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PRE-QUALIFICATION QUESTIONNAIRE

	CONTRACT / PROJECT
	<Insert Contract Name/Description>


	NAME OF ORGANISATION
	


	This document should be completed and returned in accordance with the Guidance for Applicants



	Questionnaires to be submitted by:
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	Maximum number of applicants to be invited to tender
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NORTH WEST LEICESTERSHIRE DISTRICT COUNCIL 
CONFIDENTIAL REPORTING (WHISTLEBLOWING) POLICY 
Summary Guidance Note 

1.
INTRODUCTION 
The Council is opposed to all forms of fraud, corruption and malpractice whether arising from within or outside the Council or from Contractors. If Employees, Members, Contractors or Suppliers have any concerns about suspected malpractice, the Council encourages them to raise the issue. The Management of the Council will take your concerns seriously and wishes to encourage you to report any suspected fraud or corruption.

This policy:

· Provides the basis on which employees, Members, contractors or suppliers can raise any such concerns they may have, and receive feedback on action taken

· Allows employees, Members, contractors and suppliers to take matters further if they are dissatisfied with the Council’s response

· Applies to all Employees of the Council

· Applies to all Members of the Council

· Applies to Contractors working for the Council on Council premises 

· Applies to Suppliers and service providers under a contract with the Council

· Applies to people working in partnership with the Council (e.g. volunteers) 

1.1
Employees, Members, contractors, suppliers are often the first to realise that 
there may be something seriously wrong within the Council. However, they 
may not express their concerns because they feel that speaking up would be 
disloyal to their colleagues or the Council, or harm their chances of future 
business. They may also fear harassment or victimisation. In these 
circumstances it may be easier to ignore the concern rather than report what 
may just be a suspicion of malpractice. 

1.2
The Council recognises that employees, Members, contractors and suppliers 
who raise concerns are protected under the Public Interest Disclosure Act 1998 and / or this Policy and may be eligible to compensation if they subsequently suffer victimisation, discrimination or disadvantage. 

This document provides a summary of the Councils ‘Confidential Reporting Policy’. A copy of the full policy is available on the Internet: http://www.nwleics.gov.uk/pages/corporate_policies. 

2.
AIMS AND SCOPE OF THIS POLICY 

2.1 
This policy aims to: 


• 
encourage all to feel confident in raising concerns and to question and 

act upon your concerns 


• 
provide avenues for all to raise those concerns and receive feedback 

on any action taken 


•
ensure that you receive a response to your concerns and that you are 

aware of how to pursue them if you are not satisfied 


• 
reassure you that you will be protected from possible reprisals or


victimisation if you have a reasonable belief that you have made any 

disclosure in good faith. 


•
provide an avenue for members of the public to raise concerns (2.2 of 

full Policy) which would not be considered under the council’s formal 

Complaints Procedure 

3.
SAFEGUARDS - Harassment or Victimisation 

3.1 
  The Council recognises that the decision to report a concern can be a difficult one to make. If what you are saying is true, you should have nothing to fear because you will be doing your duty to your employer, customer, and those for whom you are providing a service. 

3.2 
  The Council will not tolerate any harassment or victimisation (including informal pressures) and we will take appropriate action to protect you when you raise a concern in good faith.

4. 
CONFIDENTIALITY 

4.1
  All concerns will be treated in confidence and every effort will be made not to reveal your identity if you so wish. At the appropriate time, however, you may need to come forward as a witness. 

5.
UNTRUE ALLEGATIONS 

5.1 
  If you make an allegation in good faith, but it is not confirmed by the investigation, no action will be taken against you. If, however, you make an allegation frivolously, maliciously or for personal gain, disciplinary action may be taken against you. 

6. 
HOW TO RAISE A CONCERN 

6.1
Advice and guidance on how to pursue matters of concern may be obtained from the Council’s nominated contact points who are: 

• Chief Executive: CHRISTINE.FISHER@nwleicestershire.gov.uk
Telephone 01530 454500 

• Monitoring Officer: MONITORINGOFFICER@nwleicestershire.gov.uk
Telephone 01530 454762 

• Deputy Section 151 Officer: PRITESH.PADANIYA@nwleicestershire.gov.uk 
Telephone 01530 454707

• Senior Auditor: ANNA.WRIGHT@nwleicestershire.gov.uk  


Telephone 01530 454728

6.2 
Concerns may be raised verbally or in writing, to any of the above named 
individuals.  If raising your concern in writing, address to the named 
individual at the:


Council Offices


North West Leicestershire District Council 


Whitwick Road

Coalville

Leics

LE67 3FJ

Clearly mark the envelope “Confidential”

If you wish to make a written report you are invited to use the following format: 


• the background and history of the concern (giving relevant dates); 


• the reason why you are particularly concerned about the situation. 

7. 
HOW THE COUNCIL WILL RESPOND 

7.1 
In order to protect individuals and those accused of misdeeds or possible 
malpractice, initial enquiries will be made to decide whether an 
investigation is appropriate and, if so, what form it should take. The 
overriding principle which the Council will have in mind is the public 
interest. Concerns or allegations which fall within the scope of specific 
procedures (for example, misconduct or discrimination issues) will 
normally be referred for consideration under those procedures. 

7.2 
Where appropriate, the matters raised may: 

• be investigated internally by the Council 

• be referred to the police 

• be referred to the external auditor 

• form the subject of an independent enquiry. 

8. 
HOW THE MATTER CAN BE TAKEN FURTHER 

8.1 
This policy is intended to provide you with an avenue within the Council to 
raise concerns. The Council hopes you will be satisfied with any action 
taken. If you are not, and if you feel it is right to take the matter outside 
the Council, the following are possible contact points: 


• the Audit Commission (special telephone line – 0845 0522 646) 


• your trade union 


• your local Citizens Advice Bureau 


• relevant professional bodies or regulatory organisations 


• a relevant voluntary organisation (Public Concern at Work – 020 7404 6609) 


• the police 

8.2
If you take the matter outside the Council, you should ensure that you do not disclose confidential information. Check with one of the Council’s nominated contact points about that. (See full policy, 6.1 above). 


A/ASG July 2003 


Reviewed Jan 2005 


Reviewed Nov 2005 


Revised Jan 2006 


Revised Dec 2006 


Reviewed Dec 2007 


Revised March 2008


Reviewed May 2009


Revised July 2010

Introduction

The pre-qualification questionnaire is designed to give North West Leicestershire District Council (NWLDC), as potential client, sufficient information to make an assessment of the suitability of your organisation.
All suppliers to NWLDC must meet a set of basic requirements, relevant to their area of work, which are necessary in order for the Council to meet its legal and policy obligations.

This will ensure that NWLDC contracts are carried out efficiently and effectively and that value for money is obtained. NWLDC must also carry out its duties to ensure compliance with Health & Safety legislation, prevent unlawful racial discrimination, promote equality of opportunity and promote the adoption of environmental management policies.

Insert brief description of the services/works being procured….For EU tenders please make reference to the contract notice
.
Guidance for Applicants
Definitions

Throughout this document the following definitions will apply:

“The Council”
North West Leicestershire District Council
“Applicant” 


Refers to the organisation making the application whether a sole trader, partnership, incorporated company, unincorporated body or cooperative

1
Instructions for Completion

1.1 You are strongly advised to keep a copy of your completed application. You will need this if the Council wishes to clarify or discuss your answers with you.

1.2 Please answer all questions fully continuing onto separate sheets if necessary. Any information provided on separate sheets or on supplementary documents must be clearly cross-referenced to the relevant question in a marked appendix attached securely to this, questionnaire. 
1.3 Do not leave questions unanswered. Where a question is not relevant to your organisation this should be indicated, with an explanation.

1.4 Answer the questions specifically for the applicant, not for the group if you are part of a group of companies. However, please answer accordingly where group policies, statements etc are normally used in your organisation.

1.5 Please include, where appropriate, any supporting documents marking clearly on all enclosures the name of your organisation and the number of the question to which they refer. A checklist of enclosures is provided for your convenience.

1.6 You must ensure that you have signed the Undertaking and Statement Relating to Good Standing at Sections I and J.

1.7 The application must be returned to the Council by the date shown on the front of the document. 
1.8 Any questions about the procurement procedure should be submitted via email to insert officers name and contact details. Also preferred method eg. email or via the delta suite if applicable.

1.9 The Council may disqualify any Applicant who fails to:
1.9.1 comply with the mandatory requirements of Regulation 23 and/or fails to certify at Part J that it has fulfilled these requirements
1.9.2 provide a satisfactory response to any questions in the PQQ  (including the discretionary requirements of Regulation 23) or inadequately or incorrectly completes any question

1.9.3 submit its completed PQQ by the deadline shown on the front of the document

1.10 All applicants are solely responsible for their costs and expenses incurred in 
connection with the preparation and submission of the PQQ and all future stages 
of the selection and evaluation process. 
1.11 All applicants must submit their PQQ and supporting information in English. 
Applications in other languages will not be accepted.
1.12
Freedom of Information
The Council is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000. Accordingly, all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act. The Council may also decide to include certain information in the publication scheme which the Council maintains under the Act.

If an applicant considers that any of the information included in their PQQ is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity.

Applicants should be aware that, even where they have indicated that information is commercially sensitive, the Council might be required to disclose it under the Act if a request is received.

Applicants should also note that the receipt of any material marked “confidential” or equivalent by the Council should not be taken to mean that the Council accepts any duty of confidence by virtue of that marking.
1.13
Selection Criteria
Details of the criteria and weightings used to score responses to the questionnaire are included at Appendix 1 for your information. The Council will create a shortlist of applicants to be invited to tender based on overall scores against this matrix.

2
Consortia and Sub-contracting

2.1 Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed prime contractor or consortium leader. 

2.2 Relevant information should also be provided (as indicated in the Questionnaire) in respect of members or sub-contractors who will play a significant role in the delivery of the requirements under any ensuing agreement. Responses must enable the Council to assess the overall consortia or core supply base.

2.3 The Council recognises that arrangements in relation to consortia and sub-contracting may (within limits) be subject to future change. Applicants should therefore respond in the light of the arrangements currently envisaged. You are reminded that any future change in relation to consortia and sub-contracting must be notified to the Council so that it can make a further assessment by applying the selection criteria to the new information provided.

3
Notes on Section A – General Information

3.1
Please note that the organisation making this application must be the same legal entity with which the Council shall contract.

3.2
The Council will only contract with an applicant having a legal form capable of entering into contract under English law.

4
Notes on Section C – Financial and Insurance

4.1 The Council will use the information given in this section to assess the financial position of the applicant and, where appropriate, set contract limits. We also wish to ensure that you are properly registered for VAT, CIS (if applicable) and insurance.

4.2 For all limited companies the Council will conduct a financial evaluation of the organisation based on a credit report issued by an external business information service. However in some instances we may need to examine the Organisation’s financial statements and if this is the case we will request these separately. 

4.3 The minimum insurance levels quoted in the Questionnaire are the Council’s current requirements from all suppliers in this category. This is in accordance with the Council’s Risk Management Strategy. 

4.3.1 Applicants are not necessarily required to hold the required levels of insurance prior to contract award, but the Council needs to see a commitment to attaining the required cover prior to commencing work if successful.
4.3.2 Please note that non-disclosure of insurance levels could mean that minimum levels of financial standing cannot be ascertained and your application may be rejected.
5
Notes on Section D – Equal Opportunities

5.1
The Council has a statutory duty to promote all forms of equality under the Equality Act 2010 through its procurement activity. 
5.2
This duty to promote equal opportunity and eliminate discrimination is extended throughout the Council’s supply chain and must be implemented by organisations wishing to tender for its contracts. 

5.3
The purpose of the questions is to ensure that organisations can demonstrate that they are a fair employer in keeping with these statutory duties. You are asked to answer the questions to demonstrate your current compliance as an employer with these equality duties. 

5.4
If you are not subject to UK legislation please supply details of your experience in complying with equivalent legislation that is designed to eliminate discrimination and to promote equality of opportunity.
6
Notes on Section E – Health & Safety

6.1
The Council has a statutory duty to ensure that all work contracted out on its behalf is carried out safely by competent providers. The Health and Safety at Work etc Act (1974) requires that all companies employing 5 or more employees has a written Health & Safety Policy. 

6.2
Companies operating with less than 5 employees still have hazards/risks attached to their work activity, therefore relevant information is required. To ensure that the vetting procedure is consistent and all applicants are treated fairly, a two-tier system has been adopted. 

6.3
HSE provide guidance material for small businesses. Telephone 0845 3450055 for details or visit www.hse.gov.uk/business
7
Notes on Section F – Environmental Management
7.1
Question F4 refers to the eight fundamental International Labour Organisation conventions. These are:

· Freedom of Association and Protection of the Right to Organise Convention, 1948 (No. 87)

· Right to Organise and Collective Bargaining Convention, 1949 (No. 98)

· Forced Labour Convention, 1930 (No. 29)

· Abolition of Forced Labour Convention, 1957 (No. 105)

· Minimum Age Convention, 1973 (No. 138)

· Worst Forms of Child Labour Convention, 1999 (No. 182)

· Equal Remuneration Convention, 1951 (No. 100)

· Discrimination (Employment and Occupation) Convention, 1958 (No. 111) 

7.2
For information on how the conventions have been enacted into national law in different countries please visit: http://www.ilo.org/dyn/natlex/country_profiles.byCountry?p_lang=en

A.
GENERAL INFORMATION
A1 
Full name, address and website:

	Organisation Name
	

	Address
	

	Town/City
	

	Postcode
	

	Country
	

	Website
	


A2
Main contact for correspondence about this application:
	Name
	

	Position
	

	Telephone Number
	

	Fax Number
	

	Email Address
	


A3
Invoice address (if different from main address):

	Address
	

	Town/City
	

	Postcode
	

	Country
	

	Telephone Number
	

	Fax Number
	

	Email Address
	


A4
Company Registration

	Date of formation
	

	Place of formation
	

	Date of registration
	

	Company registration number
	

	Certificate of Incorporation enclosed
	Yes/No

	Certificate of change of name enclosed
	Yes / No

	Registered Office
	

	Brief description of primary business activities and main products and services
	


A5
Please tick the correct box to indicate whether you are a:

	Sole Trader
	

	Partnership
	

	Limited Liability Partnership
	

	Public Limited Company
	

	Private Limited Company
	

	Industrial and Provident Society
	

	Other (please state)
	
	



Note:
“Other” would include co-operatives, other local authority organisations (suppliers or direct labour organisations), nationalised industries (which are incorporated under specific acts of parliament), or other public sector organisations.
	A6
	List the full names of every Director, Partner, Associate and the Organisation’s Secretary



	
	


	A7
	Please state if any Director, Partner, or Associate has (a) relative(s) who is employed by North West Leicestershire District Council

	Yes / No

	
	If Yes, please enclose details.

	
	Tick if enclosed
	


	A8
	Please state if any Director, Partner or Associate has (a) relative(s) who is employed by the Council at a senior level or is a Councillor.


	Yes / No

	
	If Yes, please provide details:

	
	Title
	Name

	
	
	

	
	
	

	
	
	

	
	
	


	A9
	Is the potential provider a consortium joint venture or other arrangement?


	Yes / No

	
	If Yes, please provide details of the constitution and percentage shareholdings.

	
	Organisation
	Percentage Shareholding

	
	
	

	
	
	

	
	
	


	A10
	Please indicate by ticking the appropriate box whether you are:
	Please tick one box

	
	Type A potential provider: 

· An organisation able to deliver all of the requirements itself, or

· A prime contractor with the complete supply chain (sub-contractors) in place to deliver all of the requirements
	

	
	Type B potential provider: 

· A prime contractor able to deliver all requirements but unable to confirm all sub-contractors at this stage

You will need to demonstrate a satisfactory methodology and track record of delivering a supply chain.
	


	A11
	Type A potential providers only:

	
	Please indicate the composition of your supply chain below 

(this may include the potential provider itself or solely be the potential provider)



	
	Requirement
	Company/Organisation
	How much of the requirement and what will they directly deliver (%)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	A12
	Type B potential providers only:

	
	Please indicate the composition of your supply chain below 

(this may include the potential provider itself or solely be the potential provider)



	
	Requirement
	Company/Organisation
	How much of the requirement and what will they directly deliver (%)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Please explain your methodology for procuring a supply chain leading to a successful solution. Support this with details of relevant experience of selection of supply chain members for this type of procurement.

	
	(300 words or fewer)


	A13
	Please confirm your commitment to ensure that the standards which you describe and commitments which you make throughout this document will also be met by your supply chain members 



	
	Tick to confirm
	


B.
TECHNICAL RESOURCES AND REFERENCES

B1
Please list the skills in the table below including professional, managerial and technical expertise that are available in your organisation to enable you to carry out work for this authority e.g. training, experience etc. Please include qualifications of staff.
	Skill
	Number of Staff
	Qualifications, Training and Experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


B2
Please supply details of staffing levels in your organisation by completing the table and supplying an organisational chart showing reporting lines.

	Staff
	Number of Employees

	Management
	

	Professional/Technical
	

	Admin/Clerical
	

	Operative Supervisor
	

	Operative
	

	Others
	


	B3
	Please give details of membership of regulatory, professional or trade bodies with which you are registered. Please state any registration numbers and provide copies of valid certificates.



	
	Professional Body
	Registration Number

	
	
	

	
	
	

	
	
	

	
	Tick if certificates enclosed
	


B4
REFERENCES


Please list below the details of organisations (preferably public sector) OTHER THAN THIS AUTHORITY for which the applicant has recently carried out work. The organisation and supervising officer may be approached for a reference.

	
	1
	2
	3

	Name of client Organisation
	
	
	

	Contact name 
	
	
	

	Telephone number


	
	
	

	Email address


	
	
	

	Address


	
	
	

	Contract title/description


	
	
	

	Contract value
	
	
	

	Date contract awarded


	
	
	

	Date of completion
	
	
	


B5
Please provide details of contracts carried out for THIS AUTHORITY including work in the last 3 years.


You are not required to have carried out work for the Authority previously, but this information may be used for administrative purposes and to take up internal references.

	
	1
	2
	3

	Department
	
	
	

	Supervising officer
	
	
	

	Contract title/description
	
	
	

	Contract value
	
	
	

	Date contract awarded


	
	
	

	Date of completion
	
	
	


	B6
	Has your organisation ever had to pay financial penalties or contractual damages levied in respect of a failure to perform to the terms of a contract?
	Yes / No

	
	If Yes, please enclose details



	
	Tick if enclosed
	


	B7
	Has your organisation had a contract terminated or your employment determined under the terms of the contract in the last three years?


	Yes / No

	
	If Yes, please enclose details



	
	Tick if enclosed
	


	B8
	Has your organisation failed to have a contract renewed for failure to perform to its terms in the last three years?


	Yes / No

	
	If Yes, please enclose details



	
	Tick if enclosed
	


C.
FINANCIAL  AND INSURANCE INFORMATION

	C1



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

(This is the person who will be contacted for further financial information if required)




	
	Name
	

	
	Position
	

	
	Telephone Number
	


	C2



	If the applicant is a member of a group, give the name and address of the ultimate holding company/parent organisation




	
	Name
	

	
	Address
	


	C3
	Would the ultimate holding company/parent organisation be prepared to guarantee your contract performance as its subsidiary?


	Yes / No


	C4
	If you are a non-limited company or partnership:

Please enclose copies of your financial accounts for the last 3 years (audited unless you are exempt from audit). 

If you haven’t traded for three years, please submit what accounts you have.

These should include: (Tick if enclosed)



	
	Balance Sheet


	

	
	Profit and Loss Account


	

	
	Full notes to the accounts, which should include a breakdown of debtors and creditors


	

	
	Auditor’s report (where applicable) or accountant’s report/letter which confirms the basis on which the accounts have been prepared
	

	
	The latest set of accounts should not be more than twenty months old.




	C5
	Please state your turnover (value of work undertaken) for the last three financial years, as reported in the final year-end statements of accounts



	
	Year-ending
	Turnover

	
	
	

	
	
	

	
	
	


	C6
	VAT Registration Number (if applicable):


	


	C7



	If you are an Industrial and Provident Society:




	
	Date of registration


	

	
	Registration number 
	

	
	Charity Registration (if applicable)


	

	
	Under the Industrial and Provident Societies Act 1965 to 1978.



	
	Please confirm that you are able to provide management accounts and a letter from your bank if the Council requests

	
	Tick to confirm
	


	C8
	Are there any outstanding claims or litigation against the applicant, which affect or could affect your ability to perform the contract for the contract period?


	Yes / No

	
	If Yes, please enclose details



	
	Tick if enclosed
	


	C9
	Please give details of your insurance policies:

	
	
	Employers Liability
	Public Liability

(3rd Party)
	Professional Indemnity

	
	Minimum required

(for each and every claim, costs included)
	£10M 
	£10M per project
	£5M

	
	Insurer’s Name:
	
	
	

	
	Insurer’s Contact Details:
	
	
	

	
	Policy No:
	
	
	

	
	Expiry Date:
	
	
	

	
	Extent of Cover:
	
	
	

	
	Excess 

(or “deductible”)
	
	
	

	
	If you do not currently hold the minimum cover required, please provide a statement of your commitment to attaining this cover prior to commencing work if successful.

	
	Tick if enclosed
	


	C10
	Has your organisation been refused insurance cover within the last five years?
	Yes / No

	
	If “Yes” please give details of refusal


	
	Tick if enclosed
	


D.
EQUAL OPPORTUNITIES

	D1
	Do you have a written equal opportunities policy?


	Yes / No

	
	If yes, please enclose a copy



	
	Tick if enclosed
	

	
	If you do not have a written equal opportunities policy, please explain how you meet your equal opportunities obligations:



	
	


	D2
	If you do have a written equal opportunities policy, does your policy cover: 



	
	Recruitment, selection, training, promotion, discipline and dismissal?


	Yes / No

	
	Discrimination, harassment and victimisation, making it clear that these are disciplinary offences within the firm?


	Yes / No

	
	Does your policy identify a senior position with responsibility for the policy and its implementation?


	Yes / No

	
	If you have answered yes to any of the above questions, how often is your policy reviewed?


	

	
	Please state when it is next due for review:


	

	
	If you have answered yes to any of the above questions, how do you communicate your policy to your staff?



	
	


	D3
	If you are an organisation with 50 or more employees, do you provide equality training for managers and staff responsible for recruitment and selection?


	Yes / No


	D4
	If you are an organisation with 50 or more employees, do you:



	
	Monitor the profile of your workforce by age, disability, ethnicity, gender?


	Yes / No

	
	Monitor the profile of your workforce by sexual orientation, religion or belief?


	Yes / No

	
	Do you monitor the profile of applicants for jobs within your organisation?


	Yes / No

	
	Do you take any action to ensure that your workforce is representative of the population in your area?


	Yes / No

	
	Refer to your equal opportunities policy or practice in recruitment advertisements and publicity?


	Yes / No


	D5
	In the last three years, has any finding of unlawful discrimination or other breach of equality law been made against your organisation by any court or industrial tribunal?


	Yes / No


	D6
	In the last three years, has your organisation been the subject of a formal investigation by the Equality and Human Rights Commission or any previous equality commission on grounds of alleged unlawful discrimination?

	Yes / No


	D7
	If you have answered yes to D5 or D6, what was the result of the investigation and what actions did you take in response? 



	
	


E.
HEALTH AND SAFETY

	E1.1
	Name of Director, Partner or other person responsible for the implementation of your organisation’s Health & Safety Policy



	
	


	E1.2
	Please state the total number of employees within your organisation. Include Directors, trainees etc 

	
	


	E1.3
	Do you have access to a Health & Safety advisor?
	Yes / No

	
	If Yes, please list details inc. qualifications, experience and professional membership status



	
	


	E1.4
	Have there been any Improvement or Prohibition Notices or Prosecutions served on your organisation by the Health & Safety Executive or Local Authority in the last 10 years?


	Yes / No

	
	If Yes, please enclose details



	
	Tick if enclosed
	


If your organisation has more than 5 employees:

	E2.1
	Please provide a copy of your organisation’s Health & Safety Policy and manual




	
	Tick if enclosed
	


	E2.2
	How is the Health & Safety Policy brought to the attention of your organisation’s:



	
	Employees?
	

	
	Sub-contractors?
	


If your organisation has less than 5 employees:

	E3.1
	Please provide a letter or statement of your commitment to comply with the Health & Safety at Work Act 1974



	
	Tick if enclosed
	


F. ENVIRONMENTAL MANAGEMENT AND SOCIAL CONSIDERATIONS

	F1
	The Council expects its contractors to comply with, or exceed, all statutory environmental requirements.



	
	Has your organisation had any notices or prosecutions served on you with respect to environmental legislation? You need not disclose details of spent convictions.
	Yes / No



	
	If yes, please enclose details



	
	Tick if enclosed
	

	
	What steps have you subsequently taken to ensure that you comply with environmental legislation? Please enclose examples of procedures and/or staff training records.

	
	Tick if enclosed
	

	
	


	F2
	Within the construction sector the Council has identified high-risk environmental impacts in relation to our environmental policy. Please provide evidence as to how you will manage the below issues:



	
	Minimising the use of energy and water



	
	

	
	Minimising waste

	
	

	
	Avoiding pollution

	
	

	
	Evidence may be provided, for example, by having an independently verified environmental management system (EMS), such as ISO 14001, EMAS or PQASSO for voluntary organisations. Equivalent forms of evidence will be accepted.


F3
If applicable to the type of work for which you wish to be considered, under the Environmental Protection Act Waste Management Duty of Care:

Please complete this section if the type of work for which you wish to be considered involves the production, storage, carrying or disposal of waste.
	F3.1
	Certificate of Registration

	
	If you transport waste, has the Environment Agency issued you with a Certificate of Registration which allows this?
	Yes / No



	
	If yes, please enclose a copy

	
	Tick if enclosed
	

	
	If you do not transport waste, does the company you use have a certificate to carry waste?


	Yes / No

	
	If yes, please enclose a copy

	
	Tick if enclosed
	


F3.2
Please complete the following table:

	Types of waste likely to be produced whilst working for the  Council
	Name and address of storage site for waste (including your premises if temporarily stored there)
	Name and address of disposal site for waste



	
	
	

	
	
	

	
	
	

	
	
	

	Please provide evidence that each of the storage (where appropriate) and disposal sites has a licence to store/dispose of the types of waste listed in the table (evidence could be a signed letter from the site or a copy of the relevant section of the waste management licence).

	Tick if evidence enclosed
	


	F4
	Please provide evidence of the systems your organisation has in place to ensure you comply with the International Labour Organisation’s eight Fundamental Conventions as applicable in the country in which you operate (see Guidance for Applicants).



	
	


G.
BUSINESS CONTINUITY PLANNING

	G1
	Do you have a formal Business Continuity Management programme?
	Yes / No

	
	If Yes

	
	What Business Continuity Planning documents are available?

	
	

	
	Is the service the subject of this procurement included in those plans?

	
	

	
	When were they last tested?

	
	The Council reserves the right to review relevant documents that relate to the service you will provide for the Council.


	G2
	Who is responsible for Business Continuity within your organisation?



	
	Name
	

	
	Job title
	


H.
WORKFORCE QUESTIONS ON SAFEGUARDING

	H1
	Where work to be undertaken is regulated or controlled under the Safeguarding Vulnerable Groups Act 2006 (SVG), please confirm:



	
	1.1 That you understand and will undertake the relevant responsibilities and   duties under the SVG

1.2 That you have not been convicted or been the subject of any adverse finding under any offence under the SVG

1.3 That you have policies, procedures and conditions in place as part of the employment of persons in regulated work under SVG

a) to make appropriate pre-employment checks

b) to make appropriate checks during employment

c) to monitor anyone subject to any conditions in the conduct of regulated activity

1.4 That you follow the guidance issued by relevant authorities in the management of controlled activity under the SVG

1.5 That you will accept and comply with the Council’s safeguarding requirements pursuant to the Council’s policies and procedures in relation to safeguarding and the SVG



	
	Tick to confirm
	


	H2
	Where such confirmation is not possible, for example because the SVG provisions are not yet in force, or because you have relevant convictions, please complete the following boxes A and B

	
	Box A

I cannot give the confirmation required because:

	
	

	
	Box B

I accept the responsibilities, duties and other requirements set out at 1 above and I have taken/will take the following steps to address any shortfall:

	
	


I.
UNDERTAKING BY THE APPLICANT

I/We certify that the information supplied is accurate to be best of my/our knowledge and that I/we accept the conditions and undertakings requested in the questionnaire. I/We understand that false information could result in my/our disqualification from this shortlisting process.

I/We 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 and that any such action will empower the Council to cancel any contract currently in force and will result in my/our disqualification from this shortlisting process.

	Applicant Name*
	

	Signed
	Duly authorised on behalf of the Applicant

	Position
	

	Date
	


*Please note the term “applicant” refers to sole proprietor, partnership, incorporated company, unincorporated body and cooperative as appropriate. The undertaking should be signed by a director, partner or other duly authorised representative in her/his own name and on behalf of the applicant.

J.
STATEMENT RELATING TO GOOD STANDING

STATEMENT RELATING TO GOOD STANDING — GROUNDS FOR OBLIGATORY EXCLUSION (IN ELIGIBILITY) AND CRITERIA FOR REJECTION OF CANDIDATES in accordance with Regulation 23 of the Public Contracts Regulations 2006 (as amended)

CONTRACT NAME/DESCRIPTION: <Insert project title>


I/We confirm that, to the best of my/our knowledge, the applicant is not in breach of the provisions of Regulation 23 of the Public Contracts Regulations 2006 (as amended) and in particular that:

Grounds for mandatory rejection (ineligibility)

The applicant (or its directors or any other person who has powers of representation, decision or control of the named organisation) has not been convicted of any of the following offences (the term “active corruption” means corruption as defined in Article 3 of the Council Act of 26 May 1997 or Article 3(1) of Council Joint Action 98/742/JHA):

(a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA;
(b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906, where the offence relates to active corruption (as amended);

(c) the offence of bribery, where the offence relates to active corruption;

(d) bribery within the meaning of section 1 or 6 of the Bribery Act 2010;

(e) fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of:

(i) the offence of cheating the Revenue;

(ii) the offence of conspiracy to defraud;

(iii) fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Iseland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;

(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1968 or section 993 of the Companies Act 2006;

(v) defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;

(vi) an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993; or

(vii) destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;

(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006;

(ix) making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of the Fraud Act 2006;

(f) money laundering within the meaning of section 340(11) of the Proceeds of Crime Act 2002; 
(g) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996; or

(h) any other offence within the meaning of Article 45(1) of the Public Sector Directive.

	Applicant Name*
	

	Signed
	

	Position
	

	Date
	


Discretionary grounds for rejection
The Applicant (or its directors or any other person who has powers of representation, decision or control of the named organisation) confirms that it:

(a) being an individual person in respect of whom a debt relief order has not been made of or is not bankrupt or has not had a receiving order or administration order or bankruptcy restrictions order nor a debt relief restrictions order made against him or has not made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or does not appear unable to pay or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has not granted a trust deed for creditors or become otherwise apparently insolvent, or is not the subject of a petition presented for sequestration of his estate, or is not the subject of any similar procedure under the law of any other state;

(b) being a partnership constituted under Scots law has not granted a trust deed or become otherwise apparently insolvent, or is not the subject of a petition presented for sequestration of its estate;

(c) being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002 has not passed a resolution or is not the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, nor had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is not the subject of similar procedures under the law of any other state;

(d) has not been convicted of a criminal offence relating to the conduct of his business or profession;

(e) has not committed an act of grave misconduct in the course of his business or profession;

(f) has fulfilled obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which the organisation is established;

(g) has fulfilled obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which the economic operator is established;

(h) is not guilty of serious misrepresentation in providing any information required of him under regulation 23, 24, 25, 26 or 27 of the Public Contracts Regulations 2006 or has provided such information in response to a request by the Council;

(i) in relation to procedures for the award of a public services contract, is licensed in the relevant State in which he is established or is a member of an organisation in that relevant State when the law of that relevant State prohibits the provision of the services to be provided under the contract by a person who is not so licensed or who is not such a member;

(j) subject to paragraphs (7), (7A), (7B), (8), (8A), (8B) and (9) of the Public Contracts Regulations 2006, is registered on the professional or trade register of the relevant state in which he/it is established.
	Applicant Name*
	

	Signed
	

	Position
	

	Date
	


Thank you for completing this questionnaire. Before returning it, please ensure that you have:

· Answered all the questions appropriate to your application

· Signed the undertaking

· Enclosed relevant documents as follows. (Please tick appropriate box)

	Question No.
	Information Required
	Enclosed
	To Follow
	N/A

	A4
	Certificate of Incorporation of the Company and any certificate of change of name
	
	
	

	A8
	Details of any Director, Partner or Associate who has (a) relative(s) employed by the Council
	
	
	

	B2
	Organisational Chart
	
	
	

	B3
	Certificates of membership of regulatory, trade or professional bodies
	
	
	

	B6

	Details of financial penalties levied in respect of failure to perform
	
	
	

	B7
	Details of contracts terminated/employment determined under the terms of a contract
	
	
	

	B8
	Details of contracts not renewed for failure to perform
	
	
	

	C4
	If appropriate, copies of the last three years’ accounts, including balance sheet, profit and loss account an cost of sales, full notes of the accounts and Director’s/Auditor’s report 
	
	
	

	C8
	Details of any outstanding claims or litigation against the applicant
	
	
	

	C10
	Details of refusal of insurance cover
	
	
	

	D1
	Equal Opportunities policy
	
	
	

	E1.4
	Details of prosecutions or notices served on the applicant by the Health and Safety Executive
	
	
	

	E2.1 / E3.1
	Health and Safety Policy and Manual or
Statement of commitment
	
	
	

	F1
	Details of prosecutions or notices served on the applicant with respect to environmental legislation


	
	
	

	
	Examples of procedures/training records evidencing steps taken to ensure compliance
	
	
	

	F3.1
	Certificate of Registration to transport waste
	
	
	

	F3.2
	Evidence of licence to store/dispose of relevant types of waste
	
	
	


	Scoring Criteria
	Question Type
	Points Available
	Weighting
	Total Score Available

	
	 
	 
	 
	 

	Section A: General Information
	 
	 
	 
	 

	Company details provided
	Yes/No
	3
	1
	3

	Primary business activities appropriate to the area of work
	Graded
	3
	3
	9

	Disclosure of potential conflicts of interest
	Graded
	3
	1
	3

	Supply chain: full details provided or appropriate methodology for supplier selection
	Graded
	3
	3
	9

	 
	 
	 
	 
	 

	Section B: Technical Resources and References
	 
	 
	 
	 

	Relevant knowledge and skills
	Graded
	3
	3
	9

	Number of staff with appropriate skills proportional to contract requirements
	Graded
	3
	3
	9

	Staffing levels within organisation suitable to deliver contract requirements
	Graded
	3
	3
	9

	Membership of relevant professional/regulatory bodies
	Graded
	3
	3
	9

	References: Relevance
	Graded
	3
	3
	9

	References: Positive Feedback
	Graded
	3
	3
	9

	Track record in contract performance
	Graded
	3
	3
	9

	 
	 
	 
	 
	 

	Section C: Financial and Insurance Information
	 
	 
	 
	 

	Employers Liability (confirmation or commitment)
	Yes/No
	3
	2
	6

	Public Liability (confirmation or commitment)
	Yes/No
	3
	2
	6

	Professional Indemnity (confirmation or commitment)
	Yes/No
	3
	2
	6

	Outstanding claims/litigation
	Graded
	3
	2
	6

	Acceptable financial standing
	Yes/No
	3
	2
	6

	 
	 
	 
	 
	 

	Section D: Equal Opportunities
	 
	 
	 
	 

	Equal Opportunities policy or statement of commitment (as appropriate to size of organisation)
	Yes/No
	3
	2
	6

	Content of Equal Opportunities policy, training and monitoring (as appropriate to size of organisation)*
	Graded
	5
	2
	10

	 
	 
	 
	 
	 

	Section E: Health & Safety
	 
	 
	 
	 

	Name/position of person responsible
	Graded
	3
	2
	6

	Access to appropriate Health and Safety advice
	Graded
	3
	2
	6

	Improvement notices/prosecutions
	Graded
	3
	2
	6

	Health & Safety policy and manual or statement of commitment (as appropriate to size of organisation)
	Graded
	3
	2
	6

	 
	 
	 
	 
	 

	Section F: Environmental Management
	 
	 
	 
	 

	Notices or prosecutions and improvement actions
	Graded
	3
	2
	6

	Evidence of actions or plans to address areas of high risk for environmental impact
	Graded
	3
	2
	6

	Waste management: Certificate of registration for transportation
	Yes/No
	3
	2
	6

	Waste management: Process/licences for storage and disposal
	Graded
	3
	2
	6

	Compliance with fundamental conventions of the International Labour Organisation
	Graded
	3
	2
	6

	 
	 
	 
	 
	 

	Section G: Business Continuity Planning
	 
	 
	 
	 

	Formal programme in place
	Yes/No
	3
	1
	3

	Planning documents available
	Graded
	3
	1
	3

	Service included in plans
	Yes/No
	3
	1
	3

	Testing of plans in the last year
	Graded
	3
	1
	3

	Name/position of person responsible
	Graded
	3
	1
	3

	 
	 
	 
	 
	 

	Section H: Workforce Questions on Safeguarding
	 
	 
	 
	 

	Compliance with Safeguarding requirements (confirms full compliance or acceptance of duties and suitable actions described)
	Graded
	3
	3
	9

	 
	 
	 
	 
	 

	Section I: Undertaking by the Applicant
	 
	 
	 
	 

	Signed and dated on behalf of the company
	Yes/No
	3
	1
	3
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	Scoring Key

	 

	A score of '0' against any of the pre-qualification criteria will mean disqualification of the application.

	However, if only minor adjustments/additional information are required, the Council will contact you to clarify your application where practicable.

	 

	Yes/No Questions

	0 = No

	3 = Yes

	 

	Graded questions

	0 = Unacceptable

	1 = Meets minimum standard/legal requirement only

	2 = Good response: demonstrates suitability to meet contract requirements

	3 = Excellent response: highly suitable to deliver contract requirements

	 

	*scoring for this criteria based on the Commission for Racial Equality's Code of Practice
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