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Section 1 Introduction

 

Tender Background:

This project is being undertaken as part of BELS contractual agreement with the LSC to support Professional Development Placements.  This contract states, in part, that the 14-19 reforms demand a higher level of employer involvement than in the past.  It is therefore important that teachers and lecturers can manage relationships with employers effectively and know how to make the most of such links.   EBLOs are in a strong position, because of their brokerage role with employers, to arrange INSET on employer engagement.  

The contract makes clear that BELS should “prioritise the first five Diploma lines of learning for the 2007/08 PDP programme.  In keeping with this, the contract further specifies that a priority activity for professional development during this academic year is to offer INSET on employer engagement focusing on the employment sectors in the first five Diploma lines of learning.   This training opportunity, delivered at a sub-regional level, would explain the importance of creating sustained relationships and reducing the barriers to employer engagement.  BELS is called upon to ensure the delivered programme meets Pan-London Quality Standards and builds on current good practice.   Finally, BELS’ contract with the LSC indicates that the programme should ideally include ‘visits to some of the leading businesses in the area (or in central London)”.  It is suggested that one organisation take the lead in organising the sub-regional programme to ensure cost-effectiveness.
In keeping with the requirements of the contract, BELS will be seeking to fund a single tender to develop, organise and deliver a subregional programme of Employer Engagement Training for teachers in South London.  

Summary of Project:  INSET Employer Relations Training
One of two approaches may be taken:

A.  To develop, advertise and run a series of ½ day workshops on Employer Relations for teachers and lectures from secondary schools, 6th Form and FE colleges in each partner borough during spring term 2008.  A minimum of two ½ day workshops should be held in each borough.  

B.  To develop a single region-wide event that draws together teachers, lecturers and employers for Employer Relations training.  
In either instance, a single tender would be expected to cover all regions and all elements of the project.  Regardless of which type of event(s) is run, the following elements would have to be met through the project proposal:

· Teachers and lecturers from schools, 6th forms and FE colleges must be invited to attend from across South London

· Training materials must be produced and made available

· Employers should be involved in the events

· Training outcomes for the events must be made explicit

· Attendance records and evaluation forms must be made available to BELS at the completion of the project

· A written analysis of the event, including an assessment of its effectiveness based upon published outcomes will need to be developed and submitted to BELS.

The total value of this contract is £5,820.  It is anticipated that all training and reported outcomes will be completed by 21 July 2008. 

Section 2 Instructions and information on tender process

These instructions are designed to ensure that all tenders are given equal and fair consideration. It is important, therefore, that bidders provide all the information asked for in the format and order specified. If there is any doubt as to what is required, or if bidders have difficulty in providing the information requested, they should contact  Andrea Kupferman-Hall in accordance with the procedure for raising queries set out in 2.2 below.  

2.1 Timetable and administration arrangements

The envisaged key milestones for the tender are shown in the table below.

	Event
	Date

	Issue of ITT
	5 December 2007

	Final date for receipt of any bidder’s questions
	13 December 2007

	Confirmation of receipt of ITT and intention to respond by bidders
	17 December 2007

	Deadline for return of tenders
	20 December 2007

	Evaluation of tenders
	9 January 2008

	Notification of bidders of decision on tender submission
	10 January 2008

	Commencement of contract
	21 January 2008


2.2 Intention to submit tender

Bidders must complete the “Acknowledgement of receipt of invitation to tender” form (Appendix 1) indicating their receipt of the tender documents and intention to submit a tender or otherwise no later than 17 December 2007.

2.3 Queries

Business & Education London South will endeavour to deal with queries from bidders during the tender period. Bidders should be aware that, unless a query relates specifically to them, any questions they raise during the tender period, together with answers, will be circulated to all bidders.

2.2.1 The procedure for dealing with queries is as follows:

Bidders should send their questions 

· via email to andreakupferman-hall@bels.org.uk
Correspondence should clearly quote Business & Education London South Invitation to Tender for INSET Employer Relations and should be received no later than 14 December 2007. 
2.4 Management summary

A Management summary must be provided with tender submission and must include the following:-

· Introduction and Company profile

· Outline of Proposal to include description of how your organisation intends to deliver the required service/product, as well as your approach to quality and service management

· Summary of costs for the proposed service

· Company track record in providing similar services

2. Return of response

Final responses to the Invitation to Tender must be received by 12 noon on Thursday 20th December 2007 in Microsoft Word format by e-mail to: 

andreakupferman-hall@bels.org.uk
or to 

Business Education London South

Third Floor, Surrey House

Scarbrook Road

Croydon

Surrey CR0 1SQ

Please ensure that all responses to questions are in full and are directly below the corresponding question in the document.  

Each section within the Invitation to Tender has been numbered for ease of reference.  Your response to each point must appear under the appropriate heading.  Failure to follow this approach will be taken into account in the assessment of your response.

All questions must be answered fully.  However, we do encourage suppliers to expand the scope of their responses if there is benefit to be gained by BELS from this alternative view, based on other potential solutions or previous experience.

Section 3 Conditions applying to this tender

3.1 Contract period

The contract will operate from the commencement date until 21st July 2008, unless terminated or extended by BELS in accordance with its terms.

3.2 Incomplete tender

A tender may be rejected if all the information requested is not provided at the time of tendering.

3.3 Receipt of tenders

Tenders are to be returned by 12 noon on Thursday 20 December 2007.

Please ensure that your tender is delivered no later than the appointed time. BELS does not undertake to consider tenders received after that time.

3.4 Acceptance of tenders

This Invitation to tender expresses the current intentions of BELS with regard to this contract.  It does not constitute an offer capable of acceptance.  Its purpose is to obtain proposals from selected potential suppliers.

BELS reserves the right to:-

· Source any item or service within this tender from another source

· Amend its requirements as stated in this Invitation to Tender

· Not to award any contract arising from this Invitation to Tender

· Not to consider any tenders not submitted in the required format.

By issuing this invitation, BELS is not bound in any way and does not have to accept the lowest, or any tender and reserves the right to accept the whole or any specified part (Note: the contracting party needs to decide whether a part tender is acceptable) of the tender unless the bidder expressly stipulates otherwise.

Nonetheless, in order to obtain best value for money, BELS reserves the right to clarify with selected, or all, bidders any terms and conditions of their offers, before the contract is made.   

3.5 Period for which tenders shall remain valid

Unless otherwise stated by the bidder, tenders shall remain valid for 30 days from the closing date for receipt of tenders.

3.6 Amendments to the tender documents by BELS
BELS reserves the right to amend the enclosed tender documents at any time prior to the deadline for receipt of tenders.  Where amendments are significant, BELS may at its discretion extend the deadline for receipt of tenders.

3.7 Inducements

Offering an inducement of any kind in relation to obtaining this or any other contract will disqualify the relevant tender from being considered.

3.8 Costs and expenses

Bidders will not be entitled to claim from BELS any costs or expenses which they may incur in preparing their tenders, whether or not their tender is successful.

3.9 Debriefing

Following the award of Contract, debriefing will be offered to Bidders.

3.10 Evaluation criteria 

The tender process will be conducted to ensure that tenders are evaluated fairly to ascertain the most economically advantageous tender. The evaluation will be based on the contents of the written document submitted to BELS.  You may be contacted during this stage to clarify the content and meaning of details within your response.

Responses to BELS’s requirements will be evaluated on the basis of 

· Experience of running similar projects with successful outcomes
· Capacity for completing the project within the stated timescale
· Value for money  

· Understanding of the task

After the initial scoring process, BELS may produce a short list of the highest-scoring tenders and may invite a presentation from each short-listed organisation. BELS may wish to take up references.

3.11 Confidentiality

The contents of this Invitation to Tender are confidential and should be treated as such by recipients.  Information contained within the Invitation to Tender should only be disclosed to those employees, agents or sub-contractors who are directly involved in responding to this document.

BELS will not disclose to any third party information supplied in Tenders that is marked as confidential. All other information supplied by bidders to BELS will similarly be treated in confidence except that references may be sought from banks, existing or past clients, or other referees submitted by the Bidders.

3.14 Conflict of interest

Bidders are required to confirm that they are not aware of any conflict of interest or any circumstances that could give rise to a conflict of interest in the performance of the proposed Contract.

Section 4 Specifications of requirements

4.1 Detailed requirements

4.1.1
Providers must demonstrate that they have the knowledge and experience to develop and run this project.
4.1.2
Providers must be based in the LSC London region.

Section 5 Cost and Pricing

Please provide details of your cost proposal for providing the required products/services to BELS.

It should be noted that this will be a capped budget and that there will be no opportunity for cost increase during the commission.

The total amount will not exceed £5,820.00 (to include expenses and VAT)

 SHAPE 



Section 6 General Supplier Information

This section of the Invitation to Tender details the information that you should provide where appropriate about your company’s background and relevant experience.

6.1 Company/Individual General Information

	Company Name/Name
	

	Address


	

	Phone Number
	

	Fax Number
	

	Registered Office Address


	

	VAT Number


	

	Company Registration Number


	

	Web Site


	

	Can you receive payment by BACS?
	

	If your organisation is a member of a group of companies, give the name and address of the holding company
	

	Please indicate the number of employees in your organisation and companies acting in partnership (where relevant), who are engaged in providing product or service related to that you are proposing to supply. Please separate full time employees from contractors, by specified functions.
	

	Has any director, partner or associate of the company ever been employed by BELS? If so, please provide details.
	

	Is any director, partner or associate of the company involved with another company tendering for this contract? If so, please provide details.
	


6.2 Contact details of person dealing with tender

	NAME OF PERSON DEALING WITH THIS SUBMISSION 

	Full name
	

	Position
	

	Telephone
	

	Fax
	

	E-mail
	


6.5 References

Please provide details of references for current customers related to services that you are proposing to supply to BELS.

	
	Reference 1
	Reference 2

	Company Name
	
	

	Address
	
	

	Contact Name
	
	

	Position in Company
	
	

	Telephone Number
	
	

	Fax
	
	

	E-Mail Address
	
	

	Value of Contract
	
	

	Duration of Contract
	
	

	How long have you held this contract?
	
	


Has your organisation, or any of your proposed partners, ever had a contract or employment terminated under the terms of that contract? If yes, please give details.

 SHAPE 



6.6 Quality

Please detail your methodology for evaluating the project. 

 SHAPE 



6.7 Equal Opportunities

Does your organisation have a policy as an employer to comply with statutory obligations e.g. under the Race Relations Act 1976? Please enclose a copy of your Equality and Diversity Policy.

 SHAPE 



6.8 Health and Safety

Please enclose a copy of your Organisation’s Health & Safety Policy and / or other declaration, information or instruction issued by your Organisation as necessary, to protect the health, safety and welfare of your employees.

 SHAPE 



Section 7 Undertakings

When you have completed the document, please ensure that:

· You have fully answered all appropriate questions.

· You have enclosed all documents requested.

· You have read and signed the section below.

This undertaking is to be signed by a senior person on behalf of the organisation making this application.

My organisation/ I in completing this tender has/have considered the Specification of requirements and we/I certify that my organisation is/I am interested in performing the services set out in it.

I certify that the information supplied is accurate to the best of my knowledge and that I accept the conditions and undertakings requested in the tender.  I understand and accept that the provision of false or inadequate information could result in the rejection of this application.

I declare that I am/we are not aware of any conflict of interest or any circumstances that could give rise to a conflict of interest in the performance of the proposed Contract.

This Tender shall remain open for acceptance by BELS for a period of 30 days after the due date for return of tenders specified in your Invitation to Tender.

Signed:
[                                      ]
Name:

[                                       ]

Date:

[                                      ]

In the capacity of: 
[                                                            ]

If submitting on behalf of a company please complete below.

Duly authorised to sign Tenders on behalf of:

Name of Company:
[                                         ]

Appendix 1: ACKNOWLEDGEMENT OF RECEIPT OF INVITATION TO TENDER
ITT Reference: BELS INSET PDP Dec 2007
ITT Title: 
Business Education London South INSET Employer Relations
Please complete the following immediately on receipt of the ITT and return it by email to:

andreakupferman-hall@bels.org.uk

or to 
INSET Employer Relations

Business Education London South

Third Floor, Surrey House

Scarbrook Road

Croydon

Surrey CR0 1SQ
	Company/Individual

Name and Address:




Date of Receipt of Invitation to Tender  ………………………………….

Please tick one of the following boxes to indicate your intention. 

I/We intend to respond to the ITT 


I/We do not intend to respond 

Signature 
                 …………………………………………………..

Name
                             ………………………………………………….

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

Date                                 ………………………………………………….

Business Education London South


Invitation to Tender for Inset Employer Relations 





















































Please provide your detailed proposal for meeting our requirements here in no more than 400 words: 





Please provide answer here in no more than 200 words: 





Please provide answer here: 


 





Please provide answer here in no more than 100 words: 





Please provide answer here: 





Please provide answer here: 
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