
[image: image2.jpg]



Building Schools for the Future

Educational, Technical & Procurement ICT Consultancy

Invitation to Tender and Scope of Works template for [Local Authority]

Document Status: Issued
Version 2 - June 2009
	Document Properties

	Document Owner
	Education ICT Adviser

	Organisation
	Partnerships for Schools

	Title
	Educational, Technical & Procurement ICT Consultancy Invitation to Tender and Scope of Works template

	Document Type
	Guidance

	Abstract

	ICT Consultancy Services Framework - 2009
Partnerships for Schools strongly recommend that Local Authorities consider the appointment of external ICT consultants to provide additional capacity and experience to support and challenge the Local Authority and schools in developing their BSF ICT requirements, strategies for change, business cases and to support the Local Authority during procurement.

BSF projects require some specific work for which Local Authorities may lack capacity and experience and so may find consultants particularly useful. This scoping document highlights some of the support that Local Authorities may need.
To ensure that appropriately skilled consultants are employed, Becta have a framework, supported by PfS, which can be found on Becta’s website at; 

http://localauthorities.becta.org.uk/index.php?section=pf&catcode=ls_pict_05
Please note that the Becta advice on how to use the Consultancy Services Framework MUST be read on the web link above before commencing the procurement of such services.
Where an Academy is agreed this scope of works may be extended to cover their requirements.




Document Control and Version History

	Date
	Version
	Changes
	Distribution
	Name

	August 1 2007
	1.0
	First version
	E&P ICT team

Becta

PfS Approvals
	Elaine Barnett


	May 21st 2009
	2 draft1.1
	First draft of version 2
	EIA team Pfs
	Elaine Barnett

	May 29th 2009
	2 draft 1.2
	EIA team comments incorporated
	Becta
	Elaine Barnett

	June 5th 2009
	2 draft 1.3
	Becta and final comments incorporated
	
	Elaine Barnett

	June 4th 2009
	2 draft 1.4
	Proof reading copy
	Jill Collison, Christine Coward
	Elaine Barnett

	June 5th 2009
	2.0
	Submitted for Approvals
	Steve Moss, Strategic Director, ICT, PfS
	Elaine Barnett

	
	
	
	
	


Contents
1INTRODUCTION


1Requirements


2Timing of work


4Procurement Process


6SCOPE OF WORK


6General – All Stages


7Stage 1 – Initial Assessment of Requirements & Briefing


7Stage 2 - Strategy for Change Approval


7Stage 3 – Outline Business Case Approval


8Stage 4 - Issue of OJEU notice to announcement of a Selected Bidder


9Stage 5 – Selected Bidder to service commencement


9Deliverables


12FEES


12PREVIOUS EXPERIENCE




INTRODUCTION 

[LA to put in local contextual information, including brief description of project, scope (number and type of schools and pupils) and timescale of project.] 
[LA] intends to use the Partnerships for Schools standard approach to procuring ICT through the LEP, following standard documentation templates.
For your information, the budget for ICT within the BSF project is as follows;

· ICT Service, including equipment – (£1450 pppl x X = Z)

· £x pppa revenue contribution provisionally agreed or expected to be agreed, by schools.

The ICT consultancy appointed will be expected to work closely with the Local Authority to define the ICT requirements and to develop further the work required as detailed in this document.

[LA] will be appointing/has already appointed legal and financial advisors to this project. 
Requirements
If you are appointed as the ICT consultancy supplier you will be expected to work within the Local Authority’s BSF programme both with the Local Authority and also with the local and national stakeholders.  You will be expected, amongst other things to:

· develop with schools and the Local Authority, the  ICT elements of the Strategy for Change (Local Authority and Schools) and the ICT Output Specification; 
· develop with schools and the Local Authority, the Draft Authority Requirements (contract schedule 1) for ICT;
· support the development of all relevant business cases;
· provide input to establish the technical feasibility, coherence, sustainability and affordability of the proposed ICT requirements: and, ensure that the viability of the proposed ICT service is clearly demonstrated in all relevant business cases;
· support the Local Authority through the procurement process through to financial close; 
· support planning for, and implementation of, the ICT service;
· ensure handover of all relevant information to the nominated ICT Project Manager in the Local Authority.
Potential appointees will need to demonstrate that they:
· understand the BSF programme for transforming secondary education;
· are willing to work closely and in partnership with the Local Authority, schools  and with any other consultants and have a track record of supporting project development and delivery in a similar context of partnership working;
· can help the schools to develop approaches to ICT which support the overall school vision and strategy for change, including the strategy for ICT and its contribution to the school specialisms in order to enable and empower students in and beyond school and support a transformational project.
Timing of work
The scope of works will be staged and it is envisaged that the appointment will be continuous but it may be subject to ongoing performance monitoring and staged approvals.

· Stage 1 initial assessment of requirements and briefing.
· Stage 2 until the approval of the Strategy for Change. 
· Stage 3 until approval of the Outline Business Case, including: a) the development of the ICT Output Specification; b) the preparation of initial procurement documentation.
· Stage 4 covers procurement from the issue of the OJEU notice, through the competitive dialogue and bid evaluation to the announcement of a Selected Bidder.
· Stage 5 covers the period to Financial Close and into service commencement.
If you wish to bid for this work, you are required to submit a costed proposal by close of business on [date].
Proposals must include:

· the approaches you would take to this project;
· details of similar recent projects on which you have worked in a similar capacity;
· details of the individual, company or partnership (as relevant) submitting the proposal;
· details of quality assurance procedures and practices;
· your fee proposal, including, amongst other things in relation to expenses and your schedule of hourly rates;
· the CVs of the members of the team you are proposing;
· your detailed response to the scope of services attached to this document;
· a high level project plan indicating key milestones and deliverables.
The Local Authority will select the Supplier offering the best value for money.  This will be identified on the basis of quality and cost. Quality and cost will have the following weightings in the overall assessment:
· Quality – 60%

· Cost – 40%
The criteria deployed for the Becta framework submissions will also be used to assess the quality of submissions as below;
	Reference
	Criteria
	Comments
	Weighting [%]
	Score (1-5) 1=low, 5=high

	A
	Overall professional consultancy services relating to the needs of schools and colleges.
	The main educational considerations, processes and activities required to ensure successful implementation of a BSF managed Service.
	Educational ICT Consultancy – 10%

Technical ICT Consultancy – 10%

Procurement ICT Consultancy 5%

Resourcing 5%

Total – 30%

	

	B
	Supplier Capability (Technical Merit) including delivery
	Staff acquiring and keeping up to date with Market and Education Sector knowledge.
Using Technologies in Education, including data security and sustainability.

Accessibility issues.


	20%
	

	C
	After sales service/
contract management

	Exit strategy and handover.
	5%
	

	D
	Price and Cost Effectiveness
	Details of pricing mechanism and any discount structures, including how value for money is to be addressed.

	5%

	

	E
	Quality
	Details of how this is managed and customer feedback processes.

	25%

	

	F
	Technical Merit
	Results of presentations and interview.

	15%

	


Note to LAs – the weightings above may be changed and criteria can be removed from, but NOT added to, the list above.

Procurement Process

Each organisation receiving this Invitation to Tender should confirm their intention to bid or not by [time] on [date] by email to [LA contact]. If confirming your intention to participate please supply a contact name, telephone number and email address.

If any bidder, who confirms their intention to participate in this min-competition, later wishes to withdraw, a letter should be sent notifying the Local Authority by post to [contact name and address] and by email to [contact email address].
The timescale for selection will be as follows;

[Insert table of dates for; 

ITT issued, 

bidder response,

interviews, 

selection announced,
feedback for unsuccessful bidders (if required by them)]

Submissions

Bidders must include the following information in their submissions:

· Organisation details

· Organisation experience [word limit]
· Written submission as below

The quality of submissions will be assessed using the following methods:
· Evaluation of written submissions

· Interview of short-listed consultancies

The written submission score will make up 60% of the overall quality assessment and the interview score will make up 40%. The written proposal should be submitted to [contact] and should not exceed 12 pages.
To supplement your written proposal, you may be asked to give a 30 minute presentation (followed by questions) to an interview panel.  A maximum of [three] people will be able to present to the panel and they must be the individuals who will work on the project. It is anticipated that presentations will take place on [date] at [venue] (time and composition of panel to be confirmed).

[Additional local requirements] 
Following your presentation and any necessary post tender clarification (which will take place on [date] at [venue] or by phone), the Local Authority will select the successful ICT consultancy supplier and anticipate notifying all those submitting a proposal as to whether they have been successful on [date].  
If successful, you will be required to commence your role and fulfil your services into the projects immediately upon appointment. 

If unsuccessful, an opportunity to receive feedback on your bid will be provided on request. Please contact [contact] [details].

Any contract awarded will be subject to the Terms & Conditions of the Becta Consultancy Framework Agreement for ICT in Education and in compliance with the related Service Order Terms.

Should you have any queries about this project or mini-competition, please contact [contact].

Written proposals must be submitted to [contact] by close of business on [ date] to [address]. Submissions to any other address will not be accepted.
SCOPE OF WORK 

Set out below is the scope of work that will be required from the ICT consultancy supplier. This section describes the services which the consultancy supplier will normally provide.  The project stages described below are intended for general guidance only. The actual sequence and timing of activities will be as required to meet the needs of the project and as directed by the Client, [LA].
General – All Stages
 Client Project Management Interfaces

· Report to the BSF ICT Project Manager or Workstream lead, ensuring they are kept fully informed on the progress of the commission.

· Attend meetings called by the Local Authority to progress any aspect of the commission.

· Obtain information on and become familiar with any Local Authority procedures and standards applicable to this commission and adhere to these in carrying out any services.
· Prepare and provide written monthly reports outlining the progress of the activities for which the consultancy supplier is responsible in a format to be agreed with the Local Authority.  These reports are to be submitted at the Project Meetings.

· Adhere to the requirements of any change control procedures developed by the Local Authority for the project.

· Regularly review ICT design development during each stage and report any changes which may affect costs to the Project Manager.
Project activity
· Provide support for the development and publication of the Local Authority’s Project Initiation Document ensuring all key areas are covered.
· Develop a resource plan to match the Local Authority’s project requirements. 
· Support the implementation of the Local Authority’s Stakeholder Engagement Plan.

· Provide a programme of services for each stage of the commission in a suitable format, e.g. Gantt chart, including a meeting plan with dates for all stages of the project.
Stage 1 – Initial Assessment of Requirements & Briefing
· Discuss and agree objectives (financial, operational, and qualitative) and constraints.

· Agree deliverables dates and key milestones with the BSF Project Manager for all key elements of the consultancy supplier’s work through all stages.

· Assist the Local Authority in its preparation of the Readiness to Deliver submission, including work with stakeholders

Stage 2 - Strategy for Change Approval 
· Support the Local Authority in the production, and successful approval, of its Strategy for Change, incorporating the strategy for ICT in the future, taking into account the opportunities provided by BSF.

· Work with appropriate members of the schools’ staff and design teams to discuss and review the objectives of each school’s Strategy for Change (financial, operational, and qualitative) and constraints especially in terms of the following key issues:

· how ICT will transform learning and teaching, management and administration in order to deliver individual school visions and the strategic objectives of the project as a whole;
· how ICT supports a school’s specialisms;
· how ICT enables community access to a school both for ICT usage and other general use.

· Support schools in the production of the ICT elements of their Strategy for Change, ensuring integration with the Local Authority’s Strategy for Change. 
· Work with the Educational consultants (if different), to ensure the schools’ ICT visions are consistent and are based on realistic expectations.
· Work with the schools, Local Authority and stakeholders to produce an initial draft, including review and comment, of the ICT Output Specification through the use of the PfS ICT Output Specification template. Ensure that there are no incompatibilities between the Strategy for Change statements and the ICT Output Specification.
Stage 3 – Outline Business Case Approval
Using the Standard PfS Documentation where relevant and in conjunction with the Local Authority ICT Project Manager:

· Finalise Strategies for Change for the Local Authority and schools, which incorporate clearly how ICT will help transform education.
· Develop, with stakeholders, a clear scope of the services to be procured (for instance, the school estate that is to be included in the provision of services offered for contracted services and the integration, if any, with existing Local Authority externally pre-procured contracts).
· Develop a business case demonstrating overall value for money.
· Model an assessment of costs for the preferred option.
· Support the development of life cycle costs profile, including refresh of all equipment.
· Ensure soft market testing demonstrates that there will be sufficient interest from the market in delivering the services required.
· Support the Local Authority in securing commitment from schools to fund the revenue costs per pupil per annum towards the cost of the managed service; including assessment of schools’ current ICT expenditure/Total Cost of Ownership.
· Support work to identify any interfaces and the development of any appropriate interface agreements that may be required between the various parties involved in the delivery of services for the BSF project.

· Support the further development and review of the ICT Output Specification and draft Authority Requirements, developing these documents so that they can be shared with bidders.
· Develop, or provide support for the development of, all pre-procurement documentation and procurement documentation required for successful OBC approval, including all relevant evaluation criteria.
Stage 4 - Issue of OJEU notice to announcement of a Selected Bidder

· Provide educational, technical, and procurement advice as required by the Local Authority.  

This may involve:

· assisting with commercial evaluation of contractual terms;
· resolving technical queries raised by bidders and drafting responses;
· participating in bidder and selection meetings;
· supporting the resolution of issues through input into evaluation and clarification processes and meetings.

· Liaise with financial, legal and technical advisors within the Local Authority to ensure all aspects of ICT are being considered.
· Support the Local Authority in its continued communications with stakeholders.
· Support the Local Authority in the development of their Authority Requirements.
· Review and prepare reports for the recommendation and appointment of suppliers/manufacturers, as required.

· Attend tender presentation and tender selection meetings as required.

· Ensure all requirements for educational transformation have been taken into account in the final solution liaising with Local Authority staff where relevant.

Stage 5 – Selected Bidder to service commencement

· Support the Local Authority in the preparation of all documents required for the final business case, including input into the ICT contract and ICT payment mechanism and appropriate schedules.
· Develop a short, high level summary of the ICT solution procured to support communications within the Local Authority.

· Support the Local Authority through to financial close and contract signing, developing the handover plan of all documents.  Brief any service support personnel during the handover period.

Deliverables

The deliverables detailed below are a guidance only and do not represent a minimum or maximum requirement or commitment.  Bidders are invited to comment on the indicative effort in their response to this document. [The number of person days should be altered for individual projects.] 
Number of person days
Specific deliverables for Stage 1 - initial assessment of requirements and preparation for Readiness to Deliver

Agree objectives, key milestones and dates



x

Specific deliverables for Stage 2 – SfC Approval

Development of LA Strategy for Change



x


School support for schools Strategy for Change


x


Stakeholder liaison and support




x


Initial ICT output specification





x

Total Cost of Ownership exercise




x


Develop initial risk register for ICT




x

OBC ICT elements produced to first draft



x 
Create first draft of ICT Output Specification



x

Specific deliverables for Stage 3 – OBC Approval
 
Additional drafts of OBC ICT requirements as needed

x

ICT elements of the final draft of OBC



x

Develop financial models to enable affordability planning

x

Finalise school SfCs for OBC presentation



x

Review/support ICT contract with LA/legal staff


x

Support pay mechanism inputs




x

Review interfaces and provide report




x
Procurement support

Contribute to the ICT risk matrix 




x 

Support the ICT payment mechanism inputs



x

Review/support ICT contract with LA/legal staff


x

Develop evaluation criteria

 



x

Completion of additional pre-procurement documentation

x

Support for ICT areas of the PQQ




x

Specific deliverables for Stage 4 – to Selected Bidder

Support and develop all relevant IPD documentation

x

Evaluate the responses





x
Support the resolution of issues through clarifications

x
Advise on tendering and contractual arrangements


x
Resolve queries raised by bidders




x
Support the evaluation of bids




x
Undertake bidder meetings





x
Assist the finalising of the Authority Requirements


x
Attend tender presentations and selection meetings


x
Support the local authority’s due diligence



x
Specific deliverables for Stage 5 – financial close and service commencement

Support the creation of schedules to the ICT contract

x
Assist the Local Authority in the creation of the final business case
x

Support the Local Authority through to contract signing

x

Support agreed handover plan into service commencement
x

FEES 

The ICT Consultancy Supplier(s) is (are) requested to:

· submit costs (detailing costings against the above scope of works) together with a proposed fee draw down schedule;
· clearly identify a lead consultant with overall responsibility for this project;
· identify any potential cost savings against the proposed scope of works including any cross-over from Educational, Technical and Procurement consultancy.  

The fee proposal for the consultancy services will remain open to acceptance for a period of 30 days from receipt by [ LA ].
The ICT consultancy supplier is also requested to provide a summary programme incorporating all aspects of the scope.  

PREVIOUS EXPERIENCE 

The ICT Consultancy supplier is requested to provide details of previous experience from a variety of similar projects (at least 3 references), which should include, but not necessarily be limited to, educational commissions. 

Scope of works for BSF ICT consultant template 
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