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Version 3
SWITCH Personal Travel Planning (PTP) with Parents
Under £30k Request for a Quotation (RFQ) 
The London Borough of Hounslow (the Council) invites you to submit a quotation for the services detailed above.  

Your quotation must: 

1. Be valid for a period of no less than 60 days.

2. Fully address the specification as described.

3. Provide full details of the services you are offering including responses to questions and method statements where requested.

4. Provide the lead-time for each item.

5. Separately identify any additional charges, including packing, delivery, duties, expenses etc.

6. Show any discounts applicable, including quantity price breaks.

Please submit your quotation to xxx
By xxxx hrs on Monday xxx
If you have any clarifications regarding this exercise please email xxx by xxx
The anticipated start date of the contract is xx.xx.xx.
The Council is not obliged to accept the lowest or any offer made. The Council does not bind itself to complete this exercise and will not be liable for any losses or expenses incurred by an Applicant as a result of a decision not to proceed. In the event that the Council receives no response which it deems satisfactory; it reserves the right to terminate the procurement. 

Any orders resulting from this request will be subject to the London Borough of Hounslow’s purchase order terms and conditions, unless the supplier has entered into a separate contract with the London Borough of Hounslow in which case this purchase order will be governed only by the terms and conditions of that separate contract. Please find below the link to the terms and conditions.

London Borough of Hounslow purchase order terms and conditions:

http://www.hounslow.gov.uk/purchase_order_terms_and_conditions.pdf
Information supplied by the Council in connection with this quotation is confidential and must not be made available to any other person.
Quotations received after the deadline of xxx shall not be considered. 
London Borough of Hounslow

SWITCH Personal Travel Planning (PTP) with Parents

SPECIFICATION

1 Introduction

We require the services of a consultancy to deliver a personalised travel planning intervention to parents of nursery age children based in five schools this summer, as part of a pilot for the EU funded SWITCH project.  This brief details the required outputs.
We would like to engage with parents whose child is starting nursery school in academic year 13/14 via induction events in June, July & September. The purpose of these induction events are to arrange appointments for home visits where  a more detailed one–to-one consultation will be offered.  If there is low take up at the induction events, group Travel Planning session based at the school will be organised.
This year is a pilot year with 5 schools.  We would like Travel Advisors (TAs) at each event to make PTP appointments in July/ August/September to discuss current travel habits, intended travel habits to school, and to   use maps provided in their induction packs as a tool to discuss switching to walking and cycling.. If there is low take up of  1-1 home visits the alternative of group sessions at the school will be offered, as most parents live in clusters close to the school.
2. Proposal

Below is a list of 5 schools and date and times of their induction events that have been provided so far.
School 1
Est. no of parents: xx max




Date of event: xx.xx.xxxx
Time/s of event: xx 

School 2
Est. no of parents: xx max

Date of event: xx TBC
Time/s of event: TBC x hours 
School 3
Est. no of parents: xx max

Date of event: xxTBC 
Time/s of event: TBC x hours
School 4
Est. no of parents: xx max

Date of event: xx TBC
Time/s of event: xx
School 5
Est. no of parents: xx max

Date of event: x days in July TBC 
Time/s of event: TBC xhours
Travel Advisors will be asked to speak for a few minutes to parents/carers about the difficulties of driving to the school: parking constraints, traffic, road safety issues and the benefits of walking or cycling:  Parents will then be invited to speak to advisors to make appointments today. Content to be confirmed with Council staff.
Included in the quote you are expected to carry out pre and post intervention surveys. Pre to be done at the induction events with input from council staff, with all parents. Post survey to completed by a suitable method in October/ November with all parents.

Surveys will need to capture intended mode of travel for their journey to school, also their day to day journeys to work outside of the school trip, for one parent/carer.
Pre and post survey data to have a response rate of 80% per school, you must detail your method and how you will incentivise parents to meet this target.
You will create the pro forma sheet to capture parents contact details and to make appointments (for home visits or group sessions) at the induction event with a minimum of 80% attendance at each school.
You will quote for providing home visits and also group sessions at the school for 10 parents max at a time, which you will organise with the school, and you must detail how you will ensure a minimum 80% attendance at these events.  

The quote must be broken down into price per visit and per group session. 
You will provide all the data collected in a report, showing survey results before and after and number of home visits made, group sessions booked etc. 
Schools will not release parent contact details without permission, at events teachers will tell parents they need to opt out.  Part of the bid includes creating a disclaimer allowing them to do this. After the event provide a copy to the school and they will release all remaining parent names.  For any that the TAs did not speak to a letter will be sent out asking them to make an appointment, if no response is received you will contact them via another suitable method – email or telephone call to conduct the pre survey and book in for home visit or group session.
The council will provide a banner to use at the events branded ‘Hounslow travel active’
3.   Criteria to be evaluated

Quotes will be judged on their quality and price with 60% weighting given to quality and 40% to price. Quotes will need to be under £12,000 to be considered. When looking at the quality of the bids we will be assessing:

a. Ability to send at least 2 members of staff to the induction events in June/July/September

b. Previous travel planning experience of names staff who will be working on the project

c. What is your plan for engaging/incentivising parents to make home visit appointments/ sign up to group travel plan sessions with 80% of parents
d. How will you ensure parents keep home visit appointments and attend group session to meet the 80% attendance target

e. What is the structure of your pre and post survey

f. How would you run the group travel sessions

g. Your overall understanding of the brief and examples of relevant previous projects you have worked on 
4.   Timescales

Please submit your quotation to xxx by xxx. If you have any clarifications regarding this exercise please email xx by xxx at the latest.

EVALUATION

1.
Evaluation Criteria and Evaluation Methodology

The Council will evaluate proposals received for this assignment based on the following criteria. 
Any Contract(s) awarded as a result of this exercise will be awarded on the basis of the offer that is the most economically advantageous to the Authority. The Award Criteria are:
· 60 % technical/quality.

· 40 % cost.

	Criteria
	WEIGHTING

	1.  2 staff members available to attend all induction events
	15%

	2.  Plan for maximising sign up to PTP sessions / individual and group


	15%

	3.  Survey structure


	5%

	4.  Plan for group sessions
	5%

	5. Understanding of the brief 
	20%

	Total for technical/quality
	60%

	6.  Cost 
	40%

	Total 
	100%


2.
Marks for technical/quality criteria (criteria 1 - 5) above will be awarded in accordance with the scoring matrix below:
	SCORE
	MEANING

	0
	Absent

	1
	Very weak – almost completely unacceptable

	2
	Weak – well below expectations

	3
	Poor – below expectations

	4
	Slightly below expectations

	5
	Meets expectations

	6
	Slightly exceeds expectations

	7
	Good – above expectations

	8
	Very good – well above expectations

	9
	Excellent – significantly above expectations 

	10
	Outstanding


3.
For criteria 6 (cost) bid responses will be scored on a comparative
basis with the lowest bid receiving 100% of the available marks. All other bids will be compared against that bid, attracting a pro-rated score against that bid.
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