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INVITATION TO APPLY


	Establishment of a Panel for
	Service Providers for the provision of Sign Language Interpreter services to Waterford and Wexford Education and Training Board 

	Duration of Panel 
	1 year with the option to renew 

	Procedure 
	OPEN

	eTenders RFT ID
	WV24/08   4560117

	Issue Date
	Thursday, 17th October 2024

	Closing Date / Time for receipt of initial panel applications
Panel open for 
	Thursday, 19th December 2024

	Closing date for additional panel applications 
	The panel will operate for a twelve-month period.  It will be open to additional applications throughout that period.  This panel will be re-advertised on eTenders on an annual basis.

	Please note that information relating to this Invitation to Tender, 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.
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[bookmark: _Toc490828162][bookmark: _Toc490829365][bookmark: _Toc474848564][bookmark: _Toc475440326][bookmark: _Toc179369429]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.
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. 
The Contracting Authority reserves the right to discontinue the procurement process at any time.
1. [bookmark: _Toc179369430]Summary
	Contracting Authority:
	Waterford and Wexford Education Training Board 

	Nature of procurement:  
	Establishment of a Panel for the provision of Sign Language Interpreter services to Waterford and Wexford Education and Training Board

	Type: 
	
Service






1. [bookmark: _Toc179369431]About the Contracting Authority
Education and Training Boards (ETBs) are statutory authorities which have responsibility for education and training, youth work and a range of other functions. Formerly known as Vocational Education Committees (VECs) ETBs manage and operate second‐level schools, further education colleges, multi‐faith community national schools and a range of adult, further education and training centres delivering education and training programmes, including 19 (former FÁS) training centres.  There are 16 Education and Training Boards spread throughout the country with over 650 sites under their remit. The Chief Executive (CE) of each ETB carries out the executive functions of the ETB, including those in relation to procurement. 
Education and Training Boards Ireland (ETBI), based in Naas, Co Kildare is the national representative association for ETBs. Its job is to represent ETBs and promote their interests. It also provides services to its members in areas such as Policy, HR/ IR, Corporate and Procurement & Reform. ETBI coordinates the ETB Procurement Network, which brings procurement personnel from the 16 ETBs together on a quarterly basis. 
The Contracting Authority is an ETB responsible for the delivery of services in the following location:  WATERFORD AND WEXFORD 

Waterford and Wexford Education and Training Board (WWETB) was officially established on Monday 1st July 2013. Subsequently, on 1st January 2014, the then Minister for Education and Skills, Ruairí Quinn T.D., formally announced the transfer of seven SOLAS Training Centres to the recently established Education and Training Boards. In accordance with this, on 1st July 2014, the WWETB officially welcomed the addition of Waterford and Wexford Training Centres (formerly the SOLAS Training Centres), to their range of services.
Waterford and Wexford Education and Training Board (WWETB) provides a comprehensive range of education and training services throughout Waterford and Wexford and is the largest education and training provider in counties Waterford and Wexford.
WWETB’s educational and training provision includes second-level schools, primary school, further education colleges and a range of adult and further education centres delivering education and training programmes, Post Leaving Certificate Courses (PLCs), Youthreach centres, Outdoor Education and Youth Services.
WWETB places learning and the learner at the heart of its educational provision.

For more information on WWETB and ETBI go to http://waterfordwexford.etb.ie/ and    www.etbi.ie 

For more information on ETBs and ETBI go to www.etbi.ie 
See Appendix 4 for details of all schools and centres under WWETB remit.
[bookmark: _Toc486843180][bookmark: _Toc486843181][bookmark: _Toc179369432]Scope of the Panel
[bookmark: _Toc49861536][bookmark: _Toc50042898][bookmark: _Toc50119360][bookmark: _Toc50456337][bookmark: _Toc52271006][bookmark: _Toc63411629][bookmark: _Toc63411710][bookmark: _Toc63411902]The Contracting Authority proposes to engage in a competitive process for the establishment of a panel from which it will source service providers for the provision of

1. [bookmark: _Toc49861537][bookmark: _Toc50042899][bookmark: _Toc50119361][bookmark: _Toc50456338][bookmark: _Toc52271007][bookmark: _Toc63411630][bookmark: _Toc63411711][bookmark: _Toc63411903][bookmark: _Toc95214277][bookmark: _Toc95216228][bookmark: _Toc95216284][bookmark: _Toc95216340][bookmark: _Toc97123649][bookmark: _Toc99617883][bookmark: _Toc179367491][bookmark: _Toc179369433]
2. [bookmark: _Toc49861538][bookmark: _Toc50042900][bookmark: _Toc50119362][bookmark: _Toc50456339][bookmark: _Toc52271008][bookmark: _Toc63411631][bookmark: _Toc63411712][bookmark: _Toc63411904][bookmark: _Toc95214278][bookmark: _Toc95216229][bookmark: _Toc95216285][bookmark: _Toc95216341][bookmark: _Toc97123650][bookmark: _Toc99617884][bookmark: _Toc179367492][bookmark: _Toc179369434]
3. [bookmark: _Toc49861539][bookmark: _Toc50042901][bookmark: _Toc50119363][bookmark: _Toc50456340][bookmark: _Toc52271009][bookmark: _Toc63411632][bookmark: _Toc63411713][bookmark: _Toc63411905][bookmark: _Toc95214279][bookmark: _Toc95216230][bookmark: _Toc95216286][bookmark: _Toc95216342][bookmark: _Toc97123651][bookmark: _Toc99617885][bookmark: _Toc179367493][bookmark: _Toc179369435]
[bookmark: _Toc179369436]Specification
[bookmark: _Toc490828170][bookmark: _Toc490829377][bookmark: _Toc490828172][bookmark: _Toc490829379][bookmark: _Toc490828173][bookmark: _Toc490829380][bookmark: _Toc490828174][bookmark: _Toc490829381][bookmark: _Toc490828175][bookmark: _Toc490829382][bookmark: _Toc490828177][bookmark: _Toc490829384][bookmark: _Toc490828178][bookmark: _Toc490829385][bookmark: _Toc490828179][bookmark: _Toc490829386][bookmark: _Toc490828183][bookmark: _Toc490829390][bookmark: _Toc490828184][bookmark: _Toc490829391]WWETB is seeking submissions from competent service providers to provide Irish Sign Language Interpreters.  
WWETB’s 24/25 requirement for Sign Language Interpreters will be predominately to the Waterford College of Further Education.  
There may be further requirements throughout the organisation throughout the lifetime of the contract.
A sign language interpreter provides a vital and confidential service in facilitating effective communication between hearing and Deaf people.
The requirement will be based on the student attending a course and on a potential four day a week basis.
The hours of work will be variable and will be negotiated with WWETB subject to the needs of the student and the programme timetable.
	0.1.1 [bookmark: _Toc179369437][bookmark: _Toc458176668][bookmark: _Toc43816672]Service Specifications Roles and Responsibilities 
[bookmark: _Toc179369438]Irish Sign Language (ISL) Interpreter
https://www.ahead.ie/ra_appendix_educationalsupportworker

	Description of the Role 

	· An Irish Sign Language (ISL) Interpreter facilitates communication between students who are deaf, their peers and college staff.  ISL interpretation provides access to the teaching and learning environment and supports, as much as is possible to enable the student’s full participation in college life.  

	Person Specification

	· ISL Interpreters must hold a recognised professional accreditation (i.e. Diploma/ Honours Degree in ISL/English Interpreting from the Centre for Deaf Studies in Trinity College Dublin or Bristol University.
· ISL Interpreters will also be members of a professional interpreting/translation body and adhere to their Code of Ethics.

	Role and Responsibilities of the ISL Interpreter

	· Introduce themselves to teachers at the beginning of each term or when there is a new lecturer.  The Disability Service provides guidelines on ISL interpretation but it is sometimes helpful to discuss the role of the Interpreter with the teacher and any arrangements that need to be made (e.g. seating arrangements, provision of materials, arrangements for facilitating class discussion).
· Work with the student and teacher to obtain and study all necessary materials to prepare for interpreting responsibilities.
· Arrive ten minutes prior to class and interpreting assignments. 
· Interpret any spoken, signed and/or audio information in a clear and concise manner, for the benefit of both the student and the staff.
· Obtain feedback from the student regarding signing style or subject-specific terminology.  Be respectful of a student’s wishes for changes to their interpretation arrangements (e.g. style of signing and where and when interpretation is required). 
· Interpret all that is said within the class including relevant comments.
· Complete any training deemed necessary such as health and safety training for interpreting in labs where hazardous material may be handled.
· Maintain confidentiality at all times by treating any information which may arise in the course of an interpreting assignment as privileged information.  Any concerns regarding a student should be brought to the attention of the Disability Service.
· Contact the student, college and the agency if unable to attend an assignment.  Sufficient notice should be provided so that cover can be provided.
· Be discreet, respect the privacy of the student and liaise with the Disability Service regarding any concerns or issues in relation to the student or support service.
· Irish Sign Language (ISL) only can be provided. It is not possible to provide other sign language such as British Sign Language or American Sign Language.


	Role and Responsibilities of the Student

	· Provide timetables to the Disability Service and designated provider as early as possible to allow sufficient time to source ISL Interpreters for required assignments.  
· A student may request a particular ISL interpreter but due to timetabling and availability this may not always be possible and another ISL interpreter will be provided.
· ISL Interpreters should work with the student to establish a positive working relationship.
· Inform the Disability Service and/or designated provider immediately of any course changes.  Delays in providing timetables and notification of any changes may result in a delay in providing the required support.
· Ensure they have contact details for their ISL Interpreters and agree when and where to meet.  Inform ISL Interpreters and the Disability Service and/or designated provider of any changes to contact details.
· Ideally provide one weeks’ notice to the ISL Interpreter, designated provider and the Disability Service if unable to attend a session or if there is a change or cancellation to classes.  Unforeseen absences/cancellations should be reported immediately.
· Where an ISL Interpreter is required to prepare for an assignment, ensure that they are provided with all required materials at least 48 hours in advance.  It may also be necessary to meet with the Interpreter in advance to prepare for the assignment.
· Irish Sign Language (ISL) only can be provided. It is not possible to provide other sign language such as British Sign Language or American Sign Language. 



[bookmark: _Toc179369439]Accreditation and other requirements
The service provider must ensure that proposed ISL interpreters have a high standard of fluency in ISL (i.e. Diploma/ Honours Degree in ISL/English Interpreting from the Centre for Deaf Studies in Trinity College Dublin or Bristol University) and have been formally accredited and are members of the Irish professional interpreting bodies and are bound by their Code of Ethics.  

It is a requirement that all ISL Interpreters will be Garda Vetted by the successful service provider prior to their allocation to a student / School/Centre.  The service provider will be required to provide evidence of GDPR compliance and co-operate with GDPR requirements.

The service provider will report to the Student Services Coordinator in the relevant school/college. 
When required all COVID-19 regulations and guidelines must be adhered to in the delivery of the service.
Note 1: The requirement for Sign Language Interpreting Services within WWETB’s Schools and Centres is subject to students with a hearing impairment accepting a placement offer and will also be dependent on continued registration and attendance.
[bookmark: _Toc179369440]On-line Requirements 
[bookmark: _Toc179369441]Duration of the Panel
The panel will be for a period of one [1] years.  
The Contracting Authority reserves the right at its sole discretion to extend the panel, subject to satisfactory performance, business needs and budgetary constraints.  The number and duration of extensions will be one [1] year with 3 potential extensions allowable.
Contractors accepted onto the panel in year one, will receive notification in regard to extensions to the panel.  Panel members will be required to send in up to-date tax and insurance information on an annual basis to remain on the panel.
[bookmark: _Toc490828186][bookmark: _Toc490829393][bookmark: _Toc179369442]Indicative Budget 
The estimated total value of purchases pursuant to this contract may be in the region of €65,000 to €200,000 (ex. VAT) over the lifetime of the agreement. 
It is emphasised, however, that this figure is provided strictly for indicative purposes only as there is no guaranteed expenditure and will in any case never exceed the Title III threshold of €750,000 (ex. VAT).
Please note that while the Panel will operate as outlined in 4.2 it will be advertised annually.  

[bookmark: _Toc490828191][bookmark: _Toc490829398][bookmark: _Toc490828192][bookmark: _Toc490829399][bookmark: _Toc490828195][bookmark: _Toc490829402][bookmark: _Toc490828196][bookmark: _Toc490829403][bookmark: _Toc179369443]Awarding Contracts under the panel
WWETB schools and Centres will consult with the panel members and choose the most appropriate member(s) based on the following criteria:
1.	Suitability of the proposed support to the student for curriculum offered.
2.	Customer Service and Support.
3.	Ultimate Cost.
Qualifying for a panel does not constitute an award of a contract nor does it indicate that any contract will be awarded.

On this basis the most appropriate candidate will be approached and offered the assignment.  
Where they are not in a position to fulfil the specific requirement, the next appropriate candidate will be contacted and offered the assignment. 
Note: Entry onto the Panel and acceptance of any subsequent contract will be subject to the T&Cs as included in the initial documentation. The successful companies must have signed the declaration regarding same in the Response Document.

[bookmark: _Toc179369444]Use of the Panel
This panel will be used by WWETB to source compliant providers of Sign Language Interpretation for students of WWETB course provision.
[bookmark: _Toc490828207][bookmark: _Toc490829414][bookmark: _Toc490828209][bookmark: _Toc490829416][bookmark: _Toc487122910][bookmark: _Toc487122993][bookmark: _Toc487123075][bookmark: _Toc487123154][bookmark: _Toc487123234][bookmark: _Toc486843193][bookmark: _Toc179369445]Compliance with the Terms and Conditions 
Award of contract will be subject to the successful tenderer agreeing to the Contract Terms and Conditions as contained in Appendix 2. 
[bookmark: _Toc179369446][bookmark: _Hlk490555739]Termination of Panel
It shall be the responsibility of the tenderer (in the event of success) to fulfill the obligations under the contract, notwithstanding any changes in circulars, laws, regulations, taxation, duties or other factors which might arise following the withdrawal of the United Kingdom from membership of the EU.

[bookmark: _Toc179369447]GDPR Requirements
It is not envisaged that the personal data of staff members or students of the ETB will be exchanged as part of this contract, however, a Data Processing Agreement will be put in place with the Contractor should the need arise in the future.
[bookmark: _Toc179369448]Pricing
Applicants are required to include costs for all proposed service offerings.  These costs will be used as an indicative rate and will be finally agreed at time of booking. 
[bookmark: _Toc179369449]Invoicing and Payment
Invoices shall be submitted by the successful tenderer on a monthly basis for all costs incurred in the preceding month.   All official invoices must quote a Contracting Authority purchase order number.  All invoices which do not quote the relevant order number(s) will be returned to the supplier. 
[bookmark: _Toc179369450]Review of Performance
WWETB operate a Supplier Appraisal Scorecard process for evaluation purposes.  Refer to Appendix 4 re sample of same.
Poor performance will be identified and discussed with the relevant panel member.  Poor performance may result in termination of a contract and/or removal from the panel.



[bookmark: _Toc490829425][bookmark: _Toc490829426][bookmark: _Toc490829428][bookmark: _Toc490829429][bookmark: _Toc490829431][bookmark: _Toc490829432][bookmark: _Toc490829435][bookmark: _Toc490829437][bookmark: _Toc490829438][bookmark: _Toc490821267][bookmark: _Toc490828220][bookmark: _Toc490829439][bookmark: _Toc490829444][bookmark: _Toc490829446][bookmark: _Toc490829449][bookmark: _Toc490829450][bookmark: _DV_M221][bookmark: _DV_M222][bookmark: _DV_M223][bookmark: _DV_M224][bookmark: _DV_M225][bookmark: _DV_M226][bookmark: _DV_M227][bookmark: _DV_M228][bookmark: _Toc179369451][bookmark: _Toc171227906][bookmark: _Toc168998880][bookmark: _Toc168110467]4.	Application Requirements 
[bookmark: _Toc49861556][bookmark: _Toc50042918][bookmark: _Toc50119380][bookmark: _Toc50456357][bookmark: _Toc52271026][bookmark: _Toc63411649][bookmark: _Toc63411730][bookmark: _Toc63411922][bookmark: _Toc95214292][bookmark: _Toc95216243][bookmark: _Toc95216299][bookmark: _Toc95216356][bookmark: _Toc97123665][bookmark: _Toc99617899][bookmark: _Toc179367507][bookmark: _Toc179369452]
[bookmark: _Toc49861557][bookmark: _Toc50042919][bookmark: _Toc50119381][bookmark: _Toc50456358][bookmark: _Toc52271027][bookmark: _Toc63411650][bookmark: _Toc63411731][bookmark: _Toc63411923][bookmark: _Toc95214293][bookmark: _Toc95216244][bookmark: _Toc95216300][bookmark: _Toc95216357][bookmark: _Toc97123666][bookmark: _Toc99617900][bookmark: _Toc179367508][bookmark: _Toc179369453]
[bookmark: _Toc49861558][bookmark: _Toc50042920][bookmark: _Toc50119382][bookmark: _Toc50456359][bookmark: _Toc52271028][bookmark: _Toc63411651][bookmark: _Toc63411732][bookmark: _Toc63411924][bookmark: _Toc95214294][bookmark: _Toc95216245][bookmark: _Toc95216301][bookmark: _Toc95216358][bookmark: _Toc97123667][bookmark: _Toc99617901][bookmark: _Toc179367509][bookmark: _Toc179369454]
[bookmark: _Toc49861559][bookmark: _Toc50042921][bookmark: _Toc50119383][bookmark: _Toc50456360][bookmark: _Toc52271029][bookmark: _Toc63411652][bookmark: _Toc63411733][bookmark: _Toc63411925][bookmark: _Toc95214295][bookmark: _Toc95216246][bookmark: _Toc95216302][bookmark: _Toc95216359][bookmark: _Toc97123668][bookmark: _Toc99617902][bookmark: _Toc179367510][bookmark: _Toc179369455]
[bookmark: _Toc49861560][bookmark: _Toc50042922][bookmark: _Toc50119384][bookmark: _Toc50456361][bookmark: _Toc52271030][bookmark: _Toc63411653][bookmark: _Toc63411734][bookmark: _Toc63411926][bookmark: _Toc95214296][bookmark: _Toc95216247][bookmark: _Toc95216303][bookmark: _Toc95216360][bookmark: _Toc97123669][bookmark: _Toc99617903][bookmark: _Toc179367511][bookmark: _Toc179369456]
[bookmark: _Toc49861561][bookmark: _Toc50042923][bookmark: _Toc50119385][bookmark: _Toc50456362][bookmark: _Toc52271031][bookmark: _Toc63411654][bookmark: _Toc63411735][bookmark: _Toc63411927][bookmark: _Toc95214297][bookmark: _Toc95216248][bookmark: _Toc95216304][bookmark: _Toc95216361][bookmark: _Toc97123670][bookmark: _Toc99617904][bookmark: _Toc179367512][bookmark: _Toc179369457]
[bookmark: _Toc49861562][bookmark: _Toc50042924][bookmark: _Toc50119386][bookmark: _Toc50456363][bookmark: _Toc52271032][bookmark: _Toc63411655][bookmark: _Toc63411736][bookmark: _Toc63411928][bookmark: _Toc95214298][bookmark: _Toc95216249][bookmark: _Toc95216305][bookmark: _Toc95216362][bookmark: _Toc97123671][bookmark: _Toc99617905][bookmark: _Toc179367513][bookmark: _Toc179369458]
[bookmark: _Toc49861563][bookmark: _Toc50042925][bookmark: _Toc50119387][bookmark: _Toc50456364][bookmark: _Toc52271033][bookmark: _Toc63411656][bookmark: _Toc63411737][bookmark: _Toc63411929][bookmark: _Toc95214299][bookmark: _Toc95216250][bookmark: _Toc95216306][bookmark: _Toc95216363][bookmark: _Toc97123672][bookmark: _Toc99617906][bookmark: _Toc179367514][bookmark: _Toc179369459]

0. [bookmark: _Toc179369460]Overview of Requirements
[bookmark: _Hlk2596069][bookmark: _Toc460518547]The contracting authority is using a process that is similar to the OPEN procedure for the establishment of this panel, therefore, while all interested parties may apply, only those demonstrating that they have the required level of qualifications with regard to experience and technical and financial capacity specified in the tender response document will have their application considered. In order to demonstrate eligibility, applicants are required to provide the following information: 
[bookmark: _Toc179369461]Cover Letter
Please provide a cover letter on official letter head.  The letter should include the following information:
· [bookmark: _Hlk95224434]company name, 
· company overview (including date of establishment)
· address
· key contact name
· key contact email and phone details
· website and other social platform details
[bookmark: _Toc460518548][bookmark: _Toc179369462]Legal Compliance
Please complete the Declaration of Bona Fides as per Art. 57 of Directive 2014/24/EU as implemented by SI 284 of May 2016. The declaration also covers compliance with relevant Statutory Obligations relating to labour law, employment law, etc.  
[bookmark: _Toc460518549][bookmark: _Toc179369463]Financial Capacity
Applicants must demonstrate financial stability by providing a letter from their Auditor confirming that they have the resources to pay their debts, identified on the current statement of assets and liabilities as being the debts as they fall due. 
Please confirm that you meet the following financial requirements:    
(i) Confirmation that the tenderer / all parties associated with the tenderer are fully tax compliant in accordance with the rules of the Irish Revenue Commissioners.   Applicants must confirm their tax compliance status through completion of the Self-Declaration Form contained in the Tender Response Document

(ii) Confirmation of the following insurances being in place and that if successful you agree to implement the following levels, promptly on award where these are not currently available.   
	Insurance Type
	Minimum Indemnity limit 

	Employers Liability 
	€13m

	Public Liability
	€2.6m

	Professional Indemnity
	€1m







NOTE:   Applicants must be willing to provide evidence of the self-declared information within seven (7) working days of request.
If the evidence required is not provided by the deadline date, then the tenderer will be removed from the panel. Furthermore, Applicants should note that the provision of inaccurate or misleading information in this declaration may lead to exclusion from participation in this and future tenders. 
NOTE:    Applicants should note that the Contracting Authority reserves the right to confirm that the financial and technical capacity of the tenderer is valid and unchanged prior to the award of any contract.

[bookmark: _Toc179369464]Previous Experience
Applicants will initially be assessed to determine that they have previous relevant experience in relation to the lot they are tendering for.
(i) Previous experience – information demonstrating successful delivery of two (2) previous comparable contracts in the past three (3) to five (5) years or recent past.
(ii) Access to minimum levels of personnel and skills, this can be demonstrated by completing the relevant section in the Tender Response Document. 

[bookmark: _Toc179369465]Health and Safety, Environmental conformance and Quality Assurance
Applicants must confirm they have Health and Safety, Environmental and Quality Assurances Policies in place and whether they are 3rd party certified.  Applicants may demonstrate conformance through completion of the Self-Declaration forms for same contained in the Tender Response Document.
[bookmark: _Toc195681197]

[bookmark: _Toc179369466]APPENDIX 1 - INSTRUCTIONS TO APPLICANTS 
(a) [bookmark: _Toc217713491][bookmark: _Toc388881045][bookmark: _Toc179369467]Submission of Tenders
[bookmark: _Toc217713492][bookmark: _Toc388881046]The Contracting Authority is using the Tender Postbox facility and tenders must be submitted electronically via the etenders postbox facility on www.etenders.gov.ie only. Applicants must ensure that they give sufficient time to upload their tender response.     
The Contracting Authority is not responsible for corruption in electronic documents. Applicants must ensure electronic documents are not corrupt.
In responding to this competition all applicants  must follow the format of the tender response document and respond to each element of the tender document in the order as set out.
Applicants should produce their response 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 panel closing date/time. 
Applicants should take into account the fact that upload speeds vary. There is a maximum of 2.14 GB for individual files sent to the electronic postbox and a one-hour limit for upload. In order to submit a document to the electronic postbox, please note that you must click “Submit Response”. After submitting you can still modify and re-send your response up until response deadline. Applicants should be aware that the ‘Submit Response’ button will be disabled automatically upon the expiration of the response deadline.
Applicants not familiar with uploading on eTenders should ensure they familiarise themselves with the process. 
The closing date for initial applications is 16.00 hours (Local Time) on Thursday 19th December 2024.
It will be open to additional applications throughout the panel’s 12-month duration.  
This panel will be re-advertised on eTenders on an annual basis.
It is the responsibility of the applicant to ensure that their applications is complete and is uploaded by the designated deadline. 
Applications that are received late or via other means WILL NOT be considered in this public procurement competition.
(b) [bookmark: _Toc179369468]Language
Applications may be submitted in English or Irish.
(c) [bookmark: _Toc179369469]Queries
If you consider that you are missing any documents which would prevent you from submitting a comprehensive application, please contact us as soon as possible.
Applicants shall immediately notify the Contracting Authority should they become aware of any ambiguity, discrepancy, error or omission in these documents.  
The Contracting Authority will, upon receipt of such notification, issue a clarification via eTenders in respect of any such ambiguity, discrepancy, error or omission. Such clarification shall then form part of the Tender Documents.
All queries regarding this application can be made through the Questions and Answers facility on www.etenders.gov.ie and to procurementteam@wwetb.ie 
Responses to queries will be issued to all parties who have expressed an interest in the contract, in order to ensure that no party has an unfair advantage over any other. 
For the purpose of circulating responses queries will be edited to avoid disclosing the identity of the querist, and any sensitive information included in the query should be clearly indicated.  
Please note that the Contracting Authority cannot accept responsibility for information relayed (or not relayed) via third parties.
(d) [bookmark: _Toc487122931][bookmark: _Toc487123014][bookmark: _Toc487123095][bookmark: _Toc487123174][bookmark: _Toc487123254][bookmark: _Toc217713493][bookmark: _Toc388881047][bookmark: _Toc179369470]Sufficiency & Accuracy of Tender
Applicants are cautioned to check the accuracy of their documents prior to submission. 

The Contracting Authority reserves the right to disqualify incomplete applications.
(e) [bookmark: _Toc487122933][bookmark: _Toc487123016][bookmark: _Toc487123097][bookmark: _Toc487123176][bookmark: _Toc487123256][bookmark: _Toc179369471][bookmark: _Toc217713495][bookmark: _Toc388881049]Documents – Ambiguity, Discrepancy, error, omission
If you consider that you are missing any documents which would prevent you from submitting a comprehensive response, please notify the Contracting authority through the eTenders messaging facility as soon as possible.
(f) [bookmark: _Toc217713496][bookmark: _Toc388881050][bookmark: _Toc179369472]Extension of Tender Period  
The Contracting Authority reserves the right, at its sole discretion, to extend the closing date for receipt of applications by giving notice in writing to all parties who have expressed an interest in the notice via eTenders no later than three days before the original closing date.
(g) [bookmark: _Toc487122939][bookmark: _Toc487123022][bookmark: _Toc487123103][bookmark: _Toc487123182][bookmark: _Toc487123262][bookmark: _Toc487122940][bookmark: _Toc487123023][bookmark: _Toc487123104][bookmark: _Toc487123183][bookmark: _Toc487123263][bookmark: _Toc217713499][bookmark: _Toc388881053][bookmark: _Toc179369473]Cost of Preparation of Tender
The Contracting Authority will not be liable for any costs, charges or expenses incurred by Applicants in the preparation of proposals or any associated efforts. It is the responsibility of the applicant to ensure that they are fully aware and understand the requirements as laid down in this document. Applicants will be responsible for any costs incurred by them in the event that they are required to attend clarification or other meetings or make a presentation of their proposals.
(h) [bookmark: _Toc217713501][bookmark: _Toc388881055][bookmark: _Toc179369474]Currency and Payments
The currency and invoices in which all prices and rates shall be tendered, and which payments under the contract will be paid, shall be Euros (€). All prices and rates quoted should be exclusive of VAT.  
A schedule of payments will be agreed with the successful tenderer. The Contracting Authority operates in accordance with the European Communities (Late Payment in Commercial Transactions) Regulations 2012. The method of payment used by the Contracting Authority is normally Electronic Funds Transfer.
Note: The Contracting Authority will be rolling out e-invoicing during the term of the contract / framework and Applicants may be required to issue their invoices to the sector in an E-invoice format that is compliant with the PEPPOL directive.
(i) [bookmark: _Toc487122944][bookmark: _Toc487123027][bookmark: _Toc487123108][bookmark: _Toc487123187][bookmark: _Toc487123267][bookmark: _Toc487122945][bookmark: _Toc487123028][bookmark: _Toc487123109][bookmark: _Toc487123188][bookmark: _Toc487123268][bookmark: _Toc217713503][bookmark: _Toc388881057][bookmark: _Toc179369475]Conflict of Interest
It will be a condition of award of this contract and any subsequent contract that the successful applicant(s) that 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 tenderer and the Contracting Authority or employees of the Contracting Authority, or their relatives must be fully disclosed in your submission or should be communicated to the Contracting Authority immediately upon such information becoming known to the tenderer.  The terms ‘registrable interest' and 'relative' shall be interpreted as per Section 2 of the Ethics in Public Office Acts, 1995 and 2001.  Failure to disclose a conflict of interest may disqualify a panel applicant or invalidate an award of contract, depending on when the conflict of interest comes to light. 
(j) [bookmark: _Toc217713504][bookmark: _Toc388881058][bookmark: _Toc179369476]Freedom of Information Acts
[bookmark: _Toc217713505][bookmark: _Toc388881059]All responses to this invitation to competition will be treated in confidence and no information contained therein will be communicated to any third party without the written permission of the applicant 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 Procedures, or in response to questions, debates or other parliamentary procedures in or of the Oireachtas (the Irish Parliament).
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 competition or in the course of 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. 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.
(k) [bookmark: _Toc179369477]Tax Clearance 
[bookmark: _Toc195681215][bookmark: _Toc195673935][bookmark: _Toc195672590][bookmark: _Toc191097903][bookmark: _Toc388881060][bookmark: _Toc217713506]It will be a condition of award of this contract and any subsequent contract that the successful applicant(s) comply with all EU and national tax laws.  Applicants are referred to the Irish Revenue web site http://www.revenue.ie/. Non-resident applicants should apply to the Office of the Revenue Commissioners, Non Resident Tax Clearance Unit, Office of the Collector General, Sarsfield House, Francis Street, Limerick, Ireland; e-mail: nonrestaxclearance@revenue.ie.   the Contracting Authority will satisfy themselves that any applicants being considered for award of a contract are appropriately tax compliant by checking their status via the online system for which Applicants are requested to provide their Tax Clearance Access Number and Tax Reference Number to facilitate verification.  By supplying these numbers Applicants acknowledge and agree that the Contracting Authority has the permission to verify its tax cleared position at any time during the term of the contract. 
(l) [bookmark: _Toc179369478]Withholding Tax
Where applicable, payments shall be subject to Irish ‘Professional Services Withholding Tax’ at the prevailing rate (currently at 20%) as laid down by the Revenue Commissioners in Ireland. Non-residents may be able to reclaim such deducted Tax from the Office of the Revenue Commissioners in Ireland, International Claims Section located currently at Government Buildings, Nenagh, Co. Tipperary, Ireland (Tel: 353-1-6733533).
(m) [bookmark: _Toc388881061][bookmark: _Toc179369479]Irish Legislation and Law
[bookmark: _Toc217713507]The contract[s] awarded on foot of this tender process will be governed by Irish law.
(n) [bookmark: _Toc179369480][bookmark: _Toc388881062]Dignity at Work
The successful applicant(s) shall comply with all relevant legislation relating to dignity at work. As a public body and employer, the Contracting Authority is committed to a policy of equality of opportunity for all personnel.  
(o) [bookmark: _Toc217713511][bookmark: _Toc388881066][bookmark: _Toc179369481]Notification of results
[bookmark: _Toc474848631][bookmark: _Toc475440393][bookmark: _Toc388881067][bookmark: _Toc217713513]All applicants will be informed of the outcome of their application following the evaluation process and any necessary clarifications.   Potential outcomes can be:
(p) Admittance to the Panel
(q) Rejection to the Panel
[bookmark: _Toc179369482]Applicants who fail to qualify for membership of the panel may re-apply at any time
(r) [bookmark: _Toc474254465][bookmark: _Toc474848634][bookmark: _Toc475440396][bookmark: _Toc243992548][bookmark: _Toc255122020][bookmark: _Toc460518580][bookmark: _Toc179369483]Accessibility
In line with the Disability Act 2005, accessibility requirements should be clearly stated in request for tenders / quotations where applicable. Under Section 27 of the Act the Contracting Authority is required to ensure that both the goods supplied, and services provided to it are accessible to persons with disabilities.
(s) [bookmark: _Toc474254472][bookmark: _Toc474848641][bookmark: _Toc475440403][bookmark: _Toc474254473][bookmark: _Toc474848642][bookmark: _Toc475440404][bookmark: _Toc460518585][bookmark: _Toc179369484]Consortia and Prime Subcontractors
The Contracting Authority seeks to encourage participation on a fair and equal basis by Small and Medium Enterprises (“SMEs”) in this Competition.  SMEs that believe the scope of this Competition is beyond their technical or business capacity are encouraged, subject to this paragraph, to explore the possibilities of forming relationships with other SMEs or with larger enterprises.  Through such relationships they can participate and contribute to the successful implementation of any Services Contracts that may result from this Competition and therefore increase their social and economic benefits. 
(t) [bookmark: _Toc460518586][bookmark: _Toc179369485]Anti-Competitive Conduct
Applicants’ attention is drawn to the Competition Act 2002 (as amended, the “2002 Act”) which makes it a criminal offence for Applicants to collude on prices or terms in a public procurement competition.



[bookmark: _Toc179369486]APPENDIX 2 – TERMS AND CONDITIONS 
PLEASE REFER TO SEPARATE DOCUMENT
Note: Entry onto the Panel and acceptance of any subsequent contract will be subject to the T&Cs as included in this initial documentation. 
The successful companies must have signed the declaration regarding same in the Response Document.
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[bookmark: _Toc179369487]APPENDIX 3 – WWETB School and Centre listing 
	County Location 
	WWETB FET Centres
	Admin 
	PLC
	Youthreach
	VTOS
	OEC
	Training Centres
	Refugee/   asylum seekers 
	BTEI
	Adult Literacy
	Community Education
	Music Gen 
	Guidance

	Waterford - Central
	Dungarvan  FETC
	 
	 
	 
	P
	 
	 
	P
	P
	 
	P
	P
	P

	Waterford - Central
	Dungarvan Adminstration Offices & FET
	P
	 
	 
	 
	 
	 
	P
	 
	 
	 
	P
	 

	Waterford - Central 
	Dungarvan Youthreach
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford Central
	Dungarvan Adult Literacy Centre
	 
	 
	 
	 
	 
	 
	 
	 
	P
	 
	 
	 

	Waterford Central
	Dungarvan Seandún FET (Horticulture Centre)
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford - East
	Kilmacthomas  FETC
	 
	 
	 
	P
	 
	 
	 
	P
	 
	P
	 
	 

	Waterford - East
	Tramore  FETC
	 
	 
	P
	 
	 
	 
	 
	P
	P
	P
	 
	 

	Waterford - West
	Cappoquin  FETC
	 
	 
	 
	 
	 
	 
	 
	P
	P
	P
	 
	 

	Waterford - West
	Lismore FETC
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City
	Ozanam Street  FETC, Wfd
	 
	 
	 
	 
	 
	 
	 
	P
	P
	P
	 
	 

	Waterford City
	Waterford Training Centre
	P
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City
	WWETB Techniform 
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City
	WWETB Euroase (Retrofil & Bricklaying) 
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City
	Waterford Training Centre Units - Durands Court
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City
	Waterford Training Centre Units - Kilcohan
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City 
	Waterford Training Centre - NYPRO Building
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Waterford City
	Waterford Youthreach
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford City 
	Subla Youthreach, Waterford
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford City
	Railway Square Adult Education Centre, Wfd
	 
	 
	 
	 
	 
	 
	 
	 
	P
	 
	 
	 

	Waterford City
	Waterford VTOS, Durands Court, Wfd
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford City
	WCFE VTOS, Burchell House, Wfd
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford City
	PLC College (WCFE)
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford City
	Johnstown WCFE Campus
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Waterford City
	Waterford Adult Guidance Service (SETU Campus)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	P

	Wexford - Central 
	Enniscorthy  FETC
	 
	 
	 
	P
	 
	 
	P
	P
	P
	P
	 
	 

	Wexford - Central 
	Enniscorthy Fablab
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wexford- Central 
	NZEB centre, enniscorthy
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Wexford - Central 
	Enniscorthy Youthreach
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wexford - West
	New Ross Youthreach
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wexford - West
	New Ross  FETC, butlersland
	 
	 
	 
	P
	 
	 
	 
	P
	P
	P
	 
	 

	Wexford - South
	St Michaels FETC, New Ross
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Wexford Town
	Wexford Adult Education Centre
	 
	 
	 
	P
	 
	 
	 
	 
	P
	 
	 
	 

	Wexford Town
	Whitemills FETC-Wexford 
	 
	 
	 
	 
	 
	 
	P
	P
	P
	P
	 
	 

	Wexford Town
	Wexford Youthreach
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wexford Town
	WWETB Head Office - Ardcavan
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 
	P
	 

	Wexford Town
	Wexford Training Centre
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Wexford Town
	Wexford College of Further Education and Training
	 
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 

	Wexford - South (SW)
	Outdoor Education Centre, Shielbaggan
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 

	Wexford North
	Gorey  FETC
	 
	 
	P
	P
	 
	 
	P
	P
	P
	P
	 
	 

	Wexford - North
	Bunclody FETC
	 
	 
	 
	 
	 
	 
	 
	P
	P
	P
	 
	 

	Wexford - North 
	Adventure Hub - Bunclody
	 
	 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 

	Wexford  - North 
	Gorey - Youthreach 
	 
	 
	P
	 
	 
	 
	 
	 
	 
	 
	 
	 





[bookmark: _Toc179369488][bookmark: _Toc38958969]APPENDIX 4 – SUPPLIER APPRAISAL FORM (Scorecard)
WWETB will monitor our Supplier’s performances over the term of contracts and manage their service or supply of goods under the headings outlined in the Supplier Performance Scorecard below. 
The Contracting Authority will request Schools and Centres to complete the Scorecards on a continuous basis or more regularly where non-performance is occurring.  These will form the basis of our Contract Management Process for each company supplying a service or supply of goods to WWETB.
 In relation to OGP sourced contracts where persistent non-performance occurs, WWETB will forward completed scorecards to our OGP Category Manager for action 
Please complete the following (electronically):  
Supplier Details 
	
Name of Company

	

	
Type of Service or Supply provided to WWETB

	

	
Contact Details of Company (phone, email, etc.)

	



School/Centre Details
	
Name of School/Centre 

	

	
Form completed by:

	

	
Date:

	



You are asked to make any comments relating to the service in the left-hand box in the table below and to tick the relevant score box based on the following values:
Value of Score:
1 = Unacceptable; 
2 – not fully up to requirements; 
3 – fully meets normal requirements; 
4 – significantly above requirements; 
5 – outstanding.

	DELIVERY OF SERVICE/SUPPLY OF GOODS 
	1
	2  
	3
	4  
	5  

	

	☐	☐	☐	☐	☐
	DELIVERY TIMELINES
	1
	2
	3
	4
	5

	

	☐	☐	☐	☐	☐
	INVOICING
	1  
	2  
	3  
	4  
	5  

	

	☐	☐	☐	☐	☐
	CUSTOMER SERVICE
	1  
	2  
	3  
	4  
	5  

	

	☐	☐	☐	☐	☐
	ENVIRONMENTAL CONSIDERATIONS 
	1  
	2  
	3  
	4  
	5  

	

	☐	☐	☐	☐	☐
	ACCOUNT MANAGEMENT QUERIES  
	1  
	2  
	3  
	4  
	5  

	

	☐	☐	☐	☐	☐
	COMMUNICATION  
	1  
	2  
	3  
	4  
	5  

	

	☐	☐	☐	☐	☐
	OVERALL SATISFACTION  
	1  
	2  
	3  
	4  
	5  

	

	☐	☐	☐	☐	☐
	Other (please specify)
	1
	2
	3
	4
	5

	

	☐	☐	☐	☐	☐


Please include any further detail you deem relevant in the box below
	Further comments relating to this service 

	







Please return this Suppliers Appraisal form to:
WWETB’s Procurement Team procurementteam@wwetb.ie 
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