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INSTRUCTIONS AND INFORMATION ON TENDERING PROCEDURES

1. General Information

1.1.

1.2.

1.3.

1.4.

15.

1.6.

1.7.

This call-off has been developed in line with Schedule F3 (Call-Off Procedure and
Award Criteria) (“Call-Off Procedure”) of the DWP Test and Learn DPS
(Project_20559) (“Test and Learn DPS”).

Please note that, unless otherwise indicated, references to the "Buyer" and the
“Authority” throughout this invitation to tender (comprising these Instructions to
Suppliers (“Instructions) and their Annexes) (the “ITT”) mean the Secretary of State for
Work and Pensions acting through his/her representatives in the Department for Work
and Pensions and references to “Supplier” means any person identified in an award
form for the Test and Learn DPS and responding or, where the context requires,
potentially responding to this ITT.

These Instructions, together with the specification provided to accompany this ITT
(“Specification”) and all other information and documents to which they refer, are
designed to ensure that all Suppliers are given equal and fair consideration. It is
important, therefore, that each Supplier responding to the ITT provides all the
information asked for in the format and order specified.

This document contains the information and instructions Suppliers need to submit a
completed tender in response to the ITT (“Tender”), for example:

e Information regarding the Call-Off Procedure, such as the timetable, specific
conditions of contract for the contract(s) to be awarded pursuant to this Call-Off
Procedure, as set out in the Order Form (“Call-Off Contract”), evaluation process
and award/evaluation criteria;

e How to submit questions and requests for clarification;
e Instructions explaining how to complete and submit a Tender.

Please read the information and instructions carefully because non-compliance with
these Instructions may result in disqualification of your Tender from this Call-Off
Procedure.

Administration of the Call-Off Procedure

The Buyer will be administering the Call-Off Procedure electronically via the DWP e-
Procurement Solution (ePS) portal. No hard copy documents will be issued and alll
communications with the Buyer (including final submission of Tenders) will be
conducted via the ePS Portal.

To ensure all communications relating to this Call-Off Procedure are received,
Suppliers must ensure that the point of contact it nominates in the ePS Portal is
accurate at all times. Access to the Portal is available twenty-four (24) hours a day,
seven (7) days a week, and three-hundred and sixty-five (365) days a year anywhere
in the world via the internet unless there are technical issues with the portal that the
Buyer is aware of and issued a message regarding any technical problems otherwise
by the Buyer via the ePS portal.
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1.8.

1.9.

1.10.

1.11.

Support available to help you to understand and use the ePS portal includes:

¢ Freephone helpdesk (0800 069 8630), available Mon-Fri 8am to 6pm (UK time in
English language only);

e Help guides;

e or by emailing: help@bravosolution.co.uk

Suppliers must ensure that their ePS registration directly relates to the part of the
supplier organisation that submits the Tender and will enter into the Call-Off Contract if
successful (i.e. some larger Suppliers may have several subsidiaries, so registration
needs to apply to that part of organisation responsible for this particular Call-Off
Contract).

Suppliers must ensure where they are bidding as the lead contact for a group of
economic operators that this is reflected in their ePS registration.

Where a Special Purpose Vehicle (SPV)/ group of economic operators is formed to
submit a Tender, this must only be submitted by and in the name of the Supplier
chosen as the “Lead” Supplier for that SPV.

2. Conditions Applying to this Tender

2.1.

2.2.

2.3.

Buyer’'s Terms and Conditions

The Call-Off Contract awarded under this Call-Off Procedure will be on the basis of
the terms and conditions set out within or incorporated into the order form which forms
part of the Call-Off Contract, as amended by the Buyer for the purposes of this Call-
Off Procedure as issued with the Peer Mentoring ITT on 1 November 2022 (“Call-Off
Order Form”). Suppliers are not permitted to submit their own terms and conditions,
whether standard or otherwise and no amendments to the Call-Off Contract will be
considered.

Costs and Expenses

Suppliers will not be entitled to claim from the Buyer any costs or expenses which may
be incurred in preparing and/or submitting their Tender.

This applies whether or not the Supplier is successful and also applies to any
additional cost a Supplier may incur if the Buyer modifies or amends its requirements
or if the Buyer cancels this procurement for whatever reason.

Confidentiality

All information supplied by the Buyer to Suppliers must be treated in confidence and
not disclosed to third parties other than is necessary to obtain sureties or quotations
for the purpose of the Supplier submitting its Tender. All information supplied by
Suppliers to the Buyer will similarly be treated in confidence except:

. for the disclosure of such information with regard to the outcome of the
procurement process as may be required to be published in accordance with the
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2.4.

2.5.

2.6.

2.7.

requirements of UK government policy on the disclosure of information relating to
government contracts.

. that as part of the debriefing process we will inform any unsuccessful Supplier
whose Tender has been evaluated of the characteristics and relative advantages
of the successful Tender(s), as well as, where appropriate, the qualitative
evaluation score(s) achieved by and name(s) of the successful Supplier(s);

. in pursuance of the Buyer’s obligations under the Freedom of Information Act
2000 or any other legal requirement.

. that references may be sought from banks, existing or past clients, or other
referees submitted by the Supplier.

Amendments to the Call-Off Procedure or documentation by the Buyer

The Buyer reserves the right to vary the ITT documentation (including these
Instructions, the ITT, the Specification and/or the Call-Off Contract) at any time prior to
the deadline for receipt of Tenders. Any such amendment will be numbered, dated
and issued by the Buyer via the ePS portal. Depending on the nature of the
amendments and whether the amendments are significant, the Buyer may at its
discretion extend the deadline for receipt of Tenders.

The Buyer reserves the right to discontinue the procurement process at any time and
not to award a contract.

Previous or current contracts with the Buyer

Suppliers who currently undertake, or have previously undertaken, work for the Buyer
should note that the Tender will be evaluated purely on their response to this ITT. The
Buyer’s prior knowledge or experience of Suppliers will not form part of the evaluation.

Inducements

Offering an inducement of any kind in relation to obtaining this Call-Off Contract or any
other contract with the Buyer will disqualify your Tender from being considered and
may constitute a criminal offence.

Conflicts of Interest

Suppliers are responsible for ensuring that there are no conflicts of interest between,
on the one hand, the Supplier and/or the members of the Supplier's Team and, on the
other hand, the Buyer. The concept of a conflict of interest includes any situation
where Supplier personnel have, directly or indirectly, a financial, economic or other
personal interest which might be perceived to compromise their impartiality and
independence in the context of this Call-Off Procedure.

Each Supplier must notify the Buyer of any actual or potential conflict of interest that
may be relevant to this Call-Off Procedure and/or the submission or evaluation or any
tender as soon as reasonably practicable after it becomes aware of such a conflict.
Failure to declare such conflicts and/or failure to address such conflicts to the
reasonable satisfaction of the Buyer may result in the Supplier and/or members of the
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2.8.

2.9.

Supplier's Personnel being excluded from further participation in the Call-Off
Procedure.

Each Supplier must ensure that, in the event that any member of the Supplier’s
Personnel is also involved or potentially involved in a competing Tender, appropriate
arrangements are put in place to mitigate the risk of distortion to the fairness of the
competition and/or of collusion between Suppliers. In the event that the Buyer
considers that adequate arrangements have not been put in place, the Buyer reserves
the right to exclude any affected Supplier from further participation in the Call-Off
Procedure, particularly if it considers the integrity of the Call-Off Procedure is
compromised by a conflict of interest.

Non-Collusion

Any Supplier or member of the Supplier's team (including all directors, officers,
employees, agents, consultants and contractors of the Supplier and/or of any sub-
contractor or potential sub-contractor) (“Supplier’s Team”) who, in connection with this
Call-Off Procedure and without obtaining the prior written consent of the Buyer:

o fixes or adjusts the amount of its Tender by or in accordance with any
agreement or arrangement with any other person (other than a member of
the Supplier's Team acting in that capacity).

e enters into any agreement or arrangement with any other person (other than
a member of the Supplier's Team acting in that capacity) that it shall refrain
from making a Tender or as to the amount of any Tender to be submitted.

e causes or induces any person to enter such agreement as mentioned within
paragraphs 2.8. or to inform the Supplier or a member of the Supplier's Team
of the approximate amount of a rival Tender or offers any inducement, fee or
reward to any servant or agent of the Buyer or any person acting as an
advisor to the Buyer in connection with the Call-Off Procedure or does
anything which would constitute a breach of the Prevention of Corruption Act
1889 to 1916.

e offers or agrees to pay or give any sum of money, inducement or valuable
consideration directly or indirectly to any person for doing or having done or
causing or having caused to be done in relation to any other Tender or
proposed Tender any act or omissions; or

communicates to any person other than the Buyer or a member of the Supplier's
Team the amount or approximate amount of its Tender (except where such
disclosures are made in confidence to obtain quotations necessary for the preparing
of the Tender), will be disqualified (in either case without prejudice to any other civil
remedies available to the Buyer and without prejudice to any criminal liability which
such conduct by a supplier or member of the Supplier's Team may attract).

Freedom of Information Act - (ITT Technical Envelope & Annex Q) and other legal
requirements for disclosure.

The Buyer is committed to open government and to meeting its legal responsibilities
under the Freedom of Information Act 2000 ("FOIA") and the Environmental
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Information Regulations 2004 ("EIRs"). All information submitted to the Buyer may
need to be disclosed by the Buyer in response to a request under FOIA, the EIRs
and/or in relation to any other legal requirement. 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, the Buyer may be required to disclose it under the terms of
FOIA, the EIRs or any other legal requirement, if a request for disclosure is received
by the Buyer. Please note that the receipt of material marked ‘confidential’ or
equivalent by the Buyer should not be taken to mean that the Buyer accepts any duty
of confidence by virtue of that marking. If a request is received, the Buyer may also
be required to disclose details to unsuccessful Suppliers.

Purpose and Background

(a) The purpose of this Call-Off Procedure is to award Call-Off Contract(s) to deliver a
peer mentoring trial in England, Scotland, and North Wales, targeted at individuals
with a drug or alcohol dependency (the “Peer Mentoring Trial”). Call-Off Contracts
for eight individual Contract Package Areas (“CPASs”) will be let as separate Lots to
provide the required number of peer mentors within the specified Jobcentre Plus
Districts (Annex B within the Specification sets out these locations and their
allocated FTE). The CPAs for the Lots under the Call-Off Procedure will be in line
with the geographic areas set out in Annex 5 (Central England, London and the
Home Counties, North East England, North West England, Southern England,
Wales, Scotland) of the Test and Learn DPS (“Geographic Areas”). Suppliers may
only submit a Tender for a Call-Off Contract for the Geographic Area(s) to which the
Supplier has been appointed under the Test and Learn DPS as at 12 noon on the
date on which these Instructions are first made available to Suppliers.

Dame Carol Black’s independent review of the impact of employment outcomes on
drug and alcohol addiction (2016) highlighted that, alongside treatment, meaningful
activity (including employment) makes an important contribution to sustaining recovery
from a substance dependency. Peer mentoring, using lived experience to support and
inspire an individual, can help address these issues.
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4.1.

5.2.

5.3.

Procurement Timetable

Set out below is the anticipated procurement timetable. This is provided as a guide
and, whilst the Buyer does not intend to depart significantly from it, there may be

occasions where the timetable will be subject to change.

Activity Date
Publication of the ITT to all Suppliers. The ITT continues to be 1 Nov 22
available to download from Jaggaer DWP e-procurement Solution
(including Terms and Conditions within the Call-Off Order Form)
Q&A period opens for Supplier questions 1 Nov 22
Q&A period closes for Supplier questions 12 Nov 22
Final Q&A Log published 15 Nov 22
Tender submission deadline @10:00am 21 Nov 22
Tender evaluation period 21 Nov 22 —
1 Dec 22
Internal Governance 2 Dec 22 —
15 Dec 22
Successful/Unsuccessful Letters and Order Forms Issued 19 Dec 22
Voluntary Standstill Period 20 Dec 22 —
5Jan 23
Internal Governance 12 Jan 22
Issue Call-Off Order Form to successful Supplier(s) for signature 12 Jan 22
Signed Call-Off Order Form received from Supplier(s) 16 Jan 22
Call-Off Order Form signed by the Buyer 16 Jan 23

Deadline for Submission of Tenders

All Tenders must be received by the Buyer by the Tender submission deadline of

10:00 a.m. 215t November 2022 (see procurement timetable).

To ensure that all Suppliers are treated fairly tenders received after the Tender
submission deadline may be rejected by the Buyer. Any cases of late submission will
be considered individually by the Buyer on the basis of evidence available prior to a
decision being made as to whether or not the ITT should be accepted. For the

avoidance of doubt the Buyer reserves the right at its absolute discretion to reject the

entire Tender.

A Supplier may choose not to submit a Tender. It would be useful to the Buyer if
Suppliers can advise us in advance that they will not be submitting a Tender and, if

possible, the reasons behind their decision.
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6. Tender Submission Process (DWP e-Procurement Solution)

Background

6.1.

The ePS portal relies on the completion of three envelopes which will contain all of the
information the Buyer requires to enable full evaluation to take place. All information
should be uploaded as per instructions into the relevant envelopes on the ePS portal:

e Qualification Envelope — Is used for gathering information to qualify Tenders for
further evaluation;

e Technical Envelope — Is used for gathering information to allow for full evaluation
of the technical side of the Tender;

e Commercial Envelope — Is used to gather the price elements of the Tender
(“Pricing Proposal”).

Tender Completion

6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

The information or text contained within the ITT (including its Annexes) and your
response, any amendments to the ITT and any exchange of correspondence or
information between the Buyer and Suppliers may be incorporated, whether by
reference or otherwise, into any subsequent Call-Off Contract that the Buyer and the
successful Suppliers may enter into as a result of this Call-Off Procedure.

To participate in this Call-Off Procedure, Suppliers are required to submit a fully
compliant Tender for the Lot(s) they are applying for and must answer all questions
accurately and concisely as possible. Only information provided in response to the
ITT will be evaluated. To ensure equality of treatment of all suppliers the Buyer
reserves the right to reject any non-compliant Tender.

Suppliers should answer all questions using the templates provided, presenting them
in the same sequence and using the same references. Please ensure all answers are
self-contained with no cross-referencing. Only information entered into the
appropriate answer boxes (which may be extended as necessary but should not
exceed the applicable page count) or in additional documents supplied as requested
will be taken into consideration for the purposes of evaluating the Tender.

Responses must not exceed the pre-set margins and space allocation. Any response
in excess of these allocations will be disregarded and will not be evaluated.

Therefore, bullets, tables, graphs and charts in support of your responses are alll
permitted. Responses must be presented using Arial font size 12 (English Language
and black typeface) and single line spacing, including instances where information
may be tabulated as part of the response. The only exception permitted to the font
size is for legible illustrative screen shots, graphs and charts, which should be
presented within the allocated page limit for the question they are relevant to and must
not be embedded separately as this information will be disregarded.

Tenders must be completed using Microsoft Word and MS Excel format. Files
submitted in Microsoft Project format and PDF will not be accepted except where
stated below at paragraph 7.31.
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6.8.
6.9.

All acronyms and abbreviations, if used, must be fully explained.

Where a YES, NO or Not Applicable response is required, please click the appropriate
YES, NO or Not Applicable statement on the drop-down options bar.

Tender Submission Procedure

6.10.

6.11.

6.12.

6.13.

6.14.

6.15.

6.16.

The ITT and any attachments have been specifically designed to be compatible with
DWP e-tendering and e-evaluation requirements and must not, under any
circumstance, be altered.

All Tenders must be submitted to the Buyer using the ePS Portal. Tenders submitted
by any other means will not be accepted.

A Tender may be completed and submitted at any time before the Tender submission
deadline using the ePS Portal. Instructions explaining how to submit and complete
the Tender to the Buyer are located within the ePS Portal.

The Supplier is responsible for ensuring that its Tender has been successfully
completed and all information uploaded to the ePS Portal prior to the Tender
submission deadline.

Please allow sufficient time to submit your Tender, it is recommended that the
Supplier allows time for a final check to be undertaken prior to the submission
deadline. It will not be possible for you to upload any further information after the
Tender submission deadline. IT problems within your own system will not be
considered reasonable grounds for late submission.

A Supplier may modify and resubmit its Tender at any time prior to the Tender
submission deadline. Tenders cannot be modified by suppliers after the tender
submission deadline. Upon the tender submission deadline, the Supplier must ensure
that it has only submitted a single Tender for each of the Lots that they are applying
for through the ePS Portal.

Financial information should be submitted in the format requested (MS Excel).
Documents which have related financial information should be submitted in GBP (£).
Instructions on the ePS Portal will clearly identify the format and where these
documents should be uploaded.

Labelling your Tender Forms (File Names)

6.17.

Suppliers will be invited to submit responses to online questions and upload a suite of
documentation that reflects the requirements of the ITT. It is vitally important that
when using the ePS Portal Tenders correctly name any documents and attachments
that are required to be uploaded as a response to questions within each of the
envelopes.

Qualification Envelope

6.18.

This envelope contains questions the Supplier may have already answered in setting
up their organisation Profile and the answers to those questions will be used to pre-
populate your response.
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6.19.

6.20.

6.21.

6.22.

Suppliers may change these answers, so they differ from those saved in their
Organisation Profile and save those new answers on their response. These answers
will be applied back to their Organisation Profile when the ITT is evaluated by the
Buyer.

Suppliers may also supply different answers to these questions provided in relation to
tenders for other procurements they submit. In this case the response saved to your

Organisation Profile will always be the response which is most recently evaluated by

the Buyer.

Where Suppliers do not want to change any information, they will be given a prompt to
confirm that everything recorded is current and correct.

Where there is a requirement to upload documents within the envelope, the suggested
format is as follows. Please note this is an example and your submission should
reflect what is actually requested in the ITT.

ITT Response required How your response should be uploaded
Qualification Envelope Contract title (Peer Mentoring Trial),

Question 1.6.1 - Yes / No Supplier Name (e.g.
Question 1.6.1 ABC Ltd)
Annex D

Technical Envelope

6.23. This envelope contains specific questions to which a response is required. It is this

information which will enable the Buyer to carry out a qualitative evaluation of the
Tender. Where there is a requirement to upload attachments to questions within this
envelope the suggested format is as follows (Please note this is an example and your
submission should reflect what is actually requested in the ITT):

How your response should be

ITT Response required uploaded

Question 2.3 (Implementation) Contract title (Peer Mentoring Trial)
Question 2.3 - Excel spreadsheet and
written response Supplier Name (e.g.
ABC Ltd)

Commercial Envelope

6.24. This envelope is where the Pricing Proposal should be uploaded. This information

should be uploaded as follows.

ITT Response required How your response should be
uploaded

Pricing Proposal Contract title (Peer Mentoring Trial),

Commercial Envelope, Annex C — Pricing Proposal

Annex C — Pricing Proposal Supplier Name (e.g. ABC Ltd)
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Data Security

Draft Information Security Questionnaire (ISQ) - (ITT — Technical Envelope & Schedule
7 (Annex 1 and 2) of the Call-Off)

6.25.

6.26.

Cabinet Office has introduced mandatory requirements relating to data handling,
security and information assurance in government contracts. Information must be
protected, together with systems, equipment and processes which support its use.
Suppliers must provide an appropriate level of security.

Suppliers are required to submit a Draft Information Security Questionnaire (ISQ)
detailing how they will comply with the DWP Security Policy for Contractors. A copy of
these documents can be found on https://www.gov.uk/government/publications/dwp-
procurement-security-policies-and-standards as referred to within the 1ISQ. A full ISQ
will be due within one (1) calendar month following the Call-Off Start Date.

Baseline Security Standard (Part of Terms and Conditions).

6.27.

Where the successful Supplier’s staff are to be given access to Buyer’s assets
(defined as premises, systems, information or data) the attention of Suppliers is drawn
to their contractual obligations in relation to baseline security standards. Full details of
the actions required to comply with the above procedures, can be found in the
guidance document ‘HMG Baseline Personnel Security Standard — A Guide for DWP
Contractors’. A PDF version of this document can be viewed at: 'Gov UK - Other
DWP procurement and policy documents'http://www.dwp.gov.uk/supplying-dwp/doing-
business-with-dwp/terms-and-conditions/.

Additional Materials, Documents and Attachments

6.28.

6.29.

6.30.

6.31.

No additional documentation should be submitted with a Tender unless specifically
requested by the Buyer.

Information that forms part of general company literature or promotional brochures will
not form part of the evaluation process and should not be submitted.

The Tender should not contain any inserted, pasted or embedded pictures or
documents (image files, PDF documents or other Word documents) unless specifically
requested by the Buyer.

Any additional documents requested by the Buyer must be clearly referenced within
the body of the Tender using a unique, un-ambiguous and relevant file name. They
must be saved using MS Word, MS Excel, MS PowerPoint, PDF or jpeg formats. No
other file formats should be used.

Tender Clarification (Q&A)

6.32.

Suppliers have the opportunity to raise questions about the ITT and request
clarification about the requirement. All questions raised must be submitted via the
ePS portal by the date specified in the procurement timetable on the portal. The
Buyer will not consider any clarification questions received after this date.
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6.33.

6.34.

6.35.

6.36.

6.37.

The Clarification (Question and Answer (Q&A)) log containing generic questions and
responses will be published on the ePS portal and updated regularly in line with Q&A
period as detailed within the procurement timetable above. It will be the responsibility
of the Supplier to monitor the portal for the latest activity.

Suppliers need to ensure that they have read all the documentation contained within
this ITT (including the Specification, Call-Off Terms and Conditions, Call-Off Order
Form and these Instructions) thoroughly so that questions or clarifications are not
raised unnecessarily.

Subject always to the Buyer’s obligations under FOIA, EIR and/or any other legal
requirement, if a clarification question is deemed by a Supplier to be commercially
confidential, then the Supplier should clearly indicate as part of the question that it
believes this is the case. The Buyer will consider the reasoning given by the Supplier
and may exercise its discretion to keep such information confidential when handling
the question. However, the final decision regarding disclosure is for the Buyer to
make at its sole discretion.

Questions not deemed to be commercially confidential will be considered by the Buyer
to be of significance to all Suppliers. If the Buyer intends to follow this course of action
in respect of a question which the Supplier has indicated contains commercially
confidential information, it will inform the Supplier who raised the question before
sharing the question with all Suppliers to provide an opportunity for the question to be
withdrawn by that Supplier. Subject to this, all questions and answers will be made
anonymous and made available to all Suppliers via the ePS Portal.

The final date for questions and answers and dissemination allows sufficient time for
Suppliers to impact this information before finalising their Tenders for submission.

Acceptance and Return of Tenders

6.38.

6.39.

6.40.

By issuing the ITT, the Buyer is not bound in any way and does not have to accept
any Tender.

The Tender, comprising of the information set out in the ITT must be completed and
submitted in its entirety to the ePS portal by the stipulated Tender submission
deadline.

Tenders will remain unopened until the Tender submission deadline for receipt has
passed and then they will be opened and logged in accordance with the Buyers
procurement procedures. The Tenders will undergo an initial compliance check to
ensure that all information requested has been received. Tenders may be rejected if
the complete information requested is not included as part of the tender
documentation.

Declaration by Tender (Technical Envelope)

6.41.

This document is your offer to enter into a contract with the Buyer. Itis the
responsibility of the Supplier to ensure that your final submission corresponds with the
information stated on this Declaration Statement, as this will form the basis of your
Tender.
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6.42.

6.43.

This document should also act as a final checklist to confirm that you have submitted
all of the required responses. To ensure equality of treatment for all Suppliers you
must return all of the information required to enable a full evaluation of your Tender to
take place. If any of the documents are missing at tender opening stage, your tender
will be classed as non-compliant and will not be evaluated resulting in your
disqualification from the Call-Off Procedure.

You will note that this document requires a scanned signature and if your Tender is
successful then a “wet signature”/seal (as appropriate) may be required at contract
award stage on the Order Form, if required by the Buyer.

Tender Clarification

6.44.

6.45.

6.46.

The Buyer may need to clarify details of your Tender and in those instances the Buyer
will send any questions using the ePS portal to the named person registered on the
system, who should arrange for a reply to be provided by the stipulated deadline.

The Buyer may seek independent financial and market advice to validate information
declared, or to assist in the evaluation.

The Buyer reserves the right to audit each Supplier's compliance with the Minimum
Economic and Financial Capacity Requirements in accordance with Annex A, Clause
4 e) of the DWP Test and Learn DPS Core Terms. Where a Supplier does not
demonstrate that it meets the Minimum Economic and Financial Capacity
Requirements following re-assessment the Buyer will notify the Supplier which may
preclude them from further evaluation of their Tender.

Period for which Tenders shall Remain Valid

6.47.

7.1.

7.2.

Tenders shall remain valid and capable of acceptance for 120 days from the Tender
submission deadline.

The Evaluation Process

The following process highlighted in Paragraphs 7.1 to 7.2 below will be used for the
evaluation of Tenders.

Qualification Envelope (Grounds for Exclusion and Minimum Requirements)

Suppliers must meet all of the selection requirements set out in Annex A. Any supplier
who does not meet all of the selection requirements set out in Annex A (or explain to
the Buyer’s satisfaction why they do not) will be treated as ineligible for the Call-Off
Procedure and their Tender will not be evaluated further.

Suppliers must also meet the Test and Learn DPS requirements set out in Annex A,
Paragraph 3.

Evaluation of Technical and Commercial Envelopes

The information provided in the Tender will be evaluated against the pre-determined
award criteria as stated below.
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Each Tender submitted by a Supplier which passes all of the requirements set out in
Annex A will be evaluated using the following criteria and weightings as detailed

below:

Award Criteria in accordance with Schedule F3 (Call-Off Procedure and
Award Criteria)

Quality

Price

Percentage weighting 80%

20%

Overall Total

100%

7.2.1. Evaluation of Technical Envelope (Quality Criteria)

The Technical Envelope (see Annex B) contains a number of questions for Suppliers
to respond to. Each question relates specifically to the quality criteria, as detailed at
paragraph 7.2 above. The questions are weighted according to their relative

importance.

Suppliers should refer to the paragraphs below for full details of how responses to
guestions will be evaluated and scored.

Quality Criteria scoring represents eighty percent (80%) of the Overall Total with this
section of the evaluation being relatively assessed (as detailed below).

The following tables and supporting text below provide details on how the Technical
Envelope will be evaluated:

Evaluation Criteria and Weightings

Ref: Evaluation Criteria Eﬁﬁﬁ V(\a(l;zshttlﬁlr;; Pol\s/lgxible
Score
14.1 Knowledge and Experience 3* 15 120
1.4.2 Customer Journey 3 20 160
1.4.3 Marketing and Referrals 1 8 64
144 Peer Mentors 3 17 136
145 Management of Delivery 3 11 88
1.4.6 Premises 1 8 64
147 gitlatefno;Leccéion, Reporting and 1 8 64
1.4.8 Implementation and Resources 2%* 13 104
TOTAL MARKS AVAILABLE 100 800
* Excluding diagrams.

** Excluding the Implementation Plan and the Supplier Personnel Plan
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The above evaluation criteria (“Evaluation Criteria”) are considered to be critical for the
success of the Peer Mentoring Trial by the Buyer. Any Tender which when evaluated

receives a score of zero (0) (below) for any response to a question in relation to these

evaluation criteria will result in that Tender being eliminated from the competition.

Evaluation of the above Evaluation Criteria is a two-step process, comprising of:
e Independent evaluation; and
e Moderation.

During the independent evaluation process, each evaluator will separately (i.e. without
conferring with other evaluators) scrutinise the quality of answers given by Supplier(s)
in their Tender. Each evaluator will then allocate the mark for the answer in
accordance with the marking schemes below. The scores will then be submitted for
moderation as set out below.

Trial Delivery Question Marking Scheme

Mark | Description and Rationale

0 The response provides no evidence that the Supplier can meet the Buyer’s
requirements.

or

The response provides no confidence that the Supplier can meet the
Buyer’s requirements.

or

The response demonstrates that the Supplier cannot meet any of the
Buyer’s requirements.

or

The response is of no or limited relevance to the question.

2 The response provides limited evidence that the Supplier can meet the
Buyer’s requirements

or

The response provides limited confidence that the Supplier can meet the
Buyer’s requirements

or

The response demonstrates that the Supplier can meet some but not all of
the Buyer's requirements.

or

The response is mostly, but not entirely, relevant to the question.

4 The Supplier has provided good evidence that it can meet all of the Buyer’s
requirements.

and

The response gives good confidence that the Supplier can meet all of the
Buyer’s requirements.

and

The response demonstrates that the Supplier can meet all of the Buyer’s
requirements.

and
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7.2.2.

Mark | Description and Rationale

The response is relevant to the question.

8 The Supplier has provided strong evidence that it can meet all of the Buyer’s
requirements and exceed some of the Buyer’s requirements

and

The response gives strong confidence that the Supplier can meet all of the
Buyer’s requirements and exceed some of the Buyer’s requirements

and

The response demonstrates that the Supplier can meet all of the Buyer’s
requirements and exceed some of the Buyer’s requirements

and

The response is highly relevant to the question.

The moderator will review the marks allocated by the individual evaluators in the
technical evaluation.

Where the scores allocated by individual evaluators in the technical evaluation are
different then the moderator will facilitate a conversation between the evaluators so
that they can agree on the score to be awarded.

Once moderated the awarded mark will be multiplied by the relevant question
weighting (as set out in the table above) to produce a weighted score for that question.

The highest scoring Tender for quality overall in a particular Lot will be awarded the
full score for the Lot being evaluated, with other Tenders being marked as a
proportional variance from the top scoring Tender (See example below). The final
quality scores will not be rounded at this stage of the process. The resulting score will
be the “Total Quality Score” for each Tender.

Trial Delivery example: (based on the highest Supplier score of seven-hundred (700)
out of a total available score of eight-hundred (800) within the Qualitative Criteria):

Supplier Izl Seg::igfeDelivery Calculation (oSthfr%O)
A 700 Highest score 80
C 650 650/700 x 80 74.28571428571429
B 600 600/700 x 80 68.57142857142857
D 550 550/700 x 80 62.85714285714286

Evaluation of Price i.e. Commercial Envelope (Financial Criteria)

The Pricing Proposal template in the Commercial Envelope (see Annex C) contains a
list of pricing and supporting assumption fields for which Suppliers are required to
submit a Tender (exclusive of VAT). Suppliers must complete all sections within the
Pricing Proposal to be eligible for further evaluation. The final financial scores will not
be rounded at this stage of the process.

v0.3 17




OFFICIAL
Instructions for Suppliers
Peer Mentoring for Individuals with a Substance Dependency

The financial scores will be relatively assessed which is calculated as follows:

The Supplier with the lowest “Total Contract Price” under its Pricing Proposal for the
Lot being evaluated will gain the maximum score of twenty (20) for its “Financial
Criteria Score”. Subsequent Suppliers’ Tenders will gain a percentage of the
maximum score of twenty (20) based on a pro-rata basis from the lowest Total
Contract Price in that Lot using the following formula. The resulting figure will be the
“Total Financial Criteria Score” for that Tender.

Lowest Total Contract Price
Supplier Total Contract Price

x Weighting Multiplier

Financial Envelope example:

Total Financial Criteria Score
Supplier Contract Calculation (out of 20)

Price

C £425,000 Lowest Total Contract 20
Price

D £430,000 425,000/430,000 x 20 19.76744186046512
A £489,000 425,000/489,000 x 20 17.38241308793456
B £508,000 425,000/508,000 x 20 16.73228346456693

7.2.3. Total Score Calculation and Ranking

7.24.

The Total Quality Score for the Supplier from the Technical Envelope will be combined
with the Total Financial Criteria Score for the Tender from the Commercial Envelope

to create the “Total Overall Score” for the Tender.

The Total Overall Scores for each Lot will be ranked in order with the highest Total
Overall Score from the evaluation process being recommended as the preferred
Supplier for that Lot, subject to the provisions of Annex D (Preference Exercise).

Combined and Ranked Score example:

Total Quality Score I IFIRENElE!
Supplier (out of ?;0) Criteria Score (out Total Overall Score
of 20)
A 80 17.38241308793456 | 97.38241308793456
C 74.28571428571429 20 94.28571428571429
B 68.57142857142857 | 16.73228346456693 85.3037120359955
D 62.85714285714286 | 19.76744186046512 | 82.62458471760798
Tie Breaker

If the Total Overall Scores of two or more Suppliers within a Lot are tied as the highest
Total Overall Score then a tie break process will be applied as follows:
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Step 1 — The scores of the tied Suppliers in relation to Quality Criteria 1.4.2 will be
compared. If one of the tied Suppliers has a higher score on 1.4.2 (compared to the
other tied Suppliers) then the Supplier with the higher score will be recommended as
the preferred Supplier. If more than one tied Supplier has the same score on 1.4.2
and that score is the highest score, then proceed to Step 2.

Step 2 — The Suppliers who were tied with the highest score at the end of Step 1 will
be compared in Step 2. The scores of such Suppliers in relation to the Quality Criteria
1.4.4 will be compared. The Supplier with the highest score on 1.4.4 will be
recommended as the preferred Supplier. If more than one tied Supplier has the same
score on 1.4.4 and that score is the highest score, then proceed to Step 3.

Step 3 — The Suppliers who were tied with the highest score at the end of Step 2 will
be compared in Step 3. The scores of such Suppliers in relation to the Quality Criteria
1.4.1 will be compared. If one of the tied Suppliers has a higher score on 1.4.1
(compared to the other tied Suppliers) then the Supplier with the higher score will be
recommended as the preferred Supplier. If more than one tied Supplier has the same
score on 1.4.1 and that score is the highest score, then proceed to Step 4.

Step 4 — The Suppliers who were tied with the highest score at the end of Step 3 will
be compared in Step 4. The scores of the tied Suppliers in relation to the Quality
Criteria 1.4.8 will be compared. If one of the tied Suppliers has a higher score on
1.4.8 (compared to the other tied Suppliers) then the Supplier with the higher score will
be recommended as the preferred Supplier. If more than one tied Supplier has the
same score on 1.4.8 and that score is the highest score, then proceed to Step 5.

Step 5 — The Suppliers who were tied with the highest score at the end of Step 4 will
be compared in Step 5. The scores of the tied Suppliers in relation to the Quality
Criteria 1.4.5 will be compared. If one of the tied Suppliers has a higher score on
1.4.5 (compared to the other tied Suppliers) then the Supplier with the higher score will
be recommended as the preferred Supplier. If more than one tied Supplier has the
same score on 1.4.5 and that score is the highest score, then proceed to Step 6.

Step 6 — The Suppliers who were tied with the highest score at the end of Step 5 will
be compared in Step 6. The scores of the tied Suppliers in relation to the Quality
Criteria 1.4.7 will be compared. If one of the tied Suppliers has a higher score on
1.4.7 (compared to the other tied Suppliers) then the Supplier with the higher score will
be recommended as the preferred Supplier. If more than one tied Supplier has the
same score on 1.4.7 and that score is the highest score, then proceed to Step 7.

Step 7 — The Suppliers who were tied with the highest score at the end of Step 6 will
be compared in Step 7. The scores of the tied Suppliers in relation to the Quality
Criteria 1.4.3 will be compared. If one of the tied Suppliers has a higher score on
1.4.3 (compared to the other tied Suppliers) then the Supplier with the higher score will
be recommended as the preferred Supplier. If more than one tied Supplier has the
same score on 1.4.3 and that score is the highest score, then proceed to Step 8.

Step 8 — The Suppliers who were tied with the highest score at the end of Step 7 will
be compared in Step 8. The scores of the tied Suppliers in relation to the Quality
Criteria 1.4.6 will be compared. If one of the tied Suppliers has a higher score on
1.4.6 (compared to the other tied suppliers) then the Supplier with the higher score will
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7.2.5.

be recommended as the preferred Supplier. If more than one tied Supplier has the
same score on 1.4.6 and that score is the highest score, then proceed to Step 9

Step 9 — The Suppliers who are tied with the highest score at the end of Step 8 will be
compared in Step 9. The Supplier with the lowest caseload per Peer Mentor FTE will
be awarded the Contract.

Contract Award

Once the Buyer has reached a decision in respect of the award of a Call-Off Contract
for each Lot, it will notify all Suppliers in that Lot of that decision and observe a
standstill period from that date.

Call-Off Contract award is subject to the formal approval process of the Buyer. Until all
necessary approvals are obtained, and the standstill period concluded, no Call-Off
Contract(s) will be entered into.

7.2.6. Debrief to Unsuccessful Suppliers

10.

At the commencement of the standstill period, the Buyer will provide all Suppliers with
feedback on their Tender. Unsuccessful Suppliers will be provided with details of the
characteristics and relative advantages of the successful Tender(s). The Buyer will
provide an opportunity for debriefing of unsuccessful Suppliers after the standstill
period.

Publication of Contract Award on Contracts Finder

Details of all Call-Off Contracts awarded with a value greater than £10,000 will be
published on the Contracts Finder website.

Post Contract Award
The Buyer will be responsible for producing a final Call-Off Order Form and issuing the
Call-Off Order Form for signing/sealing (as appropriate) by the successful Supplier(s).

Customer Complaints Procedure

The Buyer has published a Commercial Complaints Process for use during
competitive procurement.

This process gives details of:
e DWP Commercial Code of Practice — Competitive Tendering;
e The DWP Commercial Complaints Process;

e Information to accompany a commercial complaint.
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ANNEX A - QUALIFICATION ENVELOPE

1

The Qualification Envelope on the ePS portal contains ‘Pass/Fail’ questions and acts
as a doorway for progression to the following stages of the evaluation. Suppliers are
strongly advised to read and understand the specific guidance provided before

responding to these questionnaires.

In addition to the Qualification Questionnaire Parts 1 and 2 on the ePS portal the
Supplier is required to respond to the following additional question detailed under
‘Qualification Envelope: 1.8 Part 2 — Additional Questions’

‘Quialification Envelope: 1.8 Part 2 — Additional Questions’

The following questions are ‘Pass/Fail’. If suppliers are unwilling or unable to
answer “Yes”, their submission will be deemed non-compliant and shall be

GUIDANCE rejected. The Supplier should confirm their answer by selecting the
appropriate option from the drop down menu.
?\llijens]gg:] Question Max Score We|(§(;)2;|ng

Do you accept the Call-Off Contract, as set out at in

18.1 the Order Form V1.0 as issued with the Peer Pass/Fall N/A
Mentoring ITT on 1 November 20227
Does your completed Pricing Proposal fit within the
Pricing Cap (Maximum Contract Value) as specified :

18.2 by the Buyer in Pricing Proposal template for the Pass/Fail N/A
Lot(s) applied for?
Can you complete all implementation activity within
three (3) months of the Call-Off Start Date (as :

183 defined in the Call-Off Contract) of the Call-Off Pass/Fail N/A
Contract?

3 Only Suppliers who are accredited to the Test and Learn DPS and who, as at 12

Noon on the Working Day on which these Instructions are first made available to
Suppliers, are appointed to the specific service line(s) and geographic area(s) which
correspond to the service lines and geographic areas of the relevant Lot may
submit a Tender. Paragraph 2.1.3 of Schedule F3: Call-Off Procedure and Award
Criteria refers.

In additional to the Qualification Questionnaire Parts 1 and 2 and ‘Qualification

Envelope: 1.8 Part 2 — Additional Questions’, the Supplier must complete Annex D —

Preference Exercise and upload in response to Question 1.14.
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ANNEX B - TECHNICAL ENVELOPE

1

The following Quality questions are designed to test the Supplier’s ability to deliver
the Peer Mentoring Trial requirement as set out in the Specification. The Supplier
MUST answer all questions within the Technical Envelope.

Supplier responses must clearly demonstrate how they propose to meet the
requirements set out in the question and address each element in the order they
are asked.

Supplier responses should be limited to and focused on each of the component
parts of the question posed. They should refrain from making generalised
statements and providing information not relevant to the topic.

Whilst there will be no marks given to layout, spelling, punctuation and grammar, it
will assist evaluators if attention is paid to these areas including identifying key
sections within responses.

Suppliers will be marked in accordance with the marking scheme at Paragraph
7.2.1 of the Instructions.
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Qualitative Questions

Criteria Weighting Max.
Score
15 120

1.4.1 — Knowledge and Experience

Please provide a response to the following areas, by reference
to examples within the past 3 (three) years that are relevant to
delivering a peer mentoring service to individuals with a
substance dependency:

¢ An explanation of how the example provided
demonstrates your ability to deliver the specified
requirements;

e How lessons learned from these examples can be used
for this Peer Mentoring Trial; and

e The knowledge and experience that a Peer Mentor will be
required to have to successfully deliver the service.

Your response should include:

e A description of the service that was delivered;
e Contract value and dates;

e Previous or current customer details;

Your response will be assessed against the extent to which it
demonstrates the following evaluation criteria:

e An understanding of the Peer Mentoring specified
requirements; and

e Experience in engaging with Jobcentre Plus and/ or local
organisations that support individuals with complex needs
or substance misuse issues, including treatment providers
to assess the level and type of support Mentees will need
to benefit from the Peer Mentoring Trial.

Response Limit — three (3) pages, excluding diagrams.
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o N Max.
Criteria Weighting Score
1.4.2 — Customer Journey 20 160

Please describe the customer journey for the Geographic
Area/CPA for this Lot (“Customer Journey”).

Your response should include as a minimum:

Details of the Customer Journey for each Mentee, from
managing a referral process with Jobcentre Plus, handling
third party referrals, to reaching the end of support,
including the number and frequency of interventions;

How you will maintain engagement in order to minimise
disengagement with Mentees throughout the Customer
Journey, and the activities you will undertake (including
re-engagement, where applicable), and the method of
delivery for example face to face, telephone, web-based
etc;

A rationale to clearly demonstrate how the provision
content is tailored to tackle the needs, barriers, and
safeguarding, and provide the best service for Mentees;
and

How you will schedule and deliver meetings between the
Peer Mentors and Mentees for this Peer Mentoring Trial.
Your response should address the criteria documented
within the Specification, including any challenges you
have identified which would impact the Peer Mentoring
Trial.

Response Limit — three (3) pages.

v0.3 24




OFFICIAL
Instructions for Suppliers

Peer Mentoring for Individuals with a Substance Dependency

o o Max.
Criteria Weighting Score
1.4.3 — Marketing and Referrals 8 64

Please describe your marketing strategy for the Peer
Mentoring Trial.

Your response should include as a minimum:

How you will identify the appropriate third-party
organisations you will engage with to generate the
required number of referrals to the Peer Mentoring Trial;

Detail any existing links with these organisations and how
these organisations will support referrals;

The marketing activities and basic products you will
produce that will be used by the referring parties to
encourage Mentees to participate on the Peer Mentoring
Trial, and why you consider these to be suitable;

How you will support JCPs to raise awareness of the Peer
Mentoring Trial; and

Your contingency measures should the number of
referrals fall below the minimum expectation.

Response Limit - one (1) page.
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L L Max.
Criteria Weighting Score
1.4.4 — Peer Mentors 17 136

Please detail how your Peer Mentors will:

Deliver a full Diagnostic Interview that will identify all the
Mentee’s barriers and needs, including those relating to
drug and alcohol problems and the consequential impacts
of lifestyle choices;

Undertake a Baseline Survey as described within the
Specification;

Ensure that a regular programme of 1-2-1 support for the
Mentee is carried out face-to-face with a minimum of eight
one-hour sessions (the first four of these sessions to be
held within thirty working days of the Mentee starting the
Peer Mentoring Trial) to discuss the SMART action plan;

Support Mentees to navigate various services, such as
treatment, housing, NHS, Universal Credit, to ensure they
are receiving appropriate support, and

Support Mentees to identify and take up work related
activities, such as employment, training, education,
volunteering or DWP employment programmes;

Manage the Mentee’s transition off the Peer Mentoring
Trial;

Deliver the specified upskilling to Jobcentre Plus staff;

Additionally, please:

Provide your minimum and maximum Peer Mentor
caseload size, with a rationale for why this is achievable.

Response Limit - three (3) pages.
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o N Max.
Criteria Weighting Score
1.4.5 - Management of Delivery 11 88

Please describe how you will manage the delivery of the Peer
Mentoring Trial services.

Your response should include as a minimum:

e Your proposed management structure for the Peer
Mentoring Trial, including the use of any partners or
subcontractor roles, where applicable;

e The actions and steps you will take to manage and
monitor the delivery of the Peer Mentoring Trial to ensure
that it fully meets the requirements of the Peer Mentoring
Trial Specification;

¢ How you will ensure that you’ll have an adequate supply
of Peer Mentors who are appropriately skilled and have
lived experience of drug or alcohol dependency to provide
the effective delivery of the Peer Mentoring Trial from the
start of the Call-Off Contract and throughout its lifetime;

e How you will develop and design a SMART Action Plan
that will meet the needs/tackle the barriers of individual
Mentees and the timelines for its agreement, monitoring
and review;

e Your internal control mechanisms and systems for
checking:

¢ Mentee starts;

e That the Peer Mentor delivers the full Diagnostic
interview;

e That the Peer Mentor delivers the Baseline Surveys;
and

e That the agreement of SMART Action Plans are
completed with Mentees, managing ongoing
attendance and the completion of the Peer Mentoring
Trial.

¢ How you will ensure that Peer Mentors will have a regular
presence in the Jobcentre Plus Offices;
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e The procedures that will be in place for handling
complaints as well as obtaining feedback from Mentees of
their experiences on the Peer Mentoring Trial;

e The measures you will put in place to ensure a consistent
high standard of customer care and delivery of the
service; and

¢ How will you ensure safeguarding of the Peer Mentors?
Including, how you will balance the need to support
Mentees, irrespective of their gender, whilst ensuring Peer
Mentors have the discretion not to work with an individual
Mentee if that would make them feel uncomfortable or
cause them harm?

Response Limit - three (3) pages.
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Criteria

Weighting

Max.
Score

1.4.6 — Premises

Please provide details of the premises that you will use to
deliver this Peer Mentoring Trial.

Your response should include:

How you will deliver the provision in locations that are
accessible to customers and are near to their dedicated
Jobcentre offices;

A clear explanation of why these premises will provide the
appropriate facilities and flexibility for the Peer Mentoring
Trial,

A description of how the locations will be served by local
transport links and will be situated within a reasonable
travel distance for Mentees; and

Your delivery structure for the Peer Mentoring Trial in
terms of full geographical coverage of the Contract
Package Area (CPA) and an explanation of why you
consider your delivery strategy to be the best approach for
Mentees in this Jobcentre Plus Area.

Response Limit - one (1) page.

64
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Criteria Weighting sl\ﬂ,?)):é
8 64

1.4.7 — Data Collection, Reporting and Governance

Please detail:

The processes that will be used to administer the Peer
Mentoring Trial effectively, to keep accurate and auditable
records on Mentees, and their progress. Your response
must show how this information will be collected, securely
stored, and securely transferred throughout the customer
journey;

How you will gather, manage, and analyse data collected
in order to produce the specified Management Information
and share this with the Authority within the specified
timescales; and

What IT systems and processes you will utilise to deliver
the Peer Mentoring Trial. Please highlight any changes to
current IT systems and processes which would be
required to support the Peer Mentoring Trial.

Response Limit - one (1) page.
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Criteria Weighting sl\fl:%);é
13 104

1.4.8 — Implementation and Resources

Please provide as separate documents a detailed Draft
Implementation Plan and a Supplier Personnel (as defined in
the Call-Off Contract) plan, both in .pdf format in order to
demonstrate your ability to commence service delivery by no
later than twelve (12) weeks from Call-Off Start Date (as
defined in the Call-Off Contract).

The draft Implementation Plan must include as a minimum key
activities, critical path, dependencies and completion dates for
those activities.

The Supplier Personnel plan must include as a minimum the
resources you will use to deliver the Service throughout the
Contract Period and their relevant experience.

Please provide a supporting narrative to describe in full how
you will implement the Peer Mentoring Trial at regular, timed,
and appropriate stages. Your response should take into
account the specified requirements and associated
timescales. The narrative must include:

Implementation Plan:

e A detailed description of how you will schedule and
manage activities throughout the Implementation Period
(as defined in the Specification) to ensure service delivery
commences in accordance with the specified
requirements and prevent any possible bottleneck towards
the end of the Implementation Period;

¢ The escalation route for activities within the Draft
Implementation Plan;

e The timeline for setting up data collection and
Management Information reporting processes; and

e All key risks and dependencies, including a RAG (Red,
Amber, Green) rating for each and how they will be
mitigated and managed including the timeline for doing so,
to ensure that service delivery will commence on time.

Supplier Personnel Plan:

e The timeline and key activities to ensure sufficient Peer
Mentors are in place and fully trained to commence
service delivery from the ‘Go Live’ date (i.e. the date
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Max.

Criteria Weighting Score

immediately following the end of the Implementation
Period). Your narrative should indicate how many Peer
Mentors are existing staff OR how many will need to be
recruited; the processes and timescales for undertaking
this recruitment, including contingency arrangements for
absence or immediate replacement where a Peer Mentor
leaves the Peer Mentoring Trial; and how Peer Mentors
will be allocated across the Jobcentre Plus Area;

e Please detail the Supplier Personnel you will need (and
your sub-contractors, as appropriate) to support the Peer
Mentors and deliver and manage the Peer Mentoring Trial
across all aspects of the service delivery. Your response
should include a clear explanation of the number of
supporting and management staff (Full Time Equivalent
‘FTE’), job title, key responsibilities, relevant skills,
experience, and qualifications for each role with
supporting rationale. Your response should indicate how
many are existing staff AND/ OR how many will need to
be recruited, and the processes and timescales for
undertaking this recruitment, including contingency
arrangements; and

e Please state your expected number of Peer Mentors that
you will use for the Jobcentre District and explain your
flexibility to increase the number of Peer Mentors (if this
number is below the maximum FTE set out in the
Specification).

Response Limit - two (2) pages, excluding the
Implementation Plan and the Supplier Personnel Plan.
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ANNEX C - COMMERCIAL ENVELOPE
Pricing Proposal — To be completed and uploaded to the Commercial Envelope.

Each Supplier's completed Pricing Proposal must not exceed the Pricing Cap (Maximum
Contract Value) for the Lot(s) being applied for, as specified by the Buyer in the Pricing
Proposal template.

Suppliers will be required to provide clarification to the Buyer on any cost(s) detailed within
their completed Pricing Proposal which appear abnormally low in accordance with Regulation
69 of The Public Contracts Regulations 2015. Where the clarification provided does not
satisfactorily account for the abnormally low cost(s), the Buyer reserves the right to reject the
Supplier's Tender.
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ANNEX D - PREFERENCE EXERCISE

From this Call-Off Procedure, Suppliers will be limited to an award of a maximum of four (4)
Call-Off Contracts in four (4) different Lots (covering four (4) different CPAS) resulting from
this Call-Off Procedure. Suppliers will be asked to provide a ranked order of preference for
their submitted Tenders. The Buyer will award the Call-Off Contracts in line with the
Supplier’s preference order unless this would result in market failure in a Lot, in which case
the Buyer may deviate from a Supplier’s ranked order of preference and make an award in a
lower ranked Lot (in place of a higher ranked Lot) where the Buyer considers that this is
reasonably necessary to avoid market failure in any Lot.

As part of their Tender Suppliers will be required to complete the CPA Preference Form
which can be found at 1.14 within the Qualification Envelope ranking the CPA(s) for which
they have submitted a Tender in order of preference.
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ANNEX E = FINANCIAL VIABILITY RISK ASSESSMENT

11

1.2

1.3

1.4

15

1.6

FINANCIAL VIABILITY RISK ASSESSMENT

The aim of the evaluation is to ensure Suppliers who proceed have sufficient
resources to successfully deliver the contract with a minimal risk of failure. The
assessment will consist of an evaluation of the accounts and other financial and
organisational data that the prospective Supplier makes available to the Buyer.

If a Peer Mentoring for Individuals with a Substance Dependency Supplier has
a Parent Company and is successful in a contract award, the Buyer may
require a signed Parent Company Guarantee (PCG) (as set out at Annex F) to
be in place prior to any potential and future contracts being signed. If the
parent company is a charity, the Buyer would need to understand whether
there is anything in the provisions of the charity’s constitution that prevents
them from being able to offer a PCG. In these circumstances the Buyer may
require an alternative guarantor. Performance bonds, deposits, sub-
contractor warranties or other forms of appropriate security may be required
in appropriate circumstances.

The PCG will not be negotiable; however there may be exceptional circumstances
where the wording needs to be amended or a deed of guarantee supplied. These
may include Special Purpose Vehicles (SPVs), frameworks, consortia and
organisations that have parent companies based abroad.

In order for a like for like evaluation on organisations based abroad, the Buyer will
require that all financial accounts are converted and supplied in GB sterling, stating
the exchange rate used and the justification for this exchange rate.

A financial risk assessment based on the information provided (e.g. company
accounts) and analysis of the accounts will consider the size of the business, its
age and which sector of industry it is trading in, as well as focusing on appropriate
ratio analysis and organisational growth. The financial appraisals will be conducted
by suitably qualified and experienced staff to ensure an accurate, consistent and
professional approach.

Potential Suppliers’ responses will be assessed on the following three areas and
qualifying criteria is in Appendix 1.

o Organisational Stability;
o Financial Stability; and
o Growth Management;
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1.7

1.8

1.9

1.10

If the assessment of any of the above areas produces a RAG rating of RED the
result may be elimination from the procurement. An organisation that has a
negative balance sheet (technically insolvent) will be given a RAG rating of RED.
Further investigation and clarification will be required by the Buyer to fully
understand the issues causing the red rating.

As part of such investigation and clarification the Buyer may require the Supplier to
provide supplementary information relating to the matters specified. If, following
such clarification, the Buyer is satisfied that there are clear and robust mitigating
circumstances, which provide satisfactory assurance that there is minimal risk of
contract failure as demonstrated by the clarification and/or supplementary

information provided, the Buyer reserves the right not to eliminate the Supplier from
the procurement process.

If you identify that your organisation will be rated RED, but believe there to be
mitigating circumstances, then you should submit an explanation and supporting
evidence of the mitigating circumstances with your annual accounts.

For an organisation which achieves an AMBER rating it may be necessary before
contracting with that organisation for a Supplier to supply additional evidence that
the Supplier can manage the level of growth, from an organisational, financial and
delivery perspective. Appendix 1 provides the RAG criteria and related action
across all areas of the assessment.

2. Organisational Stability

2.1

2.2

2.3

This section focuses on the overall stability of the organisation based on set
criteria (see Appendix 2). Using the Company’s net balance data supplied in the
financial statements, an assessment will be completed to determine the stability of
the organisation.

If the assessment raises major concerns about the organisation [please see the
gualification table at Appendix 2 for more information] this will result in the
organisation being given a RED rating which will result in the potential elimination
from the process.

Organisations who do not fall into the above rating category will receive a GREEN
rating.
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3. Growth Management

3.1

3.2

3.3

3.4

3.4

3.5

3.6

This section provides an initial assessment of an organisation’s ability to manage
the contract. Please see Appendix 3 for details that will be used in the assessment
at this stage and shows the scoring and weighting mechanism for Turnover Growth.

Turnover growth analysis will focus on the contract limit, and an organisation’s ability
to manage a single contract.

If an organisation is awarded multiple contracts, the Buyer will apply this ratio on the
combined contract value.

This analysis will be used to identify how the organisation is likely to achieve the
following:

. Financial Strength - can the organisation cope financially with the size of
contract or asset requirement; and
. Capacity - does the organisation have the resource to carry out the work?

The Buyer will assess each organisation’s ability to carry out and complete the
contract and will calculate an organisational threshold initially based on 100% of
their turnover including other contracts. Organisational / group / SPV structures will
also be taken into account, where appropriate, as part of this financial threshold
calculation. It is anticipated that this financial threshold must be equal to or higher
than the annual contract value to progress.

Failure to meet the threshold will not mean automatic elimination from the
competition, but further assurances will be sort by the Buyer regarding the
organisation’s ability to grow and cope with the requirements of the contract. Failure
to provide these assurances will result in elimination from the competition.

If the organisation progresses through to next stage of the procurement exercise, a
Growth Capacity model may be used to explore financial and non-financial elements
to further measure growth potential. This will be dependent on contract size. The
non-financial elements will include, but not be limited to:

. Strategic Management;

. Supply Chain Management;
. Infrastructure;

. People and Skills; and

. Policies and Procedures.

4. Financial Stability

4.1

This section involves completing a ratio analysis of the financial information
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contained in the Supplier’s financial statements and will inform the outcome of this
part of the assessment.

4.2 Two ratios will be analysed: the Acid Test ratio (1) and the Debt ratio (2). Please
see Appendix 4 for further details of the scoring and weighting criteria that will be
attributed to this assessment.

5. Outcome

5.1 The overall outcome of the analysis is intended to produce a field of Suppliers
considered viable to deliver the contract.
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Appendix 1

Qualifying Criteria

The following table defines the RAG assessment and related action.

Criteria Outcome

RED - Potential Elimination Bidder exits the exercise subject to
section 1.9 and 1.10

AMBER - Tentative Progression Bidder progresses to next stage, but
analysis continues and a dialogue
commences between DWP and the
organisation. The possibility of elimination
at a later date does exist but is not
definite.

GREEN - Progression Bidder progresses to next stage
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Appendix 2

Elimination and progression Criteria

The following table shows the elimination criteria for the assessment:

both Green

Measure Criteria Action RAG
Rating
Organisational Negative Balance Sheet Elimination from the
Stability minus Total Liabilities process subject to
: : RED
(technically insolvent). paragraph 1.9
The organisation is actually Elimination from the
insolvent or is in the process | process.
of being declared insolvent.
RED
The organisation has been Elimination from the
wound up or is in the process | process.
) RED
of being wound up.
The organisation is in Elimination from the
administration or in the process.
: : RED
process of being put into
administration.
Growth Growth Management — under | Elimination from the
Management minimum contract value process subject to
Amber
paragraph 3.5
Growth Management — over Progression
minimum contract value.
Green
Financial Acid Test and or Debt Ratio Tentative
Stabilit are Amber. rogression or
y progression o Amber
progression
dependent on
outcome analysis
Acid Test and Debt Ratio are | Progression Green
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Appendix 3
Turnover Growth Methodology

The table below shows the scoring and weighting mechanism for Turnover Growth (section
4.5 refers).

>100% = Red

Turnover Growth 100% or less = Green
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Appendix 4

Financial Stability and Growth Management Scoring Methodology

The financial tests performed at stage 1 of the process are as follows:

Criteria Score
>1.1=5

Acid Test Ratio >08<1.1=3
<08=1
<0.5=5

Debt Ratio >0.5<1.0=3
>1.0=1

All bidders will be given an Amber or Green risk rating based on this assessment.
Green and Amber risk rated bidders will be deemed as having passed the analysis for
stage 1.

For those bidders achieving an Amber rating Finance may seek further clarification
and reassurance that any potential risks can be fully mitigated.

Bidders scoring between 2 and 6 marks in total are given an amber rating; bidders
scoring above 6 marks in total are given a green rating.
Acid Test Ratio = (Current Assets — Inventory) / Current Liabilities

Debt Ratio = Total Liabilities / Total Assets
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ANNEX F — PARENT COMPANY GUARANTEE

DATED

PARENT COMPANY GUARANTEE

between

THE SECRETARY OF STATE FOR WORK AND PENSIONS

and

[INSERT NAME OF PARENT COMPANY]
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THIS DEED is dated [DATE]
PARTIES
(1) THE SECRETARY OF STATE FOR WORK AND PENSIONS whose address is

Caxton House, Tothill Street, Greater London, SW1H 9NA (“the BuyerBuyer”); and

(2) [INSERT NAME OF PARENT COMPANY] incorporated and registered in [INSERT
COUNTRY WHERE PARENT COMPANY REGISTERED] with company number
[NUMBER] whose registered office is at [REGISTERED OFFICE ADDRESS] (“the
Guarantor”).

BACKGROUND

(2) By an agreement dated on or about the date of this guarantee (“the Contract”,
which term includes all amendments to, variations of, or supplements to such
agreement, from time to time in force), the Buyer has agreed to engage [INSERT
NAME] (“the Supplier”) to deliver [INSERT DETAILS].

(2) It is a condition of the Contract [being awarded to the Supplier] that the Supplier
ensures the execution and delivery to the Buyer of a parent company guarantee
substantially in the form of this guarantee.

(3) The Guarantor has agreed to guarantee the due performance of the Contract by the
Supplier.

(4) It is the intention of the Parties that this document be executed as a deed.

AGREED TERMS

1 Interpretation

1.1  Unless the context requires otherwise, the definitions and rules of interpretation in
the Contract shall apply in this guarantee.

1.2  Areference in this deed to this guarantee shall be construed as a reference to this
deed of guarantee.

2 Obligations of The Guarantor

2.1 In consideration of the Buyer entering into the Contract with the Supplier, the

Guarantor agrees:

2.1.1 as primary obligor, to guarantee to the Buyer the due and punctual
performance by the Supplier of each and all of the obligations,
representations, warranties, duties and undertakings of the Supplier under
and pursuant to the Contract when and if such obligations,
representations, warranties, duties and undertakings shall become due
and performable according to the terms of the Contract;

2.1.2 in addition to its obligations set out in clause 2.1.1, to indemnify the Buyer
against all losses which may be awarded against the Buyer or which the
Buyer may otherwise incur arising out of, under or otherwise in connection
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2.1.3

Liability

with the Contract whether arising under statute, contract or at common law
including without limitation by reason of any default by the Supplier of its
obligations, representations, warranties, duties and undertakings under
and/or pursuant to the Contract save that, subject to the other provisions
of this guarantee (including without limitation clause 2.1.3), this shall not
be construed as imposing greater obligations or liabilities on the Guarantor
than are imposed on the Supplier under the Contract; and

to indemnify the Buyer against all losses whether arising under statute,
contract or at common law which may be awarded against the Buyer or
which the Buyer may otherwise incur if any obligation guaranteed by the
Guarantor is or becomes totally or partially unenforceable, invalid or illegal
as if the obligation guaranteed had not become unenforceable, invalid or
illegal provided that the Guarantor's liability shall be no greater than the
Supplier's liability would have been if the obligation guaranteed had not
become unenforceable, invalid or illegal.

The Guarantor agrees that it shall not in any way be released from liability under
this guarantee by any act, omission, matter or other thing whereby (in absence of
this provision) the Guarantor would or might be released in whole or in part from
liability under this guarantee including, without limitation and whether or not known
to the Guarantor:

3.1.1

3.1.2

3.1.3

3.14

3.1.5

3.1.6

3.1.7

any arrangement made between the Supplier and the Buyer;

any alteration in the obligations undertaken by the Supplier whether by
way of any addendum or variation referred to in clause 4 or otherwise;

any waiver or forbearance by the Buyer whether as to payment, time,
performance or otherwise;

the taking, variation, renewal or release of, the enforcement or neglect to
perfect or enforce any right, guarantee, remedy or security from or against
the Supplier or any other person,;

any unenforceability, illegality or invalidity of any of the provisions of the
Contract or any of the Supplier's obligations under the Contract, so that
this guarantee shall be construed as if there were no such
unenforceability, illegality or invalidity;

any legal limitation, disability, incapacity or other circumstances relating to
the Supplier, or any other person; or

the dissolution, amalgamation, reconstruction, reorganisation, change in
status, function, control or ownership, insolvency, Liquidation or the
appointment of an administrator or receiver of the Supplier or any other
person.
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5.1

5.2

6.1

6.2

6.3

Addendum or Variation

The Guarantor by this guarantee authorises the Supplier and the Buyer to make

any addendum or variation to the Contract, the due and punctual performance of
which addendum and variation shall be likewise guaranteed by the Guarantor in

accordance with the terms of this guarantee.

Guarantee

This guarantee shall be a primary obligation of the Guarantor and accordingly the
Buyer shall not be obliged before enforcing this guarantee to take any action in any
court or arbitral proceedings against the Supplier, to make any claim against or any
demand of the Supplier, to enforce any other security held by it in respect of the
obligations of the Supplier under the Contract or to exercise, levy or enforce any
distress, diligence or other process of execution against the Supplier. In the event
that the Buyer brings proceedings against the Supplier, the Guarantor shall be
bound by any findings of fact, interim or final award or judgment made by an
arbitrator or the court in such proceedings.

This guarantee is a continuing guarantee and accordingly shall remain in full force
and effect (notwithstanding any intermediate satisfaction by the Supplier, the
Guarantor or any other person) until all obligations, warranties, duties and
undertakings now or hereafter to be carried out or performed by the Supplier under
the Contract have been satisfied or performed in full and is not revocable and is in
addition to and not in substitution for and shall not merge with any other right,
remedy, guarantee or security which the Buyer may at any time hold for the
performance of such obligations and may be enforced without first having recourse
to any such security.

Outstanding Payments

Until all amounts which may be or become payable under the Contract or this
guarantee have been irrevocably paid in full, the Guarantor shall not as a result of
this guarantee or any payment or performance under this guarantee be subrogated
to any right or security of the Buyer or claim or prove in competition with the Buyer
against the Supplier or any other person or demand or accept repayment of any
monies or claim any right of contribution, set-off or indemnity and any sums
received by the Guarantor or the amount of any set-off exercised by the Guarantor
in default of this provision shall be held by the Guarantor in trust for and shall be
promptly paid to the Buyer.

The Guarantor shall not hold any security from the Supplier in respect of this
guarantee and any such security which is held in default of this provision shall be
held by the Guarantor in trust for and shall promptly be transferred to the Buyer.

Until all amounts which may be or become payable under the Contract or this
guarantee have been irrevocably paid in full, if (notwithstanding the provisions of
clause 6.1 and clause 6.2) the Guarantor has any rights of subrogation against the
Supplier or any rights to prove in a Liquidation of the Supplier, the Guarantor agrees
to exercise such rights in accordance with the directions of the Buyer.
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8.2

8.3

10

10.1

Change of Control

The Guarantor shall not be discharged of its obligations under this Guarantee in the
event there is a change of control of the Supplier within the meaning of section
1124 of the Corporation Tax Act 2010, save unless the Buyer gives its prior written
consent to an assignment of the guarantee by the Guarantor to another entity of
comparable financial standing.

Payment and Expenses

Each payment to be made by the Guarantor under this guarantee shall be made in
pounds sterling, free and clear of all deductions or withholdings of any kind, except
for those required by law, and if any deduction or withholding must be made by law,
the Guarantor shall pay that additional amount which is necessary to ensure that
the Buyer receives a net amount equal to the full amount which it would have
received if the payment had been made without the deduction or withholding.

The Guarantor shall pay interest on any amount due under this guarantee from the
day after the date on which payment was due up to and including the date of
payment in full (whether before or after judgment) in accordance with the Late
Payment of Commercial Debts (Interest) Act 1998.

The Guarantor shall reimburse the Buyer for all legal and other costs (including
VAT) incurred by the Buyer in connection with the enforcement of this guarantee.

Settlement

Any settlement or discharge between the Buyer and the Supplier and/or the
Guarantor shall be conditional upon no settlement with security or payment to the
Buyer by the Supplier or the Guarantor or any other person being avoided or set
aside or ordered to be refunded or reduced by virtue of any provision or law relating
to bankruptcy, insolvency or Liquidation for the time being in force and accordingly
(but without limiting the Buyer's other rights hereunder) the Buyer shall be entitled to
recover from the Guarantor, as if such settlement or discharge had not occurred,
the value which the Buyer has placed upon such settlement or security or the
amount of any such payment.

Warranties
The Guarantor warrants and confirms to the Buyer that:

10.1.1 itis duly incorporated with limited liability and validly existing under the
laws of its jurisdiction of incorporation;

10.1.2 it has full power under its memorandum and articles of association or
equivalent constitutional documents in the jurisdiction in which it is
established to enter into this guarantee;

10.1.3 it has full power to perform the obligations expressed to be assumed by it
or contemplated by this guarantee;

10.1.4 it has been duly authorised to enter into this guarantee;
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10.2

10.3

11

12

12.1

12.2

13

13.1

10.1.5 it has taken all necessary corporate action to authorise the execution,
delivery and performance of this guarantee;

10.1.6 this guarantee when executed and delivered will constitute a legally
binding obligation on it enforceable in accordance with its terms;

10.1.7 all necessary consents and authorisations for the giving and
implementation of this guarantee have been obtained; and

10.1.8 it has not received any notice, nor to the best of its knowledge is there
pending or threatened any notice of any violation of any applicable laws,
ordinances, regulations, rules, decrees, awards, permits or orders which
may affect its ability to perform under this guarantee.

The Guarantor warrants and undertakes to the Buyer that it will take all necessary
action directly or indirectly to perform the obligations expressed to be assumed by it
or contemplated by this guarantee and to implement the provisions of this
guarantee.

The Guarantor warrants and confirms to the Buyer that it has not entered into this
guarantee in reliance upon, nor has it been induced to enter into this guarantee by
any representation, warranty or undertaking made by or on behalf of the Buyer
(whether express or implied and whether pursuant to statute or otherwise) which is
not set out in this guarantee.

Assignment

The Buyer shall be entitled by notice in writing to the Guarantor to assign the benefit
of this guarantee at any time to any person without the consent of the Guarantor
being required and any such assignment shall not release the Guarantor from
liability under this guarantee.

Notices

Any notice to or demand on the Guarantor to be served under this guarantee may
be by letter (sent by hand, post, registered post or by the recorded delivery service)
or by facsimile transmission or electronic mail (confirmed in either case by letter) to
the Guarantor at its address appearing in this guarantee or at such other address
as it may have notified to the Buyer in accordance with this clause 12.

Provided the relevant communication is not returned as undelivered, the notice or
communication shall be deemed to have been given two (2) Working Days after the
day on which the letter was posted, or four (4) hours, in the case of electronic mail
or facsimile transmission or sooner where the other Party acknowledges receipt of
such letters, facsimile transmission or item of electronic mail.

Waiver

No delay or omission of the Buyer in exercising any right, power or privilege under
this guarantee shall impair or be construed as a waiver of such right, power or
privilege nor shall any single or partial exercise of any such right, power or privilege
preclude any further exercise of such right, power or privilege or the exercise of any

v0.3 48



OFFICIAL
Instructions for Suppliers
Peer Mentoring for Individuals with a Substance Dependency

13.2

13.3

14

15

16

16.1

16.2

17

17.1

17.2

17.3

other right, power or privilege. The rights and remedies of the Buyer provided for in
this guarantee are cumulative and not exclusive of any rights or remedies provided
by law.

A waiver given or consent granted by the Buyer under this guarantee will be
effective only if given in writing and then only in the instance and for the purpose for
which it is given.

A waiver by the Buyer shall not constitute a continuing waiver and shall not prevent
the Buyer from subsequently enforcing any of the provisions of this guarantee.

Severability

The invalidity, illegality or unenforceability in whole or in part of any of the provisions
of this guarantee shall not affect the validity, legality and enforceability of the
remaining part or provisions of this guarantee.

Contracts (Rights of Third Parties) Act 1999

It is agreed for the purposes of the Contracts (Rights of Third Parties) Act 1999 that
this guarantee is not intended to, and does not, give to any person who is not a
party to this guarantee any rights to enforce any provisions contained in this
guarantee except for any person to whom the benefit of this guarantee is assigned
or transferred in accordance with clause 11.

Governing Law

This guarantee and any disputes or claims arising out of or in connection with it, its
subject matter or formation (including non-contractual disputes or claims) is
governed by and shall be construed in accordance with English law.

The Guarantor submits to the exclusive jurisdiction of the English courts for all
purposes relating to this guarantee and any disputes or claims arising out of, or in
connection with, its subject matter or formation (including non-contractual disputes
or claims) [and the Guarantor irrevocably appoints [INSERT NAME] as its agent for
service of process.

Entire Agreement

This guarantee contains the whole agreement between the Parties relating to the
transactions contemplated by this guarantee and supersedes all previous
agreements between the Parties relating to the transactions.

Each party acknowledges that in entering into this guarantee it has not relied on any
representation, warranty, collateral contract or other assurance (except those set
out in this guarantee and the documents referred to in it) made by or on behalf of
any other party before the date of this guarantee. Each party waives all rights and
remedies which, but for this clause 17.2, might otherwise be available to it in
respect of any such representation, warranty, collateral contract or other assurance.

Nothing in clause 17.2 limits or excludes any liability for Fraud.
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This deed has been entered into on the date stated at the beginning of it.
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EXECUTED as a deed by [INSERT NAME OF GUARANTOR] acting by two directors or by
one director and the secretary or one director and a witness:

Director
SIgnature e

NAME
Director/Secretary/Witness

(delete as appropriate)

SIgnature e

=122 1

AND

EXECUTED as a Deed by affixing the Common
Seal of the Secretary of State for Work and
Pensions acting as part of the Crown in the
presence of: Affix seal here

Name of Authorised Officer:

Signature
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