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Dear Sir/Madam
INVITATION TO QUOTE FOR Kielder Castle Mobile Catering Unit Concession 

Forestry England have a requirement for the provision of a mobile catering unit concession at Kielder Castle. A brief of the work is attached. 

Please send your completed response and any enquires about this invitation to: 
Alex MacLennan
Email: alex.maclennan@forestryengland.uk

We must receive your submission by midday 24th July 2020.  

All submissions will be evaluated objectively as detailed in the Evaluation Matrix.

Please note the following conditions:
· Any permission agreement concluded as a result of this invitation shall be governed by English Law and the Forestry Commission’s Permission Agreement Terms and Conditions will apply. Your terms will not apply.
· The completed submission and all accompanying documents are to be in English.
· Forestry England reserves the right to cancel or withdraw from the process at any stage.
· Forestry England does not undertake to accept the highest percentage of turnover, or part, or all of any quotation.
· All information supplied to you by Forestry England must be treated in confidence and not disclosed to third parties.
· All details of your submission must be valid for our acceptance for a period of 30 days.
· Offering an inducement of any kind in relation to obtaining this or any other contract with Forestry England will disqualify your quotation from being considered and may constitute a criminal offence.

Yours faithfully 

Alex MacLennan 
Recreation and Public Affairs Manager North England
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Brief
	
1.1 Introduction & Specification
Forestry England will be awarding a concession permission agreement for the provision and operation of a mobile catering unit at Kielder Castle. 

Our intention is to award this permission agreement for a period of 9 months. There will be an option to extend the permission agreement by up to a further three months in total (9 months + 3 months). 

The decision on whether to use the extension option available will be at Forestry England’s discretion and we will base it on the following factors: operator performance, ongoing requirement. 

1.2 Background
In recent years, footfall to Kielder Castle has been approximately 40,000 visitors per annum[footnoteRef:1]. Please note that these figures may be affected by England/Forestry England’s response to the COVID-19 outbreak. [1:  Figures from ANPR data includes approximately 60K walk in customers. ] 


There are several different user groups enjoying Kielder at different times through the year:

April – October:
· Memory Makers - family groups looking for exciting experiences they can enjoy together such as Highway Rat Trail Wildlife / Osprey Watching, Dog Walking, Horse Riding and Cycling, Mountain Biking and Kielder Marathon weekend.
· Comfort Seekers - Look for good value, tried and tested such as Forest Walking, Picnic’s, Family orientated events.

November – March:
· Activity Hunters – Mountain Biking and Downhill Mountain Biking, Hill Walking, Forest Walking, Snow Seekers. Mainly visitors who want to do activities that thrill and fulfil their sense of adventure.
· Independent Explorer – Visitors looking for peaceful Days and capture their fascination of the great outdoors, nature and wildlife.
· Dark Sky Events - an area we are working with Kielder Observatory to deliver more events at Kielder Castle.


1.3 Summary of Requirements
The successful operator must: 
· Provide a mobile catering unit from which to operate the food and drink offering from Summer 2020 to Spring 2021. 
· Provide a high-quality, locally produced food and drink offer appropriately priced and tailored to customer’s needs in accordance with the guidance at Section 1.4 below.  The food and drink service should be provided every day with the exception of Christmas Eve, Christmas Day and Boxing Day. Additional closures must be communicated to Forestry England in advance.
· Provide high levels of customer service (see Section 1.4 below) and work proactively with Forestry England, alongside existing businesses on site (such as The Bike Place cycle hire and Kielder Observatory), to provide a high-quality visitor experience. 
· Be responsible for all cleaning within the mobile catering unit and litter picking within a 20m perimeter of the unit. 
· Reduce waste in delivering the food offer, particularly around single use plastics.
· Be a member of the Nationwide Caterers Association: https://www.ncass.org.uk/home 
· Optional requirement – the successful operator may choose to operate the mobile catering unit in the evenings. If the tenant provides a later service the mobile catering unit must close by no later than 9:00pm. The close time of the mobile catering unit may be adjusted but advance notice must be given to Forestry England. 
Please note that the provision of catering services from the Kielder Castle Café is not included in this requirement and will be contracted through a separate tender exercise. 
1.4 Food and Drink Policy
Forestry England has a clear set of criteria for the provision of food and drink. These national guidelines state the type, quality, sourcing ethos and the expected level of service of food and drink provision.  We would expect the successful operator to fulfil and innovatively expand upon these requirements.  When completing your response please ensure that your answers are relevant to this policy.
Forestry England aims to promote a top-quality food offer in line with some of its wider aims for healthy lifestyles and sustainable living and defines its food offer to visitors as:
“The food we offer is locally distinctive with freshly prepared food that is safe, healthy and most importantly good to eat.
We aim to deliver this through menu choices that respond to a whole range of visitors to our woodlands”
Forestry England require a food offer that:
· Ensures that supply, production and preparation gives a locally distinctive food offer:
· Purchase and procurement of food and consumables should be from approved suppliers where possible and noted, ideally those that demonstrate locally sourced; locally produced; Organic; Fair trade; Free Range and sustainably farmed providence.
· Local suppliers for fresh meat, wet fish, fruit and vegetables and bread should be used as far as possible.
· The operator is encouraged to feature locally distinctive dishes and ideally be locally sourced; locally produced; Organic; Fair trade; Free Range and sustainably farmed. This will help to support local businesses and support the Forestry England brand values.  
· Offers food that is freshly prepared and safe to eat:
· Food on offer must be prepared in a way that meets health, safety, hygiene and environmental standards and regulations.
· All food that is freshly prepared is served at the correct temperature with all preparation protocols followed clearly at all times. Pre-prepared food should be served at correct temperatures. 
· Menus are designed around freshly prepared produce and meets criteria above as far as possible.
· Promotes healthy and balanced whole food:
· Thought should be given to the sourcing of healthy and whole food and where possible and this should be noted.
· Menus that demonstrate and give choice for healthy eating options and are designed around health and whole food produce as far as possible. 
· Promoting healthy eating should be part of your food offer and you should be able to demonstrate a balanced approach to meeting customer needs and providing healthy eating options.  Whilst we will not dictate specific menus, the range and choice on the menu is critical in determining this.
· Gives choice and recognises diverse dietary and customer requirements:
·  Meets with a range of customer requirements including vegetarian diets and children.
· Takes account of customer requests to meet other more specific diets for example vegan, gluten free, diary free; wheat free; Halal, Kosher (not inclusive list) and where possible provides a choice or ability to direct to menu options for these. The routine provision of food to meet specific dietary requirements should reflect the user profile of each site but not be limited by this.  Note that at the very least staff should be in a position to give an open and informed response to customers.
· Meets complimentary service requirements:
·  Customers should receive timely, efficient and friendly service.
· Menus, tariff display and other customer information should be clearly displayed.
· Gives suitable staff support, training and development:
· The catering operation shall ensure Catering Staff have appropriate qualifications, competent skills and knowledge to fulfil their job requirements in respect of Food Health; Safety and Hygiene; Health and Safety and customer service requirements as highlighted in these criteria.
· Records that demonstrate staff Training achievement and progress will be kept and made available to request to Forestry England staff.
· Demonstrates effective financial management:
· Transparent cash handling policies should be in place.
· Opportunity for non-cash payment (i.e. Debit/Credit Card) should be available.
1.5 Mobile Catering Unit Facilities and Utilities
It is the responsibility for the operator to carry out compliance checks such as PAT Testing, Fire Extinguishers / Fire Blankets and Carbon Monoxide required checks. 
The location of the mobile catering unit is likely to be near The Bike Place cycle outlet. The exact location will be decided between the operator and Forestry England Contract Manager in advance of the concession commencement, with consideration to COVID-19 social distancing measures. 
The location for the catering unit will be serviced by water supply, grey water outflow and electricity supply at the expense of Forestry England. 
The mobile catering unit must comply with all safety regulations and hygiene regulations as per Northumberland County Council standards which can be found at:
https://www.northumberland.gov.uk/Protection/Environmental-health/Businesses.aspx
1.6 Type and term of Contract
Forestry England will be awarding a fully repairing and insuring permission agreement for a term of 9 months. There will be an option to extend the permission agreement by up to a further 3 months (9 months + 3 months).
If you are successful you will be required to enter into the permission agreement under the terms specified, please see Appendix 1. Variations or amendments to these terms will not be considered by Forestry England. Forestry England will not enter into any negotiations on the terms of the permission agreement.
1.7 Contract Management
Pre-commencement
A pre-commencement meeting will be arranged by Forestry England for the first day of site presence by the Tenant and its representatives. At this meeting, lines of communication, site restrictions, a site Risk Assessment, site safety procedures and protocols will all be agreed.
Management Meetings
Regular management meetings will take place between Forestry England and the Operator to help ensure good communications and quick resolution of any problems. This will include discussion of these management regulations, the assessment of KPIs and the resolution of any issues. 


	



Evaluation Matrix	

	
Section
	Title
	Weight
	Agreed Marking Criteria

	A1
	Terms and Conditions 

	
Pass/Fail
	Pass: Terms and Conditions have been accepted without any exceptions, or exceptions are minor and can be accommodated.
Fail: Exceptions noted have been discussed and are unable to be accommodated.

	A2
	Food Hygiene rating

	Pass/Fail
	Pass: The Operator has a food hygiene rating of 4 stars or above at the date of application or has demonstrated their commitment to obtaining such rating within the first 3 months of trading. 
Fail: The Operator cannot make such a commitment, and as such the submission fails in its entirety.

	A3
	Nationwide Caterers Association Membership
	Pass/Fail
	Pass: The Operator is a member of the Nationwide Caterers Association or commits to becoming a member prior to commencement of the permission agreement.
Fail: The Operator cannot make such a commitment, and as such the submission fails in its entirety. 

	A4
	Insurance
	Pass/Fail
	Min. Indemnity value of £5m per claim on both Employers Liability and Public Liability Insurance in place or will be secured before operating.

	A5
	COSHH
	Pass/Fail
	You must provide confirmation that no proposed cleaning substances are regulated under COSHH legislation OR relevant data sheets have been provided for proposed cleaning substances that are regulated under COSHH legislation and has been deemed acceptable. 
 

	A6
	COVID-19 Response and associated Risk Assessment
	Pass/Fail
	Pass: The bidder has demonstrated appropriate business response to COVID-19 regulations and has taken appropriate measures to minimise the risk to staff and customers. 
Fail: Inappropriate / no adjustments have been made to reduce the risk to staff and customers. 

	A7
	Compliance Checks
	Pass/Fail
	You must provide evidence demonstrating how you will conduct compliance checks.

	A8(i)
	Health and Safety – H&S Policy
	Pass/Fail
	Pass – Organisation has a health and safety policy which has been reviewed in the last two years.
Fail – Organisation does not have a health and safety policy OR Organisation does have a health and safety policy but bidder has provided no evidence of policy being reviewed in last two years.

	A8(ii)
	Health and Safety – Risk Assessment Process 
	Pass/Fail
	Pass – relevant site specific risk assessment from a previous contract has been provided showing appropriate hazards and controls.
OR
Description of risk assessment process has been provided along with generic or hypothetical risk assessment. 
Fail – Inadequate process or no response provided. 

	A8(iii)
	Health and Safety – Risk Assessment Monitoring
	Pass/Fail
	Pass – the process description provides confidence that sufficient monitoring takes place throughout the contract duration to ensure controls remain on site. 
Fail – no response provided or response does not provide confidence that an adequate process exists to ensure controls will remain on site for the duration of the contract. 

	A8(iv)
	Health and Safety – Accidents / Near Misses and RIDDOR
	Pass/Fail
	Pass – relevant accident reporting process described demonstrating clear understanding of current legislative requirements.
Fail – no response or inadequate reporting process that does not provide confidence in the bidders understanding of current legislative requirements. 

	
B(i)

B(ii)


B(iii)


B(iv)







	
Previous Experience

Product offer


Customer Experience

Staffing and Operating

	Weight %

15%

15%


15%


10%

	The following scoring system will be applied to each question in this section (If you score a 0 or 1 your bid may be rejected):
0 – No response (complete non-compliance)
No response at all or insufficient information provided in the response such that the solution is totally un-assessable and/or incomprehensible.
1 – Unsatisfactory response (potential for some compliance but very major areas of weakness)
Substantially unacceptable submission which fails in several significant areas to set out a solution that addresses and meets the requirements: little or no detail may (and, where evidence is required or necessary, no evidence) have been provided to support and demonstrate that the tenderer will be able to provide the services.
2 – Partially acceptable response (one or more areas of major weakness)
Weak submission which does not set out a solution that fully addresses and meets the requirements: response may be basic/ minimal with little or no detail.
 3 – Satisfactory and acceptable response (substantial compliance with no major concerns)
Submission sets out a solution that largely addresses and meets the requirements, with some detail (or, where evidence is required or necessary, some relevant evidence) provided to support the solution.
4 – Fully satisfactory /very good response (fully compliant with requirements)
Submission sets out a robust solution that fully addresses and meets the requirements, with full details (and, where evidence is required or necessary, full and relevant evidence) provided to support the solution.
5 - Outstanding response (fully compliant, with some areas exceeding requirements)
Submission sets out a robust solution (as for a 4 score) and, in addition, provides or proposes additional value and/or elements of the solution which exceed the requirements in substance and outcomes in a manner acceptable to the FC

	C
	Percentage of Gross Turnover
	40%
	Using your Percentage of Gross Turnover offer, we will estimate a total revenue figure to Forestry England, for the year duration of the lease based on a typical annual gross turnover.  This total estimate figure will then be scored using the following method:

The highest offer is given the maximum score available i.e. 60. The score of any other bid is determined by dividing that bid by the highest offer and multiplying by the maximum score.  These scores represent the percentage by which the offers are less profitable to Forestry England compared to the highest offer.

	D
	Declaration
	Pass/Fail
	Signed certificate provided with no exceptions identified will amount to a ‘pass’. If you do not sign the certificate and/or if you include exceptions, this will amount to a ‘fail’.
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Part A – Terms and Conditions
Weighting:  This is a Pass/Fail Section
Once this opportunity is awarded, the successful operator and Forestry England will enter into the Contract that has been provided as part of the tender documentation. 
Forestry England will not enter into any negotiations on the terms of the Contract and bidders are therefore required to confirm their agreement to the form of the Lease – failure to do so may lead to the disqualification of the bidder from the process. 
	
	
	Yes
	No

	A1
	Do you accept the Forestry England Terms and Conditions (Appendix 1) for the mobile catering provision at Kielder Castle? 
	
	



	
	
	Yes
	No

	A2
	Do you hold or are willing to obtain a food hygiene rating of 4 stars or above and will undertake to maintain this level for the duration of the permission agreement?
	
	



	
	
	Yes
	No

	A3
	Are you currently or willing to become a member of The Nationwide Caterers Association and will undertake to maintain this membership for the duration of the permission agreement? 
	
	




	
	

	A4    

	Insurance
You must either confirm that you have these levels of insurance in place for each and every claim rather than on an aggregate basis or, alternatively, undertake that should you be awarded the Lease that such levels of insurance are available to you and that you undertake to maintain these levels of insurance for the duration of the Lease.

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

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

	Public Liability
	Min £5m per claim

	
	
	

	If you do not undertake to secure the stated levels of insurance, we will not consider your submission.



	
	
	Yes
	No

	A5
	Please confirm if any of the cleaning substances you propose to use under the resulting contract are regulated under COSHH (Control of Substances Hazardous to Health) legislation.
Note: if you have responded “yes”, you must provide the relevant data sheets as part of your submission. 
	
	





	
	

	A6
	Please provide a statement confirming how you will manage the operation of the mobile catering unit with regards to the COVID-19 outbreak. Your response must include but is not limited to:
· How social distancing and hygiene measures will be maintained between operator staff and customers;
· Additional health & safety and hygiene measures regarding food-handling;
· Operator staff contingencies
· A COVID-19 specific risk assessment 

	Answer:









	
	

	A7
	Please provide a statement confirming how you will conduct compliance checks, including but not limited to: PAT testing, fire extinguishers / fire blankets, carbon monoxide detectors.  

	Answer:









	Health & Safety 

	A8(i)
	a) Does your organisation have a written health and safety policy? AND
b) If yes, please provide details of when it was last reviewed and updated
Note: If your organisation has less that 5 employees, Forestry England still requires you to have a written health and safety policy.

	Answer:




	A8(ii)
	Provide an example of a site-specific risk assessment you have applied in a previous contract which demonstrates that the risks identified have been controlled.
OR
Where an example from a previous contract cannot be produced, please explain how you would risk assess a job; please support this response with a generic or hypothetical risk assessment relevant to the subject of the contract/framework.

	Answer:





	A8(iii)
	In relation to your risk assessment process, describe how you monitor to ensure the controls remain in place for the duration of the work.  Where available, supply any relevant evidence to support your response such as completed checklists or other similar evidence.

	Answer:





	A8(iv)
	I. Describe your accident / near miss reporting system including any actions taken post incident to prevent recurrence;
II. Support your response with one example where this is available;
III. Describe your understanding of the requirements under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).

	Answer:








Part B – Business Plan

	
	Question
	Weight %

	B(i)
	Previous Experience:
Detail your current or previous Catering experience include any relevant qualifications you hold. Provide brief case studies/references to support your response.
Case studies/references should detail previous sites or venues you have operated from and how you can relate your experience to the Kielder Castle Café Concession. 

Your response must be submitted as a Word or PDF document upload in Arial Font size 10 and must be no more than 3 A4 pages. 
	

20%

	B(ii)
	The Product Offer
Describe your proposed food / drink offer, including:
· Applicable sample menu
· How the food / products will be sourced and explain how you will meet the Forestry England standards laid out in the specification. Please note that products sourced within Northumberland will be scored more favourably. 
· (If applicable) detail on further options, offers and discounts, special dietary considerations, healthy food options, children’s options.
	


20%

	B(iii)
	Customer experience
Please provide a method statement detailing your approach to customer care. Your response should include:
· The type of service you will provide, how your staff and offer will be presented; 
· How will queues be managed and what customer service processes will be used, particularly regarding COVID-19 safety measures;
· How you will monitor and maintain food quality, hygiene and cleanliness in the mobile catering unit.
	20%

	B(v)
	Staffing and Operating
Please provide details of how you will manage the day to day operation of the mobile catering unit, including but not limited to:
· Details of your experience in managing people, proposed staffing structure (including named manager if possible), recruitment processes, staff training and how seasonal fluctuations in trading will be addressed. Identify the key skills and job roles that will be deployed within the business;
· Proof of appropriate staff training.
· Confirmation of staff being offered at least the Living Wage.
· Confirmation that all staff are above the age of 16. 
	10%





Part C – Percentage of Gross Turnover Offer 

	
	
	Weight %

	C
	Turnover Rent:
(Total Gross Turnover x Turnover %) 
  
Percentage of Gross Turnover Offer
You are required to provide us with an offer for what you are prepared to pay as a Percentage of Gross Turnover for each year of the Lease. 
	30%




	Description

	(%) offered:

	You are required to provide Forestry England with an offer for what you are prepared to pay as a Percentage of Gross Turnover for each month of the Contract. 
	




Part D – Declaration
Weighting:  This is a Pass/Fail Section
I the undersigned, hereby tender and offer to provide the Lease which is more particularly referred to in the Invitation to Tender supplied to me for the purpose of tendering for the provision of the Lease and upon the terms thereof.
I declare that to the best of my knowledge the answers submitted in this ITT are correct. I confirm and undertake that if any of such information becomes untrue or misleading that I shall notify Forestry England immediately and update such information as required. I understand that the information will be used in the process to assess my organisation’s suitability to be awarded the Lease and I am signing on behalf of my organisation. I understand that Forestry England may reject this ITT if there is a failure to answer all relevant questions fully or if I provide false or misleading information.
I also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body.  I also understand that any such action will result in rejection of our application to take part in the tender procedure and empower Forestry England to cancel any contract currently in force.
I understand and agree that if our tender is successful that the bidder will hold or purchase insurances as required by the pre-qualification questionnaire. I understand and agree that any change in the identity or control of the bidder or the principal relationships within the bidder after the bidder has submitted the questionnaire shall be notified to Forestry England as soon as possible.  Forestry England reserves the right to disqualify the bidder from the selection and short-listing process in these circumstances or if the bidder becomes ineligible in any other way. 
I understand that Forestry England reserves the right to accept or refuse this tender whether it is lower, the same, or higher than any other tender.
I confirm that the bidder has not collaborated with any other bidder.
I hereby certify that I have not canvassed any Director, employee, representative or adviser of Forestry England in connection with the proposed award of the Lease by the FC, and that no person employed by us or acting on our behalf, or advising us, has done any such act. I further hereby undertake that I will not canvass any Director, employee, representative or adviser of Forestry England in connection with the award of the Lease and that no person employed by us or acting on our behalf, or advising us, will do any such act.
The essence of selective tendering for the Lease is that Forestry England shall receive bona fide competitive tenders from all bidders. In recognition of this principle, I certify that this is a bona fide offer, intended to be competitive and that I have not fixed or adjusted the amount of the offer in accordance with any agreement or arrangement with any other person (except any sub-contractor identified in this offer).
I also certify that I have not done, and undertake that I will not do, at any time any of the following acts:

(a) communicate to a person other than the Forestry England, the amount or approximate amount of our proposed offer except where the disclosure in confidence of the approximate value of the Tender was essential to obtain insurance premium quotations required for the preparation of the tender; or
(b) enter into any agreement or agreements with any other person that they shall refrain from tendering or as to the amount of any offer submitted by them; or
(c) offer or agree to pay or give or actually pay or give any sum of money, inducement or valuable consideration, directly or indirectly, to any person for doing or having done or having caused to be done in relation to any other offer or proposed offer, any act or omission.

I agree that the Forestry England may, in its consideration of the offer and in any subsequent actions, rely upon the statements made in this Declaration.
I undertake in the event of acceptance of our tender submission to execute the Lease within 25 business days of such acceptance (or otherwise as agreed with Forestry England). 
I confirm that the undersigned are authorised to commit the bidder to the contractual obligations contained in the Invitation to Tender and the Lease.

Name:		

Date:			

Signature:		

Capacity or Title:		

For and on behalf of: 		
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