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DELIVERY PARTNER QUESTIONNAIRE

Prior to evaluation of the submitted tenders, the Delivery Partner Questionnaire will be assessed to ensure that it is fully completed and compliant.
At this stage Groundwork Greater Nottingham (‘Groundwork’) will be looking for evidence that:

· Delivery Partners have supplied all the required information

· Delivery Partners have completed all questions. If questions are not applicable to the Delivery Partner, the Delivery Partner should state ‘not applicable; and state the reason why the Partner considers the question is ‘not applicable’. 

· Delivery Partners have provided all necessary information to answer the questions.

Groundwork may reject any Delivery Partner if Groundwork considers the Delivery Partner’s response to be unsatisfactory in any of the following respects:

· Involvement of Directors, Partners or Associates in firms that have been liquidated or gone into receivership
· Failure to keep proper and up-to-date records of all persons in the company’s employment
· Failure to comply with statutory obligations

· Failure to satisfy Groundwork in terms of the financial health of the company

· Significant outstanding claims or litigations against the company that Groundwork may deem to affect the ability to provide the service.

· Consideration of the nature and implications of liquidated or ascertained damages against the company, or contract termination or failure to renew a contract.

Additionally the organisation may be eliminated in the following categories:

· Equal Opportunities  requirements not being met
· Competence to handle funding & effective management procedures are not in place

	1
	BASIC DETAILS OF YOUR ORGANISATION

	1.1
	Name of the organisation in whose name the tender will be submitted and who would be the contract holder:
	

	1.2
	Please indicate if the organisation named above will be submitting the tender as a lead agency representing more than one organisation. 

If ‘Yes’ please list the names of all organisations involved:
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Yes


No



	1.3
	Contact name for enquiries about this bid:
	

	1.4
	Contact position (Job Title):
	

	1.5
	Address:

Post Code:


	

	1.6
	Telephone number:
	

	1.7
	Fax number:
	

	1.8
	E-mail address:
	

	1.9
	Website address (if any):
	

	1.10
	Company Registration number (if this applies):
	

	1.11
	Charity, Industrial & Provident Society or Housing Association or other Registration number (if

this applies):

Please specify registering body:


	

	1.12
	Date of Registration:
	

	1.13
	Registered address if different

from the above:

Post Code:


	

	1.14


	VAT Registration number:
	

	1.15
	Is your organisation:

(Please tick one)
	i) a public limited company?
	

	
	
	ii) a limited company?
	

	
	
	iii) a partnership
	

	
	
	iv) a sole trader
	

	
	
	v) Industrial & Provident society?
	

	
	
	vi) a registered charity?
	

	
	
	vii) a voluntary organisation?
	

	
	
	viii) other (please specify)


	

	1.16
	Please enclose a copy of the Certificate of Incorporation/Registration and any certificate changes of name


	(Delete if not applicable)

	1.17
	Name of (ultimate) parent company (if this applies):


	

	1.18
	If the organisation is a member of a group of companies, give the names and addresses of the ultimate holding company and all other subsidiaries. 
Please specify which, if any, are involved in services offered associated with those offered by your organisation to the Groundwork.

	

	1.19
	Would the group or the ultimate holding company be prepared to guarantee your organisation’s contractual performance as its subsidiary?


	YES/NO

(please delete as appropriate)

	1.20
	Companies House Registration number of parent company (if this applies):


	

	Please provide details of your current insurance cover value

	1.21
	Employer’s Liability
	£……………………………….

	1.22
	Public Liability
	£……………………………….

	1.23
	Would you be willing to increase the level of cover if required?
	Yes

No



	1.24
	Do the rules of your organisation allow you to provide the specified service?

Please provide evidence of your organisation’s constitution e.g. copy of Deed of Trust, Memorandum and Articles of Association.  If you are unable to provide evidence please state why.


	  Yes


   No



	Have any of the following ever applied to your organisation, or to (any of) the director(s) / partners / proprietor(s)?



	1.25
	Is in a state of bankruptcy, insolvency, compulsory winding up, administration or receivership, composition with creditors, or subject to relevant proceedings

(if so please give details)


	Yes

No



	1.26
	Has ever been convicted of a criminal offence relating to business or professional conduct?

(if so please give details)
	Yes

No

	1.27
	Has ever committed an act of grave misconduct in the course of business?

(if so please give details)


	Yes

No

	1.28
	Has failed at any time to fulfil obligations relation to payment of social security contributions?

(if so please give details)
	
Yes


No

	1.29
	Has failed at any time to fulfil obligations relating to payment of taxes?

(if so please give details)
	Yes

No

	1.30
	Is the organisation in possession of all relevant licences and memberships required by law, and registered on any relevant trade register required by law of that state in which it is established?

(if No, please give details)
	Yes

No

	1.31
	Has any Director, Partner, Company Secretary, Board Member or Trustee been employed by Groundwork Greater Nottingham? (if so please give details)
	

	1.32
	Please state if any Director, Partner, Company Secretary, Board Member or Trustee has a relative(s) who is employed by Groundwork Greater? (if so please give details)


	

	1.33
	Please state the names of Directors, Partners, Company Secretaries, Board Members or Trustees of your organisation who have any involvement in other organisations who provide services to Groundwork Greater Nottingham, and also state the names of the organisations involved.


	

	1.34
	Has had any service agreement or contract terminated for poor performance in the last three years; or any contracts where damages have been claimed by the contracting authority; or completed any contract and not been invited to re-tender:
	Yes

No

If yes, please provide details:



	1.35
	Has any outstanding claims or litigation against it:
	Yes

No

If yes, please provide details:



	1.36
	Has been required as a result of audit / inspection to change or improve any procedures or practices: 
	Yes

No

If yes, please provide details:



	1.37
	(a) Is currently, or has been under suspicion or investigation by the Office of Fair Trading, or any other decision making body?

(b)
Has ever approached the Office of Fair Trading and made a leniency application?
	Yes

No

If yes, please provide details:

Yes

No

If yes, please provide details:



	1.38
	Has been found guilty of serious misrepresentation in supplying information?
	Yes

No

If yes, please provide details



	If the answer to any of these (1.25 – 1.36) is “Yes” please give brief details on a separate sheet, including what has been done to put things right, make improvements and prevent a reoccurrence.




	2
	EQUAL OPPORTUNITIES

	As an employer and service provider Groundwork Greater Nottingham takes a proactive approach to its obligations arising from Equal Opportunities legislation.  Among them are:

· Race Relations Act 1976

· Race Relations (Amendment) Act 2000

· Race Relations Act 1976 (Amendment) Regulations 2003

· Racial and Religious Hatred Act 2006

· Sex Discrimination Act 1975

· Sex Discrimination (Gender Reassignment) Regulations 1999

· Employment Equality (Sex Discrimination) Regulations 2005

· Equality Act 2006

· Civil Partnerships Act 2004

· Equal Pay Act 1970 

· Disability Discrimination Act 1995

· Disability Discrimination Amendment Act 2005

· Racial and Religious Hatred Act 2006

· Human Rights Act 1998

· Employment Equality (Religion or Belief) Regulations 2003

· Gender Recognition Act 2004

· Employment Equality (Sexual Orientation) Regulations 2007

· Employment Equality (Age) Regulations 2006
· Equality Act 2010
Groundwork Greater Nottingham therefore considers it essential that all organisations wishing to provide services on behalf of Groundwork Greater Nottingham are able to demonstrate that all reasonably practicable steps are taken to allow equal access and equal treatment in employment and service delivery for all.



	2.1
	Does your organisation have a written equal opportunities policy, to avoid discrimination and ensure compliance with relevant legislation?


	Yes             


No

Please provide a copy, including the date of the last review.



	2.2 
	Is it your policy as an employer and service provider to comply with your statutory obligations under the Race Relations Act 1976 (amended 2000 and 2003)?

Accordingly, is it your practice not to discriminate directly or indirectly on grounds of colour, race, nationality, or ethnic or national origins in relation to decisions to recruit, select, remunerate, train, transfer, and promote employees?


	
Yes


No


Yes


 No

	2.3
	In the last three years, has any finding of unlawful racial discrimination in the fields of employment or service delivery been made against your organisation by the employment tribunal, the employment appeal tribunal, or any court, or in comparable proceedings in any other jurisdiction?


	
Yes


No

(If yes,  please provide details and action taken on a separate sheet)



	2.4
	In the last three years, has your organisation been the subject of formal investigation by the Commission for Racial Equality, or a comparable body, on the grounds of alleged unlawful discrimination in the fields of employment or service delivery?


	
Yes


No

(If yes, please provide details and action taken on a separate sheet)

	2.5
	Is it your policy as an employer and service provider to comply with your statutory obligations under the Equality Legislation listed in Section 2 above.


	
Yes

No

	2.6
	In the last three years, has any finding of unlawful sex, disability, sexual orientation, religion or belief discrimination in the fields of employment or service delivery been made against your organisation by the employment tribunal, the employment appeal tribunal, or any court, or in comparable proceedings in any other jurisdiction?


	
Yes


No

(If yes, please provide details and action taken as a result of that finding on a separate sheet)

	2.7
	If you are not currently subject to UK legislation, please supply details of your experience in complying with equivalent legislation that is designed to eliminate discrimination and to promote equality of opportunity


	(Please use a separate sheet if necessary)

	2.8
	Under Section 8 of the Asylum and Immigration Act 1996, how does your organisation ensure you do not employ a person who is subject to immigration control?

	(Please use a separate sheet if necessary)

	3
	FINANCIAL VIABILITY

	3.1
	What was your income in the last two years (if this applies)?
	£……………. ...for year ended 31/03/2011
£……………… for year ended 31/03/2012


	3.2
	Please provide a copy of the last 2 years annual reports and accounts, including any report from your auditor or independent examiner.

	Is a copy enclosed?


Yes


No



	3.3
	If you are unable to provide the last 2 years audited accounts or reports please provide an explanation for the reason and provide one year’s accounts and  financial forecast for next 12 months  and state the date your business started:


	Date business started:……………………

	3.4
	Please provide contact names and details of your banker(s) (we may contact for a reference)
	Name:

Branch:



	3.5
	Has your organisation met the terms of its banking facilities and loan agreements (if any) during the past year?
	
Yes


No

(If no, please provide details and action taken on a separate sheet)



	3.6
	Has your organisation met all its obligations to pay its creditors and staff during the past year?
	Yes


No

(If no, please provide details and action taken on a separate sheet)




	4
	COMPETENCE TO HANDLE  FUNDING & EFFECTIVE MANAGEMENT PROCEDURES ARE IN PLACE


	4.1
	Does your organisation have a bank account into which all income is paid?


	Yes

No

(If no, please provide details and action taken on a separate sheet)



	If the following questions (4.2-4.4) are covered in your financial procedure, please attach a copy of the relevant sections:

	4.2
	Please briefly describe the  arrangements that are in place for recording income and expenditure:


	

	4.3
	Please briefly describe the arrangements that are in place for recording and reporting financial transactions:


	

	4.4
	Please briefly describe the arrangements that are in place for handling cash and signing cheques:


	

	4.5
	Does your organisation have any of the following: 

• A recognised quality management certification (e.g. Investors in People)

• A quality management system?


	Yes

No

(if Yes, please provide details)

If not, please explain what you do to ensure quality of service delivery:



	4.6
	Please demonstrate that your organisation has adequate policies and procedures in places for working with vulnerable people. For example:

a) Are relevant staff appropriately checked by the Criminal Records Bureau?

b) Do you have a Safeguarding Vulnerable Adults Policy?

  (Please enclose a copy)

c) Do you have a Safeguarding Children Policy

  (Please enclose a copy)


	Yes

No

Yes

No

Yes

No



	4.7
	Are there any allegations or serious complaints relating to working with vulnerable people pending investigation?


	Yes 

No

(If the answer is yes, please provide appropriate anonymised details on a separate sheet).



	4.8
	Please provide brief details of your organisational structure including any management committee of board of trustees:

Please continue on a separate sheet if necessary and enclose an organisation chart


	


	5
	EMPLOYMENT PRACTICES

	5.1
	Does your organisation have any of the following:

• a written health and safety at work policy, including lone working; or

• A health and safety at work system


	Yes              
No

(If yes, please provide details or provide a copy of your Health and Safety policy)

If no, please explain why:


	5.2
	Does your organisation ensure its activities are guided by a formal environmental management system or other process

	Yes              
No

(If yes, please provide details and action taken on a separate sheet)



	5.3
	How does your organisation assess the suitability and competence of potential employees? (please indicate below as appropriate)

· Job descriptions                                                                                   YES / NO
· Application forms                                                                                YES / NO
· Seek references                                                                                   YES / NO
· Ask for relevant qualifications                                                        YES / NO
· Assessment centres                                                                           YES / NO
· Trial period before confirmation of employment                     YES / NO
· Personal recommendation                                                               YES / NO
· Interview                                                                                                  YES / NO
· Service user panel or other involvement                                     YES / NO
· CRB checks for all staff in contact with service users          YES / NO

· Checks to ensure eligibility to work in the UK                          YES / NO
Other (please specify)



	5.4
	Please indicate whether staff induction includes:

· All aspects of service delivery                                                         YES / NO

· Health and Safety of staff and service users                            YES / NO

· Complaints Procedure                                                                      YES / NO

· Disciplinary & Grievance                                                                  YES / NO

· Safeguarding                                                                                        YES / NO

· Equality and Diversity                                                                        YES / NO



	5.5
	Please summarise the supervision and appraisal procedures for staff, indicating the frequency of supervision and how staff performance is monitored and managed:




	6.
	EXPERIENCE AND REFERENCES



	6.1
	EXPERIENCE

Please outline the relevant experience of your organisation as it relates to the delivery of service. If more than one organisation will be involved in the delivery of the service, the relevant experience of all organisations should be included.



	
	

	6.2
	REFERENCES

Please provide details of three organisations who can verify the relevant experience (eg. delivery of same service or related services) of your organisation and/or that of other organisations that will have a significant role in the delivery of this service. These referees should be funders or key stakeholders. If you cannot supply three references, please give reasons. 

Please gain permission from referees before supplying them as contacts for references, and ensure that they will be able to provide references within 4 weeks of the tender deadline 



	
	Reference 1


	Reference 2
	Reference 3

	6.2.1
Organisation
	
	
	

	6.2.2
Contact name & position in organisation
	
	
	

	6.2.3

Contact telephone number & email address
	
	
	

	6.2.4

Brief details, including relationship with your organisation/ other organisation involved
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