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Qualification Questionnaire Document
(Etenders Ref: 7116122
and WWETB Ref: WS25/11)
[bookmark: _Toc1483549]Request to Participate in a Panel 
for the Provision of Past Exam Papers and online Study Support.

[bookmark: _Toc1483550]Tender Procedure: Panel

	 Issue Date:
	Tuesday 2nd December 2025

	 Contact Person for Queries: 
	Therese Ennis, Procurement Officer

	 Contact Details for Queries: 
	Clarifications through eTenders Questions & Answers facility

		Initial Administrative Closing Date 
& Time for Applications – 



	5pm on Friday 19th December 2025
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[bookmark: _Toc1483551][bookmark: _Toc178863670]Instructions for the Completion of the Qualification Questionnaire

Tenderers must ensure they complete this document in full.

Where there is a discrepancy between the contents / instructions in this document and the Request to Participate in a Panel document, the Request to Participate in a Panel document will take precedence.  Please ensure to contact the Contracting Authority in the event of a discrepancy and they may decide to issue an updated Request to Participate in a Panel document. 

Tenderers must follow the instructions contained in this document in relation to attachments, word limits, etc. 

Tenderers must refer to the Request to Participate in a Panel document, for the minimum rules of the competition. 

In relation to self-declared information, the tenderer must, when requested by the Contracting Authority, furnish the evidence of compliance within seven (7) days of the request. 

Applications must be submitted via email to procurementteam@wwetb.ie. Please reference the Etenders reference number and tender title in the subject box of the email -  Etenders Ref: 7116122, WWETB Ref: WS25/11 Request to Participate in a Panel for the Provision of Exam Papers and online Study Support.
Only Applications submitted via email will be accepted.  Applications submitted by any other means (including but not limited to by fax, post or hand delivery) will NOT be accepted.








[bookmark: _Toc1483552]
Introduction

[bookmark: _Hlk177719068]Waterford and Wexford Education and Training Board is issuing a Request to Participate in a Panel for the Provision of Past Exam Papers and online Study Support to Waterford and Wexford Education and Training Board.

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 exam papers and study support to schools and Youthreach centres in Waterford and Wexford Education and Training Board.

The Panel is divided in three lots:

1) Past Exam Papers - Hard copy English version 
2) Past Exam Papers – Hard copy Irish version
3) Past Exam Papers – online Exam Papers and Study Support

The tender is divided into 3 Lots. Tenderers may submit proposals for one or more lots and must be clear on which lots they are tendering for in their response. The minimum contract awarded will be one Lot. The quantities may also vary depending on the funding available.  Tenderers may tender for one or several lots.


WWETB schools and Youthreach Centres will consult with the panel members and choose the most appropriate member(s) based on the following criteria:
1.	Suitability of the proposed exam papers and study support to the curriculum.
2.	Customer Service and Support.
3. 	Ability for bulk provision/transfer soft copies of books on to student devices (online 
              support only).
4.	Ultimate Cost.

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










Please confirm which lots you are tendering for:

	
LOT 1: 
	
Please select if you are tendering for this lot



	Past Exam Papers - Hard copy English version     

	☐

	
LOT 2:
	
Please select if you are tendering for this lot



	
Past Exam Papers – Hard copy Irish version
	☐

	LOT 3
	
Please select if you are tendering for this lot

	Past Exam Papers – Online Exam Papers and Study Support
	☐
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Applicants will either Pass OR Fail each of the Selection Criteria. In the event of one or more of the Selection Criteria achieving a fail, the Applicant will be excluded from participating in this Competition.
Economic and Financial Standing A1 – A5


	



	[bookmark: _Toc178863672]A1: Insurance

	
	Employer Liability
	Public Liability
	Product Liability
	Cyber Liability

	Minimum Limit of Indemnity required by ETBs
	€13,000,000
	€6,500,000
	€6,500,000
	

N/A

	I confirm that we have the following insurances in place:

	Insurance Type
	
Level in Place
	
Details of Any Excess
	
Expiry Date

	Employers Liability
	€
	
	

	Public Liability
	€
	
	

	Product Liability
	€

	
	

	Cyber Liability 
(* lot 3)
	
	
	

	
	AND

	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. 
	Yes/No

	
	AND

	I confirm that I will provide the following promptly on request:
· evidence of insurances in place      or 
· letter from Insurance Broker confirming that the required levels could be put in place if successful 
	Yes/No

	Signed
	





	[bookmark: _Toc178863673]A2: Tax Clearance




(i) Please provide a copy of a valid Tax Clearance Certificate and complete the information below: 

	Valid Tax Clearance Certificate:

	Evidence Attached
	Yes/No

	Appendix Number
	

	Expiry Date:
	









(ii) Alternatively, please provide the following information to enable online verification.

	Tax Registration Number
	

	Tax Clearance Access number
	









(iii) Or - Please provide evidence that a Tax Clearance Certificate has been applied for from The Irish Revenue Commissioners

	Evidence Attached
	Yes/No

	Appendix Number
	








Note: All non-resident companies should apply for a general TCC where tax clearance is required in connection with a Public-Sector Contract (formal or otherwise). 

Both Resident and Non-Resident Tax Clearance Certificate information may be obtained from the Irish Revenue Commissioners http://www.revenue.ie/en/tax/it/forms/webtc1.pdf
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Applicants must provide evidence that their combined turnover relating to the service specified in the Request to Participate in a Panel document for the Provision of Exam Papers and Study Support, has exceeded the amount stated in the following table per annum over the three years (I.E –2021/2022/2023).  

	Yearly Turnover
	2022
	2023
	2024

	€200,000
	
	
	



	Confirm Yes/No
	Yes/No
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The successful Supplier must provide a relevant and satisfactory independent professional opinion (i.e. bank, auditor or accountant) assuring financial capacity to undertake the Call-Off Contract.

	Confirm Yes/No
	Yes/No

	Appendix Number
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The Tenderer must ensure that the security of Personal Data at all times is in line with the Data Protection Acts 1998 and 2003 and guidance issued by the Data Protection Commissioner of Ireland. Tenderers are required to be compliant under the EU General Data Protection Regulation (GDPR) replacing the Data Protection Directive 95/46/EC, which came into effect on 25/05/2018. 

Please provide a copy of your Data Protection Policy.  

Please confirm below that this information has been submitted with your tender response and the Appendix number of the information provided.

	Confirm Yes/No
	Yes/No

	Appendix Number
	














Technical and Professional Ability A6-A11



Please complete the following table(s) with your Company Summary.  If the Tenderer is a grouping, separate information must be completed for each group member.

	[bookmark: _Toc178863677]A6: Company Summary 

	Contact Name:
	

	Address:
	

	Proposed Contract Manager Name:

	

	Proposed Contract Manager Contact Email:
	

	Proposed Contract Manager Contact Telephone/ Mobile:

	

	Company Website (if applicable):
	

	Other Social Media Platform Activities:



	

	Date of Establishment:
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Tenderers must provide an organisation chart and demonstrate access to an appropriate skill set for the type of contract being tendered for. This information will be used to determine if the tenderer has the general capacity to meet the requirements. Include the following in your submission: 

• Staffing Levels of the company. 
• Outline Documented Quality System.
• Address of office from which the service will be provided. 
• Delivery infrastructure.

Please confirm below that this information has been submitted with your tender response and the Appendix number of the information provided.

	Confirm Yes/No
	Yes/No

	Appendix Number
	







In
	[bookmark: _Toc178863679]A8: Internal/External Quality Assurance & Accreditation



Tenderers must confirm satisfactory internal or external quality assurance mechanisms are in place and accreditation attained.

Please confirm below. 

	Confirm Yes/No
	Yes/No
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The successful Supplier must confirm satisfactory staff training procedures are in place and in operation. 

The successful Supplier is required to have policies, procedures and practices in relation to training of staff.

Please confirm below.

	Confirm Yes/No
	Yes/No
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The successful Supplier must confirm they have policies, procedures and practices in relation to Environmental Management.

Please confirm below that this information has been submitted with your tender response and the Appendix number of the information provided.

	Confirm Yes/No
	Yes/No
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The successful Supplier is required to provide details of policies, procedures and practices in relation to the support for schools in the roll-out of online exam papers and study support to their students e.g. school helplines, etc.

Please confirm below that this information has been submitted with your tender response and the Appendix number of the information provided.

	Confirm Yes/No
	Yes/No

	Appendix Number
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Please provide details of three (3) relevant reference sites [must be at least three (3)] where similar goods and services have been provided.  Please complete Tables below.

Please confirm that this information has been completed and submitted with your tender.

	Confirm Yes/No
	Yes/No





	Previous Experience
	Reference 1

	Title of Project:
	

	Client Name & address:

(Note: where name is confidential, please indicate nature / type of client and location)
	

	Client contact person:
	
	Phone no:
	

	Contact E-mail Address:
	

	Annual Value:
	

	Any associated subcontractors
	

	Start Date:
	
	End Date:
	

	Please describe this contract in full

	 Insert, expanding this table as necessary





		 Please outline the extent to which this contract is similar in nature and scale to the Contracting Authority’s current requirements.


Insert, expanding this table as necessary











	Previous Experience
	Reference 2

	Title of Project:
	

	Client Name & address:

(Note: where name is confidential, please indicate nature / type of client and location)
	

	Client contact person:
	
	Phone no:
	

	Contact E-mail Address:
	

	Annual Value:
	

	Any associated subcontractors
	

	Start Date:
	
	End Date:
	

	Please describe this contract in full

	 Insert, expanding this table as necessary





		 Please outline the extent to which this contract is similar in nature and scale to the Contracting Authority’s current requirements.


Insert, expanding this table as necessary










	Previous Experience
	Reference 3

	Title of Project:
	

	Client Name & address:

(Note: where name is confidential, please indicate nature / type of client and location)
	

	Client contact person:
	
	Phone no:
	

	Contact E-mail Address:
	

	Annual Value:
	

	Any associated subcontractors
	

	Start Date:
	
	End Date:
	

	Please describe this contract in full

	 Insert, expanding this table as necessary





		 Please outline the extent to which this contract is similar in nature and scale to the Contracting Authority’s current requirements.


Insert, expanding this table as necessary








[bookmark: _Toc178863684]A13. Please provide detail of the products/services you provide and detail you deem relevant for this contract

	








































A13
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	Community National School

	English

	Gaeilge

	Maths

	S.E.S.E

	Writing 

	Music

	Post Primary School

	Accountancy
	Irish

	Agricultural Science
	Maths

	Art
	Modern Foreign Languages

	Biology
	Music

	Business
	P.E.

	Career Guidance
	Politics & Society

	Careers
	Physics

	Chemistry
	Religion

	Construction
	Science

	CSPE
	Social Education

	Economics
	Spanish

	Engineering
	SPHE

	English
	Technical Graphics

	French
	Technology

	Geography
	VGP

	German
	Wellbeing

	History
	Woodwork

	Home Economics
	






[bookmark: _Toc178863686]
Appendix 2 - Pricing Schedule 


The Pricing Schedule provided in the Excel file attached must be completed.  
Please refer to the Excel document entitled:
Appendix 2 Pricing Schedule

Please submit in excel format.
The relevant Pricing Schedule must be completed in full, totalled, and returned as part of the Application submission. 
Applicants are reminded that the prices/discounts quoted must be all-inclusive, fixed, expressed in Euro, exclusive of VAT and remain valid for a period of twelve months. Prices may be reviewed on the anniversary of the date of establishment of the panel.  A percentage price increase or decrease may be implemented at this time by agreement of both the supplier and the ETBs.
Any particulars and merits should be identified in the comments section.
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Applicant Declaration

TO: Waterford and Wexford Education and Training Board the “Contracting Authority”)
From: [Applicant to insert]
Competition: Request to Participate in a Panel for the Provision of Past Exam Papers and online Study Support to Waterford and Wexford Education and Training Board.

Terms not defined in this Declaration shall have the meaning given to them in the ‘Request to Participate in a Panel for the Provision of Past Exam Papers and online Study Support to Waterford and Wexford Education and Training Board’.

Having examined your Request to Participate in a Panel, including the Instructions to Applicants, Detailed Scope of the Panel and the Evaluation Criteria, we hereby agree and declare the following:
	1.
	We understand the nature and extent of the Goods/Services required to be delivered as described in the Request to Participate in a Panel document.

	2.
	We accept all of the Terms and Conditions of the Request to Participate in a Panel document. We confirm that the information provided in response to this Competition is accurate and complete as at the date set out below.  We understand that the provision of inaccurate or misleading information in response to this Competition could result in the Applicant being excluded from the Panel.

	3.
	We accept all the Evaluation Criteria as set out in Part 6 of the Request to Participate in a Panel document.

	4.
	We agree to supply the Goods/Services in accordance with the Request to Participate in a Panel document.

	5
	We agree that, if awarded any contract pursuant to the Request to Participate in a Panel document that we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social and labour law.

	6.
	We confirm that we have complied with all requirements as set out in the Request to Participate in a Panel document.

	7.
	We confirm that all prices quoted in our response to the Request to Participate in a Panel document will remain valid for the duration of twelve months from the date of establishment of the panel.

	8.
	We shall, if awarded any Goods/Services Contract pursuant to a Panel Agreement, have in place on the Effective Date of the Goods/Services Contract all insurances (if any) as required by Section 6.2 of the Request to Participate in a Panel document.

	9.
	We confirm that all Data Subjects whose Personal Data is provided in our Application have consented to the processing of such Personal Data by us, the Contracting Authority, the Evaluation Team and the supplier of the etenders.gov.ie   website, for the purposes of our participation in this Competition or that we otherwise have a legal basis for providing such Personal Data to the Contracting Authority for the purposes of our participation in this Competition and that we will provide evidence of such consent and / or legal basis to the Contracting Authority upon request.






	SIGNED



(Authorised Signatory)
	Company


	Print name
	Address

	Date
	



[bookmark: _Toc474254482][bookmark: _Toc40274621]Please note that this declaration must be signed by an authorised signatory (for example Director or Partner) of the Applicant or any person with powers of representation, decision-making or control in relation to the Applicant.
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THIS FORM OF TENDER MUST BE COMPLETED AND RETURNED BY ALL TENDERERS. 
Failure to sign this Form of Tender will invalidate the offer.

	To: 
	 Waterford and Wexford Education and Training Board

	From: 
	

	Re: 
	Request to Participate in a Panel for the Provision of Past Exam Papers and online Study Support to Waterford and Wexford Education and Training Board



I/We have examined the Request to Participate in a Panel documentation and hereby offer to provide the services in accordance with the details contained within the Request to Participate in a Panel document.

[bookmark: _Toc460518593][bookmark: _Toc474254483]I/We confirm that I/we 	
· Have read and thoroughly examined the Request to Participate in a Panel document,
· Fully understand the Document and the Client’s requirements,
· Undertake to treat the details of this Request to Participate in a Panel document and any subsequent negotiations as private and confidential,
· Have included all elements necessary for the performance of the specified services, which are either expressly stated in the Request to Participate in a Panel document or contained in any supplementary information or which could reasonably be inferred therefrom,
· Have found no errors, omissions, conflicts or ambiguities in the Request to Participate in a Panel document except those which I/We have brought to the attention of the Contracting Authority before the latest date for submitting queries,
· Will not, if awarded a contract employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.,

	Signed:
	

	Name (in Capital Letters):
	

	On behalf of:	
	

	Address:
	

	Telephone:
	
	Fax:
	

	Email:
	
	Date:
	





[bookmark: _Toc40194691][bookmark: _Toc178863689]Checklist for Request to Participate Submissions


Participants are advised to ensure that their responses include ALL of the following information:



	1.
	Selection Criteria Sections A1 – A12 - MUST be fully completed & all relevant information attached.
	

	

	2.
	Appendix 2 - Pricing Schedule - (Separate Excel Document) MUST be fully Completed & Signed by the Tenderers.
	

	


	3.
	Appendix 3 – Applicant Declaration - MUST be fully completed and signed by the Tenderers.
	

	

	4.
	Appendix 4 - Form of Tender - MUST be fully Completed & Signed by the Tenderers.
	

	

	5.
	Appendix 5 - ESPD
	




	5.
	All other relevant information as required in accordance with this Qualification Questionnaire Document
	




The above checklist is for guidance purposes only; the WWETB will not accept any responsibility for omissions from this checklist.

Tenderers are advised to read all tender documentation and appendices in full in order to provide a comprehensive response.
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