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Instructions and Information on Tendering Procedures

General

1.1 These instructions are designed to ensure that tenders are given equal and fair consideration.  It is important therefore that you provide all the information asked for in the format and order specified.  Please contact the Procurement Northwest Team, by email at procurementnorthwest@lsc.gov.uk if you have any doubts as to what is required or you have difficulty in providing the information requested.  Please be aware that we can only provide information on clarity or clarification about the Specification. 

1.2 Points of clarification/information that are provided to one potential tendering organisation or otherwise emerge during the tender period and that are considered to be of general importance/interest will be e-mailed to all organisations which have requested tender packs.  

1.3 Please provide the name, address, e-mail address, telephone number (terrestrial and/or mobile) of a person we may contact, if necessary, to discuss the tender.

1.4 Please note that references to the ‘Council’ throughout these documents mean the Learning and Skills Council.

1.5 The Council reserves the right to modify, amend or provide further clarification to the tender documents at any time prior to the deadline for receipt, by notification in writing.  Where such modifications constitute a significant change, the Council may, at its discretion, extend the deadline for receipt of tenders.

1.6 You are advised that nothing in this ITT or its appendices and any other communication made between the Council and any other part thereof, shall be taken as constituting a contract, agreement or representation between the Council and any other party (save for the award of a contract made by the Council) nor shall be taken as constituting a contract, agreement or representation that any contract shall be offered in accordance herewith or at all.

Contract Period

1.7
The successful bidder(s) will be invited to contract in accordance with the duration of the programme as specified in Section Two of this ITT.  However, the LSC may choose to extend the end date of contracts passed the date specified in Section Two, this may occur for example because the ESF programme as a whole has been extended or because funds have been returned from underperforming projects.
Tender Clarifications
1.8 Organisations wishing to obtain further information or clarification about the tendering arrangements or the specification requirements should use the Tender Clarification form contained in the ITT package.  These should be completed and sent to procurementnorthwest@lsc.gov.uk .  Responses to these will be circulated to all organisations who have requested the ITT. 
Organisations Eligible to Apply

1.9
Tenders will be accepted from any legally formed organisation, public or private, except sole traders.


The Council believes that much of its success will depend upon strong partnerships and effective linkages with a wide range of organisations.  The Council is keen to engage both community and voluntary organisations in order to widen access and participation and we are also keen to receive Tenders from partnerships or consortia, particularly those that embrace community and voluntary sector organisations.

1.10
The Council’s main duty under the Learning and Skills Act is to arrange post-16 education and training of a high enough quality and quantity to meet learners’ needs.  The main purpose of funding suppliers is to help us carry out this duty.  ‘Learning to Succeed’ and ‘Raising Standards in post-16 Learning’ make us responsible for encouraging and supporting the development of high-quality new provision, leading to a wider base of new suppliers.  Therefore all ESF funded providers must be an LSC Approved Supplier.  


Should an organisation not already be an LSC Approved Supplier, then applicants must contact Procurement Northwest and ask for a separate LSC Approved Supplier Pack.  This pack must be completed and submitted to the LSC along with the ESF Co-finance Tender Application Form to Procurement Northwest by the deadline indicated in paragraph 1.13.

Incomplete Tender

1.11 Tenders may be rejected if the information asked for in these invitation to tender
 
documents is not given at the time of tendering.

Returning Tenders

1.12 Envelopes and packages containing tenders should bear no reference to the
organisation wishing to tender by name; franking machines, which automatically print the company’s name should not be used.  Envelopes and packages should be clearly marked using the tender label provided by Procurement Northwest.
1.13 Tenders must be, two unbound A4 hard copies (Part A and Part B) and one electronic
 
copy (preferably CD RoM (in Microsoft Word and Excel), Please also include a fully         completed copy of the HSQ1 (Health and Safety declaration), all should be delivered to
 reach the Procurement Northwest Team at:

Learning and Skills Council
Procurement Northwest
9th Floor
Arndale House
Arndale Centre
Manchester
M4 3AQ 

by 12 noon 9th May 2007. Tenders should be submitted using the Tender Label supplied.  

A map of how to get to the above address can be found at http://www.lsc.gov.uk/regions/NorthWest/Aboutus/Contactus/. 
As indicated in paragraph 1.10, organisations who are not currently an LSC Approved Supplier must complete a separate LSC Approved Supplier pack and submit this along with the Tender Application Form.

Receipt of Tenders

1.14 Tenders will be received up to the time and date stated.  Those received before their
due date will be retained unopened until then.  It is the responsibility of the organisation wishing to tender to ensure that their tender is delivered no later than the appointed time.  The Council does not undertake to consider tenders received after that time unless clear evidence of posting is available (i.e. clear postmark and/or certificate of posting).

1.15 The Council will not automatically acknowledge receipt of tenders.  Should you wish to
confirm that your tender has been received please email procurementnorthwest@lsc.gov.uk
Acceptance of Tenders

1.16 By issuing this invitation the Council is not bound in any way and does not have to
 
accept the lowest or any tender.  The Council reserves the right to accept a portion of
 
any tender, unless the bidder expressly stipulates otherwise in their tender.

Inducements

1.17 Offering an inducement of any kind in relation to obtaining this or any other contract
with the Council will disqualify your tender from being considered and may constitute a criminal offence.

Costs and Expenses

1.18 You will not be entitled to claim from the Council any costs or expenses which you may
 
incur in preparing your tender.

Purchasing Strategy
1.19
The Council’s purchasing strategy is designed to promote fair and open competition, and constructive co-operation between the Council and suppliers.  The Council is also fully committed to supporting the Government’s drive to integrate environmental considerations into public sector procurement.  The Council’s procurement policy is to achieve continuing improvement in value for money based on whole life costs and quality, which includes environmental issues such as running costs, recyclability and cost of disposal.

1.20
The Council may choose to increase the funding available for this ITT and therefore to the individual projects invited to contract, for example because the level of ESF funds allocated to the LSC be awarded or by funds being returned by underperforming contracts.

1.21
Where the Council is in the process of securing ESF funds via new or amended Co-finance Plans, the figures included in Section 2 are subject to change.

1.22
The Council may also choose to invite projects to be retained on a reserve list to enable them to be funded at a later point as a result of additional funds being awarded or funds by funds being returned by underperforming contracts or through contracts withdrawing from contracting discussions.
1.23
All payments will be made against an agreed profile of outputs, outcomes and milestones.  Performance against the profile is subject to reconciliation to ensure that the provider receives compensation for the actual outputs, outcomes and milestones achieved.  Providers should note that where they over deliver against output, outcome and milestone targets there will be no automatic requirement for the Council to compensate.  Evidence requirements for these payments will be set out in the contract, as will the full claims and Management Information requirements and documentation.  The evidence requirements specified in the contract will be required at audit visits by LSC staff.
1.24
The Council will review the progress of providers and of the programme as a whole at regular intervals with thorough reviews occurring annually.  To ensure maximum flexibility and programme effectiveness these reviews may lead to a reallocation of resource between providers where under-performance is identified.  Providers will not have an automatic right to use previous annual under-spends in future contract delivery.
Freedom of Information
1.25
The Council is subject to the Freedom of Information Act 2000 (FOI Act).  Under the FOI Act the Council is obliged to provide information it holds in response to a request made in accordance with the FOI Act, including information about third parties.  Tendering organisations are referred to the Guidance to Tenderers and Contractors on the Learning and Skills Council’s Policy for Access to Information.

TUPE
1.26
Organisations wishing to tender will be responsible for assessing whether there will be any liability under the transfer of undertakings (Protection of Employment) Regulations, 1981 (TUPE) arising from taking over the service.

Format of Bids
1.27
You may not alter the format of any of the ESF Co-financeTender Application Form which is provided to you by the Council.  

1.28
The LSC’s ESF Co-financeTender Application Form must be used; no annexes/additional business plans etc to be included with the Tender; answers to each question must not the maximum size limits specified for the question; and twelve point Arial font to be used.
1.29
The Council reserves the right to reject any suggested amendments that are at variance with or inconsistent with the conditions in these documents or are otherwise unacceptable to the Council.

Tender Period
1.30
Tenders must remain valid until the end of the period specified in Section 2 of this ITT.  However, the LSC may choose to extend the end date of ITT, this may occur for example, because the ESF programme as a whole has been extended or because funds have been returned from underperforming projects.  Therefore tenders must remain valid for the full lifetime of the ITT including any extension.

The proposed timetable to take forward this procurement is as follows:

	No
	Output
	Dates

	1
	Issue Invitation to Tender
	5th April 2007

	3
	Return of Tenders
	9th May 2007 (12 noon) 

	4
	Evaluation of Tenders Completed and Outcome Announced
	5th July 2007

	5
	Briefing Session for Successful Applicants
	12th July 2007

	6
	Contracting Discussions Commence
	16th July 2007

	7
	Projects Commence Delivery
	August 2007



Those projects which are invited to enter into contracting discussions with the Council should ensure that they are available to attend the Briefing Session on 12th July and should also ensure that they are available for contracting discussions week commencing 16th July.
Tendering organisations should assume that this timetable is fixed and cannot be flexed in any respect and should therefore satisfy themselves that they are happy they can meet it.  However, the Council reserves the right to vary the timetable should circumstances dictate.
Tender Assessment Criteria
1.31
The tender process will be conducted in a manner that ensures tenders are evaluated fairly to ascertain the economically most advantageous solutions in terms of the tendering criteria outlined in the Tender Form and also outlined in the document entitled Tender Process which is available at -  WWW.LSC.GOV.UK/REGIONS/NORTHWEST/TENDERING .
Assessment grades will be awarded based on the judgement of the Assessment Panel, which will be formed from key staff representing the Council or from time to time individuals from external partner organisations.  Details of the tendering process can be found in the document entitled ESF Co-finance Tendering Process which can be found at http://www.lsc.gov.uk/Regions/NorthWest/Tendering  
1.32
The Council will not be operating an appeals procedure for its co-financing activity.  In the event of a Tender being unsuccessful, should the organisation, after receiving feedback feel that there has been demonstrated bias against their proposal or that a decision has been reached that no reasonable person would make, the organisation may invoke the Learning and Skills Council’s Complaints Policy.  This policy will be posted on the LSC’s national website, the address of which is:  www.lsc.gov.uk.  Any complaints should be forwarded to Procurement Northwest.
Feedback Arrangements

1.33
On conclusion of the appraisal process, the Council will contact all applicants.  Applicants will be notified of successful Tenders and unsuccessful applicants will be given feedback on why their Tender was unsuccessful.  

As it is envisaged that a large number of Tenders will be received, it is not possible for the Council to notify applicants via telephone as to whether their Tender has been successful in being invited to enter into contracting discussions.  Therefore all organisations applying for ESF will be notified of the outcome of the bidding round in writing (generally by e-mail).

Feedback will be issued to the individual identified as the named contact in the ESF Co-finance Tender Application Form.

1.34
In the interests of openness and transparency the Council will publish a full list of Tenders received identifying whether or not they have been invited to enter into contracting discussions.  In addition we will also publish summary details of those Tenders that have been invited to enter into contracting discussions.  Both documents will be posted on our website and that of GONW.

Contract Award
1.35
The award of contracts will follow the assessment of acceptable tenders and any required post tender clarifications.  You are advised that no activity under this requirement should take place until such contractual arrangements are in place.
1.36
Your response to the Specification in Section Two, the terms and conditions in Section Three and the declarations in Annex One, will, unless otherwise agreed, form the basis of any contract between the Provider and the Council.  Your tender documentation will form part of the contract.

1.37
The Council reserves the right to add or substitute conditions that are more consistent with the offer and/or are otherwise more acceptable to the parties to any contract.

SPECIFICATION
	Tender Reference
	NW23007ESF041

	Tender Title
	Learners with Learning Disabilities and Difficulties (LLDD) Employability Programme Merseyside. Objective 1 Measure 15

	Aim
	The aim of this programme is to provide a supportive co-ordinated and managed menu of additional employability actvities for schools to enage with; enhancing the existing offer for some of their pupils in a very distinctive and tailored way.The Programme will underpin and add value to existing provision, supporting participants to experience more in depth and extensive off site learning and work placement opportunties directly related to and coherent with their course of study/ qualification.  



	Activities to be Supported
	This invitation to tender focuses on the needs of young people with learning difficulties or disabilities in Merseyside. LSC GM seeks to appoint an organisation within each borough to lead and manage the recruitment of employers and the securing of suitable workplaces as well as the co-ordination of the delivery to learners working very closely with schools and other partners. 

Successful provider(s) will need to demonstrate an understanding of the school educational system, especially as it relates to pupils with learning difficulties or disabilities and a track record of working with schools, 14 -19 partnerships and employers.

Given the nature of the programme it is anticipated that no one organisation within each borough will be able to deliver all of the required elements of the programme. Therefore, we particularly welcome applications from partnerships of organisations working as consortia.

A key feature of the delivery mechanism for this programme is the quality of the liaison with schools and employers, ensuring an appropriate experience for learners and a collaborative approach to entry onto the programme, on going supervision, progression and any specialised transport needs.

The key design features in terms of the delivery of this programme are: 

· Employer Engagement and the recruitment of high quality demanding work placements -  Employers should contribute to the course design/ learner selection and work experience should be clearly linked to the sector and qualifications being studied
· Work experience should meet the Programme requirements of 25 days.  Developing competence and skills can get pupils work ready to a point but only exposure to the real work place can test the learner – dealing with customers, the whole business/product cycle, being part of a work force and meeting deadlines that impact on others
· Information Advice & Guidance (IAG) is timely & impartial.  Arrangements should be made for appropriate  partners to have a role in advising potential participants in aspects of the Programme and involve parents and guardians as soon as possible 
· Pupil selection should be collaborative - selecting the right pupils is vital and all partners and employers should play their part
· Effective communication.   Mechanism should be in place to ensure all partners communicate frequently, effectively and openly with each other, with pupils and guardians.  It is essential that there are clear boundaries of responsibilities and tasks setting out which partner does what and by when  
· Dedicated Programme staff or co-ordinators are a key element to overseeing the successful delivery of the programme and to manage the learning experience across all aspects of its delivery.  Involving those with enthusiasm and the right skills mix will benefit the quality of teaching and learning 
· Learner support.  This can cover a multitude of issues: learning styles and pace, timetable, provision to keep up with core subjects if necessary, mentors, transport, e-learning, portfolio assistance, and an understanding of wider issues that may affect the learner.  Information sharing on pupil needs is paramount if the pupils are to succeed
· Target setting, tracking and monitoring.  It is particularly important for school pupils off-site to be tracked against their targets and for them and their school to receive feedback on their off site experience
· Celebrating success and learner achievement.  Recognition of success can positively affect motivation and inspire
· Professional development.  This can promote collaboration and give a greater understanding of each partner’s perspective and stake in the young person and the Programme
· Review.  Appropriate and timely review of all aspects should be a foundation of the planning process and be jointly owned 
· Progression   Discussions with pupils on progression should be built into the process at the selection stage and be reviewed with targets on a regular basis
Outlined below are some key considerations and examples of the delivery components we would expect to see within the 25 day work experience placements / work based learning opportunity. 
One of the distinctive characteristics of this Programme is the opportunity to undertake extensive work experience and relate it directly to the qualification/s and add coherence to the learner’s course of study. It is recognised that some pupils and employers may require additional support to meet the needs of individuals in the early stages of the work experience phase. It is expected that high quality work experience or work based learning should form part of the Programme and over the period of study this should amount to:

· 25 full days off-site work experience spread over the course of the programme.

· assurance that the employer is able to provide a good quality of experience for the young person– with the prospect of progressing onto a post 16  scheme wherever possible should the pupil wish to do so; 

· consistent supervision and guidance by suitably trained and qualified employees in the appropriate field of study;

· assurance that the quality of the placement will be suitable (appropriate health and safety, child protection and insurance cover in place); 

· financial assistance towards any special requirements (protective clothing etc).

Pattern of Delivery: Provided that the totality of the work experience element amounts to 25 days, the pattern of work experience is a matter to suit the schools, employers and the wider 14 -19 partnerships. This may be in whole week blocks or regular days per week or a mixed pattern.  Where possible, it is desirable for work experience/work based learning to be carried out in term time.  If, however, timetabling this element of the programme is difficult, it can be undertaken, in part, outside term time with the consent of parents/guardians and provided that suitable communication arrangements are in place.  

What Counts?:  The 25 days work experience/work based learning component should have a ‘high degree’ of real employment within it and sufficient time allocated to it to satisfy the vocational qualification requirements.  In addition to the acquisition of technical skills, employer visits and employer involvement, young people will benefit from being part of a real workforce.  Work simulation in a training environment is not considered to represent work experience or work based learning.  Simulated work experience is not sufficiently intensive for this programme and can be accommodated in other KS4 offers.  Time spent in COVEs or high quality workshops alone is insufficient.  In addition to skills acquisition, competence building and becoming ‘work ready’ pupils on the programme should be experiencing the workplace and developing their enterprise capability. The full 25 days work based element does not necessarily have to be only about the acquisition of technical skills or using machinery.  Young people may, for example, track the development, design, packaging, logistics, advertising, sales aspects related to a product or service that they may, for a proportion of the time, be involved in manufacturing or working on. The programme’s distinctive features are intended to allow the participants to attain qualifications, acquire skills and competencies, and work place experience in more depth than previous opportunities have allowed.

The work experience undertaken as part of the Programme can be counted towards the Key Stage 4 statutory requirement for work related learning including enterprise if that is appropriately advanced.



	Target Groups
	The Programme should be aimed at Year 11 or 12. Recruits are expected to be pupils with a level of ability that is commensurate with the demands of the programme and who are already motivated to progress on to work-based learning to other vocational programmes and have the support of parents or guardians in their choice.  The selection process should be fair and robust and make clear to pupils the full range of progression opportunities open to them on completion of the programme.  

	Geographic Location
	In order to benefit from the Objective One programme, beneficiaries must be residents within one of the five Merseyside Objective One Local Authority areas of: Knowsley, Liverpool, Sefton, St Helens and Wirral.

	Funding Available
	The Objective 1 ESF funding for this programme is £1,350,000

	Duration of Tender
	Contracts will be agreed with providers starting from approximately August 2007 through to 31st July 2008.

	Number of Contracts to be Awarded
	It is anticipated that a maximum of 5 contracts will be awarded for this activity covering the 5 Merseyside boroughs. However, it is unlikely that one provider will be able to deliver the full range of actvities required within any one location so we would particularly welcome bids that propose delivery within a borough via consortia arrangements.

	Outputs Required
	· 300 Beneficiaries

· 80% of learners achieving their personal goals 

· 195 of those participating should progress to employment or further learning  

	Outcomes Required
	· 60 employers engaged in the programme

· Evaluation of the effectiveness of the project and dissemination of lessons learned

· Smooth transition from school to placements and onto further learning

· Integrated work experience with programme of learning

	Value for Money Unit Cost Comparisons
	Average cost per individual = £4,500
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LSC CONTRACT TERMS AND CONDITIONS
Sample copies of the LSC’s contracting documentation can be downloaded from the following website address, however, an overview of the contract is outlined below:  

http://www.lsc.gov.uk/Regions/NorthWest/ESF/ESF+Contract+management/
The ESF contract documentation records a range of information relating to the project including:

a)
A list of eligible beneficiaries

b)
A payment profile

c)
An achievement profile

d)
Information regarding our reporting requirements

e)
Information regarding LSC and ESF publicity requirements

a)
Only those beneficiaries listed as eligible will be allowed to take part in the project.  Should ineligible beneficiaries be included in the project, then their costs will be calculated on a pro rata basis, classed as ineligible expenditure and excluded from payments made to the provider.

b)
The LSC pays ESF providers on a profile that is agreed during negotiation of the contract.  This profile is based on ‘values’ given to specific achievements, against which payments are made.  Payments are not made on the basis of actual expenditure, though this information is required at Tender stage to enable the appraisers to make a value for money assessment of the proposal.  Payments are automatically made according to the agreed profile, which is reviewed on a regular basis, according to actual achievement figures reported by the provider.

c)
An output/outcome/milestone achievement profile will be negotiated with the provider in drawing-up the ESF contract.  Figures provided in the original Tender will form the starting point for such negotiation, however, the profile is likely to be expanded to include both payable and non-payable achievements which will be linked to the payment profile as described above.

d)
Our requirements for reporting will form part of the contract negotiations for

 
successful Tenders.

e)
All ESF providers must adhere to LSC and ESF publicity requirements, including the use of LSC and ESF logos on all material relating to the project.
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