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1. Overview and Principals
Introduction
The Pre-Qualification Pack (PQP) Guidance is designed to guide applicant companies through the pre-qualification process, offering a detailed explanation of what information the Highways Agency (HA) needs, why we are collecting it and how it will be assessed.
The aim of the pack is to make the pre-qualification process as transparent, simple and consistent as possible.
This PQP has undergone some changes to adapt it to the mandated pre qualification documents set by BIS and OGC  The same process still applies for Pre-Qualification, although some of the forms used have changed.

A consequential amendment has been made to Public Contracts Regulations 2006 Reg 26 – amending criteria for rejection of economic operators to include ‘bribery with meaning of section 1 or 6 of the Bribery Act 2010.
Summary of changes

	Old form
	New form
	Stage

	1.1   Company Information Data Sheet
	Annex A.1  Company Information
Annex A.2 Financial Information

Annex A.3 Business and Professional Standing
	Stage 1

	3.1   Health and Safety Questionnaire Sheet

	Annex A.4- Health and Safety

Annex B.1 - Supplementary Health and Safety Data Section – CDM Co-ordinators and Designers (for  construction contracts only)
	Stage 1

	4.1   Technical Ability Reference Contract Data Sheet
	Annex C.1 -  Technical Ability Answer Section
	Stage 1

	4.2   Technical Ability Further Information Data Sheet
	Annex C.1 -  Technical Ability Answer Section
	Stage 1

	5.1   Added Value Data Sheet
	Annex C.6 -  Added Value Answer Section
	Stage 2

	6.1   PPD Reference Contract Data Sheet
	Annex C.3 - PPD Reference Contract Data Section
	Stage 2

	4.1a  Technical Ability Criteria Sheet
	Annex C.2 - PQP Technical Ability Data Sheet
	Stage 2

	6.2   PPD Relevance Sheet
	Annex  C.5 – PDD Relevance Sheet
	Stage 2

	6.3   PPD Areas of Measurement Data Sheet
	Annex C.4 – PDD Areas of Measurement 
	Stage 2


What is Pre-Qualification?

Pre-qualification is the process by which all applicant companies (those that propose to be in direct contract with the Highways Agency - either individually or as part of a Joint Venture or Partnership) must go through, in order to be invited to tender for a Highways Agency contract.

All companies wishing to express an interest in Highways Agency work are required to complete the (PQP); further details will be given in the OJEU Contract Notice and via e-Sourcing.
There are two main stages to Pre-Qualification:
Stage 1 – Applicant Company Checks (Annex A, B & C (where applicable))
The Applicant Company Checks are designed to meet the requirements of Public Contracts Regulations 2006 and assure the Highways Agency that the applicant company has the required:

· Economic, Financial and Legal Standing (Annex A)
· Health and Safety processes (Annex A and Annex B (when requested)) to meet the requirements of the contract.
· Technical Ability and/or professional ability (Annex C)
Applicant companies who pass all the Applicant Company Check requirements will progress to the Stage 2 short-listing stage of pre-qualification. Should an applicant company fail to meet any of the requirements, they will be informed at this stage and will not be considered for short-listing.
Stage 2 – Short-listing
This stage scores applicant companies’ submissions to inform the short-listing process. A combination of past performance, strategic alignment and any additional “added value” that a company may bring to the contract is used to calculate a Vendor Rating. Applicant Companies are ranked according to their Vendor Rating.

The vendor rating will be calculated using a combination of:

· Strategic Alignment (StART)
· Past Performance Data (PPD)

· Added Value 

This will be prescribed in the OJEU Contract Notice.

Applicant companies will always be asked to provide Past Performance Data (PPD), in the format prescribed later in this document. 

In addition an applicant company has the opportunity to describe any added value they will be able to bring to the contract.
All parts of the PQP must be completed and returned. They will only be assessed if it is necessary to produce a short-list from the number of applications received.

The Highways Agency reserves the right to carry out Stage 1 and Stage 2 in parallel.
Vendor Rating

Unless specified differently in the OJEU Contract Notice the Vendor Rating will be calculated with a ratio of:

For Pre-qualification using StART: 
StART 60: PPD 35: Added Value 5
For Pre-qualification without StART: 
PPD 95: Added Value 5
PPD scores are calculated using the following formula:

	Relevance                                     X


	MST Scores (where applicable)

Or

Areas of Measurement Score
(Independent Assessors: Client Score) (Weighted 1:2)


Please see section 6 for further information on PPD.

StART scores will be applied in the following manner:

1. The applicant company(s) with the highest StART score will be awarded the maximum score of 60 for the StART element of the vendor rating at pre-qualification.

2. All other applicant companies will receive a score based on the percentage difference compared to the highest scoring company.

	StART Score
	Example
	% of highest StART score 
	StART Element of Vendor Rating score

	Highest of applicant companies for specific Expression of interest
	StART score = 180.0 
	100.00%
	60.00

	2nd highest
	StART score = 175.0 
	97.22%
	58.33

	3rd highest
	StART score = 160 
	88.89%
	53.33

	Etc
	 
	 
	 


Where applicant companies for a Joint Venture or any other partnership, their StART score will be an average of all the member organisations of the bid team.

From the Vendor Rating to the Tender List

The applicant companies with the highest vendor ratings (usually the top 5) are taken forward to the short list. The short list is then subject to a Strategic Overview prior to confirmation of the tender list.

The Strategic Overview is undertaken by the Procurement Director and is designed to take into account any considerations that are not part of the first steps of pre-qualification. This may include aspects such as existing market share of Highways Agency contracts, overall performance issues or wider company issues such as recent or impending mergers/takeovers.

If a pre-qualification exercise uses Strategic Alignment Review Tool (StART) scores in calculating the vendor rating, it will be clearly stated in the OJEU Contract Notice. 

StART scores will apply for every OJEU Contract Notice that specifies StART as a requirement, published after 1 April 2011. Any applicant companies who currently do not possess a current StART score should follow the instructions in the OJEU Contract Notice. 

For more information on StART visit 

http://www.highways.gov.uk/business/28546.aspx 
The Highways Agency will generally use StART scores in pre-qualification for larger value Major Projects and Asset Support Contracts.
Return Instructions

In order to be considered for inclusion on the tender list, you must submit your expression of interest via e-sourcing, by the date stated at section IV.3.4.  If you are using eSourcing for the first time, register following the notice guidelines and complete the pack online.
Expressions of Interest must be submitted from the applicant company’s registered office address. Each member of a Joint Venture (JV) must submit their details stating their own registered office and confirming all company names in the proposed JV. Applicant companies should note that the Highways Agency may choose to publish the names of Contractors on its tender list for the contract after invitation to tender letters have been dispatched.

Presentation of response
Stage 1 Forms should be uploaded to the Qualification Envelope and contain the following:

· Annex A – All forms requested

· Annex B – All forms requested

· Annex C – Technical Ability Answer Sheet

· Annex C – Technical Ability Data Sheet (if applicable)

Stage 2 Forms should be uploaded to the Technical Envelope and contain the following:

· Annex C PQP Added Value Answer Sheet

· Annex C PQP PPD Relevance Answer Sheet

· Annex C PQP PPD Reference Contract Data Sheet

· Annex C PQP PPD Areas of Measurement Data Sheet
Questions regarding the Prequalification Pack & Process

If you have any questions regarding this pack please send them to the contact listed at section I.1 of the OJEU Contract Notice. All communication MUST be sent using the message tool on eSourcing. Your question and our response will be circulated to all who have requested the pack on a non-attributable basis unless you request otherwise; in which case your question will be treated as confidential.  

If you wish to ask a confidential question we will consider whether it should be treated as such. If it is accepted as confidential only you will see the question and our response. If we do not consider it to be confidential you will have the opportunity to amend or withdraw it.
Please refer to Annex A of this document, a flowchart to illustrate the Pre-Qualification process.

2. Legal & Financial Guidance
Economic, Financial and Legal Standing requirements are stated in the OJEU Contract Notice and should be provided in the expression of interest using the following forms of Annex A: 
· A.1. Company Information
· A.2. Financial Information

· A.3 Business and Professional Standing
If an applicant company is unable to submit a Constructionline Registration Number (as requested in Section III.2.2 of the OJEU Notice) they will be required to complete all sections of A.2. A qualified Highways Agency accountant will conduct a review of the applicant company’s accounts.
If following financial assessment it is deemed necessary Parent company guarantees may be sought.  
Process used for reviewing accounts
Audited accounts (covering three financial years) are reviewed in conjunction with the estimated value and duration of the contract being tendered for. The following aspects are considered:

· Are these the latest set of accounts, are they unqualified (clean audit opinion)?

· Has the Company made consecutive profits?

· What is the Chairman/Directors report indicating about the performance and future of the Company? Is it likely to be a going concern?

· Is the Company solvent – does it have the ability to meet its current obligations and the contract if awarded?

· How is the Company being funded, are there any loans? (liquidity or leveraging)

· Is it under capitalised or over capitalised? 

· What is the level of disclosure? If minimal, consider the reasons for this i.e. closed company or if small company entitled to produce abbreviated accounts

· Is the Company up to date in filing its returns with the Companies Office (if registered) Date of incorporation? Date last accounts filed.

· At what stage is the Company in the life cycle of its business? (refer below)

The accounts are analysed in more detail focusing on the primary statements being the profit and loss statement, balance sheet and cash flow. 

· Turnover

· Profit in relation to Turnover

· Ratios, for example “acid test” ratio (this shows the amount of cash available to meet immediate payments).

· Cash flow analysis – this highlights the current financial state. The continuous flow of cash through an organisation is a vital part of its survival. The control of cash is therefore essential to its well being. Care must be taken that there is sufficient cash available at all times to meet unknown commitments.

With regard to higher value contracts, data from internet searches, stock market reviews and any other source that would give up-to-date information on the Company’s financial standing may be considered.

(Company website and interim accounts may be considered)
Further considerations when reviewing small companies

Review of turnover/type of business - is the Company sufficiently resourced to manage multiple/high value contracts? Is it tendering for a contract that is beyond its current ability? 

Report to Procurement

A report on the company’s economic and financial standing is submitted by a Highways Agency accountant to procurement. The report states the likelihood of the company being able perform the contract. 

Definitions:

· The life cycle of a business: Businesses go through a life-cycle of definable stages. These are Commencement, Growth, Maturity, Decline and Cessation. An assessment will be made as to what stage the Company is at. The most significant common fault that occurs in small companies is the excessive withdrawals of funds for personal needs of owner-managers, which leads to undercapitalisation. The needs of the business for funds are greatest in the formative years and all available funds should be ploughed back.

· Commencement: The formation of a new Company and/or development of a new product. This must be the shortest stage of all if it is to survive.

· Growth: Period of rapid growth in sales, high profitability – a difficult financial period.

· Maturity: Steady rate of growth in sales with controlled new investment in expansion and diversification. 

· Decline: Falling sales, poor profitability and a failure to move with the times.    

· Vulnerability: Companies which rely heavily on borrowing are vulnerable to rising interest rates, particularly if their profit margins are small, and those which let their overdrafts steadily increase year by year without raising further equity are steadily increasing their risk.   

· Undercapitalisation: This situation occurs when the capital is not proportionate to the scale of its operations. This condition is usually evidenced by an undue proportion of external borrowings or trade creditors to shareholders’ funds. The remedy is creation or acquisition of new capital through avenues such as share issues, but this may be difficult to achieve.

· Over capitalisation: Occurs when a portion of the firm’s capital resources e.g. fixed assets, are not fully utilised i.e. there is an under-trading by the business.
Parent Company Guarantees

If following financial assessment it is deemed necessary Parent company guarantees may be sought.  
3. Health and Safety Guidance 

Introduction 

The Highways Agency requires applicant companies to submit Health & Safety (H&S) information with their Expressions of Interest for a contract. The Highways Agency considers health and safety issues to fulfil its obligations under the Construction (Design and Management) Regulations. 
An assessment of the submitted H&S information is undertaken as part of the Stage 1 pre-qualification checks on an applicant company. H&S will be assessed using the following forms:
· A.4. Health and Safety policy and Capability
· B.1. Health and Safety Policy and Capability - CDM Co-ordinators and Designers (when requested)
Or

· C.7 Min Requirement Health and Safety
How is the health and safety competence of applicant companies assessed? 

Applicant companies who hold a valid Highways Agency H&S Assessment Certificate may submit this as a means of satisfying all required aspects of the health and safety requirements. 
Applicant companies that have not passed the HA H&S Assessment are required to provide evidence of their H&S policies and records, including accident and near misses, and answer all questions requested from A.4 and B.1 (when requested) or C.7. Where a HA H&S Assessment Certificate is mandatory as part of pre-qualification this will be stated in Section III.2.3(c) of the OJEU Contract Notice. 

What is a Highways Agency Health and Safety Certificate? 

The Highways Agency has carried out a H&S Assessment on each of its current strategic key suppliers (those suppliers currently undertaking larger, complex and high value contracts). 
The supplier undertakes a comprehensive series of visits and assessments inline with CDM requirements (both at the supplier’s headquarters and on an operational site) by an independent assessment team. Further details of the assessment can be found on the SCM webpage. 
A supplier demonstrating they meet the H&S standards set out in the assessment is issued with a H&S Certificate by the Highways Agency. (If a certificate has not yet been issued a copy of the letter confirming a ‘pass’ will be accepted.) 

How can I be considered for a Highways Agency annual Health and Safety assessment? 

Carrying out the H&S Assessment is an onerous and expensive process for both the supplier and the Agency. As a result the Agency will generally only seek to carry out an assessment on a supplier who is capable of passing the technical ability checks for its large, high value and complex contracts. Further details are available from scm@highways.gsi.gov.uk.
Applicant Companies for smaller value contracts who do not possess a H&S Certificate will be required to demonstrate their suitability through satisfying the health and safety criteria set out above.

4. Technical Ability Guidance 

Introduction to Technical Ability Checks 

The Highways Agency is required to demonstrate compliance with Public Contract Regulations 2006. This requires public authorities to satisfy themselves to the technical ability of applicant companies in relation to the requirements of the advertised contract. 

Technical Ability in the Pre-Qualification Process 

Each stage referred to in this section is illustrated in the flowchart Annex A of this document. 

Technical Ability checks on applicant companies are part of Stage 1 of the overall pre-qualification process. They are an initial check to demonstrate that the applicant company has the ability to complete all the technical requirements of the contract. 

The Technical Ability Check is a pass/fail test that is not scored or used in short-listing suppliers. 

All applicant companies who meet the technical ability requirements will progress to the short-listing stage of pre-qualification. Should a company fail to meet the technical ability requirements, they will be informed at this stage and will not be considered for short-listing. 

Completion of the Technical Ability Sheets 

The Technical Ability information is comprised of two parts: 

Annex C.1 - PQP Technical Ability Answer Section – 

The Annex C.1 - PQP Technical Ability Answer Section is a simple form, designed to capture information about a company’s technical ability based on a set of pre-defined criteria.  This form has been designed to combine and replace the old forms 4.1-Technical Ability Reference Contract Data Sheet, 4.1a-Technical Ability Criteria Sheet and 4.2-Technical Ability Further Information Sheet. To satisfy a particular criterion, Applicant Companies should:
· Provide a HA Reference number, which would indicate a previously submitted contract that has satisfied the criteria.

· Submit a new contract reference that will satisfy the criteria.

If an applicant company is unable to meet all the technical ability criteria but believes it is able to deliver the contract there is an opportunity to set out the approach they would take.  Justification must be provided, however each of the criteria only needs to be satisfied in one instance. 
A maximum of 10 reference contracts can be used to satisfy the technical ability criteria. These can be any combination of new reference contracts or previous reference contracts (banked scores)

Annex C.2 - PQP Technical Ability Data Section – 

The Annex C.2 - PQP Technical Ability Data Section must be filled in for every new reference contract submitted. This new form has 23 standard questions, and there is the possibility that an extra question may be added, if the nature of the contract is very specific and not all areas are cover by the original 23. Every submitted contract reference will be given a HA Reference number, and any criteria satisfied will be banked.  The applicant company/companies will be able to submit these banked criteria in the future using their HA Reference number.  It is not necessary for every question on the Data Sheet to be answered. However, any criteria satisfied on here would count as a banked criterion.  The Highways Agency reserves the right to contact the client at any time to check the accuracy of the data provided and to seek further reassurance to prove an applicant company’s technical ability. 

Meeting the Technical Ability Criteria 

The Technical Ability Assessment will be carried out based on the criteria contained in Section III.2.3 of the OJEU Contract Notice; these will be reflected in the Annex C - PQP Technical Ability Answer Section for each individual contract.
The applicant company/companies should aim to provide a robust portfolio of qualifying reference contracts in the first instance. These reference contracts must, in the whole, demonstrate a company’s technical ability to fully deliver each of the required criteria, and how the criteria were satisfied.  Applicant companies can only be assessed on the information provided in their submission. 

A maximum of 10 reference contracts can be used to satisfy the technical ability criteria. These can be any combination of new reference contracts or previous reference contracts (banked scores). Each criterion only needs to be satisfied once, and Applicant Companies can also use any previously banked criteria.  Members of a Joint Venture can submit up to five each.  
Qualifying Technical Ability Reference Contracts 

Timescales 
Technical Ability Reference Contracts must have been undertaken during the past 5 years for Works contracts, or 3 years for Service or Supplies contracts, at the date of the Contract Notice. Reference Contracts do not have to be completed but would need to have been ongoing for a minimum 12 month period, at the date of the Contract Notice. This 12 month period could be at either extreme of the contract duration, up to the date of the Contract Notice, i.e. Reference Contracts must be those which were started more than 1 year before the notice or were completed less than 4 years for Works contracts, or 2 years for Service or Supplies contracts, before the notice. 

Type of Contract 
Technical Ability Reference Contracts should be similar in size, technical content and complexity to the contract applied for. Non-highway infrastructure projects for other Clients, in which there is a significant commonality of disciplines, are acceptable as Reference Contracts. 

The Client 

Client organisations and referees cannot be from the same company or group of companies as the applicant company. The Client must always be independent from the applicant company. 
Joint Ventures 
Technical Ability Reference Contracts undertaken as part of a Joint Venture (JV) or other recognised alliances, including DBFO and other Private Finance arrangements, are acceptable. 

Previous reference contract submissions 
Where an applicant company has submitted a Technical Ability Reference Contract as part of a previous application the related Contract Data (C.2) and Technical Ability (C.1) Sections will have been banked. These banked criteria must have been submitted using the Pre-Qualification Pack (PQP) issued April 2011, previous Reference Contracts banked before this date can be re-submitted using the current pack. Reference contracts banked since April 2011 can be used even though the form has changed slightly.  However, companies may wish to resubmit a contract to include answers to the new question set.

In responses to future OJEU notices the applicant will only be required to complete the Annex C - PQP Technical Ability Answer Section and provide the HA Reference number relating to a previous contract where the criteria has been satisfied.
It is the applicant company’s responsibility to ensure that any banked Technical reference contract that falls outside the qualifying timescales, detailed above, will not be considered.

5. Added Value Guidance 

Added Value Guidelines 

The assessment of Past Performance Data (PPD) historically has not allowed applicant companies to express attributes that may be individual to them. To enable applicant companies the opportunity to provide details about additional strengths to their submission, the Agency has introduced an ‘Added Value’ section. 
Two sides of A4 are provided to allow the applicant company/companies the opportunity to inform us about any unique attributes they can offer. Only one Added Value Data Sheet is permitted per expression of interest (eg. one for a JV as a whole). 
This submission should not be seen as an opportunity to simply “sell” the team, but as a way of highlighting areas that could genuinely deliver added value to the Highways Agency. Statements should be evidence based and clearly linked to the delivery needs of the contract. 
There are no performance indicators for this section. Examples of Added Value may include, but are not limited to: 
• The existence of local knowledge and previous experience 

• The value of an established relationship with already developed ways of working and culture 

• Any areas of specialist skills 

• An active member of a HA Community (eg. Major Projects Community) 

• Any other unique selling points 

When completing the Added Value section the applicant company/companies should not repeat information already covered under other areas of the submission, for example Strategic Alignment Review Tool (if applicable) or PPD – including  relevance. 
It should be a high level introduction to what the applicant company/companies can offer and not go into fine detail on individuals or commitments at this EOI stage. Similarly, it should not go into details that will be assessed at Tender stage but can highlight potential areas of strength. 
The Project/Contract Leader will score Added Value based upon what is important for the contract delivery. All Added Value statements will be reviewed by the Procurement Officer prior to marks being allocated to allow unbiased marking. 
Scoring will be on a scale of zero to ten, with ten being the highest. Added Value is highly company specific and there will not be any standard marking criteria. This is to allow explanation of individual unique attributes and not to restrict the applicant company/companies on areas of discussion. 
Added Value will be individual to each contract that it is submitted for. Scores are therefore non-transferrable from one submission to another. 

6. Past Performance Data (PPD) Guidance 

Introduction to PPD 
The Agency has changed the way it scores PPD for Major Projects (over £20m) and Asset Support Contracts (ASC). For these contracts when an Agency contract is used as a reference contract, the Motivating Success Toolkit (MST) scores for that contract will be used to score the C.4 – PPD – Areas of Measurement – Data Sheet. The MST uses the same Areas of Measurement used during PPD (Product, Service, Right First Time, Cost and Time). Health and Safety will continue to be assessed at Stage 1.
Past Performance Data (PPD) is used in stage 2 of pre-qualification. 

Past Performance Data is a short-listing tool, based upon factual historical data provided across a number of reference contracts. Applicant companies will submit two reference contracts and are scored against a number of criteria related to their performance on the reference contracts, and the relevance of those contracts to the advertised contracts. PPD comprises of two parts, both of which are completed by the applicant company. Reference contracts banked since April 2011 can be used even though the form has changed slightly.  However, companies may wish to resubmit a contract to include answers to the new question set.

The Agency requires Past Performance Data for those suppliers who will contract directly with the HA whether in their own rights or as part of a JV or other formal partnership. These suppliers are referred to as applicant company/companies. Unless otherwise stated in the OJEU, other companies who are sub-contracted are not an applicant company. 
• Applicant Company – must provide two Annex C.3 - Past Performance Data 

Reference Contract Data Sheets. 

• Applicant Companies (eg. Joint Venture) – where companies are applying as 
part of a JV they must each provide two Annex C.3 – Past Performance Data 
Reference Contract Data Sheets.
For Early Contractor Involvement (ECI) contracts, the proposed designer(s) must be included as an applicant company. 
MST Scores
When MST scores are used to form part of the PPD score (typically for Major Projects (over £20m) and ASC) you will be informed in Section VI.3 of the OJEU. If MST scores are not used you will be required to complete PQP – PPD – Areas of Measurement sheet.
If an Applicant company submits an Agency contract as a reference contract their MST scores for that contract will be used to generate the Area of Measurement scores. MST scores will only be used when there is a minimum of 3 months MST data, and the data used by the Agency will be a rolling average of up to 12 months. An Agency contract can only be used as a reference if it meets all other PPD requirements.

When MST data is used Applicant companies will not be required to complete the evidence section within PQP – PPD – Areas of Measurement – Data sheet. However, all other aspects of the PQP must be completed including C.4. PPD - Relevance - Answer Sheet.
Applicant companies can choose any combination of reference contracts:

· All reference contracts use MST data

· All reference contracts use Client Referee and Independent Assessor generated scores

· A combination of the above is used
Qualifying Reference Contracts 
Two reference contracts must be submitted.  These are contracts the applicant company has previously worked on that have been scored by the client.  The client acting as a referee must score the contract and return the form within 10 working days.  Failure to do so will result in a score of zero being awarded.  It is the responsibility of the applicant company to ensure that these reference contracts are submitted within the 10 working day period. The Project Sponsor of these contracts will also score the applicant companies performance for the selected contracts.  The scores will be weighted, with two thirds of the final score coming from the Project Sponsor and one third coming from the client.

Timescales 
Reference Contracts must have been undertaken during the past 8 years at the date of the Contract Notice. Reference Contracts do not have to be completed contracts but would need to have been ongoing/active for a 12 month period, during the 8 years at the date of the Contract Notice. This 12 month period could be at either extreme of the 8 years at the date of the Contract Notice, i.e. Reference Contracts must be those which were started more than 1 year before the notice or were completed less than 7 years before the notice. 
Type of Contract 
Reference Contracts should be similar in size, technical content and complexity to the contract applied for. Non-highway infrastructure contracts for other Clients, in which there is a significant commonality of disciplines, are acceptable as Reference Contracts. 
The Client 
Client organisations and referees cannot be from the same company or group of companies as the applicant company. The Client must always be independent from the applicant company. 
Each Reference Contract Data Sheet, when submitted for the first time or subject to significant change or progress, needs to be signed as factually correct by the Client for that Reference Contract. This includes Highways Agency contracts. The referees signature provides their confirmation of availability as a referee and to help to score performance on the Reference Contract in accordance with the HA guidelines. For any Reference Contracts funded by private finance, the referee must be part of the main Client, e.g. Highways Agency, MOD, NHS, Local Authorities, etc. 
The client acting as a referee must score the contract and return the form within 10 working days.  Failure to do so will result in a score of zero being awarded.

Joint Ventures 
Reference Contracts undertaken as part of a Joint Venture (JV) or other recognised alliances, including DBFO and other Private Finance arrangements are acceptable. 

Reference Contract JV = company A+B; Applicant JV = company A+B 

• where a JV Reference Contract is used and the constituent companies are applying together it is possible for members of the current JV to submit the same Reference Contract. The Reference Contract will be scored once (so the JV would need to work together to ensure that they cover all aspects in the one single submission). The score will then count twice. 
Reference Contract JV = company A+B; Applying separately 

• where a JV Reference Contract is used and the constituent companies are now applying separately it is possible for members of the previous JV to submit the same Reference Contract. The Reference Contract will be scored once (so the JV would need to work together to ensure that they cover all aspects in the one single submission). The same score will then count for each applicant company. 

or 

• it is possible for members of the previous JV to submit their own Reference Contract. The Reference Contract will be scored separately (so the JV would need to cover the aspects that they undertook in their submission). The individual score will then count for that applicant company. 

The same overall Client score for the JV Reference Contract will be used for the individual applicant company in each case. 

Previous reference contract submissions 

Where the applicant company has submitted a reference contract as part of an application for a previous HA contract the Client reference and performance assessment will have been banked. In all such cases a HA Reference Number will have been issued by the Agency for that contract and this must be used on Annex C - Past Performance Data Reference Contract Data Sheets for all subsequent applications.  
These banked scores must have been submitted using the new Pre-Qualification Pack (PQP) issued April 2011 previous Reference Contracts banked before this date can be re-submitted using the new pack, there is no need for the Client to re-sign).
The Agency will not automatically request another reference from the Client unless we are informed by the applicant company that the circumstances have changed adequately to require an updated reference. The Client reference score will thus be used in all future performance assessments. The Agency reserves the right to return to the Client for updated references at any time on an independent basis. 
The applicant company may choose to either omit the Areas of Measurement (AOM) sheets altogether in which case the previous mark will be used, or the applicant company may submit a completely revised AOM justification for all five elements that will be fully remarked. In order to minimise AOM assessment reviews please indicate on the Area of Measurement Data Sheet that it has in fact been updated and on what date. In either case the submission of the Annex C Past Performance Data Reference Contract Data Sheet with Unique Reference Number is necessary for each application. 

Relevance Scoring

Each Reference Contract submitted is scored on how relevant it is to the requirements of the contract applied for. The Highways Agency use relevance scoring to encourage applicant companies to submit reference contracts of a similar nature to that for which they are applying. 
Relevance Scoring is a crucial part of the assessment process. Once the two reference contracts have been scored, they will then both be marked on their relevance to the contract up for tender.  Score given here will determine how much of the score gained from the reference contracts will be retained.
Added Value

Two sides of A4 are provided to allow the applicant company/companies the opportunity to inform us about any unique attributes they can offer. Only one Added Value Data Sheet is permitted per expression of interest (eg. one for a JV as a whole). This submission should not be seen as an opportunity to simply “sell” the team, but as a way of highlighting areas that could genuinely deliver added value to the Highways Agency. Statements should be evidence based and clearly linked to the delivery needs of the contract. Scoring will be on a scale of zero to ten, with ten being the highest and make up 5% of the final score. Added Value will be individual to each contract that it is submitted for. Scores are therefore non-transferrable from one submission to another.
Process 
Each step referred to in this section is illustrated in Annex A of this document.
Relevance Criteria 

The Relevance Scoring process starts prior to the OJEU Contract Notice being placed. The Procurement Officer and the Project/Contract Leader will agree which relevance indicators to apply to the contract advertised. 
They will choose the best fit of criteria to the contract, based upon the list in the table below. Some indicators are relevant to all contracts and to encourage consistency are mandatory in all instances. The remaining criteria are optional and will be applied to reflect the major issues in the contract being applied for. 
An additional X criterion may be used on contracts where specialist skills are required. For example, tunnelling, archaeology, steelworks etc. 
	Relevance criteria not being used, and therefore not assessed, will be marked ‘NOT USED’ on Annex C - Past Performance Data Relevance Answer Sheet.
Mandatory Relevance Information. 

	1 
	Nature of Work. 

	2 
	Contract Value. 

	3 
	Age of Contract.

	4 
	Type of Contract. 

	5 
	Communications.

	The following details should be only included where relevant to the requirement. 

	6
	Corporate and Social Responsibility. 

	7 
	Traffic Management. 

	8 
	Proximity of Residents. 

	9 
	Location of Contract. 

	10 
	Importance of Technology in Contract. 

	11 
	‘X’ Additional Relevance Criteria. 


Weightings 

The relevance criteria will all be weighted equally. 

Submitting Relevance Data 

The applicant company submits its Annex C.5 Relevance Answer Sheets for their Reference Contracts (see ‘Qualifying Reference Contracts’ above). 

The applicant company should complete the sheet, giving as much factual detail as possible about the contract and their role in delivering the requirements. It is the applicant company’s responsibility to ensure they fully describe the contract on this sheet. It is this sheet only that will be used to score the contract for relevance. The individual boxes are expandable to allow as much relevant detail as possible to be entered.

Scoring 

Relevance is scored by the assessment team, which is made up of the Project Leaders and moderated by the Procurement Officer. 

Each criterion is scored between 5 and 1 for relevance.

	Score 
	Relevance 

	5 
	Totally relevant 

	4 
	Highly relevant 

	3 
	Just relevant 

	2 
	Little relevance 

	1 
	No relevance 


These scores are averaged across all criteria to give an overall relevance score for the Reference Contract. 

Prior to placing the OJEU Contract Notice, the Procurement Officer and Project/Contract Leader must review descriptions for each score for each of the criteria. These may be as simple as a percentage variance for the Contract Value criterion, or more descriptive, based on the specific contract. 

These descriptions are not made available to applicant companies. 

The assessment team score each Reference Contract using the criteria they agreed prior to the publication of the OJEU Contract Notice. This is done jointly, with care taken to ensure consistency across all marked Reference Contracts.

Areas of Measurement 

Where MST data will not be used performance data must be provided for each Reference Contract using C.3. PPD - Areas of Measurement - Data Sheet. To help in submitting and assessing Past Performance Data, separate sheets have been created for each Area of Measurement (these were previously labelled as KPIs). 

The Areas of Measurement used by the Highway Agency in its Toolkit to aid Performance Measurement are as follows: 

1 Product 
2 Service 
3 Right First Time 
4 Cost 
5 Time 
Evidence must be provided for each Area of Measurement and should demonstrate performance against the Highway Agency’s Areas of Measurement and a capacity to improve. Applicant companies should use the Performance Indicators as a guide to the detail required. The applicant company is required to award a self score for each Area of Measurement based on the data and evidence submitted. The response should fully explain and demonstrate the facts used in awarding the self-score. 

Broad or generalised statements that do not substantiate the self-score will score low marks. Validation of self-scores is based upon the evidence provided. Marks will only be given for evidence that can be substantiated and that is relevant. The use of Areas of Measurement scores and explanation from the Reference Contract will assist validation. 

The response for each Reference Contract under each Area of Measurement is limited to two sides of A4 (using Arial Font 12) except for Service where four sides A4 are permitted. Additional material will not be taken into account.

Scoring the Areas of Measurement 

Areas of Measurement are scored by two independent assessors and the client referee. 

The scoring criteria for each Area of Measurement are shown below and each carries the same weighting.

	Score 
	Satisfaction 

	10 
	Totally satisfied 

	8 
	Highly satisfied 

	6 
	Just satisfied 

	5 
	Neither satisfied nor dissatisfied 

	4 
	Slightly dissatisfied 

	2 
	Very dissatisfied 

	0 
	Totally dissatisfied 


Scores of 9, 7, 3 and 1 can also be given. 

Client Referee Score 

The Client referee is contacted and asked to score each AOM for the reference contract, based on their knowledge and experiences of the applicant company’s performance. 

Independent Assessor Scores 

Each independent assessor scores each AOM separately. Their scores are based upon the evidence provided by the applicant company. The independent assessors’ scores for each AOM are averaged. 

Overall Score 

The Client Referee and Independent Assessor scores for each AOM are combined in a ratio of: 

Client Referee 2: Independent Assessor averaged score 1 

Finally, the overall AOM scores are averaged to provide the final AOM score for the reference contract.

Calculating Overall PPD Score for Applicant Company/Companies 

An overall Reference Contract score is calculated by multiplying the relevance score by the AOM score. 

The overall PPD score for applicant company/companies is then an average of all the reference contracts submitted.
Annex A
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2. Flowchart to Illustrate Pre-Qualification Process
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