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Education Learning and Leisure Service
Invitation to Quote

For 

‘World War One Schools’ Resource’ 

Researcher/Resource Co-ordinator

Fixed term, freelance creative practitioner opportunity
5 September, 2012
1.
INTRODUCTION

   Aberdeenshire Council
Aberdeenshire Council is responsible for providing a 
wide range of services to the population of Aberdeenshire. Aberdeenshire currently has a population of circa 235,000 with approximately 11,000 domestic and 72,000 non-domestic properties. There are currently 19 multi-member electoral wards with an overall total of 68 councillors.


Aberdeenshire Council currently comprises the following Services:
Transportation and Infrastructure;
Education, Learning and Leisure;
Planning and Environmental Services;
Housing and Social Work;

Corporate Services;

Chief Executive Service.


Aberdeenshire Council currently employs over 13,500 workers and is 
responsible for an annual revenue budget of around £475 million.

2.
PROJECT BACKGROUND

Emerging from a HLF funded Heritage Fairs project in 2009 co-ordinated by the Aberdeenshire Arts Education team, a programme was set up to improve access to, and to increase the use of, the ‘hidden’ material contained in the broad and varied collections of Aberdeenshire’s heritage bodies represented by Libraries, Archives, Registrars, Museums and historical societies. This project coalesced into the Heritage Education Partnership, which now manages a range of cultural education activities.
The group set two main priorities 
· to support Curriculum for Excellence with activities, resources and Continuing Professional Development (CPD)/training (for both education and cultural practitioners) and 
· to employ methods and techniques of engagement that render the collections accessible and appealing to the Aberdeenshire community, and visitors, generally.

Since 2010 the Partnership has run three successful In-service days, worked with many schools and produced a resource ‘pack’ (Paper Treasure) which has not only been distributed to every school in the Region, but is also held up as an example of good practice in cultural education by national organisations such the National Records of Scotland and Creative Scotland.  Uniquely, the group supports and develops the use of expressive arts interventions (such as filmmaking, visual art and drama) to both demonstrate and reinforce the learning that has been achieved.

Following extensive consultation and development work with Education colleagues, volunteers and cultural practitioners, Aberdeenshire Arts Education Officer on behalf of the Heritage Education Partnership submitted a funding bid to the Heritage Lottery Fund to continue the work of the group around the topic of WW1, predicated on elements of CPD, school resources pertinent to Curriculum for Excellence (CfE) and related expressive arts activities.  The bid has been successful with funding now available to take the project forward.

Although the project has been designed to target schools particularly, it has been planned to give extensive support to objectives and priorities  that Aberdeenshire Education Learning and Leisure has identified ; these include
Our draft objectives are 

· to improve learning, 

· to ensure inclusion

· to support the development of sustainable communities

Our draft priorities are 

· Continue to deliver Curriculum for Excellence

· Make our policies accessible

· Establish a long term strategy for the Service’s Estate

· Develop and implement a framework for inclusion 

· Focus on early years intervention 

· Focus on active older people intervention 

3.
PROCUREMENT SCOPE/SPECIFICATION

An experienced and enthusiastic creative practitioner/researcher is sought to activate an exciting new project supported by the Aberdeenshire Arts Development team and the Heritage Lottery Fund. The purpose of the project will be to take selected raw historical material held by libraries, archives, museums, registrars and other such agencies and creatively present the material in a manner that will be accessible to Secondary schools.  This is offered as a fixed term, freelance contract.

The commission will include: 

· undertaking research within Aberdeenshire’s Archives, Registrars, Museums and Libraries (Local Studies) departments, 

· choosing historical topics from these collections that have strong educational potential with relevant and engaging content and

· making a usable creative educational resource from the selected material, which will be rendered as a printed and digital resource.

· The work is to be carried out in collaboration both with cultural officers from Aberdeenshire and several groups of volunteers from Aberdeenshire heritage groups.

· The work will involve some discussion with arts practitioners who will be tasked with developing aspects of the resource with Secondary school pupils.

A fixed fee of £6,250 is available, (we require the successful bidder to provide a minimum of 25 days work and the fee includes material costs). The project will start in November 2012 and end July, 2013. It is expected that the researcher will be able to work off-site and although office space may be available, administrative support and equipment is not provided. 
4.
PROCUREMENT PROCEDURE
Completed Questionnaires will be evaluated in accordance with the criteria set out below.  Aberdeenshire Council may then award a contract to the Bidder whose Response best meets their requirement.

All Pricing submitted will be assessed against other bids. 

5.
EVALUATION CRITERIA
The requirements of Aberdeenshire Council have been clearly stated within this document. The following evaluation criteria will be applied to all bids received:

	Criteria and Weighting

	Description
	Weighting

	Quality/Technical Competence/Professional Ability/
	50%



	Experience of working with education projects or/and young people
	20%

	Timetable and planning
	30%

	Financial Stability 
	pass or fail 


Scoring for Responses:
Each answer will be assessed and scoring allocated as follows:

	Scoring Criteria
	Points

	Response satisfies the Council’s minimum requirement with additional benefit
	5

	Response satisfies the Council’s minimum requirement
	3

	Response only partly satisfies the Council’s minimum requirement
	1

	Response does not satisfy the Council’s requirement in any way
	0


Please note evaluation is inclusive of any potential presentations.

Financial Stability

Financial stability will be assessed using Questions C1 to C3 and will be a pass or fail.
6.
LEGAL/CONTRACTUAL 

This procurement and any contract to follow thereon shall be governed by the Law of Scotland.  Aberdeenshire Councils standard terms and conditions will form the basis of any agreement to flow from this invitation to quote.

7.
TIMETABLE  The intended timetable for this procurement is as follows:-
	
	ACTIVITY

	10/09/2012
	Issue ITQs to potential suppliers

	01/10/2012
	Bids to be submitted before12.00 midnight to Aberdeenshire Council

	03/10/2012
	Evaluation completed and scored

	04/10/2012
	Invitation for interview to short list

	11/10/2012
	Interviews held

	12/11/2012
	Selected supplier informed

	22/10/2012
	Commission commences.


8.
INSTRUCTIONS


The information disclosed in this form will be used in the evaluation process.  The information you provide in your response will be treated as confidential, (but see 8.13 and 8.14 in relation to the Freedom of Information (Scotland) Act 2002.


This quotation must be held open for a minimum of 120 days.

           8.1
Please type/word process your answers. If this facility is not available then write answers in capital letters and in black ink.


8.2
Please note that whenever used in this document the term "Company" includes reference to a sole proprietor, partnership, firm, co-operative, as appropriate, and the term "Officer" includes any director, company secretary, partner, associate or other person occupying a position of authority within the Company.


8.3
If your Company forms part of a group, please give details which relate specifically to your Company, not to the group unless expressly instructed otherwise.  Where, however, group policies, statements, etc. are normally used in your company, please answer accordingly.


8.4.
Please answer all questions as indicated in the required format. If a question does not apply write "NOT APPLICABLE" in the space provided.  


8.5.
This Questionnaire must be completed fully, even if you have previously submitted a questionnaire to the Council. 


8.6.
Prospective bidders may be required to provide additional information to enable the Council to assess their suitability.


8.7.
Please do not include general marketing or promotional material for your Company, either as answers to any of the questions, or for any other reason.


8.8.
Do not telephone to raise queries.  Where Bidders have any enquiries about this questionnaire, these should be raised in writing 25 September to David Atherton email  david.atherton@aberdeenshire.gov.uk.

8.9
The Declaration at Section E must be completed and signed in accordance with the instructions provided.  


8.10
The Council reserve the right to contact, for the purposes of obtaining a reference, any persons/company named in the answer to any question.
8.11.
The completed Invitation to Quote and Pricing schedule must be returned, together with supporting documents, no later than 01/10/2012 either as an email or in an envelope marked  “QUOTATION for ‘World War One Schools’ Resource’ Researcher/Resource Co-ordinator and Marked strictly confidential”, to





David Atherton
Aberdeenshire Council, Cultural Services , 

Woodhill House, Westburn Road, Aberdeen.

including Postcode  AB16 5GB 

e-mail david.atherton@aberdeenshire.gov.uk

8.12.
All Bidders returning a Questionnaire will be informed of the outcome.

8.13 
Confidentiality.  The Council undertakes to use its best endeavours to hold in confidence any information provided in each Questionnaire, subject to its obligations under law, including the Freedom of Information (Scotland) Act 2002.  

However Bidders should be aware that the Council is obliged to disclose all information, even that deemed by the Bidders to be of a sensitive commercial nature in regard to any quotation submission under the terms of the Act.

            8.14. The Bidder shall assist the Council at no additional charge in meeting any reasonable request for information in relation to the submission and/or any subsequent contract, which is made to the Council in terms of the Freedom of Information (Scotland) Act 2002 or any statutory modification or re-enactment thereof or any related guidelines or codes of practice.  The Council may, from time to time, serve on the Bidder an Information Notice requiring the Bidder within such time and in such form as specified in the Information Notice to furnish to the Council such information as the Council may reasonably require relating to such requests for information.  The Bidder acknowledges that in responding to such requests for information, the Council shall be entitled to provide information relating to the submission and any subsequent contract. 

8.15 If successful, payment will be made in 3 phased instalments on the submission of progress reports (and receipt of final product), on receipt of an invoice.  Payment shall be made no later than twenty-eight days after the invoice submission date.  The Council shall be entitled to withhold the whole or part of the / any payment if there shall be any dispute or difference relating to the Services delivered in respect of which payment is claimed.  



Bidders are required to submit 1 printed copy of their Response along with 1 electronic copy in Microsoft Office format (on CD or memory stick)
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A. COMPANY INFORMATION

A1.
Name of bidder
A2.
Main address and contact details (telephone/fax/email):

A3.
Registered office (if applicable)

A4.
Officer applying if on behalf of the company

A5.
Position in company 


(e.g.  Director, sole proprietor etc.  If you are an Agent bidding on behalf of another company give details of your own company and professional relationship with the company who intend to carry out the contract.)

A6.
Specify whether you trade as a sole trader, partnership, private limited company, public limited company or other (please specify).

A7.  
Are you/is your organisation in receipt of core funding from any other service in Aberdeenshire Council?  YES/NO  if yes provide details of service, financial amounts and dates received.

A8.
Has any Director been involved in any firm which has been liquidated or gone into receivership?




Yes, details enclosed separately
(




or




No, none.



(


A9.
Is any Officer employed, or been employed, by the Council? Is any Officer a Councillor, or been a Councillor with Aberdeenshire Council? Does any Officer in your company have a relative(s) who is a Councillor or a Senior Officer with Aberdeenshire Council.   (If you have answered yes to any of the above, please give details.)

A10.
Please give a brief synopsis of your trading history (including details of its foundation)

A11.
Do you or your company or firm have an equal opportunities policy? If yes, please provide a copy.





Yes
(




or





No
(
A12
Do you or your company or firm have a child protection policy?  If yes, please provide a copy.






Yes
(




or





No
(
A13.
In the last five years, has your company been the subject of any formal investigation finding of unlawful racial discrimination been made against your Company by any court or tribunal?





Yes
(
(tick)


or





No
(
(tick)


If yes, what steps did you take as a consequence of that/those finding/s?

A14.
Please provide your company's VAT Registration Number if applicable.

B.  TECHNICAL INFORMATION / PROFESSIONAL ABILITY / QUALITY

B1.
In order that the Council can contact other customers to discuss your previous work please provide 2 customer references (with appropriate contact details), preferably from the local authority environment and/or within the Aberdeenshire area, where a similar exercise has been or is currently being implemented by your company. 

Customer Ref. No. 1


Organisation

:

Address

:

Contact Name
:

Telephone Number
:

E-mail


:

Contract Title

:

Brief details of the services provided 
:

Duration of the Contract


:

Indication of the contract value

:

Customer Ref. No. 2


Organisation

:

Address

:

Contact Name
:

Telephone Number
:

E-mail


:

Contract Title

:

Brief details of the services provided 
:

Duration of the Contract


:

Indication of the contract value

:

B2 
B2aService Delivery Quote:  With reference to the Project Background and Procurement Specification, please provide a method statement detailing how you will deliver these services.  Include an explanation about how you would accommodate  unforeseen eventualities that would prevent you from completing the project (Note, you do not have to meet all of the objectives and priorities) -  No more than 3 sheets of A4 please.
B2b Please provide a timetable indicating milestones delivery dates  

B2c Please explain how you will meet our objectives? 

B2d .
Budget/Price
Please provide a breakdown of how you propose to allocate the budget – you may use the headings indicated below
	Expenditure 
	£

	Research Fees 
	

	Office 
	

	Travel 
	

	Activity/workshop costs
	

	Other
	

	Total
	


B2e.
Inclusive and accessible services 

Please indicate how you might ensure that the project is inclusive and accessible to all 
B3.
Please evidence how you/your organisation can provide of high artistic and/or cultural standards? 

B4.
Please name those whom you would propose to manage the work if your bid is successful.  For each person named please give details of their status within your Company, relevant professional qualification (with dates), and number of years continuous practice and experience.

B5.
Please confirm the levels of insurance that you hold using the table below.  The Council would expect that applicants would hold insurance commensurate with the commission

	TYPE OF COVER (E.g. Employers Liability, Public Liability etc.)
	Employee Liability
	Personal Liability
	Other

	INSURER
	
	
	

	POLICY NO.
	
	
	

	EXTENT OF COVER (£)
	
	
	

	EXPIRY DATE
	
	
	


B6.
Bidders must provide information on which parts of the contract would be sub-contracted to third parties and must identify such third parties and be prepared to provide copies of all sub-contracts if requested by the Council.  If sub-contractors are being proposed, Bidders should state the methodology which the Prime Contractor will use to manage the sub-contractors and co-ordinate their efforts during the implementation phase of the project.



Details enclosed separately

(



or



We do not intend to sub-contract

(
B7.
Do you have a complaints procedure and an escalation procedure?  





Yes
(
(tick)





No
(
(tick)



If yes, please enclose a copy.  If no, please enclose a statement detailing how your Company deals with complaints.

B8. 
 Have you/your company in the last three years:

(a) had to pay financial penalties in respect of failure to perform a contract or 

(b) suffered a deduction for liquidated and ascertained damages in respect of any contract held or 

(c) had a contract terminated or your employment determined under the terms of the contract or 

(d) had a contract not renewed because of failure to perform to the terms of the contract or 

(e) had a contract ended prematurely by mutual agreement, following allegations of default on the part of your company?





Yes
(
(tick)



or





No
(
(tick)

If answer to any of above section (a) to (e) inclusive is yes, please provide general information.

B9.  We require individuals/organisations to complete an evaluation about the service they have delivered at the end of the project following the format of the Illuminating Practice (enclosed).  Please confirm that you will meet this requirement:  





Yes
(
(tick)

C.
FINANCIAL AND ADMINISTRATION INFORMATION

Aberdeenshire Council expects organisations to demonstrate and add economic and social value to any financial support received.   Local Authority Resources will be prioritised to those organisations securing funding from external organisations, eg Creative Scotland, Arts and Business, private sector and/or can demonstrate the value of voluntary hours attracted.  

C1.
Please provide a copy of your latest signed and audited company financial accounts.

C2.
Are there any claims or litigation outstanding against your company?  



Yes, details enclosed separately

(
(tick)


or



No, none




(
(tick)

D.  HEALTH AND SAFETY


This section deals with the second Health and Safety Framework Directive 89/391/EEC, which is implemented in the UK by the Health and Safety at Work etc Act 1974, associated legislation and guidance notes.

D1.
Please provide details of any Health & Safety Management System, or equivalent, implemented in the part of your business which would undertake this work:  



details enclosed separately
(



or



compliance with the legislation is assured via:


___________________________________ (e.g. Health & Safety Practice Policy)


and



details enclosed separately
(


D2.
Please enclose any details of prosecutions, prohibitions or improvement notices that have been served on your company by any local authority, environmental health officer or by the Health and Safety Executive.



Details enclosed separately

(
(tick)

D3.
Give the name and designation of the Officer responsible for the implementation of you Company's health and safety policy.  



Name of Officer...................................................

D4.
Please provide details of your Company's approach to risk assessment, a copy of the Company's Health and Safety Policy, and details of any declaration, information, or instruction issued by your Company, to protect the health and safety of staff at work.

D5.
(a)
During the last five years, has your Company been convicted of a contravention of Health & Safety legislation?  (If so please give full details)





Yes
(
(tick)


or





No
(
(tick)


(b)
During the last 5 years, has your Company either been the subject of a formal investigation by an enforcing authority or received any prohibition or improvement notices under the Health and Safety legislation or similar official means of enforcement?  If so please give full details.






Yes
(
(tick)


or






No
(
(tick)

E.
DECLARATION


After completion of the Questionnaire, please read and sign the section below:

1.
I hereby certify that the foregoing information is accurate.  I understand and accept that false information could result in rejection of our bid.

2.
I also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a Public Body.  I also understand that any such action will empower the Council to cancel any contract then in force and will result in our not being invited to bid, or, if invited in rejection of our bid.

NB.  This undertaking is to be signed by a partner or authorised representative of the Company entitled to bind the Company in contract.

Signed for and on behalf of the Company:

Signed

Position/status in the Company

Company's name

Company's address

Date

