Selling To Hartlepool Borough Council
 
 
A Guide for Suppliers, Service Providers & Contractors
 
 

Foreword 
 
 Foreword by Councillor Robbie Payne, Finance & Efficiency Portfolio Holder and the Council’s procurement champion and sustainable procurement champion.
 
Improving the way in which Councils across the country buy goods and services is a key factor in modernising local government.
 
Hartlepool Borough Council is working to utilise new procedures and systems to ensure we secure the best services in a cost effective and timely way.

 
The benefits of taking this approach are clear:
 
        The Council will improve the efficiency and effectiveness of procurement activity by standardising procedures and implementing Procurement systems.
 
        The delivery of customer services will be supported by the best available support services and goods, at the best prices.
 
        Businesses will find it easier to work with the Council, and will gain access to a broader market place.
 
This strategy seeks to rise to the challenge of a genuinely joined-up approach to Procurement and we fully support the strategy on behalf of our staff, our citizens, and our local businesses.
 

Councillor Robbie Payne
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Introduction
This guide has been produced to assist suppliers, service providers & contractors who wish to supply Hartlepool Borough Council with goods, materials, agency staff, services or works.
 
Hartlepool Borough Council encourages competition and welcomes bids from new and established suppliers, both large and small.  Contracts are awarded on a value for money basis and whilst the Council cannot discriminate in favour of local suppliers, we are committed to supporting the growth and development of local small and medium sized enterprises (SMEs) and local voluntary and community organisations through the Council’s procurement activity.
 
About Us
Established in 1996, Hartlepool Borough Council is the second smallest unitary council in England.  We serve 88,600 people across the borough and cover 9,390 hectares.  As a unitary authority the Council provides a wide range of local government services, from schools and social services to regeneration and refuse collection.
 
Standards of Conduct
 Hartlepool Borough Council aspires to the highest standards of conduct and governance in the discharge of its roles. 
 There is an expectation that organisations and individuals upon whom the Council relies for the provision of services, or in the discharge of contractual arrangements, will adopt and reflect the Council’s General Principles of conduct in their dealings with the Council, its Members and officers and members of the general public who they are serving on behalf of the Council.
 Details of these General Principles are provided in the Council’s ‘Standards & Partners’, document.
 
What We Buy
 The Council spends around £50m per annum on supplies, services and works.  Given the diverse nature of council services, our requirements are varied, ranging from low value – high volume purchases such as stationary and office supplies, through to high value capital works schemes.
 The Council deals with contracts of varying types from one-off purchases to contracts for supplies, services or works that will last for a specific period of time before coming up for renewal.  
 
North Eastern Purchasing Organisation
 The Council is a member of the North Eastern Purchasing Organisation (NEPO) which is a local government purchasing consortium of 12 councils in the north east of England and NEPO contracts have an annual value in excess of £90m.
 NEPO provides a means of pooling purchasing knowledge and expertise and of gaining savings through aggregated contracts and co-ordinated purchasing.  
 Where the Council has agreed to be involved in a particular NEPO contract it will not let contracts for similar goods during the lifetime of the NEPO contract.
 

Our Procurement Procedures & Regulations
As a public authority we have a duty to operate in an open and transparent way by allowing the market freedom of opportunity to trade with us.  Our procedures for purchasing are known as ‘Contract Procedure Rules’.
 
A summary of our main procurement procedures is set out in the grid below:
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** The limits detailed above are subject to review.
How to Find Out About Our Contract Opportunities
 Existing supply arrangements
 
Details of the Council’s current call-off and framework contracts (including their review dates) can be viewed on the Council’s Contract Register.
 
Forthcoming supply arrangements
 
Forthcoming Tender opportunities are advertised in a number of places. The following grid describes what will be advertised and where:
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In terms of sub-tender opportunities (i.e. >£2,000 and <£60,000 for Goods and Services and >£2,000 <£100,000 for Works), quotations will be gathered using the Council’s ‘Quick Quotes’ system.

Tender opportunities are advertised on the Council’s procurement webpages (see the ‘Procurement’ link on the right hand column of the Council’s homepage) and the NEPO Portal.

Both quotation and tender opportunities can be accessed by following this link - North Eastern Purchasing Organisation and registering on the portal.
 
  

Understanding Our Tendering Process
Informal Contract (Quotations) Procedures
 
The Contract Procedure Rules of the Council’s Constitution allow for informal procedures to be employed where contracts are for limited amounts.  
 
Contracts for under this minimum limit (£2,000) may be implemented without following the tender process so long as reasonable enquiries are made to determine that a price is fair and reasonable.
 
Contracts for over the minimum limit and below the maximum limit (£100,000 for works contracts and £60,000 for goods materials or service contracts) may be implemented so long as a minimum of three competitive quotations are obtained.
 
Formal Contract Procedures
 Where the value of the contract is greater that the maximum limit for informal contract procedures, the tendering process must be followed.
 
Where there is a relevant Select List of Contractors for the nature of work or service involved, the Council will invite a number of contractors from the list to indicate whether they are interested in tendering for the work. Where there is no Select List of Contractors the invitation to Tender Procedures will apply.
 Selected Tenderers Lists
 We maintain select lists of contractors for specific categories of work. These are used to eliminate the repetitive application of the advertising and selection process, where there is a regular or periodic requirement to invite tenders or quotations. Details of the select lists can be viewed by access the “Select Tenderers List” page of the Council’s website.  
 
Our select lists contain the names of potential suppliers who meet our minimum standards of financial standing, technical competence and Health and Safety (where appropriate).  Acceptance onto a select tenderer list enables quotations or tenders to be sought from those on the list without any further pre-qualification.  The lists are periodically reviewed.
 
Call-Off & Framework Contracts
 
Many of our supply contracts will be in the form of a ‘call-off contract’ or ‘framework contract’.  Call-off contracts allow orders to be placed over the period of the contract to meet the needs of Council departments.  Framework contracts allow the Council to identify a number of companies that have successfully met the standards in open competition, which the Council can then place orders with over the period of the contract without the need to use the tender process each time.
 
Price / Performance Contracts
 
This type of contract is employed where it is appropriate for the contract to be awarded on the basis of a combination of price and performance and for which a price/performance ratio has been determined. 
 
Contractors invited to tender will be required to provide method statements, or similar documents, relevant to the contract (together with other information) with their tender submission in order to assess quality issues.
 
An Agreed Marking Mechanism will be applied to calculate the Price/Performance Score of each tender submitted, and the contract will be awarded to the contractor with the highest Price/Performance Score.
 
Partnering Contracts
 
Where circumstances dictate, the Council may indicate that a contract is to operate as a Partnership Contract.  A Partnership Contract is one where the following provisions all apply:
 
                 The establishment of a partnering team.
 
                 The stipulation of a pricing policy, stating the prices to be charged by the contractor.
 
                 A facility for the Council to examine all aspects of the contractors accounts for the contract.
 
                 A Savings Sharing Formula being applied for the sharing between the contractor and the Council of savings achieved within the Partnership Contract.
 
Contractors invited to tender will be required to details of their proposed overheads, profit element, net project cost and preliminaries costs relevant to the contract with their tender submission.
 
An Agreed Marking Mechanism will be applied to calculate the Partnering Score of each tender submitted, and the contract will be awarded to the contractor with the highest Partnering Score.
 
Harmonised Contracting Documents
 
As part of the work of Regional Centres of Excellence, Hartlepool Borough Council have been working with the North East Centre of Excellence (NECE), on a project designed to produce a range of standard (harmonised) documents which will be used by all NE Local Authorities. 
 
The key aim of this project was to replace the myriad of separate Local Authority contracting documentation, with a set of simplified & standardised documents, effectively reducing red tape for potential suppliers, providers & contractors. The anticipated benefits of this project being to:
 
                 “Simplify the tender process, reducing inconsistencies, duplication and bureaucracy to deliver time and money savings for both suppliers and procurers.
 
                 Incorporate sustainability considerations in order to realise the greater contribution to well-being objectives within procurement decisions.”
 
This project is now completed and the resultant harmonised documents were launched at 2 events organised by the NECE on the 10th & 11th March 2008, and they were adopted by Hartlepool Borough Council on 12th March 2008, for use on all procurement exercises that commenced on or after that date.
 
Invitation to Tender Documents
 
If you are successful in an application for inclusion on a select list, or where we are following an open tendering procedure, tender documents will be made available to you via the NEPO Portal.  These documents will consist of all or some of the following:
 
                 Instructions to Tenderers: provides guidance for completing the tender documentation including the deadline for tender submission.
                  Specification: sets out what needs to be achieved including policies, procedures or guidelines to be followed.
                  Terms and Conditions of Contract: defines how the Council will let contracts and the rules tenderers must comply with.
                  Form of Tender: your company’s agreement to our terms and conditions of tender.
                  Pricing Schedule (Appendix to Form of Tender): the document where your prices should be entered.
                  Any relevant supporting information: such as plans, drawings, etc.
 
Guidance Notes for Tenderers
Further guidance notes for tenderers are available to download on the Hartlepool Borough Council website.
 
All tenders must be submitted in a plain sealed envelope addressed to the Chief Executive, Civic Centre, Hartlepool, TS24 8AY and marked “Tender for (description of the contracts)" and without any mark revealing the tenderer’s identity.  All envelopes containing tenders will be held by the Chief Executive and opened at the same time.  Any tender received after the deadline will not be considered. 
 
Tender Evaluation & Contract Award
 
Returned tenders will be evaluated against the pre-determined criteria.  Evaluation will focus on examining how the tender proposals will deliver the service (quality) and the cost of the service (price).  The balance between quality and price will depend on the particular service area.  Normally the Council will award the contract on the basis of the most economically advantageous tender.  The successful tenderer will be notified in writing by letter or official electronic communication.
 
Debriefing 
 
Within the limits of commercial confidentiality, the Council will always endeavour to offer unsuccessful tenderers feed-back to on why their bid has failed.  This information can be used to help with any future bids’ as being unsuccessful in one contract does not mean that a company will be unsuccessful in future.
 

NEPO Tenders
 All NEPO contracts will be advertised and will be subject to competitive tenders being obtained.  Tender documents will be prepared by Gateshead and will provide details of the requirements of the participating authorities.  Tenders will be issued under the banner of the North Eastern Purchasing Organisation. 
Other Considerations
 
Equality & Diversity
The Council strongly supports equal opportunity, equal access and positive outcomes for all sections of the community.  The Council aims to ensure that organisations that provide services on behalf of the member authorities comply with equal opportunities legislation and promote equality of opportunity. It also aims to encourage those organisations and individuals with which it does business to observe and adhere to the principles contained within the Council's Equality & Diversity Policy.
 
Environment & Sustainability
The Council is committed to protecting our local environment and ensuring a better quality of life for everyone – now and for future generations. In order to promote this the Council takes account of its Local Sustainable Development Strategy as part of its procurement strategy. 
 
Health & Safety
Depending upon the nature of the goods or services, organisations may be required to submit a Health and Safety policy signed by a senior person, which refers to Health and Safety legislation.  
 
Social Enterprises / Voluntary Sector
The Council is committed to supporting its Community Strategy within the procurement process. The Community Strategy provides the basis from which the Council can determine it’s own contribution to the longer term economic and social well-being of the local community. In order to promote this the Council takes account of the Community Strategy aims when tenders or quotations are received.  The Council welcomes submissions from Local Community Groups, Voluntary Organisations and other Social Enterprises wherever possible.

The Freedom of Information Act
Hartlepool Borough Council is subject to the provisions of the Freedom of Information (FOI) Act.  The Act gives a general right of access to all types of recorded information held by public authorities, sets out exemptions from that right and places a number of obligations on public authorities.
 
Requests for Information
 
From January 2005, any person making a request for information to the Council must be informed in writing whether or not the authority holds the information sought and, if so, to have access to that information, subject to exemptions.
 
Requests must be made in writing to Alyson Carman (see the contacts section on page 15).  The Council then has 20 working days following receipt of the request to respond.
 
Impact of FOI on Tender Confidentiality
 
Suppliers tendering for council business should be aware that under FOI the value of contract awards and other information could be disclosed.
 
However, the FOI Act also provides for certain types of information, including confidential information and commercially sensitive material held by public bodies, to be withheld from disclosure:
 
                 In general, sensitive tender information is required to be kept confidential at all stages, especially during the periods prior to tender opening, during tender evaluation and after the contract is awarded.
 
                 Suppliers should always highlight in their tender documentation any information that they would not want disclosed, particularly under FOI.
 
                 Under the EU Directives, certain information can be withheld by buyers, but only under certain circumstances and only with justification.
 
If the Council was to propose to release information against a supplier’s wishes, the supplier has a right to appeal, to the Information Commissioner in the first instance.  They can of course seek legal redress.
 
 

E-Procurement
Moving To Electronic Trading
 
The Council, like many large public and private sector organisations, is keen to obtain the benefits of trading electronically with its suppliers.  The Government is driving Councils to adopt electronic procurement to improve efficiency.  Electronic procurement (E-Procurement) is the term that the Council uses to describe a fully electronic procure-to-pay process from initial requisitioning and ordering through to invoicing and payment.
 
In any organisation procurement can be expensive and the need to audit and control this activity can be time-consuming and bureaucratic.  E-Procurement automates and simplifies this process which reduces costs.  For large organisations, major cost savings and administrative efficiencies can be realised.
 
Benefits for Suppliers
 
E-Procurement helps suppliers just as much as buyers, as it removes the majority of the paper-based activities relating to processing an order and getting paid, releasing valuable time for sales and other activities.  Without pieces of paper to get lost in the post or mislaid, supplier invoices are turned around and settled quickly.  Other benefits include:
 
                 Improved technology capability giving competitive advantage and a wider exposure to new markets
                 Improved transaction speed and accuracy
                 Reduced manual intervention
                 Lower processing and administration costs
                 Reduced paper usage
                 Improved customer relationships and satisfaction
 
Business Development Advice & Opportunities
Business Support from Hartlepool Borough Council
The Council, through the Economic Development Team, directly provides a range of Business Support Services to attract new business and help existing businesses to expand.  The Business Support Team works closely with other agencies to deliver a number of initiatives including:
 ·           Financial assistance to start up or expand businesses
·            Assistance towards developing markets
·            Organising local buying initiatives and meet the buyer events
·            Advice and guidance to new start businesses

·            Participation in the Hartlepool Business Directory

·            Access to Business Link Tees Valley
 For further details, telephone 01429 523511 or visit www.investinhartlepool.com
 
ICT Support from Business Link North East
 

Getting your Information and Communication Technology (ICT) systems right can have a dramatic effect upon profitability and success.  If you need help to develop your ICT strategy, from turning your website into an online marketing campaign to implementing a robust network that won’t break when a server fails, then Business Link can help.
 
Business Link North East provides free independent advice on all aspects of information technology including areas such as:
 
                 Software sourcing
                 Supplier sourcing
                 Hardware and network specification
                 Website specification
                 Using broadband technology
                 Database development
                 CRM systems
                 How to trade online
 
For further information visit www.businesslinknortheast.co.uk
Contacts for Further Information & Advice
Corporate Procurement Unit
 
Hartlepool Borough Council
Leadbitter Buildings
Stockton Street
Hartlepool TS24 7NU
David Hart, Strategic Procurement Manager 
Tel: 01429 523495, Fax: 01429 523899 
Karen Burke, Principal Procurement Officer
Tel: 01429-523009, Fax: 01429-523899
Email: procurement@hartlepool.gov.uk
 
Freedom of Information Advice
 
Alyson Carman
FOI Contact Officer
Hartlepool Borough Council
Civic Centre
Victoria Road
Hartlepool TS24 8AY
Tel: 01429 523182, Fax: 01429 523481
Email: alyson.carman@hartlepool.gov.uk
 
Economic Development Advice
 
Mick Emerson
Principal Economic Development Officer (Business)
Hartlepool Borough Council
Bryan Hanson House
Lynn Street
Hartlepool TS24 7BT
Tel: 01429 523511, Fax: 04129 523516
Email: mick.emerson@hartlepool.gov.uk
 

On-Line Information
 There is a widening range of information about tendering, public sector procurement and finance on the Internet.  These include information from central government departments, non-profit organisations, tender alert service providers and commercial resellers of tender information.  Many of these sites are dynamic in that their content is frequently updated to reflect new legislation and current tender opportunities and, for these reasons, they are always worth revisiting.  The following list is by no means exhaustive.
 
BIP Contracts
www.bipcontracts.com

A contract information service providing a wider coverage of the public sector contracts required by national and international departments, local authorities, police, health and fire services.  It also has a range of useful briefing notes on related issues.
 
UK Government Online
http://www.direct.gov.uk

Direct.gov.uk is the easy way to access government services on the internet.  It guides you through more than 900 government websites to get information you need quickly and efficiently.  It is a key part of the UK online initiative.
 
Informed Publications Limited
www.infopub.co.uk

This site contains more than 1600 different Information and Communication Technology (ICT) products or services that are, or can be, used by local authorities.  Submitting a product to the database is free.
 
Tenders Direct
www.tendersdirect.co.uk

This site provides access to over 30,000 current government and utility company contracts in the UK and Europe.  The database is updated with 400 new tender notices everyday.
 
SIMAP
http://www.simap.europa.eu/
SIMAP aims to support an effective Single Market by encouraging suppliers and contracting entities to adopt best practices and use electronic commerce and information technology to provide all the information needed to deliver value for money in public procurement.
 
Tenders on the Web
www.tenders.co.uk

This service states that it delivers £480 billion worth of business opportunities and 150,000 contract notices per year.  The site provides advice on tendering and EU procurement directives.
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