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Your Details
	School/Academy Name
	Insert school name

	School/Academy Contact
	Insert full name

	School/Academy Email Address
	Insert email address – make sure this is an email that’s monitored

	School/Academy Phone Number
	Insert phone number 

	How would you like the provider to contact you in response to the further competition?
	Providers will need to complete this document and then send it back to you with their offer. They may also have some questions about the information you’ve included in the document. Please insert here how you’d like providers to respond and ask questions - email would probably be the most appropriate, so you can keep a trail of questions etc. 



Further Competition Information– This section is to advise providers of the type of service you require. If you just require an apprenticeship, please tick the first box only.

Apprenticeship Standard
Tick if relevant
Associated Training
Tick if relevant
End Point Assessment
Tick if relevant 









Route and Standard Information
Apprenticeship Route
Insert route here – a route is the category that the institute of apprenticeships has created so it’s easier to search. Don’t worry if you don’t know the correct route, contact the team at apprenticeships@ypo.co.uk and we can help you
Apprenticeship Standard
Insert standard here – a standard is just the type of apprenticeship you need.
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Organisation Requirement/Specification

Please insert your bespoke specification in this box here. We’ve provided some ideas below, but please insert anything you can think of that you’d like providers to do as part of the service.

• How many apprentices do you require?

• Do you want help in recruiting your apprentice(s)?

• Where will the apprentice(s) be based?

• Do you mind where the off-site learning takes place?

• Do you want the trainers to have particular qualifications?

• Do you want to develop your current members of staff with associated training instead of recruiting a new apprentice?


– The specification is to give the training providers an overview of what you’d like them to do.


Further Competition Deadline– When carrying out a further competition, you need to set a deadline for all providers to submit their completed documents to you by.



All submissions must be emailed to: [Insert the email address you’d like providers to respond to]

Submissions must be returned no later than: [Insert time] on [Insert date]  

Questions in relation to this further competition should be sent through to: [Insert your email address]
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Further Competition Timetable

The timetable for the delivery of the procurement process can be found in the table below:
	Activity
	Date

	Issue of the Further Competition
	Insert the date you send the documents to all training providers

	Further Competition Deadline
	Insert the date you’d like training providers to respond by

	Decide on Provider
	Insert the date you’ll tell training providers who you’d like to deliver the service for you

	Standstill Period
	This is a 10-day period where training providers that haven’t won the training delivery can ask you questions about why they weren’t successful etc. You don’t have to give them this 10 days, but it’s best practice and is something we advise you do. 

Insert the date the 10-day standstill period would start

	Start Delivery Date
	Insert the date you would like the delivery of the apprenticeship/training to start



Potential providers are advised that the above timetable is indicative only and may be subject to change without prior notice.

The organisation reserves the right to decline to make an award for its service requirements, or to abandon or cancel the further competition process. YPO or the school/academy will not be responsible for any costs or expenses incurred as a result of following this course of action.
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Evaluation Criteria– This section is to tell the providers how you’ll evaluate them when making your decision.




The further competition will be evaluated against the below criteria:– In this section of the document you can decide which is the most important to you, between quality and price. In the table below you can decide on a percentage split for each, the percentages should add up to 100%.


	Criteria
	Percentage Weightings

	Price
	Insert percentage – the price should be between 
10 - 70%

	Quality
	Insert percentage – the quality should be between 
30 - 90%


 Scoring Methodology and Price Criteria
– This section advises providers of how you’ll score the pricing they submit. Contact the team for guidance on how to evaluate this. 

Note: The provider that submits the lowest cost will be allocated the highest marks available against their pricing. Other provider’s marks will be calculated using the % price difference. The % price difference model allocates the lowest price submission with the highest score, and the highest price with the lowest score. The price % difference is scored on the % difference between the lowest price and the price submitted.


In the event that any bid price is considered abnormally low, the provisions of Clause 69 (1) to (7) of the Public Contracts Regulations 2015 will apply. In summary, these require the participating organisations to invite the tenderer concerned to account for their tendered price, and having considered the explanation, to advise the tenderer whether or not their bid will remain in consideration. Any bid verified as abnormally low will be excluded before the above points calculations are carried out.

6


Quality Criteria– This section advises providers of how you’ll score the quality response
 they submit. If you follow the below, you will score each provider out of 5 based 
on the guidance below.



The quality section of the tender will be scored on the response you provide within the questions section below.
 
We will score the questions out of 5 based on the below explanations:
	Question Responses
	Marks

	Score
	Explanation

	5
	Excellent response with requirements being met and exceeded in some areas. Showing a comprehensive understanding and the ability to deliver to a high standard. Evidence relating to the proposed requirements shows high quality.

	4
	Good response with requirements being met understanding all requirements and the ability to deliver to a high standard. Evidence in relation to the proposed requirements shows good quality.

	3
	Acceptable answer with requirements being met in part but not fully. A reasonable understanding to have the ability to deliver the requirements. Evidence to show that the requirements are suitable for the purpose but have not met the standard expected.

	2
	Poor response where some requirements are being met but there are some large exceptions. Concerns that the requirements proposed would not be suitable for use.

	1
	Target requirements only met on a few occasions. Low standard response. Major concerns that the requirements proposed would be suitable for use.

	0
	Answer has not met the requirements at all. No evidence that the requirements would be suitable.
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The Further Competition – Provider to complete
– Think about  any questions you want to ask, in order to make your decision easier when it comes to selecting a provider. Insert them in the question boxes on this page and the next page.


This section of the further competition is in relation to how your organisation will provide the service described in the specification.

Please provide responses clearly and concisely in the format below. Any organisation that does not complete the answer within the document may be excluded.

Questions

Providers are required to submit a response to each question describing how they intend to deliver the required services.

For each question there is a maximum word limit of approximately 1,000 words. The response boxes will expand to accommodate your response.

All questions must be responded to.
Question 1


Insert your question to providers here

Response: 
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Question 3


Insert your question to providers here

Response: 

Question 2


Insert your question to providers here

Response: 


If you need to add more questions, please copy the above boxes.
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Pricing Schedule– This section asks providers to give you a price for the service they will deliver, 
the price is per apprentice. We’ve given you an example table, please feel free to add in more pricing.



Please complete the below pricing information.

The pricing schedule should include a full breakdown of all costs to ensure that each customer and line manager understands how the final rate charged is calculated.10
Question Responses
Cost
Module Training (If possible, provide a cost per module)

Tutor

IT System

Student Support

Module Exams

Assessments

Materials

Training Facilities

Off-the-Job Training (Add additional comments if relevant)

Other (Please add detail)

Other (Please add detail)

Other (Please add detail)

Per Apprentice Cost 
(Total cost over the full term of the apprenticeship)
£0.00




Key Performance Indicators
– If you’d like to measure the provider’s delivery, then you can tell them below so they understand how you’ll be doing this.


Please see below the suggested KPI’s: (customers can delete this section if not required).
KPI Title
KPI Description
KPI Monitoring
Insert KPIs

















Contract Terms and Conditions
– We’ve created a contract for you to sign with the provider. The provider will advise below that they agree to this process. If you’d like to add in any new legal terms you can do so in the box below.



Providers to complete:

Please confirm that you agree to the contract terms and conditions: Yes/No

Please confirm that you agree to the call-off terms and conditions: Yes/No

Acknowledgement of this will create the order form between the customer and the provider.

All further competitions will be in-line with the contract terms and conditions and the call-off terms and conditions.
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If you have any amends to the call-off terms and conditions, please state here:

Insert any legal terms you would like here
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