
PRE-QUALIFICATION QUESTIONNAIRE

GUIDANCE FOR COMPLETION

INTRODUCTION AND PURPOSE

When the Council advertises a requirement and asks organisations to express an interest in tendering, an initial selection stage (Pre- Qualification) is often used. This enables the Council to reduce the number of competing organisations to a manageable number. 

In order to evaluate an organisations’ ability to meet the particular requirement the Council will ask them to submit information about themselves, usually focussing on the organisation’s experience and capabilities and resources.  The Council will then examine each organisation’s response and decide which organisations they will issue the Invitation to Tender (ITT) to on the basis of this evaluation.  The document that asks organisations to provide the information needed to carry out the process is called a Pre- Qualification Questionnaire (PQQ).  The flow chart below illustrates how Pre-Qualification fits within a simple competitive procurement process.






When the Council wants to assess an organisations’ ability to tender for a particular contract they will need to consider a wide range of information about the interested organisations.  The PQQ tries to gather all of the necessary information whilst not making too much work for those responding to it.

WHO SHOULD COMPLETE THE PQQ?

The PQQ asks for information about the organisation. If the organisation is a consortium (a group of organisations working together as if it were one organisation) the lead member of the consortium should complete the PPQ. If the Council does require further information about the other members of the consortium it will ask you for this.

If the organisation is a member of a group of companies (there is a lead organisation normally called the parent company and other subsidiary organisations report into it), the PQQ should be completed in respect of the individual organisation, rather than the parent company. 

The specific areas in which the PQQ seeks information are described below.

SECTION 1 – ORGANISATION IDENTITY AND BASIC DETAILS

The Council will need some basic contact details for each organisation and some background information about who they are.

SECTION 2 – FINANCIAL INFORMATION

The Council needs to know about an organisation’s financial situation.  It will want to be sure that the organisation has the financial resources and stability to carry out the required work, and that they are likely to be around to complete the contract satisfactorily.  The PQQ therefore asks for some basic financial information.  

SECTION 3 – BUSINESS ACTIVITIES & RESOURCES

The Council will want to know that an organisation provides services that support the activities of Children & Young People.  The Council will want to be sure that the organisation, including any potential sub-contractor, is likely to have sufficient resource to perform the contract properly. 

SECTION 4 – EXPERIENCE AND REFERENCES

The Council will want to know if an organisation has undertaken similar work of a similar size to a good standard in the past.  The PQQ therefore asks for examples of similar work undertaken by the organisation.  The more similar these are to the Councils’ current requirement the better. Organisations can ask Council Officers to be referees, although they must confirm that the referee is willing for their name to be given in this context. PLEASE NOTE: Council officers involved in the evaluation panel may not give references. 

SECTION 5 – INSURANCE

With the best will in the world there are sometimes problems with contracts for one reason or another. The Council needs to know that organisations have the necessary insurance policies to adequately cover problems.

SECTION 6 – QUALITY ASSURANCE

Quality management is all about making sure that work is done in a planned, controlled way to ensure that the results are satisfactory.  There are various schemes and standards that define how an organisation can make sure it meets its customers’ needs.

The Council wants to know if organisations have thought about how they can make sure their work is up to the mark in terms of quality.  This may mean the organisation indicating it has been formally checked against a recognised standard (benchmarked) or it may involve the organisation giving a description of how it makes sure its work is done repeatedly to a high standard.

SECTION 7 – HEALTH AND SAFETY

The Council will want to be sure that an organisation takes care to ensure the health and safety of its workers and others when carrying out its work.  This will be especially important for lone workers for example.  The PQQ therefore asks organisations to provide some information about their policies on health and safety.

SECTION 8 – EQUAL OPPORTUNITIES

Public bodies have a responsibility to make sure that all members of the community are treated fairly and equally in the field of their work.  They will therefore want to know that organisations accept their legal duties in this area and take them seriously.

SECTION 9 – RACE RELATIONS

Similarly Public bodies have a responsibility to ensure people are not discriminated against on account of their colour, race, nationality or ethnic origin.  They will therefore want to know that organisations accept their legal duties in this area and take them seriously.

SECTION 10 – DISABILITY DISCRIMINATION ACT

Public bodies have a responsibility to ensure people are not discriminated against on account of any disability in accordance with the Disability Discrimination Act 1995.

SECTION 11 – POLICIES

The Council and the organisations with which it contracts are required to ensure and demonstrate the safety of their employees and service users, that people are not discriminated against and that there are procedures in place when things do go wrong.  The Council also has a responsibility to ensure that sustainability issues (environmental, social and economic) are addressed where appropriate.  The PQQ asks for documentary evidence of how organisations deal with these issues.

SECTION 12 – LEGAL, PROFESSIONAL & BUSINESS STANDING

Public bodies have a duty to maintain high standards of professional behaviour and honesty.  They need to be sure that potential organisations can show that they meet the same standards.  The PQQ asks organisations to answer some important questions on this subject.

The Council will also want to know about any problems the organisation has had on previous contracts.  It may be there are reasonable explanations in justification so it is best to be honest and open in answering these questions rather than have details scrutinised later.

SECTION 13 – REQUIREMENT SPECIFIC QUESTIONS

In this section there will be questions specific to the particular work that is being tendered for. 

SECTION 14 – DECLARATION

This is simply the confirmation to the Council by the organisation that the information provided is valid and correct.
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