INVITATION FOR PANEL MEMBERSHIP 


	








Establishment of Panels for
	The provision of Occupational Therapy Services for Cork City Council for the following Housing Grant Schemes:

1. One-off Adaptation works for Special Needs Local Authority Tenants
2. Housing Adaptation Grant for People with a Disability
3. Mobility Aids Grant
4. Housing Aid for Older People Grant

To meet the changes to new housing grant schemes and applicant needs, Cork City Council reserves the right to include new Schemes to be covered by Occupational Therapist Services (if required) over the lifetime
of this Occupational Therapist panel.

	Procedure
	Open

	


Duration of Panel
	The panel will be established for three (3) years subject to funding being available but will be advertised on an annual basis on the Irish Government Procurement Opportunities Portal www.etenders.gov.ie. The panel may be extended for a further (1) year, subject to a
maximum of four (4) years.

	eTenders RFT ID
	6318625

	Issue Date
	Friday 15th August 2025

	Closing Date for Queries
	Friday 12th September 2025 (12.00 noon)

	Contact for Queries
	Messaging facility on www.etenders.gov.ie
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	Initial Administrative Closing Date & Time for Applications– First Tranche

Applications will be accepted throughout the lifecycle of the Panel at any stage, however in order to be considered for the first tranche of
contracts, applicants should apply by this date.
	


Friday 19th September 2025 (12.00 noon)

	Please note that information relating to this Application, 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.

	The Contracting Authority have provided a Questionnaire as a separate document for applicants to use in preparing their response. This document and format MUST be used.
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1 [bookmark: _bookmark0]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.


2 [bookmark: _bookmark1]Summary
	Contracting Authority
	Cork City Council

	







Nature of Procurement
	Establishment of a Panel for the provision of Occupational Therapy Services for Cork City Council for the following Housing Grant Schemes:
  Cork City Council Tenant:
· One-off Adaptation works for Special Needs Local Authority Tenants
Private Home-Owner:
· Housing Adaptation Grant for People with a Disability
· Mobility Aids Grant
· Housing Aid for Older People Grant

To meet the changes to new housing grant schemes and applicant needs, Cork City Council reserves the right to include new Schemes to be covered by Occupational Therapist Services (if required) over the lifetime of this
Occupational Therapist panel.

	Type
	Services

	Procedure
	Panel



3 [bookmark: _bookmark2]Introduction
Cork City Council is the Housing Authority for the administrative City of Cork and is responsible for implementing and overseeing a number of housing grant schemes, under which applicants eligible to apply can seek support for their home improvements.

In assessing grant applications and adjudicating on what works should qualify for grant assistance the Council normally requires a report from a qualified Occupational Therapist. For this reason Cork City Council is establishing a Panel of suitably qualified Occupational Therapists who can be called  upon during the lifetime of the Panel to assess, on a case by case basis, the relevant applicant’s circumstances and needs and report back to the Council in order to assist the Council in their processing of the relevant grant applications. Qualified Occupational Therapists are therefore invited to apply for inclusion on this panel.

The Current Grant Schemes being implemented by the Council are:
· Housing Adaptation Grant for People with a Disability
· Mobility Aids Grant
· Housing Aid for Older People Grant

And


· One-off Adaptation works for special need Local Authority Tenants


However, over the duration of the lifetime of the Panel the above schemes may be amended / changed
/ added to / replaced with different government /local Authority schemes. Members on the Panel will be required to be familiar with all relevant Schemes to ensure proper compliance with same.

It is in the interests of the persons benefiting from the Schemes and the Local Authority alike, that the works to be carried out must be appropriate to the circumstances of the applicant and must be the most efficient method of meeting the applicant’s needs.

It is proposed to prioritise applications received for each of the three schemes as follows:

Emergency Cases
[bookmark: _Hlk105490485]Criteria:
· Housing Aid for Older People
· Where alterations/adaptations would alleviate the immediate need for emergency accommodation.

· Mobility Aids Grant and Housing Adaptation Grant for People with a Disability
· Where alterations/adaptations would facilitate immediate discharge from hospital to their home or alleviate the immediate need for hospitalization following an immediate change in the applicant’s circumstances arising from a car accident, stroke, heart attack.


Qualifying Works: Grab Rails / Ramps / Level Access Showers / Stair Lifts / Roof Repair / Rewiring.
Priority 1
Criteria:
· Housing Aid for Older People – namely
· Allowable works required immediately due to medical grounds of which the condition of the house is a significant contributing factor;
· Works which if not undertaken will lead to immediate deterioration of house;
· Works which if not undertaken could endanger occupants.

· Mobility Aids Grant and Housing Adaptation Grant for People with a Disability
· Where applicants’ are terminally ill, or fully/mainly dependant on family or carer; or
· Where alterations/adaptations would facilitate discharge from hospital to their home or alleviate the need for hospitalisation within the immediate 12 month period.
Priority 2
Criteria:
· Housing Aid for Older People – namely
· Allowable works which will eliminate future deterioration of dwelling.

· Mobility Aids Grant and Housing Adaptation Grant for People with a Disability
· Where applicants are mobile but need assistance in accessing washing, toilet
facilities, bedroom etc; or
· Where without the alterations/adaptations the disabled person’s ability to function
independently would be hindered.
Priority 3
Criteria:
· Housing Aid for Older People – namely
· Allowable works which will improve the general living conditions for the  occupants.

· Mobility Aids Grant and Housing Adaptation Grant for People with a Disability
· Where applicants are independent but require special facilities to improve the quality of life, e.g. separate bedroom/living space.

4 [bookmark: _bookmark3]Scope of Requirements
Cork City Council wishes to establish a panel for the provision of occupational therapy services. Applicants will be assessed and shortlisted for inclusion on the panel based on information received on their economic and financial standing and technical capacity.

4.1 [bookmark: _bookmark4]General Requirements
The Occupational Therapist will principally be required (as and when instructed by the City Council)   to undertake the following services in relation to the Housing Adaptation Grant Scheme for People with a Disability, the Mobility Aids Grant Scheme, the Housing Aid for Older People Grants or any other     similar scheme which may arise over the life-time of the Panel for all relevant applicants in the city administrative  area.

· Carry out home visits and assess the applicant’s needs.
· Visit(s) to the applicant’s house or proposed accommodation will be required in order to carry out an assessment of the needs of the applicant. There may also be a requirement in some situations to respond to queries from a builder, architect, designer or Council official, in order to provide clarification on any issue which might arise, or to liaise with other agencies as appropriate at no extra cost.
· Remote Telephone or on-line assessments, as required;

· The Council may seek re-inspections from time to time as a result of an applicant’s change of circumstances. Where the applicant is a tenant of the Council, the Occupational Therapist will be accompanied  on inspection of the accommodation by the relevant Clerk of Works or technical staff member.

· For that purpose, it will be necessary to conduct such inspections during normal hours of business (between hours of 09:00 to 17:00 Monday to Fridays, excluding public holidays).

· Prioritise applications and provide a Priority Rating for each application in accordance with the
Department of Housing, Local Government and Heritage (DHLGH) Guidelines having regard to the medical needs of the applicant.
· Liaise with the Occupational Therapist Service of the Health Service Executive as required.
· Submit report to the Council on works required to meet the needs of the applicant.
· Other advisory services as may be required.

The Report to the Council should outline clearly the structural works that are reasonably required in the opinion of the Occupational Therapist for the purpose of rendering a house more suitable for the accommodation of a disabled member of the household. It should clearly prioritise the application in accordance with the DHLGH’s Guidance Notes. (Scheme Guidelines will be provided to all Panel members.)

In addition, the Occupational Therapist may be requested to provide advice and information to the Council in relation to the specification of works required for local authority rented dwellings/housing
applicants under Disabled Persons Grant Schemes or similar. The duties involved will be similar to those outlined above.

4.1.1 [bookmark: _bookmark5]Qualifications and Experience
The Occupational Therapist must have the following: -

· a relevant Professional Qualification and membership of the Association of  Occupational Therapists of Ireland or other accredited body.
· Proof of current registration with CORU.
· Suitable experience – minimum 3 years required.
· Evidence of having successfully delivered Occupational Therapy services of a comparable nature and scale to that required under this Panel.

4.1.2 [bookmark: _bookmark6]Reports
A full report in the format supplied by the Council must be returned to the Council within 4 weeks of being requested, unless in a particular situation there are extenuating circumstances as to why this deadline cannot be met and the Council are advised without delay. Failure to submit outstanding report within the required 4 week period will result in non payment. 

4.1.3 [bookmark: _bookmark7]Insurance Requirements
The successful applicants shall be required to hold relevant insurance for the purpose of the work with Cork City Council.
· Public Liability Level €6.5 million
· Professional Indemnity €1 million
· Employers Liability Level €13 million (if applicable)
· Indemnity to Cork City Council as Principal is also required.

4.1.4 [bookmark: _bookmark8]Health and Safety Requirements
Successful applicants will be obliged to comply with Cork City Council’s Health & Safety requirements and must satisfy Cork City Council’s External Safety and Health requirements for a Specialist Contractor.

4.2 [bookmark: _bookmark9]Numbers Admitted to the Panel
There is no maximum limit to the numbers of Applicants that can be admitted to the Panel. The Panel will be advertised every year. Organisations/suppliers may apply at any time for inclusion on the panel but should be registered by the date set out in Section 5.3 in order to be considered for the first block of contracts.   Please note that this is an initial administrative closing date to facilitate the establishment of the panel and there is no closing date for Applications for inclusion on the panel. Applications for inclusion on the panel may be made at any time after the initial date and during the term of the panel, once the panel is established.

4.3 [bookmark: _bookmark10]Duration of the Panel
The panel will be established for (3) years with the option to extend for a further year if the need arises subject to a maximum of four (4) years and subject to funding being available. The Contracting Authority reserves the right to publish additional competitions where skills sets are in short supply or the panel needs to be refreshed.

4.4 [bookmark: _bookmark11]Estimated Value of the Panel
  The estimated total value of any purchases pursuant to the Panel to be €214,000 or less over its lifetime, i.e. 4 years. 

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

4.5 [bookmark: _bookmark12]Admission to the Panel
Admission to the panel will be conditional upon the successful Applicants agreeing to the terms and conditions of the panel, a copy of which will be provided on admission to the panel and which will include requirements for the successful Applicants to provide a current Tax Clearance Certificate and evidence of insurance(s) in place.

Admission to a panel will also be subject to the Applicant passing all of the criteria on the basis of meeting all minimum qualifying requirements as set out in the Qualification Questionnaire.

Cork City Council may ask applicants to attend a meeting in order to clarify aspects of their submissions.

Inclusion of an Applicant’s name on the panel will not bind the Council, under any circumstances, to engage that Applicant at any time, or to guarantee any minimum number of assignments to that Applicant. Engagement of Applicants on the panel will be at the sole direction of the Council at all times.

Note: this process refers to the provision of a service to Cork City Council and will not lead to a  contract 
of employment within Cork City Council.

4.6 [bookmark: _bookmark13]Awarding Contracts under the Panel mentoring panel.
Assignments under the Panel will be allocated as follows:
· By rotation and availability.
· Where the nominated person is not available due to existing commitments then Cork  City Council will allocate the assignment to the next available Applicant from the Panel.

Panel members must, within 48 hours of being offered works, confirm their availability/unavailability in writing (by email) to Cork City Council (relevant contact staff member).

4.7 [bookmark: _bookmark14]Fees and Inclusive Rates
Fees under this Panel are fixed and payable on a case-by-case basis. Fees are fully inclusive of all costs and expenses and no additional fees will be allowed beyond what is stated hereunder:

	Category
	Set Fee (ex. VAT) In Euro

	Fee Per Case – For first house visit, including                assessment and report and pre-commencement consultation and one follow up consultation with Local Authority Staff/Medical Practitioner, further information clarification and modification of reports.


	€350.00

	Fee Per Case - For second or subsequent House visit on-site (as required following submission of further information or revised medical report), including Assessment and Report.
	€200.00



Where a second Home Visit is required or a report is to be reviewed or amended due to an error/discrepancy, etc. on behalf of the Occupational Therapist, follow up from applicants then no additional fee can be charged.

Invoices should be submitted no later than 15 days from submission of completed reports.

Please note: The Council is obliged to deduct With-holding Tax from all payments for consultancy services.

Payment can take up to 30 days after submission of invoice as per the Accounts Departments policy.   
5 [bookmark: _bookmark15]Instructions to Applicants
5.1 [bookmark: _bookmark16]Queries
An Application means the submission by an Applicant of a completed Qualification Questionnaire and any associated appendices.

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

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

All queries should be submitted on or before 12.00 noon (local time) on Friday 5th September 2025 (12.00 noon) to enable clarifications to be issued to all interested Applicants prior to the initial deadline date for the receipt of applications.

5.2 [bookmark: _bookmark17]Completing the Qualification Questionnaire
When completing the Qualification Questionnaire which is attached to the e-tenders notice as a separate    document, Applicants should note the following conditions:

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

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

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

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

The Qualification Questionnaire must be completed in English or Irish 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.

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

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

If the application is from a consortium / joint venture Applicants must ensure that all the relevant information is provided and, where necessary, 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.

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

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

Applicants are strictly prohibited from discussing any aspect of their application to the Qualification Questionnaire with other Applicants or otherwise exchanging information or colluding in respect of the work. Any Applicant who fails to comply with this requirement may be disqualified.

The Contracting Authority is not responsible for and will not pay for any expense or cost incurred or loss suffered by an Applicant in the preparation or submission of its application or otherwise. Further, the Contracting Authority is not responsible for any travel or accommodation costs incurred by the Applicant unless previously agreed in writing by the Contracting Authority. Each Applicant is fully

responsible for the entirety of all expenses and/or costs it incurs in the presentation or submission of an application or in participating in this process and competition.


5.3 [bookmark: _bookmark18]Submission of Applications
Applications must be submitted electronically via the etenders messaging system on www.etenders.gov.ie only. The subject line of the message should read: ‘Qualification Questionnaire for OT Panel – CCC/001/25)”

All applications submitted in soft copy must be compiled such that they can be read immediately using PDF readers. The closing date for initial work to be awarded under the Panel is Friday 12th September 2025 at 12 noon (local time).

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

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 initial closing date/time if they wish to be considered for the initial work to be awarded under the Panels. After submitting you can still modify and re-send your response up until the response deadline.

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

5.4 [bookmark: _bookmark19]Opening and Evaluation of Applications
Applications will be evaluated in accordance with the selection criteria and minimum rules specified in the Qualification Questionnaire.

5.5 [bookmark: _bookmark20]Clarification of Applications
While not being obliged to seek clarifications from Applicants, the Contracting Authority reserves the right, at its absolute discretion, to ask Applicants for clarification or elaboration of their applications to assist in its evaluation of applications.
However, it is stressed that Cork City Council will not seek clarification where any of the pass requirements set out in the application have not been met.

5.6 [bookmark: _bookmark21]Interference
Any effort by the Applicant to unduly influence the Contracting Authority, relevant agency personnel or any other relevant persons or bodies in the process of examination, clarification, 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.

5.7 [bookmark: _bookmark22]Inducement to Purchase
The Contracting Authority shall be entitled to disqualify an Applicant in one of the following circumstances:
(a) if the Applicant has offered or given or agreed to give to any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do or for having done or forborne to do, any action in relation to the obtaining or execution of this contract award procedure or showing or forbearing to show favour or disfavour to any person in relation to this contract award procedure or any other contract award procedure with the Contracting Authority, or
(b) if like acts have been done by any other person employed by the Applicant or acting on its behalf (whether with or without the knowledge of the Applicant).

5.8 [bookmark: _bookmark23]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 panel member. 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 Electronic Funds Transfer.  Payments will be released no later than 30 days after submission of invoice. Invoices are to be submitted directly to the Accounts Department. 

5.9 [bookmark: _bookmark24]Conflict of Interest
Any conflict of interest involving an applicant (or applicants in the event of a consortium bid) must be fully disclosed to the Contracting Authority. Any registrable interest involving the applicant and the Contracting Authority or employees of the Contracting Authority or their relatives must be fully disclosed in the submission or should be communicated to the Contracting Authority immediately upon such information becoming known to the applicant, in the event of this information only coming to their notice after the submission of a bid and prior to admittance to the panel. The terms ‘registrable interest' and 'relative' shall be interpreted as per Section 2 of the Ethics in Public Office Act, 1995. Failure to disclose a conflict of interest may disqualify an applicant or invalidate an award of contract, depending on when the conflict of interest comes to light.

5.10 [bookmark: _bookmark25]Freedom of Information Act
Applicants should be aware that, under the Freedom of Information Act 2014, information provided by them at any stage during this Competition may be liable to be disclosed. Applicants are asked to consider if any of the information supplied by them in response to this request should not be disclosed because of its sensitivity. If this is the case, applicants should specify the information that is sensitive and the reasons for its sensitivity. The Contracting Authority cannot guarantee that any information

provided by applicants, either in response to this request or while any contract awarded as a result thereof, will not be released pursuant to the Contracting Authority’s obligations under law, including the Freedom of Information Act 2014, EU and Irish Government Procurement Procedures or in response to questions, debates or other parliamentary procedures in or of the Oireachtas (the Irish Parliament). The Contracting 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.

5.11 [bookmark: _bookmark26]Tax Clearance Certificate
It will be a condition of award of contract that the successful panel member shall, for the term of such contract(s), comply with all EU and domestic tax laws. Applicants are referred to www.revenue.ie for further information. Prior to the award of any contract arising out of this competition, the successful Applicant may be required to supply its Tax Clearance Access Number and Tax Reference Number, if not already available, to facilitate online verification of their tax status by the Contracting Authority. By supplying these numbers, the successful Panel member, acknowledges and agrees that the Contracting Authority has the permission of the successful panel member to verify its tax cleared position online.

5.12 [bookmark: _bookmark27]Irish Legislation and Law
Applicants should be aware that national legislation applies in other matters such as Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. Applicants must have regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in delivering contracts awarded to the Contracting Authority.

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

5.13 [bookmark: _bookmark28]Data Protection
Applicants are required to comply with all directions of the Contracting Authority with regard to:
(i) 	the use and application of all and any Confidential Information or data (including personal data as defined in the Data Protection Acts, 1988 and 2003) and the requirements of the General Data Protection Regulation (GDPR).
(ii) 	local security arrangements deemed reasonably necessary by the Contracting Authority including, if required, completion of documentation under the Official Secrets Act, 1963 and comply with any vetting requirements of the Contracting Authority including by police authorities
(iii) comply with the requirements of Data Protection law and such guidelines as may be issued by the Data Protection Commissioner from time to time, including but not being limited to:
· Data Protection Acts, 1988 and 2003, the General Data Protection Regulation (GDPR), and
· All EU requirements arising (including, but not limited to, provisions relating to the processing of data, ensuring the security of data and restrictions on transfers of data abroad) and any legislation and regulations implementing same.

5.14 [bookmark: _bookmark29]Correction of Errors
In general, the following approach will be applied to manifest errors:

· Where there is a discrepancy between amounts in figures and words the amount in words shall apply.
· Where there is a discrepancy between the unit price and the total amount derived from the multiplication of the unit price and the quantity, the unit price as quoted will normally govern.

5.15 [bookmark: _bookmark30]Change in the Composition of an Applicant
The Contracting Authority reserves the right, but is not obliged, to disqualify any Applicant that makes any change to its composition after submission of a Qualification Questionnaire.

5.16 [bookmark: _bookmark31]Notification of Evaluations
All Applicants will be informed of the outcome of their applications following evaluation and any necessary clarifications. Potential outcomes can be:
a) Letter of Intent of admittance to panel.
b) Letter of Regret.
Note: unsuccessful Applicants may re-apply at any time.

5.17 [bookmark: _bookmark32]Policy on Personal Debriefings
Based on the provision of the information to unsuccessful applicants as outlined above and due to resourcing constraints, the Contracting Authority will not be offering individual debriefing meetings to unsuccessful applicants.

5.18 [bookmark: _bookmark33]Replacement Personnel
Notification must be sent in writing as soon as possible to the Contracting Authority on any proposed change of nominated personnel, such change to be subject to the written approval of the Contracting Authority. Replacement personnel must be of equal or better standing that the existing personnel in terms of qualifications and experience.

5.19 [bookmark: _bookmark34]Copyright
The Contracting Authority will be provided with a licence to use the material developed for the programme purely in relation repeat programmes. The copyright of all material developed will reside with the service provider.

5.20 [bookmark: _bookmark35]Brand Names, etc.
Please note in relation to this document; where reference is made to a particular make, source, process, trademark, type or patent, that this is not to be regarded as a de facto requirement. In all such cases, it should be understood that the reference in question is accompanied by the words "or equivalent”.

5.21 [bookmark: _bookmark36]Change in Law
As a condition of award, it shall be the sole responsibility of the Applicant (in the event of being offered work from the Panel) to fulfil 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.

5.22 [bookmark: _bookmark37]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: +353-67-63400).


5.23 [bookmark: _bookmark38]Confidentiality
The distribution of this document is for the sole purpose of obtaining Applicants for the Panel. The distribution does not grant permission or licence to use the documents for any other purpose. Applicants are required to treat the details of all documents supplied in connection with this process as private and confidential.

6 [bookmark: _bookmark39]Assessment
	LEGAL, FINANCIAL AND ECONOMIC CAPACITY

	REF
	PASS/FAIL CRITERIA
	PASS REQUIREMENT

	A1
	Applicant Summary
	Applicants must complete this section.

	
A2
	Tax Compliance
	Note: Applicants must furnish an up-to-date tax clearance certificate or alternatively complete the Self-Declaration Form (A2) providing information regarding their tax compliance.

	
A3
	Insurance Compliance
	Note: Applicants must furnish up-to-date Insurance details or alternatively complete the Self-Declaration Form (A3) providing information regarding their Insurances.

	
A4
	Declarations of Bona Fides
	Applicant must complete, sign and date these declarations. In relation to the Declaration of Bona Fides non-compliant Applicants under any of the headings will be automatically disqualified.

	TECHNICAL AND PROFESSIONAL CAPACITY

	REF
	PASS/FAIL CRITERIA
	PASS REQUIREMENT

	
B1
	Professional Qualification
	Applicants must complete the declaration form (B1) and furnish evidence of their Professional Qualification and membership of the Association of Occupational Therapists of Ireland or other accredited body.

	B2
	CORU
Registration
	Applicants must complete the declaration form (B2) and furnish evidence of their CORU Registration

	

B3
	
Relevant Experience
	Applicants must demonstrate that they have a minimum of 3 years suitable experience and have successfully delivered Occupational Therapy services of a comparable nature and scale by completing the Biographical Summary (B3) confirming their years of experience and outlining details of previous relevant or similar experience.   

	
B4
	Availability & Reporting
	

Applicants must complete the declaration form (B4).






PLEASE COMPLETE THE SEPARATE QUALIFICATION QUESTIONNAIRE – APPENDIX 1
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