Appendix T14
Contract ID: HCC/ …. / …. / ………
………………………………….  Tender Evaluation Panel,
Date: ….. / ... / 200…
	Issue / Question
	Evidence
	Weighting
	Score



Organisation:
…………………………………………….
Panel Member’s Name:  ………………………………
	Issue / Question
(All the text below is an example: The content of this column must match the stated criteria in the tender form)
	Evidence
	Weighting
	Score

	3.1
Section 1 – Quality Assurance
Please describe your proposed arrangements for Quality Assurance including full details in response to the following questions:

(a)
How are your standards, policies and procedures 

(i) Developed 

(ii) Implemented

(iii) Reviewed

(b)
Describe how the above policies are communicated to staff and how implementation of these policies will be monitored.

(c)
What monitoring and audit systems do you have in place?

(d)
How is feedback from Service Users and Carers sought and how do you use this information to influence service development?

(e)
What procedures does your organisation have for 

(i)
Informing Service Users how to complain 

(ii) 
How complaints are dealt with.


(Please enclose a copy of your complaints policy and procedure)
	
	
	


	3.2
Section 2 – Staffing

It is a requirement that you ensure sufficient staff are available who are reliable and competent to carry out the duties of their job: -
(a)
How do you ensure that all staff appointed are trustworthy, reliable and competent to carry out the duties of their job?

(b)
How do you ensure that all staff are adequately supervised? (please indicate frequency and method of supervision and recording of same) 

(c)
How do you ensure that appropriate action is taken to tackle poor performance?

(d) 
Describe how your organisation recruits and retains quality staff and explain in detail how you will deal with any potential recruitment problems.  Include details of moving and handling training, risk assessment and medication policies.

NB:
The school MUST be assured that the tenderer has strategies in place to ensure 
a service which is available, reliable and delivered by competent staff at all times.


	
	
	

	3.3
Section 3 – Management of the Contract / Organisational Structure


The following section asks you to provide full details of how you will manage the Contract on an ongoing basis.   Please answer all questions below in full.

(a)
Describe, using charts and any accompanying commentary, the management structure which would support this contract and how this would fit within the existing management structure.

(b) Do you have an office based in Hertfordshire?

(c)
What do you believe to be the benefits and disadvantages of regular  contract monitoring meetings with the School, and what issues do you anticipate would form the agenda of such meetings?


	
	
	


	3.4
Section 4 – Tender Price
(a)
Could you please enter the proposed cost per annum, in the boxes below: -
Price per Annum

£

This price should exclude Value added Tax (VAT) but must include all other costs of providing the service. The yearly price shall be set for the        years of the contract, but may be amended if the contract is extended
(b)

Please give details of the approach you have taken in pricing your tender (with details of costs), how the set-up costs (if any) are amortised, and how the contract is to be financed.


(c)
The Contract is for a period of. 


There will be no alterations to the price during the period of the contract ( unless in relation to increased service)


	
	
	


	3.5
Section 5 – Capacity & Credibility

(a) Please give example(s) of the experience your organisation has of similar services you have provided, in order to demonstrate your organisation’s capacity to deliver the service.

(b) Please indicate how you would respond to emergency incidents, including information on support offered to carers responding to these situations.

	
	
	

	Final Total Score
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