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  STAFFORDSHIRE COUNTY COUNCIL

SUPPORTING PEOPLE

TENDER

 FOR THE CONTRACT TO PROVIDE A COUNTYWIDE HANDYPERSONS SERVICE

REF: SP005

	PERIOD
	1 NOVEMBER 2008
	To
	31 OCTOBER 2010


(with an option to extend, for a further period up to 2 
years)

	Name of Tenderer:
	


Version : 100308
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THESE DOCUMENTS MUST BE READ AND COMPLETED PRIOR TO 

THE PRICING OF THE TENDER
CONTENTS

	Section
	Description
	Page
	Section to be completed by Tenderer

	Section A
	Instructions and Conditions to Tenderers

(including Certificate of Bona Fide Tendering)
	
	Yes

	Section B
	Notes to Tenderers
	
	No

	Section C
	Conditions of Contract
	
	

	Section D
	Tender Questionnaire
	
	Yes

	Section E
	Form of Tender
	
	Yes

	Section F
	Tender Declaration (including acceptance of Conditions of Contract) 
	
	Yes

	Section G
	Commercial Confidentiality
	
	Yes


Should you have any queries in relation to the content of these documents or the products and specifications contained in the tender (refer to No 45 Clarifications and No. 48 “Indicative Timetable” in the Instructions and Conditions to Tenderers).

For all queries regarding this tender please contact the Business and Procurement Manager on:

TEL:  01785 278509

FAX: 01785 278521

Email: julie.richardson@staffordshire.gov.uk
SECTION A

INSTRUCTIONS AND CONDITIONS TO TENDERERS


General

1. 
These Instructions and Conditions apply to the tendering process for this contract to ensure that all tenderers are treated equally and fairly and to provide for compliance with other relevant legal requirements.  Failure to comply with these Instructions and Conditions may therefore invalidate your tender.

2. 
References in these Instructions and Conditions to “the County Council” means Staffordshire County Council.

3.  


    Queries arising during the tender period, regarding the tender

documentation should be directed in writing (which includes queries submitted by e-mail and facsimile) to;


Julie Richardson


Business and Procurement Manager


Strategic Housing 


Joint Commissioning Unit



Social Care & Health Directorate


Staffordshire County Council


Wedgwood Building


Tipping Street


Stafford


ST16 2DH 



Email: Julie.richardson@staffordshire.gov.uk 


Fax number: 
01785 278521

Queries should be received no later than five [5] working days prior to the closing date referred to in Paragraph 4 below.

We shall endeavour to respond to queries within five [5] working days.  Written queries and the responses given will be circulated to all Tenderers. 

The County Council reserves the right to retain all and any of the information supplied to it by the Tenderer(s)


Closing date and time for receipt of tenders

4. 
The closing date and time for receipt of tenders is: 3:00 pm on Thursday 24 July 2008.
5. 
No tender received after the closing date and time for receipt of tenders will be considered, except as expressly provided for in the County Council Standing Orders.


Provision of requested information 

6. 
When you submit your tender you must:

(i) 

Provide all information requested in the specified format;

(ii) 
Complete the tender legibly in ink or type, in English, with costs, rates and prices in Sterling (exclusive of VAT);


(iii) 
Sign and date the tender where indicated;

(iv)
Ensure that any deletions or amendments made to your tender, (including any deletions or amendments made to rates, prices, proposals or other details), are made clearly in ink and are initialled and dated;

(v) 
Make any deletions necessary by a single ink line.  Correction fluid and pencil must not be used in completing your tender.

7. 
Tenders may not be considered if any information specifically requested in the Invitation to tender is not provided with the tender, or if the tender is 
otherwise non-compliant or incomplete.
8. 
In order that your tender bid may be fully understood and interpreted correctly, it is essential that you complete the relevant sections in the “Form of Tender”, as required; listing your prices, brands, etc, against the relevant items.  Failure to do this may lead to an ambiguous or wrongly interpreted tender, which may also invalidate your tender.

9. 
Tenderers should satisfy themselves that their submission is complete in all respects.

10. 
Although the County Council is moving towards implementing e-tendering, it currently is unable to accept any tender submitted wholly in electronic format, i.e. by email, or on CD ROM or floppy disk.  


Your attention is drawn to “Submission of Tenders”, (Paragraphs 16-23 inclusive).

11. 
Where the County Council wishes to invite tender pricing via E-Auctioning information relating to the E-Auction process will be detailed in paragraph 47 below.


Amendment of the tender documents

12. 
You must not alter any of the County Council’s Invitation to Tender 
documents.
13. 
The County Council reserves the right to amend its tender documents in any 
respect at any time prior to the closing date and time for receipt of tenders.  Any such amendment will be notified to all Tenderers, before the closing date and time, and each and every amendment will be referenced and dated for ease of identification.  You must confirm in writing when you submit your tender that it provides for compliance with all amendments so notified.

14. 
The County Council may at its discretion extend the closing date and time for receipt of tenders by written notice to all Tenderers.

15. 
Tender documents must not be transferred to any person or organisation other than the person or organisation named in the Invitation to tender unless for the purpose of securing specialist advice (i.e. legal, insurance, accountancy), without the prior written authority of the County Council.

When specialist advice is obtained you must similarly ensure your advisors respect this confidentiality.


Submission of tenders

16. The Tenderer shall submit two [2] paper copies of the tender in a lever arch file, which is fully bound and sealed to ensure confidentiality at all times and labelled “Master” and “Copy”, completed as required.  Each copy shall be in A4 size unless otherwise instructed in writing or impracticable, for example if plans or gantt charts form part of the tender submission.  All copies must include exactly the same information.  

For the avoidance of doubt, if the master and copy tender did include any variation on specification, pricing etc, the contents of the master copy will prevail in the event of any dispute.


In addition to the hard copies Tenderers must also enclose a complete and true copy of their tender on CD ROM ‘read only’.

The tender submission should be accompanied by a contents page clearly identifying the items returned and with all policy statements etc appended to 
the rear of the submission and cross referenced.


Delivery of tenders

17. 
Postal/Courier Deliveries - Tenders should arrive at the address shown on the envelope address template (which accompanies this document) by no later than the closing date and time for receipt of tenders. Where no address is indicated, and unless otherwise advised in writing, tenders must be delivered 


to:-





           Children and Lifelong Learning

           Wedgwood Building

           Tipping Street

           Stafford

           ST16 2DH
The envelope address template should be used as a label and attached to your envelope (or package) which should otherwise be plain, secure and fully sealed.

The tender return envelope or package and labelling should not bear any name, address or other mark (including postal franking mark) from which the identity of the Tenderer might be ascertained.  Note: Courier organisations frequently mark the outer packaging of items they deliver with the name of the sending organisation.

The Eastgate Street address does not have a fully staffed reception, but is suitable for accepting deliveries via Royal Mail and Courier. 

However, deliveries will not be accepted outside of working hours.  

Working hours are detailed below:

Monday – Thursday




9:00 – 17:00

Friday



9:00 – 16:30

Mail which fails delivery because the attempted delivery is outside of office hours will be considered “undelivered”, and if the subsequent delivery falls past the tender deadline then it will be classed as a “late tender”.
Tenderers are urged to consider this when selecting a delivery 

mechanism as it may fall outside of office hours.  For example, a Royal Mail  “Special Delivery before 9:00am service” would not be a suitable method of delivery, as delivery may fall before 9:00am (out of office hours).

It is the Tenderers responsibility to ensure that tenders are delivered to the County Council prior to the closing time and date and at a time when the offices are open for the delivery of mail. The County Council accepts no responsibility for the failure of a Tenderers method of delivery to arrive during our post room’s hours of business.

18. 
Tenders delivered by hand - Where tenders are delivered by hand the delivery address shall be, unless otherwise advised in writing:-

The County Council Reception, Peel Building, St. Chad’s Place, Stafford,  ST16 2LR.


Please ensure that you obtain a receipt confirming the date and time of 


delivery.

19.
Tenders must be submitted on the official Form of Tender provided with the tender documents.  The Form of Tender must be completed in all material respects.  Tenders not complying with these requirements may be rejected.

20. 
Tenders submitted by facsimile (fax) will not be considered.  
21. 
You are reminded that the County Council is currently unable to accept  

tenders submitted wholly in electronic format (i.e. by email or on any form of electronic media).  

22. 
However, where any part of a tender is specifically required in the invitation to tender to be submitted electronically, the following shall apply:

(a)
A hard copy of the electronically submitted document(s) must accompany the tender; together with

(b) 
A letter signed by a duly authorised representative of the Tenderer on company/organisation headed note paper detailing which part of the tender has been supplied in electronic form and certifying that the electronic copy is a true copy of the hard copy.

23. 
Organisations may tender for any or all ranges of products/services within the tender, but should state clearly if one product range/service is dependant on the acceptance of another.  To minimise the costs of ordering, favourable consideration will be given, when evaluating tenders, to those tenderers who provide competitive prices for complete ranges of like items/services

Consideration of Tenders

24. 
The County Council agrees to give consideration to tenders submitted in 


accordance with these instructions and conditions.

25.
When considering tenders the following criteria will be applied:

	Contract Criteria
	Weighting

%

	Quality 
	25

	Price
	20

	Deliverability
	20

	Experience (Refs)
	15

	Partnerships
	10

	Equal Opp's
	10

	Total

Following the assessment of the tenders a shortlist of tenderers will be selected.  The shortlisted tenderers will be required to make a presentation to Supporting People.

Full details will be provided at the appropriate time.


	100



In the event of there being no criteria specified then the County Council will 


apply the ‘Most Economically Advantageous Tender’ criteria.


Acceptance of Tender

26. 
The County Council reserves the right:


(a) not to accept the lowest or any tender, and


(b) to accept any tender or tenders in whole or in part.

27.
The tender shall constitute an irrevocable offer by the tenderer remaining 
open for acceptance by the County Council for a period of three (3) 

           calendar months from the day following the closing 
date for receipt of  
tenders.

28.
Receipt by a tenderer of written acceptance by the County Council of his 


tender (or part of his tender) shall constitute the contract between the County 


Council and the tenderer, incorporating the Form of Tender, the Conditions of 


Contract, the Specification, the tenderer’s proposal (where applicable) and 


any Contract Drawings.  If the tenderer is 
required to enter into a formal 


written agreement with the County Council then 
unless and until that formal 


written contract is executed by the County Council 
and the tenderer, together 


these documents shall form the contract.


Submission of an Alternative Specification

29. 
Where there is express provision for the submission of an Alternative Tender 


(not to be confused with a Variant Tender) in respect of an Alternative 


Specification only (whilst retaining the County Council’s other submission 


requirements including the Contract Terms and Conditions).  Tenderers may 


submit a tender on the basis of a proposed Alternative Specification which is 


in addition to, not in place of the required, separate, Primary tender, which 


must be based strictly on the County Council’s Invitation to Tender 


Specification.

30.
Alternative specification tenders must be fully priced and specified in order to 


indicate how and where the specification and/or rates and prices differ from 


the Primary tender.

31.
The County Council reserves the right to accept a submitted Alternative  


Specification tender without recourse to re-tendering.


Submission of a Variant Tender
32.
In the event the County Council wishes to invite a Variant Tender submission, 


specific details will be detailed in these instructions – see paragraph 46 below. 



A Variant Tender may contain alternative proposals (for example, different 


terms and conditions of Contract, pricing arrangements specification etc) if the 


Tenderer considers that such alternative proposals will represent  better value 


for money for the County Council than the Primary tender.  An explicit written 


statement of the impact of the Variant Tender proposals must accompany the 


Variant tender submission.


Where no requirements are detailed you may assume that the County Council 


does not seek Variant  tender submission.

33.
For the avoidance of doubt a Variant Tender will only be considered if 


submitted together with the Primary Tender and which complies fully  with the 


requirements of these instructions and Conditions to tenderers.


Trading Names

34.
If a tender is submitted in the name of one organisation (for example, a 


trading name) but it is intended that invoices later be submitted in the name of 


another organisation, or payments are to be made to another organisation, full 


details of both organisations must be provided with the tender.

Collusion, Fraud and Corruption

35.
The Tender Documents contain a “Certificate of Bona Fide Tendering” which 


must be signed on behalf of the tenderer.  Breach of any undertaking in that 


Certificate will invalidate your tender.
36.
You must not:

(i) offer any inducement or reward for the award of this or any other contract with the County Council as this will disqualify your tender and may constitute a criminal offence.

(ii) inform anyone else of your tender price(s), rate(s) or other proposals, even approximately or in outline, before the date of contract award.  The only exception to this is in order to enable you to obtain quotations in respect of the provision of legal or technical advice or insurance or a bond or other form of guarantee required for compliance with the tender documents, in which case you may provide to your advisors insurance company or broker such information as they may reasonably require provided that at the same time you inform them that the information is supplied in the strictest confidence and require them to treat it as such.

(iii) attempt to obtain information about any other tender or proposed tender for this contract before the date of contract award, and
(iv) subject to paragraph 37 discuss with anyone else before the date of contract award whether you or they should tender for this contract.

37.
The only exception to the prohibition set out in paragraph 36(iv) is in order to 


make or to explore the possibility of making a joint or group bid and provided 


that in any subsequent tender response the names and addresses of all 


participants in such discussions are clearly stated.  (See 'Group Bids’, 


paragraph 44 below).

Recovery of costs etc.

38.
You are not entitled to claim from the County Council any costs or expenses 


incurred in preparing your tender, whether or not it is successful.

39.

Following award of contract tenderers may request in writing a de-briefing.

40.
The tender award criteria are in compliance with all applicable law and are set 


out in the tender documents.


Confidential Information

41.
All information provided by the County Council to tenderers must be treated in 


strict confidence and must not disclosed to any third party except so far as 


necessary in order for the tenderer to obtain any sureties or quotations for the 


purposes of compiling and submitting the tender.

42.
All information provided by tenderers to the County Council will be treated in 


confidence except as follows:


(i) references may be sought from banks, existing and past clients and other 


referees in accordance with authorisations given by tenderers in their tenders;



(ii) the disclosure of such information with regard to the outcome of the 


procurement process as may be required to be published in the Supplement 


to the Official Journal of the European Union in accordance with EC directives 


or elsewhere in accordance with the requirements of English law.


(iii) disclosure as may be required by the Freedom of Information Act 2000.

Commercially Sensitive Information
43.  
Any information which a tenderer considers to be Commercially Sensitive (i.e. 


trade secrets, sensitive or critical pricing etc) should be highlighted as such by 


the tenderer in the Form of Tender. 

Please note that even though tenderer(s) may consider information supplied 


to be in confidence or commercially sensitive the County Council cannot 


accept any liability for the release of information which it is under a duty to 


disclose under the Freedom of Information Act 2000.


Group Bids

44. 
In the event of a group of service providers, suppliers or contractors jointly 


submitting a tender, the group will be required to nominate a lead partner with 


whom the County Council can contract. 

45.
Clarifications


Pre-Tender Clarifications

In some instances the County Council may either of its own volition or in 


response to requests from Tenders arrange pre-tender submission 


clarification meetings.  In such instances (but subject to Commercial 


Confidentiality) details of the points discussed will be circulated to all 


tenderers.  



All clarifications requested from tenderers in regard to these documents must be listed and 
submitted 
in writing in the first instance (preferably via email – see contact names at the 
front of these documents) by the date shown on the “indicative Timetable” 
(Instructions and Conditions to Tenderers No 48).  


Post Tender Clarifications


Further County Council reserves the right, after tenders have been opened, to 


clarify with any tenderer, any aspect of the tender.


Variant Tender Submission Requirements

46.
A variant bid is not invited.

 47.
E-Auctions


Any E-Auction will take place after the terms and conditions of contract 
including the specification have been agreed.


The time, date and particular requirements pertaining to the E-Auction will be 
advised to tenderers in writing at the earliest opportunity.


Indicative Timetable

	   48.  
Actions
	Date(s)

	1.
	Pre tender submission clarification(s)
	17 July 2008

	2.
	Date for receipt of Tender Submission
	24 July 2008

	3.
	Evaluation Period
	28 July – 22 August 2008

	4.
	Post Tender Submission clarification(s)
	25 – 28 August 2008

	5.
	Presentations 
	1 - 3 September 2008

	6.
	Notification to unsuccessful tenderers
	4 September 2008

	7.
	Letter to Preferred tenderer of Intent to award contract
	4 September 2008

	8.
	De-briefing of unsuccessful bidders and standstill of process (in accordance with the Alcatel case) 
	5–22 September 2008

	9.
	Contract Award
	25 September 2008

	10.
	Contract Commencement Date
	1 November 2008


Note: All dates are indicative only and may be subject to change where necessary.

STAFFORDSHIRE COUNTY COUNCIL

CERTIFICATE OF BONA FIDE TENDERING

We the undersigned hereby certify that this is a bona fide tender and we have not:

1. entered into any agreement with any other person with the aim or effect of preventing any tender being made or as to the fixing or adjusting of the amount of any tender or the conditions on which any tender is made; or 


2. informed any other person, other than the person calling for this tender, of the amount or the approximate amount of the tender, except to the extent that disclosure, in confidence, of the amount of the tender was necessary to obtain quotations necessary for the preparation of the tender for insurance, for performance bonds and/or contract guarantee bonds or for other professional advice required for the preparation of the tender; or


3. caused or induced any person to enter into such an agreement as is mentioned in clause 1. above or to inform us of the amount or the approximate amount of any rival tender for the Contract; or


4. committed any offence under the Prevention of Corruption Acts 1889 to 1916; or 


5. offered or agreed 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 for this Contract any act or omission; or


6. canvassed any other persons referred to in clause 1 above in connection with the Contract; or


7. contacted any officer of the County Council about any aspect of the Contract including (but not limited to) for the purposes of discussing the possible transfer to the employment of the tenderer of such officer for the purpose of the Contract or for soliciting information in connection with the Contract.


We also undertake that we shall not procure the doing of any of the acts mentioned in clauses 1 to 7 above before latest date and time specified for the return of the tender nor (in the event of our tender being accepted) shall we do so while the resulting Contract continues in force between us (or our successors in title) and the County Council (or its successor in title).


In this Certificate, the word “person” includes any person, body or association, corporate or incorporate and “agreement” includes any arrangement whether formal or informal and whether legally binding or not.

Signed ………………………………………..…………  Date ……/………/ 200…


Name………………………………………………………….……………… (Print Name)


Designation/Job Title …………………………………………………………


On behalf of …………………….………………………..……… (Name of Organisation)

SECTION B

NOTES TO TENDERERS

1
CONTRACT

This tender is for a Contract, which is an Agreement between the appointed 
provider(s) 

and Staffordshire Supporting People acting on behalf of  
Staffordshire 
County 
Council, 
for services as required 
in 
accordance with the  
terms as 
stated in the 


Conditions 
of  
Contract.



This Contract will be for a period of (2) years commencing on the 1 November 
2008, with an option to extend the contract (at the County Council's



sole  discretion).  In the event the contract is extended (for a period of up to 

           two (2) years), any extension shall be on the same terms and conditions 



of contract as the original contract period.

2
CUSTOMER BASE - STAFFORDSHIRE SUPPORTING PEOPLE TEAM

Staffordshire County Council is a two tier authority with 8 district councils.  
Each district varies in profile, with considerable differences between the north 


and south.  This makes the county diverse in terms of population profile and 


social issues, whilst the County has a number of small villages or hamlets.


The Supporting People Grant for the County in 2008/09 is £12.8 million with


over 100 contracts currently in place with housing providers locally.  The 


grant is used to fund services for a number of vulnerable client groups, 


with just over 17,000 units of housing related support.


Though the service review process has come to an end, the grant conditions 
require authorities to ensure that arrangements are in place so that each 
service funded by Supporting People programme grant is routinely monitored 
for contract compliance and acceptable performance and quality.

3
COLLABORATIVE WORKING

     Staffordshire County Council requires to establish framework agreements for 

   

         use by or on behalf of UK public sector bodies. These will include Central 

     Government Departments & their Agencies, NHS Bodies, Local Authorities, 

     Police & Emergency Services, Educational Establishments, Utilities and 

     Registered Charities, therefore, these other bodies may wish to tap into and 

     utilise this contract for mutual benefit.   

4 BENCHMARKING



Under the local authority remit of best value, the County Council is encouraged to participate in information sharing and benchmarking in order to assist performance monitoring.  This is carried out with limited groups of authorities in strict confidence.  All contracts therefore awarded by this authority may be subject to limited and confidential information sharing.  If your organisation has reservations over sharing information in respect of your offer or acceptance, please formally state this in your tender submission.

5 

regular meetings 




Staffordshire Purchasing has a philosophy of developing long term trading 



relationships with all its providers and to encourage this philosophy, regular 

meetings 
will be held with them to agree future joint strategies.

6
POST TENDER NEGOTIATION/CLARIFICATION


The County Council reserves the right to negotiate/clarify after tenders have 


           been 

received, 

with 

any tenderer, on any aspect of the tender.


7.


      WHISTLEBLOWING POLICY.

Your attention is drawn to the County Council’s Whistleblowing policy.  

This policy covers all employees of the County Council, providers, agency staff and the County Council’s partners.

The policy enables both providers and staff of the County Council to report, confidentially, serious concerns about any aspects of the Council’s work in which you may suspect criminal behaviour or other forms of malpractice.

For further information and guidance along with details as to how to make such a disclosure, please refer to the County Council’s Whistleblowing policy on the following web link: http://www.staffordshire.gov.uk/business/procurement/selling/
and click on Whistleblowing.

8.
     ADDITIONAL INFORMATION


For further information and a list of contracts negotiated by Staffordshire Purchasing along with current opportunities for tendering, please visit www.staffordshire.gov.uk/purchasing
SECTION C - CONDITIONS OF CONTRACT

Please see enclosed separate document.

SECTION D

STAFFORDSHIRE COUNTY COUNCIL

SUPPORTING PEOPLE

TENDER QUESTIONNAIRE

CONTENTS


A. 
Not used


B.
Organisation Profile


C.  
Eligibility of Organisation


D. 
Economic and Financial Standing 


E. 
Technical Capacity


F.  
Health and Safety


G.  
Environmental Issues


H. 
Equal Opportunities & Employment Policies

I.              COSHH Declaration

J.             Insurance Certification Form

K.            Criminal Record Disclosure – Declaration

L.            Bacs Payment and Banking Details
M.            Regional Collaboration 

NAME OF ORGANISATION……………………………………………………………

	B. 

	ORGANISATION PROFILE

	B.1    
	Organisation Name
	

	B.2    


	Main Address for Correspondence


	

	B.3    
	Registered Office

(a)  address

(b)  post code

(c)  telephone number

(d)  fax number
	

	B.4    
	Point of Contact

(a)  name

(b)  designation

(c)  telephone number

(d)  fax number

(e)  out of hours telephone number

(f)  Email Address

(g) Internet Address
	

	B.5 
	Are you a Sole Trader, Partnership, Private Limited Company, Public Limited Company, Local Authority Organisation? (state which)
	

	B.6 
	(a) Names of Directors/Partners/Proprietors/Associates
(Please identify which)


(b) Name of Company's/Firm's Secretary
	

	B.7 


	Has or is any Director, Partner, Proprietor or Associate (been) employed by this County Council?


	YES/NO

If YES please give details as Appendix

	
	

	
	

	B.    
	ORGANISATION PROFILE (continued)

	B.8 


	Please state if any Director, Partner, Proprietor or Associate has a relative(s) who is/are employed by the County Council at a senior level or is a Councillor.
	YES/NO     

If YES please give details as an Appendix

	B.9. 
	Please state names of Directors, Partners, Proprietor or Associates of your organisation who have any involvement in any other organisation(s) who provide services to the Council
	

	Where the Candidate is a Limited Company (Organisation), please complete Questions B.10-B.13.

	B.10 
	Registration date and number under Companies Act 1985.
	

	B11.   


	Is the organisation a Member or Associate of an organisation e.g. a company or group of companies?


	YES/NO

If YES, please give the names and addresses of Parent Company and all other subsidiaries as an Appendix.

	B.12   


	Would the Parent Company (Organisation) guarantee in Writing the contract performance of its Subsidiary?
	YES/NO


	B.13
	Please list any Trade, or Professional Associations that the organisation belongs to, with names and registration numbers
	


	C. 
	ELIGIBILITY OF ORGANISATIONS

	C1.    
	Have any of the Directors, Partners, Proprietors or Associates been involved in any organisations (e.g. company or firms) which may be ineligible and may be excluded from participating in a Contract by reason of the criteria listed below?

	(a)
	Bankruptcy
	YES/NO

	(b)    
	Insolvency or subject of a sequestration Petition.
	YES/NO

	(c)    
	Being in receivership or subject to a Winding-up order
	YES/NO

	(d)    
	Conviction of a criminal offence relating to the conduct of the business or profession
	YES/NO

	(e)    
	Committing an act of grave misconduct in the course of a business or profession
	YES/NO

	(f)    
	Failure to fulfil social security payment obligations
	YES/NO

	(g)
	Failure to fulfil obligations in respect of  payment of taxes
	YES/NO

	(h)
	Serious misrepresentation of information concerning eligibility, economic and financial Standing and technical capacity of the Company/Firm
	YES/NO

	
	Please list any relevant details:
	

	
	
	

	
	
	


	D.    


	ECONOMIC AND FINANCIAL STANDING

	D.1   


	Who is the person in your organisation responsible for financial matters?
	

	D.2   


	Please enclose a copy of the Certificate of Incorporation of the Company under the Companies Act 1985 (if applicable) and any Certificate of Change of Name.
	ENCLOSED?     YES/NO


	D.3
	Please enclose copies of audited accounts and annual reports for the last three years, to include:

(a) Balance Sheet

(b) Profit and Loss Account

(c) Full Notes to Account

(d) Directors Report/Auditors Report
	ENCLOSED?     YES/NO


	D.4  
	Please enclose statement of the annual turnover of the relevant services for the current trading period.

Please State £…………………………..
	ENCLOSED?     YES/NO


	D.5   
	If the accounts you are submitting are for a year ended more than 10 months ago, can you confirm that the organisation described in those accounts is still trading?
	YES/NO
(If YES, please append

 details)

	D.6   
	Are there currently any outstanding claims or litigation against the organisation?
	YES/NO



	D.7   
	Please give the name and address of your Bankers from whom references may be taken up.
	

	D.8
	VAT Registration Number.
	


	E.   


	TECHNICAL CAPACITY

	E.1 
	Organisation’s Capacity

State the number of employees in your organisation 

Engaged in the type of work for which you are applying.

(If you are a national or regional organisation, please 

also provide in E.2 those figures for the part of the 

organisation that would deal with this Contract). 


	Management:

Professional/Technical:

Admin/Clerical:

Supervisors:

Operatives:

Others:

	E.2
	Local Organisation Capacity

State the number of employees in your organisation engaged in the type of work for which you are applying.
	Management:

Professional/Technical:

Admin/Clerical:

Supervisors:

Operatives:

Other:

	E.3
	How does your organisation assess the suitability and competence of potential workers.  (Please tick as appropriate)

	
(a)
	Job description

	
(b)
	Application forms

	(c)
	
Interview

	
(d)
	References

	
(e)
	Qualifications

	
(f)
	Inspection of previous work

	
(g )
	Trial period before confirmation of  Employment

	
(h)
	Personal recommendations

	      

(i)        
	Other (please specify)

	
	

	
	

	E.    


	TECHNICAL CAPACITY (continued)

	E.4  


	State the name, educational, professional and technical qualifications and experience of the managerial and supervisory staff who would be responsible for this contract and providing  the service


	

	E.5   


	Do you undertake to keep proper and up to date records of all persons in your organisation?


	YES/NO

(If NO, please append reasons)

	E.6   
	Has your organisation ever suffered any financial deduction for defective performance of any contract within the last three years?


	YES/NO

(If YES, please append details)



	E.7 
	Has your organisation ever had a contract terminated or your employment determined under the terms of any contract?
	YES/NO

(If YES, please append details)

	E.8   


	To the best of your knowledge has your organisation ever not had a contract renewed for failure to perform to the terms of the contract?
	YES/NO

(If YES, please append details)


	Name of Tenderer:
	


	E.9 


	CURRENT CONTRACTS
Please list major Contracts currently and recently held in public and private sectors for services of a similar type provided in the last three years from whom references may be solicited to testify to your technical capacity, standards and quality of service.

	NAME & ADDRESS

OF CLIENT
	POINT OF CONTACT
	VALUE OF CONTRACT
	DATE & PERIOD OF CONTRACT



	(a)


	Tel:  

Fax:

Email:
	
	

	(b)  


	Tel:  

Fax:

Email:
	
	

	(c)


	Tel:  

Fax:

Email:
	
	


	E.    
	TECHNICAL CAPACITY (continued)

	E.10


	QUALITY ISSUES

(a) Is your organisation certified or has it applied for certification to IS09001/2000 ?  Please supply certificate and scope of approval.
	YES/NO

	
	(b) If not, do you operate equivalent systems based on the principles of IS09001/2000? Demonstrations may be required.
	YES/NO

	            
	(c) What training facilities do you have?

(d) Is your organisation IIP accreditated?


	YES/NO


	F.
	HEALTH AND SAFETY

	F.1
	Do you have a Health and Safety Policy?                                                              YES/NO 
If yes, please confirm enclosed                                                                              YES/NO


	G. 


	ENVIRONMENTAL ISSUES

	
	As part of the County Councils' efforts towards encouraging sustainable development of the environment, you are asked to provide the following information. 

	G.1   


	(a) Do you have an environmental policy and/or an environmental purchasing policy?


(b) If yes, please provide a copy
	YES/NO



	G.2 
	What environmental management systems do you have in place e.g. ISO 14001(or similar accreditation e.g. EMAS). Please detail.
	

	
	Is your environmental management system UKAS accredited?
	YES/NO



	
	
	

	
	
	

	G.3
	Have you tendered for any "environmentally sound" sustainable items in this tender?        

If Yes you must enclose appropriate documentary evidence e.g. Eco-labelling, FSC etc in respect of each product.
	YES/NO

	G.4 


	What actions have been taken over the last three years to improve the

Environment? Please describe:

(a) by your organisation


	

	
	
	

	
	(b) by other organisations with whom you deal
	

	
	
	

	G.5
	Manufacturer's Environmental Policy

Please enclose details of the environmental policy of the manufacturers of the products you have tendered for:-

Manufacturers Name(s):                                                                                                  

Do they have an environmental policy?                                                            

Do they have any environmental management systems in line with ISO 14001?                                  

Please enclose details.
	YES/NO

YES/NO


	H.     EQUAL OPPORTUNITIES AND EMPLOYMENT POLICIES




N.B. 
All organisations are required to return this document completed 
together with all supporting documentation where applicable

The following questions and descriptions are derived from those specified by the Secretary of State under Section 18(5) of the Local Government Act 1988, modified and extended as permitted by Orders made under Section 19 of the Local Government Act 1999 (and under Section 7 of the Local Government Act in Scotland Act 2003).

Your organisation will be evaluated for equality in employment on the basis of your answers to these questions.  Please ensure that you answer every question.  You are encouraged to provide full and detailed responses.  Failure to provide the information requested may result in your firm being rejected.

	To assist the evaluation process you are requested to identify where the appropriate evidence is located for each question, e.g. if found in your Equal Opportunities Policy, please state the page number and paragraph details and index all appendices.

For each of the elements listed below 1 - 8, please tick in the yes/no columns. IF YES, CLEARLY INDICATE IN THE BOX DIRECTLY BENEATH THE COLUMNS WHERE THE SUPPORTING EVIDENCE IS LOCATED WITHIN THE SUBMITTED POLICY(S).

	1.
	The Organisation has an equal opportunities policy (a copy of which is enclosed).  Failure to enclose a copy will invalidate your responses to Q’s 1 – 4.

(Add as Appendix H1)
	Yes
	No

	
	
	
	

	
	
	

	2.
	a. It is the organisations policy as an employer to comply with new legislation and developments including, but not limited to the following (or equivalent legislation):- The Race Relations Act 1976; The Race Relations (Amendment) Act 2000; The Rehabilitation of Offenders Act 1974; The Local Government Act 1988 and 1999; Disability Discrimination Act 1995; Sex Discrimination Act 1976; The Equal Pay Act 1970; Gender Reassignment 1999; Employment Equality (Religion or Belief) Regulations 2003 and the Employment Equality (Sexual Orientation) Regulations 2003.  Ensuring not to treat one group less favourably than others because of their gender, colour, race, nationality, ethnic original, religion, sexuality or age in relation to decisions to recruit or promote employees.
	
	

	
	b. 
	

	2.


	(b) Can you give examples of where you have made reasonable 

      adjustment to comply with the Disability Discrimination Act 1995.

    (Add as Appendix H (2b)


	
	

	
	
	
	

	
	
	


	3.
	The Organisations’ policy on gender, race and disability are set out in……..(please indicate as appropriate):

(a) 
in instructions to those concerned with recruitment, training and promotion;
	Yes
	No

	
	
	
	

	
	
	

	
	c.     in documents available to employees, recognised trade unions or representative groups of employees; and
	
	

	
	d. 
	

	
	(c)   in recruitment advertisements and other literature 

         (Add as Appendix H3)
	
	

	
	
	

	4.


	In order to comply with legislation, equality monitoring records are undertaken of existing workforce by ethnic group, disability, gender and secondly, applicants for jobs, promotion and training.  Grievances, disciplinary action, performance appraisals and dismissals are also monitored and can be supplied to the Council.

(Please give details as Appendix H4)
	
	

	
	
	

	5.
	Is your organisation currently working towards any national equality standards e.g. the Council for Racial Equality (CRE) “Racial Equality means Business”, Equality Standard for Local Government; West Midlands Forum for Race Equality or any other equivalent standard?

Please give relevant details: 


	
	

	
	
	

	6.
	(a)  In the last three (3) years has your organisation been the subject of 

       a formal investigation by the CRE, the Equal Opportunities 

       Commission or Disability Rights Commission on the grounds of 

       alleged unlawful discrimination. 
	
	

	
	
	

	
	(b)  In the last three (3) years has your organisation had a finding of 
       unlawful discrimination on the grounds of gender, race or   

       disability  made against it by any court or industrial tribunal of   

       competent jurisdiction?


	
	

	
	
	

	
	(c)  If the answer to (a) or (b) is yes, what steps were taken by your 
 organisation in consequence of these findings?
	
	

	
	
	


	7.
	The organisation’s workforce receives training on equalities complying with Equalities legislation relating to race, gender, disability etc as specified in 2 above.
	Yes
	No

	
	
	
	

	
	
	

	8. 
	(a)  The organisation has documented procedures in place for dealing 
        fairly and promptly with Complaints about discrimination. (Add 

        as appendix H8)
	
	

	
	
	

	
	(b)   Does your company hold the Charter Mark Award Standard?
	
	

	
	
	

	9.
	What is your organisation’s strategy for implementing the checks required by the contract through the Criminal Records Bureau? (Add as appendix H9)

	10.
	Do you consider yourself to be an Ethnic Minority Business as defined in the following definition?   (Please circle as appropriate)                                                       YES/NO

An ethnic minority business would be defined as “for-profit” enterprises, which are 51% or more owned, operated and controlled by members of the one or more ethnic minority group.  “Ethnic minority” includes anyone who defines him or herself as being in any of the census 2001 categories other than White British.


Name of Organisation:
.....................................................................


Name: 
………………………………………………….

Position in Organisation: 
………………………………………………….

Signature of Director/Owner:
………………………..Date:………………….

I -CONTROL OF SUBSTANCES HAZARDOUS TO 

HEALTH REGULATIONS 2002
This declaration applies to all tenders and quotations submitted.

The organisation must comply with Section 6 of the Health and Safety at Work Act 1974 and provide the Council with data sheets and relevant trade literature on any substances deemed to be hazardous to health.  The organisation must also ensure that it complies with the Chemicals (Hazard Information and Packaging) Regulations 2002 and that substances supplied bear labels which itemise the chemical constituents, indicate whether these constituents are toxic, corrosive etc and give instructions on the safe use of such substances.

The organisation is specifically required to adhere to the above regulations as to enable the Council to meet its obligations under the Control of Substances Hazardous to Health Regulations 2002.

(This condition of contract applies to any future changes to products supplied and/or to the supply of any products via this Contract).

NB

All tenderers must indicate on their tender whether a product requires a C.O.S.H.H. data sheet.  If their tender is acceptable, these data sheets must be provided to the County Council without delay.

DECLARATION
I/We the undersigned have read and agreed to abide by the above Conditions in conjunction with the Council's Conditions of Contract.

Signed:…………………………………………………………………………………………

Name:………………………………………………………………………………………….

Organisation:…………………………………………………………………………………..

Date: …………………………………………………………………………………………..

J - INSURANCE CERTIFICATION FORM

PUBLIC LIABILITY

I/We hereby certify and declare that I/We have taken out such Policies of Insurance as I/We are required to do by the terms of the contract relating to the above-mentioned tender.

The following is the name and address of the Insurance Company (not Broker) with whom the Insurance's have been affected.

Name…………………………………………………………………………………………

Address:……………………………………………………………………………………….

………………………………………………………………………………………………….

Policy Number and Description: …………………………………………………………….

Renewal Date of Policy: ……………………………………………………………………

Limit of Indemnity £: ………………………………………………………………………..

Signature: ……………………………………………………………………………………

Name:…………………………………………………………………………………………..

Organisation:…………………………………………………………………………………

Date: ………………………………………………………………………………………….

Please Note:

· Minimum level of £10 million Employers Liability Insurance is required in respect of each and every claim.  (Please refer to Clause 20 of Conditions of Contract).

EMPLOYER'S LIABILITY INSURANCE

(i) Insurer. .………………………………………………………………………………

(ii) Policy Number ……………………………………………………………………..…

(iii) Extent of cover ………………………………………………………………………

(iv) Expiry date……………………………………………………………………………….

Please enclose relevant copy of current certificates.
K.  CRIMINAL RECORDS DISCLOSURE 

The successful organisation(s) must comply with the Conditions of Contract, requirements relating to Criminal Records Disclosure.

Under the confidentially clauses, which surround disclosure checks, it will not be permitted for any person within Staffordshire County Council to view disclosures of any providers employees.  Therefore, you are required to provide details of these employees assigned to the performance of the contract confirming on your organisation’s headed paper and signed by a duly authorised senior member of staff, the following:-

· The required disclosure e.g. a standard/enhanced disclosure, along with the registration number has been received from the CRB for that employee.


· Confirmation that they have no offence which bars them from working on a regulated site.


· That the employee will be removed immediately from the contract if an offence becomes known which contravenes the CRB legislation.

If your company is successful in this tender bid, this information will be required, no later than 6 weeks from the date of award.

DECLARATION
I/We the undersigned have read and agree to abide by the above Condition in conjunction with the Council’s Conditions of Contract.

For a CRB Information/guidance pack please email sp@staffordshire.gov.uk 

Signed: ……………………………………………..     Date: …………………………........

Name (Print):…………………………………………………………………………………

Designation: ………………………………………………………………………………….

	L3. Bacs Payment and Banking Details
The County Council intends to pay all providers by BACS only and will send the remittance advice using the automated e-mailing system described above.

	Please confirm, that should you be successful in your tender submission, you are able to be paid using this method.

Please provide the relevant email address in order that your remittance advice can be emailed directly to you.

Please detail your VAT Registration No.
	YES/NO

Email:




Should your company be awarded a contract the below details will be required to set your company up as a new vendor on our financial (SAP) system.  It would be helpful if you could provide the below details to ensure there are no delays in this process.

	Please provide your bank details. (Inc Address, post code)


	

	Bank Sort Code


	

	Bank Account Number


	

	Name of Account


	

	Payee name if different to above


	


M. Regional Collaboration

As part of the Governments’ National Procurement Strategy and the West Midlands Centre of Excellence Procurement Hub, collaborative working and supporting other authorities forms part of this Councils’ procurement remit. 

Consequently, it is intended that subject to best value this contract will be made available to other Councils’ and Public Bodies including those listed [below] and their affiliated partners.

District and Borough Councils’

	Bridgnorth District Council
	Shrewsbury and Atcham District Council

	Bromsgrove District Council
	Stratford Upon Avon District Council

	Cannock Chase District Council
	Tamworth Borough Council

	Lichfield District Council
	Wyre Forrest District Council

	Malvern Hills District Council
	Wychavon District Council

	Nuneaton and Bedworth Borough Council
	Worcester City District Council

	Newcastle under Lyme Borough Council
	Warwick District Council 

	Oswestry District Council
	North Warwickshire District Council

	Redditch Borough Council
	South Shropshire District Council

	Rugby District Council
	North Shropshire District Council

	Staffordshire Moorlands District Council
	East Staffordshire Borough Council

	Stafford District Council
	South Staffordshire District Council


Metropolitan Borough and City Councils’

	Telford and Wrekin Borough Council
	Stoke on Trent City Council

	Dudley Metropolitan Borough Council
	Birmingham City Council

	Walsall Metropolitan Borough Council
	Coventry City Council

	Sandwell Metropolitan Borough Council
	Wolverhampton City Council

	Solihull Metropolitan Borough Council
	 


County Councils’ 

	Staffordshire County Council
	Worcestershire County Council

	Shropshire County Council
	Herefordshire Unitary Council

	Warwickshire County Council
	 


Please clearly indicate within your tendered pricing structure the impact making this contract available to other Councils and Public Bodies will have.

If you do not wish for this contract (if you were successful) to be made open to any organisation other than the lead authority procuring this contract please indicate reasons, [which will be treated in the strictest confidence].   


SECTION E
Name of Tenderer ...............................................................................................................................................................
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REF: SP005

PERIOD: 1 NOVEMBER 2008 TO 31 OCTOBER 2010

(With an option to extend for a further period up to 2 years)

REFERENCE: SP005
To:
the Staffordshire County Council

WE  the  undersigned, having examined the Conditions of Contract, the Specification, the Form of Tender and all of the other tender documents in connection with this Tender, and having completed and priced this Form of Tender hereby offer to perform and carry out the whole of the Services therein specified upon request for the sums prices rates and charges herein written, the said Services to be performed in accordance with the said Conditions of Contract, the Specification, the Form of Tender and all of the other tender documents.

As WITNESS our hands this ................................day............................200...............

Signature on behalf of Tenderer .....................................................................  Name (PRINT) ....................................................

Name of Tendering Organisation ...................................................................................................................................................

Address .............................................................................................................................................................................................

IMPORTANT NOTE :  The County Council is not bound to accept the lowest or any tender.  The County Council may not consider any tender unless the following Forms have been completed in all respects, signed for and on behalf of the tenderer by a properly authorised person and enclosed with the Tender:  1. the Form of Tender, 2. the Tender Declaration Form, 3. the Certificate of Bona fide Tendering, 4. the Tender Questionnaire. 
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FOR THE CONTRACT TO PROVIDE A COUNTYWIDE HANDYPERSONS SERVICE

PERIOD: 1 NOVEMBER 2008 TO 31 OCTOBER 2010

(Option to extend for a further 2 years thereafter)

REF: SP005
SERVICE SPECIFICATION

	SUPPORT SERVICE NAME


	COUNTYWIDE HANDYPERSONS SERVICE




Description

A county-wide handypersons service to provide the carrying out of practical small jobs around the home. The aim of the service is to enable people to live in their own home more safely and securely. The handyperson service will carry out a very wide range of work including small home repairs and minor adaptations.

The handyperson service will involve work that can be undertaken within three hours and not requiring the skills of a qualified tradesperson.  The job should last no longer than an upper limit of 16 hours per job.

The handyperson service is an important resource to enable independent living and meets health and social care targets and directives.  This can range from prevention of falls, reduced admission to care homes to maintenance of a decent housing stock. 

The service is to be provided in the following defined areas: (Lot 1) Newcastle under Lyme, Staffordshire Moorlands, Stafford and East Staffordshire.  (Lot 2) Cannock, South Staffordshire, Lichfield and Tamworth

The period of contract will be 1 November 2008 to 31 October 2010.  The contract will be for a period of two (2) years with an option to extend for a further two (2) years. The contract value for each area is estimated as (Lot 1) Newcastle under Lyme, Staffordshire Moorlands, Stafford and East Staffordshire (£92,500 per annum); (Lot 2) Cannock, South Staffordshire, Lichfield and Tamworth (£92,500 per annum).

Providers should be clear when tendering for the service which area they are interested in.  Providers may tender for one or both of the lots.   Providers should clearly state if the service in one area is dependent on acceptance of the service in the other area.                                                                                                                              

Eligibility Criteria for the Countywide service.

	Eligibility Criteria 

	Eligibility
	The service is open to the following groups: older people, disabled people, people with learning disabilities, people with physical disabilities



	Tenure
	Service available to owner occupiers and to those who rent from a private landlord council or housing association. However, the work that can be carried out in rented homes will be restricted in that the handyperson will not do work that is the landlord’s responsibility.

	Priority 


	In the event that there is excess demand over supply, prioritisation will be required. 

Referrals should be prioritised as follows:

· Incompletion of job may cause serious risk or danger to the service user

· The risk of loss of tenancy due to incomplete jobs

· Repairs that provide basic privacy for the service user

· Repairs that are necessary to enable the service user to maintain independent living

· Jobs that enable older people to be discharged from hospital



	Hours worked
	This is limited to one handyperson visit per month (with potential limit on the number of jobs carried out).  Target time for each job is 3 hours with an upper limit of 16 hours per job.



	Referral
	Referrals to the service may be via the following routes:

Self referrals

Family referrals

Carers

Social Services  

Local agencies 

Staffordshire Fire and Rescue Service will refer into the handyperson service clients who have had a home safety check carried out and who require a smoke alarm or other safety measures to be fitted to their home. These referrals should be given a high priority and will require immediate attention. The Fire and Rescue service has district bases where materials can be obtained and are able to provide training for use/installation of equipment if required.




The Service 

	The following indicates the broad range of work that could be undertaken. This list is not exhaustive.



	Adaptation / Community rehabilitation 
	Grab rails - installing and securing

	
	Moving small items of furniture 

	
	The fitting of Loop Systems and Easy Readers

	Home Security 
	Fit security locks/chains and spy holes

	
	Fitting security lights

	Home Safety
	Fitting smoke alarms, carbon monoxide detectors – making sure they are operating effectively

	
	Changing batteries in smoke alarms

	
	Fitting fire guards, letterbox covers, extension leads

	
	Changing light bulbs

	
	Remove trip hazards 

	
	Securing carpets/replacing carpets stays

	
	Making telephone cables safe and tidy

	
	Fitting stair gates, cooker guards

	
	Home Safety Check

	Home Energy Efficiency
	Draught proofing doors and windows

	
	Fitting low energy light bulbs

	Minor Electrical Works
	Wiring a plug, fitting replacement plugs

	
	Replacing a fuse

	Minor Plumbing Works 
	Replacing tap washers

	
	Fitting lever taps

	
	Bleed radiators, unblocking sinks

	Minor Works
	General minor repairs 

	
	Installing telephone extension cables

	
	Re-arranging furniture in the home (prior to or following discharge from hospital)

	
	Small carpentry work 

	
	Easing sticking doors/windows

	
	Fixing curtain rails

	
	Changing curtains

	
	Putting up shelves/lowering shelves

	External Works
	Minor repairs to gates and fencing

	
	Guttering (bungalows only)

	The following work will not be undertaken  
	Work involving the gas service

	
	Electrical work other than that of a minor nature (such as changing a fuse or a plug)

	
	Cleaning, Decorating, Gardening

	
	External works to the property above ground floor


Supporting People Grant Guidance states that the grant condition does not extend to allowing the purchase of tools and materials out of Supporting People funds. 

Trigger identification 

As part of the handyperson service you should endeavour to identify certain trigger factors that impinge on the well being of the individual. Triggers factors can include:- 

· Disrepair

· Inadequate heating/insulation

· Access/Mobility issues 

· Home security/safety

· Hazards (identifies issues under housing health and potential falls)
· Heavy smokers/burn marks on furniture
Such checks would not require the handyperson or contractor to have in depth knowledge but be capable of asking key questions or undertaking a preliminary survey of the property. If trigger factors are identified, HIA case workers can be invited to follow up and visit as necessary, but only on the proviso that the client wants this to happen. The importance of the client maintaining control over their lives is an essential part of the service. 

Home Safety Check

Offering clients the option of having a free detailed check to identify ‘risk factors’ that could result in an accident in the home and recommend remedial action. This should be linked in with a practical approach being piloted in Uttoxeter by the Staffordshire Fire and Rescue Service.  A countywide assessment checklist will be developed and agreed. The fire service will be the point of referral to the handyperson service for this kind of work as they identify many clients who have already had a home safety check carried out and require a smoke alarm or safety measure to be fitted in their home. In addition to these referrals, the handyperson service may identify clients who also require such safety measures to be installed. 

The home safety check is available to people of all tenures.

Capacity of the service

The total capacity of the service is estimated to be 1500 completed jobs per annum, with 750 jobs in each area of operation.  It is acknowledged that this will be dependant on the time taken to complete the job.  Tenderers should aim to complete jobs within 3 hours where practicable.

The areas are defined as: (Lot 1) Newcastle under Lyme, Staffordshire Moorlands, Stafford and East Staffordshire.  (Lot 2) Cannock, South Staffordshire, Lichfield and Tamworth

Tenderers will be requested to specify the number of jobs estimated to be completed within the cost parameters of the service. 

Staffing

The service will require the provision of two (2) members of staff within each defined area.  Support should be provided Monday to Friday and will require staff to work on a flexible basis, at times that are suitable and conducive for the service user.  

As part of the tendering process the support provider will be asked to demonstrate that they have experienced and competent staff that are provided with appropriate training and knowledge.

It is a condition of the County Council that providers shall comply with the Police Act 1997 requirements of the Criminal Records Bureau.

Service Delivery Monitoring

The successful provider(s) will maintain accurate records of the service provision and provide quarterly reports to Supporting People. Reports will include information on:

· Number of people assisted (and their profile showing age groups, gender, ethnicity, disability, tenure, etc)

· Work undertaken – e.g. type

· Referrals made to other services 

· Results of customer satisfaction surveys 

· Details of any complaints received 

· Through open book accounting, be able to demonstrate how all funding sources have been used to deliver the handyperson’s service. This is particularly important where there are existing services and it can be demonstrated how additional Supporting People funding has been applied. 

· Ensure that all monitoring information including expenditure and income can be broken down to district council level

Quality Assessment Framework

· The successful provider should be adhering to the HIA Quality Assessment Framework.

· The quality of the service will be assured through regular reporting to Supporting People and HIA Advisory Forums 

· Issuing and analysing customer satisfaction surveys

· Implementing policies (such as Protection of Vulnerable Adults, Health and Safety, Lone Working Policy and any procedures required by Supporting People)

· Appropriate risk assessment systems in place to ensure safe working conditions

· All employed staff to be CRB checked 

Charging Policy

Supporting People, as the commissioner of this service need to specify the charging policy. Currently, charges for handyperson services within the West Midlands vary from £5 to £12 per hour; some charging for material and labour some just materials; others make a variable charge depending upon people’s ability to pay.

Small charges are not seen as a disincentive to using the handyperson service and most existing services have the facility to waive charges in hardship cases.  Staffordshire Supporting People propose that a charge should be made for the labour and a charge also be made for the cost of materials.  

In making a charge it is considered that £10 is a reasonable amount. Whilst some jobs requested may be completed within a few minutes (such as changing a light bulb) and an hour’s charge made, the handyperson will undertake other tasks as required. 

Local residents who require a handyperson service and do not meet the eligibility criteria should be charged at cost. It is proposed that such clients will receive a priority lower than those who meet the eligibility criteria. 

Contract Review of the Service

A service review will be carried out in accordance with the review process.  Further details on the review process are given in the document ‘Staffordshire Supporting People: Quality, monitoring and Reviews from April 2006.

Contract Monitoring Requirements

Providers are required to submit quarterly performance returns and annual HIA QAF self assessment.

Key Outcomes for the Service

Service Users:

· Are enabled to avoid entering more institutional forms of care

· Are enabled to be discharged from hospital to their own home

· Are helped to avoid falls which result in injury

· Are enabled to avoid homelessness

· Are safe and secure in their own home

APPENDIX 2

FOR THE CONTRACT TO PROVIDE A COUNTYWIDE HANDYPERSONS SERVICE

PERIOD: 1 NOVEMBER 2008 TO 31 OCTOBER 2010

(Option to extend for a further 2 years thereafter)

REF: SP005
LOT 1

Newcastle under Lyme, Staffordshire Moorlands, Stafford and East Staffordshire

PRICING 

BREAKDOWN OF COSTS

All tenders must show a breakdown of the annual costs associated with the service as shown below:-

	Item/Activity
	Annual Amount (£)

(Excl. VAT)

	Staffing (Salaries)
	

	Staffing (On Costs)
	

	Management Support
	

	Travel
	

	Recruitment
	

	Set Up Costs (Office/equipment/publicity etc) 
	

	Other (Please specify)
	

	Total Cost
	

	Additional Funding
The maximum amount of funding available for this lot is £92,500 per annum.  If your offer exceeds this amount are you able to secure additional funding to cover for the extra costs?                                                                                              YES/NO

Additional

funding

Completed Jobs

Please specify the number of estimated completed jobs

to be provided within the above cost parameter

(see Capacity of the Service in Appendix 1)    

Total Completed Jobs

If tendering for more than one lot, please indicate if it is dependant on acceptance of the other lot.                                                                                             YES/NO


LOT 2

Cannock, South Staffordshire, Lichfield and Tamworth

PRICING 

BREAKDOWN OF COSTS

All tenders must show a breakdown of the annual costs associated with the service as shown below:-

	Item/Activity
	Annual Amount (£)

(Excl. VAT)

	Staffing (Salaries)
	

	Staffing (On Costs)
	

	Management Support
	

	Travel
	

	Recruitment
	

	Set Up Costs (Office/equipment/publicity etc) 
	

	Other (Please specify)
	

	Total Cost
	

	Additional Funding
The maximum amount of funding available for this lot is £92,500 per annum.  If your offer exceeds this amount are you able to secure additional funding to cover for the extra costs?                                                                                              YES/NO

Additional

funding

Completed Jobs

Please specify the number of estimated completed jobs

to be provided within the above cost parameter

(see Capacity of the Service in Appendix 1)    
Total Completed Jobs

If tendering for more than one lot, please indicate if it is dependant on acceptance of the other lot.                                                                                             YES/NO



APPENDIX 3

FOR THE CONTRACT TO PROVIDE A COUNTYWIDE HANDYPERSONS SERVICE

PERIOD: 1 NOVEMBER 2008 TO 31 OCTOBER 2010

(Option to extend for a further 2 years thereafter)

REF: SP005
SUPPLEMENTARY QUESTIONS

(Please provide your answers in the spaces below.  Continue on a separate sheet if necessary)

Quality

	T1
	How will you assess client needs and risks prior to a handyperson service being offered?  



	

	T2
	How will you ensure the safety of clients is considered when work is carried out in their home?                                   

                                                                          

	


	T3
	How will you establish the views of clients about the service being provided and what action will be taken on these views?



	


	T4
	How will you ensure the service is of good quality and consistent with Supporting People strategies?

 

	

	T5
	What arrangements will you put in place to prevent staff from personal benefit when working with vulnerable people?

	


	T6
	Do you have a lone workers policy that sets out procedures to minimise the risks to people working alone?                                                                                                             YES/NO

If yes, please provide brief details and enclose a copy.                                                                         



	


	T7
	How will this service ensure equal access for BME communities and hard to reach groups?



	

	T8
	Do you have an eligibility and applications policy to ensure fair access to the service?                                                                                                              

                                                                                                                                    YES/NO

If yes, please provide brief details and enclose a copy



	


	T9
	Have you been accredited by Staffordshire Supporting People or any other Supporting People Team?                                                                                                              YES/NO

If Yes please provide details.

	

	T10
	What is you policy for handling and dealing with complaints about the service?



	

	T11
	How will you measure and monitor outcomes for the service?



	


Deliverability

	T12
	Please provide details of the staffing structure and grades of the staff that will be deployed to provide the service, together with details of the management structure that will operate to provide staff with appropriate support and supervision.

	

	T13
	Please provide the following breakdown for staff who will be deployed on this service

	
	Standard working hours per week
	

	
	Number of paid front line staff (FTE) 
	

	
	Number of paid managers (FTE)
	

	
	Number of unpaid volunteer front line staff (FTE)
	

	
	Number of unpaid volunteer managers (FTE)
	

	

	T14
	How will you ensure staff are knowledgeable about the range of services provided to meet the needs of clients?

	


	T15
	How will you ensure clients are fully informed about the implications of proposed works, what costs will be and what choices they have?



	

	T16
	Please provide details of relevant contracts that either, have been, or are being, undertaken by you to provide a handypersons service to other authorities?

	


	T17
	Do you have an operational local office, or intend to open one, within the County of Staffordshire to provide support for the operation of the service? Please provide details.



	

	T18
	Please provide details of the amount of time (from award of contract) it will take to make the service operational including critical path and the steps you will take to ensure the service meets the contract start date.

	


Partnerships 

	T19
	Please provide details of any partnerships you have established which may help you in the delivery of this service?



	

	T20
	What mechanism do you have in place with external agencies to facilitate and enable joint working?



	

	T21
	What is your approach to involving other agencies and how will you establish links with key agencies?



	


	T22
	What mechanism is in place to ensure the eligibility criteria and application process is available to relevant agencies?



	


SECTION F

TENDER DECLARATION

I/We agree to abide by the terms as stipulated in these documents and confirm that the  contents of the document(s) has not been altered in any way, and that the acceptance of the tender shall constitute the formation of a Contract, which will incorporate this tender and the Conditions of Contract (sent under separate cover). 

I/We have read and understood the Conditions of Contract and are willing to be bound by the terms and conditions therein, should this tender be accepted.

ORGANISATION NAME …………………………………………………………………….

TRADING ADDRESS ………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………….POSTCODE…………………………………….

TEL NO…………………..    FAX NO……………………EMAIL…………….……………

INTERNET ADDRESS:………………………………………………………………………

ADDRESS TO WHICH ORDERS SHOULD BE SENT: (IF DIFFERENT FROM ABOVE)


…

……………………………………………………….POSTCODE…….…………………..

TEL NO…………………..    FAX NO……………………EMAIL…………….……………

INTERNET ADDRESS:………………………………………………………………………

IF SUCCESSFUL- POINTS OF CONTACT FOR DAY TO DAY QUERIES/PRODUCT ENQUIRIES
OFFICE BASED:-

MR/MRS/MS ……………………………………………………………(PLEASE PRINT)

TEL NO…………………..    FAX NO……………………EMAIL…………….……………

INTERNET ADDRESS:………………………………………………………………………

LOCAL REPRESENTATIVE: - 

NAME 
……

TEL NO…………………..    FAX NO……………………EMAIL…………….……………

POINT OF CONTACT IN RELATION TO THIS TENDER
MR/MRS/MS ……………………………………………………………(PLEASE PRINT)

DESIGNATION ………………………………………………………………………….…...

TEL NO…………………..    FAX NO……………………EMAIL…………….…………….

ADDRESS (if different to above)



*AUTHORISED SIGNATORY
SIGNED: ………………………………………………………………………………………

DESIGNATION ……………………………………………………………………….………

DATE ………………………………………………………………………………………….

TEL NO…………………..    FAX NO……………………EMAIL…………….……………

MOBILE NO: ………………………………………………………………………………….

*To be signed in full by the person tendering or, in the case of an organisation by a partner or authorised representative thereof respectively in his/her own name and on behalf of such an organisation.
SECTION G

COMMERCIAL CONFIDENTIALITY

To be completed by the tenderer – the tenderer may identify information which it considers to be commercially sensitive and would wish not to be disclosed.

G1
The Provider considers that the following information is commercially sensitive and wishes the County Council to consider the same when reviewing the information it is required to disclose in the event of an application for disclosure under the Freedom of Information Act 2000.  

G2
The provisions of Clause 19.5 in the Conditions of Contract will apply in respect of this 


Appendix. 

Note: The County Council suggests that the Provider should consider the following:

· Identifying specific information which the Provider regards as confidential or commercially sensitive and which it would wish to have exempted from disclosure.

· State why the Provider considers the information to be confidential or commercially sensitive in terms of any harm that the Provider reasonably considers could result from its disclosure or from disclosure of its existence

· Identify the time periods the Provider considers the information will remain confidential or commercially sensitive.

· Provide a point of contact for addressing Freedom of Information Act 2000 issues, if other than the Provider’s representative and provide a commitment to address such issues within five (5) days.

	

	

	

	

	

	

	









































































































































Information is available in alternative forms upon request
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I am/I am not (delete as appropriate) willing for this contract to be open to other Councils’ and Public Bodies





Name:………………………………….….		Designation:……………….………………….





Provider:…………………………………..	Date:…………………………………………….	





Comments: …………………………………………………………………………………….








Pencil and Correction fluid must not be used.  Failure to comply may lead to your tender being disqualified 
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