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The Campbell Page Supplier Questionnaire
Campbell Page is currently seeking expressions of interest from organisations interested in joining The Campbell Page Supplier Network and working with us to deliver Employment Related Services - Single Work Programme.
This process will enable Campbell Page to identify and select key organisations to join our Supplier Network for the delivery of Employment Related Services.

Our process for identifying organisations has been designed using DWP Code of Conduct and Merlin Standard principles to source locally responsive and inclusive Supply Chains. 

We will select which organisations will join our Supplier Network based on information provided in completed Supplier questionnaires. If we are awarded Framework Agreements we will invite network Suppliers to participate in further selection processes to enable us to respond to further specific tender opportunities. Network Suppliers will be invited to submit delivery proposals which will be assessed and used to help us select Suppliers for each tender opportunity.
Guidance Notes and Scoring Criteria
Potential Suppliers are asked to categorise their organisation as ‘Tier 1,’ ‘Tier 2’ or ‘Tier 3’. The scoring of each section will reflect this classification. 

For example:

1. Tier 1 Suppliers will be expected to have the capacity to deliver an end-to-end service across large geographical areas and have a track record of successfully delivering high-volume contracts to multiple customer groups with diverse needs. 

2. Tier 2 Suppliers need to demonstrate the ability to deliver an end-to-end service but in more limited volumes or more specific geographical areas.

3. Tier 3 Suppliers may only have one delivery site or on an outreach basis and do not necessarily need previous experience of delivering employability contracts. 

Campbell Page is committed to providing support for new entrants to the welfare-to-work market and applications without previous experience will be considered on their potential to add value to our delivery. Campbell Page also encourage applications from the third and voluntary sector.  
Introduction

In seeking to deliver Employment Related Services, Campbell Page is looking for a range of Suppliers with experience of delivering services to a wide spectrum of customers. We are not prescribing a regimented specification for the services that we want to buy at this stage. Instead, we are seeking to understand the types of services that different Suppliers may offer through the questionnaire process.

Suppliers should answer all questions as accurately as possible. Where a question is not relevant to an organisation, this should be indicated in your response.

Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that Suppliers will not be invited to participate further in this competition.

All interested and eligible organisations should note that information provided within the Supplier questionnaire will contribute to your legally binding Service Level Agreement should you be selected as a Supplier. Therefore, please ensure that the information you provide is accurate and can be evidenced. All successfully selected Suppliers will be subject to further scrutiny to validate the information given (e.g. audited Accounts, Policies & Procedures, Ofsted grades, Performance Achievement etc).

The Procurement Process

This document provides the instructions for the completion of the Supplier questionnaire for Employment Related Services. Our organisation is conducting the procurement on a competitive basis using a comprehensive process.

The initial process will be to stimulate interest in the market through advertising the opportunity and for interested organisations to obtain and complete the Supplier questionnaire. The purpose of the questionnaire is to provide a structured mechanism through which we can assemble sufficient comparative data and information about all interested organisations in sufficient detail to permit clear and objective evaluation of all potential Suppliers. This will enable us to produce a shortlist of preferred Suppliers.

All responses will be subjected to formal assessment and will be evaluated, scored and ranked. 

We will aim to produce a shortlist of several preferred Suppliers. The number of preferred Suppliers may vary according to the standard of applications.

If you are successful at this questionnaire stage you will be invited into formal negotiations. At this stage of this competition you may be asked to submit further information to support your application and to contribute to the design of our delivery model. This may entail a further written submission to help ensure that we are able to demonstrate a full understanding of your organisation in our final bid. 

We are committed to negotiating fair and equitable unit prices with successful applicants reflective of their ability to bear different financial risks. There is no potential upper or lower threshold of contract size that we may award, where the overall funding model permits this. 

Short listed Suppliers will be invited to a final negotiation to agree terms and conditions. This will involve a jointly signed and agreed Letter of Intent (or a similar document), in a format that satisfies any criteria laid down by DWP/or other for it to be included, if necessary, within our ITTs. 

The Letter of Intent will form part of the legally binding Service Level Agreement, which will be issued to all successful Suppliers at a later stage, should we be selected as a Prime Contractor.

Completing the Supplier Questionnaire
All Supplier questionnaires must be submitted by one legal entity that is capable of entering into a contractual relationship with us. 

All responses must be completed in plain English on A4 paper in Arial font size 12, with single line spacing and within the preset margins of the questionnaire template. Failure to comply with these instructions may mean that your application may be rejected due to non compliance. 

All questions in all parts of the Supplier questionnaire must be answered in full. Bidders failing to provide all the information requested may be eliminated and not short-listed for the next stage of this procurement. 

Suppliers must be both explicit and comprehensive in their response as this will be the single source of information on which responses will be scored and ranked.

Suppliers are advised not to make assumptions about their past or current relationship with us or that any such issues will automatically be taken into account in the evaluation procedure. 

Suppler responses must be presented in the same sequence and using the same question references detailed in the Supplier questionnaire.

There are seven sections to this form: 

1. Organisation / Contact details

2. Capacity to deliver: This section assesses your ability to deliver according to your existing infrastructure (premises and staff).
3. Performance and experience: This section looks at your experience of delivering different contracts and ability to perform to contracted targets.
4. Quality and compliance: This section looks at your ability to deliver a quality service in terms of compliance, quality marks and accreditations. 
5. Finance and Fraud: This section looks at financial capacity and fraud prevention.
6. 
Delivery objectives and specialist expertise: This section assesses the suitability of your delivery proposals and your ability to offer innovative services. 

7. 
Declaration: You will need to declare that the information you have provided is true and accurate. Electronic signatures will be accepted.

Individual sections will be scored using the Campbell Page scoring matrix which is available to Suppliers and will be supplied along with any feedback to unsuccessful organisations (if requested). Feedback requests will commence February 2011. Unsuccessful Supplier questionnaires will be kept on file for future tender opportunities unless we are otherwise notified.  
Supplier Questionnaire Submission: Should you require any support in completing your questionnaire, please email (partnerships@campbellpage.org.au) and a member of the Partnership Team with respond to your query. 
Once you have completed your questionnaire, please submit via email to (partnerships@campbellpage.org.au)
Completed Supplier questionnaire responses should be received at the above email address no later than the closing deadline of 3.00 pm on Friday 10th December 2010.  
1. Organisation & Contact Details

	Organisation Details

	Organisation 
	

	Contact Name
	

	Position
	

	Telephone
	

	Mobile
	

	Email
	

	Additional Contact Name
	

	Position
	

	Telephone
	

	Mobile
	

	Email
	

	Registered Address
	

	Post Code
	

	Company Registration and/or Charity number
	

	Website
	


	Organisation Overview

	Type of Organisation

	Private Training Provider
	Yes   FORMCHECKBOX 
  No  FORMCHECKBOX 


	Third Sector
	Yes   FORMCHECKBOX 
  No  FORMCHECKBOX 


	FE College
	Yes   FORMCHECKBOX 
  No  FORMCHECKBOX 


	Public Sector
	Yes   FORMCHECKBOX 
  No  FORMCHECKBOX 


	Other (Please Specify)
	


	Please indicate how you want to work with us

	‘End-to-end’ Supplier delivering all parts of the service in a specific geographic area or to a specific customer group.
	

	Specialist Supplier delivering specialist elements of the service
	

	Support Services
	

	Other (please specify)
	


	Please provide a brief overview of your organisation including brief history, main activities, and experience of delivering employment and skills services.  

	Max 1 Page:



2. Capacity to Deliver
	Please indicate the LOT Area(s) you wish to deliver:

	South West England – Full Coverage 
	 FORMCHECKBOX 


	West of England
	 FORMCHECKBOX 


	Dorset & Somerset
	 FORMCHECKBOX 


	Gloucestershire
	 FORMCHECKBOX 


	Swindon & Wiltshire
	 FORMCHECKBOX 


	Devon, Cornwall & the Isles of Scilly 
	 FORMCHECKBOX 



	How many members of staff does your organisation currently employ? How many volunteers currently work within your organisation? Please specify overall staff numbers and staffing in the South West LOT.  

	


	Please provide details of your current delivery infrastructure – delete as required.  

	LOT
	Delivery Locations and Customer Capacity for each Location

	South West England – Full Coverage 
	

	West of England
	

	Dorset & Somerset
	

	Gloucestershire
	

	Swindon & Wiltshire
	

	Devon, Cornwall & the Isles of Scilly 
	


3. Performance and Experience
	Relevant Experience

	Are you a current DWP provider?                                                                             Yes
 FORMCHECKBOX 

                                                                                                                                   No
 FORMCHECKBOX 

If yes, do you hold any Prime Contracts?                                                                  Yes
 FORMCHECKBOX 

                                                                                                                                   No
 FORMCHECKBOX 


	Are you a current SFA/DCELLS provider?                                                                Yes
 FORMCHECKBOX 

                                                                                                                                   No
 FORMCHECKBOX 

If yes, do you hold any Prime Contracts?                                                                  Yes
 FORMCHECKBOX 

                                                                                                                                   No
 FORMCHECKBOX 


	Are you a current ESF provider?                                                                               Yes
 FORMCHECKBOX 

                                                                                                                                   No
 FORMCHECKBOX 

If yes, do you hold any Prime Contracts?                                                                  Yes
 FORMCHECKBOX 

                                                                                                                                    No
 FORMCHECKBOX 


	Detail all contract performance for current employment related contracts (or most recent contracts held in the last three years) by completing Annex One.  


4. Quality & Compliance
	Quality Assurance

	Do you hold any of the following accreditations/standards/quality kite marks:

	Matrix
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Working Towards
 FORMCHECKBOX 


	Investors in People
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Working Towards
 FORMCHECKBOX 


	ISO 9001 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Working Towards
 FORMCHECKBOX 


	Positive about Disability
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Working Towards
 FORMCHECKBOX 


	Total Quality Standard 

(Please give details of any Part Bs you hold)
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Working Towards
 FORMCHECKBOX 


	Momenta

If yes, please provide your unique ID
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
   Pending
            FORMCHECKBOX 



	Other 

(Please describe)
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Working Towards
 FORMCHECKBOX 




	Most recent Inspection Grades

	Area
	Grade
	Date 
	Provision

	OFSTED/ESTYN/HMIE
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Effectiveness of Provision
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Capacity to Improve
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Achievement & Standards
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Quality of Provision
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Leadership & Management
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Equal Opportunities - contributory grade
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	ALI
	
	
	

	Leadership & Management
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Quality Assurance
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Equal Opportunities
	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	Provision (Please detail below)


	1  FORMCHECKBOX 

2  FORMCHECKBOX 

3  FORMCHECKBOX 

4  FORMCHECKBOX 

	
	

	FAM/PAT 
	Full Assurance
 FORMCHECKBOX 

Substantial Assurance
 FORMCHECKBOX 

Limited Assurance
 FORMCHECKBOX 

Nil Assurance
 FORMCHECKBOX 

	
	

	Other (please specify)
	
	
	

	


	Health and Safety / Equal Opportunities 

(We will not require copies of policies at this stage):

	Are you aware of, and do you comply with, relevant health and safety legislation
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Can you confirm you and/or your sub-contractors have in place suitable and sufficient insurance (e.g. employers’ liability, public liability) as legally required for delivery to learners?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Do you have arrangements for ensuring, and monitoring, that learning takes place in safe, healthy and supportive environments?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	If learning takes place at other locations e.g. work placements, work experience etc., do your arrangements include the assessment of health and safety suitability prior to the learning taking place?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Do you and/or your sub-contractors have arrangements in place to review and adjust risk assessments if a learner has additional needs, a disability, learning/language difficulty or is a young person?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Do you have an equal opportunities policy?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 

	In the last three years has there been any finding of unlawful discrimination made against your organisation by any court or employment tribunal? If yes, please provide details.
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 


	Additional Policies 
(We will not require copies of policies at this stage):

	Sustainability 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Whistle Blowing
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Disciplinary /Grievance Procedures 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Anti Fraud
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Vulnerable Groups
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Business Expenditure
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Corporate, Social Responsibility
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Business Ethics
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Computing Resource 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	TUPE

	In the event of the Transfer of Undertakings (protection of Employment) Regulations 1981 (TUPE) applying to any future contract opportunity, would you still consider responding to an “Invitation to Tender”?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Does your organisation have any experience of handling TUPE transfers?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Does your organisation hold current Government Actuary’s Department Certificates of Broad Comparability?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	If No, would your organisation be prepared to meet the requirements of the Fair Deal for Pensions as set out in Annex A of the “Staff Transfers in the Public Sector Statement of Practice”?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Do you confirm that you understand and will comply with the obligations outlined in the Code of Practice on Workforce Matters in Public Sector Contracts? 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	Please state what experience your organisation has of managing the transfer of staff via TUPE.  


	Max 1 page: 




	Security

	Does your organisation have a security plan accredited by DWP?  If No, please answer the following: 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Has your organisation achieved or are you working towards ISO 27001 accreditation?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Does your organisation have a documented information Security policy which makes provision for the physical security of documentation?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Are all your electronic systems encrypted to protect data?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	How do you manage, monitor and evaluate the quality of your delivery to ensure that it is of a consistent high standard that meets the diverse needs of all customers.

	Max 2 pages: 



5. Finance and Fraud
	Please provide your Gross Turnover and Net Profit/Surplus for the last three financial years (Year 3 should be the most recent financial year).

	
	           Year 1

          
	Year 2


	Year 3



	Gross Turnover (£)
	
	
	

	Net Profit / Surplus (£)
	
	
	


	What percentage of the above was for DWP specific delivery

	
	           Year 1

          
	Year 2


	Year 3



	Gross Turnover (£)
	
	
	

	Net Profit / Surplus (£)
	
	
	


	If you do not have audited and published accounts for the last three financial years, please state why. Please also provide any additional information which could be used to evaluate your organisation’s financial standing.

	Unlimited page limit:



	Please provide an indication of your organisations capacity to fund the operational requirements of the Work Programme.

	Unlimited page limit:



	Fraud Prevention:

	Do you have an established and embedded system to enable staff and or supply chain staff to report inappropriate behaviour by colleagues in respect of performance claims i.e. whistle blowers charter?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Do you have a Performance Management System that does not generate extreme incentives among individuals to falsely claim performance achievements?  
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Do you have a segregation of duties within your organisation between those achieving performance and the reporting of it? 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



6. Delivery objectives and specialist expertise
	Please indicate the services your organisation can provide. 

	Employability Skills
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Skills Assessments
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Vocational Training 

(please list sectors covered)
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Certified Training i.e. CSCS, First Aid 

(Please list all courses provided and awarding bodies):

	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	In work benefit calculations
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Motivation/confidence building
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Life Skills
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Job Search Skills
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Self Employment Support/Enterprise Training
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Basic Skills Training
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	ESOL
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Guaranteed Job interviews/trials
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	In work Support/Mentoring
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Work Experience Placements
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Apprenticeships
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Debt Management
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Links to Employer Vacancies
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Other (Please Specify):
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	Please confirm which of the following customer groups you have experience of delivering services to:

	JSA 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	IB/those with disabilities including Mental Health, Learning Difficulties
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Other disabilities (please specify): 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Long Term Unemployed
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Lone Parents
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Carers
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	BME Groups 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Ex-offenders
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Homeless
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Over 50s
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Customers with Basic Skill needs
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Customers with ESOL needs
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Drug or alcohol misuse
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Ex – HMRF 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Graduates
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Women’s services
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Young Adults (18-24 year olds)
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Other – please specify
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	Please complete the table below, detailing any links with local community groups, and key organisations that provide additional support for customers. 

	Organisation Name
	Services Provided
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Please complete the table below detailing any links and any experience you have with local employers. 

	Employer
	Job Type
	Arrangement with Employer (e.g. preferred supplier, worktrials etc)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Do you work with Local Employer Partnerships (LEPS)?
	Yes     FORMCHECKBOX 
            No     FORMCHECKBOX 




	Please complete the table below, detailing any links with stakeholders (e.g.: BASE, JCP, Primary Care Trusts, Regional Development Agencies, City Consortia) and the benefits of these relationships to provision.

	Stakeholder
	Benefits
	Contact (i.e. regular meetings, annual meeting, board member etc.)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Please complete the table below detailing any Suppliers you may have in any current Supply Chain.

	Supplier 
	Services (i.e. basic skills – substance misuse

	
	

	
	

	
	


	What distinctly unique services, or provision, will your business bring to this contract?

	Unlimited page limit:


	What differentiates your business and services from your competitors?

	Unlimited page limit:


	What additional services are available through your business?

	Unlimited page limit:



	Please provide 3 references who will verify your expertise as a Supply Chain Partner 

	Stakeholder
	Contact Name 
	Contact Details

	
	
	

	
	
	

	
	
	


	Please include any additional information here that you would like to submit in support of your application.

	Unlimited page limit: 



Part 7 - Declaration

	I declare, that to the best of my knowledge the information given in this application is reliable, accurate and true. (Please note, electronic signatures are acceptable)



	

	Name:


	

	Signature:


	

	Position:


	

	Authorised to sign on behalf of:


	

	Date:


	


ANNEX 1: CONTRACT PERFORMANCE

	Please provide the following information regarding your current contracts:

	Contract / Programme / Provision
	Funding Body / Prime Contractor
	Region
	Target Group
	Start & End Dates
	Volumes
	Targets (e.g. % Job Entry Rate, positive outcomes, qualifications achieved)
	Performance against targets (%)
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