.
Freedom Of Information
27	The Department is committed to open government and to meeting their responsibilities under the Freedom of Information Act 2000. Accordingly, all information submitted to the department may need to be disclosed in response to a request under the Act.  If you consider that any of the information included in your tender is commercially sensitive, please identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. You should be aware that, even where you have indicated that information is commercially sensitive, we may still be required to disclose it under the Act if a request is received. Please also note that the receipt of any material marked ‘confidential’ or equivalent by the department should not be taken to mean that we accept any duty of confidence by virtue of that marking. If a request is received, we may also be required to disclose details of unsuccessful tenders.
Publication of Contract
28	Under the Government’s Transparency requirements we are obliged to publish the contract between the Department and the successful tenderer(s) in full.  The successful tenderer(s) should identify any information regarded as commercially sensitive and explain (in broad terms) what harm may result from disclosure and the time period applicable to that sensitivity.  You should be aware that, even where you have indicated that information is commercially sensitive, we may still be required to disclose it if the public interest in disclosure outweighs withholding the information.  Please see Procurement Policy Note 13/15 which contains further information on the general transparency principles that require public procurers proactively to disclose contract and related information that may previously have been withheld on grounds of commercial confidentiality 
Information Sharing Across Government
29	All Central Government Departments and their Executive Agencies and Non Departmental Public Bodies are subject to control and reporting within Government. In particular, they report to the Cabinet Office and HM Treasury for all expenditure. Further, the Cabinet Office has a cross-Government role delivering overall Government policy on public procurement - including ensuring value for money and related aspects of good procurement practice. 
30	For these purposes, the Department may disclose within Government any of the Contractor's documentation/information (including any that the Contractor considers to be confidential and/or commercially sensitive such as specific bid information) submitted by the Contractor to the Department during this Procurement. The information will not be disclosed outside Government. Contractors taking part in this competition consent to these terms as part of the competition process.”


Cyber Essentials Scheme 
31	The Government has introduced its new Cyber Essentials Scheme in consultation with industry to mitigate the risk from common internet based threats.
32	From 1st October 2014, it is mandatory for new Central Government contracts, which feature characteristics involving the handling of personal data and ICT systems designed to store or process data at the OFFICIAL level of the Government Security Classifications scheme  to comply with Cyber Essentials requirements.
33	All potential tenderers for Central Government contracts, featuring the above characteristics, should make themselves aware of Cyber Essentials and the requirements for the appropriate level of certification “or equivalent”.  
34	As this requirement features the above characteristics, you are required to demonstrate in your tender response that:
· Your organisation has Cyber Essentials certification; or
· Your organisation will be able to secure Cyber Essentials certification prior to contract award; or
· Your organisation has equivalent evidence to support that you have appropriate technical and organisational measures to mitigate the risk from common internet based threats in respect to the following five technical areas:
a) Boundary firewalls and internet gateways - these are devices designed to prevent unauthorised access to or from private networks, but good setup of these devices either in hardware or software form is important for them to be fully effective. 
b) Secure configuration – ensuring that systems are configured in the most secure way for the needs of the organisation 
c) Access control – Ensuring only those who should have access to systems to have access and at the appropriate level. 
d) Malware protection – ensuring that virus and malware protection is installed and is up to date 
e) Patch management – ensuring the latest supported version of applications is used and all the necessary patches supplied by the vendor have been applied.
Any equivalent evidence must be verified by a technically competent and independent third party.
35	The successful tenderer will be required to provide evidence of Cyber Essentials certification “or equivalent” (i.e. demonstrate they meet the five technical areas the Cyber Essentials Scheme covers) prior to contract award.
36	The successful tenderer will be required to secure and provide evidence of Cyber Essentials re-certification “or equivalent” (i.e. demonstrate they meet the five technical areas) on an annual basis.
37	Details of certification bodies are available at:www.cyberstreetwise.com/cyberessentials
Data Security Standards
38	For contracts which require the holding or processing of either personal data and/or OFFICIAL data the successful contractor will need to assure the Department that they can comply with the Department’s security standards.  
39	Departmental security standards are listed as contract clauses in Annex A.
Government Security Classifications
40	On 2nd April 2014 the Government introduced a Government Security Classifications (GSC) classification scheme to replace the previous Protective Marking System (GPMS). A key aspect of this is the reduction in the number of security classifications used. All potential suppliers are encouraged to make themselves aware of the changes and identify any potential impacts in their Tender, as the protective marking and applicable protection of any material passed to, or generated by, you during the tender process or pursuant to any Contract awarded to you as a result of this tender process will be subject to the new GSC. The link below to the Gov.uk website provides information on the GSC: 
https://www.gov.uk/government/publications/government-security-classifications
The Department reserves the right to amend any security related term or condition of the draft contract accompanying this ITT to reflect any changes introduced by the GSC.
Prompt Payment Policy
41	Government’s aim is to pay all correctly submitted invoices within 5 days of receipt and we are 100% committed to paying correctly submitted invoices within 30 days of receipt from the day of physical or electronic arrival at the nominated address of the Department.
42	The payment period will be deemed to have started when a correctly submitted invoice reaches the nominated address.  Contractors can assume receipt to be two days after mailing (by first class post). The thirty day “clock” therefore commences two days after mailing first class. 
43	A correct invoice is one that is:
· delivered in timing in accordance with the contract; 
· that is for the correct sum; 
· In respect of goods / services supplied or delivered to the required quality (or are expected to be at the required quality); 
· include the date, supplier name, contact details and bank details;
· which quote the relevant purchase order / contract reference;
· which has been delivered to the nominated address.

44	Any correctly submitted invoices that are not paid within 30 days will be subject to the provisions of the Late Payment of Commercial Debt (Interest) Act 1998.
Sub-contracting to Small and Medium Enterprises (SMEs)
45	DfE is committed to removing barriers to SME participation in its contracts, and would like to also actively encourage its larger suppliers to make their sub-contacts accessible to smaller companies and implement SME-friendly policies in their supply-chains.  This can be achieved by advertising subcontracting opportunities on Contracts Finder and implementing the principles of the SME and Growth Agenda in your own organisation.   

46	To help us measure the volume of business we do with SMEs, we will be asking DFE suppliers to provide us with information about the size of your own organisation and those in your supply chain.   We will ask about volumes of business that will flow from this contract down your supply chains, and ask you to quantify that for us.   This data will help us contribute towards Government targets on the use of SMEs. We may also publish success stories and examples of good practice on our website

Tender Period
47	Due to the evaluation process the Department requires tenders to remain valid for a period of four months.
Basis of the Contract
48	The specification in Document 2, and the terms and conditions in Annex A will form the basis of the contract between the successful tenderer and the Secretary of State for Education.
Format of Bids
49	Tenderers should ensule that their bids include the following completed documents: 
1) Standard Supplier information and self-declarations, including references and experience (Document 3)
2) Completed Document 4 which details how you will meet the evaluation criteria: 
i. [bookmark: _GoBack]Organisation’s capacity to deliver the contract 
ii. Meeting Department’s specification and defining success
iii. Evidence and sustainability
iv. Collaborating with the Independent Evaluation partner
v. Project management and governance
vi. Operational plan
vii. Risk and issues management 
3) Detailed costings breakdown. Your costings breakdown should be in a format consisten with that at Schedule 2 in Annex A (Terms and Conditions)
Conclusions
50	Whilst every endeavour has been made to give tenderers an accurate description of the Department's requirement, tenderers should make their own assessment about the methods and resources needed to meet those requirements.
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