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North Norfolk District Council

Pre-Qualification Questionnaire 
Over view of the requirements of the contract 
North Norfolk District Council is one of the largest districts in the country, encompassing 373 square miles. The Council has a small property portfolio in terms of value, but large in terms of number of assets and the diverse nature of these assets creates a property management challenge. The assets include, among other things: 

· Council offices in Cromer, North Walsham and Fakenham

· Leisure centres in Sheringham, North Walsham and Fakenham

· Sports clubs and community centres

· Retail units, cafes and kiosks 

· Industrial Estates and depots

· 39 Car Parks

· 41 Public conveniences

· Promenades,  shelters, foreshore areas

· Parklands Mobile Home

· Surveyors allotments
· Beach hut sites and chalets
The Council is looking to procure a cost effective solution to the management of land and property information at North Norfolk District Council and to implement that solution, with the specification, tendering, purchase and implementation of a new system and working procedures. 

It should be noted that the Council transferred its housing stock a number of years ago and therefore the focus of the system will be on the management of ‘non-housing’ assets. 

This is a two stage tender process with interested companies being invited to submit a Pre-Qualification Questionnaire (PQQ). This needs to be submitted as soon as possible but by midday FRIDAY 18 JUNE 2010 at the latest.  

Once the list has been compiled and the response approved and, subject to the timetable of works, companies will be invited to formally tender for the work.  The companies short listed will be notified of the result within eight weeks of submission of PQQ.
It is anticipated the tenders will be released AUGUST 2010
Background information on asset data
The Property Services asset data is held on an Access Database.

There are currently no historical maintenance records to transfer to a new system.

We are currently in the process of plotting the assets on the GIS.

An indication of components required
· Asset register 

· Estates functions (including valuations)

· Terrier functions (Acquisitions/Disposal)

· Condition surveys

· Audits

· Sufficiency

· CAD links

· GIS links

· National Property Performance Indicators

· Diary function

All completed questionnaires and accompanying information must be returned by 12 noon FRIDAY 18 JUNE 2010 to 

Maxine Collis
North Norfolk District Council
Council Offices
Holt Road
Cromer
Norfolk
NR27 9EN
Tel: (01263) 516256
Fax:(01263) 516042
Email: Maxine.Collis@north-norfolk.gov.uk
This questionnaire should be completed by all organisations tendering to North Norfolk District Council for the first time. If you have already completed a business questionnaire as part of a tender to the Authority within the last 12 months please provide details below. In these circumstances you only need to complete Sections 3, 4, 5, 10 and 11 of this Questionnaire.

BUSINESS QUESTIONNAIRE PREVIOUSLY SUBMITTED UNDER –

TENDER NAME

………………………………………………………..

COMPANY NAME

………………………………………………………..

DATE (Month / Year)
………………………………………………………..

Notes for Suppliers

The purpose of this questionnaire is to assist North Norfolk District Council in deciding which suppliers to short-list to invite to tender for provision and implementation of Asset Management Software.  In order to simplify this process, you don’t need to provide supporting documents unless specifically requested.  However, the purchasing organisation may ask to see these documents at a later stage. You may also be asked to clarify your answers or provide more details.  “Authority” means the purchasing organisation that is seeking to award the contract.

All questions must be completed and requests for additional information adhered to. If the question does not apply to you, please state clearly “Not Applicable”, or if you do not know the answer please state clearly “Not Known”. Failure to do so may lead to exclusion of your PQQ submission. The questionnaire must not be altered in any way except by expansion of the boxes provided for responses.  Where insufficient space has been provided in the questionnaire the applicant may append additional pages.  All supporting documentation and/or additional pages must clearly state the applicant’s name.

Failure to complete the questionnaire in full or to provide the documentation requested may result in the application being rejected.  Questionnaires that have been altered except as permitted may also be rejected. All responses and submissions provided may form part of the contract should the applicant subsequently be successful.

Any information and/or documents submitted in response to this questionnaire must relate to the applicant only but please do not send an original of any document because it cannot be returned. The applicant is the organisation, which it is proposed will enter into a formal contract with North Norfolk District Council.

The PQQ’s will be assessed on the following basis;

Technical



30%

Experience



45%

Quality & Environment

10%

Professional Business Standing
  5%

Equal Opportunities


10%

	1
	Organisational Information

	1.1
	Trading Name and registered office address of organisation submitting this bid:
	

	1.2
	Operational Address (if different from above):


	

	1.3
	Company Registration Number:
	

	1.4
	Charities or Housing Association or other registration number (if this applies). Please specify registering body:
	

	1.5
	Date of Registration:
	

	1.6
	VAT Registration Number:
	

	1.7


	Is your organisation: 

 (Please tick one) 


	i) a public limited company?
	

	
	
	ii) a private limited company?
	

	
	
	iii) a partnership?
	

	
	
	iv) a sole trader?
	

	
	
	v) other? (please specify)
	

	1.8
	Name of (ultimate) parent company (if this applies):
	

	1.9
	Companies House Registration Number of parent company (if this applies):
	

	1.10
	Names of company directors and company secretary:


	


	2
	Financial Information

	2.1
	What was your turnover in the last 2 years?  Please provide copies of your audited Annual Report and Accounts (or equivalent) in relation to the last two complete financial years.


	For Year Ended    …./…./….

Turnover            £……………….

	
	
	For Year Ended    … ./…./….

Turnover            £……………….

	
	Are accounts attached?
	YES / NO

	2.2
	Are you currently exempt from filing a profit and loss account under the “Small Companies” classification of the Companies Act 1985?
	YES / NO

	2.3
	Has your organisation met the terms of its banking facilities and loan agreements (if any) during the past 12 months?
	YES / NO

	2.4
	If “No”, what were the reasons, and what corrective measures have been put in place?



	2.5
	Has your organisation met all obligations to its creditors (including staff) during the past 12 months?
	YES / NO

	2.6
	If “No”, please explain why not:



	2.7
	If asked would you be able to obtain a guarantee or performance bond? 
	YES / NO

	2.8
	If you could obtain a guarantee or performance bond, please state from whom.

	2.9
	What is the name and branch of your bankers (who could provide a reference)?
	Bank Name:

	
	
	Branch:

	
	
	Contact Details:




	3
	Business Activities

	3.1 


	Please summarise the nature and extent of your organisation’s principal business activity and services it provides with particular reference to those comparable to the provision of services under this contract.


	3.2 


	How many staff does your organisation have? 

(If you are a sole trader, please say so) 
	

	
	SUB-CONTRACTING
	

	3.3
	Are you applying as:
	a) The Sole Contractor
	

	
	
	b) The Prime Contractor with sub-contracted third parties providing some of the services
	

	3.4
	If the answer above is b) please identify which trades/elements of the work are likely to be sub-contracted:




	4
	Previous Experience

	4.1
	Previous Experience - Have you provided comparable works/service contracts in the past three years?  If so, please list below:

	
	
	Example 1
	Example 2
	Example 3
	Example 4

	
	Name of organisation 
	
	
	
	

	
	Type of Works / Services Provided


	
	
	
	

	
	Works / Services provided 

from – to (dates)


	
	
	
	

	
	Value of Works / Services £

	
	
	
	

	
	Brief Description of Works / Services

	
	
	
	


	5
	References

	Please provide details of two recent contracts that are comparable to the Authority’s requirements. Where possible, at least one should be from the public sector. If you are unable to provide directly comparable references, please provide details of suitable professional references from organisations with whom you have worked.

	
	
	Organisation 1
	Organisation 2

	5.1
	Organisation:
	
	

	5.2
	Contact Name:
	
	

	5.3
	Phone Number:
	
	

	5.4
	Email address:


	
	

	5.5
	Date Contract commenced:
	
	

	5.6
	Length of contract:
	
	

	5.7
	Value:
	
	

	5.8
	Is this contract still ongoing?
	
	

	5.9
	Has your organisation had a contract terminated in the last 3 years by reason of failure to perform the contract?
	YES / NO

	5.10
	Has your organisation ever suffered a deduction for liquidated or ascertained damages or any other sum for default or failure to comply in respect of any contract within the last 3 years?
	YES / NO

	5.11

	If you answered “YES” to either of the questions above, please give brief details below:




	6
	Insurances

	Please provide details of the following insurances. It is likely that a minimum level of insurance of £5M will be required in respect of each claim. Please confirm that you could obtain this level of insurance if your current provision falls short of this requirement (please provide copies of certificates).

	
	INSURANCE
	AMOUNT
	INSURER
	RENEWAL DATE
	POLICY No

	6.1
	Public Liability: 
	
	
	
	

	6.2
	Employers Liability:
	
	
	
	

	6.4
	Other:
	
	
	
	

	Please provide copies of insurance certificates with your application form as evidence of the cover stated above.

	Are copies of certificates attached?
	YES / NO


	7
	Policies and Systems

	
	Health & Safety 

	7.1
	Does your organisation have a written Health and Safety Policy? (this is not required if you employ less than five people)
	YES / NO

	7.2
	Does your organisation have a documented Health and Safety Management system?
	YES / NO

	7.3
	If “No” to either of the above please explain why:

	
	Quality Assurance
	

	7.4
	Does your organisation hold a recognised quality management certification, for example BS/EN/ISO 9000 or equivalent?
	YES / NO

	7.5
	If not, does your organisation have a quality management system*?
	YES / NO

	
	Equal Opportunities (please also complete Module 2)
	

	7.6
	Does your organisation have a written equal opportunities policy, to avoid discrimination? 
	YES / NO

	7.7 
	During the last 3 years, has your organisation been prosecuted under any Equal Opportunities legislation?

If Yes, please provide details on a separate statement.
	YES / NO 


	
	Environmental Management
	

	7.8
	Does your organisation have an environmental/sustainability management system* or policy?
	YES / NO 


	8
	Professional and Business Standing 

	8.1
	Please provide details of all the industry forms and bodies of which your organisation is a member, and information regarding your co-operation and involvement with such bodies:



	8.2
	Do any of the following apply to your organisation, or to (any of) the director(s)/partners/proprietor(s)?

	8.2.1
	Is in a state of bankruptcy, insolvency, compulsory winding up, receivership, composition with creditors, or subject to relevant proceedings
	Yes / No



	8.2.2
	Has been convicted of a criminal offence related to business or professional conduct
	Yes / No



	8.2.3
	Has committed an act of grave misconduct in the course of business
	Yes / No



	8.2.4
	Has not fulfilled obligations related to payment of social security contributions
	Yes / No

	8.2.5
	Has not fulfilled obligations related to payment of taxes
	Yes / No

	8.2.6
	Is guilty of serious misrepresentation in supplying information
	Yes / No

	8.2.7
	Is not in possession of relevant licenses or membership of an appropriate organisation where required by law
	Yes / No

	8.3
	If the answer to any of these is “Yes” please give brief details below, including what has been done to put things right:




Equal Opportunities
North Norfolk District Council assesses equality using the ‘Common Standard for Equalities in Public Procurement’.  This model has been developed by the West Midlands Forum
 and is designed to raise the performance of service providers in relation to race equality in employment and equal opportunities in general.  The objective is to establish a national common standard that promotes equality for all across age, disability, gender, race, religion and sexual orientation for participating local authorities and their service providers.

The Common Standard requires service providers to demonstrate that they comply with equality in employment legislation.  The levels of the Standard become more demanding depending on the number of staff employed by the firm, sole traders and firms employing less than 5 employees face minimum requirements, while firms employing 50 or more staff need to meet more comprehensive criteria.

Service providers should note the requirements of levels 1 & 2 below before answering the questions on page 5.
LESS THAN 5 EMPLOYEES
LESS THAN 5 EMPLOYEES

Firms with fewer than 5 directly employed persons must provide a written assurance that the appropriate level of the Standard will be achieved following any recruitment which increases the size of the firm to 5 or more employees.

LEVEL 1 (5 TO 49 EMPLOYEES)
All firms with between 5 and 49 employees must achieve criteria 1 - 4 listed below.

1.
All firms must provide (if requested) an equal opportunities policy in respect of race, gender and disability that covers at least: -
(a)   recruitment, selection, training, promotion, discipline and dismissal.

(b) discrimination, harassment, and victimisation, making it clear that these are disciplinary offences within the firm.

(c)
identification of the senior position with responsibility for the policy and its effective implementation.

(d) 
how you communicate the policy to your staff.

2.
Effective implementation of the policy in the firm’s recruitment practices, to include open recruitment methods such as the use of job centres, careers service or press advertisements.
3.
Regular reviews of the policy.

4.
Regular monitoring of the numbers of job applicants from different gender, disability and ethnic groups.

LEVEL 2 (50 OR MORE EMPLOYEES)
All firms with 50 or more employees must achieve criteria 1-4 in level 1 and the additional criteria 5—10 listed below.

5.
Provide written instructions to managers and supervisors on equality in recruitment, selection, training, promotion, discipline and dismissal of staff.

6. 

6.
Provide equality training for managers and any staff responsible for recruitment and selection.

7.
In addition to criterion 4 (Level 1) carry out monitoring on the number of employees from different gender, disability and ethnic groups by grade when:

(a) in post

(b) applying for posts

(c) taking up training and development opportunities

(d) promoted

(e) transferred

(f) disciplined and dismissed

(g) leaving employment

8. 

8.
If monitoring reveals under-representation of the groups listed in 7 above, to take steps, including positive action, to address any imbalances.

9.
Regular reporting and consultation on equality issues within the workforce.

10.


10.
Mention in the firm’s recruitment advertisements and publicity literature that equal opportunities practices are in place.

EVALUATING SERVICE PROVIDERS

The Local Government Act 1988 authorises local authorities to ask potential service providers six approved questions about racial equality in employment. These six questions are included within the tender questionnaire and answers to these questions are checked against the Common Standard levels.
THE QUESTIONS

If you are not currently subject to UK legislation please supply details of your experience in complying with equivalent legislation that is designed to eliminate discrimination and to promote equality of opportunity.

Service providers need to demonstrate compliance with equality in employment legislation through their answers to the following six questions.  Contractors that are successful at the tender stage may be asked to provide supporting evidence of the instructions, documents, recruitment advertisements and other literature to substantiate this.

	9
	MODULE 2 Equal Opportunities 
	

	9.1 


	Is it your policy as an employer to comply with your statutory obligations to staff and applicants for employment under the equality and non-discrimination laws as listed below?

1. The Race Relations Act 1976, as amended by the Race Relations (Amendment) Act 2000

2. The Race Relations Code of Practice for the elimination of racial discrimination and the promotion of equality of opportunity in employment, as approved by Parliament in 1983

3. The Race Relations Act (Amendment) Regulations 2003

4. Employment Equality (Religion or Belief) (Amendment) Regulations 2003

5. Disability Discrimination Act 1995

6. Equal Pay Act 1970 (Amendment) Regulations 2003

7. Sex Discrimination Act 1975 (Amendment) Regulations 2003

8. Employment Equality (Sexual Orientation) Regulations 2003

9. Age Discrimination Act 2006


	1. Yes / No

2. Yes / No

3. Yes / No

4. Yes / No

5. Yes / No

6. Yes / No

7. Yes / No

8. Yes / No

9. Yes / No



	9.2 
	In the last three years has any finding of unlawful discrimination or other breach of these laws been made against your organisation by any court or industrial tribunal?
	Yes / No

	9.3 


	In the last three years has your organisation been the subject of formal investigation by the Commission for Racial Equality, The Equal Opportunities Commission or the Disability Rights Commission on grounds of alleged unlawful discrimination?
	Yes / No

	9.4 


	If you answered yes to question 10.2, or, in relation to question 10.3 a commission made a finding adverse to your organisation, what steps did you take to address that finding?



	9.5 


	Is your policy on equal opportunities at work set out:

(a) In instructions to those concerned with recruitment, training and promotion?

(b) In documents available to employees, recognised trade unions or other representative group of employees?

(c) In recruitment advertisements or other literature?


	Yes / No

Yes / No

Yes / No 

	9.6 


	Do you observe as far as possible the equalities and non-discrimination codes of practice as listed under question 1 above?
	Yes / No 


INFORMATION FOR CONTRACTORS
Disability Service Team

Disability Service Team, 1st Floor Dyson Chambers, 12-14 Briggate, Leeds LS1 6EP 
Telephone: 0113 215 5289, Fax: 0113 215 5194, Minicom: 0113 215 5295

Web: www.employmentservices.gov.uk, Web: www.through-the-maze.org.uk
Equality & Human Rights Commission-London

3 More London, Riverside Tooley Street SE1 2RG
Telephone 020 3117 0235
Fax 01925 884 275
info@equalityhumanrights.com
	10
	Commercially Sensitive Information 


As part of our duty under the Freedom of Information (FOI) Act, we may have to disclose information that forms part of your tender or associated documentation, unless an exemption applies. Exemptions defined by the act include:-

- disclosing information that would constitute an actionable breach of confidence

- disclosing trade and proprietary secrets

- disclosing information that is likely to prejudice any person or organisation’s commercial interests (and this includes the Authority’s commercial interests)

If you consider that any of the information you submit should not be disclosed because of its sensitivity, then this must be stated below along with the reason for this exemption, under the terms of the FOI Act. 

It should be noted that disclosure is assumed to be required under the FOI Act, unless an exemption can be applied, and that such enforcement of the Act may be deemed to take precedence over any exemption claimed by your organisation.

COMMERCIALLY SENSITIVE EXEMPTIONS

	Question Ref  No
	Rationale

	
	

	
	

	
	


	11
	DECLARATION


I declare that to the best of my knowledge the answers submitted in this questionnaire (and supporting modules are correct.  I understand that this information will be used in the evaluation process to assess my organisations tender in relation to the authority’s requirement. 
I understand that it is a criminal offence to give or offer any gift or other consideration as an inducement or reward to any officer of the authority and that such an act will enable the Authority to exclude this applicant from the tender evaluation process and / or to cancel any contract subsequently awarded.

I understand that the Authority reserves the right to cancel the procurement process at any time up to the award of contract stage and that contractors need to cover their own bid costs.  I understand that the Authority reserves the right to carry out any investigations in connection with the letting of this contract that at its discretion it considers necessary of appropriate.
THIS FORM SHOULD BE SIGNED BY A COMPANY DIRECTOR, PARTNER, COMPANY SECRETARY, or ANY OTHER COMPANY EMPLOYEE DULY AUTHORISED TO SIGN SUCH DOCUMENTS

	Form signed by

	Name
	

	Job Title
	

	Telephone Number
	

	E-mail
	

	Date
	

	Signature
	


Notes:

* “system” means processes and procedures to ensure that the subject is properly managed.  This includes making sure that legal requirements are met.

Health and Safety Policies

Any business employing five or more people has, by law, to prepare and bring to the attention of employees a written Health and Safety Policy Statement.

A Health and Safety Policy usually consists of three distinct sections namely:

General Policy Statement – a short statement outlining the organisation’s commitment to Health and Safety, signed and dated by the senior organization official (for example, the Managing Director).

Organisation – how the organisation addresses health and safety; lines of communication between managers and staff; and any specific duties/responsibilities assigned within the organisation - this should be relatively straightforward for smaller organisations.
Arrangements – the systems and procedures in place for ensuring employees’

health and safety at work.
� The West Midlands Forum consists of Birmingham City Council, Coventry City Council, Redditch Borough Council, Sandwell Metropolitan Borough Council, Walsall Metropolitan Borough Council and Wolverhampton City Council
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