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TENDER NO:       014


TENDER NAME: Specialist Stop Smoking Training & Update Training



CONTRACT PERIOD: 1 May 2017 – 30 April 2020 (with the option to extend for two periods of up to 12 months to 30 April 2022)
Tender Questionnaire
C Document

Instructions:

It is essential that all parts of this document are completed fully. 

Process of Evaluation

Part A

General Questions 

The purpose of the General Questions is to collate a brief profile of the Tenderer for general information only. The information provided in this section will not be scored nor will it be used to select the Provider. Tenderers must however answer all General Questions and failure to do so may result in elimination from the tendering process.
Part B  
Award Criteria Questions
Award Criteria questions will be used for the first stage of the evaluation of this tender. Full details on the evaluation, marking and scoring of questions are available in the ‘Tender Evaluation Methodology and Marking Scheme’ Document D.

The Public Health Agency requires all Tenderers to submit a written response against each of the questions outlined below. You are required to complete your response for each question within the word limit (where specified) on the page provided and on additional A4 pages if necessary.  Where appropriate please supply a word count with each of your responses to demonstrate that you have not exceeded the stated word limit. Please note that any words in excess of the allocated word limit will be disregarded when evaluating the response. Only forward enclosures as requested in the Tender Questionnaire. Any additional enclosures will not be considered. 
The Contract Adjudication Group (CAG) will use your responses to the questions to assess and score your bid.  Please answer all questions fully, ensuring that you provide sufficient evidence/ examples to substantiate your answers.  Each answer must be standalone in that there must be no cross referencing between answers in any of the Tender Response.  All cross referencing will be disregarded and will not be included or considered in the evaluation of that question. 
Please refer to all documents associated with this tender to assist with your tender submission, particularly D Document, the Tender Evaluation Methodology and Marking Scheme which will inform you on how we plan to assess and score your bid.

Part C

Qualification Criteria Questions 
Following the evaluation of the responses to the Award Criteria Questions, only the successful Tenderer(s) will progress to the Qualification Criteria stage.  The successful Tenderer(s) will be asked by the PHA to complete (Appendix 1) Qualification Criteria Questions.  For the avoidance of doubt the successful Tenderers are those who achieve the highest Award Criteria scores as determined in accordance with the provisions of Document D TEMMS.
Please Note: The Qualification Criteria questions are provided at the outset of the tendering process for information purposes only and should not be completed by Tenderers unless asked to do so by the PHA.  

Subcontracting Arrangements
Where it is intended that sub-contractors will deliver any of the services under the Contract, please indicate in response to question 2.1 of Part A (General Questions) the composition of the supply chain (inserting relevant company /organisation names), indicating which member of the supply chain is responsible for the elements of the requirement, noting that ultimate responsibility will always rest with the lead/prime contractor.

Consortium Responses
Where a Tenderer is a Consortium, please indicate details of the actual or proposed percentage shareholding of the constituent members within the Consortium (as applicable) and provide details of how the services will be split between the members of the Consortium in response to question 2.2 of Part A (General Questions). Tenderers should also provide details of the consortium leader in response to question 2.2 of Part A (General Questions) – for the avoidance of doubt the lead member of a consortium will be treated as the single point of contact for the purposes of this procurement exercise. Please note that the PHA reserves the right to require a successful Consortium to form a single legal entity.
	Part A General Questions


The following mandatory questions must be completed by
· any single organisation wishing to provide the Services itself; or

· any single organisation/ lead contractor wishing to subcontract part of the Services; or
· the lead member of a Consortium, 
	1.Organisational Identity

	Name of the Company/Organisation

	

	Company Registration Number (If registered)

	

	Charity Number 
(If registered)

	

	Contact Name

	

	Address

	

	E-mail address

	

	Internet address

	

	Telephone Number

	

	Fax Number

	

	Mobile Phone Number

	


	2. Organisation Structure

Please tick [a], [b] or [c] as appropriate 

	[a] Your organisation is bidding to provide the entire Service itself
	

	[b] Your organisation is bidding in the role of lead contractor and intends to use third parties to provide some of the Service
	

	[c] The organisation is bidding as the lead member of a Consortium
	

	If your answer is [b] or [c], insert details at Question 2.1 or 2.2 below as applicable.


	2.1 Subcontracting

	Do you propose to subcontract any element of this tender? If yes, please detail the composition of the supply chain (inserting relevant company/ organisation names), indicating the nature and proportion of the services that the potential provider proposes to sub contract under any ensuing contract. 
Your response is limited to 300 words only and please provide a word count. 

	Response: [Insert additional space as required]




	2.2 Consortia and Joint Ventures

	If your company is part of a consortium, joint venture or other arrangement, please provide details of the constitution and actual or proposed percentage shareholdings of the constituent members (as applicable) and details of how the services will be split between the members of the joint venture / consortium / other arrangement (as applicable).  Please also provide details of who the consortium leader is.  

Your response is limited to 300 words only and please provide a word count.

	Response: [Insert additional space as required]




	3. Economic Status of your Company / Organisation

	Please tick [a], [b] or [c] as appropriate  to indicate which of the following

best describes the economic status of your company / organisation:

	[a] Small and Medium Sizes Enterprise
	

	[b] Social Economy Enterprise
	

	[c] Voluntary and Community Organisation
	

	If other please specify

	


	Part B  Award Criteria Questions


The following mandatory questions must be completed in the boxes provided by the Lead Tenderer on behalf of the Tenderer.  Please respond to each of the following questions in a clear and concise manner.

Responses to the following award criteria questions will be evaluated in accordance with the Tender Evaluation Methodology & Marking Scheme, D Document. For the purposes of the evaluation process 80% of the evaluation will be based on Quality and 20% on Cost.

The following questions will be evaluated and scored by the CAG.
· Questions 1, 2 and 3 will be evaluated as a Pass or Fail.
· Questions 4 to 8 will be scored accordingly.

Quality Award Criteria Questions (80%)
	Question 1 Previous experience in development and delivery of Stop Smoking Service Training (This question will be evaluated as a Pass or Fail) 
Please provide details of stop smoking training developed and delivered by your organisation in the past 3 years including:

1. Name of course, number of people trained and organisation(s) to whom training courses were provided

2. Mode of delivery
3. Past management experience by providing detailed examples of development, co-ordination, delivery and evaluation of Stop Smoking Training programmes delivered.
Please give your response within 750 words and provide a word count.

	


	Question 2 Stop Smoking Training & Delivery Standards (This question will be evaluated as a Pass or Fail) 
Please confirm that you will be able to comply with the requirement to develop each of the training courses listed in the specification, and be in a position to offer each training course to participants within 8 weeks from the start of the contract and in line with all 17 training standards and 4 delivery standards outlined in the Specification (Document B).

Yes / No response


	( Yes

( No




	Question 3  Training Content / monitoring information storage, safety and back up (This question will be evaluated as a Pass or Fail) 
· Please confirm that you will ensure that  all training materials; individual training records and monitoring information will be stored in a safe way and that contingency / back-up systems will be set up to ensure no content or monitoring information is lost.
Yes / No response



	( Yes

( No




	Question 4 – Process of development and delivery of all specialist stop smoking training (35%)
Describe the process you will use to develop and deliver the training programmes as detailed in the Specification.  
You must present clear plans regarding:

· Core Training (for new providers) - Online delivery

· Core Training (for new providers) – Face – Face delivery 

· Assimilating existing trained providers in line with the new standards / providing update training – online
· Training providers in a speciality add on pregnancy module - online 

· Training providers in a speciality add on mental health module – online
·  Training providers in a speciality add on second hand smoke module – online
Please give your response within 1500 words (per bullet point) only and provide a word count (per bullet point), you may use this page and an additional A4 page to record your response

	


	Question 5 – Please describe how will you maximise uptake of courses and reach the key target groups for training (5%) 

Please give your response within 250 words (per bullet point) only and provide a word count (per bullet point), you may use this page and an additional A4 page to record your response

	


	Question 6 – Contract Management (25%)
In relation to contract management, please:

1. Describe your approach to managing the Contract in relation to each training course, including the assignment of roles and responsibilities to develop and deliver the training.  

2. Outline your proposed arrangements to ensure service continuity and contingency arrangements in relation to the delivery of the training.
3. Outline your governance arrangements regarding this contract.
Please give your response within 1000 words only and provide a word count, you may use this page and an additional A4 page to record your response

	


	Question 7 – Key Performance Indicators (15%)
What systems / mechanisms will you use to capture data on:
1. The key performance indicators listed (items 1-6) in Appendix 3 of the specification.
2. Evaluation requirements set out in the specification.

Please give your response within 500 words only and provide a word count, you may use this page and an additional A4 page to record your response

	


Cost Award Criteria Question 
Question 8 – Cost (20%)

Please note that cost will be assessed independently from the responses to the Quality Award Criteria Questions and will only be considered if the Tenderer successfully passes the Quality Award Criteria Questions as set out in the Tender Evaluation Methodology and Marking Scheme. 

The evaluation of Cost in this tender will be based on the all-inclusive total cost for Service over the 3 year contract period as per the service specification.
For the avoidance of doubt, cost must be an all-inclusive cost and no other costs will be considered afterwards.  Please cost according to the detail in the specification for the 3 year contract period.
Breakdown of Tender Costs
	
	Core training

Specialist Stop Smoking Training (for new providers)


	Specialist Stop Smoking Update Training (for assimilating existing providers in line with new standards)
	Add on Mental Health Speciality Module
	Add on Pregnancy Speciality Module
	Add on Second Hand Smoke Speciality Module
	Overall Cost 

	Development of on line training materials *
	£
	£
	£
	£
	£
	£

	Management, Evaluation, Reporting and Maintenance Costs for 3 year period (including promotional activities and any changes required to training materials to ensure they continue to reflect best practice


	£

	Provision of 6 face to face core training Specialist courses (assumes 25 places per course )
	£

	Total Contract price for 3 year period
	£


Development of training material costs will be paid once the training materials have been signed off by PHA and are fully operational to service providers.
Appendix 1 - (These questions are for information only and should only be completed if and when asked to do so by the PHA)
	  Part C Qualification Criteria Questions 


The following mandatory questions must be completed in the boxes provided by the Lead Tenderer.
	1. Does your organisation or any person who is a member of the administrative, management or supervisory body or has powers of representation, decision or control, have any convictions relating to any of the offences listed at Regulation 57 (1) of the Public Contracts Regulations 2015?   

Your answer must include a Yes or No Statement.

If you have answered Yes to Q1 please provide details of any “self cleaning” measures in accordance with Regulation 57 (13) of the Public Contracts regulations 2015.

	2. Has your organisation been involved in any of the grounds listed at Regulation 57 (3) of the Public Contracts Regulations 2015? 

Your answer must include a Yes or No Statement. 

If you have answered Yes to Q2 please list full details. The PHA may seek evidence at a later date, in confirmation of your answer. 



	3. Has your organisation been involved in any of the grounds listed at Regulation 57 (4) and/or (8) of the Public Contracts Regulations 2015? 

Your answer must include a Yes or No Statement. 

If you have answered Yes to Q3 please list full details. The PHA may seek evidence at a later date, in confirmation of your answer. 




	4.  Economic and Financial Standing

	To assess whether the Tenderer meets the minimum standards of economic and financial standing, please provide the following:

4.a Do you have a bank account for your business?

Your answer must include a Yes or No Statement. 



	4.b Provide the following Bank Details:

Note to Tenderers: the PHA will not pay charges for information requested.

Bank Name:

Band Address:

Account Number:

Sort Code:

Number of Years account has been opened

	4.c (i)Attach a copy of the last audited/certified* Accounts for your company/organisation.

If the date of the audited accounts is more than 1 year prior to the closing date of this tender please also respond to Q4 c ii below.

*Certified eg signed off by an Authorising Officer (eg Director of Finance or Committee Chair) of the Company/Organisation and/or at a Board meeting
4.c (ii) If your Company/ Organisation has been in existence for less than 1 year, please provide;
The last certified*/ audited set of accounts, or Internal management accounts (certified*) which shows the most up to date** financial position of your Company/Organisation. 

*Certified eg signed off by an Authorising Officer (eg Director of Finance or Committee Chair) of the Company/Organisation and/or at a Board meeting.

** ie covering the period from inception to within one month of closing of this tender.
and;
A copy of the Company /Organisations bank statements for 2 of the last 3 months (ie 3 months from the date of closing of this tender).



	5. Insurance

	Please note the PHA requires a minimum of £10 million of Public and Employers Liability Cover. Please provide details of your organisation’s current insurance cover in respect of Employer’s liability and Public Liability. In the event that your current cover is below the PHA’s minimum requirement please also confirm that you will increase your levels of insurance to meet the PHA’s insurance requirements before the award of contract (See Document A for the expected timing of the award of contract).




1

