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Pre-Qualification Questionnaire: Introduction and Background

1.0 Introduction
This Pre-Qualification Questionnaire (“PQQ”) has been issued by the Department for Work and Pensions (the “Authority”) in connection with a competitive procurement [conducted in accordance with the Restricted Procedure under the Public Contract Regulations 2006]. 
This PQQ sets out the information which is required by the Authority in order to assess the suitability of Potential Providers in terms of their technical knowledge and experience, capability/capacity, organisational and financial standing to meet the requirement.  During the PQQ stage, the intention is to arrive at a Short List of no more than 10 qualified Potential Providers for formal Invitation To Tender against the requirement as advertised in Optical on     2 July 2010. 

No information contained in this PQQ, or in any communication made between the Authority and any Potential Provider in connection with this PQQ, shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this PQQ. The Authority reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall the Authority incur any liability in respect of this PQQ or any supporting documentation.

Direct or indirect canvassing of any Ministers, public sector employee or agent by any potential bidder concerning this requirement, or any attempt to procure information from any Ministers, public sector employee or agent concerning this PQQ may result in the disqualification of the Potential Provider from consideration for this requirement. 
The object of the qualification process is to assess the responses to the PQQ and select Potential Providers to proceed to the next stage of the procurement.  

In assessing the answers to the following questions, the Authority will be seeking evidence of the Potential Provider’s suitability to perform the services in terms of economic and financial standing, technical and professional ability. Qualification criteria will be a combination of both financial and non-financial factors and will be in accordance with Regulations 23 to 26 of the Public Contract Regulations 2006.

The Authority will not reimburse any costs incurred by Potential Providers in connection with preparation and submission of their responses to this PQQ.

1.1 Background Information

Section 14 of the Welfare Reform Act 2009 sets out a new provision which will allow for prescribed categories of severely visually impaired people to be entitled to the Higher Rate Mobility Component (HRMC) of Disability Living Allowance (DLA).  The new provision will be subject to the existing rules of entitlement e.g. concerning age, residence and presence and qualifying periods.

Section 14 of the Act will be commenced in three stages
:-

· At any point after 11th April 2010 for the purpose of making Regulations which will set out the details of who will be entitled and how entitlement will be assessed.

· From 15th October 2010 for the purposes of assessing existing DLA claims and making decisions on eligibility under the new criteria.

· From 11th April 2011 for the purpose of making payments.

The Regulations set out that a prerequisite to entitlement is certification of severely sight impaired or blind by a consultant ophthalmologist.  Entitlement is further referenced by satisfying one of two conditions:-

· a best corrected visual acuity of less than 3/60
 or
· a best correct visual acuity of 3/60 or more, but less than 6/60, a complete loss of peripheral visual field and a central visual field of no more that 10 degrees in total. 
1.2 The Requirement

Please see the specification on the Supplying DWP Web Site
1.3 Timetable
Set out below is the anticipated procurement timetable.  This is intended as a guide and, whilst the Authority does not intend to depart from the timetable, it reserves the right to do so at any time.
	Activity
	Date

	Advertise – Optical

	2nd July  2010

	Suppliers request / return PQQ Docs


	2nd July  – 15th July

	Final Date for Receipt for PQQ


	16th July 2010

	Evaluate PQQ


	20th July – 30th July

	Shortlist Suppliers & Inform Unsuccessful Suppliers
	5th Aug 2010

	Invite Selected Suppliers to Tender

	9th Aug 2010

	Suppliers Complete Tender

	9th Aug – 2nd Sept 2010

	Final date for receipt of Tenders

	3rd Sept 2010

	Evaluation
	9th Sept– 29th Sept 2010


	Recommendations & Approvals
	30th  Sept –20th Oct 2010


	Award Contract

	21st Oct 2010

	Alcatel Period

	22nd Oct 4th Novth  2010

	Go Live

	5th November  2010


1.4 Authority Named Contact Point

The Authority’s named contact point for the procurement is:

DWP.OPTOMETRIST@DWP.GSI.GOV.UK 
Any communication with the Department regarding this procurement should be via (email) unless directed otherwise.
1.5 Instructions for Completion

Recipients are invited to complete the attached PQQ and to submit it, together with any requested supporting information, to the Authority by the due date for return in accordance with the procedures set out in the paragraph below entitled “Submission of Completed Pre-Qualification Questionnaires”.

Potential Providers should follow the instructions outlined below when completing this PQQ. 

Potential Providers should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Potential Provider’s organisation, this should be indicated, with an explanation.

Questions should be answered in English.

The information supplied will be checked for completeness and compliance with the instructions before responses are evaluated. 
Failure to provide the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that a Potential Provider is not invited to participate further. In the event that none of the responses are deemed satisfactory, the Authority reserves the right to terminate the procurement and where appropriate re-advertise the procurement.

Potential Providers must be explicit and comprehensive in their responses to this PQQ as this will be the single source of information on which responses will be scored and ranked.  Potential Providers are advised neither to make any assumptions about their past or current supplier relationships with the Authority nor to assume that such prior business relationships will be taken into account in the evaluation procedure. 

1.6 Queries about the procurement

All requests for clarification or further information in respect of this PQQ should be addressed to the Authority’s named contact point. No approach of any kind in connection with this PQQ should be made to any other person within, or associated with, the Authority.

This PQQ is being provided on the same basis to all Potential Providers.

The Authority will not enter into detailed discussion of the requirements at this stage.

Any questions about the procurement should be submitted in writing by email at the address given in paragraph 1.4 above.

If the Authority considers any question or request for clarification to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all Potential Providers who have responded; have expressed an interest; or those that show an interest before the closing date for the submission of the PQQ.

All responses received and any communication from Potential Providers will be treated in confidence but will be subject to this paragraph.

1.7 Additional Information
The Authority expressly reserves the right to require a Potential Provider to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this PQQ. The Authority may seek independent financial and market advice to validate information declared, or to assist in the evaluation.  

1.8 Consortia and sub-contracting

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. Relevant information should also be provided in respect of consortium members or sub-contractors who will play a significant role in the delivery of services or products under any ensuing contract. Responses must enable the Authority to assess the overall service proposed.

Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided about the extent to which the SPV/holding Company will call upon the resources and expertise of its members to fulfil the Requirement.

The Authority recognises that arrangements in relation to consortia and sub-contracting may be subject to future change. Service providers/suppliers should therefore respond in the light of such arrangements as are currently envisaged. Potential Providers are reminded that any future change in relation to consortia and sub-contracting must be notified to the Authority so that it can make a further assessment by applying the selection criteria to the new information provided.

Details should also be provided in relation to the proportion of any contract awarded that the Potential Provider proposes to subcontract.

1.9 Potential Provider contact point

Potential Providers are asked to include a single point of contact in their organisation for their response to the PQQ.  The Authority will not be responsible for contacting the Potential Provider through any route other than the nominated contact.  The Potential Provider must therefore undertake to notify any changes relating to the contact promptly.
1.10 Freedom of Information 

In accordance with the obligations and duties placed upon public authorities by the Freedom of Information Act 2000 (the ‘FoIA’), all information submitted to the Authority may be disclosed in response to a request made pursuant to the FoIA.  

In respect of any information submitted by a Potential Provider that it considers to be commercially sensitive the Potential Provider should:

1. clearly identify such information as commercially sensitive;

2. explain the potential implications of disclosure of such information; and

3. provide an estimate of the period of time during which the Potential Provider believes that such information will remain commercially sensitive.

Where a Potential Provider identifies information as commercially sensitive, the Authority will endeavour to maintain confidentiality. Potential Providers should note, however, that, even where information is identified as commercially sensitive, the Authority might be required to disclose such information in accordance with the FoIA. Accordingly, the Authority cannot guarantee that any information marked ‘commercially sensitive’ will not be disclosed.

1.11 Submission of Completed Pre-Qualification Questionnaires
Please see Annex A
1.12 Provider Selection

The Authority may disqualify any Potential Provider who fails to:

1. Comply with the requirements of Regulation 23 and/or fails to certify on the Statement of Good Standing that it has fulfilled these requirements
2. Provide a satisfactory response to any questions in the PQQ or inadequately or incorrectly completes any question
3. Submit its completed PQQ before the deadline

The Potential Providers who are not disqualified in accordance with the above grounds shall be evaluated on the qualification criteria which take into account the economic and financial standing and the technical or professional ability of the Potential Provider and are in accordance with Regulations 24-26 of the Public Contracts Regulations 2006 (as amended from time to time).  A shortlist of Potential Providers will be drawn up and they will be eligible to participate further in the procurement process.

The Authority may seek independent financial and market advice to validate information declared or to assist in the evaluation. Reference site visits or demonstrations and/or presentations are unlikely to be requested at this stage but the Authority reserves the right to request the same as a part of the PQQ process.
Where a Potential Provider has a valid reason for being unable to provide the information requested in relation to economic, financial and insurance matters, the other information considered appropriate by the Authority will be accepted.

In reviewing your response, the details provided will be scored as shown below.

	Score
	Rationale

	3
	All information provided to give strong evidence, with no weaknesses or concerns about content.

	2
	Almost all information provided with minor weaknesses or concerns.

	1
	Information provided but there are major weaknesses or concerns with the content

	0
	No information or very little provided and the response is wholly unsatisfactory.


	Section 1
	Organisation Details
	Not scored, but full information must be provided

	Section 2
	Subcontracting and Consortia
	Not scored, but full information must be provided 

	Section 3
	Capability
	94% of total marks available

	Section 4
	Insurance
	3% of total marks available

	Section 5
	Disputes
	3% of total marks available

	Section 6
	Statement Relating to Good Standing
	The Potential Provider must be able to confirm that none of the grounds for mandatory rejection (ineligibility) apply to their organisation. 

Where the Potential Provider is not able to confirm that none of the discretionary grounds for rejection apply to their organisation, the Authority will consider the specific circumstances before deciding whether to disqualify their submission.

	Section 7
	Financial
	This will be a pass or fail criteria – see below


 Accounts and financial information will be examined by suitably experienced/qualified people who will make a recommendation as to whether the potential provider should/should not be eliminated from taking further part, and use the following criteria to evaluate potential providers:
1. Low risk. No or minor concerns identified (Green);
2. Medium risk. Some concerns identified (Amber);
3. High risk. Major risks identified where the Potential Provider is in the red and shows little sign of stability or improvement. The Potential Provider will be disqualified from taking further part (Red). 
Evaluation team members will only make a recommendation that a Potential Provider should be eliminated from taking further part, if major financial risks are identified
1.13 Complaints

The Authority has published a commercial complaints process for use during competitive procurement. The documents listed below may be viewed at the following website:

http://www.dwp.gov.uk/supplying-dwp/purchasing-in-dwp/dwp-commercial-complaints/
· The DWP Commercial Complaints Process

· Information to accompany a commercial complaint

· DWP Commercial Code of Practice – Competitive Tendering

1.14 Contracting with the Department for Work and Pensions (DWP)
The information provided below does not require any further action at this stage. It is intended to highlight to Potential Providers some of the general requirements with which they may, where considered appropriate by the Authority, be required to comply as a condition of any possible future contract award. Full details of contractual obligations will be provided at a later stage of the procurement process where applicable. 
Advertising Job Vacancies

One of the key objectives of the Department for Work and Pensions is to move people from welfare into work. Jobcentre Plus – an Agency of the Department – has a Great Britain-wide network of public offices that provide job broking services for unemployed people. Contractors are, therefore, required to notify Jobcentre Plus when recruiting staff for any entry-level job vacancies located within Great Britain, which may arise from the delivery of their contract to the Authority. 

The Contractor is also encouraged to notify Jobcentre Plus of any other vacancies that may arise.

The Contractor may in addition use other recruitment methods.

Data Security Requirements 

Following publication of the Data Handling Procedures in Government Report June 2008, Cabinet Office has introduced mandatory requirements relating to data handling, security and information assurance in Government contracts. Information must be protected, together with systems, equipment and processes which support its use. This information may include data, text, drawings, diagrams, images or sounds in electronic, magnetic, optical or tangible media, together with any Personal Data for which DWP is the Data Controller. Potential Providers will be required to demonstrate an ability to provide an appropriate level of security to safeguard DWP information in compliance with the DWP Security Policy.    
Diversity and Equality  

Diversity and equality is a prominent theme running through DWP Departmental Strategic Objectives – the objectives that underpin all of our activities and define the nature of the Department. DWP also has a ‘duty to promote’ on equality and the department needs to ensure that it actively promotes equality of opportunity for and good relations between, all persons irrespective of their race, gender, gender reassignment, disability, age, sexual orientation or religion/faith/belief.
As a result of the above, DWP (and wider Government) need to consider equality when conducting their commercial activities – there is a real opportunity to make a difference by addressing equality issues professionally in the procurement process.
As a minimum, all successful contractors must ensure compliance with equality legislation and satisfy the requirements set out in the DWP Diversity and Equality Requirements contract schedule, requirements to be delivered within [six] months of the contract start date. Contractors delivering services to customers or staff on behalf of DWP can expect some additional requirements and will find that equality and diversity elements and performance are prominent features in the service specification that they are contracted to deliver and the Key Performance Indicators (KPIs) that they are measured against.

DWP Supplier Charter

DWP contractors are strongly encouraged to sign up to the principles of the DWP Supplier Charter and you may be invited to do so should you be successful in this procurement. A copy of this document may be viewed at the following website:

http://www.dwp.gov.uk/docs/dwp-supplier-charter.pdf
Fraud Prevention  

Effective anti-fraud and control measures are a key element of good administration to protect public funding; both contractors and sub-contractors are expected to have in place systems and processes that seek to prevent fraud and ensure that it will be detected promptly if it does occur. 

Her Majesty’s Government (HMG) Personnel Security Requirements  

The HMG Baseline Personnel Security Standard is a staff vetting procedure, introduced by the Cabinet Office in July 2006 to help protect Government assets. It requires that a number of checks are made on persons who are to be given access to Government assets (premises, systems, information or data).  DWP has successfully implemented the procedure in respect of the recruitment of Civil Servants and it must also be applied to all DWP commercial arrangements, where contractors (and any of their sub-contractors’) staff require access to Departmental assets in the course of their duties. Full details of the contractual obligations required to comply with the above procedures can be found in the guidance document “HMG Baseline Personnel Security Standard - A Guide for DWP Contractors”. A copy of this document may be viewed at the following website:

http://www.dwp.gov.uk/docs/aguidefordwpcontractors.pdf
Sustainable Development 

DWP supports the main goal set out in the UK Strategy for Sustainable Development (Securing the Future, 2005) which is to ‘enable all people to satisfy their basic needs and enjoy a better quality of life without compromising the quality of life of future generations’. This includes four main aims - social progress recognising the needs of everyone; effective protection of the environment; prudent use of natural resources; and maintenance of high and stable levels of economic growth. 
DWP contractors are required to ensure that they and their sub-contractors use all reasonable endeavours to comply with the principles set out in the UK Strategy and the Sustainable Operations on the Government Estate (SOGE) targets. An overview can be found in the DWP Sustainable Procurement Awareness Sheet for Contractors. A copy of this document may be viewed at the following website:
http://www.dwp.gov.uk/supplying-dwp/doing-business-with-dwp/sustainable-procurement/
DWP contractors are required to provide a policy statement within [six months of the contract start date] to demonstrate how they will satisfy and adhere to the principles of sustainable development, together with an action plan to explain how they will deliver environmental and community benefits.
Transfer of Undertakings Protection of Employment (TUPE)

DWP (in line with the Government) takes a positive attitude towards TUPE, regarding it as an important aspect of employment rights legislation with the potential to promote a co-operative, partnership approach towards business restructuring and change in the public sector. The application of TUPE will always be a matter of law based on the individual circumstances of the particular transfer but there must be a clear and consistent approach to the treatment of staff.  
In addition where the transfer includes current or ex public sector staff who are or have been (where they remain on their original Terms & Conditions) compulsorily transferred to the private sector:

· The HM Treasury Guidance note revised in 2004: Fair Deal for Staff Pensions: Procurement of Bulk Transfer Agreements and Related Issues applies.

· Code of Practice on Workforce Matters in Public Sector Service Contracts will also have to be adhered to.

Further details on TUPE, Fair Deal and Workforce Matters may be viewed at the following website:
http://www.dwp.gov.uk/docs/guidance-on-tupe-contracting-process110609.pdf
 Annex A
INSTRUCTIONS FOR SUBMITTING ELECTRONIC TENDERS

INTRODUCTION

1. DWP is using an e-procurement tool to evaluate stage one tenders for the Provision of eye care specialist reports. To facilitate the use of this tool, all completed tender documentation must be returned to DWP via email.

2. The deadline for receipt of completed PQQs is noon  16th July  2010.

COMPLETING YOUR TENDER FORMS

3. The PQQ forms have been specifically designed to be compatible with DWP e-procurement requirements and must not be altered. Please ensure the revised forms issued with these instructions are used to submit your tender.

4. Please do not encrypt (using encryption software) any of your email files. All files should be WinZip’d together and the entire WinZip file password protected. 

5. The tender forms must be completed in Microsoft Word (version which is compatible with Word ’97-2003) in English and in black typeface using Arial font size 12.

6. Responses must be submitted and contained within the pre-set margins and space allocation. Any response in excess of these allocations will be ignored. The question and the individual page limit instructions are included in the space allocation and must not be deleted.
7. A bidder’s entire tender may be rejected if any of these instructions are not followed. 

BIDDER DECLARATIONS

8. Part 6 of the PQQ Form requires a signed declaration on behalf of your organisation.  Please print this page of the tender form, sign it and return it as a scanned PDF document attachment.  Please refer to paragraphs 11 which explains what file names should be given to your email attachments.  Please do not embed this document within the main tender form.
PRE-QUALIFICATION QUESTIONNAIRE
9. Responses to Parts 2, 4, 6 and 7 of this form are not restricted to word limit. 

10. Responses to Part 1.6 , Part 2.3 and Part 5 must be submitted within the preset side margins not exceeding the specified word limit.

LABELLING YOUR TENDER FORMS: FILE NAMES

11. It is vitally important, when using e-procurement systems that bidders correctly name document attachments prior to sending to DWP by email.  The tables below illustrate the exact format that bidders must use.
TABLE 1 COMPLIANT PQQ TENDER FILE NAMES
	Document


	File Name
	Example

	PQQ Tender Form 


	GTFFORM [space] Your Organisation Name


	GTFFORM Provision Ltd

	Generic Tender Form Declaration

NB This should be saved as a PDF document


	GTFDEC [space] Organisation Name
	GTFDEC Provision Ltd


RETURNING YOUR TENDER FORMS

12.  The Compliant PQQ Tender Form should be marked Restricted Commercial and returned to the following email address:

DWP.OPTOMETRIST@DWP.GSI.GOV.UK
13. You will receive an automated message confirming receipt of the email. If you do not receive an automated reply please contact the  DWP CD Sourcing team on telephone:  0114 260 1623 or 0114 260 1930.
14.  Please take the following steps when returning your tender forms:

a) Ensure that all tender documents have the correct file name;

b) Only the signed declarations in Section 6 of the PQQ Tender Form should be returned as PDF documents.

c) Mark all documents as read-only;

d) WinZip all tender documents into one file. (DWP email systems are unable to receive emails over 10MB in size).
e) Password protect the WinZip file only (please do not password protect each document contained within it) and send it to the appropriate email address by the specified deadline.  For guidance on password protection please refer to Annex B of this document.

f) no later than 12.30 on Friday 16 July 2010 send a second email to the appropriate address stating the passwords to open the PQQ tender files as stated below:

Password for Compliant PQQ tender forms WinZip files:

 DWP.OPTOMETRIST@DWP.GSI.GOV.UK 
15. You will receive an automated message confirming receipt of the email. If you do not receive an automated reply please contact the  DWP CD Sourcing team on telephone: 
0114 260 1623 or 0114 260 1930.
16. If you are unable to WinZip your documents into one file, it is likely due to the size of the documents, that you will be unable to return them in one email.  Should you need to return your tender documents in more than one email please ensure that in the title box of the email, you number the email out of the total to be sent i.e. 1 of 5, 3 of 5.  Please ensure that DWP is advised of the appropriate password(s) in a final email to be sent no later than 12.30 on 16 July 2010. 

17. You must ensure that the email containing your tender(s) is despatched in time to meet the stated deadline.  Emails sent after the deadline will not be accepted.  DWP will keep a record of the date and time of all tenders received by email.

RETURNING YOUR FINANCIAL INFORMATION

18. The financial information and spreadsheet requested in Part 7 of the PQQ should be marked Restricted Commercial and returned to:

Liz Thomas

CD Provision Sourcing

DWP

Level 1, Mayfield Court

54 West Street  

Sheffield S1 4EP

19. The deadline for receipt of completed Financial Information is Noon 16 July 2010.
20. The documentation required includes copies of financial statements, balance sheets, profit and loss accounts and cash flow statements, which should be returned in paper format and one CD copy.

FINANCIAL DECLARATION

21. Part 7.6 of the Financial Capacity and Capability Risk Assessment requires a signed declaration on behalf of your organisation. Please print this page of the form, sign it and return it as Part 18.

Annex B
How to Password protect a ZIP File.

How to password protect zip files or compressed folders in Windows XP/ Windows Vista
· Right click on the compressed folder and select “Explore.” 

· In “File,” select “Add a Password.” Enter the password and confirm the password. 

How to remove or disable a password for a zip file or compressed folder?

· Right click on the compressed folder and select “Explore.” 

· In “File,” select “Remove Password.” 

 
Generally it is recommended that passwords must be strong, and not a dictionary word or proper noun. They should include upper case, lower case, numbers and if possible non-alphanumeric characters. They must be a minimum of 10 characters.
� The Welfare Reform Act 2009 (Commencement No. 2 and Transitory Provision) Order 2010 refers.


� Visually impaired people can see at 3 metres what people with normal sight can see at 60 metres as measured by reference to the Snellen scale.
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