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Background

The Engagement Gateway project aims to make a significant contribution to raising levels of employment and reducing economic inactivity in Wales.  It operates under Priority 2 Theme 1 of the Convergence programme.

The Engagement Gateway will contract with organisations that engage with economically inactive people, many of whom will have multiple barriers; and prepare them for employment through the use of a range of activities that build their confidence and skills to move towards sustainable employment. 

The Engagement Gateway will encourage organisations to adhere to the principles of a work progression model, which emphasises the development of the individual, not just to equip them for today’s job, but also to provide them with the skills to compete in a ever changing labour market. 

All organisations contracted to deliver the Engagement Gateway activities will be ‘suppliers’ and all suppliers will need to demonstrate that they engage with those furthest from the labour market in order to give participants new skills and increased confidence that will enable them to become economically active, and which will also lead to greater social cohesion and sustainable development in the most disadvantaged communities in Wales.

The procurement process

WCVA’s Engagement Gateway will follow a restricted procurement process for prospective suppliers. This pre qualification questionnaire (PQQ) is the method by which potential suppliers will be identified. Only organisations that successfully pass through this stage and receive notification that they are on the ‘approved supplier list’ will be invited to tender for work. 
The pre qualification questionnaire will enable us to shortlist potential providers by giving us enough information to evaluate their suitability.  The pre qualification questionnaire will be available to every organisation responding to the notice. 

After the pre qualification questionnaires have been evaluated, WCVA will then have a shortlist of suppliers to be taken forward to the Invitation to Tender (ITT) phase.  The information gathered on participant target groups, geographical location and levels of funding will determine the ITTs potential suppliers will receive.  Successful and unsuccessful organisations will be notified of the outcome of the PQQ phase.

What we will be tendering for: WCVA will seek suppliers to develop and submit proposals to deliver high quality activities and opportunities for economically inactive and unemployed individuals that will result in positive outcomes for those individuals.  The total amount available at the beginning of the project to support the Engagement Gateway is £29 million. Tenders will be invited at intervals targeting specific outcomes with named groups of participants at specific levels of contract, up to a maximum contract value of £150,000. 

WCVA will be seeking services from suppliers that can offer to bring match funding as added value in their contract delivery.  This will not apply to all contacts, but will be applied to those above the threshold of total contract value £25,000 and will be one of the core criteria in our invitation to tender.

Requirements of our contracts: contracted suppliers will be expected to indicate the level of positive outcomes that they will be able to deliver, e.g. numbers entering further learning; mainstream programmes; supported employment or employment; numbers gaining identified qualifications; and number gaining other positive outcomes.  The level of outputs will be negotiated as part of the contract agreement and agreed payment profile.  Contractors will be required to provide evidence that outcomes have been achieved using the format specified and provided by WCVA.  These reports will also be verified by reference to other organisations to which participants have been referred; and site visits by WCVA contract management staff.  

Where a contracted supplier is providing match funding towards the total value of the contract, they will also be required to make all financial records, and evidence of in kind match funding, available for monitoring and audit as above.

Contractors may also at any time be required to supply evidence of outputs, outcomes and, if supplying match funding, a full financial audit trail to the Wales European Funding Office (WEFO), the National Assembly for Wales, the European Commission and European Court of Auditors at any time up until the time that WEFO authorises the destruction of these records.

Evaluation approach

Please note: we ask you for a great deal of information at the pre qualification questionnaire level: you will not be asked to send the same information again, if invited to tender.  

All responses to this pre qualification questionnaire must be submitted on this form and it will be checked for completeness and compliance before responses are evaluated.  Where responses are incomplete or inadequate the pre qualification questionnaire will be excluded from consideration at this stage.  Please note that this would not exclude any organisations from re-submitting at a later date.  Responses will then be assessed and as a result of this assessment successful suppliers will gain a place on the approved supplier list and will be able to proceed to the next stage. 

Selection criteria
Pre qualification questionnaires are assessed against a number of criteria and scored according to how well they meet the criteria in terms of:

a) Organisation and financial standing

b) Capacity / capability 

c) Knowledge and experience

A check will be made to establish that the organisation has proper systems and procedures in place. These include: 

· up-to-date accounts or evidence that the organisation is financially viable;

· written policies;

· demonstration of good financial and managerial capacity, or that it is putting systems in place to ensure this;

· an assessment of previous experience.

Some questions will not be scored and these are identified by the letter [I].  However, they will be used to carry out checks and cross-reference with other information, and to determine which ITTs are sent to you, so it is important to be accurate in your responses to them.
To evaluate submitted pre qualification questionnaires WCVA will follow a two stage process to ensure that organisations on the approved suppliers list are eligible, fit for purpose and have the systems, infrastructure and local knowledge needed to be successful in delivering a contract.

The first stage of the pre qualification questionnaire evaluation process is an eligibility check; this ensures that responding organisations have met the minimum statutory, regulatory and financial criteria. As a minimum pre qualification questionnaire must pass the following checks:

· All the questions have been answered

· Full explanations are given

· All requested documents are provided

· Documents and answers pass our fit for purpose checks

· Our checks on information provided highlight no discrepancies

On successful completion of the first stage the appraisal process will proceed on to scoring the eight written response questions in the pre qualification questionnaire. The responses to these questions will be assessed against predetermined criteria and a score will be awarded. Each scored question has a weighting which enables a total mark out of 100 per cent to be awarded, the minimum score needed for the pre qualification questionnaire to be successful is 60 per cent. The weighting for each of the scored questions is detailed below.

	Question no.
	Weighting

	12
	20%

	13
	15%

	14
	15%

	15
	13%

	16
	10%

	17
	10%

	21
	15%

	22
	2%

	Total mark out of 100%


Only organisations that submit a pre qualification questionnaire that successfully meets the minimum criteria, passes our fit for purpose checks and receives a mark of at least 60 per cent in the scored questions will join the Engagement Gateway approved supplier list.

WCVA may run a credit check on your organisation as part of the pre qualification questionnaire assessment.  At this stage we will not carry out credit checks on directors or trustees but this may happen if you are invited to tender.
Please complete the pre qualification questionnaire on behalf of your organisation only.  If in future you hope to deliver services in partnership with other organisations, this will be addressed at the tender stage.
Submission of completed pre qualification questionnaires: 

One copy of the completed pre qualification questionnaire and supporting documentation should be sent in a plain envelope marked “PQQ SUBMISSION” in the bottom left corner and returned to WCVA.

The pre qualification questionnaire must be sent to WCVA, no later than the advised date and time, to The Engagement Gateway, WCVA, Baltic House, Mount Stuart Square, Cardiff CF10 5FH.  Any PQQ response that is not received in accordance with the above will not be considered in this round.
Once we have received your completed pre qualification questionnaire you will receive an acknowledgement by letter or email.
Timescales: 
The Engagement Gateway project procurement process will involve a rolling programme. Once you are on the approved supplier list any number of invitation to tender (ITT) opportunities may be offered that you may, or may not, choose to tender for.

	Target date / timescale
	Activity

	
	PQQ advertised

	12 weeks from advertisement 
	PQQ submission deadline

	8 weeks from submission deadline
	Evaluation of PQQs completed


	Immediately after evaluation
	First round of invitations to tender (ITTs) issued to selected providers 


Additional information:

All requests for clarification or further information in respect of this pre qualification questionnaire should be addressed to gatewaypqq@wcva.org.uk. This pre qualification questionnaire is being provided on the same basis to all potential suppliers.

WCVA expressly reserves the right to require potential suppliers to provide additional information supplementing or clarifying any of the information provided in the pre qualification questionnaire. 

WCVA will not reimburse any costs incurred by potential providers in connection with preparation of their responses to this pre qualification questionnaire.

WCVA will not enter into detailed discussion of the requirements at this stage.

Feedback / Complaints: 

Feedback will be provided in the decision letter and the reasons given can be discussed in more detail to help clarify information.
If you have been unsuccessful you are welcome to re-submit a pre qualification questionnaire at any future opportunity. 
Please note: Each organisation only has to complete one pre qualification questionnaire.  However, if you are successful in progressing to the next stage, you should be aware that aggregated tenders will not be accepted at tender stage.  Bids will have to be made separately for each piece of work.  The maximum tender awarded will be the sterling equivalent of €200,000, although the majority of tenders offered will be substantially lower than this. 

Questionnaire guidance

Please use the following notes to complete the 
Pre Qualification Questionnaire (PQQ) form
Please answer all the questions, but keep your answers brief and factual: please keep to the word limit on each question.  All questions relate to the organisation submitting the pre qualification questionnaire, not the person completing the form..  
Question 1
Please state the name, address and the postcode of your organisation. If you have a website, please state the address.  We will check that the name is the same on all supporting documents, e.g. constitution, bank account, etc. 
Question 2
Please provide a contact name(s) for any correspondence; one of these must be the person who signs the form on behalf of the organisation.  If any of these details change whilst your pre qualification questionnaire is being processed, it is essential that you contact us and update the details. 
[I]
Question 3
Please tick the relevant status of your organisation. You may tick more than one box if relevant: e.g. you may be a registered charity as well as a registered company. 


If your organisation is a subsidiary of a larger organisation, or has subsidiaries itself, please provide an organisation structure chart and tick the appropriate box on page 2 of the pre qualification questionnaire. 
Question 4
If you are registered with an appropriate body, please provide the number of your registration with the Charity Commission (for registered charities), Financial Services Authority (e.g. for Industrial and Provident Societies), Companies House (e.g. for companies limited by guarantee and community interest companies) and relevant details.  We will check that the details you have supplied are accurate and consistent.

Please remember to enclose a copy of your constitution/ memorandum and articles and tick the appropriate box on page 2 of the pre qualification questionnaire.
Question 5
Please complete this section only if you are operating a business as a legal partnership or as a sole trader.


If you intend to operate services with other organisations or people in future, through informal cooperative or partnership arrangements, you do not need to complete this section.  Our contract will be with one named organisation.
Question 6
Where possible please provide a copy of the full report and accounts for the last full financial year.  The type of accounts and level of audit will depend on the size and status of your organisation. For example, if your organisation is a small charity with an income of less than £10,000, the requirement will only be that they are independently examined, whereas a large organisation will need to provide fully audited accounts. 

Question 7
If the accounts are for a year ending more that 12 months ago, please also enclose the latest set of management accounts (the internal accounts you prepare for operating and managing your organisation), or the draft accounts for the year most recently completed, even if they have not yet been formally approved.

Newly formed organisations should provide a forecast income and expenditure profile for the current year.  Please tick to show which have been enclosed with the questionnaire here and on page 2 of the pre qualification questionnaire.
Question 8
Accounts information.  These questions provide an overview of the financial position of your organisation.  The income and expenditure figures given should match those given in the latest set of accounts documents.  

The following questions will enable us to determine your area of expertise in order to select whether you should be invited to tender.  They also provide us with information about your organisation’s capacity and resources.

Question 9
Aims and objectives.  Please tell us about your organisation and its aims and objectives.  Tell us when it was established, what it does to achieve the aims and who its main beneficiaries are.  
Which local authority area(s) in Wales does it serve?

Please tell us who is involved in carrying out the activities of your organisation - staff and volunteers.  Please state how many are full time; how many are part time; how many are trustees and/or regular or occasional volunteers.  This should relate to the structure chart submitted as per page 2 of the pre qualification questionnaire document.
Question 10
The categories listed reflect the target outputs in the Engagement Gateway business plan in line with the Wales European Funding Office’s targets.  Please state which groups you currently work with and those that you actively plan to work with.  Please tick all that are applicable.  

We will use this information to send you invitations to tender if you are on our approved supplier list.

Please note that participants MUST be either economically inactive or registered unemployed.



The target groups are as follows: 

	
	Explanation

	Economically inactive (e.g. incapacity benefit)
	People who are out of the labour market but not claiming job seekers allowance.  Includes carers and those on incapacity benefit.

	Unemployed (job seekers allowance, under formal notice of redundancy)


	Anyone currently claiming job seekers allowance (there is no restriction on length of claim period); people under formal notice of redundancy.  


	Not in Employment Education or Training (NEET)
	Young people aged 16-25 who are not currently engaged in any provision.

	Women 


	Please tick if you predominantly work with females

	Black Asian Minority Ethnic (BAME) 


	Black, Asian and Minority Ethnic (BAME) refers to those in Mixed, Asian or Asian British, Black or Black British, Chinese and other ethnic groups.

	Older people (50+)


	People aged more than 50: there is no upper age limit.

	Lone parents


	People who are single parents, with children of school age or younger

	People with work limiting health condition and/ or disability
	Including, but not limited to, people on incapacity benefit or registered disabled. 

	Ex-offenders (ILM only)


	People with a criminal record who may be referred by the probation service or other organisation

	Substance misuse (ILM only)


	People with past problems with e.g. alcohol, prescription and non-prescription dependency 


Question 11
Please tick all counties that you currently or actively plan to operate in.  Funding is only available in the counties listed.

We will use this information to send you invitations to tender if you are on our approved supplier list.

Question 12
It is important to be able to demonstrate that you have direct experience of working with the groups of people, and in the areas identified.  Please detail this experience and the success that you have had.  If you plan to work with groups that you do not currently engage with, please explain how this need has come about.
Question 13
Tell us how the needs of the individuals will be considered, e.g. travel, accessibility, and caring responsibilities.

Question 14
In order to be able to successfully deliver the Engagement Gateway outcomes, it is important that you can receive referrals and refer individuals on to a variety of opportunities.  For example, volunteer centres, charities, voluntary and community groups), employment agencies, Job Centre+, Careers Wales and local colleges.  Please tell us how you link to other relevant organisations now, or how you know that you will in future.
Question 15
We need to know that you have the support of the identified community / communities, whether geographical (e.g. a town, Communities First ward, county) or a community of interest (e.g. older people, NEETs).  Please tell us how you know that you have this support.

Question 16
Please explain what systems you have used previously, or currently use, to record and monitor individuals’ progress at the start, during and after they take part in activities with your organisation (e.g. when reporting back on grant funded activities).  You will be asked to maintain and provide information about participants at all stages (we will supply template forms) and therefore it is essential that comprehensive systems can be put in place. 

Question 17
Approved suppliers for the Engagement Gateway will be required to support WCVA‘s mission, ‘to make Wales a better place by championing the voluntary, community and citizen action at the heart of Wales’ third sector’.  Please indicate how you currently contribute to strengthening the third sector; have done in the past, or plan to do so in future.

Question 18
Please indicate in which level of contract value you would be interested if tendering for work if you are successful at pre qualification questionnaire stage.  You may choose to tick all three boxes.  We will use this information to send you invitations to tender if you are on our approved supplier list.
[I]
Responses to the following questions will demonstrate that potential suppliers have delivered on similar activities to a high standard in the past.  The more similar these are to the requirement the better.

Question 19
Please provide details of two recent grants or contracts that are relevant to the Engagement Gateway.  If you cannot provide two references, please explain why (e.g. because you are a newly formed organisation, or have met all your needs to date through privately raised funds such as donations).  You may use a separate sheet if necessary. Please indicate on page 2 of the pre qualification questionnaire if additional information has been attached.

Where any grants or contracts have been terminated for poor performance in the last three years, or where damages have been claimed by a contracting authority, please give brief details.  It may be that there are reasonable explanations in justification so it is best to be honest and open in answering these questions rather than have the details scrutinised later. 

Question 20
We need to know that potential suppliers have the necessary insurance policies to cover any activities that are undertaken.  Please provide full details of your current insurance cover for those stated, including the value of the cover and the policy number.  Where any additional relevant insurance is in place, then please give details (e.g. professional liability insurance). WCVA would expect the following minimum levels of cover: £5 million employers liability; £5 million public liability.
Question 21
Please explain fully how you currently ensure the effective management of projects and contracts, or would do for future contracts.  For example how are targets to be achieved, milestones monitored and budgets kept to ensure activities run to plan?  How often do you report on targets, etc, and to whom?  What levels of supervision and support do you or would you have in place?

Question 22
Quality management is all about making sure work is undertaken in a planned, controlled way to ensure that results are satisfactory. There are various schemes and standards that define how an organisation can make sure it meets its customers’ needs.

If your organisation holds a recognised quality management certification please give details of the system. For example: Investing in Volunteers, PQASSO, Investors in People.

Question 23
Please delete as appropriate: ‘Yes’ or ‘No’.  As stated on the pre qualification questionnaire, if any of the policies are not in place this may discount you from the process depending on what area of activities you aim to work within.  
These policies are the minimum requirement for an approved supplier. 

Some are requirements specific to the opportunity: Equal Opportunities and Environmental.  Others are legal requirements, for example 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.  As you will be keeping records of groups of individuals and will be responsible for their activities, it is essential that you have Data Protection and Health and Safety policies in place.  

Please remember to tick the relevant box on page 2 of the pre qualification questionnaire to indicate which copy policies are enclosed.

Please note: WCVA may ask for evidence of other policies and demonstration of compliance with other legal requirements at the tender stage.

Question 24
Please describe how you cater for Welsh language requirements, in running your organisation and in promotion.  Do you provide face-to-face services, written information or website in Welsh?  We need to know about all three, but if any or none are not relevant, please explain why not (e.g. if it is not the language predominately used in your area or by your current participants, etc).

Question 25
Please delete as appropriate ‘Yes’ or ‘No’ from the list of statements.  If you answer “Yes” to any of the statements then please provide as much detail as possible and the final outcome of the situation.

If you have any outstanding litigation, please ensure you provide details and tick the relevant box on page 2 of the pre qualification questionnaire to indicate an enclosure.

Please ensure you read the information on page 14 before signing agreement to the usage of information by WCVA.

This form must be signed by the main contact as stated in the pre qualification questionnaire in question 2.  If any of the main contact’s details change whilst your pre qualification questionnaire is being processed, it is essential that you contact us and update the details.
What happens next?

· Once we have received your completed pre qualification questionnaire you will receive an acknowledgement by letter or email, this will contain a reference number and it is important that you quote this if you contact us again.
· All responses will then proceed as per the evaluation approach as stated on page 3-4 of these guidance notes.
· The panel’s decision will be final.
· Feedback will be provided to all organisations that are unsuccessful in meeting the required threshold for the approved supplier list.
· A further opportunity to submit a PQQ will be advertised within 12 months of the original submission deadline.
Who can I talk to about this questionnaire?

The Engagement Gateway Procurement and Contracts team
Telephone / email: 029 2043 1700
/
gatewaypqq@wcva.org.uk 
What is WCVA?

Wales Council for Voluntary Action represents and campaigns for, supports and develops voluntary organisations and social enterprises, community action, and volunteering in Wales.  It represents the sector at a European, UK national level, and together with a range of national specialist agencies, county voluntary councils, and volunteer bureau, and other development agencies, it provides a support structure for the third sector in Wales.
WCVA is a membership organisation, and a company limited by guarantee, with charitable status.

Further copies of the pre qualification questionnaire and guidance notes will be available from WCVA at the above address, from the WCVA Helpdesk on 0800 2888 329, or visit the WCVA website at www.wcva.org.uk  
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