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PRE-QUALIFICATION QUESTIONNAIRE

PROCUREMENT OF:  
Service Contract

  FOR THE PROVISION OF DEVELOPING AN ONLINE CAREERS ASSESSMENT TOOL & DATABASE OF CAREER PROFILES
Introduction

Foras Aiseanna Saothair (the “Contracting Authority”), the Training and Employment Authority is seeking to retain services in respect of   FOR THE PROVISION OF DEVELOPING AN ONLINE CAREERS ASSESSMENT TOOL & DATABASE OF CAREER PROFILES.
Description of Requirements

FÁS, the Training and Employment Authority was established in January 1988 under the Labour Services Act 1987. Its functions include the operation of training and employment programmes, the provision of an employment/recruitment service and an advisory and support service for business.
 
FÁS has a staff complement of approximately 2,300 people and a network of offices and training centres throughout the country.
Employment Services Support Unit Head Office (ESSU)

ESSU is responsible in developing and reviewing Employment Services’ policies, products and standards, to support the delivery of the dual-stranded National Employment Service and to provide a range of on-going supports to Employment Services in Regions.

Employment Services in FÁS: 

The FÁS Statement of Strategy 2006 – 2009 outlined that the FÁS Employment Services would be the gateway to all labour market services.  It is important to clarify the concept of “Gateway” in the context of providing consistent standards of service to job-seekers and employers and of the need to focus on the individual by providing the appropriate level of support to facilitate entry/re-entry into the active labour market.  This will also enable a more efficient means of capturing information that may subsequently be used to inform programme development.  Gateway, therefore, is an access point to all labour market services for individuals and to the vacancy-handling service for employers.
Foras Áiseanna Saothair (FÁS) has a network of 64 Employment Offices and 20 Training Centres throughout the country. FÁS Employment Services, through its network of these offices, is the access point to all FÁS training and employment programmes for job-seekers.   FÁS Employment Services is also a referral point to the full range of labour market services and information for all jobseekers and employers.

Employment Services Division of FÁS is inviting Companies to submit an Expression of Interest in respect of “DEVELOPING AN ONLINE CAREERS ASSESSMENT TOOL AND DATABASE OF CAREER PROFILES”.

Procurement Process

The purpose of this Pre-Qualification Questionnaire is to obtain sufficient information to enable the Contracting Authority to evaluate the suitability of potential service providers to meet its requirements.  During the Pre-Qualification stage, the intention is to arrive at a list of at least five potential service-providers for formal Invitation to Tender.

Submission of Pre-Qualification Questionnaires

Interested parties must complete a Pre-Qualification Questionnaire and submit the requested additional documentation.  Pre-Qualification Questionnaires should be completed in the English language.  Each Service Provider will have received the Pre-Qualification Questionnaire in electronic form to facilitate its completion.  Responses to the Pre-Qualification Questionnaire will be used in the first step of selecting Service Providers to tender.  

Prospective Service Providers should answer all questions as accurately and concisely as possible and providing all the details they consider necessary to provide a sufficient response to each question or item set out in the Pre-Qualification Questionnaire.  Where a question is not relevant to the Service Provider’s organisation this should be indicated with an explanation.  The non provision of any information requested or any failure to comply with the express provisions of the Pre-Qualification Questionnaire may be considered grounds for exclusion.

If the Service Provider requesting to participate in the pre-qualification process is a member of a consortium, then all consortium members should complete a separate Pre-Qualification Questionnaire in full, responding on behalf of their own organization.  The completed Pre-Qualification Questionnaire from each consortium member should be bound together and returned as one document and should indicate one contact person for the consortium.  Also details of the actual or proposed structure of the consortium should be provided.

Completed Pre-Qualification Questionnaires must be submitted in a sealed envelope marked:  FOR THE PROVISION OF DEVELOPING AN ONLINE CAREERS ASSESSMENT TOOL & DATABASE OF CAREER PROFILES
Criona McCarthy

Procurement Officer,

Procurement/Assets Division,

FÁS

27/33,  Upper Baggot St.,

DUBLIN 4.

no later than 5.00p.m. Monday 30th March 2009
No unsolicited submissions or requests will be accepted after this time and date. One printed copy (in hard form) and one in CD (a declaration form in respect to the CD is attached) of all documents are required to be submitted by this time and date.  

Delivery to any other location is NOT acceptable. The onus is on each Service Provider to ensure their Pre-Qualification Questionnaire is with the Contracting Authority by the time and date specified.  Responsibility for proof of delivery to the correct location before the time on the closing date rests with the Service Provider and Service Providers are advised to obtain a signed receipt acknowledging delivery.  Faxed or e-mailed Pre-Qualification Questionnaires will not be accepted.

The Contracting Authority reserves the right to check all information supplied for accuracy (but without any obligation to do so).  Statements which are subsequently found to be incorrect or incapable of fulfilment may be considered by the Contracting Authority as a reason to exclude that Service Provider from the process.

The Contracting Authority reserves the right to request clarification of any matter set out in a Service Provider's Pre-Qualification Questionnaire or to request additional information from Service Providers after the final date for submission of Pre-Qualification Questionnaires.  Failure to provide a satisfactory response may lead to that Service Provider’s exclusion from the procurement process.
Information Supplied and Clarifications

It is the responsibility of Service Providers to ensure that they are fully aware of and understand the requirements as laid out in this Pre-Qualification Questionnaire.
The Contracting Authority will not enter into detailed discussions of their requirements at this stage.  Requests for clarification of the Pre-Qualification Questionnaire must be made by e-mail to criona.mccarthy@fas.ie.  All requests for clarification should be clearly marked:  FOR THE PROVISION OF DEVELOPING AN ONLINE CAREERS ASSESSMENT TOOL & DATABASE OF CAREER PROFILES
All requests for clarification must be received by 5.00p.m. Monday 23rd March 2009
A written response to all requests for clarifications received on or before such time or date will be sent to all Service Providers, without identifying the source of the query.  The Contracting Authority may in its absolute discretion respond to requests for clarification received after the deadline above.
Freedom of Information Acts 1997 and 2003 (the “Acts”)

Under the above legislation members of the public have a right to access records held by a public body.  The Contracting Authority is a public body as defined in the Acts.  All records provided to the Contracting Authority by third parties are also covered.  The Contracting Authority undertakes to use its best endeavours to hold confidential any information provided by Service Providers to the Contracting Authority, subject to its obligations under the law, including the Acts.  If a Service Provider considers that any records supplied by it (including the Pre-Qualification Questionnaire) are either commercially sensitive or confidential in nature it should, when providing the information, identify same and specify the reason(s) for its sensitivity.  In the event of a Freedom of Information request being received, which concerns records supplied by a Service Provider, the Contracting Authority will consult with the Service Provider before making a decision.  

General

This Pre-Qualification Questionnaire is being provided on the same basis to all potential Service Providers.

Direct or indirect canvassing of any of the Contracting Authority’s employees or agent or by any potential Service Provider concerning the completion, or any attempt to procure information from any of the Contracting Authority’s employees or agents concerning this Pre-Qualification Questionnaire may result in the disqualification of the potential Service Provider from consideration from this competition.

The Contracting Authority reserves the right subject to the appropriate procurement rules, not to proceed with the procurement process or any part of the process or to change the basis of the process and may terminate the process at any time (or any part thereof) and in such event the Contracting Authority shall not be liable, howsoever, to any potential Service Provider or tenderer.  Nothing herein or any communication between the Contracting Authority and any potential Service Provider in connection with this Pre-Qualification Questionnaire shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance herewith.

The Contracting Authority will not be liable in respect of any costs incurred by Service Providers in the preparation of a Pre-Qualification Questionnaire(s) or tender(s) or any associated work effort.  In addition, Service Providers will be responsible for any costs incurred by them in the event of their being required to attend for interview or make a presentation of their proposals.
While every effort has been made to ensure that this document contains all the necessary information for the completion of the Pre-Qualification Questionnaire, the Contracting Authority gives no warranty or representation as to the accuracy or completeness of the information provided herein and shall not be liable for any errors or omissions.  The information will be supplemented by further and more detailed information in the Invitation to Tender and other tender documents.

The work covered by this Pre-Qualification Questionnaire shall be deemed to be carried out in Ireland and shall be governed by the laws of Ireland.

FÁS – Pre-Qualification Questionnaire

Services Contracts

1. Full Legal Name of Service Provider

2. Address 

3. Address of Registered Office (if different)

4. Contact Person/Authorised Representative

Name

Address

Telephone

Fax Number

E-mail Address

5. Nature of Organisation

(ie. Limited or unlimited Company, plc, partnership, sole trader, part of consortium, other type of joint venture).

(a) Is the Service Provider already incorporated or is it intended that it will be incorporated (if successful)?

(b) If limited or unlimited Company, please provide a copy of the Service Provider’s Certificate of Incorporation.

(c) If unincorporated, provide a statement that the Service Provider has been engaged in the profession in its country of establishment in a specific place and under a specific business name.

(d) If a member of a Group of Companies give the Name and Address of the parent or holding company and of other subsidiary companies of the parent or holding company.

(e) If the Service Provider is a subsidiary will the Group or Parent Company guarantee its performance?

(f) How long has the Service Provider traded under this name?

(g) Give details of any previous name in the past five years.

6. Please provide a brief overview of the Service Provider, including details of core products/services provided.

	7. 
(a)

(b)

(c)

(d)

(e)

(f)


	Automatic Exclusion – Compliance with Article 29 of Council Directive 92/50/EEC (the “Services Directive”)

Please tick as appropriate

Please confirm whether any of the following situations apply to the Service Provider;

Is bankrupt or is being wound up, whose affairs are being administered by the court, who has entered into an arrangement with creditors, who has suspended business activities or who is in any analogous situation arising from a similar procedure under national laws and regulations.

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

Has been convicted of an offence concerning his professional conduct by a judgment which has the force of res judicata.

Has been guilty of grave professional misconduct.

Has not fulfilled obligations relating to the payment of social security contributions in accordance with the legal provisions of the country in which he is established or with those of Ireland.

Has not fulfilled obligations relating to the payment of taxes in accordance with the legal provisions of the country in which he is established or those of Ireland.


	YES


	NO




The existence of one or more of the circumstances set out above might be considered grounds for exclusion from this competition.  Any Service Provider who fails to answer the above or who makes a serious misrepresentation in supplying the above information may also be excluded from participation in the contract.

8. Financial & Economical Standing

(a) If available, please include balance sheets or extracts from the balance sheets for the Service Provider for the last three financial years, where publication of the balance sheet is required under the laws of the country in which the Service Provider is established.  If the most recent annual accounts remain unsigned, then draft accounts for that year should be provided.  For those Service Providers that have been formed for less than three years and for which audited summaries are not available, equivalent financial information should be provided, endorsed at an appropriate level.

(b) If balance sheets or extracts from balance sheets are unavailable, please advise why this is the case.

(c) Please provide a statement of the Service Provider’s overall turnover and turnover on services to which the contract relates for the last three financial years.  If these are the same, please confirm this.

(d) Please enclose an appropriate statement from your banker(s) indicating the length (in years) of the financial relationship and stating that all accounts held by the Service Provider are currently in good standing and confirming that the Service Provider is financially capable of providing the proposed services.  The letter should be recently dated and make reference to the proposed services and that the Service Provider is financially capable of providing the proposed services.

(e) Please provide details of your professional indemnity insurance cover, including name and address of the insurer and the value.

9. Technical Capacity

Give details of most relevant contracts completed by the Service Provider in the last 3 years (at least 4).  If the contract is an element of a larger contract/subcontract give details of the larger contract.  If the total value of such contract is not known, please give your best estimate.

(a) Name and place of Contract

Nature and description of services provided

Recipient of services

Date of commencement of the services provided

Date of completion of the services provided

Total value of the overall contract (if relevant) (if not known, your best estimate)

Value of service provider’s component of overall contract (if different to above)

Name and contact details of contract referee

(b) Name and place of Contract

Nature and description of services provided

Recipient of services

Date of commencement of the services provided

Date of completion of the services provided

Total value of the overall contract (if relevant) (if not known, your best estimate)

Value of service provider’s component of overall contract (if different to above)

Name and contact details of contract referee

(c) Name and place of Contract

Nature and description of services provided

Recipient of services

Date of commencement of the services provided

Date of completion of the services provided

Total value of the overall contract (if relevant) (if not known, your best estimate)

Value of service provider’s component of overall contract (if different to above)

Name and contact details of contract referee

(d) Name and place of Contract

Nature and description of services provided

Recipient of services

Date of commencement of the services provided

Date of completion of the services provided

Total value of the overall contract (if relevant) (if not known, your best estimate)

Value of service provider’s component of overall contract (if different to above)

Name and contact details of contract referee

10. Give details of service contracts:

(a) Currently being carried out;

(b) To which the firm is contractually committed but has not yet commenced.  Service Providers should refer to their current workload and how it will impact on their ability to deliver on this project.

11. Staff Details

(a) Give details of the Service Provider’s average annual manpower and the number of managerial staff over the last three years.  Where significant changes have occurred in respect of key management or specialist staff this should be identified.

(b) Give details of the Service Provider’s educational and professional qualifications and that of the person/persons to be responsible for providing the services.  

(c) Describe briefly the process the Service Provider employs in training and developing staff in order to improve effectiveness in the workplace.

12. Tools, Plant and Equipment

Give details of tools, plant or technical equipment available to the Service Provider for carrying out the work.

13. Quality Control

(a) Please give details of the Service Provider’s measures for ensuring quality and the Service Provider’s policy towards total quality management.

(b) Please give details of any quality qualifications/accreditation held or standards that the Service Provider works to, including the name of the accreditation body, date achieved and the relevant standard.  

(c) Please advise whether the quality accreditation status of the Service Provider has changed over the past three years.  If so, please explain why.

(d) Please give details of the technicians or technical bodies who will be involved in the contract, especially those responsible for quality control.

14. Please give details of the Service Provider’s research and study facilities (if relevant)

15. Please give a brief outline of the Service Provider’s policy regarding the use of sub-contractors and if applicable, the extent to which the Service Provider might envisage using them for this contract.  The Service Provider must list all sub-contractors they propose to use during the period of the contract, including name of sub-contractor, services to be sub-contracted and percentage of services to be sub-contracted.  The Contracting Authority reserves the right to request further information concerning sub-contractors.

16. Please ensure that all sections of the Pre-Qualification Questionnaire are completed and all supplementary information provided.

	
	Please indicate which attachments are enclosed:-

Audited Accounts or balance sheets for the Service Provider for the past three financial years or if unavailable, a statement why they are unavailable.

Statement of the Service Provider’s overall turnover and turnover on services to which the contract relates for the past three financial years.

Appropriate statement from banker(s) that the Service Provider is financially capable of providing the proposed services.

Details of Service Provider’s professional indemnity insurance cover.


	Yes
	 No


17. Declaration

This Declaration is to be signed by an Authorised Representative of the Service Provider.

I hereby declare, on behalf of the Service Provider making this application, that it is competent to carry out the services described herein and that I am authorised to give these declarations.

I understand that and accept that the provision of false or misleading information or the omission of information could result in the exclusion of the Service Provider from the bidding process.

I hereby declare that I have taken all reasonable measures to ensure that the information given herein and supplementary information submitted is correct.

Name of Service Provider:

Signed on behalf of Service Provider:

Name in Block Capitals:

Position:

Date:

DECLARATION

I wish to confirm that the content in the CD/USB memory stick is a copy of the content in the hardcopy of the PQQ submitted.

Signed _________________________
 Service Provider__________________
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