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1.
Main Organisation Contact Details

If this bid is being submitted on behalf of one or more organisations/partners please provide contact details for the Lead Organisation.  

	Organisation Name
	     

	Legal Name
(if different from above)
	     

	Organisation Address
	     

	Address for Correspondence 

(if different from Organisation Address)
	     

	Website
	     


2.
Main Individual Contact Details

Please provide contact details for the person who will act as the Main Contact for this project.  The person named here must be authorised to answer all queries and to sign all paperwork relating to this bid.
	Name of Contact
	     


	Position
	     

	Telephone Number/s 
	Day

	     
	Eve
	     

	Email Address
	     

	Please indicate if you would like to receive correspondence in Welsh, English or Both
	     


3.
Your Organisation 
	 
	

	No. of Paid Staff
	     

	No. of Unpaid Staff
	     

	No. Full Time Staff
	     

	No. Part Time Staff
	     

	
	

	Please describe your organisation’s main areas of activities
	     



4.
Project Partners
	Is this bid being submitted on behalf of one or more organisations/individuals working together in partnership?  
	Yes   FORMCHECKBOX 
 

No     FORMCHECKBOX 



If yes, please provide below details of organisations or individuals you will be working with in partnership.
	Organisation 1-
Contact Name-
	     

	Brief Description of main areas of activity
	     

	Organisation 2-
Contact Name-
	     

	Brief Description of main areas of activity
	     

	Organisation 3-
Contact Name-
	     

	Brief Description of main areas of activity
	     

	Organisation 4-
Contact Name-
	     

	Brief Description of main areas of activity
	     


5. Description of work
Please ensure that you have read the Project Specification before completing the following sections








	
	

	Please give details of your ability to meet the stated aims and objectives:
1. Work outline and ability to meet the stated aims and objectives.

2. The quotation and budget outline for the work.

3. Creative and young people friendly design and ideas.

4. Sample designs suitability (please include your sample designs either as a separate document or within this document).


	


6. Relevant Experience


	
	

	Please give details of your experience (and, if relevant, those of your partner organisation/s) in successfully delivering this type of work 


	


7. Management
	
	

	Please describe how the project will be managed by your organisation. 

A) Please include details of day to day financial management, beneficiary record keeping and reporting mechanisms to the Participation Unit. 

B) If you are submitting a bid with other organisations please outline how the responsibilities will be shared between the partners


	     



     8. Monitoring and Evaluation

	
	

	Please describe how you will record, monitor and measure your progress against the objectives set in the specification. 


	     



9. Project Staff

If you are planning to appoint staff not currently employed by your organisation (or that of your partners) in order to fulfil this contract, please complete the table below and include a brief biography (approx 250 words) with this questionnaire:

	Job Title
	Freelance/

Full time/
Part Time
	Fee
	Appointed by open selection



	
	
	
	Yes
	No

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



10.
Policy Documents

Please indicate which of the following policies have been formally adopted by your organisation/partnership.  Please submit copies of these policies with this questionnaire.

Please Note- You will need to comply with 
· Save the Children’s Child Safeguarding policy- See Appendix 2
· Save the Children’s Anti- Bribery and Corruption policy- See Appendix 3
· The IAPG code of conduct- See Appendix 4
	
	Yes
	No

	Health and Safety Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	CRB Certificates for all Project Staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Child Protection Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equal Opportunities Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Environmental Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data Protection Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Welsh Language Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have answered ‘No’ to any of the questions above, please explain why:

	      



11.
Insurance Cover

Please provide details of your organisation’s current insurance cover and, if applicable, those of your partnership organisations:

	Organisation 1: 
	

	Employers’ Liability
	Value: 
	£     
	Policy No:  
	     

	Public Liability
	Value:
	£     
	Policy No:  
	     

	Other (Please provide details)
	Value: 
	£     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	Organisation 2: 
	

	Employers’ Liability
	Value: 
	£     
	Policy No:  
	     

	Public Liability
	Value:
	£     
	Policy No:  
	     

	Other (Please provide details)
	Value: 
	£     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	Organisation 3: 
	

	Employers’ Liability
	Value: 
	£     
	Policy No:  
	     

	Public Liability
	Value:
	£     
	Policy No:  
	     

	Other (Please provide details)
	Value: 
	£     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	     
	     
	Policy No:  
	     

	     
	     
	Policy No:  
	     


12.
Further Information
Do any of the following statements apply to either your organisation/partner organisations or to (any of) the director/s, partner/s, proprietor/s?  

	
	
	Yes
	No

	(a)
	In a state of bankruptcy, insolvency, compulsory winding up, receivership, composition with creditors, or subject to relevant proceedings?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	(b)
	Has been convicted of a criminal offence relating to business or professional conduct
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	(c)
	Has committed an act of grave misconduct in the course of business
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	(d)
	Has not fulfilled obligations related to payments of taxes
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	(e)
	Is guilty of serious misrepresentation in supplying information
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	(f)
	Is not in possession of relevant licenses or membership of an appropriate organisation where required by law
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If the answer to any of these is ‘Yes’ please give brief details below, including any remedial action taken:

	     


	Please detail any pending legal proceedings, outstanding claims, and any arbitration in which your organisation is involved, or has been in the last three years.

	Not applicable  FORMCHECKBOX 
    Details enclosed    FORMCHECKBOX 



13.
Financial Information
Please provide details of expenditure relating to your project bid on the finance spreadsheet provided. (See Appendix 1 for Travel and Subsistence Rates)   
Please note that all figures submitted must be inclusive of VAT unless you already reclaim VAT in which case you must not include the VAT. 
	VAT registration number (if registered)


	


Name of Tenderer:
 

Organisation:
 

Protection and Freedom of Information

The information you provide will be processed by us.  We will hold the information you give and use it for statistical purposes.  We may provide copies of the information to individuals or organisations who are helping us assess and monitor the projects.  This may also include the Welsh Assembly Government, Welsh European Funding Office and external evaluators.
You should also be aware of the Participation Unit’s obligations and responsibilities under the Freedom of Information Act 2000 to provide on request access to recorded information which we hold.  One of the consequences of those new statutory responsibilities is that information which we hold about you may be subject to disclosure, in response to a request, unless we decide that one of the various statutory exemptions applies.  Where information, data and material of any nature comprises Personal Data or Sensitive Personal Data, as both terms are defined in the Data Protection Act 1998, we will not disclose any such confidential information to any third party without your consent.
I agree to the above use of my data and I confirm that I am the person named in Section 1 of this application and that the organisation/partnership has given me the authority to sign this application on their behalf:
	Name (please print)
	

	Signature:
	

	Position:
	     

	Address:
	     

	
	     

	
	     

	Date:
	     


The Participation Unit is unable to process your application without this information.  Please inform the Participation Unit if the name and / or address changes.

Please submit 5 copies of your completed questionnaire and one copy of each of the accompanying documents in a sealed envelope marked Strictly Private and Confidential to our office:

Participation Unit
Save the Children

3rd Floor Phoenix House

8 Cathedral Road

Cardiff

CF11 9LJ
Please also email electronic copies to: participationunit@savethechildren.org.uk
APPENDIX 1- Travel and Subsistence Rates

Motor mileage Allowances

	Up to 1400cc
	Over 1400cc
	Diesel

	35p per mile
	40p per mile
	35p per mile


Rail travel
Rail travel to be charged at Standard Class

Subsistence Rates
Breakfast
£4.00

Lunch
£6.00

Dinner
£12.00

Overnight Accommodation 

Outside London and other major cities


 
£60 (exclusive of breakfast)  

For other major cities the limit is extended (per night) 

£80 
Staying with friends or relatives (per night)


£13
APPENDIX 2: SAFEGUARDING CHILDREN POLICY

Our values and principles

The abuse and exploitation of children happens in all countries and societies across the world.

All child abuse involves the abuse of children’s rights.

The situation of all children must be improved through the promotion of their rights as set out in the UN Convention on the Rights of the Child. This includes the right to freedom from abuse and exploitation.

Child abuse is never acceptable and a commitment to children’s rights in general also means a commitment to safeguard the children with whom SC is in contact.

What will we do

SC will meet its commitment to safeguard through the following means:

Awareness: Ensuring that all staff and others are aware of the problem of child abuse and the risks to children.

Prevention: Ensuring, through awareness and good practice, that staff and others minimise the risks to children.

Reporting: Ensuring that staff and others are clear on what steps to take where concerns arise regarding the safety of children.

Responding: Ensuring that action is taken to support and protect children where concerns arise regarding possible abuse.

In order that the above standards of reporting and responding are met, SC will also ensure that it:

· takes seriously any concerns raised 

· takes positive steps to ensure the protection of children who are the subject of any concerns 

· supports children, staff or other adults who raise concerns or who are the subject of concerns 

· acts appropriately and effectively in instigating or co-operating with any subsequent process of investigation 

· is guided through the child protection process by the principle of ‘best interests of the child’ 

· listens to and takes seriously the views and wishes of children 

· works in partnership with parents/carers and/or other professionals to ensure the protection of children. 

APPENDIX 3: SAVE THE CHILDREN’S ANTI-BRIBERY AND CORRUPTION POLICY
1. Save the Children does not allow any employee, implementing partner, supplier, agent or volunteer to behave in a corrupt manner while carrying out Save the Children’s work.

Behaviour which amounts to corruption includes but is not limited to:

a) Paying or Offering a Bribe – where an employee improperly offers, gives or promises any form of material benefit or other advantage, whether in cash or in kind, to another in order to influence their conduct in any way.

b)  Receiving or Requesting a Bribe – where an employee improperly requests, agrees to receive or accepts any form of material benefit or other advantage, whether in cash or in kind, which influences or is designed to influence the employee’s conduct in any way.

c)  Receiving or Paying a so-called ‘Grease’ or ‘Facilitation’ payment – where an employee improperly receives something of value from another party for performing a service or other action that they were required by their employment to do anyway. For example: where a member of staff at an implementing partner refuses to issue the required travel authorisations without a personal payment also being made.

d)  Nepotism or Patronage – where an employee improperly uses their employment to favour or materially benefit friends, relatives or other associates in some way. For example, through the awarding of contracts, jobs or other material advantages.

e)  Embezzlement - where an employee improperly uses funds, property, resources or other assets that belong to Save the Children or a connected organisation or individual. For example, an employee using building contractors who have been employed to work on a Save the Children project to work on their own personal property instead. 

f) Receiving a so-called ‘Kickback’ Payment – where an employee improperly receives a share of funds or a commission from a supplier as a result of their involvement in a corrupt bid or tender process.

g)  Collusion – where an employee improperly colludes with others to circumvent, undermine or otherwise ignore Save the Children’s rules, policies or guidance. For example, where an employee tries to fix the amounts of a tender in order to bring it below a certain threshold which has been set by Save the Children.

h)  Abuse of a Position of Trust – where an employee improperly uses their position within Save the Children or a connected organisation to materially benefit themselves or any other party. For example, an employee accessing confidential material they are not entitled to or passing confidential information (such as the contents of a tender bid) to a third party.

2. All Save the Children staff and volunteers have a duty to protect the assets of Save the Children from any form of corruption. Staff and volunteers must immediately report any suspicion of bribery or corruption to their senior manager and not to anyone else. Failure to report will be treated as serious and may result in disciplinary measures being taken.
3. Following such a report, the senior manager must then immediately report the suspicions raised to the Financial Controller (FC) and, in respect of an overseas office, additionally to their Regional Director (RD) and the Head of Global Systems and Integration
4. The senior manager, together with other relevant managers, must establish whether there are clear grounds for initiating an independent investigation, with ongoing direction from the FC (or their delegate). If so, then a formal investigation must take place using an independent third party e.g. a senior manager not associated with the individuals involved, a member of Internal Audit or an independent professional firm.
5. Other than in exceptional circumstances, and where the FC and GC have given explicit consent, Save the Children will report all apparent criminal conduct covered by this policy to the appropriate police or investigatory authorities, irrespective of whether that conduct is on the part of employees or others. As corruption law frequently extends beyond the country that the conduct took place in, Save the Children may decide to report any such conduct to the police or investigatory authorities of more than one jurisdiction. Where conduct is not reported to the police, prior approval for the failure to report must be sought and obtained from the FC and GC. When considering whether there are exceptional circumstances for not reporting matters to the local police, the FC and GC will consider factors such as the current situation within the country and the honesty and reliability of the local police force.
6. Employees’ contracts of employment must enable bribery and corruption to be dealt with firmly, but fairly, under disciplinary policies. Committing any form of corruption may be considered as gross misconduct and could lead to dismissal.  Any deviation from this must be documented and approved jointly by the CFO and Director of Global HR. This documentation must state why the individual was not dismissed and what disciplinary action was taken.   

7. Staff must declare to their line manager any possible conflict of interest (for example, a friend or family member working for a supplier) that might leave them open to a suspicion of corruption.  Where such a conflict of interest exists, the line manager should bring it to the attention of the relevant senior manager.
8. Each Country Finance Manager (CFM) must maintain a ‘Gift Register’ of all material gifts and any other material benefits that have been offered to employees in the course of their employment. The FC will maintain the Gift Register for UK based staff. The format of this Gift Register is that communicated by the FC. The Gift Register must be submitted by the CFM to their Regional Finance Manager (RFM) on an annual basis. It is the responsibility of each RFM to review the Gift Registers of their countries and follow up any concerns they have with the countries. Any concerns remaining must be brought by the RFM to the attention of their RD, the Head of Global Systems and integration and the FC. Gift Registers maintained in Regional Offices must similarly be submitted by the RFM to the Head of Global Systems and Integration on an annual basis for review. The Head of Global Systems and Integration and the RDs are jointly responsible for bringing any concerns to the notice of the DGP, DDGP and the FC.
9. Material gifts of any kind received by a Save the Children employee in the course of their employment must be assumed to be intended for Save the Children’s benefit and must be handed in to the employee’s line manager and recorded on the Gift Register. The line manager should ensure that any gift provided is used for Save the Children’s benefit and, as such, the keeping of such gifts by individuals is not allowed. Any exceptions to this, e.g. where it is considered by senior management to be palpably unfair and/or that it may cause offence to the donor for a gift not to be kept by an individual and the gift, while material, is not considered extravagant (again, as with materiality, commonsense must be applied here), must be jointly approved by the relevant Country Director (CD) and CFM. Where gifts are received overseas and kept by CDs and/or CFMs then they must be jointly approved by the relevant RD and RFM. Similarly, for the RD or RFM, this would require joint sign off by the DDGP and FC. In the UK, this would mean joint sign off by an SLT member for their team together with the FC (or UK HR Manager if within the Finance team), joint sign off by a Director together with the CFO for SLT members (or Director of Global HR if it involves the FC) and sign off by the Board for Executive Directors (via a paper to be presented as applicable at the next quarterly Board meetings).
10. Implementing partners must have included in their contract a clause requiring them to report to Save the Children and take action against any corruption which occurs in their organisation and affects the sub-grant.   See Implementing Partners Policy. 
11. Suppliers and agents of Save the Children must act in accordance with this policy although the keeping of a Gift Register and associated rules are internal to Save the Children.

Attempted corruption is as serious as the actual acts and will be treated in the same way under this policy.

Guidance notes to policy:

· All references in the Rules to ‘employees’ or‘ employment’ should be read as including the staff of implementing partners, suppliers, agents and volunteers although, as above, the keeping of a Gift Register and associated rules are internal. Save the Children should reserve the right to terminate contracts with implementing partners, suppliers and agents if they breach these rules.

· This policy applies globally to all Save the Children staff and volunteers as they carry out Save the Children business. It also extends to any corrupt attempts by external groups or individuals (e.g., implementing partners, contractors, suppliers, donors, local authorities and beneficiaries) to steal or improperly obtain Save the Children funds or assets.

APPENDIX 4: IAPG CODE OF CONDUCT

Corporate Social Responsibility

Suppliers and manufacturers to the Non Governmental Organisation (NGO) sector should be aware of the following ethical, environmental and social responsibilities. The members of the Inter-Agency Procurement Group (IAPG: www.iapg.org.uk) strive to purchase goods and services in the supply chain that prioritise the following CSR elements:

· Goods are produced and delivered under conditions that do not involve the abuse or exploitation of any persons. 

· Goods are produced and delivered by organisations that subscribe to the Rights of the Child, where children are protected from performing any work that is likely to be hazardous or to interfere with the child's education, or to be harmful to the child's health and physical, mental, spiritual, moral and social development.

· Goods are produced and delivered under conditions where: 

· employment is freely chosen; 

· the rights of staff to freedom of association and to collective bargaining are respected; 

· wages paid are adequate to cover the cost of a reasonable living; 

· working conditions are safe and hygienic; 

· working hours are not excessive; 

· no discrimination is practised; 

· regular employment is provided; 

· no harsh or inhumane treatment of staff is allowed; 

· Goods are produced and delivered having the least negative impact on the environment.

· The IAPG members will seek alternative sources where the conduct of suppliers demonstrably violates anyone's basic human rights, and where there is no willingness to address that situation within a reasonable time period. 

· The IAPG members will seek alternative sources where companies in the supply chain are involved in the manufacture of arms or the sale of arms to governments which systematically violate the human rights of their citizens; or where there is internal armed conflict or major tensions; or where the sale of arms may jeopardise regional peace and security. 

Qualifications to policy statement - Organisations, for which the humanitarian imperative remains paramount and where speed of deployment is essential in saving lives, will purchase necessary goods and services from any available source. 

Care will be taken that the policy statement does not systematically discriminate against suppliers in developing countries, including where less stringent environmental regulations apply.
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