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SECTION 1: PURPOSE OF THIS DOCUMENT

1.1 This document forms the invitation to tender to award a contract for stakeholder engagement, and development of guidance, on quality assurance processes for qualification assessments. It provides information to an organisation (the ‘Bidder’) wishing to submit an offer to supply the goods or services for the contract.

1.2 You are advised to read this document, the instructions on Sell2Wales and all other documents uploaded to Sell2Wales before completing your response.




















SECTION 2: CONDITIONS OF TENDER
2.1    Bidders are invited to submit bids which must be based on the Contract Specification (Section 6) and meet all of our requirements.
2.2    We may clarify elements of any Bidders’ submissions, provided this does not involve changes to the basic features of the tender. We will not enter into any negotiation with individual Bidders of any material feature or key contract term post-submission as this may result in a distortion of competition. 
2.3 Following the submission of the bids, we will undertake an evaluation process to identify the Bidder (the ‘Successful Bidder’) that provides the most economically advantageous tender  to which we intend to award the contract. Full details of the evaluation process are contained within Section 5 of this document.

2.4 Following notification of the selection of the Successful Bidder(s), we may clarify aspects of the tender submission provided by the Successful Bidder(s) provided that there are no substantial changes to the final bid and that this does not risk distorting competition or causing discrimination.

2.5 Once we have reached a decision in respect of contract award, We will inform the Successful Bidder and other Bidders of the outcome and provide a standstill period of  eight working day before entering into a contract with the Successful Bidder. 

2.6 We plan to complete the procurement process in line with the timetable set out in Section 4. This timetable has been carefully considered to ensure an appropriate balance between    a) ensuring that the planned contract commencement date is achieved b) allowing sufficient time for Bidders to develop their response to the invitation to tender and c) ensuring the process is subject to appropriate internal governance. However, we reserve the right to amend the timings, as necessary. We will notify Bidders of any amendments to the timetable via the message facility on Sell2Wales.

2.7 Proposals put forward by one Bidder will not be disclosed to others and all submissions will be treated confidentially. 

2.8 We shall retain unsuccessful tender submissions including any personal information for the period stated in our privacy notice. Should you be successful in your tender, we will retain your submission including any personal information for the length of our contract with you and thereafter according to our retention schedule.  

2.9 It is imperative that Bidders are clear in every response given the extent to which it is commercially sensitive and / or confidential using the Freedom of Information Pro Forma provided (Section 9). 

2.10 Subject to the exceptions referred to in paragraphs 2.11 to 2.14 any information relating to this invitation to tender bid is being made available on the condition that: 
· Bidders shall at all times treat the information as confidential;
· Bidders shall not (or allow anyone else to) disclose, copy, reproduce, distribute or pass the information to any other person at any time;
· Bidders shall not use the information for any purpose other than for the purpose of responding to (or deciding to respond to) this invitation to submit a final bid; and
· Bidders shall comply with the provisions of paragraph 2.16 and 2.17 regarding publicity activity.
2.11 Bidders may disclose, distribute, or pass information relating to this invitation to tender to another party (including but not limited to, for example, legal advisers, the Bidder’s insurers, consortium members / sub-contractors) if either:
· this is done for the sole purpose of enabling a bid to be submitted and the person receiving the information undertakes in writing to keep the information confidential on the same terms; or
·  the Bidder obtains the prior written consent of Qualifications Wales in relation to such disclosure, distribution or passing of information related to this invitation to tender.

2.12  We may disclose detailed information relating to the tender to our Board Members, executive team, employees, agents, advisers and auditors. We may make key contract documents available for private inspection by our Board Members, executive team, employees, agents, advisers or auditors. 

2.13   In accordance with the obligations placed on public bodies by the Freedom of Information Act (FOIA) and / or Environmental Information Regulations (EIR), all information submitted to Qualifications Wales may be disclosed by us in response to a request made pursuant to the FOIA or EIR. 

2.14  Bidders must carefully consider the use of phrases such as ‘in confidence’ or commercially sensitive’ when submitting their tender since they will not necessarily protect the tender or parts of the tender from disclosure. In respect of any information submitted by Bidders which they consider to be commercially sensitive, Bidders should:

· Clearly identify such information as commercially sensitive and the consequences of disclosure; and
· Detail the envisaged timeframe during which such information will remain commercially sensitive

2.15  The Freedom of Information Pro Forma (Section 9) of the invitation to submit a tender should be used to identify any areas of the bid that you consider are confidential and / or commercially sensitive. We are required to comply with the provisions of the FOIA and / or EIR and will normally seeks comments from any party whose information is subject to a request under the FOIA and / or EIR. Even where information is identified as confidential and / or commercially sensitive, we may be required to disclose such information in accordance with the FOIA and EIR if a request is received. Receipt of bids marked in whole or in part as ‘confidential’ and / or ‘commercially sensitive’ should not be taken to mean that Qualifications Wales accepts any duty of confidence by virtue of the marking. 

2.16  Bidders shall not undertake (or permit to be undertaken) at any time, whether at this stage or after any contract award, any publicity activity with any section of the media in relation to this commissioning process other than with the prior written agreement of Qualification Wales.

2.17  Such agreement shall extend to the content of any publicity. In this section Publicity, ‘media’ includes (but without limitation) radio, television, newspapers, trade and specialist press, the internet, social media and email accessible by the public at large and the representatives of such media. 

2.18  Any Bidder who, in connection with this process:
· offers any inducement, fee or reward to any Board Member or employee of Qualifications Wales or any person acting as an adviser for us in connection with this procurement process; or
· does anything which would constitute a breach of the Bribery Act 2010; or
· canvasses any of the persons referred to above in connection with this process; or
· contacts any employee of Qualifications Wales prior to the contract being awarded about any aspect of the procurement process in a manner not permitted by this invitation to tender,
          may be disqualified (without prejudice to any other civil remedies available to Qualifications Wales and without prejudice to any criminal liability which such conduct by a Bidder may attract). 
2.19  Any Bidder which, in connection with this procurement process:
· fixes or adjusts the final bid by or in accordance with any agreement or arrangement with any other Bidder (other than when working within a consortium); or
· enters into any agreement or arrangement with any other Bidder that it shall refrain from submitting a bid or as to the amount of any bid to be submitted; or
· causes or induces any person to enter such agreement or to inform the Bidder of the amount or approximate amount of any rival final bid; or
· offers or agrees to pay or give or does pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other final bid or proposed final bid for this procurement process any act or omission; or
· communicates to any person other than Qualifications Wales the amount or approximate amount of his proposed bid except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of the bid,

     may be disqualified (without prejudice to any other civil remedies available to Qualifications Wales and without prejudice to any criminal liability which such conduct by a Bidder may attract).The issue of this invitation to tender no way commits Qualifications Wales to award any contract pursuant to this procurement process. 

2.20  Qualifications Wales is not bound to accept the lowest or any bid and reserves the right to accept any bid either in whole or in part or parts. 

2.21  Nothing in this invitation to submit a tender shall oblige Qualifications Wales to award a contract. In this event Qualifications Wales will be under no liability with regards to costs incurred by Bidders in the preparation of responses to this tender.  

2.22  We reserve the right, subject to relevant legislation, at any time to reject any bids and / or Bidders. 

2.23  We reserve the right to disqualify any Bidder who makes material changes to, or in our opinion, a material change takes place in respect of, any aspect of its bid (unless substantial justification can be provided to our satisfaction or the material change has been requested by Qualifications Wales). 

2.24 You are not entitled to claim from us any costs or expenses which you may incur in the preparation of your submission.


SECTION 3: INSTRUCTIONS TO BIDDERS

3.1 Bidders must register on the Central Digital Platform, Find a Tender, and add your unique ID and API key into your Sell2Wales profile (if not already done) Procurement Act 2023 now live: Suppliers must register on the Central Digital Platform (CDP) - Sell2Wales.

3.2 Bidders must provide their response to the invitation to submit a tender in Sell2Wales  and upload all requested documents by 10:00 Friday 7 November . 

3.3 You should ensure that you provide all of the information requested in the specified format. Please use the Response templates and submit a Word document. 

3.4 Your response to a particular question should be contained in that question’s answer box. We will only consider responses provided against each question and will not look for extra information in another question’s answer box when evaluating responses.

3.5 If any information is supplied in response to individual questions that has not been requested, we will ignore it during the evaluation process. 

3.6 We reserve the right to modify, amend or provide further clarification regarding the invitation to tender at any time prior to the deadline for completion. We will notify you of this as a message via Sell2Wales. 

3.7 Any requests for clarification regarding the invitation to tender must be made via the message facility in Sell2Wales. Requests for clarification must be sent no later than Wednesday 29 October to allow for sufficient time for a response to be given prior to the closing date for submission of the invitation to tender. 

3.8 When submitting a question or request for clarification of further information, Bidders should clearly indicate which (if any) part of their question they view as commercially confidential to them and applicable only to the Bidder submitting the question.

3.9 Where such a request has been made, the reply will be provided to all Bidders via Sell2Wales although anonymity will be preserved.

3.10 If we consider that in the interests of open and fair competition, we are unable to respond to the question or request for clarification or further information on a confidential basis, we will inform the Bidder that has submitted it. The Bidder must thereafter respond within 24 hours via Sell2Wales to indicate that either the query will be withdrawn or that they are content for it to be treated as non-confidential. We will deem that the question or request for clarification to further information is withdrawn if we are not contacted within 3 working days. 

3.11 You should only contact us using the message facility on Sell2Wales. This is to ensure that we maintain the integrity and robustness of the procurement process and guarantee that answers given are consistent. 

3.12 You must not contact any member of Qualifications Wales’ staff to obtain any additional information about this tender. You may contact us to discuss ‘business as usual’ matters but you must not discuss this tender.

3.13 We will make every effort to respond to any query within three working days of receipt on the online message facility. This timeline may be extended where more complex queries are submitted. 

3.14 Please refer to the message facility on Sell2Wales for any additional information we may post about this procurement or to view answers to any clarification questions that may have been submitted.

3.15 We are unable to access any submission until after the closing time and date has passed. We cannot see anything that Bidders have partially or fully submitted until this time.
3.16 We actively encourage you to respond to the invitation to tender as early as possible to ensure you meet the deadline. 

3.17 If at any time you experience technical difficulties or require technical assistance, you should contact the Sell2wales helpdesk on 0800 222 9004 or use the ‘Contact us’ form. 



SECTION 4: TIMETABLE
We reserve the right to amend the timings, as necessary. We will notify Bidders of any amendments to the timetable via the message facility on Sell2Wales.
	Activity
	Date(s)

	Issue Invitation to Tender
	Thursday 16 October

	Closing date for clarification requests
	Wednesday 29 October

	Closing date /time for tender submission

	10am Friday 7 November

	Evaluation of bids
	10-20 November

	Issue intention to award letters
	Friday 21 November

	Standstill period ends midnight:
	Wednesday 3 December

	Issue contract confirmation letters
	Thursday 4 December

	Contract commences
	Monday 8 December





SECTION 5: EVALUATION MODEL
5.1 The value of this contract for stakeholder engagement, and development of guidance, on quality assurance processes for qualification assessments is below the threshold set by the Procurement Act 2023, however we will follow the requirements of the Act and associated Welsh Regulations and operate a fair, transparent and non-discriminatory approach in our evaluation of Bidders.

5.2 This includes us stating up front the criteria we will use to evaluate tender submissions.

5.3 The criteria against which the responses to the invitation to tender will be evaluated are as follows:

	
	Criterion
	Weighting 

	1
	PLAN:
Provide a detailed plan outlining how the work and outputs requirements (set out above) will be achieved, including:
· timescales and the number of days for each activity
· the timing of checkpoints and milestones in the work
· approaches to stakeholder engagement. 
 
	20%

	2
	KNOWLEDGE:
Demonstrate knowledge and understanding of quality assurance approaches used in the delivery of regulated qualifications, and experience of working to support these processes. 
 
	30%

	3
	EXPERIENCE 
Detail your relevant experience of engaging with a range of education professionals, possibly including awarding bodies, and analysing and reporting on the findings collected. 

	15%

	4
	DOCUMENTS
Demonstrate experience of producing clear and accessible summary documents, which are of a high quality and prepared to a publishable standard.

	20%

	5
	PRICE
Provide a price breakdown for the activities described in response to Criterion 1, which should be within the stated budget and demonstrate good value for money.

	15%





5.4 Scoring Models
Quality
	
	Evidence Provided
	Score
	Remark

	Bidder is likely to be able to meet the needs of the Organisation.
	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the contract is consistent, comprehensive, compelling, directly relevant to the contract in all respects and highly credible.
	5
	Absolute Confidence

	
	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the contract is sufficient (in qualitative terms), convincing, and credible.
	4
	Confidence

	Small risk that the Bidder will not be able to meet the needs of the Organisation.
	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the contract has minor gaps, or to a small extent is unconvincing, lacks credibility or irrelevant to the contract.
	3
	Minor Concerns

	Moderate risk that the bidder will not be able to meet the needs of the Organisation
	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the contract has moderate gaps, is unconvincing.
	2
	Moderate Concerns

	Significant risk that the bidder will not be able to meet the needs of the Organisation.
	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the contract has major gaps, is unconvincing in many respects, lacks credibility, or largely irrelevant to the contract.
	1
	Major Concerns

	Bidder will not be able to meet the needs of the Organisation.
	No evidence or misleading evidence.
	0
	Not acceptable


Bidders must achieve an average minimum score of 3 for each quality criterion to remain in the process
Price
The pricing element will be scored as follows:  
 
Lowest total cost = 15
 
Other bids   =                           Lowest cost                        x 15
                             Total cost of bid being evaluated 

[Subject to them meeting the minimum threshold score] 


SECTION 6: CONTRACT SPECIFICATION

6.1 Introduction
Qualifications Wales is the regulator of qualifications in Wales, other than degrees, and we were established under the Qualifications Wales Act (2015). Our website provides further information on our role and our work.
Ahead of the introduction of National Qualifications for 14-16 learners, Qualifications Wales has been engaging with stakeholders to explore opportunities for enhancing centre-based quality assurance processes that follow non-examination assessments. We have been carrying out this work because the manageability of new qualifications for centres and learners is a key priority for us.
 Through this work, we have heard from a range of stakeholders, including centres and awarding bodies, to understand challenges that centres face in this area and the work that awarding bodies are doing, or planning to do, to support centres. We are now progressing a range of actions to further support centres in this area of qualification delivery. As part of this, we are seeking a supplier to support the development of guidance focused on terminology used in relation to quality assurance processes, informed by stakeholder engagement. The completed quality assurance terminology guidance document will be the key output from this work, intended to support both awarding bodies and centres in this area of assessment. 

6.2 Background
During the development of National Qualifications for 14-16 learners, stakeholders identified quality assurance processes as an area where manageability could be improved to better support centres in offering the most suitable range of qualifications in their contexts. In summer 2024, Qualifications Wales’ modernising assessment team began work to identify what opportunities technologies could offer to enhance the manageability of aspects of these processes which are led by centres. The team: 
· explored quality assurance approaches and processes in a range of existing 14-16 qualifications 
· conducted semi-structured interviews with awarding bodies 
· conducted semi-structured interviews with learning providers.
After reviewing the findings of this work, we made a number of recommendations to relevant awarding bodies.  In addition, we are now progressing an action relating to the consistency of terminology used to describe quality assurance processes for qualification assessments. 



6.3 The work required
Our background work identified a variability in the terminology used to refer to and describe different stages, processes and activities of quality assurance. We heard that a continued lack of consistency could have negative impacts during the delivery of National Qualifications when they are implemented. In response to this feedback, Qualifications Wales wishes to develop a guidance document which proposes standardised terminology, with accompanying definitions, for processes and activities carried out to meet quality assurance requirements. We are particularly interested in the phase between the completion of an assessment by learners through to the point at which the awarding body has receipt of the assessment evidence, as well as other quality assurance stages which shape the activity and understanding of qualifications users during this phase. 
We intend for this document to be made available to awarding bodies and centres to act as a reference tool that supports the development, implementation and administration of qualifications and assessments. 
To support the development of this guidance, we are seeking a supplier to: 
· undertake a desk-based review of existing terminology and how it is used across a range of 14-16 qualifications, exploring the differences and consistencies in its application, and key lines of enquiry for the next stage
· engage with awarding bodies (including any relevant awarding body associations) and centres to explore their working understanding and application of quality assurance-related terminology
· produce a final recommendations document for standardised terminology, informed by the previous activity stages. 

The outputs required
These are the specific outputs of the work:
· provide a plan of how you propose to undertake the work, clearly demonstrating how you will meet the specification to the time deadline and budget. 
· attend a briefing meeting with Qualifications Wales on the week commencing 8 December 2025, which will also be an opportunity to secure agreement and sign-off of the project plan and methodology, including stakeholder engagement strategy
· following the completion of the desk-based review, provide a summary of your findings. This summary should include:
· a list of the material reviewed as your evidence base
· the areas of difference and consistency in the application of quality assurance terminology
· the key lines of enquiry identified as a result of this review that you intend to pursue with stakeholders during the engagement phase
· following the completion of the stakeholder engagement phase of this work, provide a written log of the contributions offered by stakeholders and your own reflections on the feedback received, which may be in written format or provided as a presentation to Qualifications Wales
· provide a draft outline of the guidance document, including its format, scope and high-level content, with a rationale to support your draft design
· produce your finalised guidance document. 
 We envisage this work, including stakeholder engagement, will be carried out by a supplier remotely.  

6.4 Planned start and end dates
The work should commence in early December 2025 and be completed before 27 February 2026. 
6.5 Budget
Please note that the maximum available annual budget is £9,000 including VAT . 
6.6 Contract management and Reporting arrangements
The main point of contact for you will be Nathan Evans, Qualifications Manager (Modernising Assessment). The reporting arrangements will be to:
· attend progress update meetings, including an initial briefing meeting on the week commencing 7 December 2025 to agree the project plan and three further progress update meetings at appropriate times throughout the duration of the project
· communicate regularly with Nathan on progress and report incidents and issues promptly and clearly.
Depending on the circumstances the meetings will be held either face-to-face or via telephone/online communications.  Any variations to agreed milestones should be proposed and discussed with us and may need to be subject to a contract change notice signed by both parties.  
 The Supplier should have adequate delivery capacity throughout the Contract period.   
The Supplier will be permitted to use subcontractors as long as we are made aware in advance and have agreed that they have suitable capability. The Supplier will be responsible for the quality of subcontractors’ work.  
Delivery is considered complete when all agreed documentation has been handed over to QW and the guidance documentation is signed off. QW will retain Intellectual Property rights of the outputs.  
Qualifications Wales will agree key performance indicators (KPIs) with the Supplier to monitor the quality of work that is produced.  Performance against these will be recorded, scored and stored securely on our contract management system.
Proposed KPIs :  
	1. Demonstrate effective communication skills, both with ourselves and with the stakeholders
2. Maintain a high-quality of work to a publishable standard
3. Maintain pre-agreed deadlines 

	



 







SECTION 7: TERMS AND CONDITIONS OF CONTRACT

The terms and conditions of contract that will apply are Conditions of Contracts Consultancy.
These have been uploaded as a separate document on Sell2Wales.
The following document templates are to be used to prepare your submission and have been uploaded separately on Sell2Wales:

SECTION 8: FORM OF TENDER
The Bidder signs the Form of Tender to confirm that it understands the tender and accepts the Terms and Conditions of Contract and other requirements relating to its participation in the procurement exercise. 
SECTION 9: FREEDOM OF INFORMATION PRO FORMA
SECTION 10: EVALUATION CRITERIA RESPONSE FORM
SECTION 11: PRICING SCHEDULE
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