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PRE-QUALIFICATION QUESTIONNAIRE

Name of Applicant: ………………………………………………….
CONTRACT: Head of Science Coordination for the UK Ocean Acidification Research Programme
OJEU EXERCISE FOR UK OCEAN ACIDIFICATION RESEARCH PROGRAMME

REFERENCE: R8-H12-133
The RCUK SSC Ltd (SSC) acting on behalf of the Natural Environment Research Council (NERC) is asking interested Suppliers to bid for a tender using the Restricted Procedure.  The Restricted Procedure has two stages and this guidance note refers to the first stage i.e. pre-qualification.  The purpose of this Pre-Qualification Questionnaire (PQQ) is to obtain sufficient information to enable SSC Ltd and the Council to evaluate the relative suitability of potential suppliers to meet its current requirement.  During the PQQ stage the intention will be to arrive at a short-list of potential suppliers (normally no more than 5-8) for formal Invitation to Tender against this requirement.

RCUK SSC Ltd is inviting interested Suppliers to fill in the PQQ, as set out below.

The completed Questionnaire should be sent to the email address as shown below not later than the deadline 12 April 2010 16:00 UK Local time. Please split large emails into smaller ones.
Supporting information should be presented in the same order as asked for on the form and should be referenced to the relevant question number.  Any other supplementary material is not required and will not be considered.

This is an evidence based process RCUK SSC Ltd and NERC reserves the right to exclude you from further consideration as a potential supplier if your response fails to provide, within the specified timescale, either information or documentation requested in the PQQ. 

	RETURN OF PQQ

Send to: melanie.hollingsworth@ssc.rcuk.ac.uk
Please put  ‘R8-H12-133 UK Oceanacidification PQQ’ in the email title line and split large emails

Tel No.  01793 867313
Deadline for arrival is  12 April 2010 16:00 UK local time



SECTION 1 – BACKGROUND SPECIFICATION

UK OCEAN ACIDIFICATION RESEARCH PROGRAMME

SPECIFICATION OF REQUIREMENT AND DESCRIPTION OF THE ROLE AND FUNCTION OF THE HEAD OF SCIENCE CO-ORDINATION 

Introduction

The Natural Environmental Research Council (NERC) is one of the UK’s Seven Research Councils. NERC funds world-class science in universities and NERC research centres that increases knowledge and understanding of the natural world. More can be found out about NERC activities at our website. http://www.nerc.ac.uk/
Requirement 
NERC is looking for the position Head of Science Coordination to work on the UK Ocean Acidification Research Programme. Full details about the role and responsibilities are at Annex A. Unless already employed by NERC, the successful applicant/s will not become an employee of NERC.  The successful candidate will be expected to start as soon as practicably possible after contract award. 
Background to requirement 
The UK Ocean Acidification Research Programme is a collaborative 5-year programme with a budget of £12.4m funded by NERC, the Department for Environment, Food & Rural Affairs (Defra) and the Department of Energy and Climate Change (DECC). The programme comprises a linked set of projects awarded following competitive assessment of bids made in response to an Announcement of Opportunity targeted at specific scientific activities with stated objectives. The programme requires development, planning, promotion, administration, management, co-ordination and monitoring in order to achieve a set of objectives and to attain added value. This suite of Programme Management activities is to be delivered by a team, consisting of a Programme Manager from each of NERC, Defra and DECC, a Programme Administrator located in NERC Swindon Office, an external Science Co-ordination Team, led by a Head of Science Co-ordination, and an external Knowledge Exchange Co-ordinator (already appointed).

Research Programme Management Roles
The NERC, Defra and DECC will be the ‘customers’ for the programme. The NERC Science and Innovation Manager has executive responsibility for the implementation of a Research Programme and will be the named Programme Manager for the external Head of Science Co-ordination contract and the SLA for the Science Co-ordination support Team, which together will provide the programme’s Science Co-ordination Team.  He/she will communicate to the Science Co-ordination Team the requirements of the ‘customers’ and will be their point of contact on matters concerning the scientific direction of the programme. On matters concerning policy, procedures and administration of the programme, the Science Co-ordination Team will be advised by the NERC Programme Administrator. The Science Co-ordination Team will be led and overseen by the Head of Science Co-ordination.
A Programme Administrator located within NERC Swindon Office will assume responsibility for all aspects of the day-to-day programme administration and will be the primary point of contact in NERC Swindon Office for enquiries concerning the programme. He/she will assist the Science Co-ordination Team and Knowledge Exchange Co-ordinator in organising workshops and other meetings as required. The Programme Administrator will work closely with NERC Finance to ensure that the programme finances are kept up to date. He/she will provide secretariat and administrative support for the Programme Executive Board and the Programme Advisory Group and will liaise closely with NERC Research Grants and Training and Awards teams who will be responsible for co-ordinating the peer review of proposals and for post award maintenance. 

The Programme Executive Board is responsible for the strategic direction and management of the programme and the delivery of the programme’s objectives. The Board will be required to carry out a number of defined tasks (not outlined here) and will be supported by the Programme Advisory Group and the Programme Management team. 

The Programme Advisory Group is tasked to advise the Programme Executive Board on the strategic direction of the programme and integration of the programme science. In particular, the Programme Advisory Group is tasked with advising on the implementation of the NERC Data Policy and for promoting the transfer of the programme outcomes to the user and wider communities through knowledge exchange and the wider communication strategies. The Programme Advisory Group will also advise at regular intervals on the progress of projects against agreed milestones and deliverables. The Programme Executive Board will retain responsibility for how such advice is used.

Annex A

Primary responsibilities of the Head of Science Co-ordination:

This call is for the Head of Science Co-ordination role for a period of 5 years working on a part-time basis (expected 0.2 Full-Time Equivalent).   

The Head of Science Co-ordination will provide strategic leadership for the UK Ocean Acidification programme, ensuring that the research addresses the stated aims and objectives.  He/she will act as a high-level ambassador for the programme, promoting the research agenda and leading on the overall coordination and integration of all elements of the programmes’ science and management.  This position will be a key lynch-pin in enabling the success of the programme.

The person undertaking this position will be required to have a thorough understanding of both the current and emerging issues in ocean acidification-related science research and how these relate to Defra and DECC’s priorities.  He/she will be able to identify key opportunities for collaboration and synergy with other activities and be able to represent the research of the Ocean Acidification Programmes at a national and international level.  The Head of Science Coordination will also lead the Science Co-ordination Team, overseeing its activities.
Specific requirements for the Head of Science Coordination are considered to be:
Essential

· A degree or equivalent qualification or experience in a relevant science area

· Good understanding of current and emerging issues in ocean acidification-related science
· Good understanding of the funders’ (Defra, DECC and NERC) priorities in ocean acidification-related science

· Good understanding of the Research Councils system (e.g. strategic priorities, funding system, etc.)

· An excellent understanding of current thinking and practice in your specialist area of science activity, both nationally and internationally.

· Ability to identify and initiate best practice to support the delivery of strategic objectives

· Highly developed approach to decision making 

· Ability to communicate effectively and persuasively both in your area of science activity and in the wider community

· Strong negotiation and influencing skills with the ability to achieve positive outcomes in difficult circumstances

· Strong experience of research and research processes

· Experience in project management with structured, organised approach

· Strong leadership and people management skills 

· Proactive, motivated individual with ability to self-manage, lead and work as part of a team
Desirable

· Experience of formulating and delivering science programmes

· Knowledge and expertise in leading the development and delivery of business objectives
The Head of Science Co-ordination will lead and be supported by a Science Co-ordination Team to collectively provide the programme management for the Ocean Acidification programme. The strategic direction for the programme will be provided by the Head, with the Team providing the key underpinning activities to enable the effective delivery of the science co-ordination function. It is anticipated that the Science Co-ordination Team will be provided by the National Oceanography Centre, taking advantage of the already well established facilities and links provided by this Centre.
Specific activities that the Team may be required to undertake with the oversight of the Head of Science Co-ordination are:

· convene workshops and science meetings;

· maintain of an overview of the scientific progress made against the programme objectives;

· liaise with all programme participants; 

· maintain of relevant content in an externally-facing web site;

· annual reporting, and the completion of output performance measures (OPMs);

· monitor adherence to the Programme Data Management Plan and ensure that Principal Investigators submit data in a timely manner;

· report writing; and

· and, any other activities as required by the Programme Executive Board.
The specific requirements of the Team will be fully defined when the Head of Science Co-ordination has been appointed.

Science Co-ordination Responsibilities
The Science Co-ordination Team will be responsible for the day-to-day management and coordination of the programme, overseen by the Head of Science Co-ordination, and will work closely with the Programme Administrator based in the Swindon Office and the Knowledge Exchange Co-ordinator.
Collectively the Science Co-ordination Team, under the leadership of the Head of Science Co-ordination will be responsible for the following:

(i) Programme Strategy

· Development and execution of the Ocean Acidification programme, ensuring its delivery against programme objectives 
· In consultation with the Programme Executive Board and the Programme Advisory Group, finalise and publish the Implementation and Data Management Plans for the programme with agreed targets and objectives against which progress can be assessed and measured, and revise these plans as appropriate
· In consultation with the Programme Executive Board, plan and deliver science meetings (as required), and specify possible workshops and Working Groups to stimulate the science and to communicatr the programme to a wider audience
· Ensure the overall scientific integration of the programme, notably securing effective exchange of information and coordination of the programme’s various activities

· Strengthen the programme’s links with BIOACID and EPOCA, and with other international partners as appropriate.
ii)
Promotion: (joint activity with Programme Administrator)

· In collaboration with the Programme Executive Board develop a communication plan to ensure that the wider community is aware of the programme
· In collaboration with the Programme Administrator, publicise the programme to the widest possible community through contributions to the programme web page and through other media as appropriate
· Liaise with the Programme Executive Board to prepare the specification for a final programme event to publicise the programme results and achievements
· At the end of the programme, plan the preparation of a high quality illustrated report summarising key findings and achievements of the research; this report is for a public audience and is in addition to the Final Report of the programme.

iii) Liaison:
· Maintain regular contact with members of the Programme Management team, Programme Executive Board, Programme Advisory Group and the programme participants
· Maintain regular contact and work collaboratively with the Knowledge Exchange Co-ordinator
· Maintain contact with all programme participants (visit each project holder at least once a year) and be their point of contact on science related issues

· Build an ocean acidification ‘programme community’ drawing in research not directly funded by this programme where appropriate
· Subject to intellectual considerations, in consultation with the Programme Executive Board, promote and co-ordinate the exchange of information between project participants, other research based in the UK, European and international programmes, and the user community to foster partnerships and to encourage a strong and integrated research community.

iv) Data Management: (joint activity with the Programme Administrator and NERC Data Centre staff)
· In collaboration with the Programme Executive Board, develop a written Data Management Plan and implement arrangements to ensure the establishment of mechanisms for quality assurance of data and for the timely dissemination of data sets and models produced during the programme, according to the NERC Data Policy
· Monitor Principal Investigators adherence to the Programme Data Management Plan and ensure that Principal Investigators submit data in a timely manner.
v) Post Programme Evaluation:

· Ensure that key information relating to the science co-ordination is made available to NERC at the end of the Science Co-ordination contract
· In collaboration with the Programme Executive Board, produce a written Final Report, setting out the achievements of the programme.
vi) Progress Monitoring and Reporting:
· Monitor progress of individual projects against agreed milestones and deliverables and facilitate collaboration
· Maintain an overview of scientific progress against programme objectives
· With assistance from the Programme Administrators, ensure that each Principal Investigator submits to NERC an annual Output and Performance Report, using electronic submission via the Research Outputs Database, to meet deadlines set by NERC
· Keep the Programme Executive Board informed of the progress of individual projects 

· Prepare a written Annual Programme Report for NERC, Defra and DECC on scientific progress and co-ordination activities
· Submit three key programme highlights each year, that can be considered by the NERC Achievements Panel for inclusion in the NERC Annual Report
· Attend meetings of the Programme Executive Board and Programme Advisory Group as required
· Review final reports of the projects, providing comments to the Programme Administrators
· Liaise with the Programme Administrators to ensure appropriate project information is available.
vii) Knowledge Exchange, Partnership and Co-funding: 
The Science Co-ordination Team will also be required to work closely with the Knowledge Exchange Co-ordinator, Dr Carol Turley, and will be required to:
· Provide input to the written Knowledge Exchange Plan and activities to secure maximum knowledge exchange to users, to promote exploitation of project results to help ensure Government financial investment will result in increased competitiveness, wealth creation and improved health and quality of life (KE Co-ordinator to lead on this task)
· Identify, within the broad range of Ocean Acidification activities, common themes between projects and with activities elsewhere, for which cross-project links would maximize the relevance of the research to users/stakeholders needs (KE Co-ordinator to lead on this task)
· Working with NERC, Defra and DECC, identify and help to secure potential sources of co-funding.
APPLICANT’S DETAILS
Name:

Address:

Telephone No:

Fax No:

E-mail:

1.0 
Organisation Information

	Name of the Organisation in whose name the tender would be submitted:

Contact:

Address: 

Telephone No:

Fax No:

E-mail:

Website Address:

Registration No:

Date of Registration

Registered Address:

(if different from above)




1.1
Is your organisation:




Tick

a public limited company*



a limited company*





a sole trader*








a partnership*




University, NERC Research or

Collaborative Centre


Other (give details):
*Please also complete Section 3, 4 and 5 Organisational details, Finance and General information (Universities, NERC Research centres and NERC Collaborative centres are not required to complete Sections 3 and 4)
SECTION 2 – BACKGROUND INFORMATION
	PREVIOUS RELEVANT EXPERIENCE
2.1 CV and Background Knowledge
Provide a detailed current CV demonstrating background knowledge of the field which should be no more than 3 sides of A4 typescript (Arial font 11).  This should include:

· Scientific credentials and/or experience in the relevant field,
· Grants obtained

· Relevant publications

· Managing and/or coordinating research activities
2.2  Previous experience
Please complete the relevant tables on the following page with details of up to three posts held relevant to the required specification.
The table contains the following categories:

A. Post title;
B. Start and end dates;

C. Where was the post based;
D. Brief overview of what the post entailed maximum 500 words;
E. Managing and/or coordinating duties including: size and type of activities;



RCUK SSC LTD may elect to contact any of the named companies/institutions for a reference or seek other external references if appropriate. 
Previous Experience - Science Co-ordinator Post 

	*
	Example 1

	A

Post title 
	

	B

Start and end dates;
	

	C

Where was the post mainly based;
	

	D

Brief overview of what the post entailed (maximum 500 words)
	

	E

Managing or coordinating duties including: size and type of activities
	

	F

Contact name, organisation details and email address
	


*Expand rows and columns as required
Previous Experience - Science Co-ordinator Post 

	*
	Example 2

	A

Post title 
	

	B

Start and end dates;
	

	C

Where was the post mainly based;
	

	D

Brief overview of what the post entailed (maximum 500 words)
	

	E

Managing or coordinating duties including: size and type of activities
	

	F

Contact name, organisation details and email address
	


* Expand rows and columns as required
Previous Experience - Science Co-ordinator Post 

	*
	Example 3

	A

Post title 
	

	B

Start and end dates;
	

	C

Where was the post mainly based;
	

	D

Brief overview of what the post entailed (maximum 500 words)
	

	E

Managing or coordinating duties including: size and type of activities
	

	F

Contact name, organisation details and email address
	


*Expand rows and columns as required
Section 3 and 4 to be completed by PLC, LTD, Sole traders and Partnerships
SECTION 3 ORGANISATION DETAILS
	3.1    Date of organisation’s formation 


	3.2    Date of incorporation in UK (if different from 2.2):


	3.3     VAT Registration No.:


	3.4     Is your organisation registered under the Data Protection Act 1998?        Yes/No
          If Yes, what is your DPA Registration No.


3.5
Please enclose details of your organisations structure, e.g. organisation chart.

	3.6     Are there any court actions and/or employment tribunal hearings outstanding

against your organisation?                                                     Yes/No
If Yes, please provide details:




	3.7      Has your organisation been involved in any court action and/or employment tribunal over the last 3 years?                                               

          Yes/No

If Yes, please provide details:




	3.8   Is your company a subsidiary (as understood by the HM Revenue & Customs) of another company?                                               Yes/No
          If Yes, please provide the name and registered office address of the        

          holding or parent company and the ultimate parent (if applicable):

    


	3.9    Is your company affiliated or associated with another company that would be capable of tendering for these goods/services?            Yes/No
If Yes, please provide the name and registered office address:




	3.10   Please give the names and responsibilities of the Executive Directors/Partners of your organisation: 

	Name:


	Responsibility:


SECTION 4 – FINANCIAL
4.1
Please indicate the annual turnover of your organisation over the last 3 years.  If your organisation is part of a group, please give figures for both your own organisation and the group.

	Organisation

	Annual Turnover                                                     For Year

	Annual Turnover                                                     For Year

	Annual Turnover                                                     For Year


	Group

	Annual Consolidated Turnover                                  For Year

	Annual Consolidated Turnover                                  For Year

	Annual Consolidated Turnover                                  For Year


	4.2  Please attach one copy of your Audited Accounts for the last three years. (Profit/Loss) accounts and balance sheets are acceptable from Sole Traders/Partnerships).  If you are part of a group of companies, please attach in addition to your own accounts the Audited Accounts of your Parent Company for the last three years.

        **If these are not available you must tell us why, and where possible supply 

        unaudited Accounts or any other official documentation that will facilitate a 

        financial assessment to be conducted.**

Please note that failure to produce these accounts is likely to result in your not being considered further.




	Annual Accounts due

for submission to Companies House:       /     /               (please insert date due)




	4.3     We confirm that, if a tender is awarded to us, payment in sterling is acceptable?

                                                                                                        Yes/No


	4.5      If your organisation is a subsidiary of any other organisation, will the holding 

Company be prepared to issue a parent guarantee in respect of any contract

which may be awarded?                                                            Yes/No

                                                                                           or Not applicable

Name and Address of Parent Organisation:




	Insurance

          Please provide details of your Organisations insurance protection* in the                 following categories:

Public Liability Insurance:

Insurer/Broker:

Limit of Indemnity:

Amount any one incident:

Policy Number:

Expiry Date:

Employer’s Liability Insurance:

Insurer/Broker:

Limit of Indemnity:

Amount any one incident:

Policy Number:

Expiry Date:

Damage to Property and Contents Insurance:

Insurer/Broker:

Limit of Indemnity:

Amount any one incident:

Policy Number:

Expiry Date:

Professional Indemnity Insurance:

Insurer/Broker:

Limit of Indemnity:

Amount any one incident:

Policy Number:

Expiry Date:

* Copies of relevant certificates may be asked for at the next stage of this exercise


SECTION 5– GENERAL INFORMATION (To be completed by all applicants)
	5. AREAS OF BUSINESS
Please indicate below the principal areas of business activity of your company:




	5.1   QUALITY ASSURANCE
Please attach details of your quality assurance policy.




	5.2 PROFESSIONAL ORGANISATIONS

Please indicate which professional or trade bodies your organisation belongs to:

(please state whether this is on an organisation or individual basis)




	5.3
STAFF AVAILABILITY
5.3.1 Availability of Staff who would be directly involved in the requirement.

This call is for the Head of Science Co-ordination role for a period of 5 years working on a part-time basis (expected 0.2 Full-Time Equivalent).   

Provide confirmation of availability to be able to work on the requirements of this contract for the duration specified above.  

Please give an indication of how soon the Person/Staff directly involved in the requirement would be able to take up the position (if more than one please indicated separately below).



	5.4 HEALTH AND SAFETY       - Annex A
Please complete the attached Health and Safety form.




	5.5 EQUAL OPPORTUNITIES – Annex B  

Please complete the attached Equal Opportunities form.



	5.6 ENVIRONMENTAL POLICY 
Please provide details of your organisation’s Environmental Policy.



	5.7    COMPLIANCE WITH EC LEGISLATION/UK PROCUREMENT LEGISLATION

Does your organisation or any of your Directors/Partners or anyone in an equivalent position e.g. any other senior managers “who (have) powers of representation, decision or control” have any convictions relating to any of the offences listed under regulation 23(1), of the Public Contracts Regulations 2006?  If so, please list each conviction with full details:                          Yes/No

The Authority may seek evidence at a later date, in confirmation of your answer.

(Annex C contains both a summary of the circumstances and the full text of Regulation 23(1))


	Selection Criteria


	Weighting
	

	Experience of working in Ocean acidification related science, or similar
	35%
	

	Experience of managing, coordinating or leading a similar science programme
	45%
	

	Capacity to undertake the work /availability
	20%
	

	Financial stability 
	For comment
	


Scoring:
0
Unacceptable - no relevant experience, understanding or capacity to undertake requirement
2
Poor - little relevant experience, understanding or capacity to undertake requirement
4
Below Average - limited/partial relevant experience, understanding or capacity to undertake requirement
6
Good - moderate level of relevant experience, understanding and capacity to undertake requirement
8
Very Good - satisfactory level of relevant experience, understanding and capacity to undertake requirement
10
Excellent – high level of relevant experience, understanding and capacity to undertake requirement

SECTION 6 – ENCLOSURES & DECLARATION (To be completed by all applicants)
ENCLOSURES

Please confirm that you have enclosed the following with your completed questionnaire, where necessary/appropriate.
	Enclosure
	Section of Form
	Status
	Tick to indicate document has been included

	CV and background knowledge
	Section 2, 1.1
	Compulsory
	

	Table of examples of previous experience

	 Section 2, 1.2
	Compulsory
	

	For Organisations financial details


	Section 3, 4 
	if applicable
	

	General Information


	Section 5
	Compulsory

	


DECLARATION

I declare that to the best of my knowledge the answers submitted in this PQQ, and in any other supporting documentation, are correct.

I understand that the information will be used in the evaluation process to assess my organisation’s suitability to be invited to tender for this particular requirement.

	Name:



	Organisation:



	Job Title:

	Date:


Annex A

	
	HEALTH & SAFETY QUESTIONNAIRE

	
	
	
	 Delete as appropriate
	If “Yes”, could you provide evidence
 if asked?

	1
	Health and Safety Policy
	Does your organisation have a written Health and Safety Policy? (if “No” please skip to question 2)
	Yes / No
	Yes / No

	1.1
	
	Is this reviewed periodically?
	Yes / No
	Yes / No

	1.2
	
	Is there a signed current copy?
	Yes / No
	Yes / No

	1.3
	
	Does it define Health and Safety responsibilities for all staff?
	Yes / No
	Yes / No

	1.4
	
	Does it define Health and Safety responsibilities according to role?
	Yes / No
	Yes / No

	2
	Staff Competence


	Does your organisation train staff in Health and Safety? (if “No” please skip to question 3)
	Yes / No
	Yes / No

	2.1
	
	Does your organisation train staff in Health and Safety according to their particular job?
	Yes / No
	Yes / No

	2.2
	Does your organisation provide the following types of training?
	Health and Safety induction
	Yes / No
	Yes / No

	
	
	Hazard awareness
	Yes / No
	Yes / No

	
	
	Accident reporting
	Yes / No
	Yes / No

	
	
	Other training dependent on the nature of work and risk assessment
	Yes / No
	Yes / No

	2.3
	
	Does your organisation keep Health and Safety training records for staff?
	Yes / No
	Yes / No

	3
	Consulting staff
	Does your organisation have a clear process for consulting staff on Health and Safety matters (for example, a Health and Safety committee)? (if “No” please skip to question 4)
	Yes / No
	Yes / No

	3.1
	
	Is this consultation process set out in your Health and Safety procedures?
	Yes / No
	Yes / No

	3.2
	
	Does you organisation have a staff Health and Safety representative(s)?
	Yes / No
	Yes / No

	3.3
	
	Does your organisation have clear arrangements for staff to report Health and Safety risks and issues to managers?
	Yes / No
	Yes / No

	4
	Risk Assessment
	Does your organisation have a risk assessment process? (if “No” please skip to question 5)
	Yes / No
	Yes / No

	4.1
	
	Does your organisation record the findings?
	Yes / No
	Yes / No

	4.2
	
	Are they regularly reviewed?
	Yes / No
	Yes / No

	4.3
	
	Does your organisation produce method statements of how to work safely, based on risk assessments?
	Yes / No
	Yes / No

	5
	Health and Safety advice
	Does your organisation have access to competent Health and Safety advice? (Either within the organisation or external)?
	Yes / No
	Yes / No

	5.1
	
	Do you belong to any safety organisations? If so please specify
	Yes / No
	Specify

	6
	Accident Records
	Does your organisation keep statistics of accidents / incidents?
	Yes / No
	Yes / No

	6.1
	
	Does your organisation keep statistics of sub-contractors accidents (if this applies)?
	Yes / No

N/A
	Yes / No

N/A

	6.2
	
	Does your organisation make sure you learn from incidents / accidents and change your working practices as necessary?
	Yes / No
	Yes / No

	7
	Health Risk Management
	Does your organisation have a nominated manager to whom any employee health problems can be reported?
	Yes / No
	Yes / No

	8
	Health and Safety Enforcement (HSE)
	Has your organisation had any HSE or Local Authority Improvements or Prohibition Notice or warning letter in the last three years?
	Yes / No
	Yes / No

	8.1
	
	Does your organisation keep records of all such notices / warnings for three years?
	Yes / No
	Yes / No

	8.2
	
	If your organisation has had any such Notices or warnings has it put things right to prevent it happening again?
	Yes / No
	Yes / No                   


Annex B

	
	EQUAL OPPORTUNITIES QUESTIONNAIRE

	
	
	Delete as appropriate

	1
	Is it your policy as an employer to comply with the Race Relations Act 1976 as amended by Race Relations (Amendment) Act 2000, and is it your practice not to treat one group of people less favourably than others because of their colour, race, nationality, or ethnic origin in relation to decisions to recruit, train or promote employees?


	Yes / No

	2
	Is it your policy to comply with the Disability Discrimination Act 1995?


	Yes / No

	3
	Is it your policy to comply with The Employment Equality (Religion or Belief) Regulations 2003 and the Employment Equality (Sexual Orientation) Regulations 2003?


	Yes / No

	4
	In the last three years has any finding of unlawful discrimination been made against your organisation by any court or industrial or employment tribunal?


	Yes / No

	5
	In the last three years has your organisation been the subject of a formal investigation by the Commission for Racial Equality (CRE) on grounds of alleged unlawful discrimination?


	Yes / No

	6
	If the answer to question 4 and / or 5 is “yes”, what steps did your organisation take as a result of that finding or investigation?



	7
	Is your policy on race relations and employment equality set out with respect to the following:



	7.1
	In instructions to those employees concerned with recruitment, training and promotion?


	Yes / No

	7.2
	In documents available to employees, recognised trade unions or other representative groups of employees?


	Yes / No

	7.3
	In recruitment advertisements or other literature?


	Yes / No

	7.4
	If asked, could you provide relevant examples of the instructions, documents, recruitment advertisements and other literature?


	Yes / No

	8
	Do you follow as far as possible the Commission for Racial Equality’s Code of Practice for Employment as approved by parliament in 1983, which gives practical guidance to employers and others on the elimination of racial discrimination and the promotion of equality of opportunity in employment including the steps that can be taken to encourage members of the ethnic minorities to apply for jobs or take up training opportunities?


	Yes / No


Annex C
Relating to Section 3 item 3.11 Compliance with EC Legislation/UK Procurement Legislation

Regulation 23 of the Public Contract Regulations 2006

Criteria for the rejection of economic operators

23.-(1) Subject to paragraph (2), a contracting authority shall treat as ineligible and shall not select an economic operator in accordance with these Regulations if the contracting authority has actual knowledge that the economic operator or its directors or any other person who has powers of representation, decision or control of the economic operator has been convicted of any of the following offences –  

(a)
conspiracy within the meaning of section 1 of the Criminal Law Act 1977(a) where that conspiracy relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA(b);

(b)
corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889(c) or section 1 of the Prevention of Corruption Act 1906(d);

(c)
the offence of bribery;

(d)
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 – 

i)
the offence of cheating the Revenue; 

(ii)
the offence of conspiracy to defraud;

(iii)
fraud or theft within the meaning of the Theft Act 1968(a) and the Theft Act 1978(b);

(iv)
fraudulent trading within the meaning of section 458 of the Companies Act 1985(c);

(v)
defrauding the Customs within the meaning of the Customs and Excise Management Act 1979(d) and the Value Added Tax Act 1994(e);

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

(vii)
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;

(e)
money laundering within the meaning of the Money Laundering Regulations 2003(g); or

(f)
any other offence within the meaning of Article 45(1) of the Public Sector Directive as defined by the national law of any relevant State.

(2) In any case where an economic operator or its directors or any other person who has powers of representation, decision or control has been convicted of an offence described in paragraph (1), a contracting authority may disregard the prohibition described there if it is satisfied that there are overriding requirements in the general interest which justify doing so in relation to that economic operator.

(a)
1977 c.45. Section I was amended by section 5(1) of the Criminal Attempts Act 1981 (c.47), section 9(1) and (2) and paragraph 4 of Part II of Schedule 2 to the Criminal Justice (Terrorism and Conspiracy) Act 1998 (c.40) and section 300(1) of and Schedule 1 to, the Trade Union and Labour Relations (Consolidation) Act 1992 (c.52).

(b)
OJ L 351, 29.12.1998,p.1.

(c)
1889 c.69.

(d)
1906 c.34. Section 1 was amended by section 47(2) and (3) of the Criminal Justice Act 1988 (c.33) and section 108(2) of the Anti-terrorism, Crime and Security Act 2001 (c.24) and section 68(2) of the Criminal Justice (Scotland) Act 2003 (c.asp7).

(3) A contracting authority may apply to the relevant competent authority to obtain further information regarding the economic operator and in particular details of convictions of the offences listed in paragraph (1) if it considers it needs such information to decide on any exclusion referred to in that paragraph.

(4) A contracting authority may treat an economic operator as ineligible or decide not to select an economic operator in accordance with these Regulations on one or more of the following grounds, namely that the economic operator –

(a)
being an individual is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has made any conveyance or assignment for the benefit of his creditors or appears 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(h), or article 242 of the Insolvency (Northern Ireland) Order 1989(i), or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state;

(b)
being a partnership constituted under Scots law has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate;

(c)
being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002(a) has passed a resolution or is 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, or has 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 the subject of the above procedures or is the subject of similar procedures under the law of any other state;

(d)
has been convicted of a criminal offence relating to the conduct of his business or profession;

(e)
has committed an act of grave misconduct in the course of his business or profession;

(f)
has not 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 economic operator is established;
(g)
has not 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;

(h)
is guilty of serious misrepresentation in providing any information required of him under this regulation;

1968 c.60. Section 9 was amended by section 26(2) of the Criminal Justice Act 1991 (c.53) and sections 139, 140 of, and Part 17 of Schedule 6 and Schedule 7 to, the Sexual Offences Act 2003 (c.42). Section 14 was amended by S.I. 2003/2908. Sections 15A and 15B were inserted by section 1(1) of the Theft (Amendment) Act 1996 (c.62) and section 15B was amended by S.I

 2001/3649. Section 16 was amended by section 5(5) of the Theft Act 1978 (c.31). Section 24A was inserted by section 2(1) of the Theft (Amendment) Act 1996 (c.62). Section 33 was amended by S.I 2001/1149. Section 34 was amended by S.I 2003/2908. Section 36 was amended by section 41(I) of, and Part I of Schedule 6 to, the Northern Ireland Constitution Act 1973 (c.36). There are other amendments, which are not relevant to these Regulations.

(b)
1978 c.3 1. Section I was amended by section 4(1) of the Theft (Amendment) Act 1996 (c.62). Section 5 was amended by section 37(l) of, and Schedule 2 to, the Extradition Act 1989 (c.33). There are other amendments, which are not relevant to these Regulations.

(c)
1985 c.6. There are amendments to this Act which are not relevant to these Regulations.

(d)
1979 c.2. There are amendments to this Act which are not relevant to these Regulations.

(e)
1994 c.23. Section 72 was amended by section 17 of the Finance Act 2003 (c.40). There are other amendments to this Act which are not relevant to these Regulations.

(f)
1993 c.36. There are amendments to this Act which are not relevant to these Regulations. 

(g)
S.I 2003/3075.

(h)
1986 c.45. There are amendments to this Act which are not relevant to these Regulations.

(i)
S.I. 1989/2405 (N.I.19). There are amendments to this Order which are not relevant to these Regulations.

(i)
in relation to procedures for the award of a public services contract, is not licensed in the relevant State in which he is established or is not 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;

or

(j)
subject to paragraphs (7), (8) and (9), is not registered on the professional or trade register of the relevant State specified in Schedule 6 in which he is established under conditions laid down by that State.

(5) The contracting authority may require an economic operator to provide such information as it considers it needs to make the evaluation in accordance with paragraphs (1) and (4) except that it shall accept as conclusive evidence that an economic operator does not fall within the grounds specified in paragraphs (1) and (4)(a), (b), (c), (d), (f) or (g) if that economic operator provides to the contracting authority – 

(a)
in relation to the grounds specified in paragraphs (1) and (4)(a), (b), (c) or (d)– 

(i)
an extract from the judicial record; or 
(ii)
in a relevant State which does not maintain such a judicial record, a document issued by the relevant judicial or administrative authority;

(b)
in relation to the grounds specified in paragraphs (4)(f) or (g), a certificate issued by the relevant competent authority; and

(c)
in a relevant State where the documentary evidence specified in paragraphs (5)(a) and (b) is not issued in relation to one of the grounds specified in paragraphs (1),(4)(a), (b), (c), (d), (f) or (g), a declaration on oath made by the economic operator before the relevant judicial, administrative or competent authority or a relevant notary public or Commissioner for oaths.

(6) In this regulation, "relevant" in relation to a judicial, administrative or competent authority, notary public or Commissioner for oaths means an authority designated by, or a notary public or Commissioner for oaths in the relevant State in which the economic operator is established.

(7) An economic operator established in the United Kingdom or Ireland shall be treated as registered on the professional or trade register for the purposes of paragraph (4)(j) if the economic operator – 

(a)
is established in Ireland and is certified as registered with the Registrar of Friendly Societies; or

(b)
is established in either State and is either – 

(i)
certified as incorporated by their respective Registrar of Companies; or

(ii)
is certified as having declared on oath that it is carrying on business in the trade in question in the State in which it is established at a specific place of business and under a specific trading name.

2002 c. 40. There are amendments to this Act which are not relevant to these Regulations.

(8) In relation to procedures for the award of a public services contract, an economic operator established in Greece shall be treated as registered on the professional or trade register for the purposes of paragraph (4)(j) – 

when the services to be provided under the contract are specified in category 8 of Schedule 3 and when Greek legislation requires persons who provide those services to be registered on the professional register (Μητρώο Μελετητών and Μητρώο Γραφείωυ Μελετώυ), if it is registered on that register; and

(b)
in any other case, in accordance with paragraph (9).

(9) An economic operator established in a relevant State, other than the United Kingdom or Ireland, which either has an equivalent professional or trade register which is not listed in Schedule 6 or which does not have an equivalent professional or trade register shall be treated as registered on a professional or trade register for the purposes of paragraph (4)(j) on production of either a certificate that he is registered on the equivalent professional or trade register or where no such register exists, a declaration on oath, or in a relevant State which does not provide for a declaration on oath a solemn declaration, made by the economic operator before the relevant judicial, administrative or competent authority or a relevant notary public or Commissioner for oaths, that he exercises the particular profession or trade.


































� “Evidence” may be copies of up-to-date and relevant documents and/or other oral or written statements, which you may be asked to provide.





