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Stockport Short Breaks Project
Commissioning Process – Guidance Notes

INTRODUCTION
The Stockport Short Breaks Project commissioning process has been developed to enable Stockport Children and Young People’s Disability Partnership to ensure that the short break needs of disabled children and young people within Stockport are efficiently met, to support the local market in short breaks for disabled children and young people, and to ensure that all short breaks offered through the project represent ‘Value for Money’.

This process is part of the commissioning strategy outlined in the ‘Stockport Short Breaks Strategy’, which is based on the ‘Joint Planning and Commissioning Framework for Children, Young People and Maternity Services’ (DfES, DH, 2006).

A number of documents have been developed to support the commissioning process. There is a lot of information available to providers within the grant application package, but please do not be put off by the amount of information available. Some of this information has been made available in order to support the quality planning of short breaks. Therefore, you do not need to read all documents within the package, although it may help you prepare the strongest possible case for funding if you do so. 
Where a document is necessary for you to read, we will make this clear.
It is your responsibility to ensure that you are aware of which documents you need to complete, the deadlines for submission, and any relevant dates following submission of applications.
Should you need further clarification on any point, please do not hesitate to contact us.
If you need any of the documents in alternative formats, please let us know.
THE DOCUMENTS

Required Reading:
1) Guidance Notes (this document) – Provides an explanation of which documents are relevant to you, their content, the timescales in the process, and instructions for completing the application forms.
2) Specifications of Service – These documents will tell you what services and projects we are commissioning (called our ‘priorities’), based on the identified needs of children and young people within Stockport. They will explain what service characteristics and outputs you must agree to achieve, and they will provide the basis for you to plan your delivery, and to submit applications based on these plans. 
It is possible to submit more than one application for one priority, or for a number of priorities. For example, you may be looking to deliver a project or number of projects that meet more than one priority, such as summer holiday activities that would only be possible with the purchase of capital-funded equipment. In this case, this application would meet both Priorities One and Four. Where this is the case, please contact us to discuss your submission.

Please keep checking the website for future commissioning opportunities. If you would like to receive an email notifying you when future commissioning opportunities are placed on the website, please email paul.jamieson@stockport.gov.uk 
Required Completion:
3) Section A: Grant Application (Part One) – Your application will enable us to assess your eligibility and ensure your application meets the Full Service Offer as set out by the Government. You only need to complete this document once irrespective of how many projects you are submitting applications for.
4) Section A: Grant Application (Part Two) – Your application will enable us to assess your eligibility and ensure your application meets the Full Service Offer as set out by the Government. You need to complete this document for each project you submit an application for.
5) Section B: Budget – The completion of this Excel spreadsheet (this document is also available in Word if you would prefer) setting out the expected income and expenditure for your service will enable us to assess the Value for Money offered by your service. Please complete this in as much detail as you feel possible. If there are any sections you feel are not relevant to your project, please leave blank. We may, however, contact you to request further information at a future date.
Non – Required Reading:
6) Needs Analysis – This document will help you to plan services that meet the identified short break needs of the disabled children and young people of Stockport. Including statistical information on current needs and projected short break needs, information on population trends, and analysis of consultation with children and young people, parents and carers, this useful document is recommended reading. 
7) Outcomes – This document explains the difference between project outputs and outcomes, and shows how you can measure your achievement of outcomes, which have traditionally been difficult to measure. This document will assist you in deciding which outcomes you wish your project to deliver, and how you can measure them.
8) Template Contract – We will need to enter into a contract with all successful providers. Included within the supporting documents is the template contract that has been developed to support the delivery of the Short Breaks Project. Whilst all contracts will need to be specific to each provider, the provision of the template contracts this early in the grants process aims to speed up the process when it comes to contracting with successful providers. Please be aware, however, that this is merely a generic template designed to meet the majority of contractual needs, and that each contract will need to be made individual to the requirements of all parties, and the particular Short Breaks priority.
9) Mencap ‘Make it Clear’ Easy Read document – This Mencap document will provide you with support in putting together an Easy Read document, as you will need to do this as part of your Grants Application (Part Two document).
(with thanks to Mencap for giving permission for us to include this document)

10)  Participation, Involvement and Achievement SWOT Analysis Easy Read Version – This document is included as an example of a locally-developed easy read document to help you in putting together an Easy Read document, as you will need to do this as part of your Grants Application (Part Two) document.
11)  Stockport Council’s Diversity and Equality Policy – As part of the Grants Application (Part One), providers are required to complete an Equality Questionnaire to show how they promote equality within their organisation. If you do not have certain equality policies or procedures in place, this will not affect your submission, although you will be expected to sign up to the Council’s ‘Diversity and Equality Policy’, a copy of which can be found as part of the tender package.

Please ensure that you are aware of which documents you are required to read/complete, and which documents have been made available purely as a form of additional support to providers should they require it. If you are not sure, please contact us for further clarification.
COMMISSIONING TIMESCALES

To further support providers’ planning, we are setting out our timescales for decision making now: 
24th November 2009 – Providers’ Meeting: All documents to be given out to providers at this meeting, as well as being subsequently placed on the Internet, and advertised locally and nationally.
Monday 14th December 2009



2:00pm – 4.00pm
Wednesday 16th December 2009


5:00pm – 7.00pm
Thursday 17th December 2009


10:00am – 12:00pm  
All in Peacock Room, 1st Floor, Beckwith House – Providers’ Workshops. 
All providers interested in submitting applications for Short Breaks Project grants are encouraged to come along, meet other providers, ask any questions they may have, and receive support and guidance in completing the application documents.
Monday 4th January 2010 at 4:00pm: 
Deadline for submission of all application documents. Documents received after this date will not be considered as part of the scoring process.
Tuesday 5th January 2010:
Young People’s Representative Group to score applications.
Wednesday 6th January 2010: 
Parents’ Panel to score applications
Monday 11th January 2010: 
Aiming High Steering Group to score applications and make the final decision on successful providers

Tuesday 12th January 2010: 
Providers will be informed of the outcome of their applications.
There will also be 2 days/evenings during the following 2 weeks on which both successful and unsuccessful providers can make appointments with Julie Kilroy and Paul Jamieson to get feedback on their application, and if successful, to discuss delivery, and to start developing the contracts. These dates will be advertised to providers nearer the time, although providers will of course be able to arrange meetings outside these two dates if more convenient for them.
DECISION – MAKING PROCESS

Applications will be given scores out of 400 points, which will be broken down by:

50% based on how well you meet the Full Service Offer – this will be calculated by the Short Breaks Project Steering Group, who will each allocate 10 points to how well you have demonstrated your ability to meet a particular element of the Full Service Offer. As there are 10 parts of the Full Service Offer, this means that each member of the Steering Group will be allocating up to 100 points to your application. Your average mark will constitute 50% of your final score. 
25% based on the value for money your tender offers
25% based on the scoring of your project by parents and carers, and children and young people (12.5% each) – Each group will collectively allocate each service a score out of 10 based on how much they like your application. These scores will be multiplied by 5 to give you a score out of 50 points from each group. These two sets of points will then be put together to give you a final score out of 100 points.
The final decision will, in all cases, be made by the members of the Short Breaks Steering Group.
INSTRUCTIONS FOR THE COMPLETION OF THE TENDER SUBMISSION

1 Completing the Questionnaires

1.1 The questionnaire requests a great deal of detail. Guidance notes are included in the body of the questionnaire which further lengthens the forms. Please do not be put off by the length of the questionnaire. The questions and guidance notes are designed to help guide you through developing your Aiming High Project and to enable you to present your strongest possible case for funding. If you do not understand any question then please ensure you request clarification before Wednesday 30th December 2009.
1.2 The questionnaires are in Microsoft Word format. Please insert your answers below each question and expanding the space as required.

The budget form is in Microsoft Excel. If you are unable to access these documents electronically then you may complete them manually. If so please ensure you use black ink and write clearly and legibly.

1.3 Read each question carefully and the guidance notes highlighted in red on the forms.

1.4 Amendments to previously submitted applications are only permissible if received before the closing date.

1.5 Do not exceed the word counts in each section as this may disqualify your application.

2 Submitting your application
If submitting by post:
2.1 Please ensure that you have supplied all the required information and signed and dated the declarations.

2.2 Send two copies printed on single sided A4 paper to arrive no later than 4pm on the Monday 4th January 2010. Please allow extra time for post to arrive, due to the festive holiday period.
Postal applications should be sent to:

Julie Kilroy,
Stockport Children and Young People’s Disability Partnership,

Beckwith House

c/o 8th Floor, Regent House

Heaton Lane

STOCKPORT

SK4 1BS
2.3 Applications must be delivered in a plain sealed envelope/package without any identifying marks on the outside, eg postal franks, slogans. 

Envelopes should bear the word ‘Stockport Short Breaks Project Grant Scheme Application’, followed by the priority to which it relates, e.g. ‘Priority One’.

If sent by special or registered delivery the portion of the Post Office form attached to the envelope should not have the senders name and address panel completed.

If sending by email:
2.4 Electronic applications should be sent to: julie.kilroy@stockport.gov.uk by 4pm on Monday 4th January 2010. As two people need to receive the application at the same time, please copy paul.jamieson@stockport.gov.uk into the email. If you do not receive confirmation of receipt from either Julie Kilroy or Paul Jamieson within 48 hours of submission, please contact Julie Kilroy on 07866 999 703 to clarify whether the applications have been received.
2.5. You should ensure that all completed documents are attached to the email

Please note that e-mail submissions are NOT allowed for applications in excess of £50,000 in value.
Please also note that any bids in excess of £140,000 will require final approval by the Executive Council of Stockport Metropolitan Borough Council.
3 Queries and Support

3.1 Queries regarding the application should be sent in writing to the above address 
or by e-mail to Julie Kilroy (julie.kilroy@stockport.gov.uk) or Paul Jamieson (paul.jamieson@stockport.gov.uk) no later than Wednesday 30th December 2009.
Queries received after this date will not be responded to. 

Correspondence can also be sent to Julie at the above address. Alternatively, you can email or telephone Julie on 07866999703.
Please note that queries regarding individual applications and their content cannot be entered into for example, eligibility, service provision or details of your particular application will not be addressed, or any other query that may give any provider a competitive advantage.
Email queries and responses sent to either Julie or Paul will be anonymously circulated around all providers who have registered their interest, and will also be placed on the Disability Partnership website. This will help to ensure equality of opportunity for all providers involved in the process. If you would like to receive a copy of all queries and responses, please email Paul.
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