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Panel Response Document

	Scope of Contract
	Establishment of a panel for the provision of services to students with Disabilities, in particular, Academic and Healthcare Personal Assistants, Healthcare Assistants and Exam Invigilator Services.

	Procedure
	Open Procedure under TITLE III Services.

	Duration of Panel
	4 Years

	Tender Reference
	NCTR2452

	Issue Date
	Friday 26th July 2024

	Closing Date for Queries
	Ongoing 

	Contact for Queries
	E-Tenders Mailbox

	Closing Date / Time for receipt of completed Questionnaires – to be submitted via www.etenders.gov.ie ONLY
	2pm (local time) Tuesday 27th  August 2024.
This is the administrative closing date for initial award of contracts. 

	Closing date for ongoing Applications
	The panel will operate for a four (4) four -year period and is open to applications throughout that period, it will be re-advertised on
extenders on an annual basis.

	Please note that information relating to this panel, 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 cannot accept responsibility for information relayed (or not relayed) via third parties.



Completed Panel Questionnaire is to be uploaded to etender.gov.ie in response to this
e-tenders notice
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	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. 
[bookmark: _Int_LgtIBxV2]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 the Contracting Authority (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, 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.
Without prejudice to the principle of equal treatment, the Contracting Authority is not obliged to engage in a clarification process in respect of tender submissions with missing or incomplete information and in particular, where failure to provide the required information has already been notified to candidates as a factor which will result in their exclusion from the competition. Therefore, candidates are advised to ensure that they return comprehensive tender submissions in order to avoid the risk of elimination from the competition.

	1. ABOUT THE CONTRACT AUTHORITY



TU Dublin was Ireland’s first Technological University - an exciting new innovation in Irish Higher Education. Deeply embedded in our region, TU Dublin has campuses in Dublin City Centre, in Blanchardstown and in Tallaght, and, through our major infrastructural development plan, we are currently investing over €500 million in new, state-of-the-art, technology-enabled facilities to enhance our students' experience.
A leader in STEM (Science, Technology, Engineering and Mathematics) disciplines, TU Dublin also supports the largest cohorts of students of business, media, culinary arts, and the creative and performing arts. We are passionate about life-long learning and, as the largest provider of part-time education from level 6 to 9, we make an important contribution to the economic life of Ireland, enabling capacity building for the future. 
Our distinguished researchers and innovators are pioneers in science and technology discovery; play active roles in informing policy and standards; and contribute to the creative life of Ireland. Our award-winning technology transfer and business incubation activity have delivered over 400 new sustainable businesses with an economic value of almost €700 million.
With an international outlook, we welcome students and staff from around the world while our strong international partnerships provide opportunities for student and staff exchange programmes, major cross-collaboration research projects, and employment opportunities. We are immensely proud of our network of 100,000+ TU Dublin graduates who are making their careers here in Ireland and in 70 countries worldwide.
School leavers, Further Education students and mature students apply for undergraduate programmes through CAO.ie (central applications office) and TU Dublin wants to further augment the programmes on offer, including an annual campaign promoting open days both virtual and face to face and calls to action from November to July each year. As these campaigns are multi-annual, it is important to develop them in a way which will see them used as a foundation for potential future campaigns. As well as focussing on the CAO (Central Applications Office) cohort, campaigns also reach parents, guidance counsellors and teachers. Embedded within our recruitment strategy is an insistence on social responsibility, ensuring the widest possible participation from those traditionally under-represented in Higher Education. 
TU Dublin wishes to further enhance its ability to educate and communicate with all stakeholders about its purpose through reports and design elements for various digital platforms including websites, email newsletters and social media including infographics. 
Our role as TU Dublin is to engage our stakeholders – our students, staff, communities, industry, and governments – in solving some of the world’s most pressing issues and being ready to take advantage of opportunities that arise. Our vision is to create a better world together.
[bookmark: _Int_P3cbe1Jj]The three pillars of our strategy are People, Planet and Partnership.


	2. ABOUT THE SERVICES



TU Dublin, wish to establish a panel for the provision of support for students. 

The Personal Assistants will provide support to students who are registered with the TU Dublin Disability Support Service, and a need for a Personal Assistant has been identified. 
The Invigilators will support the successful delivery of exams sessions to students with disabilities. These exams primarily take place in December, January, May, and August.

The DSS (Disability Support Service) provides supports to circa 2,000 students with a range of disabilities across a number of locations, including, but not exclusive to: 

TU Dublin Campus Locations:
· Aungier Street Street, Dublin 2.
· Blanchardstown Campus Dublin 15. 
· Bolton Street, Dublin 1.
· British & Irish Modern Music (BIMM) Institute, Francis St, Dublin 8.
· Grangegorman, Dublin 7.
· Tallaght Campus, Dublin 24.
· Other Campuses, Building(s) & Location(s) associated with TU Dublin and/or the delivery of programmes of study, placement, and/or examinations associated with TU Dublin.

The Disability Support Manager will direct the authorised personnel (i.e. Learning Support Officers, Assistive Technology Officers) to identify the most suitable supports for students with disabilities. These supports are to best facilitate their ability to achieve the learning outcomes of their chosen programme of study. The Disability Support Manager or his / her appointee will be the final arbiter on the suitability of products supplied to the Disability Support Service (DSS).

Quality will be a significant factor in the ongoing tender. Specified performance standards will apply in accordance with the Lot requirement specification. Such performance standards will include, but are not exclusive to, the following:

· Planning & Organisational Skills
· Good timekeeping, including the submission of completed timesheets for duties carried out
· Effective communication with the DSS and with supported students
· Adherence to DSS policies/procedures 

The appointees of the Disability Support Manager will specify performance requirements. The DSS will be the final arbiter of acceptable quality where there is a need for interpretation or where there is a dispute.


Initial Meeting
Following the admission to the Panel and prior to the award of any contract the successful Tenderers shall be required to attend, at no extra charge, a meeting with the nominated TU Dublin personnel in order to meet the team and to agree the quality and service deliverables/KPIs so ensuring the understanding and agreement of mutual expectations and facilitating the service provider to meet the needs and requirements of TU Dublin.

Nominated Personnel
The Services shall be delivered by the Educational Support Worker(s), the Tender submitted in response to this RFT. If, for whatever reason, the nominated worker(s) are not available to provide the Services, the Suppliers shall nominate replacement worker(s) that, as a minimum will be of the same caliber, experience, qualification, accreditation, background profile as those identified in the Tender submission and always subject to approval and acceptance of TU Dublin.

The Academic Personal Assistants (APA) and the Academic and Healthcare Personal Assistants (HPA) will carry out similar duties. However, the Academic and Healthcare PAs would be allocated to the students with the highest physical needs, including personal care needs that the student cannot complete independently. Appropriately trained and qualified Academic and Healthcare Personal Assistants are required.

[bookmark: _Int_UDRCqawJ]List of duties – re Academic and Healthcare Personal Assistant role to undertake a number of tasks when supporting a student as per the following:
· Assist with navigating around the College re mobility and orientation
· Assist with pushing a wheelchair for the student
· Assist with emergency evacuation including following the personal emergency evacuation plan
· Carrying personal belonging including books, folders, and relevant materials
· Assist with sourcing education materials including library books, photocopying 
· Assist with personal care 

There will be times when the Academic and Healthcare Personal Assistant will be required to undertake additional duties to support the specific academic needs of the student as follows:
The Notetaker's role includes taking accurate, unbiased, and comprehensive notes in lectures and other oral presentations for a student. Notetakers should be able to record notes quickly and accurately with proficient typing skills and good spelling and grammar. Where notetaking support is provided, personal assistants will have a third level degree qualification and provide the notes in typed form within 24 hours of the lecture.

The exam invigilators would work alongside existing invigilators to support students with disabilities who have additional requirements during the written exam sessions.  This service provision would be required to facilitate December, January, May, and August exams across all TU Dublin campuses. Exam sessions can be between 1.5 hours and 5 hours, as students may have additional time and rest periods included as part of their exams supports.
Exam invigilators will work closely colleagues in the Exams and Disability Support services.  

TU Dublin requires a panel of Educational Support Services, under the following Lot descriptors. 
	Lot Number  
	Description  
	Tendering Y/N 

	Lot 1  
	Academic and Healthcare Personal Assistants
	 

	Lot 2  
	Academic Personal Assistants
	 

	  Lot 3
	  Exam Invigilators
	




Applicants may apply to be appointed one, all or multiple lots. References and previous experience are requested per lot.
	Breakdown of Lots:



Lot 1 – Academic and Healthcare Personal Assistants (HPAs) 
TU Dublin is seeking tenders from competent service providers for the provision and coordination of Academic and Healthcare Personal Assistants (HPAs) to support students with disabilities. 
Academic and Healthcare Personal Assistants (HPAs) are required to enable students with disabilities to participate fully in all aspects of college life at TU Dublin. 

Tenderers must be able to supply persons to work in the University as an Academic and Healthcare Personal Assistant to provide students with assistance with mobility around the campus, educational or physical tasks (i.e. photocopying, notetaking, carrying personal belongings, liaise with university staff on behalf of student), complete relevant training such as a PEEP (Personal Emergency Evacuation Plan) and some personal care needs that the student cannot complete independently. 

The use of Academic and Healthcare Personal Assistants (Hereafter known as HPAs) may be recommended by the DSS for an eligible student vis-à-vis the needs-assessment procedure that forms part of the student’s registration with the DSS. This HPA should not serve as a replacement for any externally provided service (e.g. Home Help, HSE PA, etc.) Students who have the following disabilities/conditions may be assigned an HPA:
· Students with significant physical/mobility disabilities, who are unable, by reason of their disability, to attend or participate in scheduled lectures, tutorials, or labs without assistance. 
· Students with significant visual disabilities, who are unable, by reason of their disability, to attend or participate in scheduled lectures, tutorials, or labs without assistance.
· Other students may be assessed, on a case-by-case basis, based on extreme and/or mitigating circumstances. 

The successful service providers must:

· be available to meet the duties of the academic year. 
· liaise with the university in relation to matching HPAs to individual student needs. 
· the service needs to anticipate the needs of students so that HPAs are in place for the start of the academic year. 
· regularly review and amend the service provided depending on the students need in conjunction with the university. 
· Continuity of service must be ensured; in the case of HPA absence(s) due to illness, re-assignment, resignation, etc., it is the responsibility of the supplier to ensure services to the student(s) are not affected.

The requirements for HPAs are as follows:

· All HPAs should be Garda vetted and provide proof of same.
· Continuity of service must be ensured; in the case of HPA absence(s) due to illness, re-assignment, resignation, etc., it is the responsibility of the supplier to ensure services to the student(s) are not affected. Replacement HPAs must be approved by the DSS in such cases. 
· The role of the HPA is to provide assistance to eligible students as per the above. This assistance may include, but is not exclusive to: 
· Assist in facilitating the student’s attendance at all necessary lectures, tutorials, labs, and other academic contact hours.
· Assist, if necessary, in the student’s physical participation in scheduled lectures, tutorials or labs. (e.g. carry out physical tasks on the student’s behalf). This may be subject to negotiation/agreement with the academic team members responsible for the delivery of the module in question.
· Assist in the student’s physical navigation of locations, buildings, rooms, etc.
· Assist, if necessary, in assisting the student with meals, and/or the student’s use of toilet facilities.
· Complete relevant training such as a PEEP (Personal Emergency Evacuation Plan) and assist with the PEEP implementation.
· The HPA may also be required to serve as a note-taker (NT) for the student(s) in question. 
· The role of the NT is to attend all necessary lectures, tutorials, labs, and other academic contact hours, and take notes (including written, graphics, diagrams etc) on behalf of the student(s) to whom they have been assigned. 
· NT services to be provided for all necessary lectures, tutorials, labs, and academic contact hours for relevant students.
· In cases where there is more than one student in a lecture/tutorial/lab who has been allocated the use of a NT, such students shall share the services of a single NT.
· An electronic copy of any notes taken should be provided to the student(s), and to the DSS, clearly indicating the date/time/location of the lecture, tutorial or lab, the module (subject) and the name(s) of the student(s) for whom the notes were prepared.
· NT services to be provided in person at any location listed in Appendix 1.1, where lectures, tutorials, labs, and other academic contact hours are taking place.
· In cases where specialist training/permissions are required (e.g. in laboratories where hazardous material may be handled), the NT should undergo any necessary training to be permitted to attend same.
· Academic contact hours can vary from programme to programme and from semester to semester. NT services must be provided in accordance with TU Dublin student timetables. 
· Where applicable, the NT should provide their own equipment (e.g. laptop computer) and accept full responsibility for same. 
· Timetables are subject to change at short notice. NT services must be provided/made available at short notice in such cases.
· Lectures, tutorials, labs, etc. may be cancelled at short notice. A period of 24 hours’ notice shall be provided, where possible, in such cases to the NT. 
· The HPA may also be required to attend occasional meetings between academic staff and students, subject to demand, where HPA services are required. 
· In cases where specialist training/permissions are required (e.g. in laboratories where hazardous material may be handled), the HPA should arrange to undergo any necessary training to be permitted to attend same.
· HPAs should submit timesheets, signed by the student(s) receiving services, indicating the date(s), lecture(s), location(s), module(s) where HPA services have been provided. 
· Academic contact hours can vary from programme to programme and from semester to semester. HPA Services must be provided in accordance with TU Dublin student timetables. 
· Where applicable, the HPA should provide their own equipment (e.g. laptop computer) and accept full responsibility for same. 
· Timetables are subject to change at short notice. HPA services must be provided/made available at short notice in such cases.
· Lectures, tutorials, labs, etc. may be cancelled at short notice. A period of 24 hours’ notice shall be provided, where possible, in such cases to the HPA. 

Skills Set Required for HPAs:

· Completed the HCA Level 5, providing documentation.
· Excellent interpersonal and communication skills.
· Sensitivity, confidentiality, and respect for the privacy of the student at all times.
· Good understanding of the needs of students with disabilities in HE (Higher Education).
· Understand their role:  HPAs should not ‘do the work’ but simply facilitate the student’s ability to participate. The HPA will not assist with, or complete, any of the work associated with a student’s course of study. 
· A good working knowledge of Microsoft Word, Excel, PowerPoint, Email, and Internet.



Lot 2 – Academic Personal Assistants 
TU Dublin is seeking tenders from competent service providers for the provision and coordination of Academic Personal Assistants (PAs) to support students with disabilities. 
Academic Personal Assistants (PAs) are required to enable students with disabilities to participate fully in all aspects of college life at TU Dublin. 

This includes but is not limited to, participation in lectures, tutorials, laboratories, field trips, work placement settings and complete relevant training, including Evacuation Training to be aware and implement where necessary the PEEP (Personal Emergency Evacuation Plan) for the student being supported. 

Tenderers must be able to supply persons to work in the University as an Academic Personal Assistant (PA) to provide students with assistance with mobility around the campus, educational or physical tasks (i.e. photocopying, notetaking, carrying personal belongings, liaise with university staff on behalf of student), complete relevant training such as a PEEP (Personal Emergency Evacuation Plan) and some personal care needs that the student cannot complete independently. 

The use of Academic Personal Assistants (Hereafter known as PAs) may be recommended by the DSS for an eligible student vis-à-vis the needs-assessment procedure that forms part of the student’s registration with the DSS. This HPA should not serve as a replacement for any externally provided service (e.g. Home Help, HSE PA, etc.) Students who have the following disabilities/conditions may be assigned a PA:
· Students with significant physical/mobility disabilities, who are unable, by reason of their disability, to attend or participate in scheduled lectures, tutorials, or labs without assistance. 
· Students with significant visual disabilities, who are unable, by reason of their disability, to attend or participate in scheduled lectures, tutorials, or labs without assistance.
· Other students may be assessed, on a case-by-case basis, based on extreme and/or mitigating circumstances. 

The successful service providers must:

· be available to meet the duties of the academic year. 
· liaise with the university in relation to matching PAs to individual student needs. 
· the service needs to anticipate the needs of students so that PAs are in place for the start of the academic year. 
· regularly review and amend the service provided depending on the students need in conjunction with the university. 
· Continuity of service must be ensured; in the case of PA absence(s) due to illness, re-assignment, resignation, etc., it is the responsibility of the supplier to ensure services to the student(s) are not affected.

The requirements for HPAs are as follows:

· All PAs should be Garda vetted and provide proof of same.
· Continuity of service must be ensured; in the case of PA absence(s) due to illness, re-assignment, resignation, etc., it is the responsibility of the supplier to ensure services to the student(s) are not affected. Replacement PAs must be approved by the DSS in such cases. 
· The role of the PA is to provide assistance to eligible students as per the above. This assistance may include, but is not exclusive to: 
· Assist in facilitating the student’s attendance at all necessary lectures, tutorials, labs, and other academic contact hours.
· Assist, if necessary, in the student’s physical participation in scheduled lectures, tutorials or labs. (e.g. carry out physical tasks on the student’s behalf). This may be subject to negotiation/agreement with the academic team members responsible for the delivery of the module in question.
· Assist in the student’s physical navigation of locations, buildings, rooms, etc.
· Assist, if necessary, in assisting the student with meals, and/or the student’s use of toilet facilities.
· Complete relevant training such as a PEEP (Personal Emergency Evacuation Plan) and assist with the PEEP implementation.
· The PA may also be required to serve as a note-taker (NT) for the student(s) in question. 
· The role of the NT is to attend all necessary lectures, tutorials, labs, and other academic contact hours, and take notes (including written, graphics, diagrams etc) on behalf of the student(s) to whom they have been assigned. 
· NT services to be provided for all necessary lectures, tutorials, labs, and academic contact hours for relevant students.
· In cases where there is more than one student in a lecture/tutorial/lab who has been allocated the use of a NT, such students shall share the services of a single NT.
· An electronic copy of any notes taken should be provided to the student(s), and to the DSS, clearly indicating the date/time/location of the lecture, tutorial or lab, the module (subject) and the name(s) of the student(s) for whom the notes were prepared.
· NT services to be provided in person at any location listed in Appendix 1.1, where lectures, tutorials, labs, and other academic contact hours are taking place.
· In cases where specialist training/permissions are required (e.g. in laboratories where hazardous material may be handled), the NT should undergo any necessary training to be permitted to attend same.
· Academic contact hours can vary from programme to programme and from semester to semester. NT services must be provided in accordance with TU Dublin student timetables. 
· Where applicable, the NT should provide their own equipment (e.g. laptop computer) and accept full responsibility for same. 
· Timetables are subject to change at short notice. NT services must be provided/made available at short notice in such cases.
· Lectures, tutorials, labs, etc. may be cancelled at short notice. A period of 24 hours’ notice shall be provided, where possible, in such cases to the NT. 
· The PA may also be required to attend occasional meetings between academic staff and students, subject to demand, where PA services are required. 
· In cases where specialist training/permissions are required (e.g. in laboratories where hazardous material may be handled), the PA should arrange to undergo any necessary training to be permitted to attend same.
· PAs should submit timesheets, signed by the student(s) receiving services, indicating the date(s), lecture(s), location(s), module(s) where PA services have been provided. 
· Academic contact hours can vary from programme to programme and from semester to semester. PA Services must be provided in accordance with TU Dublin student timetables. 
· Where applicable, the PA should provide their own equipment (e.g. laptop computer) and accept full responsibility for same. 
· Timetables are subject to change at short notice. PA services must be provided/made available at short notice in such cases.
· Lectures, tutorials, labs, etc. may be cancelled at short notice. A period of 24 hours’ notice shall be provided, where possible, in such cases to the PA. 

Skills Set Required for HPAs:

· Excellent interpersonal and communication skills.
· Sensitivity, confidentiality, and respect for the privacy of the student at all times.
· Good understanding of the needs of students with disabilities in HE.
· Understand their role:  PAs should not ‘do the work’ but simply facilitate the student’s ability to participate. The PA will not assist with, or complete, any of the work associated with a student’s course of study. 
· A good working knowledge of Microsoft Word, Excel, PowerPoint,

Lot 3 – Invigilators  
TU Dublin requires invigilators to supports the TU Dublin Examination sessions, including supporting students with complex disabilities who need additional support during the exam's session. 

· Main Duties conducted by the invigilators are:
 
1. It is the responsibility of Exam Invigilators to supervise exams in accordance with the General Assessment Regulations for the Conduct of Examinations. 
 
2. All Exam Invigilators must be present in the exam room to which they have been appointed from twenty minutes before the commencement of the exam until all answer scripts have been removed from the exam room after the conclusion of the exam.
 
3. Prior to the admission of students to the Exam Hall, Exam Invigilators shall ensure that the Exam Hall has been set out with the required materials, in accordance with the particular exam(s) being held, and that clock(s) are available and clearly visible to each student.
 
4. Before the commencement of the Examination the Exam Invigilator(s) shall:
 
a. Admit only those students who are in possession of their TU Dublin Identity Card. 
b. Ensure that no computing equipment, including electronic organisers and programmable calculators' mobile phones, books, notes, paper, drawings, or other un-authorised materials are brought into the Exam Hall; [The only equipment allowed is that which has been authorised by both the Exams Office and the Disability Service]
c. Ensure that students are seated in their designated places.
d. Remind students of the rules of conduct during the exam.
e. Ensure that each student signs the Attendance Roll. 
f. Distribute the question papers.
g. Ensure that students are satisfied that they are in possession of the correct exam papers.
h. Ask candidates to carefully study the instructions at the head of the exam paper.
i. Announce the commencement of the exam.
 
5. During the Exam, the Exam Invigilator shall:
 
a. Maintain constant supervision of the students to ensure that they do not avail of unfair assistance by consulting unauthorised material or by communicating with another student in any manner 
b. Permit and supervise the use of mobile phone by a student with a disability in the case of scanning blood glucose levels 
c. Understand the purpose of rest breaks for students with disabilities
d. Have awareness of students with disabilities in terms of the impact and the requirement of appropriate assistance during exams 
e. Not engage in any activity likely to cause disturbance to students
f. Ensure that students do not engage in any activity likely to cause disturbance to other students
g. Supply appropriate tables or other materials as specified for the exam(s); these could include material needed for students registered with the Disability Services, e.g. enlarged papers or colour overlays.
h. Supply extra answer books at the request of students. Only a single extra book shall be supplied at any one time and a record of the number of answer books supplied shall be recorded beside the student’s name on the Attendance Form.
i. Refer without delay any misprints, defects in the exam papers or requests for elucidation brought to the Exam Invigilator’s attention to the Exams Office for resolution by the Internal Examiner or authorised nominee. Any clarification or correction provided by the Exams Office shall be brought to the attention of all relevant students. The Exam Invigilator shall record any such issues on the invigilators’ Report Form, which shall be brought to the attention of the Exam Board.
j. Advise the students when thirty minutes remain of the allotted time for the exam.
 
6. At the conclusion of the Exam, the Exam Invigilator shall:
 
k. Announce the end of the examination period and ensure that students stop writing when instructed to do so
l. Ensure that each student submits all answer books and other materials for assessment
m. Record the number of answer books submitted by each student and ensure that students have returned all answer book(s) supplied to them, including unused answer books
n. Ensure that students remain seated while the scripts are being collected
o. Ensure that both the scripts and the unused answer books are inaccessible to students as they leave the Exam Hall
p. Complete the Exam Invigilator’s Report Form
q. Return all students’ scripts, surplus unused answer books, exam question papers and other materials together with the Attendance Form(s) and the Exam Invigilator’s Report Form, to the Exams Secretary
r. Inform the Exams Secretary (or his/her representative) immediately of any unsatisfactory conditions or activities which they consider detrimental to the conduct of examinations.



 
Exam invigilators are not required to hold any recognised qualifications, but are required to have: 
· a good command of written and spoken English 
· sound oral and written communication skills 
· a thorough working knowledge of exam procedures which will be provided before your first session

 
Garda Clearance
Panel members will be subject to Garda Vetting before commencement of the role.


Admittance to Panel

Admittance to the Panel
Applicants must pass all the criteria under the qualification Questionnaire & Technical Criteria in order to be appointed to the panel. 

Verification of Proposals 
Tenderers will be required to attend a verification meeting to verify their tender proposal prior to appointment on the panel. Failure to verify, will result in non-appointment to the panel. TU Dublin will not be responsible for any costs associated with attending a verification meeting. 

Numbers Admitted to the Panel 
There will be no restrictions to the number of applicants who can qualify for the panel under each lot. The Panel will be advertised annually. Service providers may apply at any time for inclusion on the panel. The panel will be established shortly after the initial administrative closing date for submissions and all those meeting the requirements will be admitted to the panel. 

Duration of the Panel 
The duration of the panel will be four (4) years, subject to a satisfactory annual review of performance by the Contracting Authority. The Panel Membership will be advertised annually on eTenders. 

Estimated Value of the Panel 
[bookmark: _Int_AoQuiMc8]The estimated total value of the any purchases pursuant to the panel is in the region of €760,000(ex. VAT) over the maximum lifetime of the panel. It is emphasised, however, that this figure is provided strictly for indicative purposes only as there is no guaranteed expenditure under the panel

Awarding Contracts under the Panel 
In the case of this multi-party panel, contracts will be awarded as follows: 
TU Dublin will consult the members of the panel and pick the most appropriate member(s) on the basis of the following criteria:  
1.	The basis of most relevant previous experience and level of training as set out in their Qualification Questionnaire, matching the specific needs of at the time. 
[bookmark: _Int_duVPSt0s]2.	Availability to perform the service in the timeframe required. 

Prior to awarding any work a service contract will be shared with the successful party that includes confidentiality clause that must be signed.

Use of the Panel 
TU Dublin will use this panel as and when requirements within its scope arise. However, there is no obligation upon the Contracting Authority to make use of this panel. 

Review of Performance
Successful performance will be an essential feature of work awarded under the Panel. 
[bookmark: _Int_CjK8fzi4]Poor performance will be identified and raised with panel members and may result in termination of a contract and/or removal from the panel. Contractors' performance will be evaluated under the following KPIs – Content approval and accessible shared content, Student Feedback mechanism, Ongoing content development on the university’s Virtual Learning environment   as it applies to the relevant Lot. 


	INSTRUCTIONS TO CANDIDATES

	Queries  



Candidates should ensure that they have read this document and any associated information available on www.etenders.gov.ie and in any relevant Open Call for Competition relating to this competition. 

Candidates should satisfy themselves that they have all the information required to complete this stage of the procurement process. 

Requests for additional information and clarification on any matters must be made via the Questions and Answers facility 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 Candidates who have noted their interest on the etenders website.


	Completing the Qualification Questionnaire 



When completing the Questionnaire contained in Appendix 1 to this Document, Candidates 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 is aimed solely at determining the suitability and choice of Candidates for entry to this panel. 
[bookmark: _Hlk488740468]Where a ‘Rule’ is associated with a particular question, Candidates must satisfy the requirements of the rule in order to remain eligible for consideration in the competition and to avoid the pain of exclusion.
 
Candidates are permitted to add lines to the pro-forma tables and boxes set out within the Qualification Questionnaire if required. 

The Qualification Questionnaire must be completed in English and where copies of original documents are provided in languages other than English or Irish, a complete and accurate English translation should be provided, or the documents will not be considered during the evaluation process. 

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 taken into account during the evaluation process.
The Contracting Authority is not responsible for and will not pay for any expense or cost incurred or loss suffered by a Candidate 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 Candidate unless previously agreed in writing by The Contracting Authority. Each Candidate 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.


	Composition of Candidates  



Candidates for qualification may include individuals, partnerships, limited companies, groupings, or any combination of the foregoing, public or private, with or without legal personality. However, a grouping if successful will be required to establish legal personality in order to enter the contract. 

Candidates are reminded that they may rely on the resources of other entities in order to establish the qualification 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.

If the application is from a consortium / joint venture Candidates must ensure that all the relevant information is provided and where required, provide the information requested separately for each party. The consortium must appoint a single supplier who will assume overall responsibility for delivery, and who is authorised to sign a contract on behalf of all consortia members. The Contracting Authority will not act as an arbitrator between members of project consortia.

All candidates, members of groups and sub-contractors are strictly prohibited from discussing any aspect of their application with other Candidates or otherwise exchanging information or colluding in respect of the project. Any Candidate who fails to comply with this requirement will be disqualified.


	Submission of Applications    



Tenders must be submitted via the electronic post box available on www.etenders.gov.ie. Only Tenders submitted to the electronic post box will be accepted.  Tenders submitted by any other means (including but not limited to by email, fax, post, or hand delivery) will NOT be accepted.


	Evaluation of Applications     



An “Application” means the submission by a Candidate of a completed Panel Qualification Questionnaire including the associated appendices. 

	Clarification of Responses     



While not being obliged to seek clarifications from Candidates, The Contracting Authority reserves the right, at its absolute discretion, to ask Candidates for clarification or elaboration of certain responses to assist in its evaluation of questionnaires, where it is considered appropriate and necessary in the circumstances.

However, it is emphasised that The Contracting Authority will seek clarifications where any of the essential pass requirements set out in the Qualification Questionnaire have not been met and where they were required to be provided as part of the original application on pain of exclusion from the competition. Therefore, Candidates should pay particular attention to ensure that their applications contain all the required information.


	Interference       



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

	Freedom of Information   



All responses to this questionnaire will be treated in confidence and no information contained therein will be communicated to any third party without the written permission of the candidate except insofar as is specifically required for the consideration and evaluation of the response or as may be required under law, including the Freedom of Information Act 2014, EU and Irish Government procurement rules and procedures, or in response to questions, debates or other parliamentary procedures in or of the Oireachtas (the Irish Parliament). 

[bookmark: _Int_9NdRhNzc]Candidates are invited to consider if any of the information supplied by them in response to this request for tenders should not be disclosed because of its sensitivity. If this is the case, candidates should specify the information that is sensitive and the reasons for its sensitivity. The Contracting 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.

	Inducement to Purchase    



The Contracting Authority shall be entitled to disqualify a Candidate in one of the following circumstances: 

(a)	 if the Candidate 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 Candidate or acting on its behalf (whether with or without the knowledge of the Candidate). 



	APPENDIX 1: THE QUALIFICATION QUESTIONNAIRE



Please indicate the lot(s) being tendered for in the table below.
	Lot Number  
	Description  
	Tendering Y/N 

	Lot 1  
	Academic and Healthcare Personal Assistants
	 

	Lot 2  
	Academic Personal Assistants
	 

	  Lot 3
	  Invigilators
	





	Section A – Questionnaire



	[bookmark: _Hlk39232361]A1 – Applicant Summary

	Weighting: Pass/Fail
Pass Requirement: Applicants must complete this Section

	Organisation Name:
	

	Contact Name:
	

	Position:
	

	Address:
	


	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Website:
	

	VAT Registration number:
	

	Date of Establishment:
	

	Legal Status (Company, Sole Trader, etc.):
	

	Is the Applicant a Small and Medium Enterprise (SME)?
	Yes
	
	No
	

	[bookmark: _Int_BHrJUXoh]SMEs are enterprises which employ fewer than 250 persons and which have an annual turnover not exceeding €50 million, and/or an annual balance sheet total not exceeding €43 million

	Is the applicant a consortium / group of Economic Operators?
	Yes
	
	No
	

	If yes, please provide the following information

	Name
	Legal Status
	Service to be Delivered

	
	
	

	
	
	

	
	
	

	Each member must submit a separate Panel Response Document



	
A2 – Tax Compliance

	Weighting: Pass/Fail
Pass requirement: Applicants must complete the self-declaration (A5) providing information regarding their tax compliance. Please note rules on tax compliance.



	[bookmark: _Hlk39232595]A3 – Financial Capacity

	Weighting: Pass/Fail
Pass requirement:  
Confirmation of financial standing ensuring the applicant party has the financial capacity to pay its debts identified on the current statement of assets and liabilities as being the debts as they fall due. 
· Evidence will be required prior to confirmation to the panel. 




	A4 - Insurance

	Weighting: Pass/Fail
Pass requirement: Applicants should complete the self-declaration (A5) providing information regarding the insurances in place and are asked to note that the following levels will be required for the firm(s) being awarded this contract.

	Insurance Type
	Required Level

	Employer Liability (Not required if a Sole Trader)
	€13m

	Public Liability 
	€6.5 million

	Professional Indemnity
	€1,000,000

	NOTE: if applicants do not have these insurances, please confirm what insurances are in place and any reasons why these levels cannot be put in place. 




	A5 – Self Declaration for Financial Information

	Tax Compliance

	Option 1:
I confirm and declare being tax compliant. The Contracting Authority can verify your tax clearance status through Revenue’s online facility at http://www.revenue.ie/en/online/tax-clearance.html. to this end, please confirm:
	Yes
	

	
	No
	

	Tenderer Name:
	

	Vat Registration or Tax Reference Number (PPSN (Personal Public Services Number)):
· [bookmark: _Int_s0ftaKNS]Please note non-VAT registered suppliers maybe subject to schedule E taxes
	

	Access Number:
	

	Option 2:
[bookmark: _Int_NqJBEjEx]I confirm that I hold a current valid Tax Clearance Certificate (generally relates to Non-Residents)
To this end, please confirm:
	Yes
	

	
	No
	

	Registration Number:
	

	Certificate Number:
	

	Option 3:
I confirm that I have applied for Tax Clearance status or a Tax Clearance Certificate which will be made available on request
	Yes
	

	
	No
	

	Financial Capacity

	I confirm that I will supply evidence of financial standing, by way of auditor’s letter, ensuring the applicant party has the financial capacity to pay its debts identified on the current statement of assets and liabilities as being the debts as they fall due.
	Yes
	

	
	No
	

	Insurances

	I confirm that we have the following insurances in place:

	Insurance Type
	Level in place
	Details of Excess
	Expiry Date

	Employer Liability (Not required if a Sole Trader)
	€13million
	
	

	Public Liability
	€6.5 million
	
	

	Professional Indemnity
	€1 million 
	
	

	I confirm that I will provide the following promptly on request at any time prior to the award decision being made: 
Evidence of insurances in place      
or 
Letter from Insurance Broker confirming that the required levels could be put in place if successful
	Yes
	

	
	No
	

	[bookmark: _Int_MNVd7Cxg]I confirm that if successful, where the levels required under the contract are higher than those currently in our possession, I will be in a position to put the required forms and levels of insurances required in place promptly.
	Yes
	

	
	No
	

	Please note that the Contracting Authority reserves the right to verify self-declarations regarding financial capacity prior to admittance to panel and/or award of any contract under the panel.

	Signed:
	

	Position:
	

	Date:
	



	A6 – Declaration of Bona Fides (Under Public Sector Directive 2014/24/EU - Article 57)

	Weighting: Pass/Fail
Pass requirement: Applicants must complete, sign and date this Declaration. The Contracting Authority   reserves the right at its discretion to exclude a non-compliant applicant under each heading. This must be completed by each group member.

	Economic Operators will be excluded from the procurement process if, within the past five (5) years, there is evidence of a conviction relating to a specific criminal offence listed below (see 1.1) or if they have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security contributions (see 1.2) (except where this is disproportionate e.g., where only minor amounts are involved).

	1.1
	Has the Economic Operator or a member of their proposed consortium, (if applicable), Director, or Partner or any other person who has powers of representation, decision, or control, been convicted of any of the following offences?
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	1.1a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	
	

	1.1b
	[bookmark: _Int_VIE9c2eB]corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in Irish Law or the jurisdiction in which the Economic Operator is established;
	
	

	1.1c
	[bookmark: _Int_gghIDjah]fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	
	

	1.1d
	the subject of a conviction for terrorist offences or offences linked to terrorist activities or for inciting or aiding, abetting, or attempting to commit an offence;
	
	

	1.1e
	the subject of a conviction for money laundering or terrorist financing;
	
	

	1.1f
	the subject of a conviction of child labour and other forms of trafficking in human beings;
	
	

	1.2
	Non-payment of taxes or social security obligations
Has it been established by a judicial or administrative decision having final and binding effect in accordance with Irish law or the legal provisions of the country in which the Economic Operator is established (if outside Ireland), that the Economic Operator is in breach of obligations related to the payment of tax and social security contributions?
If the response to 1.2 above is in the affirmative, please provide further information on the decision and the amounts involved.
	
	



	An Economic Operator who answers ‘Yes’ in any of the situations set out in paragraphs 2.1.a to 2.1.i will be excluded.

	2.1
	Please indicate if any of the following situations have applied, within the past three (3) years, or currently apply, to your organisation.

The Economic Operator:
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	2.1a
	has, in the performance of any public contract, failed to comply with applicable obligations in the field of environmental, social, and labour law applying at the place where the works were carried out or the services provided, as established by EU law, national law, collective agreements or by international, environmental, social, and labour law listed in Annex X of Directive 2014/24/EU;
	
	

	2.1b
	is bankrupt or the subject of insolvency or winding-up proceedings, its assets are being administered by a liquidator or by the court, or has entered an arrangement with creditors, suspended its business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;  
	
	

	2.1c
	is guilty of grave professional misconduct which renders its integrity questionable;
	
	

	2.1d
	has entered into agreements with other Economic Operators aimed at distorting competition;
	
	

	2.1e
	has a conflict of interest within the meaning of Article 24 of 2014/24/EU that cannot be effectively remedied by other, less intrusive, measures;
	
	

	2.1f
	confirms that it has had prior involvement in the preparation of the procurement procedure which has resulted in a distortion of competition, as referred to in Article 41 of 2014/24/EU, that cannot be remedied by other, less intrusive, measures;
	
	

	2.1g
	has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages, or other comparable sanctions.
	
	

	2.1h
	· is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
· has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or
	
	

	
	· 
	
	

	2.1i
	has undertaken to:
· unduly influence the decision-making process of the contracting entity, or
· obtain confidential information that may confer upon the Tenderer undue advantages in the procurement procedure; or
· negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	

	

	Declaration re Statutory Obligations

	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment / operation:
	Yes
	No

	(i)
	Employment Equality Acts 1998-2011
	
	

	(ii)
	Equal Status Acts 2000-2011
	
	

	(iii)
	National Minimum Wage Act 2000 as amended
	
	

	(iv)
	Organisation of Working Time Act 1997 as amended
	
	

	(v)
	Safety, Health and Welfare at Work Act 2005 and Safety, Health, and Welfare at Work (General Application) Regulations 2007
	
	

	(vi)
	Disability Act 2005
	
	

	(vii)
	General Data Protection Regulation 2016/679
	
	

	(viii)
	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	
	

	These Declarations are made for the benefit of the Contracting Authority. 
I certify that the information provided in this declaration is accurate and complete to the best of my knowledge and belief. I understand that the provision of inaccurate or misleading information in this Declaration will lead to my organisation being excluded from participation in this and future tenders and I am signing on behalf of:

	Name of Economic Operator:
	

	Authorised Signatory:
	

	Name in Block Capitals:
	

	Position:
	



[bookmark: _Hlk89335525]


	Lot 1 – Academic and Healthcare Personal Assistants 

	Technical Criteria – These are PASS/FAIL criteria

	B1. Ability, Qualifications and Capacity to meet the required duties & tasks

	[bookmark: _Hlk39232706]
Qualification – Healthcare PA’s (HCA level 5) (mandatory minimum requirement)

· Assist in facilitating the student's attendance at all necessary lectures, tutorials, labs, and other academic contact hours. 
· Support students with mobility and orientation around the college 
· Support students with carrying personal belongings, books, folders; move, set up, and operate equipment under your direction. 
· Assisting students with educational tasks including, but not limited to, retrieving library books, photocopying, scanning etc. 
· Assist, if necessary, in the student's physical participation in scheduled lectures, tutorials or labs. (E.g. carry out physical tasks on student's behalf) under students' direction. Specific training can be provided in labs.
· Provide specific personal assistance to student if required which may include support at mealtimes or assisting the student with some personal care needs that the student cannot complete independently.
· The HPA may also attend occasional meetings between academic staff and students, subject to demand, where PA services are required and authorised by the Disability Support Team.
· Be discreet, adhere to confidentiality protocols, respect the student's privacy and to liaise with Disability Support Team in relation to any concerns or issues that may arise in relation to the support provided 
· Attend all necessary lectures, tutorials, labs, and other academic contact hours, and take notes (including written, graphics, diagrams etc.) on your behalf. 
· File or highlight notes or course materials under your direction. 
· Write short reminders/comments/annotations/observations or labels/markers under the student's direction.
· An electronic copy of any notes taken will be provided to the student, clearly indicating the date/time/location of the lecture, tutorial or lab, and the module (subject). Services will be provided at any location where lectures, tutorials, labs, and other academic contact hours are taking place once authorised by the TU Dublin Disability Support Team
Skills Set Required for HPAs:

· Excellent interpersonal and communication skills.
· Sensitivity, confidentiality, and respect for the privacy of the student always.
· Good understanding of the needs of students with disabilities in HE.
· Understand their role:  HPAs should not ‘do the work’ but simply facilitate the student’s ability to participate. The HPA will not assist with, or complete, any of the work associated with a student’s course of study. 
· A good working knowledge of Microsoft Word, Excel, PowerPoint, Email, and Internet.

· Please detail your capacity to meet this requirement, detailing the staff experience and ability to deliver on this requirement. The proposal should not exceed 1000 words. 

	Insert response here – Please note that applicants are limited to 1,000 words for this section. The evaluation team will stop reading once this word limit has been reached. 



	B2 – Individual Qualifications

	 Qualification:  Please provide details of the relevant qualifications, training and experience of the staff members proposed for the provision of the services for this Contract: 
A minimum requirement of HCA level 5 is a mandatory requirement for any service provider.
For HPAs taking lecture notes on behalf of the student, a minimum Level 7 is required.
Training in Occupational first Aid, Manual Handline and Child Protection Guidelines.
Experience in Personal Assistant / SNA Role
Any staff appointed staff member must be fully Garda Vetted.  Please detail your protocol to ensure Garda Vetting of staff is kept up to date.  

	Insert Response here, expanding table as required. 




	B3 – Individual Skills Profile/ Expertise

	Weighting: 
Minimum requirement to remain eligible in the competition. Applicants must demonstrate access to at least six qualified professionals for the provision of this service. (Please submit qualifications of all candidates).

If proposing team, please repeat B3 (a) and (b) for each proposed individual.




	B3 (a)	Professional Registration 

	Weighting: 
Minimum requirement to remain eligible in the competition: Applicants must demonstrate that all individuals are professionally accredited by the appropriate national body (or equivalent).

	If professionally accredited, please provide details of:

	Name of accredited individual:
	

	Name of accreditation body:
	

	Date of accreditation:
	

	Please attach copies of relevant documentation



	B3 (b)	A comprehensive CV

	Weighting:
Minimum requirement to remain eligible in the competition: Submit CV.

	Confirmation that a CV is provided. (if a team is proposed, please provide CVs for all members).
	YES

	
	



	B5 – Previous Experience 

	· Applicants, please detail any previous experience with working with the people with disabilities. 
· Care services provided

	Insert response here – Please note that applicants are limited to 1,000 words for this section. The evaluation team will stop reading once this word limit has been reached.



	B6	Previous Experience - References

	
Minimum requirement to remain eligible in the competition: Applicants must refer to instances within the last three years which demonstrate that they have successfully delivered contracts of a comparable nature and scale on two (2) occasions. The contracts referenced for consideration should provide comprehensive information to enable the Contracting Authority to determine their comparability to the requirements of this contract. The contracts listed should be chosen to demonstrate your skills, reliability in the relevant areas of expertise. 
[bookmark: _Int_XrQ1wJSk]All fields should be completed in full. In the event that the information requested on the value of contracts or identity of clients is considered confidential, applicants must ensure that they provide sufficient information to allow the contracting entity to judge the similarity of these contracts to the services required.
Please note that TU Dublin may contact the relevant references to confirm the information provided.




	Reference Contract #1

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Delivery Date:
	From
	
	To
	

	Detailed Description of Contract:
	






	Outcome of Contract:
	





	Any other information you consider relevant:
	






	Reference Contract #2

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Delivery Date:
	From
	
	To
	

	Detailed Description of Contract:
	






	Outcome of Contract:
	





	Any other information you consider relevant:
	






	B7 – Key Personnel

	The Key Personnel are essential to the proper provision of the Services to TU Dublin. In the event that any of the Key Personnel assigned by the Contractor to provide the Services  becomes unable to provide the Services for whatever reason then, the Contractor acknowledges and undertakes that it shall immediately notify the Client in writing of the inability of any Key Personnel and replace that person with a person of equivalent experience and expertise (“Replacement Personnel”). The Contractor shall provide to the Client such details as the Client may require in writing regarding any Replacement Personnel. The Client shall have absolute discretion as to the suitability of any proposed Replacement Personnel. Please confirm your agreement. 


	





	Supplier Costings Lot 1 – Academic and Healthcare Personal Assistant  
Suppliers, please insert confirmation of daily rate proposed for the delivery of the services under this Lot for this panel.



	
	Year 1 - € 
(ex VAT)
	Year 2 -€
(ex VAT)
	Year 3 - €
(ex VAT)
	Year 4 - €
(ex VAT)

	Hourly Rate for HPA
	
	
	
	

	Cost of Service Administration. 
% Rate 

	
	
	
	



*The daily/hourly rates tendered shall constitute the totality of consultancy remuneration payable under this contract; travel charges, administrative costs and expenses of every description will not be paid separately. On this basis, tenderers must ensure that their tendered daily rates incorporate all such costs. Daily rates are based on a 7.5 hour working day and, unless otherwise indicated, shall apply to work performed both at the Contracting Authority's premises and the premises of the successful tenderer.

1. I/We have examined the documentation and hereby offer to provide the services in accordance with the details contained within the Qualification Questionnaire Document. 

I/We confirm that I/we 

1. Confirm that TU Dublin has the right to undertake a service audit to validate and verify performance against the agreed contract terms. This service audit may be carried out by TU Dublin or a third party on their behalf, and we agree to facilitate such audits. 
1. Have read and thoroughly examined the qualification questionnaire document
1. Fully understand TU Dublin’s requirements as specified
1. Undertake to treat the details of this process as private and confidential
1. [bookmark: _Int_eNoMzkvd]Acknowledge that admission to this panel will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless TU Dublin enters into a contract with the panel member. 
1. Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the services required under the contract
1. [bookmark: _Int_jxbwgvj3]Have included all elements necessary for the performance of the panel, which are either expressly stated in the qualification questionnaire or contained in any supplementary information or which could reasonably be inferred therefrom
1. Have found no errors, omissions, conflicts, or ambiguities in the document except those which I/we have brought to the attention of TU Dublin before the latest date for submitting queries
1. Have included for compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of tenders  
1. Will not, if awarded a contract, employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.
1. I agree to comply with all relevant TU Dublin policies and procedures in general and specific to COVID.

	Signed:
	

	Name (in Capital Letters):
	

	On behalf of: ￼
	

	Address:
	


	Email: 
	

	Telephone:
	
	Date:
	


 
	Lot 2 – Academic Personal Assistants 

	Technical Criteria – These are PASS/FAIL criteria

	B1. Ability, Qualifications and Capacity to meet the required duties & tasks

	
· Assist in facilitating the student's attendance at all necessary lectures, tutorials, labs, and other academic contact hours. 
· Support students with mobility and orientation around the college 
· Support students with carrying personal belongings, books, folders; move, set up, and operate equipment under your direction. 
· Assisting students with educational tasks including, but not limited to, retrieving library books, photocopying, scanning etc. 
· Assist, if necessary, in the student's physical participation in scheduled lectures, tutorials or labs. (E.g. carry out physical tasks on student's behalf) under students' direction. Specific training can be provided in labs.
· Provide specific personal assistance to student if required which may include support at mealtimes or assisting the student with some personal care needs.
· The PA may also attend occasional meetings between academic staff and students, subject to demand, where PA services are required and authorised by the Disability Support Team.
· Be discreet, respect the student's privacy and to liaise with Disability Support Team in relation to any concerns or issues that may arise in relation to the support provided 
· Attend all necessary lectures, tutorials, labs, and other academic contact hours, and take notes (including written, graphics, diagrams etc.) on your behalf. 
· File or highlight notes or course materials under your direction. 
· Write short reminders/comments/annotations/observations or labels/markers under the student's direction.
· An electronic copy of any notes taken will be provided to the student, clearly indicating the date/time/location of the lecture, tutorial or lab, and the module (subject). Services will be provided at any location where lectures, tutorials, labs, and other academic contact hours are taking place once authorised by the TU Dublin Disability Support Team

Please detail your capacity to meet this requirement, detailing the proposal should not exceed 1000 words. It should include;

	Insert response here – Please note that applicants are limited to 1,000 words for this section. The evaluation team will stop reading once this word limit has been reached. 



	B2 – Individual Qualifications

	 Qualification:  Please provide details of the relevant qualifications, training and experience of the staff members proposed for the provision of the services for this Contract:  Any staff appointed staff member must be fully Garda Vetted.   Documentary evidence must be submitted upon award of contract. 
For PAs taking lecture notes on behalf of the student, a minimum Level 7 is required.
Training in Occupational first Aid, Manual Handline and Child Protection Guidelines.
Experience in Personal Assistant / SNA Role


	Insert Response here, expanding table as required. 




	B3 – Individual Skills Profile/ Expertise

	Weighting: 
Minimum requirement to remain eligible in the competition. Applicants must demonstrate access to at least two qualified professionals, (Please submit qualifications of all candidates).

If proposing team, please repeat B3 (a) and (b) for each proposed individual.




	B3 (a)	Professional Registration 

	Weighting: 
Minimum requirement to remain eligible in the competition: Applicants must demonstrate that all individuals are professionally accredited by the appropriate national body (or equivalent).

	If professionally accredited, please provide details of:

	Name of accredited individual:
	

	Name of accreditation body:
	

	Date of accreditation:
	

	Please attach copies of relevant documentation



	B3 (b)	A comprehensive CV

	Weighting:
Minimum requirement to remain eligible in the competition: Submit CV.

	Confirmation that a CV is provided. (if a team is proposed, please provide CVs for all members).
	YES

	
	



	B5 – Previous Experience 

	· Applicants, please detail any previous experience with working with the people with disabilities. 
· Care services provided

	Insert response here – Please note that applicants are limited to 1,000 words for this section. The evaluation team will stop reading once this word limit has been reached.



	B6	Previous Experience - References

	
Minimum requirement to remain eligible in the competition: Applicants must refer to instances within the last three years which demonstrate that they have successfully delivered contracts of a comparable nature and scale on two (2) occasions. The contracts referenced for consideration should provide comprehensive information to enable the Contracting Authority to determine their comparability to the requirements of this contract. The contracts listed should be chosen to demonstrate your skills, reliability in the relevant areas of expertise. 
[bookmark: _Int_xFWfB9Ht]All fields should be completed in full. In the event that the information requested on the value of contracts or identity of clients is considered confidential, applicants must ensure that they provide sufficient information to allow the contracting entity to judge the similarity of these contracts to the services required.
Please note that TU Dublin may contact the relevant references to confirm the information provided.




	Reference Contract #1

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Delivery Date:
	From
	
	To
	

	Detailed Description of Contract:
	






	Outcome of Contract:
	





	Any other information you consider relevant:
	






	Reference Contract #2

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Delivery Date:
	From
	
	To
	

	Detailed Description of Contract:
	






	Outcome of Contract:
	





	Any other information you consider relevant:
	






	B7 – Key Personnel

	The Key Personnel are essential to the proper provision of the Services to TU Dublin. In the event that any of the Key Personnel assigned by the Contractor to provide the Services  becomes unable to provide the Services for whatever reason then, the Contractor acknowledges and undertakes that it shall immediately notify the Client in writing of the inability of any Key Personnel and replace that person with a person of equivalent experience and expertise (“Replacement Personnel”). The Contractor shall provide to the Client such details as the Client may reasonably require in writing regarding any Replacement Personnel. The Client shall have absolute discretion as to the suitability of any proposed Replacement Personnel. Please confirm your agreement. 


	












Supplier Costings Lot 1 – Academic and Healthcare Personal Assistants.rs, please insert confirmation of daily rate proposed for the delivery of the services under this Lot for this pa
	
	Year 1 - € 
(ex VAT)
	Year 2 -€
(ex VAT)
	Year 3 - €
(ex VAT)
	Year 4 - €
(ex VAT)

	Hourly Rate for PA
	
	
	
	

	Cost of Service Administration. 
% Rate 

	
	
	
	


*The daily/hourly rates tendered shall constitute the totality of consultancy remuneration payable under this contract; travel charges, administrative costs and expenses of every description will not be paid separately. On this basis, tenderers must ensure that their tendered daily rates incorporate all such costs. Daily rates are based on a 7.5 hour working day and, unless otherwise indicated, shall apply to work performed both at the Contracting Authority's premises and the premises of the successful tenderer.

1. I/We have examined the documentation and hereby offer to provide the services in accordance with the details contained within the Qualification Questionnaire Document. 

I/We confirm that I/we 

1. Confirm that TU Dublin has the right to undertake a service audit to validate and verify performance against the agreed contract terms. This service audit may be carried out by TU Dublin or a third party on their behalf, and we agree to facilitate such audits. 
1. Have read and thoroughly examined the qualification questionnaire document
1. Fully understand TU Dublin’s requirements as specified
1. Undertake to treat the details of this process as private and confidential
1. Acknowledge that admission to this panel will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless TU Dublin enters into a contract with the panel member. 
1. Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the services required under the contract
1. Have included all elements necessary for the performance of the panel, which are either expressly stated in the qualification questionnaire or contained in any supplementary information or which could reasonably be inferred therefrom
1. Have found no errors, omissions, conflicts, or ambiguities in the document except those which I/we have brought to the attention of TU Dublin before the latest date for submitting queries
1. Have included for compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of tenders  
1. Will not, if awarded a contract, employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.
1. I agree to comply with all relevant TU Dublin policies and procedures in general and specific to COVID.

	Signed:
	

	Name (in Capital Letters):
	

	On behalf of: ￼
	

	Address:
	


	Email: 
	

	Telephone:
	
	Date:
	


 


 Invigilator
	Lot 3 – Invigilators 

	Technical Criteria – These are PASS/FAIL criteria

	Ability, Qualifications and Capacity to meet the required duties & tasks

	B1.
Qualifications Required Exam invigilators are not required to hold any recognised qualifications, but are required to have: 
·  a good command of written and spoken English 
· sound oral and written communication skills
· An understanding of supporting a diverse student body including people with disabilities. 
 
Personal Qualities An exam invigilator needs to be: 
· confident and able to communicate with staff and students
· team players, with the ability to work on one’s own initiative 
· able to carry out core duties without supervision 
· able to manage/direct large groups of students
· able to work in an organised and structured way 
· able to seek help where appropriate

Please detail your capacity to meet this requirement, with a particular emphasis on your experience and understanding of supporting people with disabilities. The proposal should not exceed 1000 words. 



   


	Insert response here – Please note that applicants are limited to 1,000 words for this section. The evaluation team will stop reading once this word limit has been reached. 



	B2 – Individual Qualifications

	 Qualification:  Please provide details of the while there are no minimum qualifications required for this, the provider is expected to have experience in confidentially and competently delivering a similar service. training and experience of the staff members proposed for the provision of the services for this Contract:   

	Insert Response here, expanding table as required. 




	B3 – Individual Skills Profile/ Expertise

	Weighting: 
Minimum requirement to remain eligible in the competition. Applicants must demonstrate access to at least two experienced staff professionals, (Please submit experience of all candidates).

If proposing team, please repeat B3 (a) and (b) for each proposed individual.

	






	B3 (b)	A comprehensive CV

	Weighting:
Minimum requirement to remain eligible in the competition: Submit CV.

	Confirmation that a CV is provided. (if a team is proposed, please provide CVs for all members).
	YES

	
	



	B4 – Previous Experience with working within the Educational Sector

	· Applicants, please detail any previous experience with working with the Educational Sector in a classroom environment and evidence of supervisory experience, please detail any previous experience with working with 

	Insert response here – Please note that applicants are limited to 1,000 words for this section. The evaluation team will stop reading once this word limit has been reached.



	B5	Previous Experience - References

	
Minimum requirement to remain eligible in the competition: Applicants must refer to instances within the last three years which demonstrate that they have successfully delivered contracts of a comparable nature and scale on two (2) occasions. The contracts referenced for consideration should provide comprehensive information to enable the Contracting Authority to determine their comparability to the requirements of this contract. The contracts listed should be chosen to demonstrate your skills, reliability in the relevant areas of expertise. 
All fields should be completed in full. In the event that the information requested on the value of contracts or identity of clients is considered confidential, applicants must ensure that they provide sufficient information to allow the contracting entity to judge the similarity of these contracts to the services required.
Please note that TU Dublin may contact the relevant references to confirm the information provided.


	





	Reference Contract #1

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Delivery Date:
	From
	
	To
	

	Detailed Description of Contract:
	






	Outcome of Contract:
	





	Any other information you consider relevant:
	






	
	Reference Contract #2

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Delivery Date:
	From
	
	To
	

	Detailed Description of Contract:
	






	Outcome of Contract:
	





	Any other information you consider relevant:
	






	B6 – Key Personnel

	The Key Personnel are essential to the proper provision of the Services to TU Dublin. In the event that any of the Key Personnel assigned by the Contractor to provide the Services  becomes unable to provide the Services for whatever reason then, the Contractor acknowledges and undertakes that it shall immediately notify the Client in writing of the inability of any Key Personnel and replace that person with a person of equivalent experience and expertise (“Replacement Personnel”). The Contractor shall provide to the Client such details as the Client may reasonably require in writing regarding any Replacement Personnel. The Client shall have absolute discretion as to the suitability of any proposed Replacement Personnel. Please confirm your agreement. 


	Insert your response here 




	Supplier Costings Lot 
Suppliers, please insert confirmation of daily rate proposed for the delivery of the services under this Lot for this panel.


	
	Year 1 - € 
(ex VAT)
	Year 2 -€
(ex VAT)
	Year 3 - €
(ex VAT)
	Year 4 - €
(ex VAT)

	Hourly Rate for  
	
	
	
	

	
Administration Rate % fee. 
	
	
	
	


*The daily/hourly rates tendered shall constitute the totality of consultancy remuneration payable under this contract; travel charges, administrative costs and expenses of every description will not be paid separately. On this basis, tenderers must ensure that their tendered daily rates incorporate all such costs. Daily rates are based on a 7.5 hour working day and, unless otherwise indicated, shall apply to work performed both at the Contracting Authority's premises and the premises of the successful tenderer.

1. I/We have examined the documentation and hereby offer to provide the services in accordance with the details contained within the Qualification Questionnaire Document. 

I/We confirm that I/we 

1. Confirm that TU Dublin has the right to undertake a service audit to validate and verify performance against the agreed contract terms. This service audit may be carried out by TU Dublin or a third party on their behalf, and we agree to facilitate such audits. 
1. Have read and thoroughly examined the qualification questionnaire document
1. Fully understand TU Dublin’s requirements as specified
1. Undertake to treat the details of this process as private and confidential
1. Acknowledge that admission to this panel will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless TU Dublin enters into a contract with the panel member. 
1. Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the services required under the contract
1. Have included all elements necessary for the performance of the panel, which are either expressly stated in the qualification questionnaire or contained in any supplementary information or which could reasonably be inferred therefrom
1. Have found no errors, omissions, conflicts, or ambiguities in the document except those which I/we have brought to the attention of TU Dublin before the latest date for submitting queries
1. Have included for compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of tenders  
1. Will not, if awarded a contract, employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.
1. I agree to comply with all relevant TU Dublin policies and procedures in general and specific to COVID.

	Signed:
	

	Name (in Capital Letters):
	

	On behalf of: ￼
	

	Address:
	


	Email: 
	

	Telephone:
	
	Date:
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