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Guidance Notes for Completion of Pre-Qualification Questionnaire

Questionnaire Purpose
The purpose of this questionnaire is to allow Shenley Brook End School to identify a number of suitably qualified and experienced businesses who will be invited to submit a tender for this competition.  

Questionnaire Layout

The questionnaire is split into four (4) parts:

· Part A seeks background information

· Part B requests details of your financial status

· Part C relates to business probity 

· Part D relates to service operation and matters of quality

All information requested should be provided in the order and format of the Parts. 

Questionnaire Responses

Completed questionnaires may be submitted either:

a) electronically by email using document naming protocol of SBE_documentName_biddersName

or 

b) in another format via the postal system, or delivered by hand. 

Potential suppliers are advised that their responses may be reproduced and that no further indication or request prior to publication will be made.  

Only information provided as a direct response to the questionnaire will be evaluated.  Potential suppliers should respond to the questionnaire on the basis that the contracting authority has no prior knowledge of their organisation. Information and detail which forms part of general company literature or promotional brochures etc. will not form part of the evaluation process. Marketing material should not be included.  

Supplementary documentation may be attached to the questionnaire where applicants have been directed to do so.  Such material must be clearly marked with the name of the organisation and the question to which it relates.  All questions must be answered.  This document indicates those areas of the question set that are evaluated at PQQ stage.

Please note that we may require clarification of the answers provided or additional information.

The response should be submitted by an individual of the organisation, company or partnership who has authority to answer on behalf of that organisation, company or partnership.

Potential suppliers should be aware that erroneous or incorrect responses may result in their removal from the tender list(s).  In the event that this is only discovered once invitations to tender have been issued, the candidate may be required to return the tender documents which will be deemed void. In the case where the error or misrepresentation is not discovered until after the contract is awarded, we reserve the right to terminate the contract and all costs incurred by us as a result of the termination shall be recoverable from the provider under the contract.

If applying on behalf of a consortium, please list the names and addresses of all other members of the consortium.  Please note that the questionnaire will be evaluated on the basis of the details supplied in the questionnaire and, if shortlisted, an Invitation to Tender will be issued to the nominated lead organisation only.  Contracts will normally be entered into with the nominated lead organisation and all members of the consortium, who will in these circumstances each be required to execute the contract together with all ancillary documentation, evidencing their joint and several liability in respect of the obligations and liabilities of the contract.  It will be for members of the consortium to sort out their respective duties and liabilities amongst each other.  For administrative purposes, any associated documentation will be sent to the nominated lead organisation.

NOTE: If a consortium is awarded this contract the members of the consortium will be required to form a single legal entity before entering into, or as a term of the contract.

If sub-contractors are proposed to assist in the delivery of the service, please list the business names and addresses.

NOTE: In respect of an expression of interest which includes a consortium or sub-contractors, it is the lead organisation that completes the entire questionnaire and, in addition, arranges for each named organisation to complete Parts A, B, C and D and attach them to the completed questionnaire. Part E relates to issues affecting the quality of service to be delivered by the applicant. 

Freedom of Information

Bidders are requested to specify with reasons if anything contained in its PQQ is confidential. This information shall be provided in Appendix “A” at the end of the PQQ and the Signature Sheet completed and signed. The school will use reasonable endeavours to keep such information confidential but does not guarantee to do so if it is obliged to disclose such information pursuant to its duties under the Freedom of Information Act 2000.

 Questionnaire

1. CONTRACT TITLE

Application to be included on the tender list for

Supply and installation of a whole-school managed wireless system for Shenley Brook End School

TIMETABLE

Return of questionnaire
06/02/2012
(Questionnaires received by Shenley Brook End School after this date may not be considered)

Issue of Tender Documents
10/02/2012

Site visits week commencing
13/02/2012

Return of Tender Documents 
09/03/2012

Service availability 
08/06/2012

2. OVERVIEW OF THE REQUIREMENT

Shenley Brook End School opened in 1997.  It is an attractively designed and purpose built comprehensive school that converted to academy status on 1 May 2011. Currently we have 1519 students, 103 teaching staff and 118 support staff.  

The design of the school is particularly interesting, comprising a curved two storey building with an indoor “street” separating the classes and specialist areas from the administration area.

The school makes extensive use of IT facilities to enrich the learning and teaching.  The school wants to introduce a whole school managed wireless system as part of an ongoing process of extending the services and facilities offered to students and staff. 

The school will be issuing an invitation to tender for the provision of a managed wireless network to support the vision of allowing all students and staff to access the network from any location at school using a range of devices.  Suppliers will be asked to tender for the supply, installation, configuration and support of a managed wireless system across the whole school. 

3. CONTACT DETAILS

	CONTACT NAME
	S Meecham (Mrs)

	ADDRESS
	Shenley Brook End School 

Walbank Grove FORMTEXT 


	
	Shenley Brook End

	
	Milton Keynes

	POST CODE
	MK5 7ZT

	TELEPHONE NUMBER
	01908-524104

	FAX NUMBER
	01908-524265

	E-MAIL ADDRESS
	contracts@sbeschoool.org.uk


Any questions relating to this document should be addressed to the above contact.

PART A - BACKGROUND INFORMATION

	1. 
	Name of Organisation


	

	2. 
	Address for all correspondence

We may use information about the location of your business in assessing the fitness for purpose of your proposal. 

	

	3. 
	Contact Name 

	

	4. 
	Contact Position

	

	5. 
	Telephone Number

	

	6. 
	Fax Number

	

	7. 
	E-mail address


	

	8. 
	Website address (if applicable)

	

	9. 
	Address of Registered Office (If applicable)


	

	10. 
	Nature of Organisation 

(E.g. Plc, Partnership etc)
	

	11. 
	Names of the Directors or Partners
	

	12. 
	Group
If the Organisation is a Member of a Group of Companies, please give the name and address and any company registration number of the ultimate parent company
	

	13. 
	Company Registration Number
(or alternative EU registration number)
	

	14. 
	VAT Registration Number
(or alternative EU registration number)
	


PART B - FINANCIAL STATUS

	15.
	BANK DETAILS

	
	Name of Bank:

(from which a financial reference may be sought)
	

	
	Address:


	

	
	Telephone Number:


	

	
	Provide details of the Annual Turnover (in £ Sterling) for:

(If you cannot provide these details, please give a full explanation).

This information may be used to assess the financial strength of your business

	15. 
	Latest Year


	     

	16. 
	One year previous


	     

	
	Provide the name and contact details of the person you would like the school’s representative to liaise with regarding any queries about the financial position of the organisation.
	     

	
	Telephone Number:
	


Please attach one copy of your organisation’s audited accounts (or equivalent) and the accounts of your group (if applicable) for the last 2 financial years together with details of any significant changes since the last year end.  The accounts should be in English and in UK Sterling.  If the original documents are not in English, please provide copies of the originals and a certified translation into English.  If the sums in the accounts are not expressed in UK Sterling then copies of the original accounts shall be provided together with a UK Sterling rate equivalent copy utilising the pound buys exchange rate applicable on 23/01/2012 which equivalent copy accounts shall be certified by the auditors.  The original accounts should have been signed and dated by Directors and auditors or marked as draft.  If being submitted electronically, it would be preferable if the documents were scanned.  If you cannot provide these documents, please give a full explanation.

PART C - BUSINESS PROBITY

	16.
	Convictions



	
	Has the bidding organisation or its directors or other people with powers of representation, decision or control been convicted of conspiracy, corruption, bribery, fraud, conspiracy to defraud, defrauding the Customs or money laundering?
	YES    FORMCHECKBOX 

NO     FORMCHECKBOX 


	17.
	Regulation 23 of the Public Contracts Regulations 2006 sets out grounds on which a services provider may be deemed ineligible to tender for or be awarded a public contract.

We may not select a bidder to tender if it answers yes to the question below

Do any of the circumstances as set out below apply?

	
	· The bidder being an individual is in a state of bankruptcy or has a receiving order or administration order or bankruptcy restriction order made against him or has made any arrangement for the benefit of creditors.

· The bidder being a partnership constituted under Scots law has granted a trust deed or become otherwise apparently insolvent, or is subject of a petition presented for sequestration of its estate.

· The bidder being a company is in the process of winding up, administration, or receivership.

· The bidding organisation has been convicted of a criminal offence relating to the conduct of its business or profession.

· The bidding organisation has committed an act of grave misconduct in the course of its business or profession.

· The bidding organisation has not fulfilled obligations relation to payment of social security contributions.

· The bidding organisation has not fulfilled obligations relating to payment of taxes.

· The bidding organisation is guilty of serious misrepresentations in supplying information required by the Council under the Public Contracts Regulations.

· The bidding organisation is not in possession of a licence or not a member of the appropriate organisation where the law requires it.
	YES    FORMCHECKBOX 

NO     FORMCHECKBOX 



Note: Failure to disclose information relevant to this section or serious misrepresentation in relation to the information disclosed may result in your exclusion from this competition or the termination of any contract that may be awarded to you.

PART D – SERVICE OPERATION AND QUALITY

	18.
	What are the principal business activities of your organisation?

We will use the answer to this question to judge how far your business is appropriate to deliver the contract

	
	     

	19.
	State your organisation’s experience in delivering similar contracts to that described 

We will use the answer to this question to judge how far your business is appropriate to deliver the contract

	
	     

	20.
	Provide contact details for 2 referees for contracts or parts of contracts delivered within the last two years with similar requirements to those described under [Subject Details].  Note that contact will be made with referees without further reference to you.

We will use the answer to this question to judge how far your business is appropriate to deliver the contract

	
	a. Referee Organisation

Contact Name

Title

Address

Description of contract 

Period of contract

Approximate value
	Referee Organisation
Contact Name
Title
Address
     
     
     
Description of contract

Period of contract
Approximate value

	
	b. Referee Organisation

Contact Name

Title

Address

Description of contract

Period of contract

Approximate vale
	Referee Organisation
Contact Name
Title
Address
     
     
     
Description of contract

Period of contract
Approximate value


	21.
	Consortium Details

We will use the answer to this question to judge how far your business is appropriate to deliver the contract

	
	If you are applying on behalf on a consortium please complete the following sections for all consortia members.

	
	1. Name and address

Identify roughly which part of the contract this consortium member will deliver.
	

	
	2. Name and address

Identify roughly which part of the contract this consortium member will deliver.
	

	
	3. Name and address

Identify roughly which part of the contract this consortium member will deliver.
	

	22.
	Sub Contractor details

We will use the answer to this question to judge how far your business is appropriate to deliver the contract

	
	If you think you would use sub contractors to meet the requirements of this contract please complete the following sections for all sub contractors you might use.

	
	1. Name and address

Identify roughly which part of the contract this sub contractor will deliver.
	

	
	2. Name and address

Identify roughly which part of the contract this sub contractor will deliver.
	

	
	3. Name and address

Identify roughly which part of the contract this sub contractor will deliver.
	


	23
	Insurances
	

	
	The school will only select a bidder to tender if it has or will have the following levels of public and goods liability and Professional Indemnity insurance: 

£2.5 million each and every event or series of events arising from the same occurrence
	The school will only select a bidder to tender if it holds employer’s liability insurance (as required by law) from a reputable provider with appropriate financial strength.

	
	If you have Public and Goods Liability insurance provide the level of insurance or indemnity limit.

Enter “0” if you do not have Public Liability insurance.
	

	
	If you have Public and Goods Liability insurance provide the following details:

· Expiry date

· Name of insurer

· Policy Number
	

	
	If you do not currently have Public and Goods Liability insurance but undertake to put it in place before a contract is awarded (if you are successful) provide the following:

· Proposed level of cover

· Proposed insurer

· Copy of insurance quotation
	

	
	If you have Professional Indemnity insurance provide the level of insurance or indemnity limit.

Enter “0” if you do not have Professional Indemnity insurance.
	

	
	If you have Professional Indemnity insurance provide the following details:

· Expiry date

· Name of insurer

· Policy Number
	

	
	If you do not currently have Professional Indemnity insurance but undertake to put it in place before a contract is awarded (if you are successful) provide the following:

· Proposed level of cover

· Proposed insurer

· Copy of insurance quotation
	

	
	If you have Employer’s Liability insurance provide the level of insurance or indemnity limit.

Enter “0” if you do not have Employer’s Liability insurance.
	

	
	If you have Employer’s Liability insurance provide the following details:

· Expiry date

· Name of insurer

· Policy Number
	


	24
	Equal Opportunities

We will use the answer to this question to judge how far your business is appropriate to deliver the contract
	

	
	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in jurisdiction other than the UK)?
	

	
	If you answered ‘yes’ to the question above provide a summary of the finding or judgement and explain what action you have taken to prevent similar unlawful discrimination from reoccurring.
	

	
	In the last three years, has your organisation been the subject of formal investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in a jurisdiction other than the UK), on grounds of alleged unlawful discrimination?
	

	
	If you answered ‘yes’ to the question above provide a summary of the nature of the investigation and an explanation of the outcome (so far) of the investigation.

If the investigation upheld the complaint against your organisation, provide an explanation of what action (if any) you have taken to prevent unlawful discrimination from reoccurring.
	


	25
	Sustainability

We will use the answer to this question to judge how far your business is appropriate to deliver the contract
	

	
	Has your organisation:

(a) been prosecuted in the last three years by any environmental regulator or authority (including local authority) or

(b) had any notice served upon it in the last three years by an environmental regulator or authority (including local authority)?
	

	
	If your answer to the question above is “yes” give details of the prosecution or notice and details of any remedial action or changes you have made as a result of prosecution or notices served.
	

	
	Are you in compliance with the Environmental Protection Act 1990, (including relevant Regulations under the Act) relating to licensing and registration requirements concerning hazardous waste?
	

	
	If your answer to the question above is “yes” state the licence and/or registration number(s) and date(s) of registration if relevant. If not relevant state “n/a”.
	


	26


	Health and Safety

We will use the answer to this question to judge how far your business is appropriate to deliver the contract
	

	
	Do your staff receive induction and / or safety training before undertaking work?
	

	
	Do you undertake to ensure all staff of any subcontractor(s) will receive induction and / or safety training before undertaking work?
	

	
	Provide a summary of your reportable accidents record for the past 5 years.

Describe any action that has been taken to prevent the reoccurrence of any of these reportable accidents.
	

	
	In the last three years has your organisation been prosecuted or had any notice(s) served upon it by the Health & Safety executive?
	

	
	If your answer to the question above was “yes” provide details of the prosecutions or notice(s) served and give details of any remedial action or changes to procedures you have made as a result of the prosecution or notice(s) served.
	


EXPRESSION OF INTEREST

	Name of organisation/lead organisation wish to register interest and apply to be considered for short listing to receive Invitation to Tender documentation for provision of Supply and installation of a whole-school managed wireless system for Shenley Brook End School.  I confirm that the answers given on this questionnaire are true, complete, accurate and not misleading.



	Contact name for correspondence
	

	Contact email for correspondence
	

	Signed:


	

	Print Name:


	     

	Title:


	     

	Date:


	     


Shenley Brook End School,Walbank Grove, Milton Keynes MK5 7ZT
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