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Section One: Guidance on completing the Tender Form




1.1 
Introduction

We are pleased that you are considering submitting a Tender to deliver face to face debt advice at one or more of the Clusters.

This Tender Form forms Appendix Five of the ‘Invitation to Tender for the delivery

of face to face debt advice to individuals detained in prison establishments in three areas of England: The South West, The East and East Midlands, Kent and Sussex’ (the ITT).

We would encourage you to read the ITT and the information set out below before completing this Tender Form.
1.2 Information about the Tender Form

Section One contains guidance on completing the Tender Form.

Section Two of this Tender Form contains the following tables:

1. Information about your organisation; 

2. Checklist; and

3. Declaration.

Section Three of this Tender Form contains the tables setting out the Essential Criteria and Selection criteria, and the questions you must answer to demonstrate how you meet the criteria for each of the Cluster(s) you are tendering to deliver the Service at.  Please ensure you address all the points listed in the criteria in your answers and that you answer every question on the form.  

All tender forms received by the closing date of 12 noon on Tuesday 26 May 2009 will be assessed by a panel composed of LSC and NOMS representatives. 

Essential Criteria

This Tender Form contains detail of criteria all of which are essential.  Any Tender that fails to meet any of these Essential Criteria will not be considered further. 

Essential Criteria will therefore be assessed on the basis of pass or fail.  An Applicant must pass all of the Essential Criteria.

Selection Criteria
This Tender Form contains detail of Selection Criteria.  Selection Criteria will be assessed in the order of importance and against the marks available.  This is a competitive process and Applicants will be ranked according to the marks allocated to them.  The Contract will be awarded to the highest ranking organisation.  For the avoidance of doubt, only Applicants that pass all the Essential Criteria will receive a mark.

Awarding Contracts

We will award a Contract on a Cluster by Cluster basis.  Once we have marked the bids according to the system set out above, we will award the Contract to deliver the Service to the Applicant which has met the Essential Criteria and receives the highest ranking on assessment of the Selection Criteria.
If we have more than one Applicant ‘tied’ on the same score after marking we reserve the right to conduct interviews as set out in Section 3.7 of the ITT.

Where a Tender received by us is unsuccessful or rejected, Applicants will be given written reasons as to why it was unsuccessful or rejected.  There will be no right of appeal against our assessment of Tenders or our decision to reject a Tender if it is incomplete or late.

1.3
Considering the ITT in completing this form

In answering the questions in this Tender Form, please consider the details provided in the ITT, as it contains detailed information on the Service we wish to procure and the criteria you must meet.

We would like to remind all organisations that wish to Tender for this work that this is a competitive process.  As such you should consider carefully how the quality and breadth of information in your Tender Form demonstrates clearly your organisation’s ability and expertise to meet the criteria set out in the ITT.
You should also familiarise yourself with the Conditions of Tender set out in Section Four of the ITT.

The space provided for answers is not reflective of the size of the response required.  If there is insufficient space in the box, you should increase the size of the box, or may attach additional pages to which you must refer in your response.  All pages must be numbered sequentially, including extra pages (e.g. page 1 of 6).  

Please also number any appendices and documents submitted to support your Tender in the same way and mark them at the top with your organisation’s name.

1.4 
Returning the Tender Form

You will need to send in Section Two and Three of this Tender Form to provide us with details of your organisation. 

Please note that you must complete all the tables in both sections.  If a question is not relevant to your organisation, please write ‘Not applicable’ rather than leave it blank.
All Tenders must be marked “Debt Advice Service for Prisons in England – Private & Confidential - for the attention of Caroline Jones”.

Please return Tenders to:

Caroline Jones

Legal Services Commission

4th Floor

Abbey Orchard Street

London

SW1P 2BS

DX 328 London
1.5 Important note for current holders of the Unified Contract (Civil)

If you are a holder of a Unified Contract (Civil) you are bound by the terms of that contract in making this tender (Clause 22).

 Section Two: Information and Declaration Tables 

2.1
Information about your organisation

	Name of organisation 


	

	Constitution of the organisation (Partnership, LLP, Company or NfP etc)


	

	Name of representative


	

	Main contact address and postcode
	

	Contact telephone number


	

	Contact email address


	

	DX number 


	

	Fax number


	

	Are you planning to join up with other organisations to form a single legal entity to deliver this Service?


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 


	If you answered ‘YES’ to the previous question, please confirm that should you be offered a Contract the single legal entity will be in place before the date on which the Service commences.

If you answered ‘NO’ to the previous question, please leave this blank


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 


	The Section below is for existing holders of the Unified Contract (Civil)



	Unified Contract (Civil) - Contract Number 

	

	Unified Contract  (Civil) - Office Schedule(s)

Please list the numbers of all your Office schedules.


	


2.2
Checklist
Please complete and submit the box below to indicate the number of additional pages you may have submitted with each tender:

	If applicable, please indicate below the number of additional pages submitted with this Tender Form



	


2.3
Declaration
Please sign and submit the following declaration.  
	I/we hereby apply to provide services in accordance with the ITTand this Tender Form.  I/we certify that the information provided in this Tender Form is accurate to the best of my/our knowledge, information and belief.  I/we understand that if I/we have not answered every question on this form, my/our Tender may be rejected; further, that any material inaccuracy or omission in the information that I/we have provided may lead to this Tender Form being treated as invalid and/or any contract offered or awarded being withdrawn or amended by the Commission.  I/we understand that this Tender Form does not bind either the Commission or me/us to enter into a contract. 

	Signed:


	Date:

	Name:
	Status:



	Signed:


	Date:

	Name:
	Status:



	This Tender Form must be signed for you by a person who can bind you to it.  If the organisation is a partnership, a partner must sign.  If it is a sole practitioner solicitor, the sole practitioner (principal) must sign.  If it is a company, a director must sign.  If it is an LLP, two LLP members must sign.


Section Three: Tender

Essential Criteria

If you cannot meet the requirements of Essential Criteria, your Tender will not be successful.
	A. Clusters Tendering For

Please indicate the Cluster(s) you are tendering for by providing:

· The name of one Front Line Adviser(s) that will deliver the Service in the Cluster in line with the note below 

· Confirmation of whether the named Front Line Adviser has opened a minimum of 75 debt cases (generalist and/or specialist) between 1 April 2008 and 1 April 2009.
NB. We are requiring Applicants to name between one and three Front Line Advisers who will be delivering the Service in each Cluster depending on the Contract value available (see Appendix 4 of the ITT for detail of Contract values).  These are the minimum requirements for delivering the Service.  Contracts with a value of 

· up to £150,000 will require 1 named Front Line Adviser
· £150,001 - £300,000 will require 2 named Front Line Advisers

· over £300,000 will require 3 named Front Line Advisers

If you are tendering to deliver the Service in more than one Cluster, you must name a different Front Line Adviser for each Cluster – you may not list the same Front Line Adviser more than once.  


	Cluster reference
	Cluster name
	Number of Front Line Advisers required
	Name of Front Line Adviser(s)

Please provide the name of the Front Line Adviser(s) who will deliver the Service in each Cluster you are Tendering for
	Front Line Adviser experience – debt work

Has the named Adviser opened a minimum of 75 debt cases (generalist and/or specialist) between 1 April 2008 and 1 April 2009?

	SW1


	Devon
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	SW2


	Dorset
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	SW3


	Gloucestershire
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	SW4


	Bristol, Wiltshire & Somerset
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM1
	East Northants, Bedford & Cambridge
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM2
	Peterborough & Rutland
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 



	EEM3


	Leicester & West Northants
	3
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	
	
	
	Adviser 3:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM4


	Lincolnshire
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM5
	Derbyshire & Nottingham
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM6


	Nottinghamshire
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM7


	Norfolk & Blundeston
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM8


	Suffolk 
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	EEM9
	Essex & the Mount
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:


	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 



	KS1


	Sheppey 
	2
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	
	
	
	Adviser 2:
	Yes   FORMCHECKBOX 


	No   FORMCHECKBOX 


	KS2
	Goudhurst, Maidstone & Canterbury  
	1
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	KS3


	Ford & Lewes
	1
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	KS4
	Rochester & Maidstone 
	1
	Adviser 1:


	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 



	B. Commencing the Service

You must confirm that you are able to deliver the Service as set out in the ITT and the Contract from 1 October 2009.  In particular you must confirm that you have sufficient Front Line Advisers to deliver the Service for which you are tendering.



	B.1. Please confirm that your organisation will have Front Line Advisers in place to deliver the Service from 1 October 2009.


	YES

 FORMCHECKBOX 


	NO

 FORMCHECKBOX 


	C. Supervision arrangements

Please confirm that you will have a Supervisor in place who:

(a) meets the requirements as specified in the Specialist Quality Mark (SQM) in the Category of Debt; and

(b) who will supervise the work under the Service and be accessible for advisers to contact when they are providing the Service.  

N.B. Applicants need to include a completed Supervisor Self Declaration Form with their Tender Form.  See Essential Criterion E.4. for more detail.



	C.1. Please confirm you will have a Supervisor in place from the commencement of the Contract who meets the requirements as specified in the SQM in the Debt Category.


	YES

 FORMCHECKBOX 


	NO

 FORMCHECKBOX 


	C.2. Please confirm you will have a Supervisor in place from the commencement of the Contract who will supervise the work under the Service and be accessible for all advisers to contact when they are providing the Service.


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 


	D. Finance

On the written request of the LSC to repay money, the organisation must not have failed either to:

1 Make proposals for repayment by any deadline set; or

2 Adhere to a repayment agreement.



	D.1. Have you failed to make a proposal for repayment by any deadline set or to adhere to a repayment agreement? 


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 



	E. Specialist Quality Mark (SQM)

Any Applicant Tendering that does not hold and comply with the SQM must complete and submit the following documents in order to apply for the SQM with its Tender Form:

· QM1

· SQM Self Assessment Checklist

· Supervisor Self Declaration Form

· Status Enquiry Forms (SIF and OSS)

· Copy of Office Manual

Any Applicant Tendering that does hold and complies with the SQM but does not hold a LSC Unified Contract in the Debt Category must submit a completed Status Enquiry Forms (SIF and OSS) with their Tender Form.

N.B:  Please be aware that by submitting a bid, where they have not already done so, Applicants are committing to achieving the desktop stage of the Specialist Quality Mark by the commencement of the contract and the SQM in full no later than 9 months from contract award. This will be a condition of any award of Contract.  Organisations that are unable to meet this requirement should not proceed with a Tender.



	E.1. Does your organisation currently hold and comply with the Specialist Quality Mark? 


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 



	E.2. If you answered ‘NO’ to E.1. please confirm you have included all of the following documents with your Tender Form:

· QM1

· SQM Self Assessment Checklist

· Supervisor Self Declaration Form

· Status Enquiry Forms (SIF and OSS)

· Copy of Office Manual
If you have answered ‘YES’ to E.1. please do not answer E.2., but instead answer E.3 and E.4.


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 


	E.3. If you answered ‘YES’ to E.1.:

Do you currently hold an LSC Unified Contract in the Debt Category?

If you do not currently hold an LSC Unified Contract in the Debt Category, please confirm you have included completed Status Enquiry Forms (SIF and OSS) with your Tender Form. 

If you have answered ‘NO’ to E.1. please do not answer E.3. or E.4., but instead answer E.2.

	YES

 FORMCHECKBOX 

 FORMCHECKBOX 


	NO

 FORMCHECKBOX 

 FORMCHECKBOX 


	E.4. If you answered ‘YES’ to E.1. please confirm that you have included a copy of your Supervisor Self Declaration Form with your Tender Form.

If you have answered ‘NO’ to E.1. please do not answer E.3. or E.4., but instead answer E.2.

	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 




	F. Equality and Diversity

Demonstration of your compliance with your statutory obligations under the Equalities Legislation applicable in England and Wales
 (or equivalent legislation in the countries in which your organisation employs staff).



	F.1. Do you have written policies currently in place covering you both as an employer and as a contractor, requiring you to comply with your statutory obligations under the Equalities Legislation applicable in England and Wales (or equivalent legislation in the countries in which your organisation employs staff)?

	YES

 FORMCHECKBOX 


	NO

 FORMCHECKBOX 


	F.2. Is it your practice to comply with all relevant Equalities Legislation which applies in England and Wales (or equivalent legislation in the countries in which your organisation employs staff) by not discriminating directly or indirectly:

a) in relation to decisions to recruit, select, remunerate, train, transfer and promote employees?

b) in relation to delivering services?


	YES

 FORMCHECKBOX 

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 

 FORMCHECKBOX 


	F.3. Do you have a written policy currently in place on equalities:

a) that sets out instructions for those of your staff concerned with recruitment, training and promotion?

b) which is contained in documents available to employees, recognised trade unions or other representative groups of employees?

c) which covers recruitment of staff, promotion/advertisement of services and other literature produced by your organisation?


	YES

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	NO

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




	G. Notice to Terminate

The Applicant must not have received a notice to terminate (other than on a no-fault basis) any contract (civil) between it and the LSC in the last two years (1 April 2007 – 1 April 2009).


	G.1. Have you received any written notices terminating any contract between you and the LSC, which include a prescribed period, which has not yet expired, during which you are prevented from making an application to the LSC for a contract for civil work?


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 


	G.2. Have you received any written notices in the last two years terminating (other than on a no-fault basis) any contract for civil work between you and the LSC?


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 


	H. Peer Review  

Any Applicant that currently holds a Unified Contract must not be operating under a confirmed peer review rating at 4 or 5 in any civil Categories of Law following conclusion of the Peer Review process.


	H.1. Has your organisation received a confirmed (i.e. after conclusion of appeal process) Category 4 or 5 Peer Review result for any civil category of law the last 12 months?  


	YES

 FORMCHECKBOX 

	NO

 FORMCHECKBOX 



3.2 Selection Criteria

The Selection Criteria will be evaluated in light of the information contained in your answers to the following and in respect of the prison Cluster(s) that you have tendered for (see above).

NB. This is a competitive process and Applicants will be ranked according to the marks allocated to them.  The Contract will be awarded to the highest ranking organisation.  For the avoidance of doubt, only Applicants that pass all the Essential Criteria will receive a mark.
	1.   Preference will be given to Applicants that can demonstrate they have the flexibility, capacity and know how to deliver the Service tendered for. 
Please explain through a realistic delivery plan how your organisation will deliver the Service (and, in the case of the South West, this includes Family Member Debt Advice). If your organisation is Tendering for more than one Cluster your plan must deal with how the Service will be delivered across all the Clusters Tendered for.  

Please ensure that you address the following:

· How you would be able to allocate additional Front Line Advisers and operate the Service in the event that demand for debt advice is greater than anticipated and in the event that cover is needed as a result of unexpected absences and periods of leave.  (5 marks)
· Your organisation’s capacity to undertake any follow up work resulting from delivering the Service.  (5 marks)
· The range of debt and financial literacy subject matter addressed through group work, and how the Debt Group Work sessions will be adapted to take account of differing group sizes and differing client types.  (5 marks)
· How the Front Line Advisers will identify and deal with non-debt legal problems which a client / Family Member may have on housing, employment, community care, family, mental health, immigration & asylum and welfare benefits.  These procedures must include how clients will be effectively referred or how you will assist the client directly in these other Categories of Law (in compliance with any Unified Contract (Civil) if you hold one).  (3 marks) 
· Your organisation’s back room support and ability to liaise with the prison regarding appointments, meetings etc.  (3 marks)


	

	2.   Preference will be given to organisations whose Front Line Advisers (named in Essential Criterion A) have experience of delivering advice in prisons or other places of detention.

For each Front Line Adviser you have named, please state the number of hours of advice they have delivered in prisons or other places of detention between 1 April 2008 and 1 April 2009.  Where multiple Front Line Advisers have been listed, we will award marks based on the average across all Front Line Advisers.

(maximum 3 marks)

Points will be awarded as follows:

· 91 or more hours
(3 points) 

· 76-90 hours 
            (2 points)

· 50-75 hours               (1 point)
N.B. The advice given can be in categories of law other than debt



	2.a. Please indicate the number of hours of advice each Front Line Adviser named at Essential Criterion 1 has given in prisons or other places of detention in between 1 April 2008 and 1 April 2009. 

Cluster Reference

Name of Adviser

Number of hours of advice given



	3.  Preference will be given to Applicants which can provide ongoing specialist debt advice within their organisation, through an LSC Debt contract or alternative funding, for clients (and Family Members in South West prison Clusters) requiring advice beyond that available through this Service. 

(3 marks, awarded to Applicants able to answer ‘YES’ to 3.a.)



	3.a.   Can your organisation provide ongoing specialist Debt advice through an LSC Debt contract or alternative funding, for clients (and Family Members in South West prison Clusters) requiring advice beyond that available through this Service.

N.B.  This relates to services offered in-house and referral to other organisations is not sufficient to be able to answer ‘YES’ to this question. 


	YES

 FORMCHECKBOX 


	NO

 FORMCHECKBOX 




	4. Preference will be given to Applicants which as well as providing Debt advice, will also, at the time the Service becomes operational, can provide specialist legal advice on housing, employment, community care, family, mental health, immigration & asylum and / or welfare benefits to the Client through an LSC Contract or other funding. (maximum 3 points)
Points will be awarded as follows:

· Any 3 or more categories 
(3 points) 

· Any 2 categories 
            (2 points)

· Any 1 category                      (1 point)


	4.a. Please indicate in which, if any, of the following categories your organisation can provide specialist legal advice:

Housing

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 

Employment

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 

Community care

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 

Family

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 

Mental health

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 

Immigration & asylum

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 

Welfare benefits

Yes  FORMCHECKBOX 



No  FORMCHECKBOX 




� The Equalities Legislation consists of the Race Relations Act 1976, the Sex Discrimination Act 1975, the Equal Pay Act 1970, the Disability Discrimination Act 2005, the Employment Equality (Sexual Orientation) Regulations 2003, the Employment Equality (Religion/Belief) Regulations 2003, the Employment Equality (Age) Regulations 2006, all amendments to these Acts and all relevant regulations made under them.
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