
Invitation to Tender for Catering Services

Hanslope Primary School is putting its catering out to tender with a contract start date of 12th April 2026

13th November 2025

SUBMISSION DEADLINE: 
12Th January 2026


The objective of this tender exercise is to:-
Provide catering services (prepared off-site) to a primary school.


About Us:
Hanslope Primary School state funded school for students aged 4-11. Hanslope Primary is located in the Village of Hanslope in Milton Keynes. We currently have 273 students on role. Around 150 of those order school provided lunches each day. We are hopeful that with an update of menu and the offer of more variety, that number will increase. 
This document includes the following sections: -
· Section A – Instructions to Tenderers
· Section B – Specification and Scope of Requirements
· Section C – Terms and Conditions of Contract
· Section D – Tender Reply Forms (consisting of):
· Certification of Non-Collusion Form
· Form of Tender Declaration
· Supplier Questionnaire (Stage 1 Evaluation)
· Method Statement (Quality) Response (Stage 2 Evaluation)
· Pricing Schedule
· Conflicts of Interest Declaration
· Section E – Tender Evaluation Plan
· Appendices

Definitions and Interpretations
In this Invitation to Tender (“ITT”), except where the context otherwise requires, the following words and expressions shall have the following meanings:
	“Bidder(s)”
	means those suppliers/organisations who have an interest in submitting a completed tender proposal

	“ITT”
	Stands for invitation to tender. 

	“TSOR”
	The Statement of Requirements.

	“Evaluation Criteria” and “Scoring and Weightings”
	means the criteria SQ submissions and tenders will be marked against, as further detailed at 3.5 - Scoring and Weighting.

	“Organisation”
	Hanslope Primary School 

	“We”
	Refers to Hanslope Primary School 

	“Working Days”
	means Monday to Friday excluding United Kingdom bank holidays. 



This tender process will be managed using the following indicative timetable, which may be subject to change:
	Event
	Date/Deadline

	Issue of RFT Document to Suppliers
	17th November 2025

	Deadline for the receipt of Tenders
	12th January 2026

	Evaluation of Tenders
	23rd February 2026

	Notification of Successful Supplier 
	2nd March 2026

	Contract Commencement
	12th April 2026


Section A	Instructions to Tenderers
	
1. Introduction
•	Hanslope Primary School are seeking to invite responses from market suppliers and providers for Off-site catering to participate in this tender exercise, in accordance with this Invitation to Tender (ITT) and the requirements contained therein.


2. Instructions
•	These instructions should be read in conjunction with all the documents that form this ITT as they are designed to help you produce an acceptable tender. 
•	These instructions are designed to ensure that all tenders are given equal and fair consideration. Therefore, it is important that you provide all the relevant information in the required format and order specified.
•	Tenders are invited in accordance with all sections of this tender document. All prospective bidders should read these instructions carefully before completing the remaining documentation. Failure to comply with these requirements for the completion and submission of Tenders may result in the rejection of a tender as a whole on the grounds of non-compliance.
•	We are not bound to accept any tender. This Tender shall form the basis upon which we will evaluate and select the preferred supplier(s). We also reserve the right to request any, or all of the Suppliers who submit a Tender to meet with us to clarify their Tender. The Tender will be binding in the event of a contractual agreement being reached with the suppliers.
•	All information contained in this ITT should be treated as commercially confidential and you are required to limit dissemination on a need-to-know basis.
•	We will endeavour to make available all relevant information at each stage.  Should you need any further information or clarification during the tender process you must communicate through email.
•	All suppliers will be notified in writing whether they have been selected as a preferred supplier via email.

3. Instructions for the Submission of Tenders
Completed Tenders can only be submitted by email to the email address listed above, submissions may not be permitted after the stated deadline has passed. 

Bidders should be aware that in some cases file size limits may apply in sending large files. Where this occurs, tenderers are encouraged to ‘zip’ file accordingly or submit lower file sized documents. 

It remains the responsibility of the Bidders to ensure that all Tender documents required are submitted correctly, legibly and before the deadline. 
		
4. Confidentiality
Bidders shall not disclose they have been invited to bid, nor discuss the bid they intend to make nor canvass for its acceptance, other than with professional advisers who need to be consulted.  Bids shall not be canvassed or discussed with any other Tenderer. 

5. Nominated Suppliers
Suppliers must:
•	Ensure that all personnel who are relied upon for the success in providing the relevant service to our organisation will be available to provide the required service for the duration of the contract.
•	Give details of the relevant skills, experience and qualifications for your employees and any contractors that you intend to use to deliver the service to us. 
•	Submit their own Terms and Conditions for consideration as part of their tender submission. Tenderers Terms and Conditions will be evaluated as part of the evaluation process on a pass/fail basis. We reserve the right to negotiate and refine in agreement with the preferred supplier prior to award.  

6. Submission of Tender
All communications with regards to this tender opportunity, including enquiries or clarifications must be made to admin@hanslope.milton-keynes.sch.uk. Tender submissions should be sent to admin@hanslope.milton-keynes.sch.uk and titled “Tender Response, Organisation name”.
•	Please note that extraneous marketing material will not be provided to the evaluation panel. 
•	Signatures are still required when submitting electronically. Please note that the typing in of your name is sufficient for these purposes.
•	All parts of the Tender must be submitted by 10:00am, UK time, on 12th of January 2026. The Portal and Hanslope Primary School will not allow any submissions beyond the stated deadline, other than system access errors, which shall be considered except with our approval.  
•	We may extend any closing date and time specified.  We will confirm any such extension in writing to all Bidders via email.
•	If you do not wish to submit a Tender, please let us know as soon as possible by emailing admin@hanslope.milton-keynes.sch.uk.
•	We will not be liable for any costs you incur in preparing and submitting your Tender. It is your responsibility to obtain at your own expense any information you need to prepare your submission. 
•	The information supplied in the ITT documents is given to you in good faith. No warranty is given as to the accuracy or completeness of the information contained within it. Any liability for any inaccuracy or incompleteness is therefore expressly disclaimed by us and our advisors provided that nothing in this document seeks to exclude or limit the liability of any person for fraudulent misrepresentation.
•	Signatures are still required when submitting electronically. Please note that the typing in of your name is sufficient for these purposes.  
•	Where there is an omission, ambiguity or inconsistency in a Tender response (including an arithmetical error), we reserve the right to contact the Bidder in writing, setting out the ambiguous or inconsistent part and the alternative interpretations of it. The Bidder will be required to identify which of the interpretations is correct and confirm the appropriate amendments to their Tender response ITT. 
•	Where there is change to the Bidder’s standing at any time during the process and / or at any subsequent contract which means that (a) the information submitted by the Bidder is no longer correct, or (b) the Bidders’ ability to perform the services materially deteriorates, the Bidder shall inform us in writing. We reserve the right to reconsider the Bidder’s status.
•	Any Bidder who fails to comply with the instructions and submission requirements set out in the ITT may be deemed to be non-compliant and, subject to our discretion, acting reasonably, may have their Tender rejected. 

7. Clarifications
•	All communications, including enquiries or clarifications pertaining to the ITT must be made via the procurement portal. 
•	Please note that any enquiries or clarifications that are not submitted via the procurement portal will not be answered and could be detrimental to the Bidder’s scoring. 
•	Requests for clarification may be submitted at any time but must be received via the procurement portal by no later than 10th of January 2026. We cannot guarantee any response to any clarifications after this deadline.
•	All questions and the answers to the clarifications received will be made public on the procurement portal so all potential Bidders are equally informed. Bidders should ensure they do not identify themselves in their questions. Bidders should mark ‘confidential’ any part of their original question which they consider to be confidential and stating why. Where we do not consider the question to be confidential, we shall let the Bidder know and invite them to withdraw their question or re-submit the relevant information.  
•	If an amendment is required to any document(s) as a result of a clarification, then we reserve the right to do so and will re-publish the specific part of the document to all potential Bidders. Where the amendment is substantial additional time shall be added to the deadline to allow Bidders to time to respond.

8. Your particular attention is drawn to the following conditions:

a) Conflict of Interest
Suppliers must disclose details in the Conflict-of-Interest Form of any circumstances, including personal, financial and business activities that will, or might, give rise to a conflict of interest; this includes any sub-contractor, if awarded this contract.  Where suppliers identify any potential conflicts, they should state how they intend to avoid such conflicts.  We reserve the right to reject any Tender which, in their opinion, gives rise to, or could potentially give rise to, a conflict of interest. 

b) Disclosures
The Supplier must disclose if they or any of their sub-contractors:
· Are or have been the subject of any proceedings or other arrangements relating to bankruptcy, insolvency or financial standing.
· Have been convicted of any offence concerning professional misconduct.
· Have not fulfilled any obligations relating to the payment of social security contributions.
· If they or any of their sub-contractors have been convicted of, or are the subject of any proceedings, relating to:
· Participation in criminal organisation.
· Corruption including the offence of bribery.
· Fraud including theft, and not fulfilling any obligations relating to payment of taxes.
· Money laundering.
Failure to comply with all of the above instructions could lead to the disqualification of your Tender.

c) Form of Tender
Suppliers who submit a Tender must also sign the Form of Tender, confirming acknowledgement and acceptance of the tender documents and any other requirements of participating in this tender exercise. 

d) Negotiations/Contract finalisation
We reserve the right to enter into negotiations to finalise the terms and conditions of the proposed contract with the preferred Bidder.

The contract will be negotiated between both parties on the basis of the Invitation to tender (ITT), the bidder’s response to the ITT including their proposed Terms and Conditions and subsequent discussions and correspondence.
We reserve the right to commence negotiations with any other party should it be unable to reach mutual agreement with the recommended legal bidder.

e) Debriefing
Following the award of contract, all unsuccessful bidders will be notified. Debriefing/feedback will be provided on request.

f) Disclaimer
Whilst all reasonable care has been taken in compiling this document, no warranty or guarantee (expressed or implied) is given by Hanslope Primary School as to the completeness or accuracy of the document, or any information provided in connection with it.

9. Key information
Indicative Procurement Timetable:
	Event*
	Date/Deadline

	Publish contract notice in Delta eSourcing and Release of ITT Documents
	17th November 2025

	Deadline for the submission of Clarifications
	10th January 2026

	Deadline ITT submissions
	12th January 2026

	We reserve the right to invite shortlisted bidders to present their proposals:
(In this instance the allocated account team must be present at the presentation and the team lead must participate in the delivery therefore please ensure the relevant people are available)
	TBC when ITTs are received

	Contract award
	2nd March 2026

	Contract commence:
	12th April 2026


*(Please note these dates may be subject to revision)

10. Contract Information 

Payment terms
The contract will be executed on our standard payment terms of 30 days upon receipt of a valid and correct invoice. 
Invoices should be submitted monthly.
Term of Contract 
The contract will be for an initial term of 36 months.
There will be an option to extend the contract for a further period of 24 months subject to satisfactory supplier performance and continued requirement for the services(s) procured. 
Fees
Please provide details of your proposed payment model in the pricing schedule provided. Please include all relevant costs, off-fees, implementation, applicable discounts, etc based on contract term of 36 months.
[bookmark: _Toc300322735][bookmark: _Toc355852322]
Section B – Specification and Statement of Requirements 
The Statement of Requirements 
We require nutritional meal options for our students that meet food standards. The options should include, a hot meal, vegetarian, vegan, halal and sandwich/cold and gluten free. All meals should be accompanied by a desert. The menu should be regularly updated or on a 3-weekly rotation. 
We do not have a kitchen facility here so all preparation would need to be completed off site and the food brought in. The site would need to be close enough to ensure the food is kept to temperatures in accordance with food safety standards (a hot serving counter may be required). 
We require friendly, approachable and efficient members of staff to be provided by the catering company to serve the food and engage with children ages 4 to 11. We have 2 lunch sittings, so would need the food to be onsite and ready to serve at 11.45am and completed at 1pm. We would like the catering company to do their own administration work in regards to the meal ordering, dietary requirements and allergies, queries and complaints. A procedure would need to be in place for any emergency food required for children who do not have lunch. Once service is completed, the catering company would take away any bulky food waste and serving plates/utensils to be washed at an external facility.
We cannot have any traces of nuts in the food due to allergies. The catering team will need to demonstrate excellent management of allergies. Themed days, specifically around Census day is needed to encourage the ordering of meals.

Key Performance Indicators
We will be seeking to evaluate performance on the contract by monitoring the following key performance indicators, price, performance, quality and adaptability. These are indicative and will be finalised with the successful Supplier.  We expect the Supplier to be able to report fully on all cases raised to the Supplier, including breakdown of hours and how these have been used.
Terms and Conditions
We are prepared to accept Supplier Terms and Conditions, however as a part of this process will conduct an overview of Terms and Conditions for reasonability.  
We reserve the right to be able to terminate the contract for no reason with a suitable notice period.
Costing
Free school meal allowance is £2.53. This price cannot be exceeded. For paying parents, we would like to pay around £2.60 or less.
We currently get our meals for £2.40
[bookmark: _GoBack]Based on £2.53 a meal, an estimated £74000 a year.
Handover
We require the successful Supplier to engage with any incumbent provider during a handover period, and undertake best endeavours to ensure this handover is as effective as possible



Section C – Terms and Conditions of Contract

Suppliers must submit their proposed Terms and Conditions of Contract which will form part of the stage 2 Evaluation


Section D - Tender Reply Forms

	Tender Reply Form 1 - Certificate of Non-Collusion – Must be Completed by Bidder

	

	

	We confirm and certify that this tender submission is a bona fide tender, and that in submitting this tender we have not sought to fix or adjust the pricing of the tender by any agreement or arrangement with any other individual or organisation. 

We certify that we have not done and we undertake that we will not do at any time before the hour and date specified for the return of this tender any of the following acts: 

a) communicate to other individuals or organisations other than the organisation requesting the submission of tenders, the price(s), or approximate price(s) of the proposed tender, except in the process of disclosure, in confidence, of the approximate price(s) of the tender was required in order to obtain relevant quotations required for the preparation of the submission of the tender. 

b) enter into any agreement or arrangement with any other individuals or organisations which results in them either withdrawing from tendering or declining/refraining to tender or as to the price of any tender to be submitted. 

c) offer or pay or give or agree to pay or give any sum of money or valuable consideration directly or indirectly to any individual or organisation for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.



	SIGNED ...................................................................... 

	 

	ON BEHALF OF .......................................................... 

	 

	DATED ....................................................................... 

	

	

	

	

	

	

	

	

	

	

	

	

	

	




	Tender Reply Form 2 - Form of Tender  – Must be Completed by Bidder

	

	Having read the Tender Documentation, we hereby offer to provide the services as described within the ITT, at the prices submitted in the Pricing Submission and be bound to all the terms set out in all the documents. We understand and acknowledge by signing this agreement it is binding on both Parties and that no further negotiation post tender will be allowed.

	

	We accept that the following documents form the Tender Documentation:

	

	· Supplier Questionnaire 
· Tender Response Form
· Pricing Schedule 

	· Form of Tender

	· Certificate of non-collusion

	· Conflicts of Interest Declaration



	

	

	We confirm that all prices submitted and tendered are inclusive of all costs except VAT. 

We confirm that the Tender response is accurate and remains valid. 

We confirm that should any part of the details provided in the Tender response change during this procurement process or thereafter we will provide immediate notification.

	

	We confirm that we have not or will not canvassed/canvass or sought/seek to influence any employee, director, trustee or adviser of the party to which this contract relates in relation with this tender submission and the eventual award of the contract.

	

	We confirm that the contracting body will, in relation to this tender, rely on statements made in this certificate.

	

	SIGNED ...................................................................... 

	 

	ON BEHALF OF .......................................................... 

	 

	DATED ....................................................................... 

	

	








Tender Reply Form 3 SUPPLIER QUESTIONNAIRE (Stage 1 Evaluation)
The information disclosed in this questionnaire will be used during the ‘Stage 1 Evaluation’ process.  Applicants will be assessed in respect of their Responses, Experience, Capacity, Policies, Procedures and Financial Standing (where applicable).

· Please note that whenever used in this questionnaire, the term “Organisation” refers to a sole proprietor, partnership, incorporated company, co-operative, as appropriate, and the term “Officer” refers to any Director, Company Secretary, Partner, Associate or other person occupying a position of authority or responsibility within the Organisation. 
· Unless instructed otherwise when answering the questions, please give details that specifically relate to your Organisation, not to the whole of the group if your Organisation forms part of a group. 
· Please answer all questions as indicated, continuing on a separate sheet of paper if necessary.  Each sheet and all supporting documents must be clearly marked with the numbers of the sections and questions to which they relate. 
· This questionnaire must be fully completed even if you have previously submitted a questionnaire to us. 

Please use extra sheets where needed.


SUPPLIER QUESTIONNAIRE
Section A - Company Information
	No
	Question
	Response
	

	
1
	Name of firm/company 
	
	For information only


	2
	Trading name if different from above
	
	

	3
	Designated contact and job title
	
	

	4
	Address for correspondence 


	
	

	
	Telephone number

	
	

	
	Mobile Number

	
	

	
	Fax number:

	
	

	
	Email address:

	
	

	
	Web site address:

	
	

	5
	Registered Office (if different from above)
	
	

	6
	Please specify whether your organisation is classed as a sole trader, partnership, limited company or other body
	
	

	7
	Registration number and date of registration under the Companies Act 1985
	
	

	8
	Date of company formation

	
	

	9
	If your organisation is a member of a group, please describe its relationship within the group (with a diagram if necessary)
	
	

	10
	If your organisation is a member of a group, please state the names and addresses of the ultimate holding company and all other subsidiaries

	Holding Company:  _______________________________

Address:  __________________________________

__________________________________

Subsidiary:  __________________________________

Address:  __________________________________

__________________________________

(Please use additional sheets if required)
	



Section B.	Mandatory Exclusion
Important Notice:
We reserve the right to exclude you from participating further in the procurement process if you cannot answer ‘no’ to every question in this section. Should you be unable to answer ‘no’ to each question please provide specific details as to the reasons why and context.  
Please state ‘Yes’ or ‘No’ to each question.

	 11
	Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Answer
Pass/Fail

	(a)
	the offence of bribery
	

	(b) 
	The offence of fraud
	

	(c) 
	money laundering within the meaning of the Money Laundering Regulations 2003 or Money Laundering Regulations 2007
	



Section C.	Contract/Company Management Information
	No
	Question
	Response
	    Pass-Fail

	12
	Does your organisation have a nominated representative for quality/account management matters?

	YES / NO (delete as appropriate)

If YES please complete the section below

Name:  _________________________

Title:  ________________________

Who they report to:  _________________________
	Information Only

	13
	Does your organisation have a risk management / business continuity plan / strategy? If so please attach/submit.
	
	Pass/Fail

	14
	Please provide the details of 2 recent (last 3 years) contracts where you have delivered similar services elsewhere?
Please provide the name of the organisation, value of the contract and a contact name/e-mail and telephone number of the main contact of your customer
We reserve the right to contact previous contacts for references.
	Contract 1
Value:
Contact Name:
Contact Details:

Contract 2
Value:
Contact Name:
Contact Details:
	Pass/Fail



Section D.	Financial and Insurance
	No
	Question
	Response
	

	15
	Please state your annual turnover for the last 2 financial years



	Year:  _____________  Turnover 
£:__________________
Year:  _____________  Turnover 
£:_________________

	Information Only

	16
	We reserve the right to undertake a credit check of the preferred tenderer. 
	No response required

	Pass/Fail

	17
	We require confirmation that if awarded a contract your organisation will provide minimum insurance requirements. 

	
	Insurance Category
	Please state maximum level of insurance
	To comply with specific requirements higher insurance may be required.  Please mark if you are prepared to meet this cost. 
	Pass/Fail

Level met - Pass

Has insurance, but level not met - pursue until level met

No insurance or agreement to reach level - Fail

	
	Public Liability
	£
	
Yes


	 

No
	

	
	Professional Indemnity
	£
	
Yes


	 

No
	

	
	Employers Indemnity
	£
	
Yes



	

 No
	

	Please upload copies of the above Insurance certificates with this questionnaire if available
Copies attached?          Yes                         No




	18
	Please provide details of any sub-contractor you intend to use and specifically which part of the delivery of the contract they will be engaged to deliver
	
	Information Only



When you have completed the questionnaire please ensure that: - 
· You have answered all the questions
· You have enclosed all the documents requested
· You have read and signed the declaration below

Please read and sign the following declaration.  
I certify that the information supplied is, to the best of my knowledge, accurate and that I accept the conditions and undertaking requested in the questionnaire. I understand and accept that false information could result in the rejection of this application. 
NB. This undertaking is to be signed by a partner or authorised representatives in their own name on behalf of your Organisation. 
Signed for and on behalf of the organisation: - 
Signed: 											
Position / Status within the organisation:							
Organisation Name:										
Date:			

Tender Reply Form 4 – Method Statement/Quality Assessment (Stage 2 Evaluation)

Instructions for completion 

Tenderers should complete all the questions fully.

Tenderers are reminded to refer to the “Evaluation Plan for specific information relating to the Award Criteria and Scoring Methodology for each question.

Each question has been provided with a ‘weighting’ in order to indicate the relative importance to the overall quality award criteria.
 
Tenderers should note, where applicable, any word count limits that apply, including additional appendices. Text that exceeds the word count limit will not be evaluated.
 
Where tenderers submit appendices in response to a particular question, those appendices should be clearly marked for which question they refer to. Tenderers again should not that where word count limits apply, this will also apply to any appendices submitted.


	Method Statement 1 – Food quality and variety 20%


	Answer:






	Method Statement 2 – Administration and communication with parents incl. the ordering process 10%


	Answer:







	Method Statement 3 – Safety surrounding allergies and dietary requirements 15%


	Answer:







	Method Statement 4 – Adaptability to theme days and special events 15%


	Answer:







Tender Reply Form 5 – Pricing/Costing Schedule (Stage 2 Evaluation) 40%

Pricing Schedule
Please complete the below table.  Alternatively, please insert a table that covers the relevant information.
	Item
	Annual Cost 
	Please provide a breakdown of annual cost

	Core Contract

	Catering Contract
	£
	

	Equipment hire fees if applicable
	£
	

	Total Core Contract
	£

	Additional Services (as required)

	Implementation
	Hourly/Day Rate
	£

	Training
	Hourly/Day Rate
	£





Tender Reply Form 6 – Conflicts of Interest and Confidentiality Declaration

	[bookmark: _d16472fe_ca12_450b_bee7_33b8cdb0e24c][bookmark: _736161a5_4eea_4b3e_af5d_62553190777e]

	Conflicts of Interest and Confidentiality Declaration – Must be Completed by Bidder

	

	All Bidders participating in this process are asked to declare any actual, potential or perceived conflicts of interest and to maintain confidentiality to preserve the integrity of the process.

All Bidders are required to confirm that they are not aware of any conflict of interest or any circumstances that could give rise to a conflict of interest in the performance of the proposed Contract. 

Conflicts of interest shall at least cover any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure.

Failure to sign the declaration below will be perceived as a potential conflict of interest and we reserve the right to disqualify you from the process. Bidders in any doubt about whether a situation is a potential conflict of interest are advised to declare regardless.

	
A) We wish to declare the following conflict(s) of interest:


	

		Name
	Nature of Interest and Reason/Nature of Declaration
	Date
	Signature

	
	
	
	




	

	B) We have no conflicts of interest to declare.

	

	

	

		Signed………………………………………….                   Date…………………………………..




	

	
Confidentiality Declaration

	
We hereby declare that any/all information pertaining to this procurement process, either before, during or after, and which is provided to us in order to facilitate the submission of our response shall not be disclosed to any other party other than Hanslope Primary School. We understand that unauthorised disclosure of confidential information pertaining to this procurement process to unauthorised parties may lead result in disqualification from the process.

	

	

	

	SIGNED ...................................................................... 

	 

	ON BEHALF OF .......................................................... 

	 

	DATED ....................................................................... 


Section E – Tender Evaluation Plan 
Introduction
The purpose of this paper is to outline the process for the evaluation of supplier questionnaires (SQs) and subsequent tenders submitted in response to the invitation to tender for the provision of an Off-site caterer.

The evaluation of tenders falls into two distinct stages:
· Evaluation of Supplier Questionnaire
· Evaluation of Tenders and Approval of Final Terms and Conditions

The deadline for receipt of tenders as described in Section A (Instructions to Tenderers), must be adhered to. We reserve the right to amend the procurement timetable but in doing so will provide full notice to participants.

We reserve the right to exclude organisations from participation, where there is a failure to follow any of the instructions within the invitation to tender.

1. Evaluation Stage 1 – Supplier Questionnaire

0. The Stage 1 Evaluation of the SQ is to ensure the Tenderers technical ability to perform the services as detailed within the tender document. Tenderers will be evaluated on the basis of the criteria detailed below and it is important to note that certain elements of the requested information are for information only, some are mandatory and deemed as a Pass or Fail. Pass/Fail questions are clearly indicated in the SQ.

0. Supplier Questionnaire Criteria:
	Question
	Criteria
(summary – please refer to the questionnaire for the full question detail)
	Scoring Criteria

	1-10
	Provider information
Bidding model
Contact details and declaration
	Information Only


	11
	Grounds for mandatory exclusion
	Pass/Fail


	12
	Quality Representative
	Information Only

	13
	Risk Management
	Pass/Fail

	14
	Relevant Experience
	Pass/Fail

	15
	Turnover
	Information Only

	16
	Credit Check Report
	Pass/Fail

	27
	Insurance
	Pass/Fail
Minimum levels required

	18
	Sub-contracting
	Information Only



0. Where questions are set with pass/fail criteria, we will consider the information provided by the Supplier and, relative to the scope, scale and inherent risk of the intended contract will determine if the information gives sufficient evidence in terms of one or more of the following non-exhaustive list of controls:
0. sufficient resources: financial, physical and human
0. technical knowhow, expertise and qualifications
0. professional certification at organisation and individual level
0. ability to respond to internal and external change
0. robust standard processes and control and review mechanisms

0. All pass/fail questions must be assessed a ‘pass’. We reserve the right to reject any Tenderer for one or more ‘fails’.

0. In order to have their tender evaluated at stage 2 of the evaluation Tenderers must:
0. Submit a compliant Supplier Questionnaire
0. Pass all Pass/Fail criteria

1.6	We reserve the right to run a credit check report on the preferred tenderer. Should any concerns raise, we reserve the right to investigate further and if necessary fail the tenderer.
1. Evaluation Stage 2 – Invitation to Tender Award Criteria 

1. The following evaluation plan only applies to tenderers who have passed the Stage 1 evaluation.

1. The contract shall be awarded to the Tenderer submitting the Most Economically Advantageous Tender. This will be determined by consideration of the following factors: 
0. Cost 				40% 
0. Method Statements (Quality)	60% 

1. We will award the contract to one Tenderer on the basis of the Award Criteria alone.

1. The ability to deliver requirements (Quality) criteria and pricing have been weighted as follows:

1. Evaluation Criteria:
	QUALITY:
Method Statements
	60% total weighting of Evaluation

	Criteria
	Applicant Score
	Weighting % (within overall Tender Evaluation)

	Method Statement 1 – Food quality and variety
	Between 0-5
	20%

	Method Statement 2 – Administration and communication with parents (incl. the ordering process)
	Between 0-5
	10%

	Method Statement 3 – Safety procedures surrounding allergies and dietary requirements
	Between 0-5
	15%

	Method Statement 4 – Adaptability to theme days and special events
	Between 0-5
	15%

	Total
	20 Points
	60%

	PRICE 
	40% total weighting evaluation

	Criteria
	Applicant score
	Weighting 60% (within overall Tender Evaluation)

	Price  
	15 Points
	40%

	TOTAL SCORE
(Price and Quality)
	100% 



1. Quality Method Statement Evaluation:

2. Tenderers should be aware that the responses provided to the Method Statement questions will be evaluated against a scoring system that awards the highest scores to Tenderers who show innovation, creativity, further relevant details and information that could potentially enhance the Tenderers proposal. It should be noted that to achieve the highest scores available the Tenderer must not only meet but exceed our minimum requirements. All Tenders will be evaluated based on a moderated score agreed by the evaluation panel. Averaged scores will not be used.

2. Responses to the Method Statement questions will be awarded an appropriate number of points based on the standard of the Tenderer’s answer, having regard to the simple scoring system, as explained below:

	0
	Exceptionally Poor - or missing (the required information has not been submitted or is fundamentally unacceptable)

	1
	Poor - major failings to meet the documented requirements (the information submitted has major omissions or does not demonstrate that the requirements are likely to be met) 

	2
	Unsatisfactory - only meets some of the documented requirements (the information submitted is basic/minimal with little or no evidence provided to demonstrate that requirements are likely to be met)

	3
	Satisfactory - meets the documented requirements with only minor shortcomings (the information submitted is technically good with some evidence demonstrating a good level of understanding and compliance with requirements)

	4
	Good - meets the documented requirements (the information submitted is technically strong with evidence demonstrating a good level of understanding and compliance with requirements)

	5
	Exceptional - meets the documented requirements and offers enhanced performance (the information submitted is exceptionally strong in all technical aspects with very robust and detailed supporting evidence, demonstrating full understanding of the requirements and best practice service in delivery in meeting these requirements) 


1. Cost Evaluation

3. Cost has a 40% weighting of the overall evaluation. 
3. Cost evaluation will be based upon the tender submissions in the Pricing Schedule
3. We will evaluate the ‘Total Core Contract Value’ contained in the Pricing Schedule.
3. The lowest ‘Total Cost’ bid will be assigned the maximum X% for cost and all other pricing scores will be scaled with reference to this lowest price bid. For example, a price bid which is 5% higher than the lowest price bid, will receive 5% fewer points. A price bid which is more than 100% higher than the lowest bid, will receive nil points. 

1. Evaluation of Terms and Conditions

4. We have requested proposed terms and conditions from tenderers and this will form part of the overall quality evaluation on a Pass/Fail basis for the top scoring/preferred tenderer. 

4. Should the preferred/top scoring tenderer be unwilling to agree to final terms acceptable then we reserve the right to undertake the same negotiation with the next ranked tenderer and offer the award of contract to the next ranked tenderer subject to satisfactory conclusion of the negotiation of terms.
