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Invitation to Tender (ITT)
For: British Council Skills Hub – Training Delivery Supplier 


Date: 23/09/2015 
1 Overview of the British Council

The British Council is the United Kingdom’s international organisation for cultural relations and educational opportunities. Its purpose is to build engagement and trust for the UK through the exchange of knowledge and ideas between people worldwide.  It seeks to achieve its aims by working in education, science, governance, English and the arts.  In 2013-14, its programmes reached a total audience of 465 million people worldwide and we engaged directly with 10.9 million.

The British Council was established in 1934 and incorporated by Royal Charter in 1940.  It is registered as a charity in England and Wales (charity no. 209131) and Scotland (charity no. SCO37733).  It is also an executive non-departmental public body, with the Foreign and Commonwealth Office as its sponsoring department.

Its primary charitable objects are set out in the Charter and are stated to be:-

· Promote cultural relationships and the understanding of different cultures between people and peoples of the United Kingdom and other countries;

· Promote a wider knowledge of the United Kingdom; 

· Develop a wider knowledge of the English language;

· encourage cultural, scientific, technological and other educational co-operation between the United Kingdom and other countries; 

· Otherwise promote the advancement of education. 

The British Council works in more than 110 countries around the world and employs over 7000 staff worldwide.  It has its headquarters in the UK, with offices in London, Manchester, Belfast, Cardiff and Edinburgh.
Further information can be found at www.britishcouncil.org.

2 Skills Hub : Introduction and background
The British Council Ghana is currently setting up a business Skills Hub which aims to bridge the skills gap between the skills young graduates and budding entrepreneurs actually possess and those needed by the job market in Accra and elsewhere in Ghana. The hub will offer a portfolio of taught business skills courses and digital courses as well as self-access learning, digital resources and networking opportunities. The core courses of the Hub will be Job Skills, Problem Solving and Decision Making, Intercultural Fluency and Information Communication and Technology. Other courses will include written communication, basic finance, presentation skills and business simulations. The refurbished Hub will be an exciting physical and virtual space to study, meet, interact and learn the skills needed to achieve success in  the 21st century.
3 Position : Trainer - Skills Hub British Council Ghana
The British Council seeks to procure suppliers (ie trainers) who will deliver the business skills courses required by the Skill Hub’s corporate and individual clients as directed by the Hub’s academic manager. The trainer will have to familiarise him/herself with the portfolio of business skills courses, ICT courses and digital products available at the Hub and will have the opportunity to attend certified training courses which will focus on interactive methodology and course specific training where necessary.

The trainers will
· Deliver courses either within the British Council Skills Hub or on the premises of a corporate client. 

· Familiarise him/herself with the content and methodology of the hub portfolio of taught and digital courses.
· Comply with the British Council’s Teaching Quality Standards policy including the use of continuous classroom observation, feedback and mentoring.
· Take advantage of opportunities to study towards internationally recognised qualifications in teaching / training methodology.
4 Conditions and contractual requirements
Context and Requirements
· The trainer will have the opportunity to attend certified trainer training courses which will be unpaid.
· The trainer is required to  engage with and satisfy the requirements of the observation / feedback / mentoring programme run by the Hub academic manager.
· The trainer should be prepared to work in the evenings and on Saturdays.
· The trainer will be line-managed by the Skills Hub academic manager.
ESSENTIAL Requirements 

· The trainer should possess the Higher National Diploma.
· The trainer should be literate in basic IT.
· The trainer should be proficient in the English language to an advanced level (both written and oral).
· The trainer should have a minimum of 2 years training experience to adults.
  DESIRABLE Requirements
· Have some corporate work experience

· Have some experience training people with diverse backgrounds and abilities.
NB Original diplomas should be shown at interview

The appointed suppliers will only process personal data accessed in performance of the services in accordance with the British Council ’s instructions and will not use such data for any other purpose. The contracted suppliers will undertake to process any personal data on the British Council’s behalf in accordance with the relevant provisions of the Data Protection Act 1998 and ensure appropriate and legislative consent is acquired where necessary.

The British Council is committed to equality and to positive action to promote this.  It believes that an Equal Opportunities Policy helps to ensure that there is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of gender including transgender, marital status, sexual identify, region and belief, political opinion, race, work pattern, age, disability or HIV/AIDS status, socio-economic background, spent convictions, trade union activity or  membership, on the basis of having or not having dependents, or any other relevant grounds.  The appointed supplier must agree to operate in accordance with these principles while undertaking work at or on behalf of the British Council.  

The British Council is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000 (the “Act”). Accordingly, all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act. The British Council may also decide to include certain information in the publication scheme, which the British Council maintains under the Act. 

If suppliers considers that any of the information included in their completed documentation is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. 

The suppliers should be aware that, even where they have indicated that information is commercially sensitive, the British Council might be required to disclose it under the Act if a request is received.  

The suppliers should also note that the receipt of any material marked ‘confidential’ or equivalent by the British Council should not be taken to mean that the British Council accepts any duty of confidence by virtue of that marking.

The suppliers will comply with all applicable legislation and codes of practice, including, where applicable, all legislation and statutory guidance relevant to the safeguarding and protection of children and vulnerable adults and with the British Council’s Child Protection Policy; in addition the suppliers will ensure that where they engage any other party to supply any of the services under this agreement that that party will also comply with the same requirements as if they were a party to this agreement.

All relevant policies that suppliers are expected to adhere to can be found on the British Council website – http://www.britishcouncil.org/about/policies. The list of policies includes (but it is not limited to):

- Anti-Fraud and Corruption

- Child Protection Policy
- Equal Opportunities Policy

- Fair Trading

- Health and Safety Policy

- Environmental Policy  

- Records Management
- Privacy
Mandatory due diligence information will form part of your response to this ITT.  You are required to complete the information related to “mandatory and discretionary rejection” as part of your response. 
The British Council’s contracting and commercial approach in respect of the required services is set out at for each of the Lots in their respective Schedules (the “Contract”).  By submitting a tender, you are agreeing to be bound by the terms of this ITT and the Contract without further negotiation or amendment.

If the terms of the Contract render the proposals in your tender unworkable, you should submit a clarification in accordance with Section 10 of this ITT (Clarification Questions) before the document is signed and the British Council will consider whether any amendment to the Contract is required.  Any amendments shall be published via email and shall apply to all tenderers.  Any amendments which are proposed but not approved by the British Council through this process will not be acceptable and may be construed as a rejection of the terms leading to the disqualification of the tender.
This document does not constitute an offer to provide goods and/or services to the British Council.

All costs incurred in the preparation of the proposal are the supplier’s responsibility.

The British Council reserves the right to request reference information. 
The British Council is not obliged to award a contract for these services and reserves the right to withdraw from the procurement process at any stage.

5 Confidentiality
All information contained within this document is confidential and is provided only to give suppliers an adequate understanding of the British Council’s requirements and under no circumstances should be disclosed to a third party without the British Council’s consent.

The contents of this ITT are being made available by the British Council on condition that: 

· Tenderers shall at all times treat the contents of the ITT and any related documents (together called the ‘Information’) as confidential, save in so far as they are already in the public domain;

· Tenderers shall not disclose, copy, reproduce, distribute or pass any of the Information to any other person at any time;

· Tenderers shall not use any of the Information for any purpose other than for the purposes of submitting (or deciding whether to submit) a Tender; and

· Tenderers shall not undertake any publicity activity within any section of the media.

Tenderers may disclose, distribute or pass any of the Information to the Tenderer’s advisers, sub-contractors or to another person provided that either:

· This is done for the sole purpose of enabling a Tender to be submitted and the person receiving the Information undertakes in writing to keep the Information confidential on the same terms as if that person were the Tenderer; or

· The Tenderer obtains the prior written consent of the British Council in relation to such disclosure, distribution or passing of Information; or

· The disclosure is made for the sole purpose of obtaining legal advice from external lawyers in relation to the procurement or to any Framework Agreement arising from it; or

· The Tenderer is legally required to make such a disclosure.

In relation to the above the definition of ‘person’ includes but is not limited to any person, firm, body or association, corporate or incorporate.

The British Council may disclose detailed information relating to Tenders to its officers, employees, agents or advisers and the British Council may make any of the contractual documents available for private inspection by its officers, employees, agents or advisers.  The British Council also reserves the right to disseminate information that is materially relevant to the procurement to all Tenderers, even if the information has only been requested by one Tenderer, subject to the duty to protect each Tenderer's commercial confidentiality in relation to its Tender (unless there is a requirement for disclosure under the Freedom of Information Act).

6 Intellectual Property Rights 

All IPR belonging to the appointed supplier or the British Council before the commencement date of the contract or not created in the course of or in connection with the purpose of the contract (Background IPR), and all third party IPR is and shall remain the exclusive property of the party owning it.

The appointed supplier is required to warrant that its Background IPR does not, so far as it is aware, infringe the rights of any third party and none of their Background IPR is the subject of any actual or, so far as it is aware, threatened challenge, opposition or revocation proceedings.

For any IPR developed or arising in the course or in connection with the contract, the appointed supplier will assign to the British Council with full title guarantee all its right, title and interest in the respective IPR. The appointed supplier shall procure the waiver in favour of the British Council of all moral rights arising under the Copyright, Designs and Patents Act 1988, as amended or revised, or any similar provisions of law in any jurisdiction, relating to the IPR developed under or in connection with the contract.
7 Tender/Proposal Validity

Your response should remain open for acceptance for a period of 90 days. A response valid for a shorter period may be rejected.

8 Payment and Invoicing
Training work will be paid at a a daily rate of GHS700 including all travel, preparation and evaluation time.
Rates for shorter or longer-term contracts are subject to negotiation.
The British Council will pay correctly addressed and undisputed invoices within 30 days.

The essential information on an invoice for the British Council is:

· A description of the services supplied.

· The British Council reference number/Purchase Order number.

· Addressed to Accounts Payable.

· The costs including VAT (if applicable) and any other charges

9 Instructions for Responding
Please complete Annex 1 (Supplier Response) and submit it to Nick.Fletcher@gh.britishcouncil.org no later than 14 October 2015 
The following key points must be considered when responding to this ITT:

· Please ensure that you send your submission in good time to prevent issues with technology – late submissions may not be considered.
· Do not submit any additional documentation with your ITT response except where specifically requested.
· Supporting evidence (PDF, JPG, PPT, Word and Excel formats only - other formats should not be used) can be provided to substantiate your response – please ensure that all attachments/supporting evidence is clearly labelled with the appropriate question number.


· Any supporting marketing materials should be provided separately to the main ITT response. All the references to such marketing content should be explicitly annotated in the ITT response.

· It is not acceptable to submit a generic policy in answer to a question. If you submit a generic policy you must indicate the page and paragraph reference to the appropriate content. 

· All answers in the ITT response should be inserted in the space below the British Council requirement / question.
· Where supporting evidence is requested as ‘or equivalent’ – it is the Tenderer’s responsibility to prove the relevant equivalence.
· Any alteration to a question will invalidate your response to that question and a mark of zero will be applied.
· Completion and submission of your response does not guarantee award of any contract from the British Council. 

· Please ensure that your responses are concise, unambiguous, and directly address the requirement stated or question posed.
10 Clarification Questions and Interviews
Any questions relating to the tendering process should be submitted via email to Nick.Fletcher@gh.britishcouncil.org before 13 October 2015. 
Submitters of successful tenders will be invited to interview at the British Council as and when tenders are received.
Any questions arising from the contract must be submitted before the document is signed.


