Method Statement Evaluation Template

Template 11 

Please note the template below must be adapted and tailored to suit each individual requirement

Method Statements Evaluation Proforma

The assessment process:1) Assessment panel of two or more persons agreed by Project Board.

2) Individual assessors evaluate and score tenders following the instructions below.

3) Assessment panel convenes to discuss and agree areas for clarification for each tender.

4) Clarifications are sought from tenderers.

5) Assessment panel convenes to review clarifications and agree final scores.

6) Final scores, strengths, weaknesses and added value are summarised into a shortlist.

7) Project Board convenes to review shortlist and agree recommendation for contract award.

8) Recommendation for contract award forwarded to authorised officer or Portfolio Holder for authorisation.

9) Notification of successful tenderer

10) 10 day standstill period (N.B. not mandatory for Residual Part B services).
11) Award contract.
Assessor Instructions
Submissions must:
· answer all of the questions in the order in which they appear in Schedule10 Method Statement.
· clearly identify which question they are answering by using headings and sub-headings.
· be kept to the maximum page limits detailed at the top of each section and 
· be written in font Arial 12pt 
· have a minimum margin of 2cm all round. 
Exclude from your evaluation any information that exceeds the page limits stated or that is not provided in the correct format. 
A) Evaluations should be recorded using the scoring templates in this document. Below is an example of how the template should be completed.
	1) Section Heading (Max. No Pages)
	a) Question / Questions
	Response Requirements: · Details of response requirements are detailed here

	Assessors Notes
· Assessors should evaluate the tenderers response to each question against the Response Requirements detailed in the box above.

· This space should be used to record any comments

· Score the response using the scale below where meets requirements means that the tenderers response meets the minimum requirements detailed in the specification.

· NB. An Added Value score can only be awarded where the minimum requirements have been met.

	Score: 
Insert your score here
	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment
· This space should be used to record the reasons for score adjustments as a result of joint assessor reviews when they convene at stages 3 and 5 of the evaluation process detailed above.

· Please also record the date of any adjustments in this space.

· Use the scale below to record the final agreed score

	Final Agreed Score: 
Insert your score here	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

B) For each section of the method statement a section summary should be completed as follows:
	Section Summary
Strengths
· Insert strengths identified

Weaknesses

· Insert weaknesses identified
Added Value

· Insert added value over and above minimum requirements

Areas for Clarification
Identify areas for clarification


	Section Score	  /40
		  %

C) Evaluate price using the following affordability criteria:
	Contract Price


	Action

	£xxx,xxx plus per annum 

(more than x% above estimated maximum annual contract value)


	Not considered as price is unaffordable

	£xxx,xxx to £xxx,xxx per annum 

(Up to x% above estimated annual contract value)


	Minus xx % 

(take off tender evaluation score detailed below)

	Up to £xxx,xxx per annum


	No action


D) Use the scoring summary at the end of this document to calculate the overall tender score.
E) Complete signature boxes below the scoring summary
Housing Related Floating Support Service for Refugees Tender Evaluation
	Provider Name:
	

	Assessor Name:
	

	Date:
	

	Final Score:
	


	1) Partnership Working to Achieve Effective Outcomes for Refugees (Max. 4 Pages)
	a) How will you work with other agencies to deliver a cohesive service?
	Response Requirements: 

	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	b) Please provide details of linkages you have with organisations that are relevant to delivery of the service.
c) If linkages are not already established, who do you expect to work with and how will you engage with them to secure their involvement in the service?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	d) How will you engage with stakeholder organisations?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	e) How will you share information and good practice both internally and externally?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	Section Summary
Strengths

Weaknesses

Added Value

Areas for Clarification


	Section Score	  /40
		  %

	2) Skills, Knowledge and Experience of Working with Refugees and Providing Housing Related Support (Max. 4 Pages)
	a) What are the key strengths & weaknesses in terms of skills that you consider your organisation to have? How will any weaknesses be addressed?
	Response Requirements: 

	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	b) What do you consider to be the key government policies, legislation and good practice guides relevant to the delivery of this service, how will they be used to shape your services and how will you ensure that your service will adapt to the changing priorities?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	c) Please provide details of your organisations experience in working with the client group and / or similar provision, including commissioning / funding organisation, a description of services you provided, performance targets set, outcomes achieved, dates and results of any external inspections.
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	Section Summary
Strengths

Weaknesses

Added Value

Areas for Clarification


	Section Score	  /30
		  %

	3) Assessment of Needs and Risks and Support Planning (Max. 4 Pages)
	a) How will you effectively assess individual needs and risks?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	b) How will your needs and risk assessment be developed into a support plan?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	c) How will you ensure that the aims of the support plan are achieved?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	d) What are the barriers that participants will face and what areas of support will be needed?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	e) How will you ensure that your proposed activities meet the needs of participants?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	Section Summary
Strengths

Weaknesses

Added Value

Areas for Clarification


	Section Score	  /50
		  %

	4) Details of Proposed Service (Max. 10 Pages)
	a) How will you meet the Purpose of the Service as detailed in the specification?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	b) In terms of contracted capacity, how many refugees will your service support at any one time?
c) How many people in total will your service support per year?
e) How many hours of frontline support will you provide per week?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	d) Tell us when or where your service will be delivered.
	Response Requirements: [insert evaluation criteria]



	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	f) How will you manage performance? Please include an implementation plan showing how you will develop the capacity of your service and progressive performance targets for the first 12 months of the service.
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	g) What levels will you achieve against each of the ODPM and Key Performance Indicators detailed in the specification? How will these be achieved? How will they be evidenced?
h) Are there any other performance indicators that you will use to measure the success of your service? How will these be achieved? How will these be evidenced?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	i) How will you manage the withdrawal of support for service users where all needs have been met?
j) How will you manage the withdrawal of support for service users where you have identified that the individual remains vulnerable?
	Response Requirements: [insert evaluation criteria]



	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	k) How will you support and promote equality of access and parity of outcomes for all participants?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	Section Summary
Strengths

Weaknesses

Added Value

Areas for Clarification


	Section Score	  /70
		  %

	5) Engagement of Refugees in the Design and Continuous Improvement of the Service (Max. 2 Pages)
	a) How will you engage refuges in the design, delivery and continuous improvement of the service to ensure it meets the wide range of needs of refugees in Plymouth?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	b) How will you ensure that your service users have equal opportunity to participate in any consultation exercises?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	Section Summary
Strengths

Weaknesses

Added Value

Areas for Clarification


	Section Score	  /20
		  %

	6) Management and Operation of the Service (Max. 10 Pages)
	a) Will your organisation deliver the contract through direct delivery, as a managing provider or as part of a partnership or consortium?
b) Where you are intending to use subcontractors: 
i) Please explain which elements of your proposed service your organisation will deliver directly and which elements you intend to sub contract. 
ii) Please identify the names of sub contractors (if known).
iii) Please identify how you will identify and select subcontractors / delivery partners, how many levels of subcontracting you will allow.
iv) How will sub contractors be managed and monitored?
c) Where you are tendering in collaboration / partnership with others or as part of a consortium:
i) Please identify the partner / members or proposed partners / members 
ii) Who will be the lead organisation?
iii) Please detail the legal status of the collaboration / partnership / consortium
iv) Please detail your proposed management arrangements
v) Please identify what each parties roles and responsibilities will be?
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	d) Please provide staffing details relating specifically to the delivery of the Service. Include who will be responsible for each element of delivery, management structure, ratio and numbers of staff / service users and details of staff skills and experience. Where staff are to be recruited please provide person specifications and details on your staff recruitment processes.
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	e) Please include details on your approach to TUPE if you think it may be applicable to your tender.
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	f) Please provide details of your administration controls and processes, including financial controls
	Response Requirements: 


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	g) Outline your processes for quality monitoring, review, evaluation of key milestones and outcomes.
	Response Requirements: [insert evaluation criteria]



	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	h) Please confirm that the service will be fully operational by 1 August 2006, if this is not the case then please explain why and when it will be?
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	i) How will you set up an effective service? Please provide a project timetable showing details of key milestones in relation to project start up, lead times and highlight any particular barriers e.g. acquisition of premises.
	Response Requirements:


	Assessors Notes


	Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10
	Rationale for score adjustment


	Final Agreed Score:	Very Poor	Poor	Meets Requirements	Good 
(Some Added Value)	Very Good (Significant Added Value)
		0	1 to 3	4 to 6	7 to 9	10

	Section Summary
Strengths

Weaknesses

Added Value

Areas for Clarification


	Section Score	  /70
		  %

	7) Added Value (Max. 1 Page)

	a) Is there any additional information that you want to tell us that you feel will add value to your tender?
	Any added value identified should be included in the assessments of sections 1 to 6 above

Scoring Summary
	Section
	Score (%)
	Weighting
	Weighted Score

	1) Insert Section Heading 

(e.g. Partnership Working to Achieve Effective Outcomes)
	(e.g.

50)
	(e.g. 

X 0.1)
	(e.g. 

5)

	2) Insert Section Heading
	
	
	

	3) Insert Section Heading
	
	
	

	4) Insert Section Heading
	
	
	

	5) Insert Section Heading
	
	
	

	6) Insert Section Heading
	
	
	

	Price.			
	Total Score 	

	Assessor 1

	Name:
	

	Position:
	

	Signature:
	

	Date:
	

	Assessor 2

	Name:
	

	Position:
	

	Signature:
	

	Date:
	


	Assessor 3

	Name:
	

	Position:
	

	Signature:
	

	Date:
	


Add up your scores from each question template and insert here





Calculate percentage for this section and insert here
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