Appendix 1: Procurement Specific Questionnaire Guidance and Assessment Criteria 
1 Information to Tenderers 
1.1 Tenderers must read all instructions and questions within the Procurement Specific Questionnaire, failure to complete the questionnaire in full or to provide the information required may invalidate a Tenderers submission.
1.2 The Council will only award a contract if a Tenderer/s pass all elements of Procurement Specific Questionnaire. 
2 Procurement Specific Questionnaire: Part 1 and Part 2. 
2.1 There are elements within these parts of the Procurement Specific Questionnaire where information is obtained from the Central Digital Platform through self-declaration, made by Tenderers. Tenderer must ensure they register on the Central Digital Platform and complete all Tenderers that wish to participate in this Procurement are responsible for ensuring that the Central Digital Platform contains complete, accurate and up-to-date information about their organisation and any Associated Suppliers which are relevant for the purposes of this Procurement. Tenderers must notify the Authority immediately if it is unable to register on the Central Digital Platform and/or provide accurate and up-to-date information via the Central Digital Platform. Further details on the Central Digital Platform and registration can be found here Information and guidance for suppliers - GOV.UK 
2.2 If Tenderers do not meet the grounds for exclusion on either the Central Digital Platform or Procurement Specific Questionnaire, there is an opportunity for Tenderers to explain the background and any measures taken to rectify the situation (called self-cleaning). 
2.3 A completed declaration of Part 1 and Part 2 provides a formal statement that the organisation making the declaration has not breached any of the exclusion grounds. 
2.4 The Council also requires any associated persons to completed questions 2A:01 to 2A:05. An associated person would be parent companies, affiliates, associates, or essential sub-contractors whereby they are relied upon to meet all or parts of the criteria set out within the Procurement Specific Questionnaire, technical specification, quality/cost assessment and conditions of contract. Associated persons are likely to be within the first tier of sub-contractors, but may be further down the supply chain, for example if they are preforming key or highly technical elements of the contract.
2.5 Example: an associated person is a specialist sub-contractor or a consortium member which the main supplier/contractor is relying upon to deliver particular technical elements of the contract where the contracting authority has set demonstration of technical ability in the tender documents, including but not limited to the Specification, Schedules, Procurement Specific Questionnaire, Method Statement or Conditions of Contract (more specifically known as Conditions of Participation).
2.6 Further guidance on associated persons can be found by accessing the following link: Guidance: Exclusions (HTML) - GOV.UK
2.7 Definition: Conditions of Participation are the minimum conditions that potential supplier(s) must demonstrate compliance with. In order to participate in a procurement process or for a submission to be considered and a contract awarded (if successful). Suppliers must have the legal, financial and technical ability to perform the contract, this may include the requirement to undertake an accreditation or validation procedure, Suppliers who cannot meet the Conditions of Participation will be subject to exclusion.
2.8 Sub-contractors who are not associated persons (as specified above) but are intended to be used to deliver, perform or assist with elements of the contract must complete questions 2B:01 to 2B:03. 
2.9 Where a Tenderer intends to use subcontractors but at the Tender stage is unaware of the details of those subcontractors, the Council will require this information to be supplied before any subcontractor is appointed. Tenderers must provide details on the role of each subcontractor and the approximate percentage assigned to each subcontractor. 
2.10 If a Tenderer is excluded or excludable Tenderer by virtue of a connected or associated persons, the Tenderer will be given the opportunity to replace or remove the connected or associated persons before being excluded. Any newly appointed replacement connected or associated persons will also be checked that they are not subject to an exclusion ground. 
2.11 Tenderers that are joining in a group of organisations, including joint ventures and partnerships, each organisation in that group must complete the self-declaration available to download from the Portal. 
3 Procurement Specific Questionnaire: Part 3 
3.1 Tenderers bidding on behalf of a group (consortium) or intend to use subcontractors, should complete all of the Part 3 questions on behalf of the consortium and/or any sub-contractors as one single composite response. 
3.2 Where indicated, Tenderers can self-certify certain responses and provide the information at a later date (prior to contract award).  If the relevant documentary evidence referred to in the Procurement Specific Questionnaire is not provided upon request and without delay the Council shall constitute this as a Fail and reject the Tenderer without further evaluation.   
4 Consequences of Misrepresentation 
4.1 If a Tenderer seriously misrepresents any factual information in filling in the Procurement Specific Questionnaire and so induce the Council to enter into a contract, there may be significant consequences.  The Tenderer may be excluded from the procurement procedure, and from bidding for other contracts for three years. If a contract has been entered into you may be sued for damages and the contract may be rescinded. If fraud, or fraudulent intent, can be proved, you or your responsible officers may be prosecuted and convicted of the offence of fraud by false representation, and you must be excluded from further procurements for five years.  
5 Procurement Specific Questionnaire Evaluation Methodology 
5.1 Part 3 of the Procurement Specific Questionnaire are essentially the minimum standards the Council requires Tenderers to meet or exceed, and are of a Pass / Fail nature.  
5.2 Tenderers are required to Pass all questions in order for the response in to be considered at Stage Two (Tender Assessment).
5.3 Tenderers are only required to submit the information requested within the Procurement Specific Questionnaire. 
5.4 Tenderers are only required to submit the additional information and/or supporting documentation when requested by the Council. If a Tenderer/s fail to provide the required evidence and/or supporting documentation within set timeframes or the evidence proves, unsatisfactory this will constitute a Fail and the Tenderer/s will be rejected without further evaluation. 
5.5 The Council reserves the right to request any information from a Tenderer at any point during the procurement process. 
5.6 Please Note: Numbering within the qualification envelope and Procurement Specific Questionnaire (PSQ) assessment criteria may not be sequential and at times sections or questions may appear missing this is due to the questions within the PSQ being part of a larger question set and questions have been selected based on the Tender requirements. 
6 Why the Council needs to assess the Economic and Financial Standing of Tenderers 
6.1 The purpose of assessing the economic and financial limit standing of Tenderers is to: 
i Assess and mitigate the risk to the Council which would result if a potential contactor bidding for a contract were to go out of business during the life of the contract, or have inadequate financial resources to perform the contract; 
ii When justified, eliminate from procurement any potential supplier whose current financial capacity would pose an unacceptable risk to the Council, its service users and public money; and 
iii Ensure that any Tenderer continues to pass the financial assessment throughout the procurement process. 

6. The Council, in the strictest of confidence, will review the information provided. The Council's procedures in respect of data confidentiality will be followed and this information will not be disclosed or used for any other purpose. All Tenderers will be treated fairly and with equal diligence during the process. 
6.3 Tenderers must either have a DUNS number, or have requested a DUNS number for verification purposes. If you have applied for a DUNS number, it should be provided to the Council on receipt. 
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   Procurement Specific Questionnaire (PSQ) Assessment Criteria 
	Question
No.
	Scoring Structure
	Scoring Criteria

	Part 1: Section 1 - Preliminary Questions

	1A.01 – 1A.03
	Pass/Fail
	Pass: Organisation has answered all questions and sub-questions in Preliminary Questions section or stated not applicable.
Fail:   Organisation has not answered all the questions and sub-questions in Preliminary Questions section.

	Part 3: Procurement Specific Questions relating to Conditions of Participation

	Part 3 - Section 1: Economic and Financial Standing

	3A.01 – 3A.02
	Pass/Fail
	Pass:  Organisation is able to provide one of the requested documents in order to demonstrate its economic/financial standing.
Fail:    Organisation is unable to provide one of the requested documents in order to demonstrate its economic/financial standing.

	3A.03
	Pass/Fail
	Pass:  Organisation is able to provide DUNS number
Pass:  Organisation has registered for DUNS number and will provide asap
Fail:    Organisation is unable to provide DUNS number

	3A.04 – 3A.05
	Pass/Fail
	Pass:   Organisation is able to provide parent company accounts if requested and has provided details on the name of the organisation and relationship to the Tenderer.
Fail:     Organisation is unable to provide parent company accounts if requested and has not provided details on the name of the organisation and relationship to the Tenderer.

	3A.06 –
3A.07
	Pass/Fail
	Pass:   Organisation is relying on a guarantor and is able to provide guarantors name and economic and financial standing and guarantor has met the Minimum level of economic and financial standings as set out in 3A.08.
Fail:      Organisation is relying on a guarantor and is unable to provide guarantors name and economic and financial standing and/or guarantor has not met the Minimum level of economic and financial standings as set out in 3A.08.

	3A.08,  3A.08a and 3A.10

	Low risk /
Medium risk / 
High risk 

Pass/Fail
	The Council will review the following in order to evaluate the economic and financial standing of the Organisation:
· Information provided the section questionnaire
· Dun and Bradstreet report
· Any other publicly available financial information (such as on Companies House).
The Council would expect the following as the minimum level of economic and financial standing:

a) The tenderer to be profit making in both of the last two financial years.
Or, if loss making in either or both of the last two financial years - a compelling reason explaining why this should not be seen as representing a significant risk to the financial stability of their organisation (e.g. exceptional items).


b) Two years average turnover for each Lot is at least £10,000
Or, if not at least £10,000 – a compelling reason explaining why your historical turnover should not be used as a good indicator of your capacity to take on new contract.
The required minimum threshold for a Tenderer to pass the financial assessment is a Low Financial Risk Score. The economic and financial standing shall be assessed based on the following: 

Low: 	No perceived financial risk. The Council has no grounds for concern in relation to the potential Bidder’s financial stability to provide the required services.

Medium:   Acceptable financial risk. The Council has identified a risk of financial instability, but the risk is acceptable to the Council in relation to the potential Bidder’s ability to provide the required services.

High:         Unacceptable financial risk. The risk of financial instability of the potential Bidder is too great for the Council to accept in relation to the potential Bidder’s ability to provide the required services.

Notwithstanding the above, in situations where Tenderers have obtained a medium or high rating of financial risk and do not satisfy the criteria and where in the best interests of the Council outweigh any potential risk, the Council reserves the right to report to the Council’s Section 151 Officer any Tenderer receiving a rating of Medium or High in terms of financial risk. The Section 151 Officer will review all the financial information submitted and assess any mitigating circumstance why a Tenderer should be shortlisted with a score of Medium or High. 

The Council reserves the right to:
a) request any further information or clarifications as required to alleviate any concerns raised as a result of assessment of a Tenderer’s economic and financial standing at any stage of the procurement process; and
b) request that a Tenderer provides a guarantee in order to proceed to the next stage of the procurement and if the Tenderer refuses to enter into a guarantee in the form proposed by the Council, it shall fail the financial assessment and not pass to the next stage of the evaluation, the Council reserves the right to conduct an assessment of any proposed guarantor and/or parent company’s financial standing at any stage of the procurement process.   

The decision of the Council’s Section 151 Officer will be final in relation to whether a Tenderer passes or fails the assessment of economic and financial standing. 

	3A.09
	Pass/Fail
	Pass:   Organisation has confirmed that if analysis of the financial position within (3A.08) shows that further measures are necessary to provide adequate assurance of your financial strength, it is able to provide one of the following to provide assurance a parent company guarantee, a performance guarantee bond, bank guarantee/reference or advance payment bond.
Fail:     Organisation is unable to provide assurances if analysis of the financial position within (3A.08) shows that further measures are necessary to provide adequate assurance of your financial strength and is not able to provide a parent company guarantee, a performance guarantee bond, bank guarantee/reference or advance payment bond or another type of assurance that satisfies the Council’s Section 151 ability to formally make a decision on the financial strength of the Tenderer (3A.08). 

	Part 3 - Section 2: Insurance 

	3B.01
	Pass/Fail
	Employers Liability Insurance 

Pass: 	Minimum indemnity level met or an undertaking given that it will be met in the event of being awarded the Contract.
Fail: 	Minimum indemnity level not met and no undertaking given that it will be met in the event of being awarded the Contract.

	3B.02
	Pass/Fail
	Public Liability Insurance 

Pass: 	Minimum indemnity level met or an undertaking given that it will be met in the event of being awarded the Contract.
Fail: 	Minimum indemnity level not met and no undertaking given that it will be met in the event of being awarded the Contract.

	Part 3 - Section 3 - Technical and Professional Ability

	3C.01
	N/a
	For information only.

	3C.02 – 3C.03
	Pass/Fail
	Pass:   Organisation has provided up to three (3) contract examples demonstrate extensive relevant experience to the Council’s requirement.
Pass:   Organisation has provided a statement demonstrating that as a result of recent changes (e.g. merger, acquisition, hiring of staff, etc.,) or they have staff in post with the relevant experience to adequately deliver the contract
Fail:     Organisation has provided up to three (3) contract examples but demonstrates limited or inappropriate relevant experience to the Council’s requirement. 
Fail:    Organisation statement provided does not demonstrate adequate capabilities to deliver the contract (e.g. through merger, acquisition, hiring of staff and/or does not have staff in post with the relevant experience required to adequately deliver the contract)
Fail:     Organisation demonstrates no relevant experience.

	3C.04 and 3C.04A
	Pass/Fail
	Pass:	Organisation has not been the subject of a claim (contractual or otherwise) based upon a failure in delivering a similar service.
Pass:	Organisation has been the subject of a claim (contractual or otherwise) based upon a failure to in delivering a similar service, but for reasons outside the control of the organisation.
Pass:	Organisation has been the subject of a claim (contractual or otherwise) based upon a failure to in delivering a similar service and appropriate action taken to ensure this will not happen again.
Fail:	Organisation has been the subject of a claim (contractual or otherwise) based upon a failure in delivering a similar service as a result of actions of the tenderer and/or inappropriate action taken to ensure this will not happen again.

	3C.05 and 3C.05a
	Pass/Fail
	Pass:	Not tendering for similar contracts with other organisations.
Pass:	Tendering for similar contracts with other organisations but will not affect capacity to carry out this contract.
Fail:	Tendering for similar contracts with other organisations and will affect capacity to carry out this contract.

	3C.06
	Pass/Fail
	Pass: Organisation successfully demonstrates how they will maintain good supply chains with sub-contractor(s) in connection with this agreement 
Pass: Provider response is N/A as they are not using sub-contractor(s)
Fail:   Organisation will not or does not demonstrate how they will maintain good supply chains with sub-contractor(s) in connection with this agreement.

	3C.07 – 
3C.07a
	Pass/Fail
	Pass: Answer 'No' does not have a conflict of interest
Pass: Answered ‘Yes’ has a conflict of interest but has demonstrated how and what action they have taken to rectify/mitigate (self cleaning).
Fail:   Answer 'Yes' has a conflict of interest

	3C.08
	Pass/Fail
	Pass: 	Tenderer/ its directors/ any other person who has powers of representation, decision or control has not been found to have employed the practice of 'blacklisting'.
Pass:  Tenderer/ its directors/ any other person who has powers of representation, decision or control has been found to have employed the practice of 'blacklisting', but demonstrated how and what action they have taken to rectify the conviction (self cleaning).
Fail: 	Tenderer/ its directors/ any other person who has powers of representation, decision or control has been found to have employed the practice of 'blacklisting'.

	Part 3 - Section 4 – Modern Slavery Act 2015

	3D.01 
	N/a
	For information only.

	Only Applicable if answered ‘Yes’ to 3D.01

	3D.02 - 3D.04
	Pass/Fail
	Pass: 	Organisation confirms compliance with Section 54 of the Modern Slavery Act 2015.  
Pass:   Organisation does not comply but provides evidence that sufficient to the effect measures are being implemented to ensure compliance with section 54 of the Modern Slavery Act 2015.  
Fail: 	Organisation does not provide sufficient evidence to the effect that measures are being implemented to ensure compliance with section 54 of the Modern Slavery Act 2015.

	Part 3 - Section 5 - Equal Opportunities and Welsh Language

	3E.01
	Pass/Fail
	Pass:	Has not been the subject of a finding of unlawful discrimination.
Pass:	Has been the subject of a finding of unlawful discrimination and adequate evidence provided that appropriate action has been taken to prevent it from happening again.
Fail:	Has been the subject of a finding of unlawful discrimination and no/ inadequate evidence provided that appropriate action has been taken to prevent it from happening again.

	3E.02
	Pass/Fail
	Pass:	No formal investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in a jurisdiction other than the UK)/ A formal investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in a jurisdiction other than the UK) but a complaint of unlawful discrimination not upheld.
Pass:	A complaint of unlawful discrimination upheld and adequate evidence provided that appropriate action has been taken to prevent it from happening again.
Fail:	A complaint of unlawful discrimination upheld and no/ inadequate evidence provided that appropriate action has been taken to prevent it from happening again.

	3E.03
	Pass/Fail
	Pass:	No finding of unlawful discrimination against someone with protected characteristics has been made.
Pass:	A finding of unlawful discrimination against someone with protected characteristics has been made and adequate evidence provided that appropriate action has been taken to prevent it from happening again.
Fail:	A finding of unlawful discrimination against someone with protected characteristics has been made and no/ inadequate evidence provided that appropriate action has been taken to prevent it from happening again.

	3E.04
	Pass/Fail
	Pass:	Organisations confirms all workers receive equalities training.
Fail:	Organisations workers do not receive equalities training.

	3E.05
	Pass/Fail
	Pass:	Organisations confirms all workers have employment contracts in place.
Fail:	Organisations workers do not have employment contracts in place.

	3E.06
	Pass/Fail
	Pass:	Organisations confirms all workers are paid in line with relevant national pay rates (these are the National Minimum / Living Wage rates in the United Kingdom). 
Fail:	Organisation does not pay all workers in line with relevant national pay rates (these are the National Minimum / Living Wage rates in the United Kingdom)?

	Part 3 - Section 6 – Health & Safety 

	3F.01
	Pass/Fail
	Pass:	Organisation has a written Health and Safety Policy.
Fail:	Organisation does not have a written Health and Safety Policy.

	3F.02
	Pass/Fail
	Pass:  Organisation has arrangements in place to manage health and safety effectively and control significant risks
Fail:  Organisation does not have  arrangements in place to manage health and safety effectively and control significant risks

	3F.03
	Pass/Fail
	Pass:	Organisation has risk assessments and safe systems of work in place that are reviewed and communicated.
Fail:	Organisation does not have risk assessments and/or safe systems of work in place that are reviewed and communicated.

	3F.04
	Pass/Fail
	Pass:   Has not been served with an Improvement Notice (or equivalent notice) by any enforcing body within the last five years.
Pass:   Has been served with an Improvement Notice (or equivalent notice) by any enforcing body within the last five years that is not relevant to the Council’s requirement.
Pass:   Has been served with an Improvement Notice (or equivalent notice) by any enforcing body within the last five years that is relevant to the Council’s requirement, but demonstrates that appropriate remedial action has been taken.
Fail:     Has been served with an Improvement Notice (or equivalent notice) by any enforcing body within the last five years that is relevant to the Council’s requirement, and demonstrates that no/limited/inappropriate remedial action has been taken.

	3F.05
	Pass/Fail
	Pass:   Has not been served with a Prohibition Notice (or equivalent notice) by any enforcing body within the last five years.
Pass:   Has been served with a Prohibition Notice (or equivalent notice) by any enforcing body within the last five years that is not relevant to the Council’s requirement.
Pass:   Has been served with a Prohibition Notice (or equivalent notice) by any enforcing body within the last five years that is relevant to the Council’s requirement, but demonstrates that appropriate remedial action has been taken.
Fail:     Has been served with a Prohibition Notice (or equivalent notice) by any enforcing body within the last five years that is relevant to the Council’s requirement, and demonstrates that no/limited/inappropriate remedial action has been taken.

	3F.06
	N/A
	For Information Only 

	3F.07
	Pass/Fail
	Pass:   Organisation confirms staff receive safety training before undertaking work.
Fail:     Staff do not receive safety training before undertaking work.

	3F.08
	Pass/Fail
	Pass:   Organisation confirms staff receive training to meet the standards by the relevant regulatory body.
Fail:     Staff do not receive training to meet the standards by the relevant regulatory body.

	3F.09
	Pass/Fail
	Pass:   Organisation confirms it takes steps to ensure the supply chain has appropriate policies in place.
Fail:     Organisation does not take steps to ensure the supply chain has appropriate policies in place.

	3F.10 – 
3F.10a
	Pass/Fail
	Pass:   Organisation confirms it takes steps to ensure supply chain has appropriate health and safety training in place.
Fail:     Organisation does not takes steps to ensure the supply chain has appropriate health and safety training in place.

	Part 3 - Section 7 – Safeguarding

	3G.01
	Pass/Fail
	Pass: Organisation prepared to follow the Council’s ‘Safeguarding Policy for Suppliers’. 
Fail: Organisation not prepared to follow the Council’s ‘Safeguarding Policy for Suppliers’. 

	3G.02
	Pass/Fail
	Pass: Organisation prepared to permit its staff to attend any Safeguarding training course provided by the Council. 
Fail: Organisation not prepared to permit its staff to attend any Safeguarding training course provided by the Council. 

	Part 3: Section 12 - Accreditation, Professional Membership and Apprenticeships

	3L.01
	Pass/Fail
	Pass:   Your company is XXX approved or your proposed sub-contractor/s are XXX approved 
Fail:     Your company Isn’t XXX approved or your proposed sub-contractor/s aren’t XXX approved


 
