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[bookmark: _Toc1483550]TENDER PROCEDURE: OPEN PROCEDURE (OJEU)


	Publication Date:
	Tuesday 29th September 2026

	Contact Details for Queries: 
	All queries through the Questions and Answers facility on eTenders

	Closing Date for Receipt of Queries:
	Tuesday 20th October 2026 @ 12.00pm

	Deadline for Receipt of Tenders:
	Friday 30th October 2026 @ 12.00pm

	Name of Tenderer:
	

	Email:
	

	Phone:
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1. [bookmark: _Toc1483551][bookmark: _Toc240643631]
Instructions for the Completion of the Tender Response Document
Tenderers must ensure they complete this document in full

· Please ensure you complete all of Section A before you progress to Section B.  
· Tenderers should note they must meet and Pass all of the rules contained in Section A, the   Selection Criteria Part A, in order to be considered eligible for assessment against the weighted Technical Selection Criteria Part B.
· Tenderers who pass the Technical Selection award criteria, Section B will then be assessed against the award criteria as set out in the Tender Documents. 

Please ensure you have completed ALL the following


Completed Section 2 – Selection Criteria 

Completed Section 3 – Technical Selection Criteria 

Completed Section 4 - ESPD Document submitted	

Completed Section 5 – Award Criteria
	
Completed Appendix 1 (Pricing Doc) 

				


All responses are to be uploaded to the eTenders platform and should be typed and in PDF format. Responses are not to be submitted in hard copy. 
	Note:
Tenderers are advised that the Selection Criteria should be completed by the Applicant and by EACH Member of the Consortium. Tenderers must identify if any resources of Consortium members (including any Sub-Contractor) are being relied upon (including any Sub-Contractor who is a Consortium member) by the Applicant in order to fulfil the Selection Criteria and provide full details and legally binding Letter of Support/Undertaking from the entity providing the resources and any supporting documentation required by LCETB. Where the Applicant is a Prime Contractor with a Sub-Contractor but not a Consortium, and resources of a Sub-Contractor are being relied upon to fulfil the Selection Criteria, please provide full details and legally binding Letter of Support/Undertaking from the entity providing the resources and any supporting documentation required by LCETB


[bookmark: _Toc1483552][bookmark: _Hlk240290721]
Introduction

The Contracting Authority is an ETB responsible for the delivery of services in the Limerick & Clare Region. 
Limerick and Clare Education and Training Board delivers educational services to over 38,000 students and learners annually. The authority employs 3,000 staff. It has an average annual budget of €240 million across all its divisions and its capital programme will see an investment in excess of €150 million in the region over the next 4 years. The authority has responsibility for: 3 primary schools, 1 community special school, 17 post primary schools, 2 outdoor education centres, co-ordination of youth work provision in the region, 28 further education and training centres, 3 Music Generation programmes and works with community groups in approximately 300 locations throughout Limerick and Clare.
For more information on LCETB please see www.lcetb.ie 
The purpose of this competition is to award a contract for an initial two-year period with an option to extend for two further years (2 x 12-month extension) for the Recruitment Agency Services to supply Fixed Term and Temporary Agency Staff and any additional Recruitment Services to Limerick and Clare Education and Training Board. 

[bookmark: _Toc206408291][bookmark: _Toc240643632]Summary of Requirements 

The Contracting Authority proposes to engage in a competitive process for the award of a contract as specified hereunder. Limerick and Clare Education and Training Board (LCETB) require the services of a recruitment agency to supply agency personnel on a temporary basis to supplement its core staff as and when required. These services will be provided to schools, offices and education centres under the remit of LCETB across counties Limerick and Clare.

A Single Party Framework Agreement will be formed.

The Contracting Authority reserves the right to operate outside of the framework agreement at its discretion, particularly should it become apparent that doing so would offer greater value for money.  Notwithstanding the foregoing, the framework agreement approach has been adopted to leverage efficiencies and maximise cost savings over the duration of the framework.






2. [bookmark: _Toc1483554][bookmark: _Toc240643633]Section A Selection Criteria
Tenderers will either Pass OR Fail each of the Economic & Financial Standing Selection Criteria. In the event of one or more of the Selection Criteria achieving a fail, the Tenderer will be excluded from participating in this Competition.

[bookmark: _Toc240643634]Summary of Requirement under this Criterion

	RFT Ref
	Requirement/Criterion
	Pass /Fail

	A1
	Evidence of Turnover
	Pass /Fail

	A2
	Tax Clearance Certificate
	Pass /Fail

	A3
	Insurances
	Pass /Fail

	A4
	Declaration as to Personal Circumstances
	Pass /Fail

	A5
	Conflicts of Interest
	Pass /Fail



		A1: Statement of Turnover	



Please provide evidence of your turnover for the previous three (3) years.  This information should be provided from an Auditor/Accountant on headed paper.  This information MUST be provided with your tender response.

	Evidence Attached
	Yes/No

	Appendix Number
	







		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

	A3. Insurances

	Insurance Type
	Minimum Limit of Indemnity required by LCETB

	Public Liability Insurance
	€6,500,000

	Employers Liability Insurance
	€13,000,000

	Professional Indemnity Insurance
	€1,000,000

	Cybersecurity Insurance
	€1,000,000

	I confirm that we have the following insurances in place:

	Insurance Type
	Level in Place
	Details of Any Excess
	Expiry Date

	Public Liability Insurance
	€
	
	

	Employers Liability Insurance
	€
	
	

	Professional Indemnity Insurance
	€

	
	

	Cybersecurity Insurance
	€
	
	

	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 
	




	A4. Declaration as to Personal Circumstances



	DECLARATION RE PERSONAL CIRCUMSTANCES AS PER ART. 57 OF DIRECTIVE 2014/24/EU 
Economic Operators will be excluded from the procurement process if, within the past five (5) years, there is evidence of a conviction relating to a specific criminal offence listed below (see 1.1) or if they have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security contributions (see 1.2) (except where this is disproportionate e.g. where only minor amounts are involved).

	1.1
	Has the Economic Operator or a member of their proposed consortium, (if applicable), Director, or Partner or any other person who has powers of representation, decision or control, been convicted of any of the following offences?
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	1.1a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	
	

	1.1b
	corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in Irish Law or the jurisdiction in which the Economic Operator is established;
	
	

	1.1c
	fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	
	

	1.1d
	the subject of a conviction for terrorist offences or offences linked to terrorist activities or for inciting or aiding or abetting or attempting to commit an offence;
	
	

	1.1e
	the subject of a conviction for money laundering or terrorist financing;

	
	

	1.1f
	the subject of a conviction of child labour and other forms of trafficking in human beings;
	
	

	1.2
	Non-payment of taxes or social security obligations
Has it been established by a judicial or administrative decision having final and binding effect in accordance with Irish law or the legal provisions of the country in which the Economic Operator is established (if outside Ireland), that the Economic Operator is in breach of obligations related to the payment of tax and social security contributions?
If the response to 1.2 above is in the affirmative, please provide further information on the decision and the amounts involved.

	
	







	An Economic Operator who answers ‘Yes’ in any of the situations set out in paragraphs 2.1.a to 2.1.i will be excluded.

	Please indicate if any of the following situations have applied, within the past three (3) years, or currently apply, to your organisation.

The Economic Operator:
	Yes
	No

	
	Please indicate your answer by marking ‘X’ in the relevant box

	has, in the performance of any public contract, failed to comply with applicable obligations in the field of environmental, social and labour law applying at the place where the works were carried out or the services provided, as established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Annex X of Directive 2014/24/EU;
	
	

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

	2.1c
	is guilty of grave professional misconduct which renders its integrity questionable;
	
	

	2.1d
	has entered into agreements with other economic operators aimed at distorting competition;
	
	

	2.1e
	has a conflict of interest within the meaning of Article 24 of 2014/24/EU that cannot be effectively remedied by other, less intrusive, measures;
	
	

	2.1f
	confirms that it has had prior involvement in the preparation of the procurement procedure which has resulted in a distortion of competition, as referred to in Article 41 of 2014/24/EU, that cannot be remedied by other, less intrusive, measures;
	
	

	2.1g
	has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions.
	
	

	2.1h
	· is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
· has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or
	
	

	
	· 
	
	

	2.1i
	has undertaken to:
· unduly influence the decision-making process of the contracting entity, or
· obtain confidential information that may confer upon the Tenderer undue advantages in the procurement procedure; or
· negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	


	Declaration re Statutory Obligations

	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment / operation:
	Yes
	No

	(i)
	European Working Time Directive
	
	

	(ii)
	Employment Equality Acts 1998-2011
	
	

	(iii)
	Equal Status Acts 2000-2011
	
	

	(iv)
	National Minimum Wage Act 2000 as amended
	
	

	(v)
	Organisation of Working Time Act 1997 as amended
	
	

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

	(vii)
	The Freedom of Information Acts 1997, 2003 & 2014
	
	

	(viii)
	Disability Act 2005
	
	

	(ix)
	General Data Protection Regulation 2016/679
	
	

	(x)
	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 this declaration 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 will lead to my organisation being excluded from participation in this and future tenders and I am signing on behalf of:

	Name of Economic Operator:

	

	Authorised Signatory:

	

	Name in Block Capitals:

	

	Position:

	




	
Requirement:
Tenderers must complete the questionnaire below and provide additional details (if applicable)

1. Please confirm that your company fully understands and complies with all of its statutory obligations under the following Irish legislation and corresponding EU legislation:
	Data Protection Acts 1988 to 2018
	· Yes
· No

	The European Communities (Electronic Communication Network and Services) (Privacy and Electronic Communications) Regulations 2011

	· Yes
· No

	The General Data Protection Regulation (Regulation (EU) 2016/679 (GDPR)
	· Yes
· No



It must also be noted that your company will be expected to amend and review workplace practices and IT security measures in conjunction with changes to legislation during the course of the contract.

2.	Please provide a statement of IT Security Measures in place to safeguard confidential data that may be provided to you by LCETB in the course of a contract.



	








(Please expand this box as necessary)




	A5. Conflicts of Interest



	Requirement:
The Applicant including all its members where it is a grouping or consortium, must be able to comply with LCETB’s policy on conflicts of interest (as set out in this RFT), as a pre-condition for qualification.
Tenderers must declare any professional relationship with any of the businesses/operators to be supervised under this contract.
Tenderers must submit a declaration to confirm that they meet these requirements.

	











(Please expand this box as necessary)


3. [bookmark: _Toc240643635]Section B Technical Selection Criteria
[bookmark: _Toc46158111][bookmark: _Toc240643636]Tenderers must pass Section B1-B8 in order to progress for evaluation under Section B which is as follows:

[bookmark: _Toc240643637]Summary of Requirement under this Criterion

	RFT Ref
	Requirement/Criterion
	Pass /Fail

	B1
	Organisational Details
	Pass /Fail

	B2
	Previous Experience
	Pass /Fail

	B3
	Manpower (Internal)
	Pass /Fail

	B4
	Manpower (External)
	Pass /Fail

	B5
	Technical Capacity
	Pass /Fail

	B6
	Quality Assurance Measures
	Pass /Fail

	B7
	Garda Vetting
	Pass /Fail

	B8
	License to Operate as an Employment Agency
	Pass /Fail

	B9
	Pre-Employment Medical Rule
	Pass /Fail

	B10
	Health & Safety
	Pass /Fail

	B11
	Environmental
	Pass /Fail




B1 Organisational Details

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

	1.1
	Full Company Name (full legal name)
	

	1.2
	Business Name/Trading as:
	

	1.3
	Incorporated under the laws of                  [identify country of incorporation]
	

	1.4
	Registered Address/Registered Office
	

	1.5
	Company registration number:
	

	1.6
	Contact details for queries in relation to this questionnaire
	Name
	

	
	
	Email
	

	
	
	Telephone
	

	
	
	Company Website
	

	1.7
	VAT Number
	

	1.8
	Director(s) Names and Titles
	

	1.9
	Name of Company Secretary
	

	1.10
	Parent Company (where relevant)
Details of country of incorporation, shareholding in Applicant, registered office, registered number 
	

	1.11
	Names and addresses (full legal names, and registered offices, business addresses) of parties on whose resources the Applicant is relying (if applicable)
	

	1.12
	If the Applicant is a Consortium, confirm if the Applicant is authorised to submit this application on behalf of the Consortium 
	Tick:    Yes                                    No 
(supply evidence of authorisation)

	1.13
	If Applicant is a Consortium supply names of all members of the Consortium (including any Sub-Contractors who are members of the Consortium) and identify proposed lead members if any/roles of each member of the Consortium and details as per 1.2 of this table 
	

	1.14
	If Applicant is a Prime Contractor with a Sub-Contractor but not a Consortium structure (i.e. sub-contracting purposes only for the Sub-Contractor), identify name of Sub-Contractor (s) and full details as per the details required for the Applicant in sections 1.1 – 1.12 inclusive of this table
	

	1.15
	Identify name, email and contact details (phone number), address, title of person who is authorised to be point of contact for LCETB as Contracting Authority for all Consortia/groups which are not consortia (Prime Contractor and Sub -Contractor) 
	



Is the Applicant a single entity or is it a Consortium or Prime Contractor/Sub-Contractor: 

Tick as appropriate
		
Single Entity		Consortium			Prime Contractor/Sub-Contractor	
[list names/roles/structure] 

I/we confirm that the representative named Part 1.1 above is authorised to act as agent on behalf of the Applicant and the principal contact for the Applicant in dealings with LCETB. 

(Please note: Power of Attorney not required at this stage)

Signed (to be completed by the Applicant and if the Applicant is a Consortium, SEPARATELY by EACH Member)


	Signature and DATE 

	Name
	Title
	For and on behalf of
(Member’s name to be stated in full)

	Signed:
Name:
Dated:
	
	
	

	Signed:
Name:
Dated:
	
	
	

	Signed:
Name: 
Dated:
	
	
	




DETAILS OF SUB-CONTRACTING ARRANGEMENTS 	

Details of all proposed sub-contracting arrangements, whether by a Consortium or an individual Applicant who is a Prime Contractor and proposes to use a Sub-Contractor for sub-contracting purposes only (but not as a Consortium), must be fully disclosed. (Note that all sub-contracting is subject to the prior written consent of LCETB under the terms of the Contract, in its absolute discretion and LCETB may withhold such consent in its absolute discretion.

	Name of Proposed Sub-Contractor
(full legal name, registered office, registered number, country of incorporation, trading or business name)

	Role of Proposed Sub-Contractor 


	

	

	

	


If the Sub – Contractors are members of a Consortium, they may be required to be jointly and severally liable to LCETB for the performance of the Contract, on any contract award. 
Irrevocable letters of authority from each Sub-Contractor confirming their proposed role in the Applicant, whether as Sub-Contractor only, or also members of the consortium, (in which case the sub-contractor must also complete this Questionnaire), must also be enclosed. 

Where reliance on resources of any Sub-Contractor is also sought by any Applicant to meet any of the Selection Criteria, a separate legally binding letter of authority must be included with the tender submission when returning in compliance with section 3 of the RFT, identifying the specific nature of the reliance on resources in each case, to meet the specific qualitative selection criteria. 

RELIANCE ON RESOURCES (to be completed separately by the Applicant or a Member) 

	Tick if appropriate written evidence of such support/reliance on resources of others for financial and economic capacity (whether in respect of the minimum qualification financial criteria on turnover or any other selection criteria relating to economic and financial capacity set out in the RFT, in compliance with the RFT
	

	Reference to where enclosed:



	Tick if appropriate written evidence of such support/reliance on resources of others to meet any other Selection Criteria relating to technical and/or professional ability is enclosed, in compliance with the RFT
	
	Reference to where enclosed:



NOTE:  It is essential that where reliance on resources is sought from any other person or entity in respect of any of the Selection Criteria, whether of economic and financial capacity or of technical and/or professional ability, or both, full supporting evidence and accompanying documentation is provided in each relevant section/criteria where reliance on resources is sought, and the requirements of that section on reliance on resources under each criteria, are met, as per the RFT and the requirements of the EU Procurement Directive and Procurement Regulations. 









	[bookmark: _Hlk240885424]B1. Organisational Details (Continued)




	Requirement:

Minimum requirement to remain eligible in the competition: Candidates should demonstrate that their strategy for the company and services aligns with the delivery of the relevant services to LCETB Information that should be addressed in your return includes:

· Company’s unique value and the advantages which LCETB would gain from working with you
· New services introduced over the last 3 years
· Any major business and technology partners that your company has aligned itself with
· Strategy for the company, referencing target geographies, target growth rates target market sectors and development over the next 5 years
Tenderers are requested to limit their response for this criterion to a maximum of 2 single sided A4 pages.

	




	B2. Previous Experience




	Requirement:
It is a requirement that Tenderers have successfully delivered within the previous three years, 3 contracts of a similar nature, scale and complexity to the requirement comprising the subject-matter of this competition. In order to be deemed genuinely comparable in terms of nature, scale and complexity, the services in question must have involved the successful delivery of recruitment service, under a contract of comparable value and complexity to the contract currently under consideration. 

Please list three projects below in the template provided and include contact details. It is important to note that by including contact details you are authorising LCETB to automatically contact these references

Tenderers are advised that the Client Contact provided will be contacted for verification purposes.

Where the Applicants is a Prime Contractor with a Sub-Contractor but not a Consortium and resources of a Sub-Contractor are being relied upon to fulfil this Selection Criteria, please provide evidence of the experience of the Sub-Contractor under at least 1 relevant contract and evidence of management of same by the Applicant as a Prime Contractor and provide full details and legally binding letter of support/undertaking from the entity providing the resources and any supporting documentation required by LCETB. 

Please complete template format below.





	PROVISION OF HUMAN RESOURCES AGENCY SERVICES

	CONTRACT #1
	

	Start Date - End Date
	

	Client Name & Address
	

	Client Contact Person:
	
	Phone No. & Email
	

	Details of Services Provided
	

	Details of Sector Involved, e.g. Education, Health, Retail, etc. 
	

	Did the contract involve the following aspects, if so, please describe in detail and if you wish attach max of 1 page per element. 
	Element Involved
	Yes/No
	1 Page Summary Attached Y/N

	
	Provision of agency services over a wide geographical area

	
	

	
	Demonstrate a track record in the placement of competent persons with Organisations
	
	

	
	Availability of staff to meet urgent unplanned requirements

	
	

	
	
	
	

	Approx. Number of Companies using Agency Services
	

	Approx. Annual Value €
	

	Please indicate the extent of which this project is comparable with LCETB Framework 
	



	PROVISION OF HUMAN RESOURCES AGENCY SERVICES

	CONTRACT #2
	

	Start Date - End Date
	

	Client Name & Address
	

	Client Contact Person:
	
	Phone No. & Email
	

	Details of Services Provided
	

	Details of Sector Involved, e.g. Education, Health, Retail, etc. 
	

	Did the contract involve the following aspects, if so, please describe in detail and if you wish attach max of 1 page per element. 
	Element Involved
	Yes/No
	1 Page Summary Attached Y/N

	
	Provision of agency services over a wide geographical area

	
	

	
	Demonstrate a track record in the placement of competent persons with Organisations
	
	

	
	Availability of staff to meet urgent unplanned requirements

	
	

	
	
	
	

	Approx. Number of Companies using Agency Services
	

	Approx. Annual Value €
	

	Please indicate the extent of which this project is comparable with LCETB Framework 
	



	PROVISION OF HUMAN RESOURCES AGENCY SERVICES

	CONTRACT #3
	

	Start Date - End Date
	

	Client Name & Address
	

	Client Contact Person:
	
	Phone No. & Email
	

	Details of Services Provided
	





	Details of Sector Involved, e.g. Education, Health, Retail, etc. 
	

	Did the contract involve the following aspects, if so, please describe in detail and if you wish attach max of 1 page per element. 
	Element Involved
	Yes/No
	1 Page Summary Attached Y/N

	
	Provision of agency services over a wide geographical area

	
	

	
	Demonstrate a track record in the placement of competent persons with Organisations
	
	

	
	Availability of staff to meet urgent unplanned requirements

	
	

	
	
	
	

	Approx. Number of Companies using Agency Services
	

	Approx. Annual Value €
	

	Please indicate the extent of which this project is comparable with LCETB Framework 
	




	B3. Manpower Internal




	Requirement:

Tenderers must demonstrate that they have at their disposal an appropriate number of suitably qualified resources with the relevant experience to deliver the services required. Tenders must provide a chart of their organisation structure, highlighting where key functions will be managed and the core expertise and skills in each function. 

Tenderers are requested to limit their response for this criterion to a maximum of 2 single sided A4 pages.


	Please attach an organisation chart, clearly identifying all relevant departments, divisions, and 3rd parties, if applicable.

	Organisation Chart Attached 
	YES
	
	NO
	

	Page No. / Appendix No. in our submission
	

	










(Please expand this box as necessary)



	B4. Manpower (External)



	Requirement:

Tenderers must demonstrate that they have at their disposal an appropriate number of suitably qualified candidates (“pool/database”) to supply agency staff.


	








(Please expand this box as necessary)


[bookmark: _Hlk241570681]
	Skillset Required
	Full Time Equivalent (FTE)
Numbers in Tendering Entity
	FTEs Provided Via 3rd Parties
	Minimum Number Required


	Clerical Officers
	
	
	25

	Cleaner/Attendant
	
	
	10

	Caretakers
	
	
	10

	Please attach an organisation chart, clearly identifying all relevant departments, divisions, and 3rd parties, if applicable.

	Organisation Chart Attached 
	

	Page No. / Appendix No. in our submission
	





	B5. Technical Capacity



	Requirement:
Tenderers must demonstrate that they have at their disposal effective and efficient technical resources to deliver the service (e.g. management systems including timesheets and billing, customer relationship management, candidate/database management, client intranet, psychometric testing, IT security, etc.). 

	



















(Please expand this box as necessary





	B6. Quality Assurance Measures



	Requirement:
Tenderers must complete the questionnaire below and provide additional details (if applicable)

Quality Management Systems - Operation of a Quality Management System 
Does the Applicant have a documented Quality Management System in place? 

	

	


Tick as appropriate   		YES	
				NO
If YES then please provide a copy.

Quality Management Systems - Certification of a Quality Management System to a Recognised Standard 
Is the Applicant’s Quality Management System currently certified as compliant with EN ISO 30405:2016 or an equivalent internationally recognised standard?

	

	


Tick as appropriate   		YES	
				NO
	If YES, please state which standard it is certified to and provide a current certificate:

	


	If NO, please provide evidence demonstrating that the Applicant has equivalent quality assurance measures in place.  This may include, but is not limited to, equivalent certification from other national certification bodies (e.g. a current certificate from the national certification body).

	




Quality Management Systems - Audit Arrangements 
Is the Applicant’s Quality Management System subject to internal or external audit?

	

	


Tick as appropriate   		YES	
				NO
	If YES, please provide brief details of the internal or external auditing arrangements including the date of the last audit and, where applicable, the name of the external auditing body: 

	





	




	(Please expand this box as necessary)




	B7. Garda Vetting



LCETB Garda Vetting Compliance Declaration

Subject to compliance with applicable law, the Service provider shall ensure that where required by applicable law or where otherwise requested by LCETB, all personnel engaged in the provision of the Services, will undergo Garda vetting, in accordance with the National 
Vetting Bureau Act, (Children and Vulnerable Persons) 2012-2016. 

Guidelines will be issued to Schools/Centre and the successful Service Supplier in relation to the onsite visits and supervision (if necessary) at these locations.

Service Suppliers in tandem with the school/centre management must ensure that the appropriate supervisory staff are in place before they enter the school/centre premises.

The successful Tenderer must confirm to LCETB that no employee with any record of drug, violent or sexual offences of any description (or any other offence that LCETB deems relevant) be allowed to provide any service to LCETB or its affiliates and that the staff to be appointed for this contract have a full driving licence with no penalty points and no road traffic convictions [other than those excluded by virtue of the Criminal Justice (Spent Convictions and Certain Disclosures) Act 2016]. 

	I confirm that our organisation is registered with the Garda National Vetting Bureau in order to provide this service requirement
	
Yes/No


	I confirm that our organisation will comply with the above LCETB Garda Vetting statement and will provide evidence when requested promptly upon request.
	
Yes/No


	Signed
	




	B8.  License to Operate as an Employment Agency


	Evidence of Licensed Employment Agency

	
	Yes
	No

	We confirm that we are fully licensed to operate as an Employment Agency in accordance with the Employment Act 1971.
	
	

	Evidence of Licensed Employment Agency attached.
	
	



	B9. Pre-Employment Medical Rule




	Requirement:
Tenderers must confirm that they will organise pre-employment medicals.

	









(Please expand this box as necessary)



	B10. Health & Safety



	Requirement:
Must submit a statement that all required Health & Safety systems are in place for this area of work in accordance with Irish legislation.
Do not submit a safety statement with the tender but a signed copy of this Safety Statement must be provided upon request.

	
Tenders must demonstrate operation of Health & Safety systems in line with the Safety Health & Welfare at Work Act 2015


	Please confirm you comply with the Safety Health & Welfare at Work Act 2005
	
Yes
	
	No
	

	Is the certification in house or provided by a 3rd party
	

	Date of most recent certification
	

	Has the applicant ever been prosecuted in a court of law or issued an improvement notice for any breach of health and safety legislation over the past three years?
	
Yes
	
	
No
	      

	If ‘Yes’ the applicant Must provide details of each such incident.
	


















(Please expand this box as necessary)




	B11.   Environmental



	Requirement: 
Tenderers must demonstrate that they have adequate measures in place to ensure compliance with Environmental Legislation. Details of Policies, Standards, Systems and whether they are Third Party certified should be provided.


	

	Environmental Management Systems

	Do you operate an environmental management system 
	Yes
	
	No
	

	Name of Manager responsible for Environmental Management 
	

	If so, is it 3rd party certified or in-house? 
	3rd Party Certified
	

	
	In-House
	

	If 3rd party certified, please provide the following information: 
	Date of most recent certification 
	

	
	Scope of Certification
	

	
	Name of Certification Body
	

	
	Evidence will be provided on request
	Yes
	

	
	
	No
	

	If in-house, please provide summary of system: 
	













(Please expand this box as necessary)


4. [bookmark: _Toc1483561]Section C European Single Procurement Document (ESPD)


Please complete the electronic European Single Procurement Document provided separately and return with your Tender submission.







































5. [bookmark: _Toc240643639][bookmark: _Toc1483564]Section D Award Criteria
[bookmark: _Toc44511590][bookmark: _Toc240643640]Supplier Response to Award Criteria & Specification

Tenderer’s please note: Only those suppliers who Pass the Selection Criteria in Sections A, B & C of this document and Section 3.2 of the RFT will be evaluated in accordance with the award criteria detailed in Section 3.3 of the RFT.
Tenderers must describe in a clear and comprehensive manner their proposed methodology for how they will manage any contracts awarded, effectively and efficiently for delivery of any Services Contract awarded under this Contract(s) and must include, but not be limited to, details on the following in their response: Yes/No answers will not suffice. 
	Reference in RFT Response Document
	Criterion
	Award Criteria
	Sub-Criteria
	Max Marks Available  
	Minimum Mark Required (60%)

	3.3.1A
	Criterion A
	QUALITY OF SERVICE DELIVERY

	Quality of the proposed recruitment process methodology including advertising strategy to meet LCETB’s requirements and ensure maximum engagement in our roles
	2,500
	1,500

	3.3.1B
	Criterion B
	
	Expertise of the Proposed Team and Contract and Relationship Management Approach
	2,500
	1,500

	3.3.1C
	Criterion C
	
	Sustainability Considerations, Innovation and Value Added
	500
	300

	

	3.3.1D
	Criterion D
	COST
	Cost/Agency & Transfer Fees
	4,500
	N/A

	
	Total
	10,000
	3,300 















	
Criterion A
	Weighting
	Maximum Marks
	Minimum Marks Required

	
	   25%
	         2500
	      1500

	
Title
	Quality of the proposed recruitment process methodology including advertising strategy to meet LCETB’s requirements and ensure maximum engagement in our roles.                              


	Instructions
	Tenderers should provide clear and comprehensive information to enable the Contracting Authority to assess their offer under service delivery.  Please outline how you propose to deliver the service under the framework agreement by addressing the following:
 
1. (1) Demonstrated understanding of the Contracting Authority’s requirement and risks to be managed. 
(2) How will you approach the contract if appointed? What is the usual lead time required for a placement to be made? Please provide details of your planned methodology. (A1 & A2 650 Marks)
1. (1) Timeline of turnaround for submitting suitable candidates to the Contracting Authority; tenderers should include their procedure for providing personnel at short notice and where candidates are deemed unsuitable/candidates choose not to stay in the role. 
(2) Tenderers must also outline the typical screening steps undertaken, to include a description of how the screening process will be documented. (B1 & B2 650 Marks)

1. (1) Proposals for ensuring sufficient resources (i.e. pool of pre-screened /assessed, suitably qualified and experienced personnel) to meet the potential requirements of the Contracting Authority 
1. Proposals for ensuring candidates have the required skills, expertise and experience for their proposed roles; 
1. Proposals for replacement resources in cases where candidates are deemed unsuitable / candidates choose not to stay in the role; 
1. Proposals for how reference checks will be carried out and the manner in which information pertaining to the successful candidate will be passed to the Contracting Authority (C1, C2, C3 & C4 500 Marks)
1. Outline your tracking procedure to ensure that the correct hours are invoiced and how you will invoice individual centres for agency staff (D 200 Marks)
1. (1) Proposals for communication with Agency staff placed on site to ensure they are effectively managed and supported 
1. What is your procedure for dealing with complaints and disagreements? (E1 & E2 300 Marks)
1. Proposals on how sick leave and absences are managed (F 200 Marks)

	Tenderer’s Response: (please expand – note Maximum 4 Double-Sided A4 Pages)

	
















	
Criterion B
	Weighting
	Maximum Marks
	Minimum Marks Required

	
	      25%
	2500
	      1500

	
Title
	Expertise of the Proposed Team and Quality of the Contract and Relationship Management Approach


	


Instructions














	a) Tenders must provide CVs of the Key Personnel who will be responsible for the delivery of the services and provide details of all qualifications and experience of the key Personnel, relevant to the service sought in the RFT. Tenders must identify the Account Manager, their qualifications and experience, and include the CV in respect of this individual.  Each CV must be kept to a maximum of 1 page. (1500 marks)
b) Clearly identify how you propose to manage the client relationship including information on the roles and responsibility of the nominated Key Contract Manager. 
c) Please provide details of your contract management team, draft Service Level Agreement and KPIs, process for escalation in case of performance issues. Please see Appendix 1 section 1.7 and 1.8 
Review of Performance and Account Management requirements.
d) Please provide sample management reports available to the contracting authority during the course of the contract.
e) What additional added-value can your company bring to this contract? (b, c, d & e 1000 marks)

	
Tenderer’s Response: (please expand – note Maximum 4 Double-Sided A4 Pages)


	




















	
Criterion C
	Weighting
	Maximum Marks
	Minimum Marks Required

	
	       5%
	      500
	300

	
Title
	Sustainability Considerations, Innovation and Value Added

	Instructions
	LCETB is a contracting authority embedded in local communities. In light of this, tenderers are invited to outline any environmental and social value associated with their contract delivery proposal. This is not exclusively related to the products being provided and/or the support and after sales service. This may include but is not limited to the facilitation of environmental, sustainability, accessibility, training for young, disadvantaged or a willingness to offer work experience / practice for LCETB learners and students. What LCETB would like to understand is how your company is supporting Government’s Climate Action Plan in your day-to-day business, and will therefore be supporting ours, as a public body. 

(a) Tenderers should submit evidence of innovative supply chain solutions that can provide additional value for the client. i.e. Innovation to save time for LCETB staff. Tenderers to describe initiative, estimate a proposed time saving to staff in hours. (100 marks) 
(b) Tenderers should detail evidence, if any, of environmentally friendly initiatives in collaboration with schools which support and promote an inclusive community response to protecting the environment including if any “Social Value” commitments. (200 marks) 
(c) Tenderers should demonstrate their commitment to sustainability and how this is incorporated into your business. (200 marks)

	
Tenderer’s Response: (please expand – note Maximum 2 Double-Sided A4 Pages)


	




















	
Criterion D
	Weighting
	Maximum Marks
	Minimum Marks Required

	
	45%
	4500
	        N/A

	
Title
	Cost / Agency & Transfer Fees

	Instructions
	Tenderers are required to outline their cost proposal by completing Pricing Document in the Tender Response Document at Appendix 7.

(30% for Agency Costs and 10% for Transfer Fees)


	TOTAL:
	100%
	10000
	3300




The Tender award criteria will be applied to each Tenderer who has successfully passed the Selection Criteria as outlined in Section 3.2 of this RFT. Tenderers must achieve the minimum marks allocated (60%) to each of the qualitative sub-criteria. Failure to achieve the minimum marks in any one of the qualitative sub-criteria will result in the elimination of the Tender from the competition.

A total of 5500 marks is allocated across the qualitative criteria. For each of the non-cost criteria included in the Table above the scoring methodology set out in the table below will apply. 

Qualitative criteria will be scored using the following baseline scoring system:  
	90 – 100%
	Outstanding - A very comprehensive response demonstrating extensive understanding offering full assurance to client – fully supported with no reservations.

	80 – 89%
	Excellent - An excellent response demonstrating excellent understanding offering assurance to client – strongly supported.

	70 – 79%
	Very good - A very good response demonstrating very good understanding offering assurance to client – fully supported.

	60 – 69%
	Good - A good response demonstrating good understanding offering assurance to client – well supported.

	50 – 59%
	Acceptable - An acceptable response demonstrating a minimum understanding offering assurance to client - satisfactorily supported.

	Less than 50% is Unacceptable 

	25 – 49%
	Mediocre - Response demonstrates limited understanding with insufficient or no detail and a risk of non-delivery.  This is unacceptable and a fail.

	1 – 24%
	Poor - Response demonstrates very limited understanding of the requirements and has fundamental flaws and lacks credibility with a significant risk of non-delivery. This is unacceptable and a fail.

	0%
	No Response - Response completely fails to address the criterion under consideration. This is unacceptable and a fail.



[bookmark: _Toc240643641]









Appendix 1 Pricing Schedule 

[bookmark: _Toc474254482][bookmark: _Toc16093414][bookmark: _Toc240643642]COST CRITERION D - FORM OF TENDER

THIS FORM OF TENDER MUST BE COMPLETED AND RETURNED BY ALL TENDERERS. 
Failure to sign this Form of Tender will invalidate the offer.
	To: 
	 Limerick & Clare ETB

	From: 
	

	Re: 
	Single Framework Agreement for the Supply of Temporary and Fixed Term Agency Staff to Limerick and Clare Education & Training Board



I/We have examined the tender documentation and all associated tender documents that form part of this Services Contract.  I/We offer to supply this service, as set out in this RFT at the following prices: 
Note: Agency Workers are to be paid the ETB Hourly Rate in respect of all hours worked.
Tenderers must supply details of the margins they propose to charge to LCETB for standard hire of staff and for the executive recruitment of staff.
Tenderers should note that LCETB will base its assessment of cost on these margins under the cost criterion.
This cost should make consideration for the fact that staff must be paid in line with Department Circulars.
Cost Criterion 4500 marks
	Agency Fees for
	% Agency Rate

	Standard Hire Agency % Rate – (Per Cost) (3500 marks)
	

	Executive Recruitment Services Agency % Rate (per cost) (1000 marks)
	







There are 4500 marks available for Ultimate Cost. 
For the purposes of this competition, Tenderers are required to enter their management fee in percentage terms. There is a total of 4500 marks allocated to the management fees, which equates to 45% of the overall marks available. The scores of the other valid Tenders will be calculated using the following formula:
	Maximum Points available for Agency Fee
	A

	Lowest Cost from a Bona Fide Tender
	B

	Cost for the tender being evaluated
	C

	Formula employed
	A x B
 C


 
The prices/rates submitted in Appendix 2 Pricing Schedule and above in Appendix 7 Tender Response Document shall be the maximum ‘ceiling rates’ which may be charged for the maximum term of the contract which is potentially 4 years.  The continued operation of the contract will be subject to review. Tenderers are advised that the Ultimate Cost of Supplies will be assessed only for prices submitted in Appendix 2.
This form MUST be completed and signed by an authorised officer of the tenderers organisation. I/We confirm that I/we 
· In relation to daily/hourly fees all rates are inclusive of out of pocket (i.e. mileage, subsistence, phone, postage, etc.) and account / contract management related costs. 
· Will keep this offer for the contract open for acceptance by you for a period of 12 months from the date of deadline for submission of Tenders,
· Agree that you are not bound to accept the most economically advantageous or any Tender you may receive,
· Agree that the rates stated are maximum prices for the duration of the contract, 
· Have read and thoroughly examined the Tender Document,
· Fully understand the Tender Document and the Client’s requirements,
· Undertake to treat the details of this Invitation to Tender, its Tender and any subsequent negotiations as private and confidential,
· Acknowledge that acceptance by the Contracting Authority of this tender will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless the contract is awarded has been established between the Contracting Authority and the Tenderer,
· Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the services required under the contract,
· I/We undertake to deliver the service in accordance with the terms and conditions of the tender specification
· Have included all elements necessary for the performance of the specified services, which are either expressly stated in the Tender Document or contained in any supplementary information or which could reasonably be inferred therefrom,
· Have found no errors, omissions, conflicts or ambiguities in the Tender Document except those which I/We have brought to the attention of the Contracting Authority before the latest date for submitting queries,
· Have included for compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of Tenders, 
· Will not, if awarded a contract employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.,

	Signed:
	
	Position:
	 

	Print Name:
	 
	Phone No: 
	 

	Company Name: 
	 
	Date:
	 

	Address: 
	

	Email:
	




APPENDIX 2
[bookmark: _Toc240643643]CV Format Criterion 3B – Account Manager
B3 – Account Manager	                                                                                                
	CV Format for Individual Proposed 

	Name
	 

	Position in Firm
	 

	Role 
	 

	Number of Years Industry Experience
	

	Educational/Professional/Training Record

	Description 
	Year Obtained
	Accreditation Body

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Employment Profile 

	Employer 
	Period
	Position and Key Expertise

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Minimum Experience

	A minimum of five years’ experience with at least one similar contract in nature and value
	

	A minimum of five years of Contract/Supplier/ Project delivery management
	

	Demonstration of Specific Expertise in line with the requirements of this project
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