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Provision of Recruitment agency services 

Tender Response Document



	Please insert Tenderer Name below

	






	CONTENTS - Qualification/Selection Criteria  (PASS/FAIL)

	

	MANDATORY

	Standard Tenderer Information

	RFT Appendix 3 - Tenderers Statement

	RFT Appendix 4 - Declaration of Personal Circumstances

	

	RFT 3.1 - Complaint Tenders  (MANDATORY)

	
	ESPD / eESPD

	RFT 3.2 - Selection Criteria (PASS/FAIL)

	3.2. A
	Economic and Financial Standing

	3.2. B (A) 
	Minimum Agency Requirements

	3.2. B (B)
	Minimum Requirement - Previous Proven Experience




	
CONTENTS - Qualitative Award Criteria
	

	
	Element
	Max Marks Available 

	A. 
	Sourcing Model
	300

	B. 
	Contract Management and Reporting
	300

	C. 
	Ultimate Costs
	400







	MANDATORY -  STANDARD TENDERER INFORMATION



	Full Legal Name of Tenderer (Firm)
	Click here and insert details

	Registered Company Address
	Click here and insert details

	
	[bookmark: Text1]Click here and insert details

	
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details

	Legal Status (if any)
(e.g. Partnership, LLP, Sole Trader etc)
	Click here and insert details




	TENDER LEAD

	Contact Name for this Tender
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details





	RFT Appendix 3 – Tenderers Statement

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.




	RFT Appendix 4 - Declaration of Personal Circumstances

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.






	RFT 3.1 – Complaint Tenders  - ESPD / eESPD

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.





	RFT 3.2 A Economic and Financial Standing

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. Tenderers must confirm that all accounts held by the Tenderer are currently in good standing by providing the Contracting Authority with a letter from their principal bankers confirming that all accounts held by the Tenderer are in good standing.

	Tenderers’ Response

	Please include your confirmation here and attach to the relevant letter from your principal banker with your submission.



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	2. Tenderers must confirm by way of a self-declaration that the annual turnover of the Tenderer in each of the last three financial years is equal to or exceeds €1,000,000 (excl. Vat), or alternatively, if the date of establishment was more recent, the average annual turnover of €750,000 (excl. Vat) for each year the Tenderer has been established.

	Tenderers’ Response

	



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	3. Tenderers must submit their current tax clearance details.

	Tenderers’ Response

		Tax Reference Number 
	Click here and insert details

	Tax Clearance Access Number (TCAN)
	Click here and insert details








	RFT 3.2 B(A) Minimum Agency Requirements

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. The Employment Agency Act, 1971 provides that any person carrying on the business of an employment agency must obtain a licence to do so from the Minister for Enterprise, Trade and Employment. 
All employment agencies supplying a service to Cuan must confirm that they comply with this Act and by submitting a copy of its employment agency licence with their. response.

	Tenderers’ Response

	Please confirm you comply with this Act here and attach a copy of your agency license with your submission. 



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	2. Employment agencies must confirm that they comply with all relevant employment laws including but not limited to;
· the European Communities (Protection of Employees on Transfer of Undertakings) Regulations 2003 (S.I. No. 131 of 2003) 
· the Organisation of Working Time Act 1997, 
· the Health, Safety & Welfare at Work Act 2005, 
· Employment Equality Acts 1998 to 2015,
· the Redundancy Payments Act, 1967, 
· the Freedom of Information Act 2014, 
· Protection of Employees (Temporary Agency Work) Act 2012 
· and all other relevant legislation (including taxation law) to ensure that they comply with their statutory obligations.


	Tenderers’ Response

	



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	3. Employment Agencies must provide details of their data protection (in accordance with GDPR, and the Data Protection Acts 1988–2018) and information security measures, including policies, procedures, systems, access controls, data retention practices and any other certifications or protocols in place to safeguard personal information.

	Tenderers’ Response

	






	RFT 3.2 B (B) - SELECTION CRITERIA

	1. PREVIOUS EXPERIENCE 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Tenderers must provide in the Tender Response Document the summary details of three (3) contracts within the last three (3) years in which they have successfully delivered, for Irish Public Sector clients relevant to Cuan scale and the scope of services being sought by this tender as set out in Appendix 1.
Tenderers must ensure that they provide sufficient information to allow the Contracting Authority to judge the similarity of these contracts to the Services being sought by this tender as set out in Appendix 1.
In respect of the three (3) contracts provided, Tenderers must provide a satisfactory reference.  Tenderers must provide the contact names and details for each referee in the Tender Response Document.

Note: The Contracting Authority may contact any or all referees without prior notice being given to the Tenderer.




	PREVIOUS PROJECT/CONTRACT #1



	Name of Project/Contract
	

	Client/Contracting Authority
	

	Public or Private Sector?
	

	Contract Description/ Nature of service
	

	Contract Duration (Start/Finish)
	

	Value (approximate) of the contract
	

	Outcome/results delivered/achieved
	

	Role of the Tenderer in performing the contract
	

	How you consider this contract comparable with the requirements of Cuan in this instance.
	

	Confirmation that the Services were successfully delivered
	

	Name of Client Referee & position within organisation 
	

	Address of Client Referee
	

	Telephone of Client Referee
	

	Email Address of Client Referee
	



..

	PREVIOUS PROJECT/CONTRACT #2



	Name of Project/Contract
	

	Client/Contracting Authority
	

	Public or Private Sector?
	

	Contract Description/ Nature of service
	

	Contract Duration (Start/Finish)
	

	Value (approximate) of the contract
	

	Outcome/results delivered/achieved
	

	Role of the Tenderer in performing the contract
	

	How you consider this contract comparable with the requirements of Cuan in this instance.
	

	Confirmation that the Services were successfully delivered
	

	Name of Client Referee & position within organisation 
	

	Address of Client Referee
	

	Telephone of Client Referee
	

	Email Address of Client Referee
	










	PREVIOUS PROJECT/CONTRACT #3



	Name of Project/Contract
	

	Client/Contracting Authority
	

	Public or Private Sector?
	

	Contract Description/ Nature of service
	

	Contract Duration (Start/Finish)
	

	Value (approximate) of the contract
	

	Outcome/results delivered/achieved
	

	Role of the Tenderer in performing the contract
	

	How you consider this contract comparable with the requirements of Cuan in this instance.
	

	Confirmation that the Services were successfully delivered
	

	Name of Client Referee & position within organisation 
	

	Address of Client Referee
	

	Telephone of Client Referee
	

	Email Address of Client Referee
	








	RFT 3.3 - Award Criteria 

	

Award Criteria A. Sourcing Model



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. Cuan requires an overall service model that is responsive, proactive and ultimately delivers a high-quality outcome for Cuan. Cuan requires tenderers to set out a clear and robust sourcing model. This model should address the proposed recruitment and screening process to be provided. Details of the proposed data base and talent pipeline are essential and must be addressed. 

2. Cuan requires flexibility and discretion regarding the termination of placements/assignments including early termination provided reasonable notice is provided to the employment agency.

3. Tenderers should address their approach to contract duration ending. This includes their approach to staff working with the contracting authority at the end of the contract period. 

4. Tenderers should provide details of their resource deployment and capacity to deliver the required services to Cuan. This should detail the number of candidates that they typically submit for a vacancy and their procedures that ensure that each submitted candidate has the right to work in Ireland. Tenderers should provide full details on the number of active candidates they maintain on their database and how this will be sustained and continue to be relevant for the duration of this contract.

5. Tenderers should describe in detail their sourcing methodology from receiving a job specification through to placement that will ensure the provision of high calibre and diverse candidates to meet the Cuan requirements set out in Section 1 of this RFT.  This information should include advertising, reference checking, educational qualification checking, right to work confirmation and shortlisting processes.  It should also include their approach to non-standard recruitment where there is a requirement for a difficult to source skill sets or candidate experience.

6. Tenderers should describe in detail how it engages self-employed contractors and agency workers that may be placed with Cuan including its contractual arrangements in place, policies and procedures relevant to their staff and how the tenderer manages its staff while they are placed with Cuan. This should include its process for handling complaints (for example grievance complaints, bullying, harassment, sexual harassment), its process for dealing with holidays, sick leave and time off and any issues around particular supports that might be required for its staff while placed with Cuan.  

7. Tenderers should detail their quality processes for ensuring appropriate supports are in place for all staff, particularly those who may require accommodations.  

8. Tenderers should also demonstrate how they ensure there is no conflict of interest for the worker or Cuan before the assignment starts. 

9. Tenderers should describe the process for dealing with a potential data breach by its staff and how it would ensure staff protect Cuan’s confidential information. 

10. Tenderers should set out the process for monitoring placement/assignment duration, handling renewals and extensions, and termination which includes early termination of assignment.

11. Tenderers should give Cuan assurances that they have a secure robust digitalised system in place to ensure the delivery of a quality services with the capability of generating reports to Cuan on a regular basis. 


	






Tenderers’ Response




	








B1. QUAQUALITY & RELEV
	

Award Criteria B – Contract Management and Reporting

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Cuan requires tenderers to demonstrate a robust contract management and reporting process that will ensure successful delivery of the service including communications, reviews and reporting.  Tenders are required to address both the management and operational services to support this contract. Tenders must provide an organisational chart to support the contract and complete the CV template included in the TRD for the key personnel involved in the agency services delivery. 

Cuan requires a minimum of two (2) key roles;  
1. An Account Manager is to be provided who operates at Management Team level of the company. This nominated role must provide comprehensive access to Cuan and can immediately address and resolve any service difficulties. Performance contract metrics and performance measures that will be provided for this contract and how they propose to address any potential conflicts of interest their company may have due to existing contracts with other clients.
2. A nominated Operations Liaison Manager to coordinate the sourcing and supply of candidates across the various specialisms. Cuan will expect monthly reporting on activity performance and timely projections for staff to be in situ and at a minimum quarterly contract management meetings.  
The nominated Operations Liaison Manager will be a dedicated single contact point to deal with all daily operational issues including;
· The day-to-day management, status updates of the Contract and any engagements thereunder
· Preparing financial statements and any other reports to Cuan as required
· Fully engaging in resolving any issues or disputes arising
· Ability to attend meetings with personnel from Cuan at any of its three offices at short notice
· Meeting client requests at short notice (e.g. cover for unplanned sick leave)
· Providing monthly reports in relation to the services provided to Cuan
· Arranging contract review meetings with Cuan
· Proposed payment / invoicing processes. Invoices should be accompanied by supporting time sheets that have been appropriately authorised
                         
3. In addition to the two key roles above, the tenderer must outline the number of consultants that will support the Cuan across the areas listed in the table in RFT titled – “High Level Description of Sourcing requirements for Cuan”. 
                                                    
4. Tenderers must also address the following in their submission:
· reliability and continuity of services required throughout the term of any Contract
· policies and procedures for customer service which will be utilised
· the tenderer’s complaints handling procedure and escalation processes

	



Tenderers’ Response




	
































CE OFEA PR
	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Please list the Key Personnel who you propose will be directly involved in delivering the required services – no more than four staff 


	Name
	Job Title
	Proposed Role

	Click here and insert name
	Click here and insert Job Title
	Account Manager

	Click here and insert name
	Click here and insert Job Title
	Operations Liaison Manager



ANCE OFEA PROPOSEDLITY OF APPROACH TO SERVICE DE


LIVERY


	
BIOGRAPHICAL SUMMARY TEMPLATE 



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	This template should be completed for each of the Key Personnel who you propose will be directly involved in delivering the required Services




	SUMMARY DETAILS

	Name
	Click here and insert response

	Position 
	Click here and insert response

	Role 
	Account Manager

	# of Years in Industry
	Click here and insert response

	EDUCATIONAL & PROFESSIONAL QUALIFICATIONS

	Description of Qualification
	Year Obtained 
	Accreditation Body

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	EMPLOYMENT RECORD

	Employer 
	Period
	Position and Key Expertise

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	KNOWLEDGE & EXPERIENCE

	Please describe (in no more than 200 words) this individuals specialist knowledge and expertise

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	We are seeking to establish if this individual has the knowledge and expertise to deliver the services required.

	Click here and insert response

	MEASURABLE ACCOMPLISHMENTS

	Please describe (in no more than 200 words) this individuals measurable accomplishments

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	We are seeking to establish what are the relevant achievements of this individual and how have these achievements been measured

	Click here and insert response




OPO
	SUMMARY DETAILS

	Name
	Click here and insert response

	Position 
	Click here and insert response

	Role 
	Operations Liaison Manager

	# of Years in Industry
	Click here and insert response

	EDUCATIONAL & PROFESSIONAL QUALIFICATIONS

	Description of Qualification
	Year Obtained 
	Accreditation Body

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	EMPLOYMENT RECORD

	Employer 
	Period
	Position and Key Expertise

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	KNOWLEDGE & EXPERIENCE

	Please describe (in no more than 200 words) this individuals specialist knowledge and expertise

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	We are seeking to establish if this individual has the knowledge and expertise to deliver the services required.

	Click here and insert response

	MEASURABLE ACCOMPLISHMENTS

	Please describe (in no more than 200 words) this individuals measurable accomplishments

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	We are seeking to establish what are the relevant achievements of this individual and how have these achievements been measured

	Click here and insert response



SEDLITY OF APPROACH TO SERVICE DE



	

Award Criteria D. Costs 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Ultimate Costs (400 Marks / 40%).
Tenderers must confirm that the margin quoted in the Tender will remain open for acceptance for 6 months from the tender deadline and fixed for the term of the contract, including extensions. 

Tenderers should set out a single daily rate margin that is to be applied for all resources that are successfully sourced for the Contracting Authority.  If Tenderers have a tiered pricing structure, they must give one margin that will hold for all resource price ranges.  
The daily rate margin must include all costs charged to the Contracting Authority by the Employment Agency for the fulfilment of the Services.  The quoted margin must hold for the entire duration of a contract resulting from this tender.

For clarity, the daily rate margin referred to above, when applied to an individual resource is calculated as follows: 

	Margin =
	Cost to Contracting Authority – Cost to Employment Agency
Cost to Contracting Authority
	x100



· “Cost to Contracting Authority” is defined as the amount the Employment Agency charges the Contracting Authority per day for resources.
· “Cost to Tenderer” is the amount the Tenderer pays per day for the resources.
For example, where the Margin is quoted as 5%, this is to be interpreted as the Employment Agency retains 5% of the 100% paid by the Contracting Authority to the Employment Agency, and resources are paid 95% by the Employment Agency. 

Formula to be applied to the proposed margins for evaluation purposes:
	Cost Score
	=
	Lowest Tendered Rate
______________________
Tendered Rate under evaluation
	x
	Maximum Number of Marks Available






	

Tenderers
Response




	



Please indicate your single daily rate margin in the box below
	Daily Rate Margin %

	



Please provide detailed breakdown, based on a worker with 23 days’ holiday and per hour pay rate:

	Candidate Pay per hour
	Statutory Costs (PRSI and Holiday Pay, Pension etc)
	Total Cost to provider
	Margin 
	Total Cost to Cuan

	€
	€
	€
	€
	€
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