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SECTION 1: INTRODUCTION

1. Preamble 

1.1 Thank you for responding to the Council’s Contract Notice issued on 1 December 2009 and expressing an interest in wishing to be considered for the contract to design and delivery of a management development programme.  You are now invited to pre-qualify for inclusion on the list of organisations to be invited to tender.

1.2 As part of the pre-qualification process, we ask that you respond fully to a Pre-Qualification Questionnaire (PQQ) and return it for assessment of your organisation.  Instructions for the completion of the questionnaire are set out below.

1.3 This document does not imply or expressly constitute an obligation on the part of the Council to invite tenders from any or all of the organisations who respond to this questionnaire

1.4 All procurement exercises carried out by the Council are run in accordance with the Public Contract Regulations 2006 and the Council’s own Contract Standing Orders (available on the Council’s website).  The Council will ensure that all applicants are treated fairly, and that there is transparency at each stage of the procurement and tendering process.
2. Overview – our requirements 
2.1 
Hammersmith and Fulham Council is currently looking for a supplier to partner in the design and delivery of a management development programme.  The contract period will be approximately 12 months during 2010/11 and be aimed at delivering a development programme for circa 100 front-line and middle managers.  

2.2 The role of the H&F manager has changed in recent years – more delegated authority and responsibility has been given to drive front-line services for residents. There is a need to develop and support managers to deliver in this new environment, including clearly articulating what is expected from managers to ensure H&F delivers on its transformational agenda while ensuring customer service is maintained for residents.  

2.3 
The draft H&F Management development programme consists of three key components:

· Essential participation – core content modules linked to the H&F Competency Framework (clusters: People, Performance, and Delivery).  It is intended to commence with an introductory module (The H&F Manager) which would start to clarify what is expected of managers and what it takes to be successful in the H&F context.  

· Elective participation – additional modules to be determined by core/essential modules.  Elective modules will be targeted at building specific skills further (eg having difficult conversations) and be delivered as flexibly as possible (bite-sized learning, e-learning etc).

· Building and sustaining momentum – this is the most critical component and will be designed to further extend and embed learning from the essential participation modules.  Various channels will be identified for this including:

· Developing our senior leaders as coaches thereby ensuring ongoing coaching from line manager

· Projects on H&F context to extend learning from core modules and further develop key themes such as building political awareness, working collaboratively with partners etc.

· Utilising existing development channels such as leadership roundtable, fresh minds, and tier 4 group.

3. General Guidance on completing this form
3.1 The general guidance and instructions below must be read together with Para 2 above which sets out the Council’s requirements for the service to be provided. This should be taken into account when answering the questions.  You must comply with the instructions contained in this application form as failure to do so may result in your application being rejected.

3.2 This questionnaire has been provided to those individuals and organisations who have expressed an interest in response to a Contract Notice.  This questionnaire will be used in the evaluation process to short-list interested organisations who will then be invited to tender. Attention is draw to the section where the evaluation methodology and evaluation criteria are detailed.

4. Procurement process

4.1 The Council have decided to use pre-qualification as the first stage in the procurement process, with the aim of limiting the number that will be invited to tender.
4.2 When you return this questionnaire the answers that you have given will be used to establish your suitability to (a) undertaking the contract, and (b) compare your experience with other applicants interested in the contract.  The section below sets out the maximum number of tenderers that the Council intend to invite to tender.  
4.3 The selection process for the next stage to identify those to be invited tenders will be carried out by a tender appraisal panel made up of officers who will evaluate the information supplied by all the applicants.  Only the information provided by you in this application form will be used in the assessment.  The assessment will be carried out in strict adherence to the evaluation criteria set out in the following section.
4.4 If you are successful you will be invited to tender.  If you are not successful you will receive a letter from the Council explaining the reason(s) why you failed to qualify and, if requested, you will be given appropriate feedback on your application.

5. Instructions for Completion

5.1 The issue of the Invitation to Tender (ITT) to any successful short-listed candidates does not imply any representation by the Council as to the applicant’s financial stability, technical competence or ability in any way to design and deliver an effective management development programme.  The right to return to these matters as part of the evaluation process is hereby reserved by the Council.

5.2 Definitions: Please note that whenever used in this questionnaire, the term 
· “Organisation” refers to a partnership, incorporated company or other body, as appropriate, and 
· “Officer” refers to any director, company secretary, partner, associate, trustee, committee member or other person occupying a position of authority or responsibility within the organisation.

· “Equity partner” refers to the controlling interest in an organisation controlled through a partnership arrangement
5.3 Respondents must complete all questions and write N/A if the question is not applicable. Please continue on a separate sheet of paper if necessary.  Each such sheet and all supporting documents sent should be clearly marked with the numbers of the sections and questions to which they relate.

5.4 Unless instructed otherwise when answering the questions, please give details, which specifically relate to your Organisation, not to the whole of the group if your Organisation forms part of a group.  The Council will only invite to tender that organisation which has made the application and not any other parent, associate or subsidiary organisation that may have some form of relationship to the applicant.  In order to avoid distortion in the competitive process, where two or more associated organisations that are under the control of a parent organisation only one of those organisations will be invited to tender.
5.5 Please do not include general marketing or promotional material for your organisation.

6. Queries about procurement:

6.1 The Council will not enter into detailed discussion of the requirements at this stage.

6.2 Any questions about the procurement of this Service should be submitted by (letter, fax or email) to the contact stated below
6.3 If the Council considers any question or request for clarification to be of material significance, both the query and response will be communicated, in a suitably anonymous form, posted on the Council’s website.
6.4 All responses received and any communication from Organisations will be treated in confidence.

6.5 Applicant’s contact point:  Organisations have been asked to include a single point of contact in their organisation.  The Council will not enter into correspondence other than through this individual.  The Applicant must therefore undertake to notify any changes relating to the contact promptly.

7. Candidate’s submission:  
7.1 Respondents are required to submit an original of all submission documents, 2 additional photocopies and an electronic version on a CD (MS Word, compatible with Office 2000 applications) certified virus free.   Email submissions will also be accepted. Fax submission of the completed PQQ will not and cannot be accepted.  Responses must be sent to: 

Jennifer Rendell, Talent, Performance and Leadership Manager

Tel: 020-8753-3533
Email: learning&development@lbhf.gov.uk 

Organisation Development Division
Finance and Corporate Services Department

L.B. Hammersmith & Fulham

Town Hall, King Street
London W6 9JU

7.2 The closing date is 23 December 2009 at 3pm. Responses received after the closing date and time will not and cannot be considered.

7.3 All Organisations that submit completed questionnaires will be informed as to the outcome of the application at the earliest opportunity.

7.4 The Council will not reimburse any expense incurred by the applicants in preparing their responses to the questionnaire or any bid.  Nor is the Council bound to select any party or award a contract at the end of the process.

7.5 The Council reserve the right to retain all non-confidential submission material, including that prepared for presentation purposes and display or otherwise utilise the material as it may consider appropriate, at no cost to the Council.

7.6 The issuing of this questionnaire does not commit the Council to award any contract pursuant to the procurement process nor does it constitute an offer to enter into a contractual relationship.

7.7 All information provided by the Council, agents or advisers in respect of this procurement is confidential.

7.8 The laws of England and Wales shall apply for the purposes of all proceedings relating to this procurement process and any contract awarded pursuant thereto.

7.9 In no circumstances shall the Council or its staff, agents or advisers incur any liability whatsoever or be liable for any expenses incurred by applicants at any time. Any and all liability is hereby expressly disclaimed and excluded to the maximum extent permissible by law.

Evaluation Criteria 

7.10 The responses made on this pre-qualification questionnaire will be evaluated section by section.  A failure in any stage will bar the application from proceeding further.  A score will be allocated to respective sections. Those scores will then be allocated a weight. The table below shows the maximum score per section and the weighting assigned to each section. The weighted totals will then be taken forward and used to generate a final score for the submission.

7.11 The scores will be based upon the following descriptions

· Score 10: 
Perfect

· Score 8-9:
Excellent

· Score 6-7:
Very good

· Score 5:
Satisfactory

· Score 4:
Unsatisfactory

· Score 2-3:
Poor

· Score 1:
Very poor

· Score 0:
No information provided

Any criterion scoring below 5 will be an automatic failure even if other criteria score 5 or above.

	Section
	Evaluation Criteria

	Applicants basic details
	Not applicable

	Stage 1: Risked based assessments
	

	
Financial standing
	PASS or FAIL



	Equal Opportunities
	PASS or FAIL


	Stage 2: Qualitative assessments
	Maximum Score
	Weight

	
Conformity in following instructions
	10
	0.2

	Technical Capacity  
	10
	0.5

	
References
	10
	0.5

	
Professional & business standing
	10
	0.7

	Stage 3: Requirement specific questions (case studies)
	10
	2.0


7.12 Scored pre-qualifications are compared and assessed on total score, capabilities, reference responses, financial stability and conformance to the instructions.  The Council will only select a maximum of 5 organisations to be invited to tender.  

PRE-QUALIFICATION QUESTIONNAIRE

1 Company Details and Status.
Please mark any question that is not applicable – N/A
1.1 Name of person making application on your behalf, and their position in the Organisation.

	NAME:
	

	POSITION:
	


1.2 Name of Organisation who will be participating in the Invitation to Tender if selected, please include any previous names if different.

	NAME OF ORGANISATION:
	


1.3 Address of Registered Office.

	ADDRESS:
	


1.4 Address for correspondence, email, telephone, fax, mobile and website address.

	CONTACT:
	

	ADDRESS:
	

	EMAIL:
	

	TELEPHONE:
	

	FAX:
	

	MOBILE:
	

	WEBSITE ADDRESS: 
	


1.5 Type of organisation – delete those which are not applicable
	sole trader

	partnership (unincorporated)
	limited liability partnership
	friendly society

	Voluntary sector organisation.

	limited company
	public limited company
	other (describe)


EXCEPT SOLE TRADERS ALL ORGANISATIONS MUST COMPLETE THE REMAINING QUESTIONS IN THIS SECTION
1.6 List the full names of every Officer or equity partner.
	Name 
	Title/Responsibilities

	
	

	
	

	
	

	
	

	
	


What is the total number of officers or partners?



1.7 When was the Organisation formed?

	DATE:
	________day __________ month ___________ year


1.8 Is the Organisation a member of a group including other Organisations?

	Tick as appropriate
	Yes
	
	
	No 
	


1.9 If yes, please give the names and addresses of all the other members of the group; where a partnership, the total number of equity partners in each Organisation; the date when those Organisations were formed; and full details of the structure of the group indicating, for example, whether it is a partnership itself or a collection of separate partnerships sharing services.

	


QUESTIONS FOR INCORPORATED COMPANIES/ORGANISATIONS
1.10 Please give the Registration number and date of registration under the Companies Act 1985 or, if applicable, the Industrial Provident Societies Acts 1965 - 1978 (as amended).  (For companies registered outside the UK please provide the equivalent information.)
	REGISTRATION NUMBER:
	

	DATE: (please provide details if the date is different from 1.7 above)
	


1.11 Please enclose a copy of Registration or Incorporation Certificate/Document

	Enclosed (tick as appropriate)
	Yes
	
	
	No 
	


1.12 If your Organisation is a member of a group, please describe (with a diagram if necessary), its relationship (e.g. legal and financial) within the group.

	


1.13 If your Organisation is a member of a group, please state names and registered number of the ultimate holding company (UHC), holding company (HC) and all other subsidiaries (S).

	Name of company & Registered Number
	Status 
(UHC, HC or S)

	
	


1.14 Would the group or the ultimate holding company be prepared to guarantee, as its subsidiary, your Organisation’s contract performance?

	Tick as appropriate
	Yes
	
	
	No 
	


Equal Opportunities
1.15 Equal opportunities and diversity is seen as a core requirement of this contract.  Does your organisation have a written equal opportunities policy, to avoid discrimination?

	Tick as appropriate
	Yes
	
	
	No 
	


1.16
If yes, please attach a copy or your equal opportunities policy. 

Probity 
Any Organisation failing to disclose relationships with others connected to the Council will be disqualified from being invited to tender.

1.15 Is any Officer, employee or consultant of your Organisation an employee or ex-employee of the Council?

	Tick as appropriate
	Yes
	
	
	No 
	


If yes, please provide details.

	


1.16 Is any Officer, employee or consultant of your Organisation connected to an employee or ex-employee of the Council?

	Tick as appropriate
	Yes
	
	
	No 
	


If yes, please provide details.

	


1.17 Is any Officer, employee or consultant of your Organisation an elected member of the Council or someone who has been an elected member in the last 4 years?

	Tick as appropriate
	Yes
	
	
	No 
	


If yes, please provide details.

	


1.18 Is any Officer, employee or consultant of your Organisation related or otherwise connected with an elected member of the Council?

	Tick as appropriate
	Yes
	
	
	No 
	


If yes, please provide details.

	


1.19 Is any Officer, employee or consultant of your Organisation involved directly, or indirectly, in providing services to the Council?

	Tick as appropriate
	Yes
	
	
	No 
	


If yes, please provide details.

	


1.20 Is any Officer, employee or consultant of your Organisation involved in any other organisation/company that may be interested in bidding for the Council’s services under this tender process?

	Tick as appropriate
	Yes
	
	
	No 
	


If yes, please provide details.

	


2 Financial Standing
2.1 What was your turnover in the last two years (if this applies)?

	£……….. for year ended --/--/----
	£………….. for year ended --/--/----


2.2 Has your organisation met the terms of its banking facilities and lon agreements (if any) during the past year? 
	Tick as appropriate
	Yes
	
	
	No 
	


If no, please provide details.

	


2.3 Has your organisation met all its obligations to pay its creditors and staff during the past year?
	Tick as appropriate
	Yes
	
	
	No 
	


If no, please provide details.

	


2.4 What is the name and branch of your bankers (who could provide a reference)?
	Name:

	Branch:

	Contact Details:


2.5 If asked, would you be able to provide at least one of the following?
	A copy of your most recent audited accounts (for the last two years if this applies)
	Yes
	
	
	No 
	

	A statement of your turnover, profit and loss account and cash flow for the most recent year of trading
	Yes
	
	
	No
	

	A statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position
	Yes
	
	
	No
	


2.6 Please provide details of your current insurance cover:
	Insurance Cover
	Value

	Employer’s liability
	£

	Public Liability:
	£

	Other
	£


3 Technical Capacity and Ability & References

3.1 The supplier will be required to show expertise of providing details of goods, works or services and may also be required to provide any additional details.   Examples of experience gained within the last 3 years are required.

3.2 Please list a selection of your organisation’s contracts for the supply of services carried out over the last 3 years for other local authorities, public bodies, voluntary organisations or private sector companies.
3.3 In addition please insert in ‘Reference’ boxes below details of 3 contracts which are of similar scope and size to the contract being tendered by Hammersmith & Fulham.  If you are not able to quote contracts which exactly mirror the range and scale of services required by Hammersmith & Fulham then please insert those contracts with clients which most closely resemble our requirements.

3.4 Please be aware that the Council will contact some or all of the organisations listed in your submission (References 1-3). Should you be invited to tender, the Council may choose one or more to visit as part of its evaluation process.  In addition the Council reserves the right, by arrangement, to visit such other clients as you identify in your Client List.
3.5 Where contract value and value to date is requested please provide to the nearest thousand pounds sterling as applicable (if the information is commercially confidential please indicate).

3.6 Current client list
	No.
	Client
	Location
	High-level summary of nature and scope of contract (eg design and delivery of management programme for 50 managers)
	Dates


	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	


	Reference 1

	Name of organisation
	

	Address
	

	Contact Name
	

	Telephone number
	

	Email address
	

	Value of Contract
	

	Nature and scope of the contract 
	

	Start date of contract
	

	Duration of contract
	


	Reference 2

	Name of organisation
	

	Address
	

	Contact Name
	

	Telephone number
	

	Email address
	

	Value of Contract
	

	Nature and scope of the contract 
	

	Start date of contract
	

	Duration of contract
	


	Reference 3

	Name of organisation
	

	Address
	

	Contact Name
	

	Telephone number
	

	Email address
	

	Value of Contract
	

	Nature and scope of the contract 
	

	Start date of contract
	

	Duration of contract
	


6 
Specific Technical Questions 
Provide two (2) detailed case studies of management or leadership development programmes you have been commissioned to design and deliver in partnership with a client.  Maximum 1 side of A4.  Detail:
· the approach you took to understand the requirement and to design the programme

· how the programme was delivered

· how the programme was evaluated and what outcomes were achieved
DECLARATION

I certify that the information provided within this Pre-Qualification Questionnaire is true and accurate to the best of my knowledge, information and belief and that I accept the conditions and undertakings requested in the questionnaire. I understand and accept that false information could result in rejection of our application to tender.

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.

A director or other authorised senior member of the Organisation should provide this certification.

	Signature:

	Name:

	Position:

	For and on behalf of:

	Date:


Where additional sheets have been appended, please state the relevant clause and document title

	CLAUSE
	
	DOCUMENTS

	
	
	

	
	
	

	
	
	


APPENDIX

1.0
COPY OF THE TEXT OF THE ADVERTISEMENT

	TENDER NOTICE

EXPRESSIONS OF INTEREST SOUGHT FOR MANAGEMENT DEVELOPMENT SUPPLIER
Hammersmith and Fulham Council is currently looking for a supplier to partner in the design and delivery of a management development programme.  The contract period will be approximately 12 months during 2010/11 and be aimed at delivering a development programme for circa 100 front-line and middle managers.  

The role of the H&F manager has changed in recent years – more delegated authority and responsibility has been given to drive front-line services for residents. There is a need to develop and support managers to deliver in this new environment, including clearly articulating what is expected from managers to ensure H&F delivers on its transformational agenda while ensuring customer service is maintained for residents.  

Suppliers should have an extensive track record in delivering successful management/leadership development programmes in a modular and cost-effective manner.  Evidence of the supplier partnering with the client to ensure broader knowledge or skills transfer has been built in to the design, will be strongly regarded - eg, 1) developing intellectual capital through programmes to be accessed by other staff groups not attending core programme; eg 2) evidence of building capability for internal staff to deliver programme.  
Applicants are invited to express an interest by contacting learning&development@lbhf.gov.uk.  Applicants will then be sent a pre-qualification questionnaire to complete by Wednesday 23rd December at 3pm.  
Notice dated: 1 December 2009




































