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Qualification Questionnaire 

for the Establishment of a 

 Recruitment Agency Panel

For Horse Racing Ireland and Subsidiaries


NOTE: This is the Annual readvertisement of the New 
Recruitment Agency Panel
for Horse Racing Ireland and Subsidiaries. This document is for new agencies requesting to join the panel.
.

Note: No action is required for Agencies already on the Panel.




Deadline Date for Receipt of Completed Questionnaires:  Thursday 30th July 2026 at 12.00 noon.
Please note that information relating to this Questionnaire, including any 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 Horse Racing Ireland cannot accept responsibility for information relayed (or not relayed) via third parties. All queries and requests for clarification must be made via the eTenders website; direct e-mail queries will not be responded to.


1   Qualification Questionnaire for the Establishment of a Recruitment Agency Panel to Horse Racing Ireland & Subsidiaries

[bookmark: _Toc234416299]DISCLAIMERS

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.

Candidates are recommended to read the documents thoroughly.  While all reasonable steps have been taken to ensure that the information set out in the documents 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 documents or otherwise provided by or on behalf of Horse Racing Ireland (hereinafter ‘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 Contracting Authority 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. 

No commitment of any kind, contractual or otherwise shall exist unless and until a formal written contract has been executed by or on behalf of Horse Racing Ireland.  Any notification of success by the Contracting Authority shall not give rise to any enforceable rights by the tenderer. Horse Racing Ireland may cancel this public procurement process at any time prior to a formal written contract being executed by or on behalf of Horse Racing Ireland.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
Without prejudice to the principle of equal treatment, Horse Racing Ireland are not obliged to engage in a clarification process in respect of questionnaires with missing or incomplete information. Therefore, candidates are advised to ensure that they return FULLY COMPLETED questionnaires in order to avoid the risk of elimination from the competition.

Please note in relation to this document; where reference is made to a particular make, source, Software Programme, process, trademark, type, or patent that this is not the 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”.
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[bookmark: _Toc234416301]SECTION 1 – BACKGROUND AND SCOPE OF THE SERVICE

1.1	About the Contracting Authority

Horse Racing Ireland (HRI) was established by the Irish Government under the Horse and Greyhound Racing Act 2001. It is a commercial semi-state body that took over the functions previously carried out by the Irish Horse Racing Authority and is responsible for the promotion, development, and administration of Irish horse racing. HRI subsidiaries include Irish Thoroughbred Marketing Ltd (ITM), Tote Ireland Ltd and the HRI Racecourse Division. HRI headquarters are located in Ballymany, Newbridge, Co Kildare.

1.2	Background to the Requirement
Horse Racing Ireland operates a recruitment policy whereby most vacancies across the HRI Group are advertised and filled directly by the Human Resources (HR) department.   
On occasion it may be decided, because of a speciality role or because initial advertising did not reach the desired target market, to engage with recruitment agencies.
HRI are now seeking expressions of interest from suitably qualified recruitment agencies for inclusion on a Recruitment Agency Panel to work on roles as required. 

To this end recruitment agencies interested in joining the panel should complete the attached qualification questionnaire.


[bookmark: _Toc234416302]
SECTION 2 – ABOUT THE PANEL

The Recruitment Agency Panel will be for a period of 4 years and re-advertised in August of each year at which point new applications will be considered and evaluated against the selection criteria in this document. During this time recruitment agencies may apply to be included or may exclude themselves from the panel. 
This section provides an outline of the key objectives and requirements that should be considered in the response. Only those meeting the requirements as set out in this document will be added to the panel.
2.1	Each agency on the panel should have expertise in at least one of the categories listed in Appendix II Categories of Recruitment for HRI and Subsidiaries.
In applying to join the panel each agency should indicate which recruitment category or categories they recruit for.  See Appendix II below. 
2.2	Salary Rates
To be accepted onto the panel, recruitment agencies must enter compensation at the following salary ranges.

a. Salaries up to €25k  -12%
b. Salaries up to €45k  - 15%
c. Salaries up to €65k – 20% 
d. Salaries above €65k – 25% 
See Appendix III Declaration of Salary Rates

Recruitment agencies must agree to 0 - 3-month refund and specify the refund rate should a candidate cease employment for any reason, from 3 to 6 months. It is envisioned that rates will be reviewed every 12 months of the qualification system.

	Refund % up to 3 months.	
	80%

	Refund % 3 to 6 Months.
	50%



Between 0 – 6 months’ probation period if the candidate leaves voluntarily or experience and qualification is not as described or provides substandard performance Horse Racing Ireland would expect a refund of placement fee. 
2.3	Curriculum Vitae Submissions
a. Agencies should only submit Curriculum Vitae (CV) when requested to do so for a specific role. Unsolicited CV submissions may result in agencies being removed from the panel.
b. Agencies are requested to submit CVs within the timeframe allocated for the receipt of CVs.
c. Where agencies have been unable to produce suitable CVs within the timeframe, HRI reserve the right to extend the timeframe for receipt of CVs where the recruitment process allows for an extension, or to engage with any other agency outside the panel.
d. Suitable CVs are those CVs that HRI would consider interviewing for the role in question.
e. Continuous submission of unsuitable CVs (where CVs have been requested) may result in agencies being removed from the panel.
f. Communication with the recruitment manager/HR office will be as follows.
g. initial vacancy details will be issued via Occupop. 
h. any clarifications required should be queried via email and responses will be shared via email or Occupop. 
i. HRI reserve the right to engage with any agency outside the panel where we feel a particular role is not an area within the competencies of the agencies on the panel.
j. On successful placement of a candidate, where requested by HRI, agencies should collect references for the successful candidate.
k. Agencies are requested to have met all applicants before an applicants’ CV is submitted.
l. Submitted CVs must be pre-screened specifically for the role in question.
m. Submitted CVs must be reviewed and formatted as appropriate to ensure any questions in relation to timelines/gaps in CVs/short terms roles etc are addressed and can be qualified on submission of the CV – the expectation is that any submitted CVs are fit to be reviewed for the specific role in question and should not require clarification of basic details.

2.4 Operation of the Panel

a. A job description and any relevant additional information will be issued to the provided contact for each agency depending on the specifics of the role.  For example, a vacancy for an accountant will only issue to those agencies on the panel who recruit within the finance area.
b. A deadline will be given for the submission of suitable CVs.
c. All CVs must be submitted via Occupop. 
d. CVs will be reviewed, and feedback provided, where possible within 1 month of receipt of CVs.
e. All agencies submitting CVs will be notified of the following circumstances.
f. The extension of deadline for submission of CVs
g. A decision to engage with an agency outside the panel (this does not prevent panel agencies from continuing their search for suitable candidates)
h. On appointment of a successful candidate


[bookmark: _Toc234416303]
SECTION 3 - INSTRUCTIONS TO CANDIDATES
[bookmark: _DV_C182]
3.1	In order to assist Horse Racing Ireland in assessing the extent to which a candidate meets the qualification criteria, candidates are required to provide all of the information requested in the relevant qualification questionnaire in Appendix I of this document.

3.2 It is emphasised that the information requested in the questionnaire is aimed solely at determining the degree to which candidates meet the financial, economic, and technical competency requirements necessary for progression to the panel. 

3.3 Candidates are permitted to add lines to the pro-forma tables and boxes set out in the following Appendices. However, candidates are advised to ensure that their responses are relevant and specific in nature.

3.4 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 retain the original currency.

3.5 Failure to provide a sufficient level of detail or to explain adequately any relevant matters may result in such data or information not being considered in the assessment process.

3.6 Candidates for qualification may include individuals, partnerships, limited companies, temporary groupings, or any combination of the foregoing with or without legal personality. 

3.7 Candidates are reminded that they may rely on the resources of other entities in order to meet the qualification requirements, on condition that candidates can prove to the satisfaction of Horse Racing Ireland that they will have these resources at their disposal when necessary.

3.8 If the submission concerns a temporary grouping, candidates are required to complete the qualification questionnaire in Appendix I of this document separately for each party. The temporary grouping must appoint a single member who will assume overall responsibility for delivery of supplies, and who is authorised to enter into and sign the contract on behalf of all members. Horse Racing Ireland will not act as an arbitrator between members of such a grouping. If successful in the competition, the grouping in question will be expected to establish itself as a legal entity, with each party being jointly and severally liable, prior to entering into any contract.

3.9 A candidate’s progression to the panel is strictly conditional upon proving and maintaining full tax compliancy. The award and continued operation of this contract will be contingent upon the successful tenderer maintaining tax compliancy for the duration of this contract. 

3.10 Evidence of current insurances in the form of a statement from your insurers will need to be provided prior to any award.

3.11 Candidates are expressly and strictly prohibited from discussing any aspect of their response to the qualification questionnaire with other candidates or otherwise exchanging information or colluding in respect of the project. Any candidate failing to comply with this requirement may be disqualified.

3.12 The Contracting Authority reserves the right to request clarification of any matter set out in a response to the qualification questionnaire, or to request additional information from a candidate after the deadline date for the submission of qualification questionnaires. However, Horse Racing Ireland is not obliged to seek clarification in respect of questionnaires with missing or incomplete information. 

3.13 Horse Racing Ireland is subject to the Freedom of Information Act 2014. Should you wish any of the information supplied by you not to be disclosed because of its sensitivity, you should, when providing the information, identify same and specify the reasons for its sensitivity. Horse Racing Ireland will take this into consideration if it receives a request for disclosure, and may consult with you, but may decide to disclose the information despite your view. It is not sufficient to include a general statement that all your information is confidential or commercially sensitive.

3.14 Horse Racing Ireland do not warrant or represent that this document, or any other information given to candidates, is accurate or complete. No liability is accepted for any error, misstatement, or omission (negligent or otherwise) in this document, or in any other information given to candidates.

3.15 This document is not a contract, or part of a contract, or an offer to make a contract.

3.16 All information provided by candidates in response to this qualification questionnaire will be considered binding and may be relied upon by Horse Racing Ireland for the purposes of entering into a contract at the conclusion of this competitive process. 

3.17 Any contract entered into at the conclusion of this competitive process will be governed by Irish law.

3.18 No liability will be accepted for candidates' costs in connection with the procurement procedure, irrespective of the outcome, whether or not the procedure is cancelled or postponed. 

3.19 All queries in relation to the questionnaire must be made via the eTenders website / Irish Government Procurement Opportunities Portal (www.etenders.gov.ie). Responses will be circulated only to those candidates that have registered an interest in this notice on the eTenders site. The identity of the person making the query will not be disclosed when circulating the response. 

3.20 All queries should be submitted by close of business on Thursday 23rd July 2026 to enable the issue of responses to all interested candidates prior to the deadline date for the receipt of applications.

· The deadline date for the receipt of completed questionnaires is Thursday 30th July 2026 at 12.00 noon.. The completed questionnaire can be submitted via the electronic post box available on www.etenders.gov.ie. Please note that there is a maximum of 10MB for each document sent to the eTenders post-box. Please be advised to allow for upload time. The Contracting Authority is not responsible for the corruption in electronic documents. It is the tenderers responsibility to ensure that the submitted electronic documents are not corrupt. 

Please note that, e-mailed or faxed questionnaires will not be considered.
[bookmark: _Toc373505842]
[bookmark: _Toc373505768][bookmark: _Toc373505769][bookmark: _Toc373505770][bookmark: _Toc373505771][bookmark: _Toc234416304]PANEL QUALIFICATION QUESTIONNAIRE

	THE PROVISION OF RECRUITMENT AGENCY PANEL TO HORSE RACING IRELAND 

	REF
	PASS / FAIL CRITERIA
	PASS REQUIREMENT

	A1
	Candidate Summary / Company Profile
	Candidates must answer this section in full. Candidates must demonstrate that their core service offering corresponds to the Contracting Authority’s requirements under this competition.

	A2
	Declaration Statutory Obligations
	Candidates must answer this section in full. Candidates must confirm they are fully compliant with the following legislation, or equivalent legislation in our country of establishment/operation:

	A3
	Tax Compliance
	Candidates must demonstrate tax compliancy within the Republic of Ireland by providing their relevant Tax Reference Number and Access Number for the Contracting Authority to validate their tax compliancy. Alternatively, a copy of a current and valid tax clearance certificate or evidence that such a certificate has been applied for can be provided.

	A4
	Insurances
	Candidates must demonstrate, by way of the provision of insurance certificates, possession of the levels and forms of insurance specified. Alternatively, candidates must demonstrate, by way of the provision of a broker’s letter, that the forms and levels specified can be put in place if successful in the competition. 

	A5
	Declaration of Bona Fides
	Candidates must complete, date and sign this declaration. Non-compliance under any heading will result in the automatic disqualification of the candidate in question.

	A6
	Previous Experience 
	Candidates must demonstrate that they have successfully delivered four projects of a comparable nature and scale to the Contracting Authority’s current requirements in the previous three years.

	A7
	Quality Assurance Measures
	Candidates must demonstrate that they have in place sufficiently rigorous measures to ensure they are suitably qualified and to ensure the delivery of a quality service.

	A8
	GDPR Compliance
	Candidates must confirm that their policies and practices are up to date in accordance with GDPR requirements.






[bookmark: _Hlk174010659]A1	CANDIDATE SUMMARY / COMPANY PROFILE
Weighting: Pass / Fail only
Pass requirement:  Candidates must answer this section in full.  








	Candidates Name
	 

	Company Number
	 

	Address:
	

	 
	

	 
	

	 
	

	Contact
	 
	Telephone
	 

	Date of Establishment
	 
	Email
	 

	Legal Status
	 
	Fax
	 

	Detailed range of services provided
	

	 
	

	
	

	
	

	
	

	
	

	
	

	
	

	Organisational chart (tick if attached)
	 
	Date
	





	INFORMATION RE: GROUPING

	Is the candidate a group of economic operators?
	



If you have answered ‘yes’ to the above question, please provide the following information:

	Name of lead member of group
	

	Name of group member
	Portion of project to be delivered
	Separate questionnaire enclosed? (tick)

	1.
	

	

	2.
	

	

	3.
	

	



NOTE:  Each group member proposed must complete this questionnaire in its entirety. In the event that the Contracting Authorities have not been provided with sufficient information to verify the technical and economic capacity of sub consultants, the procurement rules permit the Contracting Authorities to preclude their use and, if necessary, to eliminate the group as a whole.



[bookmark: _Toc523750610]


















	A2	 Declaration Statutory Obligations
Weighting: Pass / Fail only
Pass requirement:  Candidates must answer this section in full.  
We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment/operation:
	YES
	NO

	1. 
	Employment Equality Acts 1998-2011 
	
	

	1. 
	Equal Status Acts 2000-2011
	
	

	1. 
	National Minimum Wage Act 2000 as amended 
	
	

	1. 
	Organisation of Working Time Act 1997 as amended
	
	

	1. 
	Safety, Health and Welfare at Work Act 2005 and Safety, Health and Welfare at Work (General Application) Regulations 2007
	
	

	1. 
	Disability Act 2005
	
	

	1. 
	Regulation (EU) 2016/679 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, the Data Protection Act, 2018
	
	

	1. 
	We further confirm that all Data Subjects whose Personal Data is provided in our Tender 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.
	
	

	1. 
	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	
	

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

	Name of Tenderer
	

	Name of Authorised Signatory
	

	Position
	

	Signature
	




A3	TAX COMPLIANCE
Weighting: Pass / Fail only
Pass requirement:  Candidates must demonstrate tax compliancy within the Republic of Ireland by providing their relevant Tax Reference Number and Access Number for the Contracting Authority to validate their tax compliancy. Alternatively, a copy of a current and valid tax clearance certificate or evidence that such a certificate has been applied for can be provided.








(i) 	The Contracting Authorities can verify your tax compliancy through Revenue’s online facility (https://www.revenue.ie/itp/view.jsp). To this end, please provide the following information:

	Tax Reference Number
	(Insert)

	Access Number
	(Insert)

	Do you grant the Contracting Authority permission to verify your tax position online?
	(Insert)

	Signature
	(Insert)



Tax Compliancy will be verified using the provided details. In the event that the candidate is not validated, the Contracting Authority will issue a notice to the candidate to attain tax compliancy within the next 10 working days. If tax compliancy cannot be attained within the 10 days, the candidate will be precluded from moving forward in this competition.

(ii)	Alternatively, please attach a current and valid tax clearance certificate to your submission, specifying here the appendix number or page at which it is contained:

	Appendix No. / Page:
	(Insert)




Candidates are informed that any self-declared information must be factually correct. All self-declared information will be verified prior to progress to the next stage of the competition. In the event that this verification process reveals that misleading or inaccurate information has been provided, your submission will be rejected from further consideration. Moreover, you may be precluded, at the discretion of the Contracting Authority, from participating in future competitions.



A4	INSURANCES
Weighting: Pass / Fail only
Pass requirement:  Candidates must demonstrate, by way of the provision of insurance certificates, possession of the levels and forms of insurance specified. Alternatively, candidates must demonstrate, by way of the provision of a broker’s letter, that the forms and levels specified can be put in place if successful in the competition.
Employer’s Liability Insurance: €12.7m in any one occurrence 
Public Liability Insurance: €6.5m in any one occurrence
Professional Indemnity Insurance: €500k in any one occurrence
Cyber liability Insurance: €1 Million in any one occurrence














(i) 	Please attach current and valid certificates of insurance, specifying here the appendix number or page at which these are contained:

	Appendix No. / Page:
	(Insert)



(ii) 	Alternatively, please attach a broker’s letter attesting to the fact that these forms and levels of insurance can be put in place if successful in the competition, specifying here the appendix number or page at which the broker’s letter is contained:

	Appendix No. / Page:
	(Insert)




  















A5	DECLARATION OF BONA FIDES
Weighting: Pass / Fail only
Pass requirement:  Candidates must complete, date, and sign this declaration. A non-compliance under any heading will result in the automatic disqualification of the candidate in question.



	To:
	Horse Racing Ireland & Subsidiaries

	From:
	Insert

	Competition:
	Qualification Questionnaire for the Establishment of a Recruitment Agency Panel

	QUESTION
	YES
	NO

	
	Please 

	1.
	The Tenderer is bankrupt or is the subject of insolvency or winding-up proceedings, where its assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended, or it is in any analogous situation arising from a similar procedure under national laws and regulations.
	
	

	2.
	The Tenderer is the subject of proceedings for a declaration of bankruptcy, for an order for compulsory winding up or administration by the court or for an arrangement with creditors or of any other similar proceedings under national laws and regulations.
	
	

	3.
	The Tenderer, a director or Partner, has been convicted of an offence concerning his professional conduct by a judgement which has the force of res judicata or been guilty of grave professional misconduct in the course of their business.
	
	

	4.
	The Tenderer has not fulfilled its obligations relating to the payment of taxes and/or social security contributions in Ireland or any other State in which the tenderer is located.
	
	

	5.
	The Tenderer, a director or Partner has been found guilty of fraud.
	
	

	6.
	The Tenderer, a director or Partner has been found guilty of money laundering.
	
	

	7.
	The Tenderer, a director or Partner has been found guilty of corruption.
	
	

	8.
	The Tenderer, a director or Partner has been convicted of being a member of a criminal organisation.
	
	

	9.
	The Tenderer, a director or Partner has been found guilty of terrorist offences or offences linked to terrorist activities.
	
	

	10.
	The Tenderer, a director or Partner has been found guilty of child labour and other forms of trafficking in human beings.
	
	

	11.
	The Tenderer has been guilty of serious misrepresentation in providing information to a public buying agency.
	
	

	12.
	The Tenderer, a director or Partner is not restricted as a company director as a result of an indictable offence.
	
	


THIS FORM MUST BE COMPLETED AND SIGNED BY A DULY AUTHORISED OFFICER OF THE CANDIDATE’S ORGANISATION

I certify that the information provided above is accurate and complete to the best of my knowledge and belief. I understand that the provision of inaccurate or misleading information in this declaration may lead to my organisation being excluded from participation in this and future competitions.

	SIGNATURE
	(Insert)
	Date
	(Insert)

	Name
	(Insert)
	Position
	(Insert)

	Telephone
	(Insert)
	Email
	(Insert)





A6	PREVIOUS EXPERIENCE
Weighting: Pass / Fail only

Pass requirement: Candidates must demonstrate that they have successfully delivered four projects of a comparable nature and scale to the Contracting Authorities’ current requirements in the previous three years.








Please complete the following tables in full, ensuring that sufficient information is provided to permit an assessment of the comparability of projects listed to the Contracting Authorities’ current requirements. Please note that the Contracting Authorities reserve the right to contact listed parties directly and without further reference to the candidate in order to clarify or verify the information provided in response to this criterion. All tables may be expanded as necessary.

	Client No. 1 - Name
	 

	Comprehensive description of contract delivered
	 

	Indication of how contract is comparable with the subject matter of this competition
	 

	Approx. annual value (€)
	 
	 
	 

	Start Date
	 
	End Date
	 

	Reference name and contact no.
	 



	Client No. 2 - Name
	 

	Comprehensive description of contract delivered
	 

	Indication of how contract is comparable with the subject matter of this competition
	 

	Approx. annual value (€)
	 
	 
	 

	Start Date
	 
	End Date
	 

	Reference name and contact no.
	 





	Client No. 3 - Name
	 

	Comprehensive description of contract delivered
	 

	Indication of how contract is comparable with the subject matter of this competition
	 

	Approx. annual value (€)
	 
	 
	 

	Start Date
	 
	End Date
	 

	Reference name and contact no.
	 



	Client No. 4 - Name
	 

	Comprehensive description of contract delivered
	 

	Indication of how contract is comparable with the subject matter of this competition
	 

	Approx. annual value (€)
	 
	 
	 

	Start Date
	 
	End Date
	 

	Reference name and contact no.
	 




Note: Candidates are advised to ensure previous projects are sufficiently detailed in order to allow the evaluation panel to make an informed decision to the comparability of the nature and scale to the project in question. 




A7	Quality
Weighting: Pass / Fail only
Pass requirement: Candidates must attach evidence of a third-party accredited quality policy of relevant scope or, alternatively, must detail an internal quality assurance policy that is sufficiently rigorous to ensure the delivery of a high-quality service for the duration of the contract.




(a) [bookmark: _Toc453590406][bookmark: _Toc234416305]Please provide a copy of your organisation’s quality policy.

	(Expand if necessary)












A8	GDPR Compliance
Weighting: Pass / Fail only
Pass requirement: Candidates are required to confirm using the table below their policies and practices are compliant in accordance to up to date GDPR requirements, and to confirm that all GDPR requirements shall be adhered to throughout the lifetime of the contract.




(a) [bookmark: _Toc234416306]Please provide a copy of your organisation’s quality policy.


	[bookmark: _Toc234416307]I / we confirm that all policies and practices relating to this contract are compliant in accordance with up-to-date GDPR requirements, and confirm that these requirements shall be adhered to throughout the lifetime of the contract
	[bookmark: _Toc234416308]Yes
	[bookmark: _Toc234416309]No

	
	
	





	SIGNATURE
	(Insert)
	Date
	(Insert)

	Name
	(Insert)
	Position
	(Insert)

	Telephone
	(Insert)
	Email
	(Insert)





[bookmark: _Toc234416310]
APPENDIX I	Not Used 
Requirement:  N/A

[bookmark: _Toc234416311][bookmark: _Toc234416312]APPENDIX II CATEGORIES OF RECRUITMENT FOR HRI AND SUBSIDIARIES
[bookmark: _Hlk174098274]APPENDIX II	CATEGORIES OF RECRUITMENT FOR HRI AND SUBSIDIARIES
Requirement:  Interested parties should indicate in the below, by way of a Yes or No, as to whether they can provide the categories of recruitment required.  








	Categories
	YES or NO

	1.
	Finance
	

	2.
	General – Admin/PA/Reception
	

	3.
	HR
	

	4.
	IT
	

	5.
	Marketing
	

	6.
	Procurement (Public)
	

	7.
	Sales
	

	8.
	Technical – Projects/Technical People

	




	SIGNATURE
	(Insert)
	Date
	(Insert)

	Name
	(Insert)
	Position
	(Insert)

	Telephone
	(Insert)
	Email
	(Insert)




[bookmark: _Toc234416313][bookmark: _Toc234416314]APPENDIX III DECLARATION OF AGREED RATES    
[bookmark: _Hlk174098258]APPENDIX III	DECLARATION OF AGREED RATES
Requirement:  In order to be accepted onto the panel, recruitment agencies must agree to be compensated at the following rates:








Agreed payment Rates:


	
	Maximum Salary Rates

	a.
	Salaries up to €25k – 12%


	b.
	Salaries up to €45k – 15%

	c.
	Salaries up to €65k – 20%

	d.
	Salaries above €65k – 25%















Agreed Refund Rates: 


	Refund % 0 - 3 month.	
	80%

	Refund % 3 to 6 Months.
	50%




I agree that ………………………………………………………. (Company name) can meet the above maximum salary rates.

	SIGNATURE
	(Insert)
	Date
	(Insert)

	Name
	(Insert)
	Position
	(Insert)

	Telephone
	(Insert)
	Email
	(Insert)














[bookmark: _Hlk174009714][bookmark: _Hlk174091523][bookmark: _Toc234416316]APPENDIX IV – SERVICE LEVEL AGREEMENT[bookmark: _Toc234416315]APPENDIX IV Service Level Agreement
APPENDIX IV	Service Level Agreement. 
Requirement:  Candidates must complete the highlighted sections and accept the terms of this agreement.  No modification to terms will be accepted.  This agreement will only become effective once a letter of acceptance is issued by the contracting authority.









[bookmark: _Hlk174009428]
[bookmark: _Toc234416317]SERVICE LEVEL AGREEMENT

This Service Level Agreement is made by and between – 

(A) Horse Racing Ireland (HRI) or (Contracting Authority)

And

(B)     XXXXXXXXXXX                                        (Supplier)
This Service Level Agreement governs the provision of Recruitment Agency Services from this Supplier in relation to the Establishment of a Recruitment Agency Panel for Horse Racing Ireland and Subsidiaries and specifies the following:

· Primary contacts and other persons with roles and responsibilities for the implementation of this SLA. 
· Roles and responsibilities of each party, including definition of roles, boundaries of responsibilities, escalation processes and management of enhancement or changes to existing processes. 
· Account Management requirements 
· Response time commitments for service of issues or problems with day-to-day issues
· Cost 
· Confidentiality and Data Protection

[bookmark: _Toc234416318]SCHEDULES
Schedule 1 - Scope of Services 
[bookmark: _Toc234416319]This Service Level Agreement is for a duration of four years, with the option for the supplier to exclude themselves from the panel upon its readvertisement in August of each year until the expiry of the Panel on 31st July 2028.
Horse Racing Ireland (HRI) was established by the Irish Government under the Horse and Greyhound Racing Act 2001. It is a commercial semi-state body that took over the functions previously carried out by the Irish Horse Racing Authority and is responsible for the promotion, development, and administration of Irish horse racing. HRI subsidiaries include Irish Thoroughbred Marketing Ltd (ITM), Tote Ireland Ltd and the HRI Racecourse Division. HRI headquarters are located in Ballymany, Newbridge, Co Kildare.

Horse Racing Ireland operates a recruitment policy whereby the majority of vacancies across the HRI Group are advertised and filled directly by the Human Resources (HR) department.   
On occasion it may be decided, because of a speciality role or because initial advertising did not reach the desired target market, to engage with recruitment agencies.

Schedule 2 - Contact information

(a) The Supplier

As per A1 CANDIDATE SUMMARY / COMPANY PROFILE

· Be responsible for the day-to-day running of the contract, being the main point of contact for HRI. 
· Deal with any problems arising from the contract efficiently and effectively. 
· Make sure invoices are submitted promptly.

(b) [bookmark: _Toc234416320]Horse Racing Ireland (HRI)
[bookmark: _Toc234416321]Account Contact: Anne-Marie Keane
[bookmark: _Toc234416322]Address: HRI, Ballymany, The Curragh, Co. Kildare
[bookmark: _Toc234416323]Phone: 086 1073276
[bookmark: _Toc234416324]Email: amkeane@hri.ie

· [bookmark: _Toc234416325]Provide Purchase Order numbers.
· [bookmark: _Toc234416326]Contract performance and Service Level review
· [bookmark: _Toc234416327]Problem resolution 
· [bookmark: _Toc234416328]Overall management of the service
[bookmark: _Toc234416329]Procurement Contact: Stephen Cooke
[bookmark: _Toc234416330]Phone: 045 455485
[bookmark: _Toc234416331]Email: scooke@hri.ie 

· [bookmark: _Toc234416332]Responsible for problem escalation
· [bookmark: _Toc234416333]Contract performance and service level reviews

Accounts Payable: Accounts Payable Team, Finance Shared Services Centre
Phone: 00353 (0)45 455457 (HRI Reception)
Email:  accounts@hri.ie 

· [bookmark: _Toc234416334]Responsible for the accurate and timely processing of Invoices.

[bookmark: _Toc234416335]Schedule 3 - Account Management

[bookmark: _Toc234416336]Contract Review
[bookmark: _Toc234416337]The HRI Account Contact, Anne-Marie Keane, will review overall performance against the agreed contract terms and service level on an annual basis in conjunction with the Procurement Officer, with a view to making suggestions for improvement in relation to performance and relationship. This agreement is subject to satisfactory performance and annual review.

[bookmark: _Toc234416338]SLA Update/Revision and Schedule Revisions
[bookmark: _Toc234416339]The SLA will be reviewed and updated as required. The HRI account contact, Anne-Marie Keane, will initiate such revisions in conjunction with the supplier.



[bookmark: _Toc234416340]Change Control
The HRI Procurement Contact, Stephen Cooke, is to be notified in writing as soon as feasibly possible and within 30 working days of any changes to the Supplier Account Contact, any change to Supplier’s Company status, or any factors that may affect the Supplier’s ability to deliver all the requirements under this Agreement.

Assignment
The Supplier shall not assign the benefit of its appointment under this Service Level Agreement, or under any Contract, or any part thereof, without the prior written consent of the Contracting Authority.

Insurances
Supplier must maintain levels and forms of insurance specified in A4 – INSURNACES 
The Supplier will, on the yearly renewal of its Company Insurances, furnish HRI Procurement Contact renewed Certificates of Insurances which were originally provided to the Procurement Contact on foot of award of this Contract. 

Schedule 4 - Invoicing/ Reporting

· HRI will issue one Purchase Order per placement. Invoices are to be submitted per placement. 
· Invoices submitted without a company Purchase Order number will not be paid. The PO number will be issued by HRI once an agency on the panel has been successful in providing a placement.
· The invoice amount will be in accordance with the Percentage Rates in Appendix III – DECLARATION OF AGREED RATES.
· Invoices will be paid 30 days from receipt providing that the invoices are correct and include PO number and all required supporting documentation.
· To ensure prompt payment, invoices must be sent to Accounts Payable, HRI, Ballymany, The Curragh, Co. Kildare.
· Invoices must contain a detailed description of the service and the period for which it relates.
· Value Added Tax (VAT), where applicable, will be shown separately on all invoices.

Schedule 5   - Cost 
· Appendix III – DECLARATION OF AGREED RATES sets out:
· Percentage Rates for the duration of the agreement
· Reimbursements Rates for the duration of the agreement
· Any requirement outside the scope of this agreement must be quoted in advance to HRI.

Schedule 6 – The Panel
1. Overview
The Recruitment Agency Panel shall be in place for a period of 4 years and re-advertised in August of each year at which point new applications will be considered and evaluated against the selection criteria outlined in the Qualification Questionnaire. During this time recruitment agencies may apply to be included or may exclude themselves from the panel. 
[bookmark: _Hlk174096477]HRI reserves the right to terminate this panel at any point.
2. Categories of Recruitment 
As Per APPENDIX II – CATEGORIES OF RECRUITMENT FOR HRI AND SUBSIDIARIES

3. Salary Rates
As Per APPENDIX III – DECLARATION OF AGREED RATES

4. Curriculum Vitae Submissions
n. Agencies should only submit Curriculum Vitae (CV) when requested to do so for a specific role. Unsolicited CV submissions may result in agencies being removed from the panel.
o. Agencies are requested to submit CVs within the timeframe allocated for the receipt of CVs.
p. Where agencies have been unable to produce suitable CVs within the timeframe, HRI reserve the right to extend the timeframe for receipt of CVs where the recruitment process allows for an extension, or to engage with any other agency outside the panel.
q. Suitable CVs are those CVs that HRI would consider interviewing for the role in question.
r. Continuous submission of unsuitable CVs (where CVs have been requested) may result in agencies being removed from the panel.
s. Communication with the recruitment manager/HR office will be as follows.
· initial vacancy details will be issued via email.
· any clarifications required should be queried via email and responses will be shared with all agencies engaging in the recruitment process.

t. HRI reserve the right to engage with any agency outside the panel where we feel a particular role is not an area within the competencies of the agencies on the panel.
u. On successful placement of a candidate, where requested by HRI, agencies should collect references for the successful candidate.
v. Agencies are requested to have met all applicants before an applicants’ CV is submitted.
w. Submitted CVs must be pre-screened specifically for the role in question.
x. Submitted CVs must be reviewed and formatted as appropriate to ensure any questions in relation to timelines/gaps in CVs/short terms roles etc are addressed and can be qualified on submission of the CV – the expectation is that any submitted CVs are fit to be reviewed for the specific role in question and should not require clarification of basic details.
5. Operation of the Panel
i. A job description and any relevant additional information will be issued to the provided contact for each agency depending on the specifics of the role.  For example, a vacancy for an accountant will only issue to those agencies on the panel who recruit within the finance area.
j. A deadline will be given for the submission of suitable CVs.
k. All CVs must be submitted via email. Depending on the role, agencies will be advised which email address to use on each occasion.
l. CVs will be reviewed, and feedback provided, where possible within 3 days of receipt of CVs.
m. All agencies submitting CVs will be notified of the following circumstances.
· Extension of deadline for submission of CVs
· Decision to engage with an agency outside the panel (this does not prevent panel agencies from continuing their search for suitable candidates)
· On appointment of a successful candidate

6. Non- Disclosure 
This Agreement and Undertaking sets out the Company’s confidentiality obligations in respect of information and material disclosed to the Company by or on behalf of Horse Racing Ireland for the Legitimate Purpose (as defined below), and is entered into by the Company in consideration of Horse Racing Ireland engaging the Company to carry out the Legitimate Purpose and for other good and valuable consideration the receipt and sufficiency of which is hereby acknowledged by the Company.  

6.1		Confidential Information 
Certain business, commercial, technical, financial, operational, administrative, marketing, economic and other information and material in connection with various enterprises may be disclosed (whether in writing, orally or in any other manner) by or on behalf of Horse Racing Ireland to the Company in the provision of procurement support services (hereinafter called “the Legitimate Purpose”)  This information and material, the Company’s involvement in the matter, this agreement, any discussions with Horse Racing Ireland in relation to the said information and material (including the status and existence thereof), including any memorandum, report and evaluation prepared by the Company or by parties other than the Company, is referred to in this agreement as “Confidential Information”.  

The Confidential Information will be kept secret and confidential by the Company and will not, without the prior written consent of Horse Racing Ireland (which may be given on such terms as it considers appropriate), be disclosed (whether in writing or orally), in whole or in part, to any other person nor used for any purpose (including any competitive or commercial purpose) other than to the extent necessary to carry out the Legitimate Purpose. 

6.2		Exceptions 
The restrictions in paragraph 1 of this agreement do not apply to: 

(i)	Confidential Information which, at the time of disclosure to the Company can be shown by the Company to be in the public domain; or 

(ii)	Confidential Information which, after disclosure to the Company can be shown by the Company to have become publicly available by publication or otherwise through no breach of this agreement or of any other agreement by the Company; or 

(iii)	Confidential Information which was lawfully in the Company’s possession prior to disclosure, as evidenced by the Company’s written records, and which was not acquired directly or indirectly from Horse Racing Ireland, or any of the advisers to Horse Racing Ireland; or
 
(iv)	The disclosure of Confidential Information to a third party which is required by law or by the rules of any applicable regulatory organisation, in which event the Company must nevertheless comply with paragraph 7 (Disclosure) of this agreement.  

6.3 	Copies 
The Company will not make any copies in any form of any documents containing Confidential Information or authorise any other person to do so, except (i) for the purpose of supplying Confidential Information to persons to whom disclosure of Confidential Information is expressly permitted by this agreement or (ii) with the prior written consent of Horse Racing Ireland or (iii) for the purpose of making one paper copy of documents sent to the Company in electronic format.  

6.4		Records 
The Company will keep a record (which shall be made available to Horse Racing Ireland on request) of the Confidential Information provided in writing to the Company and of the location of that Confidential Information. The Company will ensure that all Confidential Information (save for Confidential Information which was disclosed orally and has not been reduced into writing or stored on any disc, tape or other device) is kept in a secure place at all times and is properly protected against theft, damage, loss or unauthorised access.  

6.5		Return of Confidential Information 
The Company will, upon demand by Horse Racing Ireland made in writing at any time either return to Horse Racing Ireland or destroy (and the Company will confirm such destruction in writing to Horse Racing Ireland) any document (including any notes, analyses, records or memoranda prepared by the Company) containing, or derived from, any Confidential Information and all copies which have been made by the Company or on the Company’s behalf.  In addition, the Company will, in these circumstances, erase (and the Company will confirm such erasure in writing to Horse Racing Ireland) all Confidential Information from any computer, word processor or other device containing such information.  Notwithstanding the return or destruction of the Confidential Information, the Company will continue to be bound by the obligations of confidentiality and other obligations hereunder.  

6.6		Disclosure
In the event that the Company becomes aware that the Company may become compelled by law or by the rules of any applicable regulatory organisation to disclose any Confidential Information, prompt notice of that fact will be given to Horse Racing Ireland so that Horse Racing Ireland may seek an appropriate remedy to prevent that disclosure and the Company will take such steps as Horse Racing Ireland may reasonably require for that purpose and will keep Horse Racing Ireland promptly and fully informed of all developments relating to any such potential disclosure.  

In the event that the Company become compelled by law or by the rules of any applicable regulatory organisation to disclose any Confidential Information, full details of any proposed disclosure will be given to Horse Racing Ireland in advance and any such disclosure will be limited to the minimum amount of Confidential Information required to satisfy that disclosure obligation, and the Company will exercise the Company’s best efforts to obtain an appropriate protective order or other reliable assurance that confidential treatment will be accorded to the Confidential Information.  

6.7		Agents
The Company will be responsible for any breach of the terms of this Agreement by the Company or any of the Company’s Agents (which shall include each of the Company’s employees, agents and professional advisers).  The Company will ensure that the Company’s Agents comply with the Company’s obligations under this Agreement and any action by them will be treated as an action by the Company for the purposes of this Agreement.  

6.8		Equitable remedies 
The Company acknowledges and agrees that damages would not be an adequate remedy for any breach by the Company or the Company’s Agents of the provisions of this Agreement, and that Horse Racing Ireland will be entitled to the remedies of injunction, specific performance and other equitable relief for any threatened or actual breach of the provisions of this Agreement by the Company or the Company’s Agents and that no proof of special damages shall be necessary for the enforcement of this Agreement.  Such remedies shall not be deemed to be the exclusive remedies for a breach of this Agreement but shall be in addition to all other remedies available at law or equity.  In the event that Horse Racing Ireland enforces the Company’s obligations hereunder, the Company shall reimburse Horse Racing Ireland for all costs and expenses, including legal expenses, incurred by Horse Racing Ireland in this regard.  


6.9		Remedies 
No failure or delay in exercising any right, power or privilege under this Agreement will operate as a waiver of it, nor will any single or partial exercise of it preclude any further exercise or the exercise of any right, power or privilege under this Agreement or otherwise.  

6.10	Indemnity
The Company agrees to indemnify and save Horse Racing Ireland harmless from and against any loss or liability resulting from, or arising in connection with, the unauthorised use or disclosure of the Confidential Information by the Company or the Company’s Agents. 

6.11	General 
The undertakings, indemnities, confirmations and acknowledgements on the Company’s part referred to in this Agreement are given by the Company on behalf of the Company itself and each of the Company’s Agents who are at any time in receipt of Confidential Information.  

This Agreement will inure to the benefit of and may be enforced by Horse Racing Ireland and its successors or assigns and will be binding upon the Company and the Company’s Agents and the Company’s respective successors in interest; provided, however that any assignment by the Company of the Company’s rights and obligations hereunder without Horse Racing Ireland’s prior written consent will be void.  

Each of the provisions of this Agreement is separate and severable and enforceable accordingly. If at any time any of the provisions is held to be void or unenforceable, the validity or enforceability of the remaining provisions shall not be affected. If any provision is held to be void or unenforceable, the parties agree to substitute any such provision with a valid enforceable provision which achieves to the greatest extent possible the economic, legal and commercial objectives of the invalid or unenforceable provision. 


7.	Governing Law 
This Agreement and Undertaking will be governed by, and constructed in accordance with Irish Law and shall be subject to the non-exclusive jurisdiction of the Irish Courts.








I confirm that I have read and understood the terms contained within this agreement and agree to abide by the terms and conditions therein. 


Agreed:
Subject to letter of acceptance 
For and on behalf of Horse Racing Ireland	       

Signed:
   XXXXXXXXXXXX                                    	

Name:	
_XXXXXXXXXXXX_______________________                                
	(Block Capitals)

Date:
For and on behalf of The Supplier 
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