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The Contracting Authority 

University of Galway (herein after referred to as the “Contracting Authority” or University) has 
been inspiring minds since 1845 as a research-led university. University of Galway is one of the 
oldest and largest universities in Ireland. We are at the heart of a distinct and vibrant region, 
renowned for its unique culture, creative industries, medical technologies, marine ecology and 
economy, and our innovation. 

University of Galway is a global perspective, and our university contributes greatly to the 
diversity and dynamism of Galway, the most international city in Ireland. Through our teaching 
and research, we attract and develop talent from around the world to address global 
challenges.  

With over 19,000 students, University of Galway has a long-established reputation of teaching 
and research excellence in the Colleges of Arts, Social Sciences, and Celtic Studies; Business, 
Public Policy and Law; Engineering and Science, and Medicine, Nursing & Health Sciences.  With 
a complement of over 2,700 (full-time equivalent) staff, University of Galway (Contracting 
Authority) is one of the largest employers in Galway and makes a significant contribution to the 
economic, social, and cultural fabric of the city.  

University of Galway’s vision is to be a driver of transformational change for our people, our 
region and our world. We will think globally by inspiring, celebrating and advancing the critical 
role that our University has in delivering sustainable development. We act locally by 
empowering our people, investing in our purpose and engaging with the distinctive needs of 
our region. 

We create a distinctively values-based culture, which has excellence, ambition and the 
wellbeing of our communities at its core. Our vision will be guided by our university values of 
respect in our actions, excellence in our work, openness in our outlook and sustainability in our 
approach. Distinguished by kindness and a commitment to equality, this culture will empower 
our people to thrive. We will harness our distinctive strengths and creative energy to deliver 
significant and sustainable societal impact. 

Our university is at the heart of a distinctive city and region, renowned for its culture, creativity, 
technology and innovation. Drawing on these distinctive strengths will set us apart 
internationally. We aim to stimulate creative potential of our students, staff, alumni and wider 
community to advance our teaching, research, innovation and engagement in and for the world. 

Learn more at www.universityofgalway.ie/  

 

Disclaimer  

This document issued herewith (“the Document”) is for information only and does not 
constitute, and shall not be interpreted as, an offer for sale, prospectus, or the basis of a 
contract. All information contained in this Qualification Questionnaire is provided for the 
purpose of facilitating the production and submission of a Tender.  

Applicants are recommended to read the documents thoroughly. While all reasonable steps 
have been taken to ensure that the information set out in the Document is accurate and up to 
date, no representation or warranty, express or implied, is or will be made or given in relation 
to the accuracy or the completeness of any information contained in the Document or otherwise 
provided by or on behalf of University of Galway (in writing or otherwise) to any interested party 
or its advisers. No responsibility or liability for any loss or damage arising as a result of reliance 
on these documents, or for the information contained in these documents or for any omission 
is or will be accepted by the Contracting Authority or by any of its officers, employees, agents 

http://www.universityofgalway.ie/


 
 

or professional advisers. No officer, employee, agent, or professional adviser of the company 
has any authority to give or make any representation or warranty, express or implied, in relation 
to such information. The Contracting Authority’s officers, employees, agents, and professional 
advisers expressly disclaim any and all liability arising out of such documentation or information 
and any errors or omissions in or from the documents and information.  

The Contracting Authority shall NOT be bound to accept the lowest or any Tender proposal and 
reserves the power to accept any part of any Tender proposal, unless the bidder expressly 
stipulates to the contrary at the time of Tender. 

The Contracting Authority reserves the right to discontinue the procurement process at any 
time and not make an award decision. 

 

Note 

Please note that information relating to this Qualification Questionnaire, including clarifications 
and changes, will be published on the Irish Government Procurement Opportunities Portal 
www.etenders.gov.ie. Registration is free of charge and there is no charge for documents. 
Please note that the Contracting Authority accepts no responsibility for information relayed (or 
not relayed) via third parties. 

The Contracting Authority has provided two separate Response Document (Appendix 1A & 1B) 
for applicants to use in preparing their application for panel membership.  

This document and format must be used. 

 

http://www.etenders.gov.ie/
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1 Scope of Requirements  
 
1.1 Stage in Procedure 

This is the first stage of the procedure whereby all interested parties may submit a response, 
but only those meeting the selection criteria (qualification and experience) will be deemed 
eligible for inclusion on the panel. 

Applicants, please note that there is a current panel in place. All current contracts awarded 
from the previous panel will continue until they expire in Q2 2025. 

Any new requirements outside of contracts already in place will be awarded under this new 
panel going forward. 

1.2 LOT 1 - Student Counselling Services  

1.2.1 Background 

As part of University of Galway’s commitment to support the student population during their 
time in college, in both the Galway and Shannon campuses,  the Student Services department 
provides a Student Counselling and Wellbeing service (SCS). This is currently provided by a 
core team of University of Galway qualified staff as well as contract counselling staff on a daily 
basis. This competition is to provide additional external support to carry out this vital service 
when workload exceeds the capacity of the core team or specific areas of expertise arise. 

1.2.2 Location of Services 

Service are required at both the Galway campus and Shannon campus. 

Please as part of your response identify the locations you are interested in providing 
counselling services on the cover of the response document. You may choose both locations. 

1.2.3 Process of Engagement 

The student support team in University of Galway have developed a protocol of engagement, 
identifying the critical path from when a student seeks help, to final session. Student 
Counselling & Wellbeing Service reserves the right to change this protocol in line with service 
needs. 

It is as follows:  

1. Students arrive at the reception in University of Galway SCS or submit an email enquiry. 
(Please note: In Shannon College, students identify themselves to the Associate Head 
of Welfare or the University of Galway designated staff member). 

a. Registration details are captured in an encrypted registration form issued to 
students on site or via their University of Galway email address 

b. Student populates the registration forms including triage questions, Core 34 & 
CIAO, provide their availability and submits forms 

2. Registration form is reviewed by one of University of Galway counselling team who will 
prioritise and decide next steps to include: 

a. If requirement is urgent – same day assessment meeting/phone call with 
University of Galway counsellor 

b. If not urgent – client is placed on waiting list for assessment appointment or 
initial phone call depending on need. 

3. Counsellor will meet with the student by: 
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a. Face to face 

b. Working remotely via Online Video call 

c. Phone 

d. Via email 

4. Based on information provided by the student in the registration process and/or other 
information given to designated screening counsellor, student’s case is brought to the 
advisory team and if an external provider (sessional counsellor) is required, the team 
agree the provider with the closest fit to the student’s requirements will be engaged. 

5. Clients are allocated to the sessional counsellor who takes responsibility to contact the 
client directly to arrange an assessment session and subsequent appointments.  

6. At the assessment a specific care plan matching the client’s needs is proposed with 
times and dates and method of engagement. This will include, but not limited to, one to 
one counselling and therapeutic and psychoeducational groups. 

7. Clients are seen weekly, fortnightly or at more extended intervals depending on need. 
(50 mins session/ 10 mins for pre/post notes/comments). 

8. At the end of every session notes are prepared and updated onto Core or an University 
of Galway approved, alternative secure database system by the end of the same day by 
the counsellor. 

9. If required, an escalation process is in place for clarity/risk. 

10. Attendance at a monthly team  meeting (If required).  

11. The Core Team have a case consultation meeting every two weeks. Sessional 
counsellors are very welcome to attend this meeting but will not be remunerated for 
attendance.  

12. If additional sessions/interventions to the original care plan are deemed necessary, 
these can be requested but need approval from a designated core staff member or 
Head of Counselling. 

13. During/post Core 34 and CIAO treatment evaluation is issued prior to last session to 
inform ending conversation and client’s agency in continuing with their own personal 
wellbeing plans.  

14. End of Therapy  form to be completed by the appointed counsellor on the day of the last 
session.  

1.2.4 Multi-disciplinary Team 

Panel members are if required, to work within a multi-disciplinary team if required. Some 
students may need a number of specialist mental health supports including GP/Disability 
Support/Adult Mental Health.  

1.2.5 Qualifications/ Requirements 

Proposed panel member must hold a fully maintained accreditation status. University of Galway 
reserves the right to check this sporadically. A qualification in counselling / counselling 
psychology / psychotherapy accredited with one of the following (peer reviewed) accrediting 
bodies is required: 

a. Irish Association for Counselling and Psychotherapy (IACP) Accredited  

b. Irish Association of Humanistic & Integrative Psychotherapy (IAHIP) 

c. Irish Council for Psychotherapy (ICP) 
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d. Psychological Society of Ireland (PSI) (eligible for membership of the Division of 
either Counselling or Clinical Psychology within the PSI) 

e. Or equivalent (peer reviewed) accreditation awarded from another Member 
State. (Subject to approval by University of Galway). 

University of Galway has a preference to counsellors having a minimum of two (2) years’ 
experience in counselling with third level age clients or working in a higher education 
environment. Please note this is not an exclusion clause. 

All student counsellors must have taken University of Galway Data Protection training. If this is 
not in place, panel member must commit to complete this training prior to engagement. The 
cost of training is covered by University of Galway, currently delivered online, but attendance 
is on their own time. 

 

1.2.5.1 Areas of Expertise 

University of Galway, have identified the following areas for which students have required 
support: 

They are: 

REQUIREMENT 

1 Suicidal ideation/ Self-harm 

2 Sexual harassment/violence 

3 Trauma 

4 Cognitive behavioural therapy (CBT) 

5 Addiction/ Gambling 

6 Anxiety/ depression/managing mood 

7 Autism spectrum disorder (ASD) 

8 Eating disorders 

9 Relationships 

10 Bereavement/ Loss 

11 
Complementary/ Alternative Therapy 

Example: Mindfulness. 

12 Financial Counselling 

13 Trauma Counselling 

14 
Specialist group counselling  

(Experience in) 

 

Please note this list is not exhaustive and is expected to increase over the next number of years. 
University of Galway may contact panel members for additional skills/ areas of expertise. 

As part of the response suppliers are required to state: 

a. Their current  experience in the specific area 

b. Their number of years providing support/ qualified in same 



4 

1.2.6 Service Delivery 

The ideal scenario is for sessional counsellors to take all meetings on site in the University of 
Galway Student Counselling offices. However, as a result of the COVID 19 Pandemic, the 
method of engagement with students has expanded to now include virtual meetings by means 
of Teams or Zoom and by phone. 

1.2.6.1 On site (vast majority of requirements) 

Students will arrive at the office at their appointed time and meet their counsellor in one of 
the specific session office(s). 

1.2.6.2 Virtually   

If required, students can access the service virtually through Zoom or Teams. Licences for 
both will be provided by University of Galway to any appointed counselling provider. 

It is the responsibility of the sessional counsellor to have access to ICT equipment that can 
run Windows 10 (as a minimum), Office 365, Zoom and Teams applications. 

1.2.6.3 By phone 

If necessary, students can access the service via phone. Counsellors are requested to NOT 
give their personal phone numbers to clients. 

1.2.7 Duration of engagement 

Applicant must understand that the period of engagement with any specific student may go 
beyond the period of term. That is, may be required during summer months as an example.  

1.2.8 Counselling Session Duration 

Each session irrespective of its model of delivery (face to face, virtual, by phone) will typically 
last for a period of 50 minutes. University of Galway propose a preparation and post session 
time of 10 minutes and post session recording of comments / actions etc. Therefore, each 
session will be for a period of 60 minutes. Billing will be on per session basis and no additional 
costs will be accepted.   

1.2.9 Group Sessions  

There may be a requirement for group counselling and/or psycho-education workshops to be 
facilitated by external providers. This requirement will be circulated to all panel members. 
Group facilitation skills can be provided by the service. 

1.2.10 Supervision Services 

In line with best practice, Counsellors must attend and receive their own supervision support 
at frequent intervals as required by their individual accrediting bodies. Attendance at Monthly 
Team Meeting 

Sessional counsellors may be required to attend monthly team meetings of 60 minutes 
duration. This can be billed in line with agreed session cost. If required, counsellors based in 
Shannon may attend virtually, rather than travel, if not in the Galway vicinity. 

1.2.11 Case Management 

Team case management meetings take place on a fortnightly basis. Sessional counsellors are 
very welcome to participate in team case management meetings.  

1.2.12 University of Galway Student Management System Software 

The Counselling team use a specific data base for the recording of all interaction, before, during 
and after sessions. It is a requirement of this competition that all panel members are trained in 
the use of this system. For new panel members, training will be provided, and your attendance 
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can be charged at your proposed onsite hourly rate. Number of hours for billing will be agreed 
with University of Galway. Conflicts of Interests. 

Panel members must sign the Conflict-of-interest forms. If any counselling provider is made 
aware of a conflict of interest with any appointed student, the administrator in SCS must be 
informed immediately, and no sessions should commence without full written approval.  

1.2.13 GDPR / ICT Security Requirements 

 Malware protection software must be installed and active on all IT devices used for serviced 
delivery prior to contact with clients. This can sometimes be provided free by University of 
Galway IT services for use in personal devices. 

Please refer to the link below for guidelines. 

ICT Policies - University of Galway 

1.2.14 Pricing Requirements 

As mentioned in section 1.2.6, each session is allocated a time slot of 60 minutes. (50 minutes 
session, 10 minutes for notes).  

University of Galway are requesting two prices, off-site and on-site. This is to allow for any 
additional costs associated with travel to and from University of Galway, as no additional 
expenses will be entertained.  

University of Galway are setting the rate per session is €80 per hour.  

Please note that the rate will be reviewed annually in line with the consumer price index. 

1.2.15 Engagement process 

Clients are allocated to the sessional counsellor who then takes responsibility to contact the 
client directly to arrange an assessment session and subsequent appointments.  

Online sessions will be arranged by the sessional counsellor when allocated to them by SCS 
Admin. 

From time-to-time additional work such as additional case management (for complex situations 
as necessitated by the service requirements),  research or assistance with the development of 
the service will be required but must be approved by the  Head of Counselling prior to 
proceeding. The rate for this work will be aligned to the session rate above. 

Preference will be given to panel members who can provide both in person and online 
counselling. 

1.2.16 Cancellation of sessions 

University of Galway will pay in full (100%) for any planned session that is cancelled by the 
student within 24hrs of the agreed time and date. Sessions cancelled outside of the 24hr 
window are unbillable Normal service working hours apply, Monday to Friday. 

1.2.17 Shannon College Campus requirements 

As part of your response identify the locations you are interested in providing counselling 
services on the cover of the response document. 

 

1.3 LOT 2 – Supervisory Services FOR University of Galway Personnel 

1.3.1 Background:  

Student Counselling Service (SCS)  considers supervision of counselling/therapeutic practice 
essential for ensuring quality of delivery of psychotherapy.  Supervision provides support, 

https://www.nuigalway.ie/information-solutions-services/ictpolicies/
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oversight and learning. It ensures an upholding of standards in practice and is "...a regular, 
protected time for facilitated, in-depth reflection on practice" (Bond & Holland, 1998: 5). At the 
core of supervision is care for the client. Supervision is embedded in all of the accredited 
membership categories accepted by SCS that involve client clinical practice. 

1.3.2 Requirements 

University of Galway has supervision requirements for the following: 
a. Core Counselling staff (University of Galway Student Counselling team) requiring 

supervision at a frequency required by their individual accrediting bodies 
b. University of Galway Counselling interns requiring supervision at a frequency 

required by their individual accrediting bodies 
c. Front facing University of Galway staff members, who require  
d. Staff and students identified as ‘First point of contact’ for disclosure who require 

supervisory support as a result of working with distressed or at risk students. 
e.  Other supervisory duties as requested by University of Galway 

1.3.3 Qualifications/ Requirements 

Be an accredited and current member and supervisor with one of the following peer reviewed 
accrediting bodies: 

a. Irish Association for Counselling and Psychotherapy (IACP) Accredited  
b. Irish Association of Humanistic & Integrative Psychotherapy (IAHIP) 
c. Irish Council for Psychotherapy (ICP) 

Psychological Society of Ireland (PSI) (eligible for membership of the Division of either 
Counselling or Clinical Psychology within the PSI) 

d. Or equivalent (peer reviewed) supervision accreditation awarded from another State. 
(Subject to approval by University of Galway). 

All supervisors must have taken University of Galway Data Protection training. If this is not in 
place, panel member must commit to complete this training prior to engagement. The cost of 
training is coved by University of Galway, currently delivered online, but attendance is on their 
own time. 

1.3.4 Service Delivery 

The ideal scenario is for counselling providers will meet with their supervisor face to face. 
However, as a result of the COVID 19 Pandemic, the method of engagement has expanded to 
now include virtual meetings by means of Teams or Zoom and by phone. 

1.3.4.1 On site – Face to face 

University of Galway staff will attend a meeting, location to be agreed, with their appointed 
supervisor. 

1.3.4.2 Virtually   

If required, University of Galway staff can virtually meet with their supervisor through Zoom 
or Teams.  

1.3.4.3 By phone 

If necessary, counsellors can access their supervisor service via phone.  

1.3.5 Supervision Session Duration 

University of Galway propose that each supervision session should last between 60 minutes.  
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1.3.6 Conflict of Interest 

Panel members must sign the conflict-of-interest forms. If any supervisor is made aware of a 
conflict of interest with any appointed staff member or student, the administrator in SCS must 
be informed immediately, and no sessions should commence without full written approval. 

1.3.7 GDPR / ICT Security Requirements 

Malware protection software must be installed and active on all IT devices used for serviced 
delivery prior to contact with clients. This can sometimes be provided free by University of 
Galway IT services for use in personal devices. 

Please refer to the link below for guidelines. 

ICT Policies - University of Galway 

1.3.8 Group Sessions 

There may be a requirement for group supervision. This requirement will be circulated to all 
panel members.  

1.3.9 Pricing requirements 

University of Galway are setting the rate per session at : €80 per hour. 

Please note that the rate will be reviewed annually inline with the consumer price index. 

1.4 Availability to provide services 

It is proposed that University of Galway through engagement with panel member will be kept 
informed of the availability of providers to assist with planning etc. The method of this 
engagement will be agreed and circulated to all panel members.  

1.5 Meeting with Proposed panel members 

University of Galway reserves the right to meet face to face or virtually and proposed panel 
member/ Supervisor who has not previously worked or engaged with University of Galway. 

1.6 Sample Service Level Agreement 

Please find attached in Appendix 2 Service Level Agreement. 

1.7 Duration of the Panel 

The panel will be established for six (6) years. The panel will be continually open for access. 
Should the panel cease to operate, all members will be notified via www.etenders.gov.ie.   

This will not affect the delivery of any contracts awarded under the panel. 

1.8 Estimated Value of the Panel 

The level of expenditure cannot be guaranteed in any given year.  However, the estimated total 
value of any purchases pursuant to the panel is approximately €325,000 (excl. VAT) per annum.  
This is split as follows: 

LOT DESCRIPTION 
Estimated Annual 

Value 

1 Student Counselling Services €275,000 

2 Counsellor Supervision Services €50,000 

 
It is emphasised, however, that these figures are provided strictly for indicative purposes only 
as there is no guaranteed expenditure. 

https://www.nuigalway.ie/information-solutions-services/ictpolicies/
http://www.etenders.gov.ie/
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1.9 Admission to the Panel 

Admission to the panel for each Lot will be conditional upon the successful applicants agreeing 
to the terms and conditions of the panel, a copy of which will be provided on admission to the 
relevant panel, agreement of the service level agreement, and which will include requirements 
for the successful applicants to provide a current Tax Clearance Certificate and Professional 
Indemnity Insurance. 

Admission to the panel will also be subject to an applicant passing all of the criteria on the basis 
of meeting all minimum qualifying requirements. 

 

1.10 Awarding Contracts under the Panel 

Qualifying for a panel, does not constitute an award of a contract nor does it indicate that any 
contract will be awarded.   

LOT 1 – Student Counselling services 
When contracts arise over the duration of the panel they may be awarded in accordance with 
the following: 

1. Allocation of Rooms &  work. 

a) Allocation of Rooms 
Available Rooms will be awarded by means of mini competition. 

These competitions may include criterion such has: 

i. Experience/ relevant expertise. 

ii. Specific client’s needs. 

iii. First come first served basis. 

iv. Counsellors’ capacity. 

v. Rotation. 

b) Allocation of work 

Clients are generally allocated to counsellors who have rooms on a rotational basis. 

Occasionally, where clients has very specific need, university of Galway reserves 
the right to allocation a specific counsellor outside of the rotation system. 

  
2. Allocation of remote/ online counselling services. 

Available remote/ online requirements will be awarded by means of mini competition. 

a. These competitions may include criterion such has: 

i. Experience/ relevant expertise. 

ii. Specific client’s needs. 

iii. First come first served basis. 

iv. Counsellors’ capacity. 

v. Rotation. 

Please Note: 

• The maximum number of clients hour on hour i.e., no more than 4 clients in a row,(without 
a break) or 6 on any given day, split between morning/ afternoon or afternoon/ evening. 

• Work will be allocated to panellists in rotation where more than one counsellor is working 
the same hours i.e. each counsellor will be allocated 1 client at a time in rotation until each 
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counsellors quota is reached. The exception is where the panellist has expertise is a 
specific area required by a particular client. 

 
LOT 2 –Counselling Supervisor services 
When contracts arise over the duration of the panel they may be awarded in accordance with 
the following: 

(a) All relevant counsellors/ staff will be provided with details of each of the supervisors on 
the Panel. The individual has the option to pick the supervisor that they deem would 
best match the requirements/ skills they believe they require, (dependant on 
supervisor’s availability at that time). If the first-choice supervisor is not available the 
next most suitable supervisor will be offered the contract, this will continue until the 
requirement is met. 

 

1.11 Selection Process 

As part of the suitability assessment, University of Galway reserves the right to confirm the 
suitability of applicants to engage with students in a Third Level environment, by demonstrating 
a client centred criteria of genuineness, empathy and unconditional positive sentiment by 
means of interview. 

 

1.12 Review of Performance 

University of Galway will regularly review the level of service student received is maintained to 
the highest standards. If for any reason the service being provided is not to the required level 
the Head of Student Counselling will investigate. This may result in the removal of a counsellor 
from the panel and any room allocation / client allocation revoked. 

 

1.13 Fees and Inclusive Rates 

Applicants should note that all fees be paid on an all-inclusive rate. Additional payments for 
travel, subsistence and continuous professional development (CPD) will not be made.  
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2 Instructions to Applicants 

2.1 Queries 

An application means the submission by an Applicant of a completed Qualification 
Questionnaire and associated appendices.  

Every effort has been made to ensure that this Document contains all the necessary information 
for the completion of applications.  The Contracting Authority does not warrant or represent 
that this Document, or any other information given to Applicants, is accurate or complete. No 
liability is accepted for any error or omission (negligent or otherwise) in this document, or any 
other information given to Applicants.  

Requests for additional information and clarification on any matters must be made by via the 
messaging portal on eTenders on www.etenders.gov.ie.  All clarifications/additional 
information will be issued via the eTenders website (www.etenders.gov.ie) and will be made 
available to all potential Applicants who have noted their interest on the eTenders website.  

All queries should be submitted in accordance with that time and date as indicated on the title 
page to enable clarifications to be issued to all interested Applicants in sufficient time prior to 
the deadline date for the receipt of applications. 

2.2 Completing the Qualification Questionnaire 

When completing the Qualification Questionnaire for the relevant Lot(s) applied for, which are 
attached to the eTenders notice as separate documents, applicants should note the following 
conditions: 

All questions must be completed in full and without reference to other documents or other parts 
of the Qualification Questionnaire. 

All questions should be answered with relevance to the subject matter of this competition. For 
the avoidance of doubt, it is emphasised that the information requested in the Qualification 
Questionnaire is aimed solely at determining the suitability and choice of Applicants for entry 
to panel. In order to ensure that entry to the panel is fair and consistent to all Applicants, you 
are instructed to respond to the technical questions by giving details of your skill and 
experience, accurately, honestly, and succinctly.  

Where a ‘Rule’ is associated with a particular criterion, Applicants must satisfy the requirements 
of the rule in order to remain eligible for consideration in the competition. 

Applicants are permitted to add lines to the pro-forma tables and boxes set out within the 
Qualification Questionnaire if required. 

All financial information should be denominated in euro (€), except where financial information 
is being provided in a certified or audited supporting document such as a set of financial 
statements in which case it is sufficient for the information to remain in its original currency. 

Failure to provide a sufficient level of detail or to explain adequately any relevant matters may 
result in such data or information not being considered during the evaluation process. 

Applicants are reminded that they may rely on the resources of other entities in order to 
establish the suitability requirements on condition that they can prove to the satisfaction of the 
Contracting Authority that they will have these resources at their disposal when necessary. 

Applicants for qualification may include individuals, partnerships, limited companies, 
groupings, or any combination of the foregoing with or without legal personality. However, a 

http://www.etenders.gov.ie/
http://www.etenders.gov.ie/
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grouping if successful may be required to establish legal personality in order to enter into a 
contract. 

The Contracting Authority reserves the right, subject to procurement regulations and 
directives, to request clarification of any matter set out in your responses to the Qualification 
Questionnaire or to request additional information from a applicant after the date for 
submission of completed Qualification Questionnaires has expired.  

This document is not a contract, or part of a contract, or an offer to make a contract. The 
procuring entity has no obligation to enter into a contract with any Applicant.   

The Contracting Authority is not responsible for and will not pay for any expense or cost 
incurred or loss suffered by an Applicant in the preparation or submission of its Application or 
otherwise. Further, the Contracting Authority is not responsible for any travel or 
accommodation costs incurred by the Applicant unless previously agreed in writing by the 
Contracting Authority. Each Applicant is fully responsible for the entirety of all expenses and/or 
costs it incurs in the presentation or submission of an application or in participating in this 
process and competition. 

2.3 Submission of Applications 

Applications must be submitted electronically via the eTenders postbox facility on 
www.etenders.gov.ie only. 

All applications must be compiled such that they can be read immediately using PDF readers. 
The closing date for applications for consideration of initial work to be awarded under the Panel 
is as indicated on the title page. 

The Contracting Authority is not responsible for corruption in electronic documents. Applicants 
must ensure electronic documents are not corrupt. 

Applicants should produce their response using the Panel Response Document as a SINGLE 
UPLOADED FILE, if possible, which is clearly labelled, page numbered and indexed.  

Applicants must ensure that they give themselves sufficient time to upload and submit all 
required documentation before the closing date/time if they wish to be considered for the initial 
work to be awarded under the Panels.  After submitting you can still modify and re-send your 
response up until response deadline.  

It is the responsibility of the Applicant to ensure that their application is complete and is 
uploaded by the designated deadline. Applications that are received late or via other means 
WILL NOT be considered for the initial work to be awarded under the Panels. 

2.4 Evaluation of Applications 

Applications will be evaluated in accordance with the selection criteria and rules as specified in 
the Qualification Questionnaire.  

2.5 Clarification of Applications 

While not being obliged to seek clarifications from Applicants, the Contracting Authority 
reserves the right, at its absolute discretion, to ask Applicants for clarification or elaboration of 
their applications to assist in its evaluation of applications. 

2.6 Interference 

Any effort by the Applicant to unduly influence the Contracting Authority, relevant agency 
personnel or any other relevant persons or bodies in the process of examination, clarification, 

http://www.etenders.gov.ie/
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evaluation, and comparison of Applications and in decisions concerning the award of the 
contract shall have their Application rejected. 

In accordance with Section 38 of the Ethics in Public Office Act 1995 any money, gift or other 
consideration from a person holding or seeking to obtain a contract will be deemed to have 
been paid or given corruptly unless the contrary is proved. 

2.7 Inducement to Purchase 

The Contracting Authority shall be entitled to disqualify an Applicant in one of the following 
circumstances: 

(a) if the Applicant has offered or given or agreed to give to any person any gift or 
consideration of any kind as an inducement or reward for doing or forbearing to do or 
for having done or forborne to do, any action in relation to the obtaining or execution 
of this contract award procedure or showing or forbearing to show favour or disfavour 
to any person in relation to this contract award procedure or any other contract award 
procedure with the Contracting Authority, or 

(b) if like acts have been done by any other person employed by the Applicant or acting 
on its behalf (whether with or without the knowledge of the Applicant). 

2.8 Currency and Payment 

The currency and invoices in which all prices and rates shall be tendered, and which payments 
under the contract will be paid, shall be euro (€). All prices and rates quoted should be exclusive 
of VAT.   

A schedule of payments will be agreed with the successful panel member. The Contracting 
Authority operates in accordance with the European Communities (Late Payment in 
Commercial Transactions) Regulations 2012.  

2.9 Conflict of Interest 

Any conflict of interest involving an applicant (or applicants in the event of a consortium bid) 
must be fully disclosed to the Contracting Authority.  Any registrable interest involving the 
applicant and the Contracting Authority or employees of the Contracting Authority, or their 
relatives must be fully disclosed in the submission or should be communicated to the 
Contracting Authority immediately upon such information becoming known to the applicant, in 
the event of this information only coming to their notice after the submission of a bid and prior 
to admittance to the panel.  The terms ‘registrable interest' and 'relative' shall be interpreted as 
per Section 2 of the Ethics in Public Office Act, 1995.  Failure to disclose a conflict of interest 
may disqualify an applicant or invalidate an award of contract, depending on when the conflict 
of interest comes to light. 

2.10 Freedom of Information 

Applicants should be aware that, under the Freedom of Information Act 2014, information 
provided by them at any stage during this Competition may be liable to be disclosed.  Applicants 
are asked to consider if any of the information supplied by them in response to this request 
should not be disclosed because of its sensitivity. If this is the case, applicants should specify 
the information that is sensitive and the reasons for its sensitivity. The Contracting Authority 
cannot guarantee that any information provided by applicants, either in response to this 
request or while any contract awarded as a result thereof, will not be released pursuant to the 
Contracting Authority’s obligations under law, including the Freedom of Information Act 2014, 
EU, and Irish Government Procurement Procedures or in response to questions, debates, or 
other parliamentary procedures in or of the Oireachtas (the Irish Parliament). The Contracting 
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Authority accepts no liability whatsoever in respect of any information provided which is 
subsequently released or in respect of any consequential damage suffered as a result of such 
disclosure. 

2.11 Tax Compliance 

It will be a condition of award of contract that the successful panel member shall, for the term 
of such contract(s), comply with all EU and domestic tax laws.  Applicants are referred to 
www.revenue.ie for further information.  Prior to the award of any contract arising out of this 
competition, the successful applicant may be required to supply its Tax Clearance Access 
Number and Tax Reference Number, if not already available, to facilitate online verification of 
their tax status by the Contracting Authority.  By supplying these numbers, the successful Panel 
member, acknowledges and agrees that the Contracting Authority has the permission of the 
successful panel member to verify its tax cleared position online. 

2.12 Irish Legislation and Law 

Applicants should be aware that national legislation applies in other matters such as 
Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. 
Applicants must have regard to statutory terms relating to minimum pay and to legally binding 
industrial or sectoral agreements in delivering contracts awarded to the Contracting Authority.   

The contract(s) awarded on foot of this process will be governed by Irish law. 

2.13 Change in the Composition of an Applicant 

The Contracting Authority reserves the right, but is not obliged, to disqualify any applicant that 
makes any change to its composition after submission of a Qualification Questionnaire. 
However, applicants are entitled to reapply on basis of a new membership structure in the case 
of consortiums or groupings. It should be noted that lead applicant cannot submit under more 
than one application. 

2.14 Notification of the Evaluation 

All applicants will be informed of the outcome of their applications following evaluation and any 
necessary clarifications. Potential outcomes can be: 

(a) Letter of Intent of admittance to panel 

(b) Letter of Regret 

Note: Unsuccessful applicants may reapply at any time, until the panel expires. 

2.15 Policy on Personal Debriefings 

Based on the provision of the information to unsuccessful applicants as outlined above and due 
to resourcing constraints, the Contracting Authority will not be offering individual debriefing 
meetings to unsuccessful applicants. 

  

http://www.revenue.ie/
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Appendix A: Questionnaire Summary 

Ref. 
Pass/Fail 
Criteria 

Pass Requirements 

A1 
Applicant 
Summary 

Applicants must complete this section. If the applicant is a 
grouping, then a separate questionnaire must be completed for 
each group member. 

A2 Tax Compliance   
Applicants are required to complete a Self-Declaration Form (A5). 
Applicants will be required to provide the evidence self-declared 
when requested by University of Galway and prior to 
commencement of any engagement. 

A3 
Financial 
Capacity 

A4 Insurance 

A5 
Self-Declaration 
of Financial 
Information 

Applicants must complete, sign and date this Declaration. Non-
compliant applicants under any of the headings will be 
automatically disqualified. 

A6 
Declaration of 
Bona Fides 

Applicants must complete, sign and date this Declaration. Non-
compliant applicants under any of the headings will be 
automatically disqualified. 

A7 
General Data 
Protection 
Regulation 

Applicants must confirm operation of Data Protection 
Management systems and procedures in line with all relevant Data 
Protection legislation and confirm that they agree to be bound by 
University of Galway terms outlined in the Qualification 
Questionnaire in respect of Data Protection. 

A8 Group Sessions 
Applicants are required to identify if they are available for 
facilitation of group sessions. (NOT REQUIRED FOR SUPERVISOR 
LOT2). 

A9 
Confirmation of 
Rates 

Applicants are required to confirm their acceptance of the 
allocated rates for the lot(s) they are applying for. 

Technical Criteria 

B1 
Individual Skills 
Profile/Expertise 

Candidates must provide the following information for 
assessment:   
a. Professional Registration/ Qualification 
b. Additional Professional Qualifications 

Please provide information to enable University of Galway to 
assess applicants’ offer.  

c. A comprehensive CV  

Please provide a Comprehensive CV demonstrating each team 
members expertise for the role proposed. 

d. Previous Experience 

Applicants must demonstrate experience in providing the 
services outlines in this tender document. 

To meet this requirement, applicants must provide a minimum of 
one reference from any of the following: 

1. Employer/ Corporate Client.  
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2. Their counselling/ psychotherapist supervisor  

Please complete form B1(d.) 

NOTE: References should not be provided from individual clients. 

 

PLEASE COMPLETE THE SEPARATE PANEL RESPONSE DOCUMENT FOR 
EACH LOT APPLIED FOR. 


