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INVITATION TO QUOTE
PART ONE

SECTION 1 – INSTRUCTIONS TO BIDDERS

INVITATION TO QUOTE FOR THE PROVISION OF MEDIA TRAINING


This section provides instructions regarding the process and preparation of Quotes, the particular requirements of the Customer, South Wales Fire and Rescue Service, hereinafter referred to as “the Contracting Authority”, and details of the criteria which will be applied when Quotes are evaluated.
1.
GENERAL

1.1
Quotes must be submitted in accordance with the following instructions.  Any Quote not complying with any particular statement may be rejected by the Contracting Authority whose decision in the matter shall be final.

1.2
This Invitation to Quote (ITQ) is issued as part of the procurement process which the Contracting Authority is managing under Part 6 of the Procurement Act 2023, below-threshold contracts. This procurement is conducted so that the Contracting Authority is able to appoint a nominated supplier to supply goods, services and/or materials at an agreed price. The procurement will not be for any fixed quantity but only for such quantities as the Contracting Authority may order from time to time.
1.3
The fact that Quote Providers have been invited to submit a Quote, does not necessarily mean that each has satisfied the Contracting Authority, regarding all matters raised in any pre-Quote information previously submitted.  The Contracting Authority makes no representations regarding the financial stability, technical competence or ability of Quote Providers in any way, to carry out the required services, works or provide the goods which are the subject matter of this ITQ.

1.4 
The contracting authority may in its absolute discretion exclude any Bidder from further involvement in the Quote Process that:
· is subject to one or more of the grounds for mandatory exclusions or grounds for discretionary exclusions, as set out in Schedules 6 and 7 of the Procurement Act.

· fails to comply with any instruction, condition or requirement in the Quote or breaches procedural requirements in the Quote Process.
· is guilty of material misrepresentation in supplying any information requested in these documents or otherwise in connection with the Quote Process

· commits a breach of any undertakings in its response

· if the Bidder (or any holding company of the Bidder) goes into receivership, administration or liquidation (other than on a bona fide restructuring of its business), becomes insolvent or enters into any composition, scheme or arrangement with its creditors or ceases or threatens to cease to carry on its business or does or threatens to do any similar or analogous act in any jurisdiction
· if the Bidder (or a subcontractor to who the Bidder intends to sub-contract of all or part of the contract) is not a UK or treaty state supplier.

· directly or indirectly canvasses any member or representative of the contracting authority or any of the organisations involved in this process concerning the award of the Contract or any other Quote.

· submits what the contracting authority consider to be an abnormally low-priced Quote (in relation to performing the requirements of the contract) and is unable to satisfactorily demonstrate their ability to perform the contract for the sum Quoted.
· is found to have colluded with other Bidders, or any party in relation to this procurement exercise, in order to fix or adjust Quote rates / pricing. 

· there is a conflict of interest that puts a Bidder at an unfair advantage that cannot otherwise be avoided, or the Bidder refuses to take steps to avoid it.

· there is evidence of corruption or collusion between Bidders or between Bidders and contracting authorities.

1.5
By submitting a Response to Quote, Bidders are assumed to accept, in full, the contract terms and conditions and to be fully compliant with all requirements of this Procurement Process. Any non-compliant submissions will be excluded. The contracting authority will not enter into discussions on any of the terms and conditions or requirements for this Quote outside of this process and is under no obligation to accept any proposed changes. The Quote Providers standard “Terms of Business or Trade” will not be accepted in place of the Conditions of Contract forming part of this Quote.  The final contract will be let under the laws of England and Wales and subject to the jurisdiction of the courts of England and Wales.
1.6
It is the Contracting Authority’s policy to maintain the highest standards of safety throughout its offices and land, and to fulfill its legal health and safety obligations.  Quote Providers visiting the Contracting Authority will be required to comply with the Contracting Authority’s Health and Safety and Drug and Alcohol policies.

1.7
The Contracting Authority welcomes Quotes submitted in Welsh.  A Quote submitted in Welsh will be treated no less favourably than a Quote submitted in English.  The Quote Provider shall be under obligation to comply with the requirements of the Welsh Language Standards which have been imposed upon the Contracting Authority in its provision of the Services that form the subject matter of this Agreement.  These Welsh Language Standards will be specified in the Quote brief under section 15, Welsh Language.
2.
EVALUATION OF QUOTES
2.1
The Contracting Authority’s contract award and acceptance shall be subject to and compliant with the Procurement Act 2023. 

2.2
The Contracting Authority is seeking a high-quality service to be performed at a cost-effective price.  The Quote evaluation exercise will seek to balance the issues of quality, social value, sustainability and price to ensure that the Quote Provider chosen offers the best value for money to the Contracting Authority.
2.3
Upon receipt of Quotes, the Contracting Authority will be concerned to ensure that there has been full compliance with the ITQ, and all necessary information has been supplied.
2.4
The contract will be awarded on the basis of the most advantageous Quote, taking account of the main criteria below. Full sub-criteria will be listed in the Specification.
	Description
	Weighting

	Pricing Considerations
	60%

	Technical Consideration
	40%


2.5
The Contracting Authority is not obliged to accept the lowest or any Quote and also reserves the right to divide the whole or part thereof between different contractors if it thinks fit.
2.6
Any samples requested must be supplied free of charge.
2.7
The successful Bidder shall receive a letter from the Contracting Authority indicating their success in the Quote activity.  However, this indication shall not constitute any binding commitment on the Contracting Authority’s part, unless this is confirmed in writing following the expiry of the standstill period.  Subject to this, a formal contract shall be subsequently sent to the successful supplier for signature or execution as a deed.
2.8
The Contracting Authority will not enter into any form of binding commitment until the standstill period has expired and its original decision on which Quote shall be accepted remains unchanged, following any representations made during the standstill period. 

2.9
Prior to submitting a response, Bidders must register on the government Central Digital Platform (CDP) - https://www.find-tender.service.gov.uk and complete (or update) their core Supplier Information, including: 
· Basic Information

· Economic and financial standing

· Connected Person Information

· Exclusion grounds information (including the Bidder and their connected persons)
2.10 
Bidders will be required to complete their Supplier Information via the Government’s Central Digital Platform. Information provided to the Central Digital Platform (CDP) can then be shared as part of the submission. 
2.11
Bidders must share this information (prior to the submission deadline) via the CDP to the e-Tendering Portal by A) Providing a share code or B) Downloading a copy of the Supplier information and attaching it as a document as part of the submission.
2.12
Please note that additional documentation, links or references to websites must not be submitted unless specifically requested. Such unrequested documents will be disregarded.  Where any specific documentation is required, it will be clearly stated within this document and must be clearly referenced in your response. Failure to reference additional documentation clearly may result in the information being disregarded.
3.
TIMETABLE OF PROCUREMENT

3.1
This procurement will follow a structured and transparent procurement process to ensure that equality and fairness is maintained at all times. At the time of publication, the timetable for this procurement process is as detailed below.
	Event
	Date

	Issue ITQ Document
	28th November 2025

	Final Date for Clarifications
	2nd January 2026

	ITQ Return Date
	9th January 2026

	ITQ Response Evaluation
	12th – 30th January 2026

	Notify Quote Providers of award decision
	2nd February 2026

	Contract Award
	3rd February 2026

	Contract Start Date
	16th February 2026


3.2
This is intended as a guide and, whilst the Contracting Authority does not intend to depart from the timetable, it reserves the right to do so at any stage with no liability on its part.  Quote Providers will be notified accordingly where there is a change in the timetable.
4.
QUALIFIED QUOTES
4.1
Quotes must not be qualified and must be submitted strictly in accordance with the Quote Documentation. The Quote must comprise the documents specified in the attached Invitation to Quote, Part 2.

4.2
Quotes must not be accompanied by statements that could be construed as rendering the Quote equivocal and/or placing it on a different footing from other Quotes. Only Quotes submitted without qualification strictly in accordance with the Quote Documentation as issued (or subsequently amended by the Contracting Authority) will be accepted for consideration. The Contracting Authority’s decision on whether or not a Quote is acceptable will be final and the Contractor concerned will not be consulted. Qualified Quotes will be excluded from further consideration and the Bidder notified unless otherwise provided by law.
5.
VARIANTS

5.1
Notwithstanding the provisions of paragraph 4 above, Quote Providers may submit (on a separate sheet with their Quote submission) any variants on the Specification or Scope, Terms and Conditions of Contract or any alternative proposals.

5.2
Any Quote Provider proposing variants of the kind that are noted in paragraph 5.1 must, as a minimum, complete the Quote template provided on the basis requested in the Quote Documentation.

6.
QUOTE QUERIES

6.1
All correspondence in relation to this Quote will be sent electronically via the contracting authority’s e-tendering portal.
6.2
All queries regarding the Quote Documentation which may have a bearing on the offer to be made should be raised in writing by the Quote Provider through the Sell2Wales web portal, by the date as shown in the timetable in 3.1.

6.3
For matters that do not infringe upon competitive advantage the Contracting Authority will circulate any written replies to all other Quote Providers although anonymity will be preserved.

7.
QUOTE SUBMISSIONS

7.1
All Quotes, or any other documents, must be submitted through the contracting authority’s e-tendering portal.
7.2
For the avoidance of doubt, submissions made by any other method will not be accepted.  Failure to submit all completed documents by the deadline for submissions through the e-tendering portal may result in the submission being rejected.
7.3
These Quote Documents must be returned electronically via the Sell2Wales web portal by: -

12:00 Noon on Friday 9th January 2026.
8.
AMENDMENTS TO QUOTES PRIOR TO THE DUE DATE

8.1
Although it is intended that the remainder of this procurement will take place in accordance with this ITQ, the Contracting Authority reserves the right (with no liability on its part), to: 
· at any time, vary, amend, waive, withdraw from, suspend or terminate the Quote process, any part of the Quote process and/or change the date of any event occurring on or forming part of the Quote process;
· withdraw this ITQ at any time and re-invite responses or submissions on the same or any alternative basis;
· choose not to award a contract or contracts pursuant to the Quote process with to any bidder or at all;
· subject to relevant legislation, at any time to reject any submission or response with any one or more Quote Providers; and
· to disqualify any Quote Provider in respect of which (a) a conflict of interest arises which cannot be remedied to the Contracting Authority’s satisfaction or (b) whose standing changes in a material way from their Quote.
8.2
Any such amendment to the process will be notified to all Quote Providers by the fastest means practicable.  Quote Providers must take these amendments into account in the preparation of their Quote submission.

8.3
Quote Providers must not make any unauthorised alteration or addition to any Quote Documentation.

8.4
In the event that discrepancies are discovered within the Quote Documentation, the Quote Provider should notify the contracting authority through the relevant e-tendering portal.
9.
ACCEPTANCE PERIOD

9.1
The Quote will be deemed to remain open for acceptance or non-acceptance for a period of no less than 90 days from the Quote submission. The Contracting Authority may accept the Quote at any time within this prescribed period. The Contracting Authority shall, however, not be bound to accept the lowest priced or any Quote.
9.2
If the Contracting Authority has not accepted the Quote within the specified period then the Quote shall remain in force without variation. The Quote Provider may at any time thereafter give notice in writing (“a Notice”) to the Contracting Authority to accept or vary their Quote.
9.3
Delivery of a Notice must be made by email.

9.4
Upon service of a Notice the Contracting Authority shall have 7 days within which to accept the Quote (not including the day of service) or the Quote will be deemed to have been withdrawn. In any event, the Quote Provider shall not withdraw the Quote except in the manner provided under this paragraph.
10.
SUFFICIENCY & ACCURACY OF QUOTE
10.1
The Quote Provider shall be deemed to have satisfied itself as to the nature, extent and the content of the goods, services or works to be provided, the extent of staff required, and all other matters, which may effect or affect the Quote.

10.2
It is the Quote Providers responsibility to ensure that all calculations forming the Quote are correct at the time of submission. No amendments to the Quote Documents will be allowed after the due date and time, except where the total is found to be incorrect due to mathematical error.  In such instances, the Quote Provider will be invited to agree to the correction of such mathematical errors.  The method of correction will be by written addendum to the Schedule of Pricing giving the revised sum.  This addendum will then be incorporated into the Quote.

10.3
If the Contracting Authority suspects that there has been an error in the pricing of the Form of Quote and/or Schedule of Prices, the Contracting Authority reserves the right to seek such clarification as it considers necessary from the Quote Provider only.
10.4
The Contracting Authority reserves the right to disqualify incomplete Quotes.

10.5
Quote Providers shall familiarise themselves with all regulations, bylaws, and all other factors that may affect their Quote.  Each bidder is responsible for ensuring that it is fully aware of all relevant statutory, regulatory and other requirements, guidance and codes of practice concerning or relevant to the specification / Statement of Requirements.
10.6
Where any information supplied as part of the Quote becomes inaccurate or significantly changes before or after the submission of this ITQ the Bidder must notify the contracting authority as soon as possible, together with a full explanation of the changes and reasons for the changes. The contracting authority may decide that the Bidder should not participate further in this Procurement Exercise as a result of any such change in information.
10.7
The Bidder shall be responsible for ensuring that their Quote is complete, clear and unambiguous. The contracting authority shall be under no obligation to seek clarification from a bidder after the submission of a Quote and may, if appropriate, mark down or exclude a Bidder from further consideration if the Quote is ambiguous or lacks clarity.

11.
INCURRED EXPENSES

11.1
The Contracting Authority shall not be responsible for, or pay any losses or expenses which may be incurred by the Quote Provider in the preparation and submission of their Quote, including (but not limited to) the attendance at any pre or post Quote meetings, the delivery of any presentations by the Quote Provider to the Contracting Authority in relation to their proposal, site visits or other negotiations.

11.2
The Contracting Authority will not accept claims for additional charges relating to the work made by the Quote Provider or the Contractor after acceptance of the Quote if, in the reasonable opinion of the Contracting Authority, such additional charges should have been established by proper inspection of the Quote Documentation prior to bidding.

12.
THIRD PARTY ISSUES

12.1
The Quote Provider should provide any potential third parties it appoints to assist with the Contract with all necessary technical and commercial information to enable such third parties to accurately bid to the Quote Provider.

12.2
It is the policy of the Contracting Authority not to respond to any direct approach from such potential third parties seeking details on a particular Invitation to Quote.

12.3
Quote Providers must submit details of any Sub-Contractor(s) it intends to use to deliver the contract, and the supplies or services that each will provide. 
12.4
In the case of Joint Ventures or Partnerships, full details of the proposed agreements shall be provided with the Quote.  If identified as the Highest scoring bidder, a statement from both or all parties on their joint and several liability will be required.

12.5
Bidders shall not communicate the financial details of the bid submission to anyone outside of the Bidders’ organisation, save that such details may be shared with the Bidders’ legal or insurance advisors provided that they are informed of the confidential nature of the information before it is shared.

13.
PRICING & PAYMENT

13.1
Pricing
13.1.1
The Quote Provider should complete the enclosed Form of Quote and/or Schedule of Prices noting the following:-

a)
At its discretion, the Quote Provider may submit a cost for any or all the items detailed on the Schedule of Prices.

b)
The currency in which all prices, costs or rates stated on the Form of Quote and/or Schedule of Prices must be Quoted is Pounds Sterling and whole new pence (i.e. to two decimal places), exclusive of Value Added Tax and be fixed for a period of 90 days from the Quote return date.
c)
If Pounds Sterling is substituted as the currency of the United Kingdom then all references in the Form of Quote and/or Schedule of Prices to “Sterling” or “£” shall be construed as references to “Euro” or “€” (as the case may be) at the agreed Sterling-Euro conversion rate on the date of that substitution PROVIDED that the provisions of this paragraph shall not apply during any transitional period when Sterling is a sub-unit of the Euro.

13.2
Payment

13.2.1
The Contracting Authority’s standard payment terms are 30 days from invoice receipt. If the Quote Provider is able to offer the Contracting Authority a discount on different payment terms such arrangements should be detailed on the enclosed appropriate Schedule.

13.2.2
The Contracting Authority will make no payment or allowance in respect of any Quote.

14.
REAL LIVING WAGE

14.1
South Wales Fire & Rescue Service has adopted the Welsh Government’s Code of Practice on Ethical Procurement in Supply Chains. This is designed to ensure that high-quality public services are delivered throughout Wales by a workforce that is treated legally, fairly and safely, and is well rewarded. This Code includes a commitment to consider promoting the Real Living Wage in relevant contracts. Evidence of fair work practices may include:
· a fair and equal pay policy that includes a commitment to paying all staff at least the Real Living Wage; 

· becoming an accredited Living Wage Employer; 

· ensuring that all staff have access to training and development opportunities; 

· promoting equal opportunities for all staff regardless of age, gender, disability, religion, race and sexual orientation; 

· stable employment, avoiding inappropriate use of zero-hours contracts, and umbrella employment firms; 

· flexible working arrangements to allow support for carers, and for family-friendly working; 

· supporting workforce engagement, for example Trade Union recognition and representation, or other arrangements for empowering staff. 

14.2
In order to ensure high standards of service quality in this contract we expect contractors to take a similar approach in relation to ethical working practices. 
15.
CONFIDENTIALITY, PUBLICITY AND FREEDOM OF INFORMATION
15.1
This Quote and associated information is confidential and shall not be disclosed to any third party without the prior written consent of the contracting authority.  Copyright in this Quote is vested in the contracting authority and may not be reproduced, copied or stored on any medium without the contracting authority’s prior written consent.
15.2
The Quote Provider shall not disclose either:-
15.2.1
the fact that they have been invited to Quote or release details of the Contract; or
15.2.2
details of their Quote in whole or in part prior to the award of the Contract by the Contracting Authority or on receipt of notification that the Quote has not been accepted as the case may be,

other than on an “in confidence” basis to those who have a legitimate need to know or whom they need to consult for the purpose of preparing the Quote.

15.3
No publicity or other information relating to this procurement is to be released by any Quote Provider in any media without the prior written approval of the contracting authority.

15.4
The Freedom of Information Act 2000 (FOIA) gives a right of access by any person (including companies) to information held by the Contracting Authority, which could include information relating to or submitted as part of a procurement process. Certain information may be exempt on the grounds of confidentiality or commercial sensitivity.

15.5
The Contracting Authority encourages all Quote Providers to visit the Information Commissioners website at www.ico.org.uk for further information on the FOIA and its effect on public authorities, suppliers and service providers in relation to the disclosure of information in respect of public sector procurement and contracts.

15.6
Quote Providers should indicate, by way of completing the Freedom of Information Schedule in the attached Section 7, with supporting reasons, the parts of their Quote submission and contract which the Quote Provider considers is commercially sensitive under Section 43 of the FOIA and/or confidential under Section 41 of the FOIA should a Freedom of Information (FOI) request be received by the Contracting Authority. Quote Providers are required to complete all sections of the Freedom of Information Schedule and return it with your Quote.

15.7
The Contracting Authority, in order to preserve the integrity of the procurement process and to respect the commercial and competitive positions of Quote Providers, will endeavour to treat details of Quotes marked as confidential and commercially sensitive at least until the contract has been awarded to the successful service provider / supplier.  In the event that the Contracting Authority receives an FOI request following the contract award stage of a procurement process and the Contracting Authority  considers that on the merits and in the light of relevant circumstances that any of the information is not covered by an exemption, then the Contracting Authority, following consultation with the Quote Provider, shall be entitled to refer the matter for determination by the Information Commissioner prior to any disclosure.
15.8
In making any submission in relation to this Quote and the Quote Process, each Bidder (and each Connected Person) acknowledges and accepts that the information contained therein may be disclosed under FOIA or EIR without consulting the Bidder or following consultation with the Bidder and having considered its views.
15.9
The Contracting Authority, apart from complying with its legal obligations in relation to disclosure of information as part of the Quote debriefing process, will where contracts are awarded on the basis of the most advantageous offer provide an objective assessment of the comparative strengths and weaknesses having due regard to commercial sensitivity without compromising the rights and competitive position of Quote Providers.

16.
WHISTLEBLOWING

16.1
The Supplier shall comply with the Contracting Authority’s whistleblowing procedure which ensures that employees of the Supplier are able to bring to the attention of the Contracting Authority, malpractice, fraud and breach of Laws on the part of the Supplier or any Sub-contractor without fear of disciplinary and other retribution or discriminatory action.

16.2
Suppliers and their employees may wish to acquaint themselves with the implications of the Code for them.  Suppliers’ employees may wish, for example, to report any breaches in the way in which the contract is being performed or any unacceptable behaviour by either a fellow employee or a Contracting Authority’s  employee.

17.
DATA PROTECTION ACT

17.1
The Contracting Authority treats its obligations under the prevailing Data Protection Legislation (“DPL”) very seriously.  Accordingly, should any personal data (as defined in the DPL) be made available in the procurement process, Quote Providers shall ensure that they comply with the provisions of the DPL, including without limitation:
· ensuring that they have in place an appropriate notification on the register maintained by the Information Commissioner;
· only processing any such personal data in accordance with the instructions of the Contracting Authority (which includes not transferring personal data outside of the UK or European Economic Area without the Contracting Authoritys prior written consent);
· ensuring they securely destroy all such personal data when it is no longer required for the purposes for which the information was made available to the Quote Providers;
· complying with the Contracting Authoritys policies in connection with such personal data (including methods of handling of personal data and security); and,
· implementing and maintaining appropriate technical and organisational security measures against unauthorised or unlawful processing of personal data and against accidental loss or destruction of or damage to personal data in accordance with the DPA.
17.2
If required by the Contracting Authority, a Quote Provider shall provide such assistance and/or comply with such requests as the Contracting Authority deems reasonable in connection with personal data being held by the Quote Provider (including, without limitation, assisting with any notice, request or subject access request in respect of any personal data being held by the Quote Provider) at no cost to the Contracting Authority.
17.3
Quote Providers shall at all time during this procurement:
· observe and comply with the policies of the Contracting Authority with respect to the security of any personal data;
· observe and comply with any other relevant policies about personal data which the Contracting Authority makes known to the Quote Provider; and,
· immediately notify the Contracting Authority of any unauthorised use or disclosure of personal data.
COMMONLY USED TERMS
	Award Criteria 
	Means the criteria set out in this document in section 10 

	Bidder(s) 
	Means any organisation(s) invited by The contracting authority to submit a Quote 

	Central Digital Platform 
	Means Find a Tender Service 

	Connected Person 
	Means a legal person within the meaning given in sections 993 and 994, Income Tax Act 2007; and sections 1122 and 1123, Corporation Tax Act 2010 

	Debarment List 
	A list of suppliers who, following investigation, have been debarred from taking part in public procurements due to an exclusion ground. 

	FOIA 
	Means the Freedom of Information Act 2000 as amended from time to time. 

	Highest Scoring Bidder(s) 
	Bidders with the highest scores following the Assessment Process. 

	ITQ 
	Means Invitation to Quote 

	Procurement Rules 
	Means the Procurement Act 2023 

	Requirements 
	Means the goods, services, works, supplies and / or any associated specifications, objectives and outputs, as detailed in the ITQ Statement of Requirements or other ITQ document. 

	Sub-contractors 
	Means a third party organisation the Bidder intends to form a contract with to deliver all or part of the contract.  

	Supplier Information 
	Means the information that Bidders may complete on the Central Digital Platform and provide as part of their Quote. 

	Suitability Questions
	Minimum requirements Bidders must meet to perform the contract, e.g. legal and financial capacity, technical ability etc.

	Quote 
	Means any Quote submitted by a Bidder.

	Quote Return Date 
	Means the date set out in the Invitation to Quote and the Sell2Wales Portal 

	Terms and Conditions 
	Means the legal contract between one or more suppliers and one or more contracting authorities in the form of a Contract, Framework, Call Off Contract and including any special terms and conditions particular to the Quote.  


SECTION 2 – ENCLOSURES CHECKLIST

INVITATION TO QUOTE FOR THE PROVISION OF MEDIA TRAINING


The Contracting Authority requires a complete response in order to evaluate your submission correctly.

You are required to submit all the pages contained in the sections of this Quote Documentation specified below, duly completed where required, as your bid.

Please note that your response may be deemed non-compliant if it is not completed in full.

	PLEASE ENSURE THAT YOU HAVE COMPLETED

	Non-collusive Declaration 
	Part Two Section 5

	Form of Quote
	Part Two Section 6

	Freedom of Information Schedule

	Part Two Section 7

	Schedule of Prices and Quality Assessment
	Part Two Section 8

	Supplier Information Declaration
	Part Two Section 9

	Additional Company Information
	Part Two Section 10

	Business Continuity Audit Report
	Appendix 1


SECTION 3 – QUOTE BRIEF

INVITATION TO QUOTE FOR THE PROVISION OF MEDIA TRAINING


1. INTRODUCTION

1.1
This invitation to Quote (ITQ) has been issued by the Contracting Authority who are seeking to award a below-threshold contract for the provision of Media Training.
1.2
The Contracting Authority will award the contract to a single supplier. The successful supplier must be able to provide the content for an e-learning package, as well as providing delivery of face-to-face media training to equip Senior Leaders with a more comprehensive understanding of the media and our relationship with them.
1.3
The Contract Term shall be for an initial period of two-years, with an option to extend by up to a further 48 months in periods of two-years (2+2+2).
1.4
The anticipated commencement date of the contract is 16th February 2026. Any changes to this commencement date will be communicated to all Bidders through the e-tendering portal.
1.5
The Transfer of Undertakings (Protection of Employment) Regulation 2006 (SI2006/246) (TUPE) may apply in respect of the award of any Contract and that for the purposes of the Regulations the undertaking shall transfer to the Contractor on the commencement of any Contract. Bidders should seek their own legal advice regarding TUPE.
2.
BACKGROUND
2.1
South Wales Fire and Rescue Service
South Wales Fire and Rescue Service (SWFRS) was formed in April 1996 as a result of the amalgamation of the former Mid Glamorgan, South Glamorgan and Gwent Fire Brigades.
With an area covering nearly 300,000 hectares and a population of just over 1.4 million, South Wales is one of the largest Fire and Rescue Services in the UK.
The main Administrative Headquarters is located at Forest View Business Park in Llantrisant.
There are 47 Fire Stations located across South Wales, together with a number of other Fire Service sites.  These include, Wholetime Stations, Day Crewed Stations, Retained Stations, Fire Safety and Training Establishments. 

3.
SCOPE

3.1
Within SWFRS, the value of fire prevention training, awareness raising and enforcement in reducing the number of serious and fatal emergency incidents cannot be overstated. The role played by the media in disseminating these messages is extremely important.

The impact of our communications relies, in part, on our credibility when speaking through the media, both in terms of our relationship with the media and how we are perceived during interviews or from written statements.

As such, SWFRS Senior Leaders have previously received training to equip them with a better understanding of the role of the media and our relationship with them. This training includes how to structure a statement and how to deliver information and messages under pressure during an interview.

Previously, this training has proved invaluable. We therefore wish to appoint a training partner to devise, develop and deliver appropriate face-to-face training to all Group Managers (GM), Area Managers (AM) and Brigade Managers (BM) within SWFRS. 

The Service is also looking to develop a digital package to be rolled out to both Station Managers (SM) and Supervisory Managers. The successful supplier will be required to provide the content for SWFRS to produce an e-learning package to be delivered as part of Initial Incident Command Level (ICL) 1 & 2 training along with CPD.  

Within the first year of the contract, all GMs, AMs and BMs will be required to receive face-to-face training. This will be approximately 50 employees. Year two will then expand on the knowledge of those promoted to the next tier. This will be a requirement of 6-12 employees requiring further face-to-face training. Within this time period, we also require all SMs and Supervisory Managers to receive training via the e-learning package.  
3.2
Under the Wellbeing of Future Generations (Wales) Act we are able to focus on the long-term impact of our decision making and fulfil our ambition to improve social, cultural, environmental and economic well-being within the communities which we serve wherever possible.

Particular emphasis is placed on social value and sustainability with an aim of contributing to a circular economy. This includes areas such as: 

· Minimising distances travelled wherever possible

· Encouraging the use of Ultra Low Emission Vehicles

4.
STATEMENT OF REQUIREMENTS

We have identified three distinct groups that will need to be trained by the end of 

the 2026/27 financial year (31st March 2027).
Whilst no volumes can be guaranteed as part of this contract, we anticipate the

following training requirements:

· Supervisory Managers qualified to ICL Level 1 – 400 employees to be trained via an e-learning package.
· SM’s qualified to ICL Level 2 – 75 employees to be trained via e-learning package.

· GM, AM and BM’s qualified to ICL Levels 3 & 4 – 50 employees to be trained via face-to-face method. 
Further training may be requested by SWFRS Senior Leadership Team or the Head of Media and Communications on an ad hoc basis when deemed necessary.
Training Requirements
SWFRS has developed a clear protocol for handling media interest in our activities. Working alongside SWFRS Communications professionals, the successful supplier will be required to develop a program that seeks to embed that protocol into daily practice. 

The purpose of the training for supervisory managers and Station Managers is to gain insight into the importance of working with the media to share proactive information focusing on prevention and protection.

The purpose of the training for Group Managers and above is to gain a more complex understanding of the skills and confidence required to work with the media proactively and reactively during incidents of any scale.

It is anticipated that the face-to-face training sessions will last one day each, with six delegates per course for the Group, Area and Brigade Manager training.

The following table details the content that the successful supplier must provide for the e-learning package and the face-to-face training:
	Content
	Supervisory Managers (e-learning)
	SMs (e-learning)
	GMs, AMs, BMs (Face-to-Face)

	Using the SWFRS protocol
	· 
	· 
	· 

	Working with the SWFRS Communications team
	· 
	· 
	· 

	Working with the media
	· 
	· 
	· 

	Understanding the story that SWFRS wants to share
	· 
	· 
	· 

	Developing a narrative that considers the tone, language and outcomes that we want to achieve
	· 
	· 
	· 

	Requirements that the Communications team need, to help SWFRS share proactive campaign messages
	· 
	· 
	· 

	Key messages and how to use them
	
	· 
	· 

	Preparing to give an interview
	
	· 
	· 

	Drafting a statement
	
	· 
	· 

	Interview techniques
	
	· 
	· 

	Speaking on camera / radio
	
	· 
	· 

	Managing media at an incident
	
	· 
	· 

	Crisis communications
	
	· 
	· 

	Understanding the media role for fire services
	
	
	· 

	Building mutual relationships
	
	
	· 

	What is news? (i.e what makes news and what doesn’t make news)
	
	
	· 

	Balancing the agenda
	
	
	· 

	Developing a communications strategy
	
	
	· 


Resources

All face-to-face training will be delivered at SWFRS’s dedicated Operational Training, Personal Development and Leadership Academy at the following address:

Cardiff Gate, Church Road, Cardiff, CF3 6YA. 
A member of the Communications team will also join each training session to audit delivery, assess delegates’ strengths and assist with interviews, e.g. act as the journalist.

For the e-learning element of the training, SWFRS has a dedicated media resources team who will be using the content provided by the successful supplier to develop the e-learning package.
5.
PRICING

5.1
Bidders must complete the pricing schedule within ITQ Part 2, Section 8.5. 
5.2
Prices will remain fixed for the initial two-year contract term. 
6.
QUALITY AND ORGANISATIONAL STANDARDS

6.1
The training provided by the successful supplier must meet the aims and learning objectives set out in Section 4.
7.
CONTRACT MANAGEMENT

7.1
As part of the submission, the successful Bidder must provide a point of contact who will be responsible for contract performance and delivery. This representative will liaise with the contracting authority Contract Manager regularly. Upon commencement of the contract, an initial contract implementation meeting will be arranged. Further meetings will be arranged on an ad hoc basis when required throughout the term of the contract. 
7.2
The Bidder(s) will provide a process map with contact information to illustrate timeframes and how queries will be logged, prioritised and resolved as part of their submission.
8.
STAFF (INCLUDING SUB-CONTRACTORS)
8.1
The Contractor shall be required to provide a sufficient number of suitably professional personnel, who have appropriate and proven suitable experience, training, qualifications and competence to carry out the service/ maintenance/inspection requirements of this contract.

8.2 
Due to the business-critical nature of the required services, the Contracting Authority shall not accept trainees or any other unqualified staff working unsupervised under this proposed contract. Where such individuals are employed in the provision of services, their work shall be fully examined and certified by suitably experienced and qualified staff.

8.3 
It shall be the sole responsibility of the Contractor to ensure that all persons (own staff and sub-contractors) engaged to provide the required service as fully detailed in this document shall be fully qualified and have the relevant experience and training to undertake such work in a safe, effective and competent manner.

8.4 
The Contractor shall be required to have a documented training programme to ensure the training of its personnel involved in the delivery of the contract requirements is kept up to date to reflect current and accepted industry practice.

8.5 
Where the use of sub-contractors is proposed in relation to any of the services required, the Contractor shall employ a robust selection process to ensure the proper selection and management of their sub-contractors who shall be utilised to ensure the proper delivery of the Contracting Authority contract requirements.

8.6 
The Contractor shall note that the Contracting Authority reserves to right to approve all sub-contractors prior to their undertaking of any duties associated with this contract

9. 
ESCALATION PROCEDURE
9.1 
In the event that issues raised with the Contractor’s representative are not resolved to the satisfaction of the Contracting Authority, the Contractor shall have in place an escalation structure detailing points of contact, telephone numbers and e-mail addresses to deal with such events.

10. 
ASSESSMENT PROCESS
10.1
The Quote will be evaluated on the basis of a price/quality assessment. The ratio applied will be 60% Price and 40% Quality. 

10.2
The ITQ Part 2 document, Pricing Matrix and any supplementary information requested will be assessed using the following process:
Step 1: The ITQ Part 2 document (and, if relevant, information provided through the Central Digital Platform) will be checked for completeness. If the Bidder has provided incomplete information, they may be excluded from the process (depending on the nature and volume of missing information). Step 1 will also include a check of the Debarment List. If a Bidder is on the Debarment List, they will be excluded from the procurement.

Step 2: Gateway Questions (relating to the specification / requirement i.e. technical or quality questions) in the ITQ Part 2 will then be assessed on a Pass/Fail basis. A Pass indicates you stated you are able to comply with all the requirements, a Fail indicates you have stated you are unable to meet the requirements and will be excluded from the process. 
Step 3: On successful completion of the previous steps, Technical / Quality Questions will then be assessed in accordance with the scoring matrix.

Step 4: Price will be evaluated on the overall cost for the whole term of the contract period (including any extensions) and must include all services as detailed in ITQ Part 1 Statement of Requirements. The lowest overall cost will be awarded full marks available for price and all subsequent bids will receive a proportion of the available marks based on the lowest overall submission. Pricing must include VAT.
Step 5: Suitability Questions will be assessed on a Pass/Fail basis alongside the Response to Quote and prior to contract award. The questions and details of the scoring matrix are included in the ITQ Part 2 Quote document. Failure to meet any one of the suitability questions will result in your Quote being excluded.

Step 6: Due diligence will be undertaken on the Highest Scoring Bidder(s) to ensure that any statements made are true prior to any contract award. The Highest Scoring Bidder(s) will be required to submit any supporting evidence to verify any self-certification responses provided, within 5 working days of the initial request (unless otherwise agreed with the contracting authority). Failure to do so will result in exclusion from award and the contracting authority reserves the right to invite the next highest-ranking Bidder who can demonstrate compliance.

Step 7: The Highest Scoring Bidder(s) will then be awarded the contract subject to an 8-working-day standstill period. All Bidders will receive notification via email or the e-tendering portal of the outcome. Contract Documentation will be drawn up including documentation already published and received and contract signature.
10.3
In the event of a tie - where two or more bidders receive the same total aggregated price, quality and social value score - the following tie-breaker will determine who will be awarded the contract:
The Bidder who achieved the highest score for price will be the winning bidder.
10.4
The table below provides an overview of the assessment, award and suitability criteria:
	Assessment Criteria
	Assessment Criteria

	Step 1 – Verification of Submission
	Pass/Fail

	Step 2 – Gateway Questions
	Pass/Fail

	Step 3 – Technical Questions


                   TOTAL
	40%

	Experience of Delivery
	20%

	Course Delivery
	15%

	Contract Management
	5%

	Step 4 – Price
	60%

	Total Cost of Training for Two-Years
	60%

	Step 5 – Suitability Questions
	Pass/Fail

	Data Protection
	Pass/Fail

	Equality & Diversity
	Pass/Fail

	Cyber Security
	Pass/Fail


Th
e cost
10.5
Cost score will be based on the information requested in the pricing schedule and any additional costs. The cost and quality scores will be added together to produce a total score.  The bidder offering the most advantageous bid (i.e. the highest score) will be recommended for acceptance.

10.6
Bidders must submit prices for all requirements; failure to do so may result in the Quote being eliminated.  The higher the cost the lower the score.

10.7
Bidders responses to the technical questions in Step 3 – outlined in the ITQ Part 2 - will be assessed in line with the award criteria and the following methodology:

	SCORE
	
	

	10
	Excellent
	A response that meets the requirement in full which is detailed, relevant, descriptive and clearly evidenced, demonstrating comprehensively the ability, understanding, skills, resource and quality measures required.  The response clearly explains how outcomes will be achieved that are relevant to the requirement.



	8
	Good
	A response that meets the requirement which is relevant and demonstrates the ability, understanding, skills, resource and/or quality measures required, but lacks minor detail and/or evidence as to how outcomes will be achieved. 



	6
	Acceptable
	A response that meets the requirement.  However, the ability, understanding, skills, resource and/or quality measures required are not fully evidenced, detailed and/or relevant.



	4
	Minor Reservations
	A response with minor gaps but satisfying a reasonable proportion of the requirement.  Minor reservations of the Bidders  relevant ability, understanding, skills, resource and/or quality measures required to provide the supplies / services, with some clarification required to support the response.



	2
	Major Reservations
	A response with major reservations that only satisfies a small part of the requirement.  Considerable reservations of the Bidders relevant ability, understanding, skills, resource and/or  quality measures required to provide the supplies / services, with little evidence to support the response.



	0
	Unacceptable
	Does not meet the requirement.  Does not comply and/or irrelevant information provided to demonstrate that the Bidder has the ability, understanding, experience, skills, resource & quality measures required to provide the supplies / services, with no evidence to support the response.




10.8
There will be a minimum threshold of 70% on the overall quality scoring unless otherwise stated in the Quote pack. Suppliers failing to reach this minimum threshold will be rejected.
11.
WELSH LANGUAGE
11.1
Suppliers must be able to provide training material in Welsh if required.
12.
CLOSING DATE AND AWARD OF CONTRACT
12.1
The closing date for Quotes is Friday 9th January 2026.
12.2
The award of the contract will be based on the most advantageous Quote principles. The award of the contract will be subject to final approval by South Wales Fire and Rescue Service.
13.
ENQUIRIES 

13.1
All enquiries must be made via the sell2wales portal. Any enquiries received in any other format will not be responded to.  

13.2
The deadline for submission of queries relating to this Quote will be 17:00 Friday 2nd January 2026.
13.3
In receiving and responding to queries the FRS will balance the need to treat all bidders equally in supplying information with any specific confidentiality requirements bidders may have.

13.4
Where a question is raised a response will be provided to all other bidders in the process unless that bidder has indicated that the questions or response relates to commercially confidential information. Bidders should therefore clearly indicate any questions that they may consider to be confidential.

SECTION 4 – TERMS AND CONDITIONS OF CONTRACT

INVITATION TO QUOTE FOR THE PROVISION OF MEDIA TRAINING


Please see Appendix 2 – Contract Terms and Conditions for Goods and Services
Mae’r ddogfen yma ar gael yn y Gymraeg


