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Section 1:
INTRODUCTION AND CONTACT DETAILS

1.1 Your organisation, along with others, is invited to submit a tender for grant funding for Inspiring Change Manchester.  Shelter intends to appoint a number of grant recipients (Recipients) and the grant award will be divided into two specific services from specialist organisations or a consortium, which will be fully integrated with the wider programme. The grant funding is being funded by a Big Lottery Fund Grant. Each service will be delivered within a Psychologically Informed Environment
 The Recipient must be capable of applying the grant funding to deliver services to individuals with complex needs.
	Lot 1 - Engagement Team

This is an existing element of the programme that will go through a redesign as part of the Business Plan Review.

The appointed provider will demonstrate an ability to lead a refresh of this aspect of the programme and to ensure Year 3 and 4 priorities are met (see appendix B). 
The appointed provider will promote and support all of the four programme objectives (see outline service specification).
The appointed provider will employ and directly manage a team of dedicated professionals and GROW trainees (see appendix B of outline service specification) to work with adults with multiple and complex needs, from when people become candidates for the programme, through to delivery during participation in the programme, on to sustainable positive change. In all of this service users will be involved and empowered and trainees and volunteers with lived experience of multiple and complex needs will be supporting engagement. Relational and person centred practice will be required. The programme exists to demonstrate and evaluate different ways of working. An ability to lead an integrated delivery model, engage volunteers and demonstrate excellence in empowerment based practice are essential.    

The appointed provider will head the operational part of the programme, coordinating and supporting agencies delivering the following functions:

· Mental Health – delivered by Self Help Service, addresses low-level mental health need and opens up pathways to high need support, alongside enhancing psychologically informed practice across the programme. Delivers CBT, counselling and reflective practice.

· Accommodation – delivered by Shelter, supporting service users to access suitable housing and leading a Housing First pilot

· GROW campus, delivered by Back on Track and providing bespoke education, training and pre-employment support

· Peer Mentoring, provider yet to be appointed, a volunteer led service, engaging lived experience volunteers to inspire, motivate, support and encourage service users.     

The appointed provider will promote and coordinate resources from across the partnership and draw on community resources. Collaboration with external stakeholders to ensure integrated working in the city and lasting positive change for service users will be essential. This will include making connections with community assets and people in service user’s own networks. 

The appointed provider will ensure service users receive person centred engagement that helps them identify their assets, goals and objectives. It will take the lead in devising strengths based, SMART Action Plans with service users. It will have responsibility for ensuring the programme’s service user assessments are completed on a timely basis and in partnership with other providers. These are key to demonstrating programme effectiveness.  

The appointed provider will ensure that M-THINK, the programme’s integrated data system is utilised to support all four programme objectives. They will work closely with the Programme Team, which will provide performance and business support.

The appointed provider will provide day-to-day management of the ICM community HUB, operating it as a psychologically informed environment and a new form of ‘community space’. 

The appointed provider will demonstrate and champion the role of our GROW Trainees by ensuring that they are integrated in its staffing model. At least one of the operational manager posts must operate as a traineeship or apprenticeship for a person with lived experience of multiple needs and support services.

The appointed provider will promote and help manage the programme’s Flexible Fund.

The appointed provider will fully implement the programme’s No Wrong Door compact (see Appendix C) 




	Lot 2 – Peer Mentoring 

This is an existing element of the programme that is being redesigned as part of the Business Plan Review. It is currently delivered across two contracts but is now being established as a single Lot in itself. 
The appointed provider will demonstrate an ability to lead a refresh of this aspect of the programme, establishing it as a core element of programme delivery. 

The appointed provider will support the delivery of Year 3 and 4 priorities (see appendix B). 
The appointed provider will promote and support all of the four programme objectives (see outline service specification).

We particularly welcome interest from grassroots organisations, user-led organisations or organisations demonstrating a track record in and commitment to co-production and the use of peers to engage with service users with multiple and complex needs.

The focus of peer mentoring will be relational, person centred practice. Innovative approaches to this are welcomed. 

The appointed provider will be expected to incorporate a GROW traineeship in their workforce model.  Support will be provided by the Programme Team to deliver this. 

The appointed provider will deliver a service that is flexible, i.e. in relation to location, time of day, purpose of contact, length of contact. Some periods of contact with service users will be short and task centred, others may be long term and involve deep commitment to helping someone maintain lasting change. Making and developing links to local community assets is crucial. Tackling barriers to change with service users and promoting inclusivity will be essential. There is an expectation that the Peer Mentor team will focus on promoting positive identities, overcoming marginalisation, building support networks and making new positive connections. 

The appointed provider will support the work of the Engagement Team in helping to engage, support and empower service users

The appointed provider will need to maintain a strong link with the programme’s Core Group, the representative and governance body for people with lived experience of multiple needs.

The appointed provider will need to maintain strong links with the GROW campus to support service users to access volunteering, training, education and employment opportunities. 

The appointed provider will support the delivery of service user assessments and action planning. 

The appointed provider will promote and help manage the programme’s Flexible Fund.

The appointed provider will fully implement the programme’s No Wrong Door compact (see Appendix C) 




It is intended to award grant funding agreements to those bidders who achieve the highest quality and price combined score as a result of this tender exercise.  As the funder of the project, the Big Lottery Fund has the right to make any amendments to requirements, including the grant agreement.
1.2 The deadline for submission of tenders is 12 noon 08/02/2016.
1.3 The information and instructions provided in this Invitation to Tender are designed to ensure that all tenders are given equal and fair consideration.  If you have any doubts as to what is required, or you have difficulty in providing the information, please contact the person named below.

1.4 Please check that you have received all of the information listed in the ‘Contents’.  If any of the information is missing, you should notify the named contact, below, immediately.

1.5 If you have any queries relating to the tender documentation, or would like to request further information, please contact the person named below.  You must ensure that any queries are made before 5pm on 25/01/2016.
1.6
You should note that any issues raised at the meeting which are not commercially confidential will be shared with the other Tenderers and Shelter’s answers to any written queries may also be circulated to all Tenderers.
1.7
Contact for this Tender: Sarah_Walters@shelter.org.uk
Telephone Number: 0344 515 1649
Email:  Sarah_Walters@shelter.org.uk
Section 2:
PROCUREMENT TIMETABLE
The intended timetable for this procurement is:

	Stage in Procurement Process


	Dates

	Issue of Pre- Qualification Questionnaire and Invitation to Tender

	07/01/2016

	Deadline for tender queries


	25/01/2016

	Deadline for submission of tenders


	08/02/2016 (12 noon)

	Evaluation of tender documents

	From the 08/02/2016

	Presentations/ Clarification Interviews

	11/02/2016- 12/02/2016

	Final evaluation


	12/02/2016

	Notification of result of evaluation


	15/02/2016

	Best practice standstill period

	16/02/2016 – 26/02/2016

	Award decision


	29/02/2016

	Start of mobilisation period

	01/03/2016

	Target Service start date

	01/04/2016


Please note: Shelter reserves the right to cancel the tender process at any point.  Shelter is not liable for any costs resulting from any cancellation of this tender process, nor for any other costs incurred by those tendering for this Contract.
Section 3:
INSTRUCTIONS FOR SUBMISSION OF TENDER

Paragraph:

3.1 General Information

3.2 Submission of Tender

3.3 Consortium Bids

3.4 Recipient Questionnaire

3.5 Method Statement

3.6 Contract Price and Payment

3.7 Contract Award and Conditions

3.8 Incurred Expenses

The following instructions are designed to give you assistance with the completion of your tender.

Please ensure that you submit your tender in accordance with these instructions.  It is important that you provide all the information asked for in the format and order specified.  If you don’t, it could invalidate your tender.

3.1
General Information
How you prepare and present your tender proposal can be a crucial factor in securing a contract.  The following points may help you to understand what can turn a tender into a winning tender:

3.1.1 Read ALL the instructions and information included within the Invitation to Tender; preparation is the key, so understand fully what is being asked of you.


3.1.2 Respond in the required format.  You must not alter the format of any of the documents.  If the space on the form is insufficient, attach additional sheets but please follow a similar format.  Mark any additional sheets with your organisation name and the question number.

3.1.3 Please provide as full a response to the requirements as possible.  It is your only chance to give solutions rather than create more questions.  Answer the questions but be concise and don’t make us search too hard to find answers.

3.1.4 Don’t use your tender as a vehicle to issue glossy but meaningless brochures about your organisation – only include them if they are relevant.

3.1.5 Be upfront – we will be as honest about our requirements as possible.  In return, we look for honest tenders with no hidden costs or exclusions.

3.1.6 Be aware of the deadline for return of your tender and plan ahead to ensure that you meet it; tenders submitted once the deadline has passed will not be accepted.
3.1.7 Make sure that your tender is completed, typed in English, with all prices in Sterling (inclusive of VAT), and is signed and dated.
3.1.8 Word counts are included in brackets after each question, where relevant. If the maximum word count is exceeded, the additional words will not be included for evaluation purposes
3.1.9 Please ensure that where information is to be sought from third parties – for example, references, guarantees etc. – such requests can be dealt with speedily and at no cost to Shelter.  You may wish to contact referees for their agreement to provide a reference prior to putting their details in your tender.

3.1.10 You must notify Shelter, in writing, of any change in the information submitted in the response at any time during the tender process.
3.2
Submission of Tender
3.2.1
You must complete and return all the tender documentation listed below as your tender submission.  The documents for completion can be found in section 7:
· Recipient Questionnaire – section 7a;

· Method Statement – section 7b;

· Pricing Schedule – section 7c;

· Signed Form of Tender – section 7d;

3.2.2 You must submit your tender by the agreed time and date, allowing adequate time for your e-mailed tender to arrive before the deadline. You must submit a hard copy and an email version of the tender. Both must be received by 12 noon on 08/02/2016. Verbal tenders will not be accepted.
3.2.3 Hard copies should be sent to the following address: 

F.A.O Inspiring Change Manchester

Shelter

Victoria House

5 Samuel Ogden Street

Manchester

M1 7AX 

Email version needs to be sent to the following address:


Email:  Sarah_Walters@shelter.org.uk
3.2.4 Late tenders will be rejected; it is your responsibility to ensure that your tender is received on time.

3.2.5 Make sure that the information you put into your tender is correct and check that all the information you need to submit is included before you send it in.  Information submitted once the deadline has passed, including any amendments to your tender, may not be considered.

3.2.6 Shelter will keep all tenders received securely and open them once the tender deadline has expired.  

3.3
Consortium Bids
3.3.1
If you intend to form a partnership or consortium in order to deliver this contract, you must identify:

a) the lead organisation; or,

b) a legal entity,

to take responsibility for the tender and the eventual contractual arrangements.
3.3.2
If applying on behalf of a partnership or consortium, you must list the names and addresses of all the member organisations of the partnership/consortium in your submission.  You may be asked for additional information about the partnership or consortium at a later stage in the tender process.
3.4
Recipient Questionnaire
3.4.1
The Recipient Questionnaire assesses your organisation’s suitability for the delivery of this contract.  It is split into parts, which ask questions relating to the technical, financial and economic capability of your organisation.

3.4.2 Please answer the questions in the Recipient Questionnaire, reading through it carefully before completing it.  Make and keep a copy before you submit it, as you may need to refer to it if you are asked questions of clarification.

3.4.3 We are looking for evidence of your organisation’s ability to meet our basic requirements and for us to understand as much as possible about your organisation and how you operate.  It is important, therefore, that in your responses to the questions, you provide specific evidence of your ability to meet the requirements.  Information and detail which forms part of general company literature or promotional brochures etc., or information contained within a web-link, should not be submitted and will not form part of the evaluation process.

3.5 Method Statement
3.5.1 The Method Statement is your response to Shelter’s specification and should set out how you will meet all of the requirements set out in the Specification, including related activities to achieve the outputs and outcomes.  Your Method Statement is the formal offer to Shelter and will form part of the contract between us.

3.5.2 The purpose of the Method Statement is to allow us to evaluate your understanding of our requirements and the quality of your proposals for meeting them.  To help us evaluate your Method Statement, we ask you to present the information as requested in the Specification.

3.5.3 If more than one organisation will be involved in the delivery of the contract (for example, through a consortia arrangement), full details should be provided of how the arrangements will operate to meet Shelter’s requirements.
3.5.4 You must provide a separate method statement for each lot you wish to bid for and answer the questions set out for each lot. If applying for more than one lot, please do not copy and paste information across method statements. For the avoidance of doubt, please see the following guidance;


· Lot 1 (Engagement Team) -  Provide one method statement 
· Lot 2 (Peer mentoring) –      Provide one method statement 
3.6
Contract Price & Payment
3.6.1 You must calculate the full costs of providing the service for which you are tendering, including both the direct and non-direct costs including VAT.    
3.6.2 Payment will normally be made quarterly following receipt of quarterly grant instalments from BIG Lottery Fund. In practice this means payments will be made 1 month in arrears and 2 months in advance for each quarter.
3.6.3 Funding has been committed.  The maximum available contract value for each lot is as follows and bids received higher than these amounts will be rejected (these funds are inclusive of VAT):-
	
	 2016/2017
	2017/2018
	TOTAL BUDGET 
Y1-2

	1 - Engagement Team
	£379,150
	£384,626
	£763,776

	2 - Peer Mentoring  
	£79,768
	£80,310
	£160,078


3.7
Successful Appointment & Conditions
3.7.1
You will be notified in writing if your bid has been successful.  We will ask you to sign a written copy of the Agreement, which will include our standard Conditions of Contract (including all contract schedule(s)) together with the Pricing Schedule and Method Statement.  Without a contract signed by both parties being in place, there will be no binding agreement between us.

3.7.2 The Agreement will be awarded on the Shelter Terms and Conditions of Contract as included with this tender documentation.  These will form the basis of any written signed contract between us, and will take precedence over any other conditions that you may propose.

3.8
Incurred Expenses
Shelter shall not be responsible for any expenses that you may incur in any aspect of the tendering process.

Section 4:
EVALUATION OF TENDER
4.1
Tender Evaluation

4.1.1
Shelter and the Big Lottery Fund require to maximise the benefit which the grant funding will deliver to individual users of the Recipients Services. To seek to achieve that Shelter will evaluate the tenders it receives on the basis of the most economically advantageous tender (a balance of quality and price);
We are not bound to accept any tender, and will award contracts on the basis of the most economically advantageous tender to the programme. 

4.1.2
The tender evaluation process will be carried out in 2 stages:

1) Evaluation of the Recipient Questionnaire;

2) Evaluation of Tender, including Method Statements and Pricing Schedule.

4.1.3 Evaluation of Recipient Questionnaire

With the exception of the financial evaluation submissions, responses will be evaluated using either a PASS/FAIL criteria or will be scored from 0-5 (This is set out against each section in the Recipient Questionnaire document).  All bids which achieve a PASS where relevant, or a score of at least 2.5 where relevant, will be taken though to the next stage.  Bids which do not achieve either a PASS or a score of at least 2.5 for any section of the Recipient Questionnaire will be eliminated and will not proceed to the next stage of evaluation.  Your company’s financial information will be assessed by our expert finance team, who will take into consideration the financial status or your organisation together with any associated risk to the programme.  Shelter will use this risk assessment in its decision to take your organisation through to the next stage of the evaluation and reserves the right to assess any highlighted financial risk before determining the value of any contract to be awarded when calling-off the Agreement.  
4.1.4 Evaluation of Tender, including Method Statements and Pricing Schedule.

At section 7b, you will find a set of questions relating to each of the 2 lots for this framework (Lot 1 Engagement Team, Lot 2 Peer Mentoring). You must provide a method statement for each lot you wish to bid for.  
An evaluation panel made up of Shelter, Partner representatives and Service Users will carry out the evaluation of tenders in accordance with the following weighted criteria, which outlines the criteria and weighting to be used in evaluating each lot; 

	Criteria
	Sub-Criteria
	Sub-Weight
	
	Overall weight

	
	
	Lot 1
	Lot 2
	

	Quality
	Mobilisation and transition
	15%
	15%
	80%

	
	Proposed Service
	30%
	30%
	

	
	Management and leadership
	15%
	15%
	

	
	Joint Working and Partnership
	25%
	25%
	

	
	Monitoring and Evaluation 
	15%
	15%
	

	Price
	Contract price
	100%
	100%
	20%


4.1.5 The Contract Price element of the award criteria will be evaluated in respect of the contract for 2016/17 (1 Apr 16 to 31 Mar 17) using the following methodology:

· 20 points are available for finance as part of the overall score.

· The lowest priced bid will be awarded the full 20 points, subsequent to this bids with a 1% variance to the best bid will be awarded 1 less point, bids with a 2% variance to the best bid will be awarded 3 less points (i.e. 1 less for 1% variance + 2 less for 2% variance), bids with a 3% variance to the best bid will be awarded 6 less points and so on.


Any bids higher than the maximum available fund will not be considered. 
4.1.6
An example of an evaluation scoring matrix is included below for information only.  Note that failure to achieve 50% of the available points (i.e. 2.5) for any one quality criterion will bar a tender from further consideration.
	Score


	Description of Response



	0-1.4
	Completely unsatisfactory response, has provided no or very limited relevant information.

	1.5-2.4
	Unacceptable response, demonstrating a limited understanding of the service requirements indicating that the tenderer would meet only some of the requirements of the contract some of the time. 

	2.5-3.4
	Acceptable response, indicating that the tenderer has met the basic standard in its response.

	3.4-4.5
	Good response, demonstrating that the tenderer has fully understood the requirements of the service.

	4.5-5
	Superior response indicating that the tenderer has a wholly comprehensive understanding of the contract standards and that the proposed approach will result in the contract standard being exceeded.


4.1.6 Shelter reserves the right to reject any tender that fails to comply fully with the requirement of the selection process outlined above, or that is guilty of a serious misrepresentation in supplying any information requested in this document.
4.2
Post-Tender Negotiation

We may enter into post-tender negotiation, but we will not allow any post-tender negotiation to distort competition.  It is important that you submit your best and final offer at the tender stage and do not rely on post-tender negotiation to revise your tender.

Section 5:
BACKGROUND INFORMATION 
5.1 Overview

The Big Lottery Fund (BIG) has invested £112 million to improve the lives of people with multiple and complex needs by enabling better blended, more empowering services. It aims to showcase and evidence more effective and efficient ways of organising and delivering services. The focus is on people with complex needs who are experiencing at least three of the following: 

· Homelessness
· Reoffending
· Problematic drug or alcohol use 
· Mental ill health. 
These may be complicated by a range of other issues associated with their history, current circumstances or identity. 
BIG expect organisations to work in partnership to develop locally owned solutions that bring about the following outcomes:

· For the individual: People with multiple and complex needs are able to better manage their lives through access to person centred and co-ordinated services

· For services: Services are more tailored and better connected and will empower users to take full part in effective service design and delivery. 

· Learning: Shared learning and the improved measurement of outcomes for people with multiple and complex needs will demonstrate the impact of service models to key stakeholders (a strong action learning element will feature, to demonstrate the impact of this approach and influence practice and ‘system’ design)   

5.2 Inspiring Change Manchester - overview

Inspiring Change Manchester is a partnership, led by Shelter, with an ambitious vision to help people lead fulfilling lives by transforming Manchester’s services. We believe that people living in Manchester who have multiple and complex needs can achieve real lasting growth and fulfilment. 

Simply surviving is not enough. Yet our research shows that ‘survival’ rather than ‘growth’ is the reality for too many of Manchester’s most vulnerable residents. To make our vision possible, we will need to inspire a wide range of people across the city to change how we work together to make lasting change. Through our project, we will:

· Inspire people with entrenched, damaging lifestyles to take the first steps on a personal journey of change

· Inspire service users to persevere with their recovery, though the journey may be long and challenging

· Inspire professionals, from the front-line to senior decision-makers, to change how Manchester works – breaking down the barriers that stand in the way of people resolving their complex needs and leading truly fulfilling lives.

5.3 Organisation Structure

For further information about Shelter, please visit www.shelter.org.uk
For further information about the Big Lottery Fund, please visit: http://www.biglotteryfund.org.uk/prog_complex_needs 
For further  information about Inspiring Change, please visit http://inspiringchangemanchester.shelter.org.uk
5.4 Partnership Vision

Shelter and our programme stakeholders share an ambitious vision to change the way people in Manchester find help with the complex problems that seriously limit their life chances. 

This project aims to work in a new way to demonstrate the benefit, for both the individual and services, of a 'lead worker' role delivered via a multi-disciplinary team within a psychologically informed environment. They will facilitate access to existing services in Manchester and address gaps identified i.e. use ‘assertive outreach’ to make contact with people who aren't already getting support. We will make sure that when people do seek help in a crisis, there is no ‘wrong door’ – all agencies will work together to put in place the support needed, no matter what the first point of contact. 

A trusted and impartial Engagement Team will demonstrate the added value of this service e.g. will stay in touch throughout each person's journey to recovery, the organisations involved in supporting them, or other transitions in their lives. We'll also help them get involved in changing the system to ensure the appropriate support is received at the appropriate time.

The success of our project will be judged by the long-term positive changes they achieve in people’s lives. We will know if this has happened because we will stay in touch with the people we help, and ask them to tell us about the impact of our support on all aspects of their lives. We will make sure they are able to stay fully involved as we learn from our experiences and adjust the way we work to reflect them.

All project activity over the 8 years will be directed towards stimulating and embedding change in how services are designed, commissioned and delivered.  Involving commissioners at every stage, we will have genuine influence over future decisions about how public funds are invested, with more blended services to improve lives and benefit Manchester. 

5.5 TUPE (Transfer of Undertakings Protection of Employment Regulations)

Shelter will assist consideration of TUPE by requesting workforce information from current providers of services. It should be noted that redesign leading to this Invitation to Tender has included changes to delivery model and workforce design.  
Section 6:
SPECIFICATION 
LOT 1 Engagement Team
1.0
Introduction

1.1
Scope:

This is an existing element of the programme that will go through a redesign as part of the Business Plan Review.

The appointed provider will demonstrate an ability to lead a refresh of this aspect of the programme and to ensure Year 3 and 4 priorities are met (see appendix B). 
The appointed provider will promote and support all of the four programme objectives (see 1.1).
The appointed provider will employ and directly manage a team of dedicated professionals and GROW trainees (see appendix B of outline service specification) to work with adults with multiple and complex needs, from when people become candidates for the programme, through to delivery during participation in the programme, on to sustainable positive change. In all of this service users will be involved and empowered and trainees and volunteers with lived experience of multiple and complex needs will be supporting engagement. Relational and person centred practice will be required. The programme exists to demonstrate and evaluate different ways of working. An ability to lead an integrated delivery model and demonstrate excellence in empowerment based practice are essential.    

The appointed provider will head the operational part of the programme, coordinating and supporting agencies delivering the following functions:

· Mental Health – delivered by Self Help Service, addresses low-level mental health need and opens up pathways to high need support, alongside enhancing psychologically informed practice across the programme. Delivers CBT, counselling and reflective practice.

· Accommodation – delivered by Shelter, supporting service users to access suitable housing and leading a Housing First pilot

· GROW campus, delivered by Back on Track and providing bespoke education, training and pre-employment support

· Peer Mentoring, provider yet to be appointed, a volunteer led service, engaging lived experience volunteers to inspire, motivate, support and encourage service users.     

The appointed provider will promote and coordinate resources from across the partnership and draw on community resources. Collaboration with external stakeholders to ensure integrated working in the city and lasting positive change for service users will be essential. This will include making connections with community assets and people in service user’s own networks. 

The appointed provider will ensure service users receive person centred engagement that helps them identify their assets, goals and objectives. It will take the lead in devising strengths based, SMART Action Plans with service users. It will have responsibility for ensuring the programme’s service user assessments are completed on a timely basis and in partnership with other providers. These are key to demonstrating programme effectiveness.  

The appointed provider will ensure that M-THINK, the programme’s integrated data system is utilised to support all four programme objectives. They will work closely with the Programme Team, which will provide performance and business support.

The appointed provider will provide day-to-day management of the ICM community HUB, operating it as a psychological informed environment and a new form of ‘community space’. 
The appointed provider will demonstrate and champion the role of our GROW Trainees by ensuring that they are integrated in its staffing model. At least one of the operational manager posts must operate as a traineeship or apprenticeship for a person with lived experience of multiple needs and support services.
The appointed provider will promote and help manage the programme’s Flexible Fund.

The appointed provider will fully implement the programme’s No Wrong Door compact (see Appendix C) 

	Length of contract: 2 years initially

	Maximum funding allocation: 

£763,776 including VAT, over two years (2016/17 – 2017/18). 
Funding has been committed.  The available contract value for each lot is the maximum amount available (inclusive of all costs) and bids received higher than these amounts will be rejected. 


	Recipient: This lot would be open to one Recipient, or a consortium of organisations.

	Targeting clients: 
For their investment BIG require partnerships to work with people with multiple and complex needs as individuals. They define this as an adult experiencing at least two of the following: homelessness, reoffending, problematic substance misuse and mental ill health.
Our review of research on complex needs in Manchester has indicated that all of the issues targeted by Fulfilling Lives (homelessness, reoffending, problematic substance misuse and mental ill health) are widespread in the city. Supporting People data (2011/12) showed that 2,731 people received 5,297 interventions for mental health, substance misuse, housing and offending needs (an average of 2.2 interventions per individual). Further data analysis we commissioned from the Making Every Adult Matter Coalition (MEAM) suggests there are likely to be at least 750 people with three or more complex needs in Manchester at any time. 

On the basis of the high number of adults with multiple and complex needs in the city, we propose to target the entire Manchester City Council area, but only to deliver our interventions to those people with at least 3 of the 4 specified needs. We believe that if services can be made effective for those with 3 or more needs, the benefits will be able to be replicated for those with fewer complex needs, through our ambition to mainstream those methods shown to succeed.


	Outcomes: As detailed in Appendix 1 


	Activities: 
· Link with referring agencies and stakeholders in Manchester to access any previous relevant information

· Manage asset based assessment of service users

· Coordinate support to a caseload of individuals with multiple and complex needs

· Develop and implement intensive, strengths based support plans which empower individuals

· Support individuals to navigate through the services they need over the course of their journey towards recovery

· Lead, coordinate and promote multi-disciplinary team including Mental Health Service, Accommodation Service, Peer Mentors and GROW Campus 

· Provide additional support to GROW Trainees working within the Engagement Team

· To promote key programme products such as the Flexible Fund and No Wrong Door

· Day to day management of the programme Hub

· Contribution to programme learning, including formal evaluation 

	Preferred approaches to delivery:

· Professionals directly managed by the appointed provider will work intensively with service users, operating, on average, caseloads of eight - ten individuals per professional over an average duration of one year. Some additional cases can be held on a non-intensive basis if others in the programme are taking the lead once progression has been made, e.g. Peer Mentoring, GROW Campus. 

· The service model will build on a relational, asset based approach found to be effective in other services working with people who have multiple needs. The adoption of small caseloads will allow workers to build trusting relationships with service users and work proactively to overcome barriers to improving lives.

· The provider will coordinate a team of professionals around the individual working towards one plan, support planning/delivery through to case completion, planning of step-down provision and outcome evaluation. This will include a focus on securing timely access to services and interventions needed by individuals.
· The provider will work with existing agencies and structures across statutory and non-statutory services to develop a coordinated response, and to achieve lasting impact for individuals. 

· Individuals will be assessed using the New Directions Team Assessment (Chaos Assessment), Homelessness Outcomes Star and the Warwick and Edinburgh Mental Well-being Scale. This will identify which services are involved with each client, and the role of the Engagement Team. By accessing previous assessments staff will respond to service users’ desire not to have to ‘tell their story’ multiple times.

Staff employed will: 

· Work in locations across city

· Contribute to shared learning/ practice and continuous improvement

· Take an outcome focused approach to support planning.



	Required experience and expertise:

· Experience of delivering intensive support to adults with multiple and complex needs

· Experience of managing multi-disciplinary teams

· Understanding of, and experience of using, an asset based model

· Experience of delivering holistic, outcome focused services

· Experience of involving service users in service delivery, quality assurance and service planning

· Experience of working in partnership to improve outcomes for individuals with multiple and complex needs

· Experience of working in partnership to deliver systems change across services


2.0
Values Informing Service Provision 

2.1
The Shelter and the Recipient shall work together to deliver Services to support Service Users in a way that is collaborative and supportive.
Principles

Recipients shall offer Service Users services which:- 
· Support and promote Service Users’ opportunity to shape and influence services
· Are appropriate to their physical, emotional and behavioural needs;
· Protect Service Users’  from neglect, abuse, exploitation, harassment and discrimination;

· Respect Service Users’ culture, beliefs, religion and way of life;

· Respect Service Users’ privacy and confidentiality;

· Support and promote Service Users’ opportunity to be part of the community.
3.0
Statutory Requirements

3.1
The principal statutory requirements, which, relate to the provision and purchase of this Service are contained in the following legislation.  
The Recipient is obliged to ensure that these and all other relevant and subsequent legislation are applied:

· Prevention of Corruption Acts 1889 to 1916 

· Local Government Act 1972

· Health and Safety at Work Act 1974

· Insolvency Act 1986

· Data Protection Act 1998

· Human Rights Act 1998

· Late Payment of Commercial Debts (Interest) Act 1998

· Contract (Rights of Third Parties) Act 1999

· Protection of Children Act 1999

· Race Relations Act 1976 and (Amendment) Act 2000

· Freedom of Information Act 2000

· Employment Act 2002

· Disability Discrimination Act 1995 and (Amendment) Regulations 2003

· Sexual Offences Act 2003

· Children Act 1989 and 2004

· Environmental Information Regulations 2004

· Mental Capacity Act 2005

· Transfer of Undertakings (Protection of Employment) Regulations 2006

· Sex Offenders Act 2006

· Sex Discrimination Act 1975 and (Amendment) Regulations 2008

· Equality Act 2010

· Bribery Act 2010

· European Convention on Human Rights 

· UN Convention on the Rights of the Child

3.2
All services commissioned shall address the required outcomes.  

4.0
Service Details

The service provision will be offered to Service Users living within the designated reach area.
5.0
Roles and Responsibilities

Shelter
5.1
The Shelter shall work in a collaborative manner at all times with the Recipient. 

Recipient
5.2
The Recipient’s Contract Manager shall co-ordinate the activities of the Workers in undertaking the required tasks.

5.3
The Recipient shall recruit, train and supervise staff that have the appropriate skills, experience and knowledge to deliver the services under this contract.

5.4
The Recipient shall at all times work in a collaborative manner to achieve the programme outcomes.

5.5
The Recipient’s staff members and volunteers, if applicable, shall at all times perform their duties under the Contract in a professional manner adhering to all appropriate Codes of Practice and Conduct in respect of the provision of this Service.

5.6
The Recipient shall be responsible for management and organisation of all transport needs in delivering the Service.

5.7
The Recipient shall be responsible for management, organisation, and delivery of groups as agreed by the Shelter.

5.8
The Recipient shall comply with all requirements for service reviews and monitoring carried out by the Shelter. 

6.0
Management of the Service

6.1
The management structure of the Service shall be robust, flexible and responsive to changing needs, circumstances and demands.

6.2
The Recipient shall ensure that the management team have sufficient experience, training and competence in the management of Service Delivery and the supervision and appraisal of staff.

6.3
The Recipient shall ensure that regular, professional supervision is provided for the management team of the Service.

6.4
The Recipient shall have sufficient administration systems to provide all the requirements of the Contract including effective I.C.T. systems.

6.5
The Service shall be managed in a professional manner on a sound financial basis in order to meet Contractual obligations. Financial procedures shall demonstrate adequate control, openness and accountability.

6.6
The Recipient shall take all reasonable steps to ensure that Workers have been recruited and selected in accordance with the current guidance and legislation.

6.7
Notifications of incidents, accidents and significant matters which affect the Service User shall be referred to the appropriate Health and Safety body, in accordance with RIDDOR regulations, and copies made available to the Shelter within seven days of the occurrence.

6.8
The Recipient shall have a written grievance and disciplinary procedure for Workers.

6.9
The Recipient shall ensure that the management team are skilled in measuring the quality of the Service through the Quality Assurance system.  The management team shall meet quality measures for ensuring compliance with and maintenance of monitoring mechanisms.
7.0
Employment Practices

7.1
The Recipient shall have a recruitment and selection policy and process, which takes account of all current legislation, including equal opportunities legislation. The Policy shall cover recruitment, advertising and interviewing. All posts are new posts and as such are required to be advertised in an open recruitment process according to the Big Lottery Fund’s terms and conditions. The Recipient shall also establish the competencies and qualifications of new Workers and ensure that written references, including one from the most recent employer, are routinely obtained before Workers begin work on the Contract.

7.2
The Recipient shall ensure that employment practices specified are practiced in respect of the employment of paid Workers and that a suitable policy with regard to Volunteer Workers is in place.

7.3
Two written references shall be obtained and checks made to confirm referee status.  One reference shall be from the current or most recent employer or educational establishment.  A personal reference shall be obtained from a professional person who is not a family member or a personal friend.

7.4
A job description, person specification and a standard application form shall be completed and used throughout the recruitment process.  The application form shall provide details of employment history, explanation of gaps in employment and declaration of previous convictions.  If a Worker declares a conviction the Recipient shall consider each applicant’s declaration on its merits.  The application form shall be signed to confirm the veracity of the information given.

7.5
The Recipient is required to ensure that all Workers and Volunteers who are engaged in ‘Regulated Activities’ are not excluded from doing so through the Disclosure and Barring Service, as determined by the Safeguarding Vulnerable Groups Act 2006.
7.6
The Recipient is required to ensure that all Workers carrying out Services under and/or in connection with the Contract who are from a Country other than the United Kingdom have the right to work in the United Kingdom in compliance with all relevant law and hold a current valid permit to work and/or visa as required by law; and sufficient evidence that the necessary checks have been made to ensure compliance with all relevant law and copies of documentary evidence in connection with the necessary checks are placed on such a Workers individual file.

7.7
The Recipient shall have in place regular professional supervision and appraisal of all Worker(s).  Records shall be kept of all management supervision sessions and annual appraisals together with agreed action plans. 

7.8
The Recipient shall operate an equal opportunities policy for the employment of Workers. This policy shall comply with the requirements of the Race Relations Act 1976 and Race Relations (Amendment) Act 2000, and take the form of a written document, which must make clear:

· That actions shall be taken to ensure no Worker or job applicant is discriminated against on the grounds of gender, ethnic or national origin, disability, sexual orientation, religious or political beliefs; 

· That victimisation, discrimination and harassment are disciplinary offences;

· That there is a communication strategy for ensuring staff are made aware of the process;

· That the Recipient gives training in equality for any staff responsible for recruitment and selection;

· That the Recipient monitors the ethnic origin of all applicants for employment and those appointed;

· Where this monitoring indicates that ethnic minorities are underrepresented, to plan to address this under representation using Genuine Occupational Qualifications under the terms of the Race Relations Act 1976 and Race Relations (Amendment) Act 2000 and any subsequent legislation.

7.9
If, at any time, in the reasonable and well-founded opinion of the Shelter, the Recipient’s Workers are not providing the Service as required by the Contract and Service Specification, and the Shelter Programme Manager, having notified the Recipient and receiving no, or an inappropriate response, may require the immediate removal of that Worker from the performance of the Contract, pending the outcome of a full investigation and the submission of a written report of the investigation to the Shelter Programme Manager.
8.0
Staff Training

8.1
The Recipient shall ensure that all Workers have the knowledge, skills and competence to undertake all activities to ensure that a high standard of Service is provided to Service Users.

8.2
Safeguarding training shall be given to all staff as standard. 

8.3
Specialist training shall be given where appropriate to meet the needs of the Service User.

8.4
The Recipient shall ensure that the on-going training needs of Workers are identified through the supervision process, and a suitable training programme provided to meet those needs.

8.5
All training requirements and training programmes are to be agreed with and delivered to the satisfaction of the Shelter Programme Manager. 
9.0
Misconduct

9.1
Any allegation of gross misconduct by a Staff member/Volunteer, which comes to the attention of the Recipient, shall be reported immediately to the Shelter Programme Manager.  A report of any investigation, including any actions taken as a result, shall be submitted to the Shelter Programme Manager who shall decide on any further action to be taken in relation to the Contract.  Any such action shall be reasonable and proportionate in the circumstances.  A decision shall only be taken after consultation with the Recipient.  The reporting of an allegation of gross misconduct shall not preclude disciplinary or criminal proceedings being taken by the Recipient.

9.2
The Recipient shall provide evidence of arrangements for investigating allegations of misconduct by any of their Workers and for recording any subsequent action, which may be required.

9.3
Gross misconduct includes but is not limited by:

· Neglect of Service Users;

· Assault, verbal and mental abuse, acts of cruelty, including threatening behaviour;

· Sexual harassment, sexual abuse and any other form of sexual exploitation;

· Fraud or theft;

· Inducement to involve anyone in the above, or in actions which would be considered harmful to the Service User, or in any other way unacceptable;

· Inducements to the Shelter's representatives;

· Conspiracy with the Shelter's representatives to defraud or to disadvantage a Service User.

10.0
Records

10.1
The Recipient shall maintain records in a single file on each Worker containing application forms, interview notes, references, contracts of employment, grievances and disciplinary records and records of all training given.

10.2
The Recipient shall keep records to a professional standard, maintaining confidentiality; the Recipient shall provide access to the Shelter Programme Manager or his/her duly authorised representative for the purposes of inspection.

10.3
The Recipient shall have clear guidelines for all Workers in relation to confidentiality.  Any Worker who believes a Service User to be at risk shall share his/her concerns with his/her supervisor, who shall take the appropriate action.

11.0
Health and Safety

11.1
The Recipient shall at all times:

11.1.1
Comply with all legislation relating to Health and Safety at Work and all relevant codes of practice or other authoritative guidance and ensure that the Recipient’s sub-contractors so comply;

11.1.2
Train and submit details and hand-outs on such training to Workers which ensures all Workers are fully trained with regard to the Service and in particular:

· Health and Safety Responsibilities of Workers

· Undertaking Risk Assessment

11.1.3
The Recipient shall make available, on demand, the Risk Assessment precautions and monitoring information to the Shelter Programme Manager.

11.2
The Recipient shall inform, instruct and train all Workers to a standard that is commensurate with the needs of the Service.  This shall be done on an ongoing basis.

11.3
The Recipient shall ensure that all its Workers know:

· Who to contact for help and advice at all times, and

· The action to be taken in an emergency.

11.4
The Worker shall only carry out the tasks consistent with the Service that the Recipient has undertaken to provide.  Requests by the Service User for a different sort of support Service should be communicated to the Contract Manager who shall determine whether the Service needs to be changed.

11.5
If a Worker uses his/her own car to transport a Service User the Recipient shall ensure the Worker has a full driving licence, suitable insurance cover, a current MOT certificate and road tax.

12.0
Emergencies

12.1
The Recipient shall have a manual containing procedures to be followed in any emergency or potential emergency situation.  All Workers shall be made aware of these procedures and the importance of following them in a timely manner without exception.
12.2
Workers dealing with an emergency or untoward incident shall report the circumstances to their supervisor, or other member of the management team without delay, to ensure that the correct and appropriate action has been taken to secure the situation, and to make the necessary reports to appropriate external agencies.

13.0
Safeguarding Policy

13.1
The Recipient shall have in place a Safeguarding policy and procedure for the Service in accordance with the Shelter’s safeguarding policies, procedures and guidelines in order to safeguard Service Users from any form of abuse and to provide an early warning system if abuse occurs both at, and away from the Service.

13.2
The Recipient shall provide the Shelter with a copy of its policy and procedure on request.  The Policy shall include staff training, adequate record keeping and procedures for alerting other professionals.  In the event of abuse occurring, the Recipient shall work in co-operation with the appropriate statutory agencies, the victim of abuse, their advocates and significant others to agree and implement a care plan aimed at providing support and preventing further abuse.
14.0
Complaints

14.1
The Recipient shall operate a complaints policy, approved by the Shelter, which all Workers and Service Users have seen a copy of, together with details of how to complain in writing.  A copy shall be provided to the Shelter upon request.

14.2
The Recipient shall keep records of all complaints made in relation to the Service.  The action taken as a result shall be recorded and records made available for inspection by the Shelter.  The outcome of such complaints shall be made known to the Service User.
15.0
Quality Assurance

15.1
The Recipient shall have an internal quality assurance system, which shall include standard setting, monitoring, management and review processes, to ensure that the required Service quality is maintained.

15.2
The Shelter reserves the right to jointly satisfy themselves as to the quality of the Service purchased, including the right to seek, in confidence, the views of those for whom the Service is provided.  Any deficiency in quality shall be rectified within the time stipulated by the Shelter having regard for the nature of the deficiency.

16.0
Contract Monitoring and Review

16.1
The Recipient shall be responsible for ensuring compliance with the standards contained within this Service Specification.  The Recipient is required to notify the Shelter promptly, in writing of any failure to apply the standards, together with action being taken to rectify any deficient performance.
16.2
The Shelter shall monitor the Recipient to evaluate the Recipient’s performance against service standards.  Such monitoring may include examination of records, as well as interviews with the manager, supervisor or other Worker(s).

16.3
The Shelter shall carry out Service Reviews with the Recipient.  Ad hoc visits may also be made.

16.4
The Recipient shall have in place and produce evidence of I.C.T. system(s) that shall enable the Recipient to monitor Service activities and provide information to the Shelter
16.5
The Recipient shall also obtain information from Service Users in the form of a customer satisfaction questionnaire in regards to the standard and quality of service being provided, and report this information back through reports.

16.6
The Recipient shall in advance of service review meetings prepare written reports on the activities undertaken during the period.

16.7
The Shelter and Recipient shall meet, to discuss and evaluate these reports at arranged meetings.    
16.8
Activity reports for all clients shall contain as a minimum:

· Breakdown of clients worked with including the names of clients
· Route of referral 

· Tasks and Outcomes

· Satisfaction with Service

· Number of Complaints and Resolution

16.9
The Recipient shall in advance of review meetings prepare a case closure form on all clients not taking up a Service or ceasing the Service shall contain as a minimum:

· Date Service User engaged (if appropriate)

· Date Service ceased/refused. 

· Reasons for cessation/not taking up Service

· Details of any visits and or work undertaken (if appropriate) 

16.10
The Recipient shall demonstrate management and quality assurance systems and shall on request provide copies of the relevant documentation as well as full access to actual records, which must include recruitment and selection, training programmes/records and induction, staff development records, supervision, discipline and grievance issues and contracts of employment.  Such records shall be retained in the office from where this Contract is managed/based in Manchester alongside other records referred to in this Contract.

16.11
The Recipient shall participate fully in the Annual Service Review and all reviews as required under the Contract.  The Shelter shall convene Review Meetings with the Recipient at agreed intervals.  At those meetings, the Recipient shall be required to demonstrate that the Service is being provided in accordance with the Contract.  The Recipient shall in advance of the Review, report in writing on the overall performance of the Service and shall submit activity statistics as may be required.

16.12
Either party, giving reasonable notice in writing to the other, may initiate reviews at any time.
LOT 2 Peer Mentoring
1.0
Introduction

1.1
 

	Length of contract: 2 years initially


	Maximum funding allocation: 
£160,078 including VAT, over two years (2016/17 – 2017/18). 
Funding has been committed.  The available contract value for each lot is the maximum amount available (inclusive of all costs) and bids received higher than these amounts will be rejected. 


	Recipients: 
It is envisaged that this lot would be open to one Recipient.

	Target clients:

This is an existing element of the programme that is being redesigned as part of the Business Plan Review. It is currently delivered across two contracts but is now being established as a single Lot in itself. 
The appointed provider will demonstrate an ability to lead a refresh of this aspect of the programme, establishing it as a core element of programme delivery. 

The appointed provider will support the delivery of Year 3 and 4 priorities (see appendix B). 
The appointed provider will promote and support all of the four programme objectives (see 1.1).

We particularly welcome interest from grassroots organisations, user-led organisations or organisations demonstrating a track record in and commitment to co-production and the use of peers to engage with service users with multiple and complex needs.

The focus of peer mentoring will be relational, person centred practice. Innovative approaches to this are welcomed. 

The appointed provider will be expected to incorporate a GROW traineeship in their workforce model. Support will be provided by the Programme Team to deliver this. 

The appointed provider will deliver a service that is flexible, i.e. in relation to location, time of day, purpose of contact, length of contact. Some periods of contact with service users will be short and task centred, others may be long term and involve deep commitment to helping someone maintain lasting change. Making and developing links to local community assets is crucial. Tackling barriers to change with service users and promoting inclusivity will be essential. There is an expectation that the Peer Mentor team will focus on promoting positive identities, overcoming marginalisation, building support networks and making new positive connections. 

The appointed provider will support the work of the Engagement Team in helping to engage, support and empower service users

The appointed provider will need to maintain a strong link with the programme’s Core Group, the representative and governance body for people with lived experience of multiple needs.

The appointed provider will need to maintain strong links with the GROW campus to support service users to access volunteering, training, education and employment opportunities. 

The appointed provider will support the delivery of service user assessments and action planning. 

The appointed provider will promote and help manage the programme’s Flexible Fund.

The appointed provider will fully implement the programme’s No Wrong Door compact (see Appendix C) 



	Outcomes: As detailed in Appendix 1


	Activities:

· Promoting ICM peer mentoring

· Recruiting peer mentors, developing a volunteer base that reflects the diverse communities of Manchester

· Inducting and training peer mentors, in partnership with the programme team

· Maintaining strong joint working relationship with other ICM partners

· Matching peer mentors with service users

· Ensuring service users wanting it can benefit from on average  2 hours per week of input from peer mentors

· Ensuring peer mentor activity is recorded using M-THINK, the programme’s data retrieval system

· Ensuring that peer mentors are contributing to service user SMART Action Plans

· Ensuring that peer mentors are properly supervised and supported

· Ensuring the safety of peer mentors through appropriate health & safety and lone working arrangements

· Contribution to programme learning, including formal evaluation

	Preferred approaches to delivery:

· Relational practice, person centred approaches, empowerment based and inclusive. 

· Innovative models will be particularly welcomed.


	Required experience and expertise:

· Experience of running an accredited peer mentoring scheme or one working towards accreditation

· An understanding of the importance of peer involvement in building trust to engage people in services, and offering positive role models

· Experience of running a peer mentoring programme that provides a pathway for service users to build skills for work and life through volunteering




2.0
Values Informing Service Provision 

2.1
The Shelter and the Recipient shall work together to deliver Services to support Service Users in a way that is collaborative and supportive.

Principles

Recipients shall offer Service Users services which:- 
· Support and promote Service Users’ opportunity to shape and influence services
· Are appropriate to their physical, emotional and behavioural needs;
· Protect Service Users’  from neglect, abuse, exploitation, harassment and discrimination;

· Respect Service Users’ culture, beliefs, religion and way of life;

· Respect Service Users’ privacy and confidentiality;

· Support and promote Service Users’ opportunity to be part of the community.

3.0
Statutory Requirements

3.1
The principal statutory requirements, which, relate to the provision and purchase of this Service are contained in the following legislation.  
The Recipient is obliged to ensure that these and all other relevant and subsequent legislation are applied:

· Prevention of Corruption Acts 1889 to 1916 

· Local Government Act 1972

· Health and Safety at Work Act 1974

· Insolvency Act 1986

· Data Protection Act 1998

· Human Rights Act 1998

· Late Payment of Commercial Debts (Interest) Act 1998

· Contract (Rights of Third Parties) Act 1999

· Protection of Children Act 1999

· Race Relations Act 1976 and (Amendment) Act 2000

· Freedom of Information Act 2000

· Employment Act 2002

· Disability Discrimination Act 1995 and (Amendment) Regulations 2003

· Sexual Offences Act 2003

· Children Act 1989 and 2004

· Environmental Information Regulations 2004

· Mental Capacity Act 2005

· Transfer of Undertakings (Protection of Employment) Regulations 2006

· Sex Offenders Act 2006

· Sex Discrimination Act 1975 and (Amendment) Regulations 2008

· Equality Act 2010

· Bribery Act 2010

· European Convention on Human Rights 

· UN Convention on the Rights of the Child

3.2
All services commissioned shall address the required outcomes.  

4.0
Service Details

The service provision will be offered to Service Users living within the designated reach area.
5.0
Roles and Responsibilities

Shelter
5.1
The Shelter shall work in a collaborative manner at all times with the Recipient. 

Recipient
5.2
The Recipient’s Contract Manager shall co-ordinate the activities of the Workers in undertaking the required tasks.

5.3
The Recipient shall recruit, train and supervise staff that have the appropriate skills, experience and knowledge to deliver the services under this contract.

5.4
The Recipient shall at all times work in a collaborative manner to achieve the programme outcomes.

5.5
The Recipient’s staff members and volunteers, if applicable, shall at all times perform their duties under the Contract in a professional manner adhering to all appropriate Codes of Practice and Conduct in respect of the provision of this Service.

5.6
The Recipient shall be responsible for management and organisation of all transport needs in delivering the Service.

5.7
The Recipient shall be responsible for management, organisation, and delivery of groups as agreed by the Shelter.

5.8
The Recipient shall comply with all requirements for service reviews and monitoring carried out by the Shelter. 

6.0
Management of the Service

6.1
The management structure of the Service shall be robust, flexible and responsive to changing needs, circumstances and demands.

6.2
The Recipient shall ensure that the management team have sufficient experience, training and competence in the management of Service Delivery and the supervision and appraisal of staff.

6.3
The Recipient shall ensure that regular, professional supervision is provided for the management team of the Service.

6.4
The Recipient shall have sufficient administration systems to provide all the requirements of the Contract including effective I.C.T. systems.

6.5
The Service shall be managed in a professional manner on a sound financial basis in order to meet Contractual obligations. Financial procedures shall demonstrate adequate control, openness and accountability.

6.6
The Recipient shall take all reasonable steps to ensure that Workers have been recruited and selected in accordance with the current guidance and legislation.

6.7
Notifications of incidents, accidents and significant matters which affect the Service User shall be referred to the appropriate Health and Safety body, in accordance with RIDDOR regulations, and copies made available to the Shelter within seven days of the occurrence.

6.8
The Recipient shall have a written grievance and disciplinary procedure for Workers.

6.9
The Recipient shall ensure that the management team are skilled in measuring the quality of the Service through the Quality Assurance system.  The management team shall meet quality measures for ensuring compliance with and maintenance of monitoring mechanisms.
7.0
Employment Practices

7.1
The Recipient shall have a recruitment and selection policy and process, which takes account of all current legislation, including equal opportunities legislation. The Policy shall cover recruitment, advertising and interviewing. All posts are new posts and as such are required to be advertised in an open recruitment process according to the Big Lottery Fund’s terms and conditions. The Recipient shall also establish the competencies and qualifications of new Workers and ensure that written references, including one from the most recent employer, are routinely obtained before Workers begin work on the Contract.

7.2
The Recipient shall ensure that employment practices specified are practiced in respect of the employment of paid Workers and that a suitable policy with regard to Volunteer Workers is in place.

7.3
Two written references shall be obtained and checks made to confirm referee status.  One reference shall be from the current or most recent employer or educational establishment.  A personal reference shall be obtained from a professional person who is not a family member or a personal friend.

7.4
A job description, person specification and a standard application form shall be completed and used throughout the recruitment process.  The application form shall provide details of employment history, explanation of gaps in employment and declaration of previous convictions.  If a Worker declares a conviction the Recipient shall consider each applicant’s declaration on its merits.  The application form shall be signed to confirm the veracity of the information given.

7.5
The Recipient is required to ensure that all Workers and Volunteers who are engaged in ‘Regulated Activities’ are not excluded from doing so through the Disclosure and Barring Service, as determined by the Safeguarding Vulnerable Groups Act 2006.
7.6
The Recipient is required to ensure that all Workers carrying out Services under and/or in connection with the Contract who are from a Country other than the United Kingdom have the right to work in the United Kingdom in compliance with all relevant law and hold a current valid permit to work and/or visa as required by law; and sufficient evidence that the necessary checks have been made to ensure compliance with all relevant law and copies of documentary evidence in connection with the necessary checks are placed on such a Workers individual file.

7.7
The Recipient shall have in place regular professional supervision and appraisal of all Worker(s).  Records shall be kept of all management supervision sessions and annual appraisals together with agreed action plans. 

7.8
The Recipient shall operate an equal opportunities policy for the employment of Workers. This policy shall comply with the requirements of the Race Relations Act 1976 and Race Relations (Amendment) Act 2000, and take the form of a written document, which must make clear:

· That actions shall be taken to ensure no Worker or job applicant is discriminated against on the grounds of gender, ethnic or national origin, disability, sexual orientation, religious or political beliefs; 

· That victimisation, discrimination and harassment are disciplinary offences;

· That there is a communication strategy for ensuring staff are made aware of the process;

· That the Recipient gives training in equality for any staff responsible for recruitment and selection;

· That the Recipient monitors the ethnic origin of all applicants for employment and those appointed;

· Where this monitoring indicates that ethnic minorities are underrepresented, to plan to address this under representation using Genuine Occupational Qualifications under the terms of the Race Relations Act 1976 and Race Relations (Amendment) Act 2000 and any subsequent legislation.

7.9
If, at any time, in the reasonable and well-founded opinion of the Shelter, the Recipient’s Workers are not providing the Service as required by the Contract and Service Specification, and the Shelter Programme Manager, having notified the Recipient and receiving no, or an inappropriate response, may require the immediate removal of that Worker from the performance of the Contract, pending the outcome of a full investigation and the submission of a written report of the investigation to the Shelter Programme Manager.
8.0
Staff Training

8.1
The Recipient shall ensure that all Workers have the knowledge, skills and competence to undertake all activities to ensure that a high standard of Service is provided to Service Users.

8.2
Safeguarding training shall be given to all staff as standard. 

8.3
Specialist training shall be given where appropriate to meet the needs of the Service User.

8.4
The Recipient shall ensure that the on-going training needs of Workers are identified through the supervision process, and a suitable training programme provided to meet those needs.

8.5
All training requirements and training programmes are to be agreed with and delivered to the satisfaction of the Shelter Programme Manager. 

9.0
Misconduct

9.1
Any allegation of gross misconduct by a Staff member/Volunteer, which comes to the attention of the Recipient, shall be reported immediately to the Shelter Programme Manager.  A report of any investigation, including any actions taken as a result, shall be submitted to the Shelter Programme Manager who shall decide on any further action to be taken in relation to the Contract.  Any such action shall be reasonable and proportionate in the circumstances.  A decision shall only be taken after consultation with the Recipient.  The reporting of an allegation of gross misconduct shall not preclude disciplinary or criminal proceedings being taken by the Recipient.

9.2
The Recipient shall provide evidence of arrangements for investigating allegations of misconduct by any of their Workers and for recording any subsequent action, which may be required.

9.3
Gross misconduct includes but is not limited by:

· Neglect of Service Users;

· Assault, verbal and mental abuse, acts of cruelty, including threatening behaviour;

· Sexual harassment, sexual abuse and any other form of sexual exploitation;

· Fraud or theft;

· Inducement to involve anyone in the above, or in actions which would be considered harmful to the Service User, or in any other way unacceptable;

· Inducements to the Shelter's representatives;

· Conspiracy with the Shelter's representatives to defraud or to disadvantage a Service User.

10.0
Records

10.1
The Recipient shall maintain records in a single file on each Worker containing application forms, interview notes, references, contracts of employment, grievances and disciplinary records and records of all training given.

10.2
The Recipient shall keep records to a professional standard, maintaining confidentiality; the Recipient shall provide access to the Shelter Programme Manager or his/her duly authorised representative for the purposes of inspection.

10.3
The Recipient shall have clear guidelines for all Workers in relation to confidentiality.  Any Worker who believes a Service User to be at risk shall share his/her concerns with his/her supervisor, who shall take the appropriate action.

11.0
Health and Safety

11.1
The Recipient shall at all times:

11.1.1
Comply with all legislation relating to Health and Safety at Work and all relevant codes of practice or other authoritative guidance and ensure that the Recipient’s sub-contractors so comply;

11.1.2
Train and submit details and hand-outs on such training to Workers which ensures all Workers are fully trained with regard to the Service and in particular:

· Health and Safety Responsibilities of Workers

· Undertaking Risk Assessment

11.1.3
The Recipient shall make available, on demand, the Risk Assessment precautions and monitoring information to the Shelter Programme Manager.

11.2
The Recipient shall inform, instruct and train all Workers to a standard that is commensurate with the needs of the Service.  This shall be done on an ongoing basis.

11.3
The Recipient shall ensure that all its Workers know:

· Who to contact for help and advice at all times, and

· The action to be taken in an emergency.

11.4
The Worker shall only carry out the tasks consistent with the Service that the Recipient has undertaken to provide.  Requests by the Service User for a different sort of support Service should be communicated to the Contract Manager who shall determine whether the Service needs to be changed.

11.5
If a Worker uses his/her own car to transport a Service User the Recipient shall ensure the Worker has a full driving licence, suitable insurance cover, a current MOT certificate and road tax.

12.0
Emergencies

12.1
The Recipient shall have a manual containing procedures to be followed in any emergency or potential emergency situation.  All Workers shall be made aware of these procedures and the importance of following them in a timely manner without exception.
12.2
Workers dealing with an emergency or untoward incident shall report the circumstances to their supervisor, or other member of the management team without delay, to ensure that the correct and appropriate action has been taken to secure the situation, and to make the necessary reports to appropriate external agencies.

13.0
Safeguarding Policy

13.1
The Recipient shall have in place a Safeguarding policy and procedure for the Service in accordance with the Shelter’s safeguarding policies, procedures and guidelines in order to safeguard Service Users from any form of abuse and to provide an early warning system if abuse occurs both at, and away from the Service.

13.2
The Recipient shall provide the Shelter with a copy of its policy and procedure on request.  The Policy shall include staff training, adequate record keeping and procedures for alerting other professionals.  In the event of abuse occurring, the Recipient shall work in co-operation with the appropriate statutory agencies, the victim of abuse, their advocates and significant others to agree and implement a care plan aimed at providing support and preventing further abuse.
14.0
Complaints

14.1
The Recipient shall operate a complaints policy, approved by the Shelter, which all Workers and Service Users have seen a copy of, together with details of how to complain in writing.  A copy shall be provided to the Shelter upon request.

14.2
The Recipient shall keep records of all complaints made in relation to the Service.  The action taken as a result shall be recorded and records made available for inspection by the Shelter.  The outcome of such complaints shall be made known to the Service User.
15.0
Quality Assurance

15.1
The Recipient shall have an internal quality assurance system, which shall include standard setting, monitoring, management and review processes, to ensure that the required Service quality is maintained.

15.2
The Shelter reserves the right to jointly satisfy themselves as to the quality of the Service purchased, including the right to seek, in confidence, the views of those for whom the Service is provided.  Any deficiency in quality shall be rectified within the time stipulated by the Shelter having regard for the nature of the deficiency.

16.0
Contract Monitoring and Review

16.1
The Recipient shall be responsible for ensuring compliance with the standards contained within this Service Specification.  The Recipient is required to notify the Shelter promptly, in writing of any failure to apply the standards, together with action being taken to rectify any deficient performance.

16.2
The Shelter shall monitor the Recipient to evaluate the Recipient’s performance against service standards.  Such monitoring may include examination of records, as well as interviews with the manager, supervisor or other Worker(s).

16.3
The Shelter shall carry out Service Reviews with the Recipient.  Ad hoc visits may also be made.

16.4
The Recipient shall have in place and produce evidence of I.C.T. system(s) that shall enable the Recipient to monitor Service activities and provide information to the Shelter

16.5
The Recipient shall also obtain information from Service Users in the form of a customer satisfaction questionnaire in regards to the standard and quality of service being provided, and report this information back through reports.

16.6
The Recipient shall in advance of service review meetings prepare written reports on the activities undertaken during the period.

16.7
The Shelter and Recipient shall meet, to discuss and evaluate these reports at arranged meetings. 

16.8
Activity reports for all clients shall contain as a minimum:

· Breakdown of clients worked with including the names of clients

· Route of referral 

· Tasks and Outcomes

· Satisfaction with Service

· Number of Complaints and Resolution

16.9
The Recipient shall in advance of review meetings prepare a case closure form on all clients not taking up a Service or ceasing the Service shall contain as a minimum:

· Date Service User engaged (if appropriate)

· Date Service ceased/refused. 

· Reasons for cessation/not taking up Service

· Details of any visits and or work undertaken (if appropriate) 

16.10
The Recipient shall demonstrate management and quality assurance systems and shall on request provide copies of the relevant documentation as well as full access to actual records, which must include recruitment and selection, training programmes/records and induction, staff development records, supervision, discipline and grievance issues and contracts of employment.  Such records shall be retained in the office from where this Contract is managed/based in Manchester alongside other records referred to in this Contract.

16.11
The Recipient shall participate fully in the Annual Service Review and all reviews as required under the Contract.  The Shelter shall convene Review Meetings with the Recipient at agreed intervals.  At those meetings, the Recipient shall be required to demonstrate that the Service is being provided in accordance with the Contract.  The Recipient shall in advance of the Review, report in writing on the overall performance of the Service and shall submit activity statistics as may be required.

16.12
Either party, giving reasonable notice in writing to the other, may initiate reviews at any time.
Section 7:
DOCUMENTS TO BE COMPLETED

The documents that you must complete and submit as your tender submission can be found in the following sections 7a-7d.
Checklist for Tenderers:
You must submit all the tender documentation listed, duly completed, as your Tender submission; use the checklist, below, to make sure you have included all the required information:

· Completed Recipient Questionnaire – section 7a
           (
· Method Statement – section 7b



(
· Pricing Schedule – section 7c



(
· Signed Form of Tender – section 7d


(
Section 7a:
RECIPIENT QUESTIONNAIRE

Structure of the Questionnaire

This questionnaire is designed to provide Shelter with the information required to assess your organisation’s suitability to enter into a contractual relationship with us.

The questionnaire is divided into 8 parts:

Section A – Organisation Details
For example, organisation/consortium name, contact details etc;

Section B – Quality
For example, any quality standards achieved
Section C – Equality and Diversity
For example, organisation’s equality and diversity policy etc.
Section D – Health and Safety

For example, organisation’s Health and Safety policies etc.

Section E – Financial Information

For example, organisation’s audited accounts

Section F – Statement Relating to Good Standing

Notes for Completion

· Please answer all of the following questions as fully as possible; submissions should be made on clearly marked additional pages.
· Shelter is keen to encourage submissions from a range of suppliers, including Small and Medium-sized Enterprises, Voluntary Organisations, and Partnerships, and as such we appreciate that some of the questions in this document may not apply in every case.
· If you are submitting a tender as a consortium, joint venture, or legal entity other than a single organisation, then Shelter will require information about the Lead Organisation only at this stage.  Therefore, please note that all sections relate to the Lead Organisation, unless stated otherwise.

· Please ensure any additional pages are cross-referenced to the appropriate question.

Section A – Organisation Details

This section is for information only and will not be scored; however, all questions must be answered – if details are omitted then the submission may be deemed incomplete and excluded from the process before further evaluation takes place.  Any questions that are not applicable to your organisation should not be left blank but rather be answered “N/A”.

A.1
Full legal name, address and website of the Potential Recipient in whose name the Tender will be submitted (the Prime or Single Recipient):

	Company Name


	

	Address


	

	Town/City


	

	Postcode


	

	Country


	

	Website


	


A.2
Name, position, telephone number and email address of the main contact for this project:

	Name


	

	Position


	

	Telephone Number


	

	Email


	


A.3
Current legal status of the Potential Recipient:

	
	Please tick ( one box
	

	Sole Trader
	
	

	Partnership
	
	

	Registered Charity
	
	

	Public Limited Company
	
	

	Private Limited Company
	
	

	Other

(please state)
	
	


A.4
Size of organisation:

	a) Number of employees within the Potential Recipient’s organisation
	


	b) Number of employees within the Potential Recipient’s organisation (including consortia members or named sub-contractors where appropriate) relevant to the carrying out of services/works and/or delivery of goods similar to those required under this contract
	


A.5
Date and place of formation of the Potential Recipient and, if applicable, registration under the Companies Act 2006.
  Please provide copies of Certificates of Incorporation (where appropriate) and any changes of name, registered office and principal place of business – ensure additional documents are clearly labelled.

	Date of formation
	

	Place of formation


	

	Date of registration


	

	Company registration number


	

	Registered office


	

	Principal place of business
	


A.6
Ownership Structure

a)
Full legal name and address of Parent Company, if applicable:

	Company Name
	

	Address
	

	Town/City
	

	Postcode
	

	Country
	

	Company registration number 

	


· Full legal name and address of (ultimate) Parent Company, if applicable:

	Company Name
	

	Address
	

	Town/City
	

	Postcode
	

	Country
	

	Company registration number 

	


· If the Potential Recipient is a division or subsidiary, what is its relationship with the Parent Company (ownership, directorship, authority, etc.)?

	Relationship
	


· Please provide a one-page chart illustrating the ownership structure of the Potential Recipient, including relations to any parent or other group or holding companies:

	Ownership structure enclosed and clearly labelled (please tick ()
	


A.7
Please provide a brief history of the Potential Recipient’s organisation

	Brief history of the Potential Recipient’s organisation, including details of any parent and associated companies and any changes of ownership over the last 5 years including details of significant pending developments, changes in financial structure or ownership, prospective take-over bids, buy-outs and closures, etc. which are currently in the public domain.

400 words maximum

	


A.8
Please indicate whether any of the directors, partners or associates (or their close relatives) of the Potential Recipient, are employed or have been employed by Shelter at any time in the last 5 years.

	Provide details below.  If not applicable, state N/A below.

	


A.9
Registration with professional body

Where applicable, is the Potential Recipient registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annex IX B of Directive 2004/18/EC) under the conditions laid down by that member state
)? 

	Evidence of registration with appropriate professional/trade body

Either insert required details or state ‘None’

	


A.10
Charities or Housing Association or other Registration number (if applicable):

	Registering body
	

	Registration number
	


A.11
VAT registration number:

	Is your organisation required to be VAT registered?

Please tick ( one box 
	YES 
	

	
	NO
	

	VAT Registration number 
	


A.12
Consortia, Special Purpose Vehicles and Holding Companies (please refer to Section 3.3 ‘Consortium Bids’)

	Is the Potential Recipient a consortium, special purpose vehicle or other arrangement? 
	YES / NO  (please delete)

	If yes, and if available, please provide details of the constitution and percentage shareholdings – you may add rows to the below table if required.

	Organisation (Name, Address & Contact Telephone Number))
	Percentage shareholding

	
	

	
	

	
	

	Please provide details on how and when (if not already) the Special Purpose Vehicle  or Consortium will be set up (300 words max)

	


	As the lead organisation, you will have legal and financial responsibility for the delivery of the contract. Please explain how you will manage the contract to ensure that all outcomes and outputs are achieved by all Recipients (300 words max)

	


A.13
Subcontracting and Consortia

All Potential Recipients should answer question (a), below.

Where a Potential Recipient, at this stage of the process, intends to sub-contract they should also answer question (b), below.

Where a Potential Recipient becomes aware of the intention to sub-contract at later stages in the procurement they are required to notify Shelter of this and provide the information requested below at that time.

Where a Potential Recipient is a consortium, they should indicate which members are proposing to deliver which elements of the contract.

1. Please tick ( one box below which applies:

	i) Your organisation is bidding to deliver the contract itself (if ticked, go to Section B)
	

	ii) The Potential Recipient is a Consortium
	

	iii) Your organisation is bidding in the role of Prime Recipient and intends to use third parties to deliver certain aspects of the contract (sub-contracting)
	


b)
If your answer to (a) is (ii) or (iii) please indicate in the table below (by inserting the relevant company/organisation name) the composition of the supply chain, indicating which member of the supply chain (which may include the Potential Recipient itself or solely be the Potential Recipient) will be responsible for the elements of the requirement.

You may add rows to the table if required.

	Element of responsibility
	Company / Organisation
	How much of the requirement they will directly deliver (%)

	
	
	

	
	
	

	
	
	


Section B – Quality 

This section will be scored as a whole using the Scoring Matrix for Selection.  Potential Recipients that have a recognised quality management standard will score maximum points; Potential Recipients that do not will be evaluated on their responses to the below questions.  See Section 4: Evaluation.

B.1
(a) Does the Potential Recipient have a recognised quality management standard?

	
	Please tick ( one box (mandatory)
	Give details of the standard(s) achieved and expiry date(s)

	Yes (if ticked, go to (c))
	
	

	No (if ticked, go to (b) and then (c))
	
	


	(b) If you do not have a recognised quality management standard, please summarise the measures that the Potential Recipient undertakes to ensure quality

(400 words maximum)

	


	(c) Please summarise the measures that the Potential Recipient undertakes to ensure high standards of customer care

(400 words maximum)

	


Section C – Equality and Diversity

This section will be scored as a whole using the Scoring Matrix for Selection.  See Section 4: Evaluation.  Question C.1 is a pass/fail question.
	C.1
	Please confirm it is your policy as an employer to comply with anti-discrimination legislation, and to treat all people fairly and equally so that no one group of people is treated less favourably than others?  Tick ( to confirm
	

	C.2
	In the last 3 years has any finding of unlawful discrimination been made against your organisation by any court or industrial or employment tribunal or equivalent body?
	Yes/No (please delete)

	C.3
	In the last 3 years has your organisation been the subject of a formal investigation by the Equality and Human Rights Commission or an equivalent body on grounds of alleged unlawful discrimination?
	Yes/No (please delete)

	C.4
	If the answer to question C.2 and/or C.3 is “Yes”, what steps did your organisation take as a result of that finding or investigation?

(200 words maximum)

	
	


Section D – Health & Safety

This section will be scored using the Scoring Matrix for Selection.  Potential Recipients that hold CHAS or SSIP equivalent accreditation will score maximum points; Potential Recipients that do not hold CHAS or SSIP will be evaluated on their responses to the below questions.  See Section 4: Evaluation.

All Potential Recipients should answer question D.1, below.
D.1
Has your organisation undergone an assessment under the Recipients Health and Safety Assessment Scheme (CHAS), or the Safety Schemes in Procurement (SSIP) equivalent, in the past 2 years?

	
	Please tick ( one box 
	Copy of registration letter or accreditation certification, clearly labelled? Please tick ( one box

	CHAS (if ticked, go to Section E)
	
	

	SSIP equivalent (if ticked, go to Section E)
	
	

	None (if ticked, complete all of Section D)
	
	


D.2
Please state who is responsible for the management of health and safety at work within your organisation (mandatory)
	Name
	

	Position
	

	Contact Telephone Number
	


D.3
Health and Safety (H&S) Policy

	Is your organisation legally obliged to have a written H&S Policy? (mandatory)
	Yes/No (please delete)

	Does your organisation have a written H&S Policy? (mandatory)
	Yes/No (please delete)

	If yes, include a signed and dated (within the last 2 years) copy of the policy, clearly labelled
	


D.4
Have you appointed a competent person(s) to help you meet the health and safety legislation that is relevant to your work?

	
	Please tick ( one box (mandatory)

	Yes (if ticked, go to D.4(a))
	

	No (if ticked, go to D.4(b))
	

	a) If yes, please provide the details listed below:

	Name
	

	Position
	

	Are they an external consultant?
	Yes/No (please delete)

	If an external consultant is used, are they always available if required?
	Yes/No (please delete, if applicable)

	Contact Telephone Number
	

	Their knowledge, training, experience and qualifications (200 words maximum)

	


	b) If no, please provide details of the knowledge, training, experience and qualifications that the person named in question D.2 has in this line of work. (300 words maximum)

	


D.5
By law (RIDDOR), you must report certain injuries, diseases and dangerous occurrences to the Health and Safety Executive

	a) Has your organisation had to make any reports under RIDDOR in the last five years? (mandatory) (If “Yes”, go to D.5 (b); if “No”, go to D.6)
	Yes/No (please delete)

	b) If yes, please provide details, including:

· Breakdown of the number and nature (i.e. type of injury, disease etc.) of the reports you have had to make in the last five years

· Examples of the action that you took, if any, as a result

(200 words maximum)

	


D.6
a) In the past five years have you, or your organization, or any of your employees, been served with a prohibition or improvement notice, or been convicted of any offence in law. This is the law that is enforced by the Health and Safety Executive, Local Authority, Police, or the Department of Transport.

	
	Please tick ( one box (mandatory)

	Yes (if ticked, go to D.6(b))
	

	No (if ticked, go to D.7)
	


	b) For each instance, please provide a breakdown of:

· The incident

· The outcome

· The action that you took, if any, as a result

(200 words maximum)

	


D.7
From time to time, Shelter may wish to inspect, or do a review of, your approach to health and safety at work. 

	Do you give your permission to these kinds of checks? (mandatory)
	Yes/No (please delete)


D.8  
	Summarise the health and safety training given to managers, staff and volunteers (200 words maximum)

	


D.9  
	Describe how your organisation undertakes formal reviews of health and safety performance (200 words maximum)

	


D.10 
	Provide details of your approach to risk assessment, including completed examples  (200 words maximum)

	


D.11 
	Provide details of the personal safety/lone working controls and details of the client risk assessment procedure (Do not provide personal information) (300 words maximum)


	


D.12 
	If staff drive for company business how do you manage the occupational driving risk (200 words maximum)

	


Section E – Financial Information
E.1 will be evaluated by our finance team and a risk assessment undertaken in respect of the agreement.  E.3 will be scored on a pass/fail basis.  E.2 is for information only.  See Section 4: Evaluation.

Shelter may undertake a check with a credit reference agency as part of the financial assessment to assess, for example, recommended credit limits against contract values, and to advise on any county court judgement information.

Shelter, upon receiving the financial information below, will analyse the accounts to determine the financial strength of the organisation and the financial suitability for the contract.  Key areas focused upon (but not exclusively) are Turnover, Liquidity, Gearing, Profitability, Revenue Exposure, Net Worth, strength of Parent company.

E.1
Please provide the following financial information or an explanation as to why the Potential Recipient cannot provide this information:
Please supply the last three financial years full accounts, audited if relevant to your company; if you are part of a group of organisations, the last three years most recent consolidated accounts of your ultimate parent organisation is also required.

	
	Please tick ( one box

	Financial Accounts enclosed and clearly labelled by year
	

	Financial Accounts available on website (please provide full web-link)
	


Newly established organisations that have not yet prepared accounts should submit whatever information is available to demonstrate financial capacity to undertake the level of work applied for – e.g. draft opening balance sheet, letter from accountant, or letter from banker or other funding organisation.

	If you are submitting alternative information, rather than full accounts, please clearly label all the documents enclosed and list them below:

	


	If you cannot provide any of the information requested, please tell us why:

	


Shelter reserves the right to seek additional information if the financial position cannot be readily ascertained from the information provided by you.

E.2
Details of your principal banker who may, if you are invited to Tender, be required to provide you with a reference:

	Bank Name
	

	Address


	

	Town/City
	

	Postcode
	

	Contact Name
	

	Contact Telephone
	

	Contact Email
	


E.3
Insurance

The required levels of insurance for this contract are indicated below 
· Public Liability:

£10m


· Employer’s Liability:   
£5-10m


· Professional Indemnity:
£1-2 m
	Are you willing to implement the required cover to these levels?
	Yes/No (please delete)


a)
Public Liability Insurance

	Name of insurer
	

	Address


	

	Type of insurance
	

	Policy numbers
	

	Expiry date
	

	Are the premium payments up to date?
	YES / NO (please delete)

	Limits of indemnity (per occurrence and aggregate)
	

	Excess (if any)
	

	Does this insurance policy cover the business that you transact within the UK?
	YES / NO (please delete)


b)
Employer’s Liability Insurance (if Potential Recipient is a sole trader with no employees, state N/A)

	Name of insurer
	

	Address


	

	Type of insurance
	

	Policy numbers
	

	Expiry date
	

	Are the premium payments up to date?
	YES / NO (please delete)

	Limits of indemnity (per occurrence and aggregate)
	

	Excess (if any)
	

	Does this insurance policy cover the business that you transact within the UK?
	YES / NO (please delete)


c)
Professional Indemnity 

	Name of insurer
	

	Address


	

	Type of insurance
	

	Policy numbers
	

	Expiry date
	

	Are the premium payments up to date?
	YES / NO (please delete)

	Limits of indemnity (per occurrence and aggregate)
	

	Excess (if any)
	

	Does this insurance policy cover the business that you transact within the UK?
	YES / NO (please delete)


Please note that we may request copies of your insurance certificates later in the Tender process.

Section F – Statement Relating to Good Standing

F.1 will be scored on a pass/fail basis to ascertain whether the Potential Recipient meets our minimum requirements for this contract in relation to good standing.  F.2 will be scored on a pass/fail discretionary basis to ascertain whether the Potential Recipient meets our minimum requirements for this contract in relation to good standing.  See Section 4: Evaluation.

Statement relating to good standing – grounds for obligatory exclusion (in eligibility) and criteria for rejection of candidates in accordance with Regulation 23 of the Public Contracts Regulations 2006 (as amended).

We confirm that, to the best of our knowledge, the Potential Recipient is not in breach of the provisions of Regulation 23 of the Public Contracts Regulations 2006 (as amended) and in particular that:

F.1
Grounds for mandatory rejection (ineligibility)

The Potential Recipient or its directors or any other person who has powers of representation, decision or control of the named organisation has not been convicted of any of the following offences:

· corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906 (as amended);

· the offence of bribery;

· fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of:

· the offence of cheating the Revenue;

· the offence of conspiracy to defraud;

· fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978;

· fraudulent trading within the meaning of section 458 of the Companies Act 1985 or section 993 of the Companies Act 2006;

· defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994;

· an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993; or

· destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968;

· money laundering within the meaning of the Money Laundering Regulations 2003 or Money Laundering Regulations 2007; or

· Any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant State.


	I warrant that I have all the requisite corporate authority to sign this statement on behalf of the Potential Recipient.

	Organisation’s name
	

	Signed
	

	Full Name
	

	Position
	

	Date
	


F.2
Discretionary grounds for rejection

The Potential Recipient confirms that it:

· being an individual is not bankrupt or has not had a receiving order or administration order or bankruptcy restrictions order made against him or has not made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or does not appear unable to pay or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has not granted a trust deed for creditors or become otherwise apparently insolvent, or is not the subject of a petition presented for sequestration of his estate, or is not the subject of any similar procedure under the law of any other state;

· being a partnership constituted under Scots law has not granted a trust deed or become otherwise apparently insolvent, or is not the subject of a petition presented for sequestration of its estate;

· being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002 has not passed a resolution or is not the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, nor had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is not the subject of similar procedures under the law of any other state;

· has not been convicted of a criminal offence relating to the conduct of his business or profession;

· has not committed an act of grave misconduct in the course of his business or profession;

· has fulfilled obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which the organisation is established;

· has fulfilled obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which the economic operator is established;

· is not guilty of serious misrepresentation in providing any information required of him under this regulation;

· in relation to procedures for the award of a public services contract, is licensed in the relevant State in which he is established or is a member of an organisation in that relevant State when the law of that relevant State prohibits the provision of the services to be provided under the contract by a person who is not so licensed or who is not such a member.

	I warrant that I have all the requisite corporate authority to sign this statement on behalf of the Potential Recipient.

	Organisation’s name
	

	Signed
	

	Full Name
	

	Position
	

	Date
	


As F.2 (a) to (i) are discretionary grounds for rejection, if you are in breach of any of the above points, then you should complete and sign the below table instead of signing above.  Please use a separate row for each individual breach – you may add rows to the table if required.

	Breach (a) – (i)
	Brief details of the breach
	Date of breach
	Date of conviction (if applicable)
	Changes made as result
	Permission for Shelter to make further checks, if deemed necessary? Yes / No

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	With the exceptions of the above declared breaches, the Potential Recipient confirms that it complies with F.2 (a) – (i)
	Signed
	

	
	Full Name
	

	
	Position
	

	
	Date
	


Section 7b:
METHOD STATEMENTS
Lot 1 – Engagement Team – Method Statement
You must submit a method statement if you wish to bid for Lot 1 (Engagement Teams) answering the following questions. Please note, if the maximum word count is exceeded, the additional words will not be included for evaluation purposes.
1. Mobilisation and Transition (15%) 
1.1 Please submit a document that includes an implementation plan outlining your proposals for establishing the service showing details of key milestones, lead in times and any barriers/dependencies to implementation. (No maximum word count)

1.2 Please outline any challenges you foresee in establishing and delivering the service and how you propose to resolve them. (300 words maximum)
2. Proposed Service (30%)
2.1 Outline proposal  

Please outline your proposals to deliver Lot 1 – Engagement Team service for individuals with multiple and complex needs in response to the specification. (800 words maximum)
Within your proposal, please ensure that you cover the following two points: 

· How you will organise and deliver a range of activities targeting those individuals least likely to engage.

· The approach you will take to working with service users to support their chosen journey to lasting positive change. 

2.2 Service Delivery  

2.2.1 Please submit a proposed staffing structure for the service, including a diagram and completion of the following template for each post attached as an appendix (No maximum word count). 
	Job title:
	
	Employer:
	

	Reports to:
	

	Responsible for (Line management):
	

	Base Location
	

	Project Roles
	

	Other roles:
	
	New or existing:
	

	Total hours:
	
	Project hours:
	

	Salary:
	
	NI:
	

	Pension:
	
	Redundancy:
	

	Out of hours allowance (if applicable) 
	


2.2.2 Please submit a diagram and description of the service user journey for your proposed service. (No maximum word count)
2.2.3 Please explain how you will manage and prioritise referrals in and out of the service. (200 words maximum)
2.2.4 How will you coordinate the activities/interventions to ensure that:

· Support is sequenced in the most effective order for service users;

· Service users are supported by a team rather than being reliant on an individual; and 

· Service users are empowered. (300 words maximum)
2.2.5 Please describe how you propose to work alongside the following delivery partners as a multi-disciplinary team: 

· Mental Health workers line managed by the Mental Health provider but will work closely with the Engagement Team

· ETE workers who will be line managed by the GROW campus provider and work closely with the Engagement Team. 
· Peer mentor volunteers, who will be supervised and hosted by a separate organisation (Lot 2). 

· Accommodation workers, who will be line managed by Shelter but will work closely with the Engagement Team.  (300 words maximum)
2.2.6 Please describe how your organisation will develop referral mechanisms through existing channels, including those detailed in the specification, and using assertive outreach involving peer mentor volunteers and GROW trainees. (300 words maximum)

2.2.7 Please describe the approach that will be taken to support and promote the programme’s No Wrong Door compact (see Appendix C of Outline Service Specification). (300 words maximum)

2.2.8 How will you coordinate the activities and interventions delivered by staff members to ensure that service users are supported by a team rather than reliant on an individual? (300 words maximum)

2.2.9 The recipients will be expected to host GROW trainee placements.  Please describe your approach to accommodating and supervising these placements. (300 words maximum)
2.3 Outcomes and Outputs
2.3.1 Please explain how your proposed service will achieve the outcomes and outputs stated within the specification.  (300 words maximum) 
2.3.2 Please list the outputs you plan to deliver in order to meet the outcomes, indicators and level of change within the timescales set out in the service specification.  (No maximum word count)
2.4 Service User Involvement and co-production
How will you ensure that your organisation involves service users in the delivery and development of the service (including details of how this will be evidenced)? (300 words maximum)

3. Management and Leadership (15%) 

3.1 Please describe how you will manage staff supervision, support, motivation and performance. (200 words maximum)
3.2 How will you ensure the delivery team have sufficient experience, training and competence to deliver the service effectively and in line with the ethos of the programme? (200 words maximum)
3.3 What processes do you have for managing risk internally and externally to your organisation to ensure that all potential situations are managed in an effective manner to minimise disruption to the delivery of services, whilst ensuring the on-going safety of the service users you are working with? (200 words maximum)

3.4 How will you monitor and act on concerns, comments, complaints and safeguarding issues? (200 words maximum)
3.5 How will take on a leadership role on behalf of the programme, making a positive contribution to broader work across the city, taking on a vanguard role in relation to working with and empowering people with multiple needs? (200 words maximum)
4. Joint Working and Partnership (25%) 

4.1 Please explain how you will communicate and build effective relationships with other parts of the Inspiring Change Manchester programme. (300 words maximum)

4.2 A principle of Inspiring Change Manchester is that services will ensure that service users can access a whole system of support through a single point of entry so there is no ‘wrong door’. How will you work with other services to ensure that there is ‘No Wrong Door’ for service users? (300 words maximum)
4.3 Please demonstrate how, as an organisation and/or partnership, you plan to adapt and change as a result of the collective learning gained from the Inspiring Change Manchester programme. (300 words maximum)
5. Monitoring and Evaluation (15%)

5.1 How will you ensure that robust monitoring and evaluation data is collected in order to provide evidence to support service and systems change for individuals with multiple and complex needs? (300 words maximum)
5.2 Please explain how you will review and disseminate best practice working with the Programme Management Team, partnership and other Recipients delivering the programme. (300 words maximum)

Lot 2 – Peer Mentoring  - Method Statement

You must submit a method statement if you wish to bid for Lot 2 (Peer Mentoring) answering the following questions. Please note, if the maximum word count is exceeded, the additional words will not be included for evaluation purposes.
1. Mobilisation and Transition  (15%) 
1.1 Please submit a document that includes an implementation plan outlining your proposals for establishing the service showing details of key milestones, lead in times and any barriers/dependencies to implementation. (No maximum word count)

1.2 Please outline any challenges you foresee in establishing and delivering the service and how you propose to resolve them. (300 words maximum)

2. Proposed Service (30%)
2.1 Outline proposal  

Please outline your proposals to deliver Lot 2 – Peer mentoring, for individuals with multiple and complex needs in response to the specification. (800 words maximum)

Within your proposal, please ensure that you cover the following two points: 

· How you will organise and deliver a range of activities targeting those individuals least likely to engage.

· The approach you will take to working with service users to support their chosen journey to lasting positive change. 

2.2 Service Delivery  

2.2.1 Please submit a proposed staffing structure for the service, including a diagram and completion of the following template for each post attached as an appendix (No maximum word count). 
	Job title:
	
	Employer:
	

	Reports to:
	

	Responsible for (Line management):
	

	Base Location
	

	Project Roles
	

	Other roles:
	
	New or existing:
	

	Total hours:
	
	Project hours:
	

	Salary:
	
	NI:
	

	Pension:
	
	Redundancy:
	

	Out of hours allowance (if applicable) 
	


2.2.2 Please submit a diagram and description of the model and service user journey for your proposed service. (No maximum word count)
2.2.3 Please explain how you will manage and prioritise referrals in and out of the service. (200 words maximum)
2.2.4 A fundamental principle of the programme is to deliver the right service at the right time. Please describe how you will improve access to services to enable service users to benefit at the most effective time and in a flexible way. (300 words maximum)
2.2.5 Please describe how you will deliver peer mentoring to service uses with multiple needs, focus on person centred working and asset based approaches. (300 words maximum)
2.2.6 Please describe how you will integrate peer mentoring with the Engagement Team (see Lot 1). (300 words maximum)
2.2.7 How will you deliver supervision and task to your employees and volunteers with duties and work? (300 words maximum)
2.2.8 The overall approach and day to day running of the service will be delivered in line with principles of a Psychologically Informed Environment to take into account the psychological and emotional needs of the service users. How will you support the programme to work towards this approach? (300 words maximum)
2.2.9 How will you ensure that per mentors work closely with other programme partners and where required by the service user, other agencies in the city to support their positive and lasting change? (300 words maximum)
2.3 Outcomes and Outputs
2.3.1 Please explain how your proposed service will achieve the outcomes and outputs stated within the specification.  (300 words maximum)
2.3.2 Please list the outputs you plan to deliver in order to meet the outcomes, indicators and level change within the timescales set out in the service specification.  (No maximum word count)
2.4 Service User Involvement and co-production
How will you ensure that your organisation involves service users in the delivery and development of the service (including details of how this will be evidenced)? (300 words maximum)
3. Management and Leadership  (15%) 

3.1 Please describe how you will manage staff and volunteer supervision, support, motivation and performance. (200 words maximum)
3.2 How will you ensure the peer mentor team have sufficient experience, training and competence to deliver the service effectively and in line with the ethos of the programme? (200 words maximum)
3.3 What processes do you have for managing risk internally and externally to your organisation to ensure that all potential situations are managed in an effective manner to minimise disruption to the delivery of services, whilst ensuring the on-going safety of the service users you are working with? (200 words maximum)

3.4 How will you monitor and act on concerns, comments, complaints and safeguarding issues? (200 words maximum)
3.5 How will you take on a leadership role, promoting peer led approaches and co-production on behalf of the programme? (200 words maximum)

4. Joint Working and Partnership (25%) 

4.1 Please explain how you will communicate and build effective relationships with other parts of the Inspiring Change Manchester programme. (300 words maximum)

4.2 A principle of Inspiring Change Manchester is that services will ensure that service users can access a whole system of support through a single point of entry so there is no ‘wrong door’. How will you work with other services to ensure that there is ‘No Wrong Door’ for service users? (300 words maximum)
4.3 Please demonstrate how, as an organisation and/or partnership, you plan to adapt and change as a result of the collective learning gained from the Inspiring Change Manchester programme. (300 words maximum)
5. Monitoring and Evaluation (15%)

5.1 How will you ensure that robust monitoring and evaluation data is collected in order to provide evidence to support service and systems change for individuals with multiple and complex needs? (300 words maximum)
5.2 Please explain how you will review and disseminate best practice working with the Programme Management Team, partnership and other Recipients delivering the programme. (300 words maximum)

Section 7c:
PRICING SCHEDULE

Please calculate the full costs of providing the service/s for which you are tendering, including both the direct and non-direct costs.    You must submit your pricing on the template below.  You are currently tendering prices for services for the period 1 April 2016 to 31 March 2018.  

We have given an indication of the funding available for each lot in Section 3.6: Contract Price and Payment and again in Section 6: Specification. The figures are outlined to give bidders an indication of Shelters ceiling of affordability and any bids above the stated values will be rejected.  You should also note that all bids will be evaluated with an overall weighting of:

Quality 80%
Price 20%

Shelter will pay partners quarterly following receipt of  quarterly grant instalments from BIG – in practice this means payments  would be paid up to 1 month in arrears and 2 months in advance for each quarter.
Partners will need to evidence spend against budget of funds previously paid, in order to claim next quarter’s payment. 

Your tender price(s) should be entered using the table of contents on the following page (pg. 88), please note that you must provide a breakdown of all costs. This is not an exhaustive list, please add additional rows to the table if needed.
Shelter will only pay costs in this quote, any changes in circumstance or increased costs have to be borne by the Recipient.
All pricing must be in Pounds Sterling (£) and inclusive of VAT (please add how much of the VAT is recoverable in the column provided)

	Breakdown of each area
	2016/17
£ Total cost including VAT  (A)
	2016/17
£ Recoverable VAT (B)
	2017/18
£ Total cost including VAT  (A)
	2017/18
£ 

Recoverable VAT (B)

	Revenue Costs

	Adhoc set up costs (please specify what these are in additional rows)
	
	
	
	

	Salaries NI & Pensions
	
	
	
	

	Staff-related costs
	
	
	
	

	Volunteer expenses
	
	
	
	

	Office costs
	
	
	
	

	Premises costs
	
	
	
	

	Training events, workshops and conferences
	
	
	
	

	Total Revenue Costs
	
	
	
	

	Overheads (limited to 12.5%)

	Central support functions (HR, IT, Finance etc)
	
	
	
	

	Total Overheads 
	
	
	
	

	Capital Costs

	Computer equipment
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total (£)
	
	
	
	


Section 7d:
FORM OF TENDER
This Tender will not be considered unless received no later than 12 noon 08/02/2016
SHELTER
Tender for Inspiring Change Manchester Services
TO SHELTER
*...............................................................................................…(the Recipient)

* Insert the full name of sole Recipient or all the full names of all partners or the name of the limited company completing the tender.

Whose address is:

…………………………………………………………………………………………………………….

................................................................................................................................................

Telephone number:

……………………………………………………………………………………

I/We undertake and agree to supply and deliver goods, carriage paid, or provide services to the reasonable satisfaction of Shelter for the period specified in the Contract and in accordance with the terms of the contract.  Such terms of the contract are to be agreed and recorded in writing and duly signed by both parties.


No conditions submitted or referred to by me/us when tendering or at any other time shall form part of the contract unless otherwise agreed to, in writing, by both parties and then included in the contract terms.


I/We declare that this tender will remain valid for 90 days.  This 90-day period will commence on 8 February 2016.


I/We agree that there will be no binding agreement between us unless there is a written contract signed by both parties.

Dated this 
 day of 

 in the year of 20

**Signed......................................................................

** The tender is to be signed by the sole Recipient or all the partners or a duly authorised agent of the limited company completing the tender.
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Section 8:
APPENDICES

Appendix 1: Outcomes Table 

Please see document ‘Appendix 1: Outcomes Table’ attached to the email with Invitation to Tender document. 

Appendix 2: Definitions of Frequently Used Terms and Programme Terminology
Consortium – An unincorporated group of firms or individuals, often formed to tender for a contract with a view to forming a company or working in some other way in the event of winning.

Contract – A binding agreement made between two or more parties, which is intended to be enforceable by law.

Contract Value – The estimated total monetary value of a contract over its full duration (not annual).
Invitation to Tender – An invitation Recipients to bid for grant funding for the provision of services.  Also known as an 'ITT'.

Method Statement – Tenderers’ proposals for dealing with aspects of the work which are outlined in the specification, and where detailed operational information about the delivery of the contract is required.
Post-Tender Negotiation – Discussions with a supplier or suppliers after their offers have been received, with the aim of achieving clarifications and/or improvements.  (Strict guidelines apply to conduct during this process).

Pre-Qualification Questionnaire – A questionnaire completed by organisations that wish to be considered for a procurement activity or placed on an approved list.  The purpose is to assess the organisation’s general suitability in terms of financial and economic standing, technical capability and experience, quality assurance, health and safety procedures, environmental issues and equalities considerations.

Specification – The specification details Shelter’s requirements and standards for this contract, including the scope and specific details of the activities we require.  It should present you with a clear, accurate and full description of our needs, so that you can propose a solution to meet them.  You must read the specification carefully; if you are not sure about what is being asked for, contact the named contact for this tender for clarification.
Standing Orders – Shelter’s rules and procedures that govern its activities, including procurement of goods, works and services.
Tender – An official written offer to an invitation that contains a costed proposal to perform the works, services or supplies required, and is provided in response to a tendering exercise.  This normally involves submission of the offer in a sealed envelope to a specified address by a specified time and date.
Definitions of programme terminology 

Psychologically Informed Environment - A service in which the overall approach and the day to day running have been consciously designed to take into account the psychological and emotional needs of the service users.
Homelessness Outcomes Star - The Outcomes Star™ is a suite of tools for supporting and measuring change when working with vulnerable people. There are 14 versions of the tool, including the homelessness star used in MEAM pilots. The Outcomes Star™ was developed by Triangle Consulting Social Enterprise Limited. Further information is available at http://www.outcomesstar.org.uk.
New Directions Team Assessment (CHAOS index) - The NDT Assessment framework was developed by South West London and St George’s Mental
Health Trust and its partners as part of the Merton Adults Facing Chronic Exclusion pilot and uses a set of behavioural indicators to define individuals facing multiple needs and exclusions. Any area using the NDT Assessment framework in full or in part must acknowledge copyright to the South West London and St George’s Mental Health Trust.

Warwick-Edinburgh Mental Wellbeing Scale - The Warwick-Edinburgh Mental Well-Being Scale was funded by the Scottish Executive National Programme for improving mental health and well-being, commissioned by NHS Health Scotland, developed by the University of Warwick and the University of Edinburgh, and is jointly owned by NHS Health Scotland, the University of Warwick and the University of Edinburgh.
Assertive Outreach - Assertive Outreach is the active intervention in the community of service users experiencing severe problems that do not access or benefit from the usual services. Assertiveness is described as a “persistent and patient form of caring, rather than an unthinking coercion”. This focuses on the strengths of the client – holding on to positive aspects even through episodes of difficult or challenging behaviour. 
Strategic Group - The Strategic Group will meet quarterly throughout the project. It is comprised of senior decision-makers and leaders from voluntary and statutory organisations, who provide ongoing guidance on maintaining our alignment with Manchester’s strategic drivers, and lead system change through their levels of influence within their own organisations and their links with wider strategic boards. As needed a sub-committee of this group oversees the processes for allocating resources and delivery roles within the project, ensuring that these are transparent and accountable, to avoid any actual or perceived conflicts of interest. All Strategic Group members will be expected to be involved in one or more of the project’s strategic work-streams:
· Influencing and systems change

· Procurement
Operational Group - The Operational Group meets every two months but Programme governance arrangements are currently being reviewed. It is likely to take on a more detailed role in relation to oversight of nominations to the programme and service user work in the next business cycle. Comprising of senior practitioners from partner agencies, it provides a forum for overseeing operational delivery, sharing information and learning, and identifying opportunities for more effective joint working. This includes championing the long-term adoption of more flexible and responsive services within members’ own organisations and their wider networks. The Operational Group has elected two members to represent Recipients on the Strategic Group, and will inform the Strategic Group's decision-making and influencing work by supplying insights and recommendations from front-line service delivery. Members will be expected to commit to direct involvement in at least one of the project's partnership work-streams. These currently include the following but this will be reviewed as part of a refresh of broader programme governance:  
· 'No Wrong Door'

· Marketing and Communications

· Equalities and Inclusion

· Accommodation

· Innovation Lab – dealing with Monitoring and Evaluation
· ‘GROW’ – led by the GROW Campus, develops meaningful volunteering, training and employment opportunities for service users and ensures the project delivers on Manchester’s work and skills agenda
· M-THINK project group – overseeing the programme’s integrated data system and promoting its use to bring about better integrated working

Core Group - The Core Group ensures that people with lived experience, including current service users are involved in decision-making at all levels of the partnership throughout the project delivery phase, as they were during the development period. The group has elected two members to represent the views of service users on the Strategic Group and two on the Operational Group. 
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Appendix 3: Statutory Information

2.1
Freedom of Information Act 2000
2.1.1
Shelter must comply with Freedom of Information law.  The law enables anyone to require us to disclose to them any information we hold, including information relating to contracts.

2.1.2
You may consider that some information you supply to us should not be disclosed to other people or organisations under Freedom of Information law.  If you do, you must tell us.


Shelter will take your representations into account in its decision whether or not to release the information requested, but the public interest may require that this information is released despite such representations.

2.1.3
If you wish to find out more information, the following government websites are a useful source of information:

· Freedom of Information Act http://www.legislation.hmso.gov.uk/acts/acts2000/20000036.htm;

· Government’s Code of Practice http://www.foi.gov.uk/reference/statCodesOfPractice.htm;

· Information Commissioner's website http://www.informationcommissioner.gov.uk/.

2.2
Confidentiality

2.2.1 The information supplied by the Shelter in connection with this tender must be treated as confidential, however it may be disclosed for the purpose of obtaining quotations required for the preparation of the tender and for insurance purposes.

2.2.2 The information provided by tenderers in their submissions will be treated as confidential by Shelter (for exceptions to this rule please refer to Paragraph 13: Freedom of Information).

2.3 Environmental Information Regulations 2004 (EIR2004)
2.3.1 The Environmental Information Regulations 2004 (EIR 2004) provide a parallel access to documents regarding environmental information.  All documents detailing environmental information are automatically exempt from disclosure under the Freedom of Information Act 2000, but will instead be disclosed under the EIR 2004, which has different rules for ‘commercial interest’ and ‘confidentiality’ exemptions as well as other applicable exemptions.
2.3.2 The definition of environmental information can be found in full at regulation 2 (1) of the EIR 2004, but basically it will relate to information about the elements of the environment, factors likely to affect these elements, the measures likely to affect these elements and factors, reports and cost-benefit analyses relating to these measures, and the state of human health and safety arising out of these issues.
2.3.3 Exemptions available under the EIR 2004 allow for the protection of intellectual property rights, the protection of information volunteered without obligation and confidentiality of commercial and industrial information where confidentiality is provided by law to protect a legitimate economic interest.
2.3.4 For further information on Environmental Information Regulations visit:

http://www.legislation.hmso.gov.uk/si/si2004/draft/20040331.htm
2.4 Disclaimer
2.4.1 
Shelter has prepared this Invitation to Tender (ITT).  Shelter will not accept any responsibility or liability for advising any recipient of any changes or additions to the information contained in this ITT, or any other information relating to the project which comes to their attention.
2.4.2 Although every care has been taken in preparing the ITT, no representation, warranty or undertaking, expressed or implied is, or will be made, and no responsibility or liability will be accepted by the Shelter or by any of its officers, employees, servants, agents or advisers ("Connected Persons") as to the accuracy or completeness of the ITT or any other written or verbal information made available to any interested party or its advisers.  Any liability, however arising, is expressly disclaimed.
2.4.3 Data provided by the Shelter to interested parties will be given in good faith but interested parties will have to make their own investigations and interpretation.  No liability will be accepted by Shelter for the accuracy or completeness of that data.
2.4.4 Neither the receipt of this ITT by any person, nor any information contained in it or distributed with it, or subsequently communicated to any interested party or its advisers is, or is to be taken as, constituting the giving of investment advice by Shelter.
2.4.5 No information contained in this document or any other written or verbal information made available to any interested party or its advisers shall form the basis for any warranty, representation or term of any contract by Shelter with any third party.
2.4.6 Nothing in this document is, or should be, relied on as a promise or representation as to the future.  Shelter reserves the right, without principle, to change the procedure for the project competition or any of the proposals or information in relation to the project.
2.4.7 Shelter reserves the right not to follow up this invitation in any way and/or withdraw from the tender process, and no expense incurred by any person in responding to the invitation and preparing an expression of interest will be reimbursed by Shelter or connected persons will be so liable to the tenderer.  Shelter reserves the right not to award a contract. 
� Psychologically Informed Environment: a service in which the overall approach and the day-to-day running have been consciously designed to take into account the psychological and emotional needs of the service users.





� Potential Providers established outside the United Kingdom may provide equivalent information.  For a list of acceptable equivalent information please refer to in Regulation 23(7) of the Public Contracts Regulations 2006.


� Or, for parent companies established outside the United Kingdom, equivalent information as set out in Regulation 23(7) of the Public Contracts Regulations 2006.


� Or, for parent companies established outside the United Kingdom, equivalent information as set out in Regulation 23(7) of the Public Contracts Regulations 2006.


� In the UK this condition is satisfied by registration with Companies House or a declaration on oath that the candidate is carrying on business in the trade in question in the UK at a specific place of business and under a specific trading name.
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