
GB-Shrewsbury: ROCV 015 - Provision of Counselling Services 

Competitive Contract Notice 
 
1. Title: GB-Shrewsbury: ROCV 015 - Provision of Counselling Services 
2. Awarding Authority: 
    Shropshire Council 
    Shirehall, Abbey Foregate, Shrewsbury, SY2 6ND, United Kingdom 
    Tel. +44 1743252993, Fax. +44 1743253910, Email: procurement@shropshire.gov.uk, URL: 
www.shropshire.gov.uk 
    Contact: Procurement, Attn: Procurement 
3. Contract Type: Services 
      Sub Type: Health and social services. 
 
4. Description: Counselling services. Shropshire Council requests the submission of tenders in 
connection with the provision of Counselling Services. 
The Council can provide access to a small office for use during a counselling session based in 
Shirehall in Shrewsbury. A provider will additional resources to accommodate a wider meeting place 
for sessions in Shropshire would be preferable. 
The Tender Response Document sets out the scope of the required provision. The provider will offer: 
•Initial triage conducted by telephone of a suitable qualified and experienced person. 
•Short term structured telephone counselling, where required. 
•Access to on-line Counselling, as a feasible option. 
•Short term face to face support counselling (up to 4 sessions, per issue, per person). A further two 
sessions can be permitted in extreme circumstances and only through seeking authorisation from the 
OH Advisor. 
•Regular statistical reports 
•Regular contract monitoring meetings 
•De-briefing for trauma incidents -individuals and groups of staff. 
•Provision of self-help and wellbeing handouts 
•Mediation Session. 
•Support for Staff Wellbeing Events, as and when required. 
Stakeholders and interested parties include Shropshire Council’s Workforce and Transformation 
Service Area and Directors of Shropshire Council. 
The contract will be for an initial period of one year with an option to extend for a further three year 
period commencing on 1st May 2019. 
5. CPV Codes: 
   85312320 - Counselling services.  
 
6. NUTS Codes : 
   UKG22 - Shropshire CC  
 
7. Main Site or Location of Works, Main Place of Delivery or Main Place of Performance: Shropshire 
CC, 
8. Reference Attributed by the Awarding Authority: ROCV 015 
9. Estimated Value of Requirement: Category I: 50K to 100K 
Currency: GBP 
10. Deadline for Expression of Interest: 29/03/2019 12:00:00 
11. Address to which they must be sent: 
    Shropshire Council 
    Shirehall, Abbey Foregate, Shrewsbury, SY2 6ND, United Kingdom 
    Tel. +44 1743252993, Fax. +44 1743253910, Email: procurement@shropshire.gov.uk, URL: 
www.shropshire.gov.uk 
    Contact: Procurement, Attn: Procurement 
     
12. Other Information: 
Other Information: The contracting authority considers that this contract may be suitable for economic 
operators that are small or medium enterprises (SMEs). However, any selection of tenderers will be 
based solely on the criteria set out for the procurement. 
For more information about this opportunity, please visit the Delta eSourcing portal at:  
https://www.delta-esourcing.com/tenders/UK-GB-Shrewsbury:-ROCV-015---Provision-of-Counselling-



Services/Y962T22HTZ 
 
To respond to this opportunity, please click here:  
https://www.delta-esourcing.com/respond/Y962T22HTZ 
 
Suitable for VCO: Yes 
Procedure Type:OPEN 
Period of Work Start date: 01/05/2019 
Period of Work End date: 30/04/2023 
Is this a Framework Agreement?: no 
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Tel:  (01743)   

Please ask for:   15th March 2019 

Email:  procurement@shropshire.gov.uk  
 
 
Dear Bidder 
 
ROCV 015 - PROVISION OF COUNSELLING SERVICES 
 
You have been invited to tender for the above requirement. With this letter please find copies of 
the following documents: 
 

• Instructions to Tendering 
• Tender Response Document 
• Shropshire Council General Terms and Conditions 

 
Tenders should be made on the enclosed Tender Response Document.  Your Tender must be 
completed, signed and returned together with a signed copy of the ‘Instructions for Tendering’ 
through our Delta Tenderbox.   
 
Please pay particular attention to the points below concerning the returning of tenders. 
 
Returning of Tenders 
 
o The deadline for returning tenders is noon 29th March 2019 any tenders received after this 

time will not be accepted 
o Tenders are to be submitted through Delta, our electronic tender portal  

o Please ensure that you allow yourself at least two hours when responding prior to the 
closing date and time, especially if you have been asked to upload documents. If you are 
uploading multiple documents you will have to individually load one document at a time or 
you can opt to zip all documents in an application like WinZip. Failure to submit by the 
time and date or by the method requested will not be accepted. 

o Once you upload documentation ensure you follow through to stage three and click the 
'response submit' button. Failure to do so, will mean the documents won't be viewable by 
the Council. 

 
Tenders cannot be accepted if: 
o Tenders are received by post, facsimilie or email  
o Tenders are received after 12 noon on the given deadline 
 
 
Freedom of Information 
 



Under the provisions of the Freedom of Information Act 2000 from 1 January 2005, the public 
(included in this are private companies, journalists, etc.) have a general right of access to 
information held by public authorities.  Information about your organisation, which Shropshire 
Council may receive from you may be subject to disclosure, in response to a request, unless one 
of the various statutory exemptions applies. 
 
Therefore if you provide any information to Shropshire Council in the expectation that it will be 
held in confidence, you must make it clear in your documentation as to the information to which 
you consider a duty of confidentiality applies.  The use of blanket protective markings such as 
“commercial in confidence” will no longer be appropriate and a clear indication as to what 
material is to be considered confidential and why should be given. 
 
Other Details 
 
Please note that if supplementary questions are raised by any tenderer prior to the closing of 
tenders and Shropshire Council decides that the answers help to explain or clarify the 
information given in the Tender Documents, then both the questions and the answers will be 
circulated to all enterprises invited to submit a tender. Please raise all clarification questions 
before the deadline of 22nd March 2019. 
 
Shropshire Council is purchasing on behalf of itself and any wholly owned local authority 
company or other entity that is deemed to be a contracting authority by virtue of the Council’s 
involvement 
 
Please also note that Shropshire Council is committed to achieving Social Value outcomes 
through maximising the social, economic and/or environmental impact of all its procurement 
activity.  Specific requirements for this contract are set out within the Tender Response 
Document and in addition for your further information the council’s Social Value Framework 
guidance can be found at www.shropshire.gov.uk/doing-business-with-shropshire-council.  
 
If you have any queries relating to this invitation to tender, please contact me on telephone 
number  
 

 
 

Commissioning Development & Procurement Manager 
Finance Governance & Assurance 
Shropshire Council 
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Shropshire Council Instructions for tendering 
 
Contract Description and Specification: 
 
The Provision of Counselling Services. 
Site Address:  Shrewsbury Offices.   
 
Introduction 
 
Shropshire Council requests the submission of tenders in connection with the provision of 
support for the above, which is outlined below.  
 
Background  
 
Our staff are our most asset and we want to ensure that all staff feel 
engaged and motivated so that they can deliver the best possible services 
to the residents of Shropshire.  
 
It is imperative that staff feel they have a voice and can contribute to improving the way we 
do things – most often it is the staff on the frontline who know their services and customers 
the best and how things can be done better to improve the lives of others. 
 
The Council is going through significant transformation changes and an expectation is that 
our staff will facilitate and engage with the changes.  It is recognised that for some 
individuals this will place an increased perception of pressure.  The key for the provider of 
the Counselling Services is to support employees to move into new ways of working to 
achieve change and help the employees to find achievable solutions. 
 
The provider will be expected to understand organisational cultures and workplace factors 
that might impact on their work with us. 
 
The Council wishes to provide employees with short-term counselling when appropriate and 
to keep employees at work or bring them back to work in a timely and reasonable timescale. 
 
We would like to provide a sounding board for an employee, giving them a safe place to talk 
about issues that trouble them, and helping them to find their own solutions to problems or 
develop better ways to manage issues and perceived work demands. 
 
This will be achieved through appointing a provider which can help individuals identify their 
skills, strengths and resources and move them towards solutions. 
 
The Council provides Occupational Health Consultancy Services to some external 
organisations.  These organisations, in some circumstances require access to counselling 
provision too. 
 
The Council can provide access to a small office for use during a counselling session based 
in Shirehall in Shrewsbury.  A provider will additional resources to accommodate a wider 
meeting place for sessions in Shropshire would be preferable. 
 
 
The current head count of employees is 6482.  The Council has approximately 25 external 
organisations who access a counselling service via us. 
 
During the last 5 years of the existing contract.  413 sessions were accessed by our staff 
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and from our external clients on average each year  
 
This document sets out the scope of the required provision.  The provider will offer: 
 

• Initial triage conducted by telephone of a suitable qualified and experienced person. 

• Short term structured telephone counselling, where required. 

• Access to on-line Counselling, as a feasible option. 

• Short term face to face support counselling (up to 4 sessions, per issue, per person).  

A further two sessions can be permitted in extreme circumstances and only through 

seeking authorisation from the OH Advisor. 

• Regular statistical reports 

• Regular contract monitoring meetings 

• De-briefing for trauma incidents -individuals and groups of staff. 

• Provision of self-help and wellbeing handouts 

• Mediation Session. 

• Support for Staff Wellbeing Events, as and when required. 

 

Stakeholders and interested parties include Shropshire Council’s Workforce and 
Transformation Service Area and Directors of Shropshire Council. 
 
The contract will be for an initial period of one year with an option to extend for a further 
three year period commencing on 1st May 2019. 
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1.0 Invitation to Tender 
 

1.1 You are invited to tender for the provision of Counselling Services as detailed in 
the Tender Response Document. The contract will be for an initial period of one 
year with an option to extend for a further three year period commencing on 1st 
May 2019. 

1.2 Tenders are to be submitted in accordance with the Terms and Conditions and the 
instructions outlined within this document. 
 

1.3 Tenders must be submitted in accordance with the following instructions.  Tenders 
not complying in any particular way may be rejected by Shropshire Council (the 
Council) whose decision in the matter shall be final.  Persons proposing to submit 
a Tender are advised to read the Invitation to Tender documentation carefully to 
ensure that they are fully familiar with the nature and extent of the obligations to be 
accepted by them if their Tender is accepted. 
 

1.4 The Invitation to Tender documents must be treated as private and confidential.  
Tenderers should not disclose the fact that they have been invited to tender or 
release details of the Invitation to tender document other than on an “in 
confidence” basis to those who have a legitimate need to know or who they need 
to consult for the purpose of preparing the tender as further detailed in these 
Instructions for Tendering. 
 

1.5 Tenderers shall not at any time release information concerning the invitation to 
tender and/or the tender documents for publication in the press or on radio, 
television, screen or any other medium without the prior consent of the Council. 
 

1.6 The fact that a Tenderer has been invited to submit a tender does not necessarily 
mean that it has satisfied the Council regarding any matters raised in the pre-
tender questionnaire submitted.  The Council makes no representations regarding 
the Tenderer’s financial stability, technical competence or ability in any way to 
carry out the required services.  The right to return to any matter raised in any pre-
tender questionnaire submitted as part of the formal tender evaluation is hereby 
reserved by the Council. 
 

1.7 The Invitation to Tender is issued on the basis that nothing contained in it shall 
constitute an inducement or incentive nor shall have in any other way persuaded a 
tenderer to submit a tender or enter into a Contract or any other contractual 
agreement. 
 

1.8 Shropshire Council is purchasing on behalf of itself and any wholly owned local 
authority company or other entity that is deemed to be a contracting authority by 
virtue of the Council’s involvement. 
 

2.0 Terms and Conditions 
 

2.1 Every Tender received by the Council shall be deemed to have been made subject 
to the Terms and these Instructions for Tendering unless the Council shall 
previously have expressly agreed in writing to the contrary. 
 

2.2 The Tenderer is advised that in the event of their Tender being accepted by the 
Council, they will be required to undertake the required services. 
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3.0 Preparation of Tenders 
 

3.1 Completing the Tender Response Document 
 

3.1.1 Tenders should be submitted using the ‘Tender Response Document’ following the 
instructions given at the front of the document. The Tenderer’s attention is 
specifically drawn to the date and time for receipt of Tenders and that no 
submission received after the closing time will be considered. 
 

3.1.2 All documents requiring a signature must be signed; 
 

 a) Where the Tenderer is an individual, by that individual; 
 

 b) Where the Tenderer is a partnership, by two duly authorised partners; 
 

 c) Where the Tenderer is a company, by two directors or by a director and the 
secretary of the company, such persons being duly authorised for the 
purpose. 
 

3.1.3 
 
 

The Invitation to Tender Documents are and shall remain the property and 
copyright of the Council 
 

3.2 Tender Preparation and Costs 
 

3.2.1 It shall be the responsibility of Tenderers to obtain for themselves at their own 
expense all information necessary for the preparation of their Tender.  No claim 
arising out of want of knowledge will be accepted.  Any information supplied by the 
Council (whether in the Tender Documentation or otherwise) is supplied only for 
general guidance in the preparation of tenders. 
 

3.2.2 Any Tenderer considering making the decision to enter into a contractual 
relationship with the Council must make an independent assessment of the Tender 
opportunity after making such investigation and taking such professional advice as 
it deems necessary. 
 

3.2.3 Tenderers will be deemed for all purposes connected with their Tender submission 
where appropriate to have visited and inspected the Council, its assets, all the 
locations in respect of the delivery of the services/supplies/works and to have 
satisfied themselves sufficiently as to the nature, extent and character of the 
services supplies/works sought, and the human resources, materials, software, 
equipment, machinery, and other liabilities and other matters which will be required 
to perform the contract. 
 

3.2.4 The Council will not be liable for any costs incurred by Tenderers in the preparation 
or presentation of their tenders. 
 

3.2.5 Tenderers are required to complete all pricing schedules in the Invitation to tender 
documents.  The terms “Nil” and “included” are not to be used but a zero or figures 
must be inserted against each item.  Unit rates and prices must be quoted in 
pounds sterling and whole new pence. 
 

3.2.6 It shall be the Tenderer’s responsibility to ensure that all calculations and prices in 
the Tender documentation are correct at the time of submission. 
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3.2.7 The Tenderer is deemed to have made him/herself acquainted with the Council’s 
requirements and tender accordingly.  Should the Tenderer be in any doubt 
regarding the true meaning and intent of any element of the specification he is 
invited to have these fully resolved before submitting his Tender.  No extras will be 
allowed for any loss or expense involved through any misunderstanding arising 
from his/her failure to comply with this requirement. 
 

3.2.8 Any Tender error or discrepancy identified by the Council may be drawn to the 
attention of the Tenderer who will be given the opportunity to correct, confirm or 
withdraw the Tender. 
 

3.2.9 The Tender Documents must be treated as private and confidential. Tenderers 
should not disclose the fact that they have been invited to tender or release details 
of the Tender document other than on an In Confidence basis to those who have a 
legitimate need to know or whom they need to consult for the purpose of preparing 
the Tender. 
 

3.3 Parent Company Guarantee 
 

 It is a condition of contract that if the tendering company is a subsidiary then its 
Ultimate Group/Holding Company must guarantee the performance of this contract 
and provide a letter to that effect signed by a duly authorised signatory of the 
Ultimate Group/Holding Company if requested to do so by the Council.  Where the 
direct parent company cannot provide an adequate guarantee in the opinion of the 
Council, the Council will look to another group or associate company, with 
adequate assets, to be the guarantor.  In cases where the contract is with a Joint 
Venture Company (JVC) or a Special Purpose Vehicle (SPV) company, which may 
have two or more parent companies and which may not be adequately capitalised 
or have sufficient financial strength on its own to support the risk and obligations it 
has under the contract, ‘joint and several’ guarantees / indemnities from the parent 
companies of the JVC or SPV may be sought. 
 

3.4 Warranty 
 

 The Tenderer warrants that all the information given in their Tender and if 
applicable their Request to Participate Questionnaire is true and accurate.  The 
information provided will be deemed to form part of any contract formed under this 
contract. 
 
The Tenderer warrants that none of their current Directors have been involved in 
liquidation or receivership or have any criminal convictions 
 
 

4.0 Tender Submission 
 

4.1 Tenders must be submitted strictly in accordance with the letter of instruction 
accompanying this Invitation to Tender.  Tenders must be submitted by the 
deadline of noon, 29th March 2019   
 

4.2 No unauthorised alteration or addition should be made to the Specification and 
Tender Response Document, or to any other component of the Tender document.  
If any such alteration is made, or if these instructions are not fully complied with, 
the Tender may be rejected. 
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4.3 Qualified tenders may be submitted, but the Council reserves the right not to 
accept any such tender.  The Council’s decision on whether or not a Tender is 
acceptable will be final. 
 

4.4 Tenderers should note that their Tender must remain open and valid and capable 
of acceptance for a period of at least 90 days. 
 

4.5 Tenderers should note that Tenders and supporting documents must be written in 
English and that any subsequent contract, which may or may not be entered into, 
its formation, interpretation and performance, shall be subject to and in 
accordance with the laws of England and subject to the jurisdiction of the Courts of 
England and Wales. 
 

4.6 Where Tender submissions are incomplete the Council reserves the right not to 
accept them. 
 
 

5.0 Tender Evaluation 
 

5.1 The Tenderers may be called for interview to seek clarification of their tender or 
additional or supplemental information in relation to their tender. The presentations 
will not carry any weighting to the final score achieved by Tenderers, but will be 
used to clarify and moderate issues raised in the Tenderer’s submissions. Any 
areas of discrepancy between submissions and information gained from the 
presentations will be reviewed and scores previously awarded will be amended if 
necessary. 
 

5.2 If the Council suspects that there has been an error in the pricing of a Tender, the 
Council reserves the right to seek such clarification, as it considers necessary from 
the Tenderer in question. 
 
 

6.0 Clarifications 
 

6.1 Tenderers are responsible for clarifying any aspects of the tendering process 
and/or the Invitation to Tender documents in the manner described below. 

6.2 If you are unsure of any section and require further clarification, please contact via 
our Delta Tenderbox. 

6.3 Where appropriate, the Authorised Officer named above may direct the Tenderer to 
other officers to deal with the matter.  
 

6.4 All queries should be raised as soon as possible (in writing), in any event not later 
than 22nd March 2019. 
 

6.5 All information or responses that clarify or enhance the tendering process will be 
supplied to all Tenderers on a uniform basis (unless expressly stated otherwise).  
These responses shall have the full force of this Instruction and where appropriate 
the Conditions of Contract.  If a Tenderer wishes the Council to treat a question as 
confidential this must be expressly stated.  The Council will consider such requests 
and will seek to act fairly between the Tenderers, whilst meeting its public law and 
procurement duties in making its decision. 

6.6 Except as directed in writing by the Authorised Officer, and confirmed in writing to 
a Tenderer, no agent or officer or elected Member (Councillor) of the Council has 
any express or implied authority to make any representation or give any 
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explanation to Tenderers as to the meaning of any of the Tender Documents, or 
as to anything to be done or not to be done by a Tenderer or to give any 
warranties additional to those (if any) contained in the ITT or as to any other 
matter or thing so as to bind the Council in any way howsoever. 
 
 

 
7.0 Continuation of the Procurement Process 

 
7.1 The Council shall not be committed to any course of action as a result of: 

 
 i) issuing this Invitation to Tender; 

 
 ii) communicating with a Tenderer, a Tenderer’s representative or agent in 

respect of this procurement exercise; 
 

 iii) any other communication between the Council (whether directly or 
through its agents or representatives) and any other party. 
 

7.2 The Council reserves the right at its absolute discretion to amend, add to or 
withdraw all, or any part of this Invitation to Tender at any time during the 
tendering stage of this procurement exercise. 
 

7.3 At any time before the deadline for receipt of tender returns the Council may 
modify the Invitation to Tender by amendment. Any such amendment shall be 
numbered and dated and issued by the Council to all participating tenderers. In 
order to give prospective Tenderers reasonable time in which to take the 
amendment into account in preparing its Tender return, the Council may in its sole 
discretion, extend the deadline for submission of the tender returns.  The Council 
reserves the right to amend, withdraw, terminate or suspend all or any part of this 
procurement process at any time at its sole discretion. 
 
 

8.0 Confidentiality 
 

8.1 All information supplied by the Council in connection with or in these Tender 
Documents shall be regarded as confidential to the Council unless the information 
is already within the public domain or subject to the provisions of the Freedom of 
Information Act 2000. 
 

8.2 The Contract documents and publications are and shall remain the property of the 
Council and must be returned upon demand. 
 

8.3 Tenderers shall ensure that each and every sub-contractor, consortium member 
and/or professional advisor to whom it discloses these papers complies with the 
terms and conditions of this ITT. 
 

8.4 The contents of this Invitation to Tender are being made available by the Council 
on condition that: 
 

8.4.1 Tenderers shall at all times treat the contents of the Invitation to tender and any 
related documents as confidential, save in so far as they are already in the public 
domain and Tenderers shall not, subject to the provisions relating to professional 
advisors, sub-contractors or other persons detailed below, disclose, copy, 
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reproduce, distribute or pass any of the contents of the Invitation to tender to any 
other person at any time or allow any of these things to happen; 
 

8.4.2 Tenderers shall not use any of the information contained in this Invitation to tender 
for any purpose other than for the purposes of submitting (or deciding whether to 
submit) the tender; and 

8.4.3 Tenderers shall not undertake any publicity activity within any section of the media. 
 

8.5 Tenderers may disclose, distribute or pass this Invitation to tender to their 
professional advisors, sub-contractors or to another person provided that: 
 

8.5.1 this is done for the sole purpose of enabling an Invitation to tender to be submitted 
and the person receiving the Information undertakes in writing to keep the 
Invitation to Tender confidential on the same terms as if that person were the 
Tenderer; or 
 

8.5.2 the Tenderer obtains the prior written consent of the Council in relation to such 
disclosure, distribution or passing of the Invitation to Tender; or 
 

8.5.3 the disclosure is made for the sole purpose of obtaining legal advice from external 
lawyers in relation to the procurement or to any Contract(s) which may arise from 
it; or 
 

8.5.4 the Tenderer is legally required to make such a disclosure. 
 

8.6 The Council may disclose detailed information relating to the Invitation to Tender to 
its officers, employees, agents, professional advisors or Governmental 
organisations and the Council may make any of the Contracts and procurement 
documents available for private inspection by its officers, employees, agents, 
professional advisors, contracting authorities or Governmental organisations.  
 

8.7 Transparency of Expenditure 
 

 Further to it's obligations regarding transparency of expenditure, the Council may 
be required to publish information regarding tenders, contracts and expenditure to 
the general public, which could include the text of any such documentation, except 
for any information which is exempt from disclosure in accordance with the 
provisions of the Freedom of Information Act to be determined at the absolute 
discretion of the Council. 
 
 

9.0 Freedom of Information 
 

9.1 Please note that from 1 January 2005 under the provisions of the Freedom of 
Information Act 2000, the public (included in this are private companies, 
journalists, etc.) have a general right of access to information held by public 
authorities.  One of the consequences of those new statutory responsibilities is 
that information about your organisation, which Shropshire Council may receive 
from you during this tendering process may be subject to disclosure, in response 
to a request, unless one of the various statutory exemptions applies. 
 

9.2 In certain circumstances, and in accordance with the Code of Practice issued 
under section 45 of the Act, Shropshire Council may consider it appropriate to ask 
you for your views as to the release of any information before we make a decision 
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as to how to respond to a request. In dealing with requests for information under 
the Act, Shropshire Council has to comply with a strict timetable and it would 
therefore expect a timely response to any such consultation within five working 
days. 
 
 

9.3 If, at any stage of this tendering process, you provide any information to 
Shropshire Council in the expectation that it will be held in confidence, then you 
must make it clear in your documentation as to the information to which you 
consider a duty of confidentiality applies.  The use of blanket protective markings 
such as “commercial in confidence” will no longer be appropriate and a clear 
indication as to what material is to be considered confidential and why should be 
given. 
 

9.4 Shropshire Council will not be able to accept that trivial information or information 
which by its very nature cannot be regarded as confidential should be subject to 
any obligation of confidence. 
 

9.5 In certain circumstances where information has not been provided in confidence, 
Shropshire Council may still wish to consult with you as to the application of any 
other exemption such as that relating to disclosure that will prejudice the 
commercial interests of any party.  However the decision as to what information 
will be disclosed will be reserved to Shropshire Council. 
 
For guidance on this issue see:  http://www.ico.gov.uk  
 

10.0 Disqualification  
 

10.1 The Council reserves the right to reject or disqualify a Tenderer’s Tender 
submission where:  
 

10.1.1 The tenderer fails to comply fully with the requirements of this Invitation to tender 
or is in breach of clause 15 of the Council’s General Terms and Conditions relating 
to Bribery and Corruption or is guilty of a serious or intentional or reckless 
misrepresentation in supplying any information required; or 
 

10.1.2 The tenderer is guilty of serious or intentional or reckless misrepresentation in 
relation to its tender return and/or the procurement process. 
 

10.1.3 The tenderer directly or indirectly canvasses any member, official or agent of the 
Council concerning the award of the contract or who directly or indirectly obtains or 
attempts to obtain information from any such person concerning any other Tender 
or proposed Tender for the services.  The Canvassing Certificate must be 
completed and returned as instructed. 
 

10.1.4 The Tenderer : 
 

 a) Fixes or adjusts the amount of his Tender by or in accordance with any 
agreement or arrangements with any other person; or 
 

 b) Communicates to any person other than the Council the amount or 
approximate amount of his proposed Tender (except where such disclosure 
is made in confidence in order to obtain quotations necessary for 
preparation of the Tender for insurance purposes); or 
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 c) Enters into an agreement or arrangement with any other person that he 

shall refrain from tendering or as to the amount of any Tender to be 
submitted; or 
 
 

 d) Offers or agrees to pay or give or does pay or gives any sum of money, 
inducement or valuable consideration directly or indirectly to any person for 
doing or having done or causing or having caused to be done in relation to 
any Tender or proposed Tender for the services any act or omission. 
 

10.2 Any disqualification will be without prejudice to any other civil remedies available to 
the Council and without prejudice to any criminal liability which such conduct by a 
Tenderer may attract.  The Non-Collusive Tendering Certificate must be completed 
and returned as instructed. 
 

10.3 The Council reserves the right to disqualify an Applicant from further participating 
in this procurement process where there is a change in the control or financial 
stability of the Tenderer at any point in the process up to award of a contract and 
such change of control or financial stability has a materially adverse effect on the 
Tenderer’s financial viability or ability to otherwise meet the requirements of the 
procurement process.  
 
 

11.0 E-Procurement 
 

 As part of its procurement strategy Shropshire Council is committed to the use of 
technology that can improve the efficiency of procurement. Successful Tenderers 
may be required to send or receive documents electronically.  This may include 
purchase orders, acknowledgements, invoices, payment advices, or other 
procurement documentation. These will normally be in the Council’s standard 
formats, but may be varied under some circumstances so as not to disadvantage 
small and medium suppliers. 
 

12.0 Award of Contract 
 

12.1 Award Criteria 
 

 The Award Criteria has been set out within the Tender Response Document 
accompanying this invitation to tender. The Council is not bound to accept the 
lowest or any Tender. 
 

12.2 Award Notice 
 

 The Council will publish the name and addresses of the successful Tenderers in 
the Official Journal of the European Union (OJEU) where appropriate. The 
Contracting Authority reserves the right to pass all information regarding the 
outcome of the Tendering process to the Office of Fair Trading to assist in the 
discharge of its duties.  Additionally, the Council will adhere to the requirements of 
the Freedom of Information Act 2000 and Tenderers should note this statutory 
obligation. 

12.3 Transparency of Expenditure 
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 Further to it's obligations regarding transparency of expenditure, the Council may 
also be required to publish information regarding tenders, contracts and 
expenditure to the general public, which could include the text of any such 
documentation, except for any information which is exempt from disclosure in 
accordance with the provisions of the Freedom of Information Act to be determined 
at the absolute discretion of the Council. 
 
 

13.0 Value of Contract  
 

 Shropshire Council cannot give any guarantee in relation to the value of this 
contract  
 

14.0 Acceptance 
 

14.1 Tenders must be submitted strictly in accordance with the terms of the Council’s 
Invitation to Tender documentation and acceptance of the tender shall be 
conditional on compliance with this Tender Condition. 
 

14.2 The Tender documentation including, the General and Specific Terms and 
Conditions of Contract, the Tender Response document, these Instructions to 
Tender, together with the formal written acceptance by the Council will form a 
binding agreement between the Contractor and the Council. 

14.3 The Tenderer shall be prepared to commence the provision of the supply and 
services on the start date of the contract being 1st May 2019.  
 
 

15.0 Payment Terms 
 

 Tenderers should particularly note that the principles governing public 
procurement require that, as far as is reasonably possible, payments for Goods, 
Works or Services are made after the provision. Therefore any indication of a 
pricing strategy within a Tender which provides for substantial payments at the 
outset of the Contract will be examined carefully to decide whether or not a Tender 
in such form can be accepted.  If in the opinion of the Council such substantial 
payments appear excessive in relation to the requirements of the Contract the 
Council reserves, without prejudice to any other right to reject any Tender it may 
have, the right to require the Tenderer to spread such proportion of the costs as 
are considered excessive over the duration of the Contract. 
 
 

16.0 Liability of Council 
 

16.1 The Council does not bind himself to accept the lowest or any tender. 
 

16.2 The Council does not accept any responsibility for any pre-tender representations 
made by or on its behalf or for any other assumptions that Tenderers may have 
drawn or will draw from any pre-tender discussions. 
 

16.3 The Council shall not be liable to pay for any preparatory work or other work 
undertaken by the Tenderer for the purposes of, in connection with or incidental to 
this Invitation to Tender, or submission of its Tender response or any other 
communication between the Council and any other party as a consequence of the 
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issue of this Invitation to Tender.  
 

16.4 The Council shall not be liable for any costs or expenses incurred by any Tenderer 
in connection with the preparation of a Tender return for this procurement exercise, 
its participation in this procurement whether this procurement is completed, 
abandoned or suspended. 
 

16.5 
 
 
 
 
 
 
 
 
 
 
17.0 

Whilst the Tender Documents have been prepared in good faith, they do not 
purport to be comprehensive nor to have been formally verified.  Neither the 
Council nor any of its staff, agents, elected Members, or advisers accepts any 
liability or responsibility for the adequacy, accuracy or completeness of any 
information given, nor do they make any representation or given any warranty, 
express or implied, with respect to the Tender Documents or any matter on which 
either of these is based (including, without limitation, any financial details contained 
within the Specification and Contract Documentation).  Any liability is hereby 
expressly disclaimed save in the event of fraud, or in the event of specific 
warranties provided within the Contract Documentation. 
 
The Contractor agrees that where requested in writing during the term of any 
Agreement for the supply Goods Works or Services it will ensure that an 
appropriately authorised representative of the Contractor shall attend a Committee 
meeting of the Council upon being invited to do so by the Council 
 

18.0 Declaration 
 

 We, as acknowledged by the signature of our authorised representative, accept 
these Instructions to Tender as creating a contract between ourselves and the 
Council. We hereby acknowledge that any departure from the Instructions to 
Tender may cause financial loss to the Council. 
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Shropshire Council Tender Response Document 
 

 

Contract Description and Specification: 
 
The Provision of Counselling Services. 
Site Address:  Shrewsbury Offices.   
 
Introduction 
 
Shropshire Council requests the submission of tenders in connection with the 
provision of support for the above, which is outlined below.  
 
Background  
 
Our staff are our most asset and we want to ensure that all staff feel 
engaged and motivated so that they can deliver the best possible services 
to the residents of Shropshire.  
 
It is imperative that staff feel they have a voice and can contribute to improving the 
way we do things – most often it is the staff on the frontline who know their services 
and customers the best and how things can be done better to improve the lives of 
others. 
 
The Council is going through significant transformation changes and an expectation 
is that our staff will facilitate and engage with the changes.  It is recognised that for 
some individuals this will place an increased perception of pressure.  The key for the 
provider of the Counselling Services is to support employees to move into new ways 
of working to achieve change and help the employees to find achievable solutions. 
 
The provider will be expected to understand organisational cultures and workplace 
factors that might impact on their work with us. 
 
The Council wishes to provide employees with short-term counselling when 
appropriate and to keep employees at work or bring them back to work in a timely 
and reasonable timescale. 
 
We would like to provide a sounding board for an employee, giving them a safe place 
to talk about issues that trouble them, and helping them to find their own solutions to 
problems or develop better ways to manage issues and perceived work demands. 
 
This will be achieved through appointing a provider which can help individuals 
identify their skills, strengths and resources and move them towards solutions. 
 
The Council provides Occupational Health Consultancy Services to some external 
organisations.  These organisations, in some circumstances require access to 
counselling provision too. 
 
The Council can provide access to a small office for use during a counselling session 
based in Shirehall in Shrewsbury.  A provider will additional resources to 
accommodate a wider meeting place for sessions in Shropshire would be preferable. 
 
The current head count of employees is 6482.  The Council has approximately 25 
external organisations who access a counselling service via us. 
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During the last 5 years of the existing contract.  413 sessions were accessed by our 
staff and from our external clients on average each year  
 
This document sets out the scope of the required provision.  The provider will offer: 
 

• Initial triage conducted by telephone of a suitable qualified and experienced 

person. 

• Short term structured telephone counselling, where required. 

• Access to on-line Counselling, as a feasible option. 

• Short term face to face support counselling (up to 4 sessions, per issue, per 

person).  A further two sessions can be permitted in extreme circumstances 

and only through seeking authorisation from the OH Advisor. 

• Regular statistical reports 

• Regular contract monitoring meetings 

• De-briefing for trauma incidents -individuals and groups of staff. 

• Provision of self-help and wellbeing handouts 

• Mediation Session. 

• Support for Staff Wellbeing Events, as and when required. 

 

Stakeholders and interested parties include Shropshire Council’s Workforce and 
Transformation Service Area and Directors of Shropshire Council. 
 
The contract will be for an initial period of one year with an option to extend for a 
further three year period commencing on 1st May 2019. 
 

 
Instructions for the completion of this document 

 
1. This document must be completed in its entirety with responses being given to all 

questions. If you are unsure of any section/question and require further clarification, 
please contact us via our Delta Tenderbox.  You are recommended to keep a copy of all 
tender documents and supporting documents for your own records. 

 
2. Tenderers must also complete and sign the four certificates in Sections A1 to A4. These 

must be signed; 
 

a) Where the tenderer is an individual, by that individual; 
 

b) Where the tenderer is a partnership, by two duly authorised partners; 
 

c) Where the tenderer is a company, by two directors or by a director and the secretary 
of the company, such persons being duly authorised for the purpose. 

 
3. All questions require specific responses from you relating to the organisation named in 

Section B Part 1 Question 1.1 (a).  All information supplied must be accurate and up to 
date.  The Council reserves the right to refuse to consider your application if the Tender 
Response Document is not fully completed or is found to be inaccurate. 
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resources and quality measures, with evidence to support the 
response. 

 5  

Minor 
Reservations 

4 

Satisfies the requirement with minor reservations 
Some minor reservations regarding how the Tenderer will meet 
this requirement by their allocation of skills and understanding, 
resources and quality measures, with limited evidence to 
support the response. 

 3  

Serious 
Reservations 

2 

Satisfies the requirement with major reservations. 
Considerable reservations regarding how the Tenderer will 
meet this requirement by their allocation of skills and 
understanding, resources and quality measures, with little or no 
evidence to support the response. 

 1  

Unacceptable 0 

Does not meet the requirement 
Does not comply and/or insufficient information provided to 
demonstrate how the Tenderer will meet this requirement by 
their allocation of skills and understanding, resources and 
quality measures, with little or no evidence to support the 
response. 

 
The use of odd numbers indicates an answer’s allocated mark lies between definitions.  

The tender receiving the highest initial mark for Quality Criteria overall will receive 
the full 700 marks available for Quality.  Other tenders will receive a final mark that 
reflects the final % difference in the initial marks between those tenders and the 
tender receiving the highest initial mark for Quality overall. 
 
 
Price Evaluation and scoring 
 
The most competitively priced tender will receive the maximum mark for price being 300. 
Less competitive tenders will receive a % of the maximum mark that represents the 
difference in cost between that tender and the most competitively priced tender. 
 
Price will be evaluated by using the basket price tendered in Section C Pricing Schedule. 
This will be the sum of the following: 
 
1. Cost of Telephone Counselling per session                     
2. Cost of Cost of face to face counselling per session       
 (Based at our offices in Shrewsbury)                                                                       
3. Cost of Mediation per session                                          
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SECTION B 
 

Standard Selection Questionnaire 
Part 1: Potential supplier Information  
 
Please answer the following questions in full. Note that every organisation that is being relied on to meet 
the selection must complete and submit the Part 1 and Part 2 self-declaration.  
 
Section 1 Potential supplier information 

 
Question 
number 

Question Response 

1.1(a) Full name of the potential supplier submitting the 
information 
 
 

Network of Staff 
Supporters Ltd (NOSS) 

1.1(b) – (i) Registered office address (if applicable) 
 
 

Orme Lodge, High Street 
Bangor-on-Dee 
Wrexham, Clwyd 
LL13 0AU 

1.1(b) – (ii) Registered website address (if applicable) 
 
 

www.noss.uk.com  

1.1(c) Trading status  
a) public limited company  
b) limited company  
c) limited liability partnership  
d) other partnership  
e) sole trader  
f) third sector  
g) other (please specify your trading status)  
 

Limited Company 

1.1(d) Date of registration in country of origin 
 

22 December 2000 

1.1(e) Company registration number (if applicable) 
 

 

1.1(f) Charity registration number (if applicable)  
1.1(g) Head office DUNS number (if applicable)  
1.1(h) Registered VAT number  
1.1(i) Relevant classifications (state whether you fall within one 

of these, and if so which one)  
a) Voluntary Community Social Enterprise (VCSE)  
b) Sheltered Workshop 
c) Public Service Mutual 

 

 

1.1(j) Are you a Small, Medium or Micro Enterprise (SME)2? 
  

 
Contact details and declaration  
 
I declare that to the best of my knowledge the answers submitted and information contained in this 
document are correct and accurate.  
 
I declare that, upon request and without delay I will provide the certificates or documentary evidence 
referred to in this document.  
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2.3 Please confirm you are Accredited to the 
British Association for Counselling & 
Psychotherapy 
 

Yes  

No ☐ 

 

BACP Accredited Organisational Status for 
Therapeutic Counselling services [119296] 
 
UK Employee Assistance Programme 
Association (ASE/00828) 
 
Copy certificates attached – Appendix 2 

 
 
Section 3 Grounds for discretionary exclusion 

 
Question 
number 

Question Response 

 
Section 3.1 Economic and Financial Standing 

 
Question 
number 

Question Response 

3.1.1 Are you able to provide a copy of your audited accounts for the 
last two years, if requested?  
If no, can you provide one of the following: answer with Y/N in the 
relevant box. 
 

Yes  

No ☐ 

 (a)  A statement of the turnover, Profit and Loss 
Account/Income Statement, Balance Sheet/Statement of 
Financial Position and Statement of Cash Flow for the 
most recent year of trading for this organisation.  

 

Yes  

No ☐ 

 (b)  A statement of the cash flow forecast for the current year 
and a bank letter outlining the current cash and credit 
position.  

 

Yes ☐  
No ☐  

 (c)  Alternative means of demonstrating financial status if any 
of the above are not available (e.g. forecast of turnover for 
the current year and a statement of funding provided by 
the owners and/or the bank, charity accruals accounts or 
an alternative means of demonstrating financial status).  

 

Yes ☐  
No ☐  

3.1.2 Where we have specified a minimum level of economic and 
financial standing and/ or a minimum financial threshold within the 
evaluation criteria for this procurement, please self-certify by 
answering ‘Yes’ or ‘No’ that you meet the requirements set out.  
 

Yes  

No ☐ 
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3.2.2 If you cannot provide at least one example for questions 3.2.1, in no more than 500 
words please provide an explanation for this e.g. your organisation is a new start-up or 
you have provided services in the past but not under a contract.  
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Section 3.3 Additional Questions  
 

Suppliers who self-certify that they meet the requirements to these additional questions will be required to 
provide evidence of this if they are successful at contract award stage. 
 
 Additional Questions 

 
3.3.1 Insurance 
               

            
 

       
 

P li  i ili  I   £ 0 illi  
      

      
 

 
I   £5 illi   

 
      

 
P i l i l I i  C   £2 illi  
 

 
 

  
 
3.3.2 – Compliance with equality legislation 
 
For organisations working outside of the UK please refer to equivalent legislation in the country that you 
are located. 
1. In the last three years, has any finding of unlawful discrimination been made against 

your organisation by an Employment Tribunal, an Employment Appeal Tribunal or 
any other court (or in comparable proceedings in any jurisdiction other than the UK)? 
 

 

Yes ☐ No    

 

2. In the last three years, has your organisation had a complaint upheld following an 
investigation by the Equality and Human Rights Commission or its predecessors (or 
a comparable body in any jurisdiction other than the UK), on grounds or alleged 
unlawful discrimination?   
 

If you have answered “yes” to one or both of the questions in this module, please 
provide, as a separate Appendix, a summary of the nature of the investigation and 
an explanation of the outcome of the investigation to date. 
 

If the investigation upheld the complaint against your organisation, please use the 
Appendix to explain what action (if any) you have taken to prevent unlawful 
discrimination from reoccurring. 
You may be excluded if you are unable to demonstrate to the Authority’s satisfaction 
that appropriate remedial action has been taken to prevent similar unlawful 
discrimination reoccurring.     
 

 

Yes ☐ No    

 

3. If you use sub-contractors, do you have processes in place to check whether any of 
the above circumstances apply to these other organisations? 

We do not 
use sub-
contractors 
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3.3 – Health & Safety 
 

1. Please self-certify that your organisation has a Health and Safety Policy 
that complies with current legislative requirements.  
 
Copy attached – Appendix 4 

Yes  

No ☐ 

2. Has your organisation or any of its Directors or Executive Officers been in 
receipt of enforcement/remedial orders in relation to the Health and Safety 
Executive (or equivalent body) in the last 3 years?  
 

If your answer to this question was “Yes”, please provide details in a 
separate Appendix of any enforcement/remedial orders served and give 
details of any remedial action or changes to procedures you have made 
as a result. 
  
The Authority will exclude bidder(s) that have been in receipt of 
enforcement/remedial action orders unless the bidder(s) can demonstrate 
to the Authority’s satisfaction that appropriate remedial action has been 
taken to prevent future occurrences or breaches.      

 

Yes ☐ No    

 

3. If you use sub-contractors, do you have processes in place to check 
whether any of the above circumstances apply to these other 
organisations? 

 

We do not use 
sub-
contractors 

 

3.4 - Safeguarding of adults  
(for services where staff come into regular contact with adults) 
1 Do you have a Safeguarding Policy or statement for safeguarding adults? Enclosed  

es  

o ☐ 

2 For information: our requests for references will include a question relating 
to your organisation’s record for safeguarding. 

 
 

3 As a contractor providing a public service on behalf of a Shropshire 
Council, we expect that you will be familiar and committed to the local 
safeguarding procedures as prescribed by 
  
Shropshire Council’s approach to adult protection  
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http://www.shropshire.gov.uk/adultcarer.nsf/open/F54E8A80CF1343BC802
57AAF0058F760  
 
I/We certify that I/We are familiar with and committed to deliver our service 
in compliance with local safeguarding processes. 
 

Signed:    
Status:  Business Director 
(For and on behalf of Network of Staff Supporters Ltd) 
 
And we will share the policy with counsellors attached to this 
contract 
 
Date 28 March 2019 
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2.2 How will initial calls be handled and triaged? 

 
10 / 100 
max 
marks 
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2.3 What is your timescale for initial access, first triage and telephone/face 
to face appointments? 

10 / 100 
max 
marks 
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2.4 What statistical reports will be made available? (Please provide 
ammonised data as an example of the information you supply to 
your client organisations) 

10 / 100 
max 
marks 
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We will be in touch after the standstill period.  
 
Yours faithfully     
   

 




