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Galway County Community & Voluntary Forum

Development Scheme
Briefing Document & Request for Provision of

Advisory & Development Services

August 11th 2010
This Development Scheme is a joint initiative of Galway County Community Forum & Galway County Development Board and is part funded by the 

Department of the Environment, Heritage & Local Government 

The Community Forum  is a Sub - Committee of Galway County Development Board. Galway County Development Board is an inter-agency partnership of public and private sector bodies which is facilitated by Galway County Council.  
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1.0
Introduction

Galway County Development Board in partnership with Galway County Community & Voluntary Forum invites applications from suitably qualified person(s) to provide Advisory & Support Services for the development of Galway County Community Forum.  
Galway County Council as the lead partner organisation in providing services to Galway County Development Board is acting as the contracting authority on behalf of Galway County Development Board and the Community & Voluntary Forum for the implementation of this Advisory and Support Scheme.  
1.1
Community Forum Profile & Structure 
Galway County Community & Voluntary Forum, known as Fóram Pobal, is a network of all community and voluntary groups in the County area.  It is a membership based network and was established as part of the Galway County Development Board in 2000. 

Mission Statement:  The mission of Fóram Pobal is to develop a strong voice for the community and voluntary sector which will encourage greater participation in public decision making processes and will build the capacity of local groups to share experience and learning to achieve targeted policies and programmes based on the expressed needs of local communities.
Background:  The County Development Board (CDB) was established as a Government initiative to integrate local government and local development systems as recommended by the Interdepartmental Task Force on the Integration of Local Government and Local Development Systems. Galway CDB brings together the key players in local development (i.e. Local Authority, State Agencies, Social Partners and Local Development bodies) to engage in a long-term planning process for our County.   The Galway County Community Forum was developed to give a voice to the many community and voluntary organisations in the county as part of the Galway CDB.
There are two representatives of Fóram Pobal nominated by the Fóram Pobal to sit on Galway County Development Board. 
Principles and Values:  
Fóram Pobal is 
· Committed to equality of opportunity which, does not discriminate on the grounds of gender, religion, ethnicity, socio-economic status, class, age, sexual orientation, skin colour or disability.

· Committed to social inclusion and the needs of vulnerable groups and individuals

· Non-sectarian, non-party-political.

· Committed to working in partnership and demonstrating mutual respect.

· Committed to promoting community development throughout the county by enabling and empowering groups to play a fuller part in the work of the Fóram.

Fóram Pobal Membership: 
The Community Forum has 640 members registered members in July 2010. 
Groups interested in participating in the Galway County Community & Voluntary Forum must:

· Complete official registration form.

· Be an active group in County Galway

· Have an adopted set of written rules or constitution or statement of aims and objectives.

· Hold Annual General Meetings

· Be accessible and open to prospective members in line with the group’s stated aims and objectives

· Be an independent body with it’s own decision making powers and not a sub-committee of any other group entitled to affiliate to the Forum

· Be non-party political

· Have either a county-wide impact or a relevance in a locality or a number of localities in an area
Membership of the Community Forum is subject to the following conditions:

· A registered group that disbands shall lose its right of attendance and representation.

Registered groups should select two delegates to attend Local Area Forum meetings to ensure continuity and avail of networking. 

· Groups not satisfying all of the above criteria may be admitted to associate membership on 

     the recommendation of their Local Area Forum and the approval of the County Executive.

Structure: 
Fóram Pobal operates a County Executive which is made up of 3 representatives from of the six local area fora. The six Local Area Fora, correspond to the five electoral areas in County Galway but, it includes two area fora in the Connemara Electoral Area – Connemara North and Connemara Gaeltacht & Islands.  

The County Executive meets on average 6 times annually and holds an Annual General Meeting (AGM).  Officers include Chair, Secretary, Treasurer.   Each Local Area Fora holds an AGM usually in March and meet at an area level as required – in general a minimum of 4 times per annum.   Over 95% of members have email contacts that are kept updated and are actively used.
Role of the Fóram Pobal: 
· The Forum provides a formal structure through which community and voluntary groups can have a shared and strong voice on issues important to local communities 

· The Forum enables groups to share their experience and knowledge to help all groups achieve their goals 

· The Forum encourages registered groups to harness the skills and experience in their community and to aim for best practise in all their activities

1.2
Purpose of the Community & Voluntary Forum Development Scheme 

The purpose of the Development Scheme is to promote active citizenship in County Galway through the development of the Community & Voluntary Forum as an important network and structure to voice the needs of the Community & Voluntary Sector in the County. 

The purpose of the Scheme is to; 
· develop services for members of the Community and Voluntary Forum that meets their needs and is in accordance with its Mission Statement, Principles and Values, Aims and Objectives; 

· create working partnerships with other relevant organisations which can support projects and or fund projects that will develop the Fóram Pobal as a representative structure for community and voluntary groups in the County and as structure that promotes ‘active citizenship’.  
1.3
Scope of Advisory & Development Services 
· To provide advise, support and project management services to meet the purpose of the Scheme and the Aims and Objectives of the Fóram Pobal and advise on preparation and implementation of Annual Action Plan & Targets; 
· To assist in the implementation of the Fóram Pobal’ Annual Action Plan and projects to promote active citizenship and development of services for Fóram Pobal’ membership; 
· To develop, review and assist the Fóram Pobal and its Executive to consistently adopt and implement best practice policies and standards as appropriate for its membership and its operation as a ‘representative network’; 

· To identify the training needs of the Fóram Pobal Executive and Fóram Pobal representatives and provide training solutions and direct training as required to assist the Fóram Pobal to be effective on public bodies and on the County Development Board; 

· To develop the profile of Fóram Pobal in consultation with the Fóram Pobal in the local and regional media and among member organisations of Galway County Development Board;
· To produce and implement a Communications Strategy for the Fóram Pobal to keep members up to date on information required relevant to the sector and with changes to policy at local and national levels and maintain a register of Forum Membership; 
· To provide administrative assistance to the Fóram Pobal Chair, Executive and it’s Sub-Committees in the preparation of Executive Meetings and Agendas and ensure effective administration of Fóram Pobal budget;
· To liaise on behalf of the Fóram Pobal and its Executive as required with various Statutory and Voluntary Agencies and Organisations at Local, Regional and National Level. 
1.4
Location of Services 

Galway County Community Forum is a County wide network including the Gaeltacht & Island areas but excluding the Galway City area.   

It is proposed that service providers would be invited to attend the support office for Fóram Pobal on occasion subject to agreement with Fóram Pobal in order to be available to Fóram Pobal membership and Executive. 

Support offices are located in the Galway County Development Board Support Unit which is located in Galway County Council, Community & Enterprise Unit, Liosban Industrial Estate, Tuam Road Galway, Co. Galway.  Access when on site would be provided free of charge to within agreed limits for use of meeting rooms, email and photocopying, postal services that relate to the delivery of the Scheme.

Service providers would be asked to be available within reason, to attend Executive Meetings on a bi-monthly basis (total 6 – taking place in the Foram Pobal Support Offices) and Local Area Meetings (taking place throughout the County) – to a minimum of 2 meetings in each area per annum (Total of 12) in order to promote support, report on progress of the Scheme.   The majority of meetings are held after 6.00pm.    
2.0
Procurement  

2.1
Response to the Brief 
Proposals from suitably-qualified person(s) or organisations are sought for the delivery of the Advisory and Development Services to the Community & Voluntary Forum Development Scheme.  

The successful service provider will be expected to have the suitable qualifications and necessary skills to develop and implement the Scheme within the scheduled timeframe.  
Suitable Qualifications include; 

· Five years experience of working with the community and voluntary sector and with organisations or groups that have experienced social exclusion; 
· A third level qualification in a relevant discipline (in the areas of Community and or Rural Development; Social Sciences; Education and Training); 

· Capacity to deliver services in the Irish Language – verbally and with some capacity to prepare correspondence in Irish. 
Necessary Skills include; 
· Report Writing and Computer literacy 

· Facilitation Skills – demonstrated 
· Communication Skills – demonstrated 
· Proven Track Record to work on own initiative 

· Clean Driving Licence and use of a car 

2.2
Format for Submission of Proposal in response to Brief and Request for Services 

The project proposal should include:

· Date of Submission; 

· General Information and Service Provider Profile – stating Legal Status (e.g. limited company or a sole trader etc) and provide all necessary contact details including email and contact numbers; 
· The range of professional skills which would be brought to bear on the project, to be supported by documentation as required and demonstrated capacity to provide services in an anti-discriminatory manner;
· Previous experience of work of relevance to the implementation of this Scheme; 
· Provide details of relevant comparable work experience including contact details of two referees from two separate work experience positions;
· Provide a draft project management plan which is a clear strategy as to how the advisory and development services will be managed and include reference to the scope of the work detailed above and the basic requirements that have been outlined;   Indicate how your organisation or person(s) will respond to the brief and timetable (indicating clear delivery dates and deliverables).  This is to ensure the timely delivery of the project. 
· A detailed breakdown of the estimated cost of carrying out the work is required.  Costs should be specified exclusive of VAT and the applicable rate of VAT charged should be confirmed; 
· An outline of any other projected work commitments for the duration of the project; 
· If the applicant is successful he/she will be required to have professional indemnity cover and public liability cover in place at a level that is acceptable to Galway County Council who are acting as agents for this Scheme on behalf of the Fóram Pobal and Galway County Development Board; 
· Confirmation to be provided that you are a car owner and possess adequate insurance and a full clean driving licence.  If the applicant is successful he/she will be required to indemnify Galway County Council and Fóram Pobal; 
· Confirm in writing that the person appointed is capable of doing the amount of work that is proposed to be carried out, on time and in budget, and that you conform to all legal requirements such as public liability insurance, provision of safe working statements. Documentary evidence of same would be required by successful applicants. 
· If applicant is successful he/she will be required to furnish a signed copy of their up to date Health and Safety Statement and be in compliance with the most up to date Health & Safety Legislation.
· The successful applicant must be tax compliant and provide documentary evidence of same.
2.2
Assessment of Tenders 
Galway County Council on behalf of Galway County Development Board and Fóram Pobal is required to obtain the best value for public funds and is committed to treating all submissions fairly.  
All tenders are requested in writing and by post. All envelopes received containing tender proposals will be opened in accordance with Galway County Council’s tenders’ policy.  All tenders will be considered by the same panel, against the following objective criteria (see below). A contract will not necessarily be awarded to the lowest price tender but to the one that, in the opinion of the assessment panel, in accordance with the assessment criteria and that offers Galway County Development Board, Foram Pobal and Galway County Council (who is  acting as the contracting authority for the Scheme) the best value for money in terms of the level of service offered. 
Please note that the selection of a tender does not give rise to any enforceable rights by the successful tenderer and that the contracting authority may cancel the procurement process at any time prior to a contract being entered into and reserves the right to go to tender again.

The examination of proposals will be based on the ability of the person(s) to deliver the scope of work proposed with the necessary qualifications and skills and on the value for money of the proposed work.

Short listing may apply and interviews may be held with selected applicants prior to the final evaluation.  Galway County Council as the contracting authority for the CDB and Fóram Pobal is not bound to accept the lowest or any tender, and no service provider making a submission will be remunerated for any trouble or expense incurred in preparing a submission.

2.3.
Tender Assessment Procedure 
The contract for services will be awarded on the basis of the most economically advantageous valid and responsive tender (compliant with the technical specification) evaluated in accordance with the following criteria and weightings:

	Criterion
	Weighting
	Minimum required

	Demonstrated understanding of the purpose of the Scheme 
	150
	 100

	Methodology and management for delivery of services and the scope of work proposed 
	200
	130

	Quality, Expertise, Background 


	200
	150

	Cost Structure 


	250
	125

	Quality of Proposal


	100
	50

	Demonstrate innovation in approach to the work 
	100
	50

	 Totals 
	1000
	605


Tenderers should give careful consideration to criteria as detailed below and the relative weightings used and, in particular, the requirement for meeting a minimum level under each particular heading.

2.3.1 (A) Demonstrated understanding of the Project (15%)

•Understanding of the overall purpose of the of the Scheme 
•Any additional insight into issues which might affect the implementation of the Scheme 
2.3.1(B) Methodology and Management for Delivery of Services (20%)

Evidence, in the statement of methodology in your submission, for:

· General approach to the project and overall project management

· Process to be adopted and implemented

· Methods for reporting to the client

· Systems for controlling and monitoring the project

· Contingency plan for sick leave or holidays

· Availability and current workload

· Communications Plan

2.3.1(C) Quality, Expertise Background data and level of resources of consultants committed to the project (20%)

· Please provide your CV along with summary paragraphs detailing your expertise in the following areas:

· Qualifications

· Knowledge of the community and voluntary sector and community development issues relevant to Galway County 
· Facilitation Skills (with an emphasis on practical past experiences) 

· Communication skills (with emphasis on practical past experiences)

· Level of Computer literacy skills and experience 
· Report writing skills (with emphasis on practical past experiences)

· Other relevant work experience or qualifications

· Provide the contact details for two referees from separate work experiences

2.3.1 (D) Cost Structure (25%)

Provide a full breakdown of all costs which will be incurred in delivering Services which should include a heading in relation to all expenses and incidentals; Unit costs must also be provided, in euro ex-VAT, and fixed for the duration of the contract.   
The purpose of the Scheme and Scope of work allows for project management services consisting of ‘advice and execution’ therefore, please ensure separate prices are appropriately attributed to each element of the main services to be provided.  

2.3.1 (E) Quality of Proposal (10%)

· Completeness of proposal to include: general information, response to requirements, references, financial proposals. 
2.3.1 (F) Demonstrate Innovation (10%)

· Innovation which will increase quality of outcomes for the Scheme and/or accelerate delivery of the Scheme
The most economically advantageous tender can be decided only on objective grounds capable of verification, equally applicable to all tenders and strictly related to the subject-matter of the contract.  This includes, for example, quality, price, technical merit, aesthetic and functional characteristics, environmental characteristics, running costs, cost-effectiveness, technical assistance, delivery date and delivery period or period of completion, i.e. the criteria used should generate an economic advantage for the contracting authority.

3.0
Project Deliverables
It is required that this project be completed 12 Months from the date of the person(s) contract start date  
· Interim Progress report to be submitted for consideration by the Steering Group after 6 months and a final Progress report to be submitted 2 weeks prior to the contract end date; 
· Fóram Pobal’ Annual Action Plan drafted in consultation with Fóram Pobal’.  Service Provider Six Monthly Targets Achieved with detailed progress report submitted and presented to the Forum Pobal Executive and available; 

· Active Citizenship Projects identified and progressed – with detailed progress reports endorsed by the Fóram Pobal’ and submitted to the County Development Board; 
· Best Practice Guidelines for Members on the operation of the Fóram Pobal as a ‘Representative Network’ drafted and approved by the Fóram Pobal Executive; 
· Training Needs Analysis completed (for Fóram Pobal Executive and Fóram Pobal representatives) and  minimum of two Training Programmes implemented within agreed budgets and timeframes; 

· Communication Strategy completed (include use of Web-site) and Priority Actions implemented with detailed progress report on how media profile was raised in Local, Regional media and information made available to membership of the Forum
· Active use of internal communication structures within the Forum and by Fóram Pobal representatives on other bodies with detailed report on key issues identified by representatives over six month period and actions agreed to address issues; 

· Membership Profile of Forum completed with Membership Benefits Report Updated based on development of services to members.   Forum membership sustained and target growth of 10% achieved within the project timeframe.   Strategy for sustaining membership over next three years detailed with focus on increasing membership from social inclusion;
· Fóram Pobal Funding Strategy (3 years) detailed with specific funding secured for priority projects in Active Citizenship in Forum Annual Action Plan. 

4.0
General Issues
4.1
Format for Submission 
· Please submit three hard copies of your proposal by post by the proposed deadline;
· Please mark the name of tender (Tender: Community & Voluntary Forum – Development  & Advisory Scheme) on the top left hand side of the front of the envelope

· A time-limit for further information of Monday August 23rd 2010 (being 10 calander days from the closing date) shall apply.
4.2
Project Budget & Pricing 
The estimated maximum contract amount will not exceed €50,000.  This includes all project costs, equipment, travel and VAT. This project will be subject to withholding tax.  A current tax clearance certificate will be required from successful applicants. 
The contract will be awarded on the basis of a fixed price contract, and as such, all costs must be quoted (and clearly indicated) as a fixed price in euro (€). No other amount over and above the negotiated contract amount will be paid to the appointed person(s).  All payments would be made in euro only. 
Please note that responses to invitations to tender are legally binding. If an offer is made based on the tender submitted and it is accepted it is not possible for the offer to be withdrawn or for the price of the offer to be modified based on the agreed services to be provided. 
4.3
Copyright

All documents prepared by the services providers/consultants on foot of this appointment and submitted to the contracting Authority will be considered the property of the contracting authority. The person(s) appointed will be required to assign their copyright of the report and any materials generated under this project to Galway CDB and Foram Pobal and to Galway County Council as the contracting authority.  The contracting authority reserves the right to use said materials at any time, including for use in other projects, without the prior approval of the service provider.  

Copyright for any third-party illustrations or other material used should be cleared by the lead service provider. The service provider will be duly credited in any reports, publications or works that may result from the services provided under this Development Scheme. 
4.4
Contracting – General Terms and Conditions 

· A contract will be established with the successful tenderer.  A key condition of the contract will be the availability of funding for the implementation of the contract.  This means that should funding not be available then the contracting authority has the right to terminate the contract within the terms and conditions of the contract;
· Please note that the contracting authority does not bind itself to accept any tender and that any award of a contract will be subject to agreement on the terms and conditions of the contract; 

· If the applicant is successful he/she will be as part of contract conditions required to undertake a six monthly review comprised of a sub-group appointed by the main project partners – Galway County Development Board , Fóram Pobal and Galway County Council;

· If the applicant is successful he/she will be required to have professional indemnity cover and public liability cover in place at a level that is acceptable to Galway County Council who are acting as agents for this Scheme on behalf of the Fóram Pobal and Galway County Development Board;  (See Section 4.11 below) 
· Confirmation to be provided that you are a car owner and possess adequate insurance and a full clean driving licence.  If the applicant is successful he/she will be required to indemnify Galway County Council and Fóram Pobal; 
4.5
Freedom of Information

Galway County Council as the contracting authority for this Scheme operates under the Freedom of Information Act 1997 and all information had by Council (including proposals submitted in response to this brief) may be subject to requests under the Act.

The contracting Authority undertakes to use its best endeavours to hold confidential any information provided in the proposals submitted, subject to the Contracting Authorities obligations under law, including the Freedom of Information Act, 1997.  If an applicant considers that any of the information submitted in the proposal should not be disclosed because of its sensitivity, this should be stated with reasons for considering same. 

The contracting authority will consult with the tenderer on this sensitive information before making a decision on any Freedom of Information request received however, please note that the final decision on disclosures rests with the Office of the Information Commissioner.
4.6
Communication

To ensure equality between applicants, Galway County Council or their partners will not enter into any correspondence or discussions with the applicants or their agents during the preparation period for submissions, save for the clarification of issues relating to the tender brief only as part of the further information process. 
4.7
Duration of Contract 
A series of delivery points for key stages of the project should be outlined within the tender. 

The proposed duration of the contract is an initial 12 month period commencing October 8th 2010.  Contracts cannot be awarded on an open-ended basis.   Extension of services may be considered but, not in cases where it is more than 50 percent of the original contract price. Award of contracts for any particular phase does not give to the contract holder any entitlement to be engaged on any other or subsequent phases.  
4.8
Project Management

The project will be managed by a Project Management Group comprised of, but not limited to, representatives of Galway County Community Forum, Galway County Council & Galway County Development Board.  The Steering Group will meet regularly to review progress, and will meet with the consultant(s) on appointment to agree the work programme and dates for review points.

The client will be Galway County Council on behalf of the project partners.

The day to day contact will be with Eímear Dolan, Acting Senior Executive Officer, Galway County Council or another Officer as assigned and agreed with the Project Management Group. 
4.9
Tax Clearance Certificate

It is a condition for the award of this contract that the person(s) / service providers selected and all proposed sub-consultants must be able to produce a valid Tax Clearance Certificate or C2 certificate. The person(s) / service providers to whom the contract is awarded and all sub contractors shall continue to hold valid certificates for the duration of the contract.  In the case of a non-resident tender, a statement from the Revenue Commissioners that they are satisfied as to the suitability for appointment on tax grounds is to be provided. Under the Finance Act 1987, withholding tax must be deducted from payments for professional services.  This tax will be deducted from payments made to the person(s) / service providers awarded the contract and will be remitted to the Revenue Commissioners.
4.10
Insurance

The person(s) / service providers that is awarded a contract must have Public Liability Insurance to the value of €2.6 million with a reputable insurance company. It is a condition of the award of this contract that the person(s) / service providers selected must produce evidence of such cover prior to the award. The person(s) / service providers that is awarded a contract must have Professional Indemnity Insurance to the value of €1 million with a reputable insurance company. It is a condition of the award of this contract that the person(s) / service providers selected must produce evidence of such cover prior to the award and maintain such cover in place for a period not less than six years after completion stage.     
4.11
Termination of Appointment

The Contracting authority shall be entitled to terminate the appointment at any time without notice subject only to full payment being made for services preformed up to date of termination.
The successful service provider will have the right to terminate the agreement by giving four weeks notice in writing to the contracting authority. 
4.12
Further Information Request and Contact for handling queries 
Tenderers can request clarification from on the content of this briefing document and request for tender.  All such requests should be sent in writing (queries are also acceptable by email )  at least 10 days prior to closing date of the tender (ie: by 4.00pm August 23rd) to allow for responses within six days before the final date for the receipt of tenders.  

Contact  

Eímear Dolan, Acting Senior Executive Officer 
Postal Address:
   


Community, Enterprise & Economic Development Unit, 



Galway County Council, Prospect Hill Galway. 

Email 


edolan@galwaycoco.ie 
4.13
Submissions

Completed proposals (three hard copies) should be sent by post or delivered by hand, and clearly marked with the following on the top left hand corner on the outside of the envelope; 
Please mark on envelope 

TENDER – ‘Community Forum – Provision of Advisory & Development Services for County Galway’
Please address to 

Breda McDermott,  

County Secretary,

Áras an Chontae,

Galway County Council,

Prospect Hill,

Galway.

· Completed responses must be received no later than 4.00pm on Thursday September 2nd 2010.  
· Applications must be in hardcopy; applications will not be accepted by fax or email.
· The closing date above is final. Applications received after the stated time and date cannot be considered and will be returned.
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