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SECTION A: 
SCHEME DOCUMENT -
REQUIREMENTS & CONDITIONS

1.0
EXECUTIVE SUMMARY

This document describes the Department of Finance & Services Consultant Prequalification Scheme 2008 - 2011. This document provides the means by which eligible consultants may apply for prequalification under the Scheme.

The Consultant Prequalification Scheme 2008 - 2011 (“The Scheme”) represents an enhancement of the NSW Government Procurement System for Construction.
Firms able to demonstrate a sound business structure, financial capability, resources, management systems, recent experience and good performance history may be eligible for Prequalification. 

Prequalified firms are eligible to receive opportunities to tender through the NSW Government Procurement System for Construction. Prequalification requires a significant business commitment by firms. Firms that are strongly committed to the principles of the Scheme have experienced greater business opportunities and growth in both the Public and Private Sector. 

The Department of Finance & Services (The Department) objective is to ensure the ongoing development of an effective Scheme, which promotes a culture of cooperative relationships, industry development, innovation, learning and continuous improvement. The Scheme supports industry to maintain and develop the capability of delivering positive and consistent project outcomes for a diverse range of NSW Government agencies.

Scheme Timeline

	Application acceptance
	During the life of the Scheme 

	Scheme commences
	1 July 2008

	Scheme concludes
	Extended up to 30 June 2013

	Scheme extension
	Subject to Department requirements (refer web site*)

	Scheme content update
	Subject to Department requirements (refer web site*)


www.nswprocurement.com.au/Government-Procurement-Frameworks/Construction/Pre-qualification-Scheme.aspx
SUMMARY OF APPLICATION PROCESS

A summary of the action required by consultants to acquire and maintain prequalification is outlined in the table below. Full details are provided in the Scheme document.

	
	Status
	Currently Prequalified
	Change of status sought or new information provided
	Application Process

	1. 
	Prequalified Consultant
	(
	
	An Automatic Roll-over process operates. Refer:

· Section 6.1.1 
Automatic Roll-Over

Note that basic information including the Applicant Statement is required to validate the roll-over.  Refer: 

· Schedule 12 
Experience

· Schedule 15 
Applicant Statement

· Schedule 18 
Improvement & Feedback

No other action is required by consultant. For details also Refer:

· Table B1: 
Schedule completion guide

	2. 
	Prequalified Consultant advising of new information
	(
	(
	Complete only the portion of the application required to identify the changes. Refer:

· Section 6.1.2 
Application Lodgement of Changes

· Table B1: 
Schedule completion guide

	3. 
	New applicant seeking prequalification
	
	(
	Complete full application to seek prequalification. Refer:

· Section 6.1.3 
New Application for Prequalification

· Table B1: 
Schedule completion guide


2.0
INTRODUCTION

2.1
The Scheme

The NSW Government Procurement Policy was released under Treasury Circular NSW TC 04/07, on 1 July 2004.  This introduced an Agency Accreditation Scheme administered by NSW Treasury for construction projects. This also established guidelines for when agencies are to use the NSW Government Procurement System for Construction, developed and maintained by the Department. 

Non-accredited agencies use the NSW Government Procurement System for Construction. Accredited Agencies and others such as Local Government, by arrangement with the Department, may also use the various elements of the NSW Government Procurement System for Construction.

NSW Treasury has engaged the Department to prequalify consultants for construction related works.  This Scheme document is a part of the NSW Government Procurement System for Construction.

The Department's approach to consultant prequalification and performance management is designed to encourage consultants to commit to long-term continuous improvement and to achieve outstanding performance on services provided. This is in return for increased business opportunities and ongoing business relationships based on cooperative principles. 
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	Consultant Prequalification within the NSW Government Procurement System for Construction. Agency requirements are matched with prequalified firms. The Agency decides on those firms to be offered opportunities to tender. The Department provides information and guidance to support Agency decision making.


In pursuing this approach, the Department has successfully implemented a number of prequalification schemes.

2.2
Scheme Background

Prequalification Schemes have been in place in NSW Government for several decades. These schemes undergo continuous review and are typically updated every few years to cater for changes to government policy, industry and technology. These schemes are now widely accepted by NSW Government agencies and the construction industry. 

Previous Related Schemes for Consultant Prequalification have included:

· Consultant Prequalification Scheme 2001 - 2003

· Consultant Prequalification Scheme 2004 - 2007

The Consultant Prequalification Scheme 2004 - 2007 is to conclude on 30 June 2008.

Review of this scheme based on user feedback has identified a number of opportunities for improvement. The review process led to the preparation of the Department’s Consultant Prequalification Scheme 2008 – 2011.

2.3
Scheme Timeline

The Consultant Prequalification Scheme 2008 – 2011 will operate to the following timeline:
	Application acceptance
	During the life of the Scheme 

	Scheme commences
	1 July 2008

	Scheme concludes
	Extended up to 30 June 2013

	Scheme extension
	Subject to Department requirements (refer web site*)

	Scheme content update
	Subject to Department requirements (refer web site*)


www.nswprocurement.com.au/Government-Procurement-Frameworks/Construction/Pre-qualification-Scheme.aspx
2.4
Finding the Scheme document online

The Scheme document is available on the Internet at.

http://www.nswprocurement.com.au/Government-Procurement-Frameworks/Construction/Pre-qualification-Scheme.aspx
2.5
NSW Government Procurement System for Construction

The NSW Government Procurement System for Construction consists of instrument templates, Procurement Practice Guides and tools for selection of procurement strategies, contract risk allocation, service provider selection (including prequalification/ of service providers), tender processes and formal dispute resolution to support NSW Government agencies. The Consultant Prequalification Scheme 2008 – 2011 is a key element of this scheme.

NSW Treasury has appointed the Department’s Policy Support Services unit, to develop and maintain the NSW Government Procurement System for Construction for the procurement of construction works by NSW Government agencies that do not have a capital works procurement system accredited by NSW Treasury. 

The Consultant Prequalification Scheme 2008-2011 is a component of the NSW Government Procurement System for Construction and provides expert consultants who are available to assist NSW Government agencies to procure capital works, either by direct appointment for engagements valued up to $50,000 or to be selected for panels to tender for consultant engagements valued over $50,000. 

The NSW Government Procurement System for Construction is available on the Internet at:
http://www.nswprocurement.com.au/Procurement-System-for-Construction.aspx
2.6
What has changed

The Scheme introduces a number of significant changes over the previous arrangements. These including:

· Automatic roll-over of current prequalifications
· Requirement for a minimum CPR benchmark of 60% for all prequalified firms is highlighted
· Providing an option for firms to request a minimum and / or a maximum fee limit representing the firm’s range of interest in work by $ value

· Including Project Management within a fee range limit (rather than providing a separate financial range based on value of the whole project)

· Listing work categories in an order that aligns more closely with the procurement life-cycle

· Listing the name of the work category first (before the work code) to promote straightforward plain English description and to discourage the use of codes (except for confirmation purposes)

· Renaming category  to become Architectural–Education Primary & Secondary(202)
(previously Architectural–Education)

· New work category Economic Appraisal-Health (380)
· New work category  Architectural–Education Tertiary (200)

· New work category  Architectural–Correctional (204)

· New work category  Architectural–Justice (205)

· New work category Architectural–Heritage (219)

· New work category Engineering- Principal Design Consultant (132)
· New work category Environmental Auditors (Site / Desktop) (385)

· Specialities introduced to work category 334 including Safety Auditors (Site Environmental)
· Removal of work category  Aboriginal Community Project Management (333)
· Re-introduction of category  Project Director Health (336)
· Update and simplify name of work category to become Project Management (313) 
(previously Project Management – Health & Other works)

· Removal of target populations for number of prequalified firms within each work category and each fee range. This to enable the scheme to be more relevant and flexible to changes including government policy.

· Streamlining the provision of external performance reports including Client Referee Reports

· Communication requirements extended to all work categories on a needs basis

· Enhanced guidance and template for self-assessment to ensure adequate implementation  and demonstration of applicant eligibility

· Instructions to applicants clarified and supported by Schedule Completion guide and Summary of Application process.

· Announcement of the intention to web enable the Scheme application process

· Enhancement of continuous improvement on the Scheme through a formal feedback process

2.7
Purpose of the Scheme

The purpose of the Scheme is to provide an appropriate management system to enable the Department, Government Agencies and their expert procurement advisors to efficiently and effectively procure consultants in the specified categories to carry out work associated predominantly with construction projects. 

Consultants prequalified under the Scheme will be eligible to receive opportunities to tender under the Department’s selective tendering procedures. 

Where tendering is to occur for services, subject to the application of Government’s Service Competition Guidelines, the Department’s in-house technical services providers may be given the opportunity to compete, in the tendering process, with (external) prequalified consultants.

2.8
Scheme Objectives

As indicated above, the Scheme supports the NSW Government’s Procurement Policy (TPP 04-1 July 2004) which is available on the Internet at: 

http://www.nswprocurement.com.au/Government-Procurement-Frameworks/Overarching-Procurement-Environment.aspx
The objectives of the Scheme are to:

· enable the Department to group consultants according to their expertise, capacity and capability, 

· establish panels of suitable consultants for specific work types and fee ranges;

· facilitate the selection and invitation of prequalified consultants from the panels to tender for specific work; 

· encourage continuous improvement and better contract outcomes by providing more tender opportunities for the better performing prequalified consultants compared to other consultants; 

· manage consultant performance in a fair and transparent way; and

· deliver improved project outcomes for Government.

2.9
The Scheme Benefits
2.9.1
The benefits of the Scheme for NSW Government Agencies include:

· selection of tenderers who have demonstrated suitable experience, capability and capacity to achieve better and more consistent contract outcomes; 

· provision of consultants with appropriate demonstrated specific experience and capacity for projects including highly complex projects; 

· reduction in tendering costs relative to open tenders while maintaining appropriate levels of competition. 

· provision for agency preferences to be taken into account when selecting tenderers through knowledge of the available tenderers.

· opportunity for agencies to develop a mutually beneficial ongoing business relationship with consultants, while complying with the requirements for probity, value for money and fairness to tenderers and potential consultants.

2.9.2
The benefits of the Scheme for Consultants include:

· tenderers compete on an equal basis against other prequalified consultants of comparable capability and capacity;

· reduced tendering costs as consultants do not need to supply full company details in support of every tender as such details have already been provided and acknowledged in the prequalification process;

· the opportunity to develop an ongoing business relationship with the Department and NSW Government agencies; and

2.9.3
The benefits of the Scheme for Government include:

· Allows the NSW Government as a major buyer of consultancy related services to more effectively implement continuous improvement initiatives in industry to achieve better project outcomes; and

· Results in significantly reduced tender assessment times and simplified engagement administration because prequalified tenderers have already demonstrated an understanding of and compliance with NSW Government industry benchmarks, with management procedures and systems requirements; and

· In line with the NSW Government's direction to do business with the best of the private sector, the Scheme provides for incentives for good performance and also for the application of restrictions or sanctions in the event of poor performance as measured against the respective scheme requirements.  

2.10
Scheme Overview

The objective of the Scheme is to promote initiatives and business practices by consultants that lead to a more competitive, innovative, productive and safe industry that is also socially and environmentally responsible. Consultants must demonstrate the application of: 

· continuous improvement in project outcomes;

· cooperative relationships with clients, suppliers and other project stakeholders; and

· ethical business practices throughout the organisation. 

The Scheme focuses on the requirement for consultants to continually monitor their management systems to support and deliver consistently successful project outcomes. 

2.11
Achieving Prequalification

Consultants currently prequalified under the Department’s Consultant Prequalification Scheme 2004 – 2007 will be automatically rolled over into the new scheme where the firm continues to meet the Scheme requirements. 

Firms not currently prequalified may seek prequalification where they have successfully completed a self-assessment based on the prequalification requirements of the Scheme document. 

The Scheme will be monitored by the Department to assess whether the objectives and the intent of the scheme are being met. Modifications to the Scheme may be made at the Department’s discretion during the life of the Scheme.

2.12
The Marketplace - Opportunities to Tender

The tenderer selection process represents a marketplace where government buyers “meet” potential industry suppliers in a consultancy procurement context. In this analogy the Scheme represents a foundation and the criteria for considering business procurement decisions. 

The Scheme supports NSW Government agencies that seek appropriate consultants to tender on construction or related projects. The Department generates a list of potential tenderers based on information provided in a consultant’s application for prequalification as well as other sources including financial capacity, history of tendering performance and performance on previous projects. Consultant performance is monitored and managed through an integrated Performance Management System (PMS) with Consultant Performance Reports (CPRs) being a key decision making factor for the allocation of opportunities to tender.

The Department supports NSW Government agencies in deciding on consultants to be provided opportunities to tender on a specific project. The consultants chosen constitute a panel for the tender process for the project.

2.13
Performance Management System 

Consultant Performance is monitored by the Department through an integrated Performance Management System (IPMS). This system includes a repository of Consultant Performance Reports on engagements valued across a number of fee ranges.

Procurement Practice Guide Performance Management is available on the Internet at:

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Performance-management/Performance-Management-System.aspx
The Department continues to place great emphasis on the use of its Consultant Performance Reporting system.  Under the current system, the Department can measure a consultant’s performance using a number of criteria.  Prior to completing a Consultant Performance Report (CPR), the Project Manager consults directly with the consultant (generally face-to-face). The views and details of both parties as to the actual performance on an engagement are openly discussed based on the performance criteria of the report.  Under the system, the consultant is provided with a copy of the CPR and the consultant may also provide the Project Manager with evidence to support the consultant’s own views. This may lead to an amendment of the CPR by the Project Manager or Executive.  To suit its needs, the Department may choose to change the performance criteria and other elements used in the CPR system.  Changes will be notified to consultants prequalified under the Scheme.

Better performing Consultants will achieve higher CPR scores.  Consultants with the highest scores will generally be given priority by the Department and Agencies for selective tender opportunities when choosing consultants to be invited to tender for work.

If a consultant’s performance or behaviour is not satisfactory, this may lead to sanctions being applied on the consultant, which may result in a loss of tender opportunities.  If a consultant is not recommended for future work this initiates action by the Department under the Department’s Contractor and Consultant Review List (Review List) system.  The Contractor and Consultant Review List system is used to manage the Department’s business relationship with unsatisfactorily performing contractors and consultants.

Consultants seeking prequalification are required to rapidly develop a high level of understanding and expertise in the CPR process included as part of the Integrated Performance Management System. 

2.14
New applicants and Agency Demand
The availability of the Scheme for the prequalification of new applicants is subject to demand for services from NSW Government. 

The prequalification of consultants will generally be conducted based on the automated roll-over of consultants prequalified with the previous scheme (the Consultant Prequalification Scheme 2004-2007).  
Refer to Section 3.0 SCOPE OF THE SCHEME
2.15
In-house prequalification and competition with the Private Sector
The Department’s Office of Public Works and Services, includes business groups that provide technical consultant services, in competition with the private sector, to other NSW Government agencies and local government. The Department reserves the right under the Consultant Prequalification Scheme 2008-2011 to prequalify in-house business groups and individual Departmental officers that meet the Scheme’s prequalification requirements.

2.16
Self-Assessment of Eligibility

This document must be used by consultants to self assess their eligibility to submit an application for prequalification under the Scheme. Following self-assessment, where a consultant believes it is eligible, the consultant may apply for prequalification by submitting the information required, as detailed in this document.

Eligibility to apply for prequalification does not guarantee that the consultant will be successful in an application. 

2.17
No Guarantee of Work

The receipt of prequalification by a consultant does not guarantee:

· continuity of the prequalification over the duration of the scheme; 

· receipt of opportunities to tender; or

· that engagements or work of any kind or quantity will be offered. 

2.18
Review and Development of the Scheme

The Scheme will be monitored by the Department to assess whether the objectives and intent of the Scheme are being met. 

Modifications to the Scheme, including to work categories, fee ranges and/or works specific requirements, may be made at the sole discretion of the Department at any time during the life of the Scheme to cater for:

· changes to government policies and government agency circumstances;

· an increase in work available beyond that anticipated at the commencement of the Scheme;

· significant vacancies developing in a panel; or

· new requirements which necessitate the creation of sub-categories and additional panels within those categories.  
2.19
Confidentiality of Information

To support the Consultant Prequalification Scheme 2008-2011, the Department has implemented a management system to maintain the confidentiality of information supplied by private sector and in-house prequalification applicants, prequalified consultants, as well as information obtained by the Policy Support Services Group about prequalification applicants and prequalified consultants.  

3.0
SCOPE OF THE SCHEME
3.1
Automatic Roll-over of prequalification

The prequalification of consultants will generally be conducted based on the automated roll-over of consultants prequalified with the previous scheme (the Consultant Prequalification Scheme 2004-2007).  

For details on the Automatic –Roll over process Refer to Section 6.1.1 Automatic Roll-Over
3.2
Scheme Map

Prequalified consultants are sought for the Consultant Prequalification Scheme 2008 – 2011 in the Categories and fee ranges listed below (Refer Table 1). 
Table 1

	Work Category
	Work
Code
	Fee Range

Indicate fee range requested by placing notations  against work category  (e.g. use ( or X )
	
	Fee Limits (Optional)
Applicant requested limits 

	
	
	A
	B
	C
	
	Min
	Max 

	
	
	=< $30K
	> $30K

=< $150K
	> $150K
	
	($K)
	($K)

	Project Director
	335
	
	
	
	
	
	

	Project Director Health
	336
	
	
	
	

	Project Management
	313
	
	
	
	
	
	

	Economic Appraisal-Health
	380
	
	
	
	
	
	

	Value Management Facilitators
	328
	
	
	
	
	
	

	Architectural-General
	201
	
	
	
	
	
	

	Engineering-Principal Design Consultant
	132
	
	
	
	
	
	

	Architectural-Health
	203
	
	
	
	
	
	

	Architectural-Education Primary & Secondary
	202
	
	
	
	
	
	

	Architectural-Education Tertiary
	200
	
	
	
	
	
	

	Architectural-Correctional
	204
	
	
	
	
	
	

	Architectural-Justice
	205
	
	
	
	
	
	

	Architectural-Heritage
	219
	
	
	
	
	
	

	Electronic Security
	120
	
	
	
	
	
	

	Quantity Surveying
	301
	
	
	
	
	
	

	Environmental Studies
	307
	
	
	
	
	
	

	QA Auditors
	317
	
	
	
	
	
	

	Safety 
Auditors 
	Site
	334
	
	
	
	
	
	

	
	Desktop
	
	
	
	
	
	
	

	Environmental Auditors 
	Site
	385
	
	
	
	
	
	

	
	Desktop
	
	
	
	
	
	
	

	Dispute Managers
	337 
	
	
	
	
	
	


3.3
Category Descriptions

The Categories are described in Table 2, with reference notes linking to further Work Specific Requirements set out in Section 3.4.

Table 2

	Category
	Work Type Code
	Summary Description 

For detailed description refer: 
Section 3.4 Work Specific Requirements

	Project Director
	335
	Project Management of planning services and activities required for capital works funding submissions (Business Case) to NSW Treasury. 
Work Specific Requirements: Refer Note 1

	Project Director Health
	336
	Project Management of planning services and activities required for Health related capital works funding submissions (Business Case) to NSW Treasury. 
Work Specific Requirements: Refer Note 2

	Project Management
	313
	Project Manager for the effective and economic design and construction of projects.

Work Specific Requirements: Refer Note 3

	Economic Appraisal-Health
	380
	Economic Appraisal of major Health Infrastructure Projects 

Work Specific Requirements: Refer Note 4

	Value Management Facilitators
	328
	Value Management Studies including workshop facilitation and report preparation.

Work Specific Requirements: Refer Note 5

	Architecture-
Health 
	203
	Design Consultant specializing in Architecture-Health including Health Care Facilities (not Nurses Homes, Administration etc.)
Specialist areas: Nursing Homes (used by Health Dept with reference to the Department’s register, or as procurement managed for Health by the Department) specifications.

Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Architecture-Education Primary & Secondary
	202
	Design Consultant specializing in Architecture-Education Education Primary & Secondary including primary and secondary education facilities.

Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Architecture-Education Tertiary
	200
	Design Consultant specializing in Architecture-Education Tertiary including tertiary education facilities.

Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Architecture-Correctional
	204
	Design Consultant specializing in Architecture-Correctional including correctional facilities.

Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Architecture-Justice
	205
	Design Consultant specializing in Architecture-Justice including justice facilities.

Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Architectural- Heritage
	219
	Design Consultant specialising in Architecture-Heritage including heritage related work to office buildings, fitout and refurbishment, residences, industrial and commercial offices and non-specialist areas.
Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Architectural- General
	201
	Design Consultant specialising in Architecture including office buildings, fitout and refurbishment, residences, industrial and commercial offices and non-specialist areas.
Specialist areas:  Specifications

Quality Management System: certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 6

	Engineering-Principal Design Consultant
	132
	Design Consultant specialising in Engineering including civil, structural design building, and structural design civil, hydraulic.
Specialist areas:  Specifications

Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.

Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW),
 Occupational Health & Safety Regulation 2001 (NSW)

Work Specific Requirements: Refer Note 7

	Electronic Security
	120
	Design, documentation, site inspection, training and commissioning of electronic security systems for Correctional Centres, Court Houses, Police Stations and Juvenile Justice Centres. Special Selection Criteria and Site Conditions apply. 

Specialist Areas: Electronic Perimeter Security Systems, Closed Circuit Television (CCTV), Video Conferencing, Guard Tour System, Cell Call System – includes Pass Door Intercom, Access Control Systems, Intruder Alarm Systems, Duress Systems, Public Address System, MATV System, Radio System, Biometrics, X-Ray Screening System, Walk Through Metal Detectors, PABX System, Voice System (Telephones), Data System (Computers), Cabling, Conduits and Pits, Lightning Protection, Uninterrupted Power Supply (UPS), Graphical User Interface (GUI)

Quality Management System: certification to AS/NZS ISO 9001:2000 is required. 

Design Consultants: are to be familiar with the current NSW Government OHS Management Systems Guidelines *, Occupational Health and Safety Act 2000 (NSW)*, Occupational Health & Safety Regulation 2001 (NSW)*.

	Quantity Surveying
	301
	Cost planning and estimating for architectural facilities including cashflows, cost management, cost forecasting of contract documentation.

Work Specific Requirements: Refer Note 8

	Environmental Studies
	307
	Assessment, analysis, evaluation and reporting of environmental issues or identified degradation, interference or conflicts, relevant to natural habitats, built environments or proposed developments including environmental impact assessment and major review of environmental factors including the formulation of appropriate action to be taken.
Specialist areas: Flora and Fauna, Contaminated Ground.

	QA Auditors
	317
	Assessment of Contractors’ or Consultants’ quality system implementation.

Work Specific Requirements: Refer Note 9

	Safety Auditors
(Site / Desktop)
	334
	Site Safety Auditors

Conducting workplace safety audits of building, construction or refurbishment or civil projects. Completing detailed audit reports of the Project OHS Management Plan and Site-specific Safety Management Plan. 

Desktop Safety Auditors

Conduct desktop OHS audits of a firm’s Safety Management System.
Work Specific Requirements: Refer Note 10

	Environmental Auditors 
(Site / Desktop)
	385
	Site Environmental Auditors

Conducting workplace environmental audits of building, construction, refurbishment or civil projects. Completing detailed audit reports of the Project Environmental Management Plan. 

Desktop Environmental Auditors

Conduct desktop environmental audits of a firm’s Environmental Management System.

Work Specific Requirements: Refer Note 11

	Dispute Managers
	337
	Management of resolution of disputes arising from contracts between NSW Government agencies and service providers under the NSW Government Procurement System for Construction. 

Work Specific Requirements. Refer Notes 12


* Applicable to the latest current version / edition of Guidelines
3.4
Work Specific Requirements

Consultants must possess qualifications, accreditation/certification, registration and experience as required for specific work types. The following requirement details are referred to from the Work Types and Categories listed above:

	Note
	

	
	

	1. 
	Project Director consultants are to possess the following:

(1.1) Key Personnel Level – (for fee range less than or equal to $150,000)
Recent demonstrated experience in coordinating consultants in key project planning activities such as:

· Value management studies

· Financial and Economic appraisals

· Specific planning and supporting studies eg heritage, traffic planning 

· Project feasibility costing studies and options

· Environmental impact statement

· Communication and stakeholder consultation 

· Change management planning 

· Gateway Reviews 

· Cross agency impact statement 

· Risk management plan

(1.2) Key Personnel Level – (for fee range greater than $150,000)
1) Capable of gaining certification to Level 5 of the Australian National Training Authority's National Competency Standards for Project Management (NCSPM) (First Approved Edition, 21 July 1996) e.g. certification as a Registered Project Manager under the Australian Institute of Project Management's Registered Project Manager Program or other similar certification/assessment process using NCSPM Level 5 or equivalent demonstrated experience.
2) Recent demonstrated experience in initiating and developing public sector capital works/ infrastructure projects for the submission of the Business Case to the funding provider. This would include:

Working with the client agency and stakeholders to scope a capital works/ infrastructure project and preparing the Business Case in accordance with NSW Treasury (or other government agency) requirements, ensuring alignment of the project with:

· Capital Investment Strategic Plan (CISP);

· Strategic and Corporate plans including

· Asset strategy 

· Asset Management Plans

· Asset Maintenance Strategic Plan; Asset Disposal Strategic Plan 

Identifying and directing all the activities required to successfully complete this undertaking. Such as:

· Value management studies

· Financial and Economic appraisals

· Specific planning and supporting studies eg heritage, traffic planning 

· Project feasibility costing studies and options

· Environmental impact statement

· Communication and stakeholder consultation 

· Change management planning 

· Gateway Reviews 

· Cross agency impact statement 

· Risk management plan

Engaging and managing specialists consultants to undertake relevant activities including:

· Representing the client 

· Generating briefs

· Preparing and keeping accurate records and correspondence

· Assessing consultant payments 

· Preparing consultant performance reports

Coordinating the outputs of specialist consultants and the client and stakeholder inputs to produce a complete submission to NSW Treasury (or other government agency) which includes: 

· Business Case

· Other requirements as nominated by the funding provider. 



	2. 
	Project Director Health consultants are to possess the following:

(1.1) Key Personnel Level – (for fee range less than or equal to $500,000)
Recent demonstrated experience in coordinating consultants in key project planning activities such as:

· Value management studies

· Financial and Economic appraisals

· Specific planning and supporting studies eg heritage, traffic planning 

· Project feasibility costing studies and options

· Environmental impact statement

· Communication and stakeholder consultation 

· Change management planning 

· Gateway Reviews 

· Cross agency impact statement 

· Risk management plan

(1.2) Key Personnel Level – (for fee range greater than $500,000)
1) Capable of gaining certification to Level 5 of the Australian National Training Authority's National Competency Standards for Project Management (NCSPM) (First Approved Edition, 21 July 1996) e.g. certification as a Registered Project Manager under the Australian Institute of Project Management's Registered Project Manager Program or other similar certification/assessment process using NCSPM Level 5 or equivalent demonstrated experience.
2) Recent demonstrated experience in initiating and developing public sector capital works/ infrastructure projects for the submission of the Business Case to the funding provider. This would include:

a) Working with the client agency and stakeholders to scope a capital works/ infrastructure project and preparing the Business Case in accordance with NSW Treasury (or other government agency) requirements, ensuring alignment of the project with:

· Capital Investment Strategic Plan (CISP);

· Strategic and Corporate plans including

· Asset strategy 

· Asset Management Plans

· Asset Maintenance Strategic Plan; Asset Disposal Strategic Plan 

b) Identifying and directing all the activities required to successfully complete this undertaking. Such as:

· Value management studies

· Financial and Economic appraisals

· Specific planning and supporting studies eg heritage, traffic planning 

· Project feasibility costing studies and options

· Environmental impact statement

· Communication and stakeholder consultation 

· Change management planning 

· Gateway Reviews 

· Cross agency impact statement 

· Risk management plan

c) Engaging and managing specialists consultants to undertake relevant activities including:

· Representing the client 

· Generating briefs

· Preparing and keeping accurate records and correspondence

· Assessing consultant payments 

· Preparing consultant performance reports

d) Coordinating the outputs of specialist consultants and the client and stakeholder inputs to produce a complete submission to NSW Treasury (or other government agency) which includes:

· Business Case

· Other requirements as nominated by the funding provider. 


	3. 
	Project Management consultants are to possess the following:

Corporate Level

a) In-house corporate Project Management System which addresses the 9 functions of Project Management including: Integration, Scope Management, Time Management, Cost Management, Quality Management, Human Resources Management, Communications Management, Risk Management and Procurement Management.
b) Comply with the requirements for Quality Systems: Quality Management System certification to AS/NZS ISO 9001:2000 is required.

c) Comply with the OHS requirements for Design Consultants. Design Consultants are to be familiar with the current NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW), Occupational Health & Safety Regulation 2001 (NSW). For further details refer to:

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Reference-material/Procurement-Guideline-Documents.aspx
d) Inhouse Corporate OHS Management System which enables project compliance with the current NSW Government OHS Management Systems Guidelines*. The Corporate OHS Management System is to be accredited with the Department or a relevant NSW Government Construction Agency.

e) Environmental Management System which enables project compliance with NSW Government Environmental Management System Guidelines. For further details refer to:  

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Reference-material/Procurement-Guideline-Documents.aspx
· Project Management of construction projects valued $10M and over
Inhouse corporate Environmental Management System which enables project compliance with NSW Government Environmental Management System Guidelines.  The Corporate Environmental Management System is to be accredited with the Department or a relevant NSW Government Construction Agency.

· Project Management of construction projects valued under $10M 
The provision of two or more examples of site specific Environmental Management Plans demonstrating compliance with NSW Government Environmental Management System Guidelines. 
f) Demonstrated ability to implement the NSW Government Procurement System for Construction or equivalent including Tendering System, Procedures and Processes, Commercial Contract Forms and Manuals, Prequalification Schemes, Performance Management Systems, Claims Resolution process. 
Key Personnel Level

g) Capable of gaining certification to Level 5 of the Australian National Training Authority's National Competency Standards for Project Management (NCSPM) (First Approved Edition, 21 July 1996) e.g. certification as a Registered Project Manager under the Australian Institute of Project Management's Registered Project Manager Program or other similar certification/assessment process using NCSPM Level 5 or equivalent demonstrated experience.
h) Eligible for membership with the Australian Institute of Project Management.
i) Training and demonstrated experience in relation based contracting including the C21 Construction Contract.

j) Commitment to undertake training in the GC21 General Conditions of Contract.

Experience and ability to undertake the role of the Principal’s representative.



	4. 
	Economic Appraisal-Health consultants including the firm and key personnel are to possess the following experience and knowledge:

1) conducting economic appraisal particularly in the healthcare sector 
2) demonstrated ability to work within a structured services and capital planning framework within government or the private sector, preferably in a Health Infrastructure context. 

· Refer to Health Economic Appraisal Guidelines,:
To obtain a copy, please contact: Elsie Choy, Health Infrastructure:  Elsie.Choy@hinfra.health.nsw.gov.au
3) preparing economic appraisal reports
(1 sample report to be submitted with the application based on work completed within the last 3 years)

4) sound understanding of Government’s requirement of economic appraisal in capital project evaluation

5) developing and conducting research program to improve the measurement and valuation of health costs and benefits.


	5. 
	Value Management consultants including the firm and key personnel are to possess the following experience and knowledge:

1) conducting value management studies 
2) demonstrated ability to work within a structured services and planning framework within government or the private sector. 

3) preparing value management reports
(1 sample report to be submitted with the application based on work completed within the last 3 years)

4) sound understanding of Government’s requirement of value management in capital project evaluation



	6. 
	Architects are to posses the following:

5) registered as a Chartered Architect with the Board of Architects.  
6) architects must be registered with the Architects Registration Board of NSW. 
7) architect firms or companies must have a Nominated Architect as required by the Architects Act 2003 (NSW).  
8) architects engaged in a Project Management role must be accredited as per Project Managers (Refer to Work Specific requirement for Project Managers above).  
9) Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.
10) Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW), Occupational Health & Safety Regulation 2001 (NSW)


	7. 
	Engineers are to posses the following:

1) engineers must be eligible for membership with the Institute of Engineers Australia
2) engineers engaged in a Project Management role must be accredited as per Project Managers (Refer to Work Specific requirement for Project Managers above).  
3) Quality Management System:  certification to AS/NZS ISO 9001:2000 is required.
4) Design Consultants: are to be familiar with the current: 
NSW Government OHS Management Systems Guidelines, Occupational Health and Safety Act 2000 (NSW), Occupational Health & Safety Regulation 2001 (NSW)


	8. 
	Quantity Surveyors are to possess the following :

1) qualifications suitable for eligibility for corporate membership of the Australian Institute of Quantity Surveyors (including continuing professional development). 



	9. 
	QA Auditors are to possess the following:

1) registration as a Lead Assessor under the scheme administered by the Quality Society of Australasia under the Joint Accreditation System Australia and New Zealand (JAS-ANZ).  
2) the auditor is to have more than 12 months experience with appropriate knowledge of the design or construction process
3) to provide audit logs dated within three (3) years of the firm’s application for prequalification to this category.


	10. 
	Safety Auditors (Site / Desktop) are to:
1) provide evidence of successful completion of a 5 day (40 hour) management system audit course

2) demonstrate ability to apply the scope and general content of “AS/NZS Australia/New Zealand 4804:2001, Occupational Health and Safety Management Systems – General guidelines on principles, systems and supporting techniques”. 
3) demonstrate ability to apply, or have a working knowledge of the content and requirements of the NSW Government OHS Management System Guidelines 4th Edition 2004. 

4) consist of:

a) Individuals or sole traders or private, registered companies; or 
b) Individuals employed as full time staff of specialist organisations that are private, registered companies; or 
c) Individuals employed as full time staff of specialist organisations that are public, registered companies; and;

5) complete separate applications. Note: Organisations seeking to prequalify multiple individuals are to submit a separate application for each individual. 

6) a) Site Safety Auditors are to: 
provide copies of three (3) comprehensive site safety audit reports and or OHS Audit Logbooks dated within three (3) years of the application made by the individual for prequalification to this category. 
b) Desktop Safety Auditors: 
provide copies of three (3) comprehensive desktop safety audit reports dated within three (3) years of the firm’s application made by the individual for prequalification to this category.
7) advise on the following CONFLICT OF INTEREST matter:
Site Safety Auditors who are offered an engagement will be asked, prior to the commencement of each engagement, to complete a brief Department form to declare the existence of or absence of any:

· Conflict of interest or 

· Financial interest or

· Ongoing engagements or pattern of engagements ;

Involving themselves (and/or their current employer) and the company to be audited. Applicants are to advise whether they :

a)   have any objection to this 

b) the reason for the objection

8) Site Safety auditors (only) are to provide evidence of four (4) or more of the following areas of experience or qualifications 

Key Personnel Level

a) Minimum of 5 years of full time engagement on site(s) where building or construction work was being undertaken.

b) Employed on site during building or construction work for at least 3 years in a safety practitioner role whilst being a member of the full time staff of the then (or current) employing company. 

c) Two or more years as a Workplace Safety Inspector for WorkCover (or similar State Government agency). The activities of the Workplace Safety Inspector to have been predominantly concerned with workplace health and safety matters regarding building or construction work. 

d) Direct contribution to the development of documented, building industry safety strategies.

e) Three or more years experience conducting formal OHS and/or OHS Management System Audits on building or construction and/or mechanical construction projects including the preparation of OHS audit reports that have detailed descriptions of observations, supported by photographs.

f) Qualifications in Workplace Safety, or Safety Management or Occupational Health and Safety Management (or similar) following the completion of a recognised course of study. 

g) Completion of an Industry trade or being fully conversant with building or construction industry trades and skills.

h) Certificate(s) of Competency to operate Plant or Equipment or undertake specific tasks (Eg. Rigger, Scaffolder) issued by a recognised authority, ie WorkCover. Refer to www.workcover.nsw.gov.au.



	11. 
	Environmental Auditors (Site / Desktop) are to:

1) provide evidence of successful completion of a 5 day (40 hour) management system audit course

2) demonstrate ability to apply scope and general content of “AS/NZS Australia/New Zealand 14001:2004, Environmental Management Systems. 
3) demonstrate ability to apply, or have a working knowledge of the content and requirements of the NSW Government Environmental Management System Guidelines 2nd Edition 2009 

4) consist of:

d) Individuals or sole traders or private, registered companies; or 
e) Individuals employed as full time staff of specialist organisations that are private, registered companies; or 
f) Individuals employed as full time staff of specialist organisations that are public, registered companies; and;

5) complete separate applications. Note: Organisations seeking to prequalify multiple individuals are to submit a separate application for each individual. 

6) a) Site Environmental Auditors are to: 
provide copies of three (3) comprehensive site environmental audit reports and or Environmental Audit Logbooks dated within three (3) years of application made by the individual for prequalification to this category. 
b) Desktop Environmental Auditors are to: 
provide copies of three (3) comprehensive desktop environmental audit reports dated within three (3) years of the application made by the individual for prequalification to this category.

7) advise on the following CONFLICT OF INTEREST matter:
Site Environmental Auditors who are offered an engagement will be asked, prior to the commencement of each engagement, to complete a brief Department form to declare the existence of or absence of any:

· Conflict of interest or 

· Financial interest or

· Ongoing engagements or pattern of engagements ;

Involving themselves (and/or their current employer) and the company to be audited. Applicants are to advise whether they :

a)  have any objection to this

b)  the reason for the objection

8) Site Environmental auditors (only) are to provide evidence of three (3) or more of the following areas of experience or qualifications: 

Key Personnel Level

a) Minimum of 5 years of engagement on site(s) where building or construction work was being undertaken.

b) Employed on site during building or construction work for at least 3 years in a environmental practitioner role whilst being a member of the full time staff of the then (or current) employing company.

c) Two or more years as an Environmental Inspector for a State Government agency. The activities of the Environmental Inspector to have been predominantly concerned with workplace environmental matters regarding building or construction work.

d) Direct contribution to the development of documented, building industry environmental strategies.

e) Three or more years experience conducting formal Environmental and/or Environmental Management System Audits on building or construction and/or mechanical construction projects including the preparation of Environmental audit reports that have detailed descriptions of observations.

f) Qualifications in Environmental Management (or similar) following the completion of a recognised course of study.



	12. 
	Dispute Managers

Corporate Level

1) To consist of:

a) Individuals or sole traders or private, registered companies or 
b) Individuals employed as full time staff of specialist organisations that are private, registered companies or 
c) Individuals employed as full time staff of specialist organisations that are public, registered companies and;

2) To complete separate applications for each individual to be prequalified. 

Key Personnel Level

Each individual to be prequalified is to possess the following:
1) Tertiary qualifications in an engineering, architectural, building (including Quantity Surveying) or project management discipline

2) Qualifications in alternative dispute resolution.

3) Demonstrated knowledge of the NSW Government Procurement Policy, the procurement framework and the NSW Government Procurement System for Construction.

4) Working knowledge of contract law and familiarity with NSW Government Procurement System for Construction contracts; 

5) Extensive experience in contract management of building and infrastructure construction for NSW Government agencies;

6) Extensive experience in resolution management of contractual claims, particularly through alternative dispute resolution processes;

7) Demonstrated ability to prepare and document risk analysis of dispute issues, detailed written critical arguments for independent assessments and associated submissions;

8) Demonstrated capability in working with NSW Government procurement processes;

9) Demonstrated capability in the management of consultants (lawyers, quantity surveyors, programmers, engineers, etc);

10) Knowledge of and ability to apply Government probity standards and experience in the management of conflicts of interest, both actual and perceived;

11) Trained and experienced in relationship based contracting including the C21 and/or GC21 General Conditions of Contract;

Supplementary Information: Dispute Managers

The dispute resolution provisions of contracts used under the NSW Government Procurement System for Construction typically pursue Alternative Dispute Resolution as an alternative to Litigation. Protracted disputes arising in the course of a contract have the potential to distract the contract manager (eg Principal’s Authorised Person) from its core contract management functions.

The Contract Dispute Resolution Unit (CDRU) in the Department historically fulfilled a dispute resolution role under NSW Government Agency contracts procured through the Department’s procurement systems.  With recent changes to the NSW Government’s Procurement Policy for construction, this role has changed. 

Except for contracts where the Minister for Commerce is nominated as Principal, or where resources are available and Agencies choose to directly appoint the CDRU for dispute management service, dispute resolution management is now a contestable service. 

Procurement Practice Guide Contract Dispute Resolution for the management of dispute resolution under the NSW Government Procurement System for Construction is available on the Internet at:

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Dispute-resolution.aspx
Consistent with the Procurement Practice Guide, the Department is seeking to establish a panel of pre-qualified dispute management service providers.  This is required in order to provide agencies with efficient access to quality dispute management professionals to manage the timely resolution of disputes and achieve the best results for agency projects.  The objectives in establishing the panel include:

· Ready availability of specific industry professionals with extensive experience in areas of contract management and dispute resolution relating to construction contracts;

· Astute resolution of disputes based upon documented consideration of evidence, liability and quantum;

· Value for money in hourly rates and other fee structure proposals;

· Satisfaction of probity requirements.

Prequalified Dispute Managers may be engaged by agencies to provide dispute management services to achieve prompt resolution of disputes arising from construction contracts.  

In accordance with NSW Government competition policy guidelines, agencies may also choose to give the Department’s Office of Public Works and Services (OPWS) an opportunity to compete for dispute management services. In any such case, OPWS will be added to a selected panel of prequalified dispute managers for competitive tendering.

Appointment of a Dispute Manager from the prequalified panel will be undertaken through a selection process consistent with this “Consultant Prequalification Scheme 2008-2011”. 

The CDRU may, by direct appointment, undertake dispute management for Agencies, but will not participate in competitive tendering with prequalified Dispute Managers.

In support of the NSW Government Procurement System for Construction, the CDRU will continue to provide a facilitation and monitoring role in respect of all disputes.  As identified in the Procurement Practice Guide Contract Dispute Resolution, this role is distinct from a dispute management role.  

The appointed consultant Dispute Manager will be required to deliver the services in conformance with the Procurement Practice Guide Contract Dispute Resolution.  The services will be delivered in consultation with the Project Manager and under the direction of the Project Director assisted as and when appropriate by the CDRU. 

The Dispute Manager will manage the dispute resolution process such that the resolution of disputes achieves the objectives of promptness, cost effectiveness and probity.

The work will typically include:

· Undertaking a detailed risk analysis of the dispute and preparation of a position paper to obtain the client agency’s approval (through the Project Director) for resolution actions;

· Managing and, where appropriate, participating in the selected dispute resolution activities.

A Dispute Manager may be engaged for a single dispute or multiple disputes arising from a contract or for the life of a contract/project.

The Dispute Manager’s role is distinct from the Expert who may be appointed to determine a dispute under the NSW Government Procurement System for Construction contracts.

The consultant Dispute Manager, prior to commencement of any particular dispute management engagement, must consider and declare any interests in, or linkages to, the project and/or contributors to the project elements.




* Applicable to the most recent version / edition of Guidelines

4.0
SCHEME REQUIREMENTS - PREQUALIFICATION
The Scheme emphasises the requirement that consultants continue the cultural change necessary to ensure that cooperative principles underpin business relationships with clients, project managers, suppliers, contractors, the community and other project stakeholders, involving ethical practices across their organisation in these relationships. 

Applicants must complete and provide relevant completed Schedules and necessary supporting information along with their application for prequalification under the Scheme. 

Refer to Section B: APPLICATION FORM including the required Schedules within this Scheme Document

The Scheme requires consultants to comply with the following requirements:

4.1
Code of Practice for Procurement

The NSW Government Code of Practice for Procurement sets the framework for all business relationships by:

· establishing the standards of behaviour expected from government agencies (as clients), employer and industry associations and unions; and

· requiring a strong commitment to continuous improvement and best practice performance by all participants in the supply chain.

Lodgement of an application will be evidence of the applicant’s agreement to comply with the Code. Failure by a consultant to comply with the Code will be taken into account when considering the consultant for future business opportunities with the NSW Government.

Refer to Schedule 15: APPLICANT STATEMENT.

Refer to the Code of Practice for Procurement: 

http://www.nswprocurement.com.au/Government-Procurement-Frameworks/Overarching-Procurement-Environment/Code-of-Practice-and-Implementation-Guidelines.aspx
Consultants must have a satisfactory record of compliance with the Code. 

4.2
Child Protection (Prohibited Employment) Act
Applicants for prequalification are to be aware of the potential requirement to conduct a check under the Child Protection (Prohibited Employment) Act 1998 (NSW). 
Refer to the NSW Commission for Children and Young People:  www.kids.nsw.gov.au/
4.3
Legal Entity and Business Operations

The Department only prequalifies consultants that are recognised as acceptable legal entities having appropriate financial assets. The Department will not prequalify a Business Name, Trust or an entity that is under any form of external administration. Consultants trading under a Trustee company arrangement must demonstrate that they meet the Scheme requirements.

Applicants must provide evidence of their legal entity either by providing a copy of an official document such as a Company Registration and names of Office Bearers issued by the Australian Securities and Investments Commission or a statement confirming the legal entity signed by a practicing Solicitor. 

A copy of the Registration documents must be submitted on initial application and whenever a Company name change occurs.

Prequalification of a consultant does not extend to related, associated or subsidiary business entities owned or controlled by the consultant or joint ventures to which the consultant is a party. Such business entities and joint ventures must apply for prequalification in their own right.

The Department will not prequalify:

· related, associated or subsidiary business entities for the same category of work and fee range unless the business relationships between the applicant entities and any already prequalified entity or entities satisfy the NSW Government Code of Practice for Procurement – Standards of Behaviour; or

· a joint venture for the same category of work and financial range as any of the parties to the joint venture. 

Applicants must have traded successfully for two years prior to the date of their application.

Refer to Schedule 1: IDENTIFICATION OF LEGAL ENTITY

Refer to Schedule 2: NOMINATED CONSULTANTS
Refer to Schedule 3: CONTACT PEOPLE – PREQUAL, TENDERING
Refer to Schedule 4: DIRECTORS, MANAGERS & KEY PERSONNEL
4.4
Regional / Local Consultants

The NSW Government supports the use of Regional/local consultants. Regional/local consultants do not need to be prequalified with the Department to be invited to submit a fee proposal (tender).  A Regional/local consultant is defined as a consultant located in a NSW town outside the Sydney, Newcastle and Wollongong areas whose business does not generally extend beyond one geographic area. Regional/local consultants may be included on tender lists for works in their region with prequalified consultants.  Regional/local consultants, however, need to meet minimum requirements including experience, qualifications and insurance. 

Where the Conditions of Tendering so provide, consultants who meet Department’s requirements to have a quality management system certified as conforming with AS/NZS ISO 9001:2000.are given a 10% price preference in the assessment of their proposals over those who do not meet the Department’s requirements.
4.5
Professional Indemnity Insurance

Applicants are to be insured for Professional Indemnity. The policy is for the minimum amount of $1M or 10 times the Consultant Fee (taken to be 10% of the Contract Price or Contract Sum for a construction contract), whichever is greater.

For some engagements, the amount of Professional Indemnity cover will be greater than the prequalification minimum and will be stated in the brief.  The cover notified by a consultant in the application will be taken into account in the selection of consultants for a particular engagement.  The level of Insurance cover required may be reduced if the consultant is a member of an occupational association with an approved scheme under the Professional Standards Act 1994 (NSW).

A copy of current professional indemnity insurance broker’s certificate of currency is to be attached to the application

4.6
Public Liability Insurance & Insurance of employees

Applicants are to be insured for Public Liability and the insurance of employees. The Public Liability Insurance is to be in the joint names of the consultant and the Principal, and for an amount not less than $5,000,000.  Generally, an annual policy held by the consultant, which provides appropriate cover suitable for the engagement and which covers the Principal in general terms (not necessarily naming the Principal), is satisfactory.

A copy of current public liability insurance broker’s certificate of currency is to be attached to the application
4.7
Quality Management System

Where indicated in the Work Specific Requirements (refer to Section 3.4), applicants seeking prequalification on panels involving design work, or management or coordination of design work for engagements valued greater than $50,000 are required to have a quality management system certified as conforming to AS/NZS ISO 9001:2000.
A copy of current certification is to be attached to the application

4.8
OHS Management System

Project Managers, together with Architects applying for prequalification under the Project Management Category are required to have their corporate OHS Management System accredited with the Department or with a relevant NSW Government Agency. 

A copy of current OHS Management System accreditation is to be attached to the application

4.9
Environmental Management System

Applicants seeking prequalification on panels involving Project Managers, together with Architects applying for prequalification under the Project Management category are required to have their corporate Environmental Management System which enables project compliance with NSW Government Environmental Management Systems Guidelines. For further details refer to:

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Reference-material/Procurement-Guideline-Documents.aspx
· Project Management of construction projects valued $10M and over
In-house corporate Environmental Management System which enables project compliance with NSW Government Environmental Management System Guidelines.  The Corporate Environmental Management System is to be accredited with the Department or a relevant NSW Government Construction Agency.

· Project Management of construction projects valued under $10M 
The provision of two or more examples of site specific Environmental Management Plans demonstrating compliance with NSW Government Environmental Management System Guidelines. 
A copy of current certification is to be attached to the application
4.10
Experience and Performance 

The consultant must have experience as a consultancy practice in the previous 2 years prior to lodging an application for prequalification (unless otherwise stated in the Work Specific Requirements).  Firms with less experience will generally not be considered unless they can prove substantial technical and business expertise in terms relevant to the work type.

Applicants must demonstrate satisfactory experience and performance on recent engagements of a similar nature and fee range for which prequalification is sought. 

The firm is to provide a list of projects currently in progress or completed within the previous 3 years.

Refer Schedules 12: EXPERIENCE

The performance of applicants on the engagements completed are to be assessed based on a review of external performance reports as well as the Department’s Consultant Performance Reports (CPR’s). 

4.10.1
External Performance Reports

External performance reports are formal structured, standardised, multi criteria reports which must be either:

· Client Referee Reports that are based on the standardised template of the Scheme document in Schedule 14 CLIENT REFEREE REPORTS which the firm has been provided by a Private Sector or Government Client of the firm. Reports must be fully completed, signed and dated in order to be considered valid.

· Consultant Performance Reports which the firm has been provided by other NSW Government Agencies. Reports must be fully completed, signed and dated in order to be considered valid.

The firm is to identify projects the firm has completed within the last 3 years in the same work category and fee range for which the firm is seeking prequalification. The consultant is to make arrangements to obtain a specified number of Client Referee Reports or Consultant Performance Reports from the Client (refer Tables 4 below). The reports are to be included within the firm’s application for prequalification as a fully integrated and complete document.

A list of all external reports is to be provided based on Schedule 13 LIST OF EXTERNAL PERFORMANCE REPORTS

4.10.2
Number of External Performance Reports Required

The firm is to provide a set number of reports which will be based on work categories and fee ranges for which prequalification is sought. 
For prequalification sought in any one specific work category:

· Where prequalification is sought in only one fee range then at least 3 Reports will be required

· Where prequalification is sought in more than one fee range then at least 4 Reports will be required of which 2 reports will be required from each of the highest fee ranges

This is represented in Tabular format in Table 4 below.
       Table 4

	Fee Ranges sought for Prequal
	Fin 
Range
	Value of 
Fee Ranges
	NUMBER OF REPORTS 
required for each work category based on the Fee Ranges sought for prequalification

	A
	A
	=< $30K
	3

	AB
	A
	=< $30K
	2

	
	B
	> $30K

=< $150K
	2

	ABC
	A
	=< $30K
	n/a

	
	B
	> $30K

=< $150K
	2

	
	C
	> $150K
	2

	BC
	B
	> $30K

=< $150K
	2

	
	C
	> $150K
	2

	C
	C
	> $150K
	3


	EXAMPLE 1

A consultant is seeking prequalification in the following areas:

· Architectural-Education Tertiary in Fee Range C

The number of external Performance Reports that will be required includes:

· 3 reports for Architectural-Education Tertiary projects: 
3 reports for projects within Fee Range C

(Total of 3 reports)


	EXAMPLE 2

A consultant is seeking prequalification in the following areas:

· Project Director in Fee Range BC

· Project Management in Fee Range BC.

· Value Management Facilitator in Fee Range A

The number of external Performance Reports that will be required includes:

· 4 reports for Project Director projects: 
2 reports for projects within Fee Range B and
2 reports for projects within Fee Range C

· 4 reports for Project Management projects: 
2 reports for projects within Fee Range B and
2 reports for projects within Fee Range C

· 3 reports for Value Management Facilitator: 
3 reports for projects within Fee Range A

(Total of 11 reports)


4.10.3
Additional Performance information

The Department reserves the right to consult with current referees or additional clients regarding the firm’s performance when considered necessary. 

4.11
Financial Capacity

The Department may require the use of an external Financial Assessor to assess the financial capacity of the applicant for large or sensitive engagements. The Financial Assessor has a contract with the Department to:

· provide the financial assessment services;

· obtain the required financial details from the applicant for assessment of the applicant’s financial capacity; and 

· safeguard the financial details obtained and not to disclose such details, either in part or whole, to any third party without the express written permission of the applicant.

The Financial Assessor may disclose such details to other NSW Government agencies.

Lodgement of an application form will be evidence of the applicant’s agreement to participate in such financial assessments for the duration of the Scheme.

The Department does not accept personal guarantees from Directors.

	Please refer any enquires on financial assessment to:

Sam Field, Senior Procurement Systems Officer

E-mail 
sam.field@services.nsw.gov.au
Telephone 
(02) 9372 7798. 


4.12
Commercial Conditions

Consultants Prequalified under the Scheme would normally be expected to be engaged under the relevant commercial conditions aligned with the NSW Government Procurement System for Construction.

Refer to: 

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Standard-form-documents/Consultancy-services.aspx
4.13
Communication Requirements for Work Categories

Consultants may be required to participate in a range of communication activities to achieve and / or maintain their prequalification status. The table below summarises the requirements for prequalification for specific categories of work.

	Communication Requirements
	Project Managers and Project Directors
	All other
consultants

	1. Interviews with applicants
	TBA
	TBA

	2. Communication Meetings
	(
	TBA

	3. Best Practice in Construction Forum
	(
	TBA

	4. Performance Reporting Obligations
	(
	(

	5. Stakeholder Performance Reviews
	(
	TBA

	6. Scheme Continuous Improvement
	(
	(


TBA = To be advised (if required)
4.13.1
Interviews with applicants

The consultant may be requested to attend interviews and to provide sample documentation to demonstrate the firm’s ability to conduct specific categories of work. The interview also provides an opportunity for the consultant to describe their skills and attributes to undertake consultancy work. The consultant may be required to provide sample documentation at the interview including project reports, audit reports, audit logbooks or other types of material associated with a specific work category. The interview may be requested prior to prequalification and / or at any time following prequalification.
4.13.2
Communication Meetings

During the term of the Scheme, the Department will conduct face-to-face meetings with prequalified Project Managers and Project Directors. The meetings may be conducted once or twice a year. The meetings provide an opportunity to learn about recent changes and new initiatives in government, future directions anticipated in Government and the Department’s views on the firm’s performance. The meeting also provides a platform for the firm to elaborate on it’s business direction, and initiatives. The firm may also advise the Department of issues and make suggestions for improvement to the Scheme. It is a requirement of the Scheme that senior staff represent the firm at these meetings. Prequalified consultants in other work categories may also be invited to attend similar meetings on a needs basis.
4.13.3
Best Practice in Construction Forum

During the term of the Scheme, the Department will conduct Forums with Best Practice accredited contractors as well as prequalified Project Managers and Project Directors. The Forums may be conducted up to twice a year and provide a presentation on NSW Government Policy initiatives and contemporary issues facing NSW Government and the Construction Industry. It is a requirement of the Scheme that senior staff attend to represent the firm at the forums. Prequalified consultants in other work categories may be invited to attend a forum of special relevance.
4.13.4
Performance Reporting obligations
During the term of the Scheme prequalified Consultants will be required to participate in a comprehensive performance management and performance reporting processes. 
· Project Managers are required to consult with the consultants who they are managing under their engagement to prepare Consultant Performance Reports.

· Project Managers are required to consult with the contractors who they are managing under their engagement to prepare Contractor Performance Reports.

· Consultants are required to participate in consultation with Project Manager during the Project Manager’s preparation of Consultant Performance Reports.

· Contractors are required to participate in consultation with Project Manager during the Project Manager’s preparation of Contractor Performance Reports.

The subject of a report is to be promptly provided with a completed copy of the report as well as a copy being promptly provided to the Department. Performance reports are required to be prepared on a quarterly basis as well as where adverse performance is noted and on completion of a contract / engagement. Refer to Performance Reports:
http://www.nswprocurement.com.au/Procurement-System-for-Construction/Performance-management/Performance-Management-System.aspx
	Please refer any enquires on Performance Management Systems to:

Sol Voron, Best Practice Manager

E-mail  sol.voron@services.nsw.gov.au
Telephone 
(02) 9372 8828. 


4.13.5
Stakeholder Performance Reviews

During the term of the Scheme, prequalified Project Managers will be required to complete Project Stakeholder Performance Reviews on construction projects valued from $1M and above. The reviews identify project and stakeholder relationship outcomes following project completion. Initially, three key stakeholders comprising the client, project manager and the contractor will each review the project and the performance of the other two key stakeholders. The review will assist the Department to monitor and manage the effectiveness of the NSW Government Procurement System for Construction. Prequalified consultants in other work categories may be invited to participate in this performance review process on a needs basis.
Information from Project Stakeholder Performance Review outcomes are to be documented on standardised Stakeholder Performance Reports. These reports may also be used by the Department when assessing applications for supplier prequalification and accreditation, as well as selecting suppliers for tendering opportunities and managing supplier performance.

Refer to Performance Reports:
http://www.nswprocurement.com.au/Procurement-System-for-Construction/Performance-management/Performance-Management-System.aspx
	Please refer any enquires on Performance Management Systems to:

Sol Voron, Best Practice Manager

E-mail  sol.voron@services.nsw.gov.au
Telephone 
(02) 9372 8828. 


4.13.6
Scheme Continuous Improvement

During the term of the Scheme, prequalified consultants are expected to take an active interest in the development and enhancement of the Scheme. This includes:

· Responding to Department correspondence seeking the firm’s views on Government and Industry matters including the Scheme and related initiatives.

· Proactive in communication with the Department to suggest Scheme improvements

· Maintain familiarity with the Scheme Document

· Provide feedback including lodgement of Section 18 IMPROVEMENT & FEEDBACK

5.0
SCHEME CONDITIONS

5.1
Changes to Consultant’s Status

Consultants prequalified under the Scheme must immediately inform the Department of any substantial change in their financial capacity, technical capacity, capability, ownership status, contact details or address. Advise of change in status by writing with full details to:
Senior Manager, Policy Support Services 

Department of Services, Technology & Administration
Level 10, McKell Building 

2-24 Rawson Place, 

SYDNEY NSW 2000
5.2
Benchmark for Positive Consistent Performance

Consultants must demonstrate positive consistent performance. The average weighted Consultant Performance Report (CPR) score achieved by a consultant, on a engagement-by-engagement basis, will be compared with a benchmark score for all Consultant Performance Reports, for engagements undertaken during the life of the Scheme. 
	Benchmark CPR Score
(Minimum requirement)
	60%


5.3
Performance Monitoring, Tracking & Management by the Consultant
Prequalified consultants should have in place a system for the monitoring, tracking and management of the firm’s own performance on engagements procured through the NSW Government Procurements System for Construction. 

The system is to enable the Consultant to: 

· Arrange to proactively schedule and attend face to face quarterly Consultant Performance meetings with the Client or the Client’s Representative (to take place generally prior to the first week of February, May, August & November and when unsatisfactory performance is indicated). 

· Manage the receipt and storage of completed Performance Reports (including Consultant Performance Reports,  Project Manager Performance Reports or Project Director Performance Reports as applicable) provided by the Client or the Client’s Representative including prompting requests for the completion of any outstanding or incomplete Performance Report. 

· Review performance status and trends of all engagements at an Executive level including analysis of performance status and trends on individual engagements. 

· Identify performance issues requiring resolution and or improvement including deciding on and implementing corrective actions. 

· Review of Consultant’s own system for performance monitoring, tracking and management by the Executive including the implementation of improvements. 

5.4
Monitoring Consultant Performance by the Department
The performance of prequalified consultants will be monitored for ongoing compliance with the Scheme prequalification requirements. This monitoring may include, but will not be limited, to the following:

a) Reports of tendering performance on engagements;

b) Consultant Performance Reports prepared for the Department and other NSW Government agencies; or

c) Surveillance and audit of the implementation of consultants’ management systems including, as applicable, Quality, Environmental and OHS Management.

Consultants must demonstrate consistent good performance.  Consultants must achieve a minimum average weighted Consultant Performance Report score of 60 percentage points, for all Consultant Performance Reports, for work undertaken during the life of the Scheme. 

Monitoring of the tendering performance of a prequalified consultant will include whether the consultant: 

d) has declined tendering opportunities offered without providing any valid reason; or

e) having accepted the tendering opportunity, has failed to submit a tender without providing any valid reason; or

f) has submitted late tenders; or

g) has submitted qualified, non-complying or uncompetitive tenders.

The monitoring is not exclusive to work arranged by the Department or undertaken using the NSW Government Procurement System for Construction. Government agencies have agreed to exchange information on the performance of consultants. 

This monitoring may also include, but not be limited to: 

· Stakeholder Performance Reports (SPR’s)

· The Code of Practice for Procurement
· Ongoing continuous improvement 

· Project outcomes

· Client satisfaction

· Business management systems

· Project Management systems

· Ethical business practices

· Training and Development

5.5
Upgrading of Prequalification
The Department may upgrade a consultant’s prequalification under the Scheme to include additional work categories or fee ranges under the following conditions:
· the consultant has self–assessed its eligibility to achieve an upgrade of the firm’s prequalification under the scheme

· the consultant has submitted an application for upgrading the firm’s prequalification. 
This is to include the lodgement of Schedule 10 Work Preferences including associated Schedules relevant to the upgrade and a covering letter outlining the firm’s request (Refer Table B1: Schedule Completion Guide). The application is to clearly substantiate the firm’s ability to meet the requirements of the scheme in the areas requested for upgrading.
· the Department has assessed the application as meeting the requirements for the scheme.
5.6
Downgrading of Prequalification
The Department may downgrade a consultant’s prequalification under the Scheme when the Department considers that a consultant has: 

· demonstrated unsatisfactory tendering performance with tenders under the Scheme, for example, declining tendering opportunities without providing valid reasons, accepting a tendering opportunity but not lodging a tender, lodging late tenders or lodging uncompetitive tenders; 

· experienced an adverse change in capacity; or 

· experienced an adverse change in business status.

Before the prequalification status of a consultant is downgraded the Department will advise the consultant of the matters prompting the proposed action and will give the consultant the opportunity to give reasons why its prequalification should not be downgraded.

5.7
Temporary Suspension

The Department may suspend a prequalified consultant from receiving the benefits of prequalification under the Scheme, including receiving tendering opportunities, for up to three months if the Department considers the consultant has not complied with the Scheme requirements. 

The Department will advise a consultant of the reasons for the suspension and of the actions by the consultant required to lift the suspension. A consultant suspended from the Scheme must inform the Department when the actions required to address the reasons for the suspension have been implemented. 

The Department will regularly review the status of a suspended consultant. If the action taken by the consultant is considered by the Department to be insufficient, the suspension period may be extended and the consultant will be notified accordingly. Alternatively, the Department will revoke the suspension if it is satisfied that the consultant has taken appropriate action to address the reasons for the suspension. 

5.8
Removal of Prequalification 

The Department may remove a consultant’s prequalification when the Department considers that a consultant has not met one or more of the scheme requirements including:

· breached any of the conditions for prequalification
· failure to meet financial requirements

· been the subject of substantiated reports of unsatisfactory performance for other NSW Government agencies

· been determined by the Department’s Panel of Assessors as not suitable for future work

· provided unsatisfactory tendering performance with tenders under the NSW Government Procurement System for Construction
· experienced an adverse change in capacity or capability

· experienced an adverse change in business status 

· failure by the Consultant to promptly and adequately resolve the reasons for a temporary suspension from the Scheme 

· serious accidents and OHS or Environmental incidents on any of the consultant’s engagements in NSW;

· convictions for OHS or Environmental law breaches

· the consultant’s project outcomes, business management systems, client satisfaction and ethical business practices do not meet the standards required of a consultant prequalified under the Scheme
Before the prequalification of a consultant is removed the Department will advise the consultant of the matters prompting the proposed action and will give the consultant the opportunity to give reasons why its prequalification should not be removed.

5.9
Request for Review of the Department’s Decision

Should a consultant that has had its prequalification downgraded or removed consider that there are substantive grounds for the Department to reconsider its decision, the consultant may request a review of the decision by writing, providing full details of the reasons for the request for review to:

Senior Manager, Policy Support Services

Department of Services, Technology & Administration
Level 10, McKell Building 

2-24 Rawson Place, 

SYDNEY NSW 2000

The Department will inform the Consultant of the outcome of the review.

5.10
Publicity
Prequalified consultant must not advertise, promote or publicise in any form their prequalification without the written consent of the Department. 

5.11
Disclosure of tendering and award information by NSW Government Agencies

NSW Government Agencies are required to publicly disclose specific tendering and award related information. Details on disclosure requirements are available from the NSW Department of Premier and Cabinet, Memorandum M2007-01 Public Disclosure of Information arising from NSW Government Tenders and Contracts which is available on the Internet at:
www.dpc.nsw.gov.au/publications/memos_and_circulars/ministerial_memoranda/2007/m2007-01
5.12
Applicant's Acknowledgment

In applying for prequalification, the applicant agrees that it accepts the Scheme conditions.

5.13
Disclaimer

The Department reserves the absolute discretion to:

· accept a prequalification application with or without conditions; or

· reject a prequalification  application; or 

· suspend a consultant’s prequalification; or

· downgrade a consultant’s prequalification; or 

· remove the prequalification  of a consultant. 

In the exercise of such discretion, the Department will not be liable for any costs or damages incurred by the consultant.
6.0
APPLICATIONS

6.1
Application Process 

The application process is governed by whether a consultant is currently prequalified with the Department and whether the consultant is seeking a change of status or is required to provide updated information. 

6.1.1
Automatic Roll-Over

For currently prequalified consultants that do NOT REQUIRE changes to their prequalification status

Consultants prequalified under the Consultant Prequalification Scheme 2004 – 2007 that do not require a change to their prequalification status, such as work category and fee range, will be automatically rolled-over into the new Scheme. Roll over may be withheld if there is evidence of the firm’s information being inaccurate or incomplete or where there is evidence that the firm may no longer meet the requirements of the Scheme.

The roll-over process will automatically transfer the firm’s current prequalifications into the new work categories appropriate to the firm’s work experience. 

	IMPORTANT ACTION
(required to validate the firm’s Automatic Roll Over)
	Date Required

	Currently prequalified consultants are to read and understand the Scheme document and to forward Schedule 15 APPLICANT STATEMENT and the additional information required as identified in TABLE BI: SCHEDULE COMPLETION GUIDE (SECTION B: APPLICATION FORM), to validate the firm’s Automatic Roll Over.
	1 September 2008


Firms that have not submitted the Applicant’s statement will be automatically removed from the Scheme

Following receipt of the firm’s Applicant Statement and subsequent processing a letter will be forwarded to the firm to confirm the prequalification in the related work categories and fee ranges.

The firm’s prequalification status will remain current across the transition and into the new Scheme provided the firm maintains eligibility by continuing to meet the requirements and conditions of the Scheme. The firm is required to promptly advise the Department should the firm no longer be able to meet the requirements and conditions. 

To inform the Department of any change to the business or prequalification required, the firm is to forward the associated relevant extracts from the Scheme Application. Refer to the Scheme document including Table 6: Summary of application process and TABLE B1: SCHEDULE COMPLETION GUIDE. (SECTION B - APPLICATION FORM)
6.1.2
Application Lodgment of Changes

Currently prequalified consultants
that REQUIRE changes to their prequalification status

Consultants prequalified under the Consultant Prequalification Scheme 2004 – 2007 that seek to change their prequalification status, such as work category and fee range, need only complete the relevant Application Form Schedules to advise of changes. Refer to the Scheme document including Table 6: Summary of application process and TABLE B1: SCHEDULE COMPLETION GUIDE. (SECTION B - APPLICATION FORM).

6.1.3
New Application for Prequalification

New applicants NOT currently prequalified

Consultants not prequalified under the Consultant Prequalification Scheme 2004 – 2007 are required to complete and submit the Application Form and Schedules relevant to prequalification. Refer to the Scheme document including Table 6: Summary of application process and TABLE B1: SCHEDULE COMPLETION GUIDE. (SECTION B - APPLICATION FORM)
6.2
Summary of Application Process

A summary of the action required by consultants to acquire and maintain prequalification is outlined in the table below. Full details are provided in the Scheme document.

	
	Status
	Currently Prequalified
	Change of status sought or new information provided
	Application Process

	4. 
	Prequalified Consultant
	(
	
	An Automatic Roll-over process operates. Refer:

· Section 6.1.1 
Automatic Roll-Over

Note that basic information including the Applicant Statement is required to validate the roll-over.  Refer: 

· Schedule 12 
Experience

· Schedule 15 
Applicant Statement

· Schedule 18 
Improvement & Feedback

No other action is required by consultant. For details also Refer:

· Table B1: 
Schedule completion guide

	5. 
	Prequalified Consultant advising of new information
	(
	(
	Complete only the portion of the application required to identify the changes. Refer:

· Section 6.1.2 
Application Lodgement of Changes

· Table B1: 
Schedule completion guide

	6. 
	New applicant seeking prequalification
	
	(
	Complete full application to seek prequalification. Refer:

· Section 6.1.3 
New Application for Prequalification

· Table B1: 
Schedule completion guide


Table 6: Summary of application process

6.3
Application Form Schedules

The application form is located in Section B of the Scheme document. An outline of the application may be viewed by reference to the Table of Contents in front of the Scheme document (prior to Section A).

The application is structured into a series of Schedules. Not all schedules may be required for completion. To determine the schedules required for completion, the applicant is to refer to:

· Section A: The detailed requirements and conditions of the Scheme document 

· Section B: Application Forms and Schedules

Specific guidance may also be found by reference to:

· Table 6: Summary of application process (above)

· Table B1 Schedule Completion Guide (Section B: Application Form)

6.4
Self Assessment

Consultants seeking prequalification or a change to their prequalification status are required to make a preliminary self-assessment to determine eligibility. The requirements and conditions of the Scheme document are to form the basis for conducting a self-assessment.

6.4.1
Self Assessment Process

The applicant is to read and understand the entire Scheme document and is to critically review the firm’s ability to fully respond to the Scheme document. 

The self-assessment process is to include:

· Access and review of the most recent version of the Scheme Document available online.

· Examination of the Scheme document to determine ability to comply with requirements and conditions.

· Determination as to whether the firm’s business practices align with that sought in the Scheme document

6.4.2
Self Assessment outcomes

Applicants that consider themselves able to fully respond to the Scheme requirements and conditions are to advise of details of their Self Assessment outcomes to the Department by completing the following Schedules:

· Schedule 16: SELF ASSESSMENT

· Schedule 17: COVERING LETTER

6.5 
Application for Prequalification

Where the outcome of the self-assessment of the firm’s ability to meet the requirements and conditions of the Scheme for Prequalification has been positive, the firm may complete and submit an application for prequalification.

No further action is required unless additional information is requested from the firm following the Department’s review of the application.

6.6
Prequalification – single stage

An application for prequalification is to be provided as a single integrated document containing all the information required as indicated in Table B1: SCHEDULE COMPLETION GUIDE (SECTION B: APPLICATION FORM). The document is to contain all supporting material including schedules, attachments and all Client Referee Reports. The application is NOT to be provided in separate parts, components, documents or stages over a period of time. Note that where a document is too large to submit by email, the document may be split into separate parts in order to reduce the file size. Alternately the integrated document may be sent by post.
6.7
Packaging Standards

The packaging of the application must be conducted to a high standard to enable assessment. The document is to be readily navigable through the provision of table of contents and tabs. A high standard of legibility, clarity and ease of understanding is to be demonstrated in the material provided. This includes requirements for::

· All material to be prepared electronically (e.g. as a WORD document)

· Email documents to be provided as a single integrated electronic document file which is to be either in WORD format or in Acrobat PDF Format

· Paper documents to be printed from an electronic master, bound in a ring binder with each schedule tabbed and numbered

	HAND WRITTEN APPLICATIONS WILL NOT BE ACCEPTED


6.7.1
Precaution in Preparation

When completing the Application document, please refrain from modifying the presentation and style of the Schedule templates. In particular please refrain from applying graphical decoration, colour, shading, watermarks, logos (unless specified) and unrequested general material.

6.7.2
Email  (this is the preferred mode of delivery)

The Scheme is progressing towards the electronic management of records. Your assistance is sought in submitting your application in electronic format by email as follows:

· complete the application form details using MS WORD. 

· include evidence of document copies requested such as Client Referee Reports etc. These may be scanned and electronically inserted or pasted into the WORD document in the Application Form as images. 
[i.e. Using MS WORD, Place cursor in the required position, Select : Insert  >  Picture  > From File  >  then highlight the image file required and select Insert ];

· review the FINAL completed submission in its entirety before sending;

· attach the completed application to the email as a single electronic file being either WORD or Acrobat PDF format. 

· a file may be split into parts only where the large file size of a single part can not be accommodated by the applicant’s email service provider. 

· the parts are to consist of logical sequential components and are to be sent in sequential order.  

· each part is to be identified in the subject line of the email e.g. A document consisting of 3 parts are respectively identified with labels Part 1of 3, Part 2 of 3, Part 3 of 3. 

· a cover sheet is to also identify each part within an attachment where practical:

· deliver by email.

6.7.3
Post  (as an alternate mode of delivery)

Applications may be delivered by post in printed format. Printed format delivery is to be conducted as follows:

· complete the application form details using MS WORD  (NOT hand written);
This will ensure legibility and the accurate representation of your firm’s details;

· print the completed application form on plain white paper without any additional artwork, watermarks or overlaid images (which may risk obscuring the information requested);

· include evidence of document copies requested such as Client Referee Reports etc by attaching to the printed application

· Package the document in a ring binder with each schedule tabbed and numbered

· review the FINAL completed submission in its entirety before sending; and

· deliver by post.

6.7.4
Web Lodgement
The Scheme is progressing towards the web lodgement of records. The Department will communicate with the industry to advise of access arrangements at the appropriate time.
6.8
Lodgement Address

The following instructions are advised for the lodgement of applications. 

	NOTE: The lodgement email and postal addresses are identified on the front cover of the APPLICATION FORM in Section B of the Scheme document.


7.0
APPLICATION ASSESSMENT 

7.1
Assessment Criteria

Applications for prequalification will be assessed on the basis of the requirements described in the Scheme guide notes. Applications will be assessed to determine the acceptability of the consultant for each work category and fee range. 

7.2
Request for Additional Information

The consultant may be requested to provide additional information or clarification during the assessment process as well as during the life of the Scheme. 

7.3
Notification of Assessment Outcome

The Department may accept an application (with or without limitation) or reject the application. The Department will notify in writing all applicants for prequalification of the outcome of their application.

7.4
Request for Review of the Department’s Decision
Should a consultant believe that there are substantive grounds for the Department to reconsider its decision, the consultant may request a review of the decision by writing, providing full details of the reasons for the request, to:

Senior Manager, Policy Support Services

Department of Services, Technology & Administration
Level 10, McKell Building 

2-24 Rawson Place, 

SYDNEY NSW 2000

The Department will inform the Consultant of the outcome of the review.

SECTION B: 
APPLICATION FORM
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	General Scheme Enquiries

	NSW Procurement Client Support Centre
Email: 


NSWP_Support@services.nsw.gov.au
Telephone: 

1800 NSW BUY    (1800 679 289)

Urgent enquiries may be made to the following Contact Officers. 

Brian Tucker
Suppliers Systems Officer



Performance Management

Email:

brian.tucker@services.nsw.gov.au
Telephone:
(02) 9372 8936

Larry Bailey
Suppliers Systems Officer 

Contractors & Consultants

Email:

larry.bailey@services.nsw.gov.au
Telephone:
(02) 9372 8904



	Lodgement of Application Form

	Please lodge the completed application form preferably by email to:


consultantprequal@services.nsw.gov.au  

Alternatively by Post as follows:

	Senior Manager, Policy Support Services

SCHEME APPLICATIONS

Department of Services, Technology & Administration
Level 10, McKell Building

2-24 Rawson Place

SYDNEY NSW 2000


	INSTRUCTIONS TO APPLICANTS

1. Read and understand the Scheme Document and Application Form.
2. Conduct a preliminary self-assessment of the firm’s eligibility based on the detailed Scheme document requirements, conditions and instructions.

3. Complete an application for prequalification ONLY if the self-assessment has been successful.

4. New applicants may be required to complete all Schedules in the application. 

Firms that are prequalified under the Consultant Prequalification Scheme 2004 – 2007 may have reduced requirements.

Requirements are defined in the Scheme Document and with particular reference to 
TABLE BI: SCHEDULE COMPLETION GUIDE (SECTION B: APPLICATION FORM)
5. The document is to be completed electronically - hand written applications will not be accepted. The document is to be tabbed and bound within a ring binder. 
(Refer to Section 6.7: Packaging Standards)

6. Conduct an independent internal review of the completed application for prequalification to ensure accuracy and completeness. 

7. Submit the completed application with attached supporting documentation by email or post:
Refer to further information on application processing, packaging and standards 
Section 6: APPLICATIONS



	

	IMPORTANT NOTE

The application is structured into a series of Schedules. Not all schedules may be required for completion. To determine the schedules required for completion, the applicant is to refer to:

· Section A: The detailed requirements and conditions of the Scheme document 

· Section B: Application Forms and Schedules

Specific guidance may be also found by reference to:

· Table 6: Summary of application process (above)

· Table B1 Schedule Completion Guide (Section B: Application Form) - below

	

	HAND WRITTEN APPLICATIONS WILL NOT BE ACCEPTED


TABLE B1:
SCHEDULE COMPLETION GUIDE

	CONTENT of Scheme Application Form Schedules
	Prequalification is sought by a new applicant 
(not currently prequalified)
	Automatic 
Roll-Over
of existing prequalification
	Advise of change of details or new information available 

	SCHEDULE 1
Identification of Legal Entity
	Complete in full
	No action required
	Complete in full

	SCHEDULE 2
Nominated Consultants
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 3
Contact 
People – Prequal, Tendering
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 4
Directors, Managers & Key Personnel
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 5
Professional Indemnity Insurance
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 6
Public Liability Insurance
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 7
Quality Management System
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 8
OHS Management System
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 9
Environmental Management System
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 10
Work Preferences
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 11
Work Specific Requirements
	Complete in full
	No action required
	Advise if changed/new

	SCHEDULE 12
Experience
	Complete in full
	Lodge by 
1 September 2008
	Advise if changed/new

	SCHEDULE 13
List of External Performance Reports
	Complete in full
	No action required
	Advise if new

	SCHEDULE 14
Client Referee Reports
	Complete in full
	No action required
	Advise if new

	SCHEDULE 15
Applicant Statement
	Complete in full
	Lodge by 
1 September 2008
	Advise if changed/new

	SCHEDULE 16 
Self Assessment
	Complete in full
	No action required
	No action required

	SCHEDULE 17 
Covering Letter
	Complete in full
	No action required
	Only advise of changes

	SCHEDULE 18 
Improvement & Feedback
	Complete in full
	Lodge by 
1 September 2008
	Optional


	 SCHEDULE 1:
IDENTIFICATION OF LEGAL ENTITY


	Registered Organisation Name 
	

	Trading Name   (if applicable)
	

	Date Established
	

	Australian Company Number (ACN)
	

	Australian Business Number (ABN)
	

	Type of Organisation
	Sole Trader (
	
	Company (
	
	Partnership (
	

	Other Type (describe)
	


	Is the company involved in any trust relationships ?
	Yes(
	
	No(
	

	If yes give full details
	


	Are there related, associated or subsidiary business entities ?
	Yes(
	
	No(
	

	If Yes please provide details below

	ABN
	Name of Organisation

	
	

	
	

	ORGANISATION CONTACT DETAILS

	Contact Person
	

	Business Address (office location)
	

	Postal Address
	

	Phone 1
	
	Phone 2
	

	Mobile
	
	Fax
	

	Email
	
	Website
	


	 SCHEDULE 2:
NOMINATED CONSULTANTS


	ARCHITECTS (Work Types 200, 201, 202, 203, 204, 205, 219 only)

	Name of Nominated Architect, as required by the Architects Act 2003 (NSW)
	

	NAME OF CONSULTANTS (Work Types 334, 337, 385 only)

	Name of Consultants

	

	

	

	

	

	

	

	

	


	SCHEDULE 3:
CONTACT PEOPLE -  PREQUAL, TENDERING 


	Info
	Prequalification
	Tendering 

	
	
	

	Name 
	
	

	Position
	
	

	Telephone
	
	

	Fax
	
	

	Mobile
	
	

	Email 
	
	


Notes:

Tendering Contact (s): for matters related to invitation of selective tendering opportunities, if successful in prequalification.
	SCHEDULE 4:
DIRECTORS, MANAGERS & KEY PERSONNEL 

	
	

	
	Please add more rows below if required   (

	
	

	Name
	Position Title
	Start Date 
of current employment
	Qualifications,
Registrations,
Accreditations 
(incl dates and issuing institution/org)
	Experience: 
Project Name, Location, Client, Dates, Size

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SCHEDULE 5:
PROFESSIONAL INDEMNITY INSURANCE


Applicants are to be insured for Professional Indemnity. The policy is for the minimum amount of $1M or 10 times the Consultant Fee (taken to be 10% of the Contract Price or Contract Sum for a construction contract), whichever is greater.

	Name of the insured firm 
(as stated on the policy).

NOTE:  This is to be the same as the legal name of the firm seeking prequalification
	

	Name of Insurance Provider
	

	Policy Number
	

	PI Insurance Cover
	$

	Expiry Date of Insurance
	


	A copy of current professional indemnity insurance broker’s certificate of currency is to be attached to the application

Electronically Insert / Paste the requested document here

 (or physically attach to application in printed format) 




	SCHEDULE 6:
PUBLIC LIABILITY INSURANCE


Applicants are to be insured for Public Liability and the insurance of employees. The Public Liability Insurance is to be in the joint names of the consultant and the Principal, and for an amount not less than $5,000,000.  Generally, an annual policy held by the consultant, which provides appropriate cover suitable for the engagement and which covers the Principal in general terms (not necessarily naming the Principal), is satisfactory.

	Name of the insured firm 
(as stated on the policy).

NOTE:  This is to be the same as the legal name of the firm seeking prequalification
	

	Name of Insurance Provider
	

	Policy Number
	

	PL Insurance Cover
	$

	Expiry Date of Insurance
	


	A copy of current public liability insurance broker’s certificate of currency is to be attached to the application

Electronically Insert / Paste the requested document here

 (or physically attach to application in printed format) 




	SCHEDULE 7:
QUALITY MANAGEMENT SYSTEM


Where indicated in the Work Specific Requirements (refer to Section 3.4), applicants seeking prequalification on panels involving design work, or management or coordination of design work for engagements valued greater than $50,000 are required to have a quality management system certified as conforming to AS/NZS ISO 9001:2000.
	Required for:

	· Project Management 
	Cat 313

	· Architecture
	Cat 200 – 205

	· Engineering Principal Design Consultant
	Cat 132

	· Electronic Security
	Cat 120


	Name of the firm 
(as stated on the certificate).

NOTE:  This is to be the same as the legal name of the firm seeking prequalification
	

	Name of Certification Provider
	

	Certification Number
	

	Coverage and limitations noted on certificate
	

	Expiry Date of Certification
	


	A copy of current certificate is to be attached to the application

Electronically Insert / Paste the requested document here

 (or physically attach to application in printed format) 




	SCHEDULE 8:
OHS MANAGEMENT SYSTEM


Project Managers, together with Architects preparing to be engaged in a Project Management role are required to provide evidence of their corporate OHS Management System accreditation with the Department or with a relevant NSW Government Agency. For further details refer to:

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Reference-material/Procurement-Guideline-Documents.aspx
	Required for:
	

	· Project Management 
	Cat 313

	· Architects (only when engaged in a project management role)
	Cat 200 – 205


	Name of the firm 
(as stated on the accreditation advice).

NOTE:  This is to be the same as the legal name of the firm seeking prequalification
	

	Name of Accreditation Provider
	

	Date of Accreditation
	


	A copy of the accreditation letter is to be attached to the application

Electronically Insert / Paste the requested document here

 (or physically attach to application in printed format) 




	SCHEDULE 9:
ENVIRONMENTAL MANAGEMENT SYSTEM


Applicants seeking prequalification on panels involving Project Managers, together with Architects applying for prequalification under the Project Management category are required to have their corporate Environmental Management System which enables project compliance with NSW Government Environmental Management Systems Guidelines. For further details refer to:

http://www.nswprocurement.com.au/Procurement-System-for-Construction/Reference-material/Procurement-Guideline-Documents.aspx
· Project Management of construction projects valued $10M and over
In-house corporate Environmental Management System which enables project compliance with NSW Government Environmental Management System Guidelines.  The Corporate Environmental Management System is to be accredited with the Department of Finance & Services or a relevant NSW Government Construction Agency.

· Project Management of construction projects valued under $10M 
The provision of two or more examples of site specific Environmental Management Plans demonstrating compliance with NSW Government Environmental Management System Guidelines. 
	Required for:

	· Project Management 
	Cat 313

	· Architects (only when engaged in a project management role)
	Cat 200 – 205


	Name of the firm 
(as stated on the accreditation advice).

NOTE:  This is to be the same as the legal name of the firm seeking prequalification
	

	Name of Accreditation Provider
	

	Date of Accreditation
	


	A copy of the accreditation letter is to be attached to the application

Electronically Insert / Paste the requested document here

 (or physically attach to application in printed format) 




	SCHEDULE 10:
WORK PREFERENCES 


The applicant is to advise of the fee range(s) and work type(s) of the prequalification sought in this application by placing notations (e.g. “tick” or “cross”) within the table below.  As on option, an applicant may also request to be considered for fee ranges that are above a minimum limit and / or below a maximum limit. Refer to Section 3.0 SCOPE OF THE SCHEME for a description of work categories and other Scheme requirements.

	Work Category
	Work
Code
	Fee Range

Indicate fee range requested by placing notations  against work category  (e.g. use ( or X )
	
	Fee Limits (Optional)
Applicant requested limits 

	
	
	A
	B
	C
	
	Min
	Max 

	
	
	=< $30K
	> $30K

=< $150K
	> $150K
	
	($K)
	($K)

	Project Director
	335
	
	
	
	
	
	

	Project Director Health
	336
	
	
	
	

	Project Management
	313
	
	
	
	
	
	

	Economic Appraisal-Health
	380
	
	
	
	
	
	

	Value Management Facilitators
	328
	
	
	
	
	
	

	Architectural-General
	201
	
	
	
	
	
	

	Engineering-Principal Design Consultant
	132
	
	
	
	
	
	

	Architectural-Health
	203
	
	
	
	
	
	

	Architectural-Education Primary & Secondary
	202
	
	
	
	
	
	

	Architectural-Education Tertiary
	200
	
	
	
	
	
	

	Architectural-Correctional
	204
	
	
	
	
	
	

	Architectural-Justice
	205
	
	
	
	
	
	

	Architectural-Heritage
	219
	
	
	
	
	
	

	Electronic Security
	120
	
	
	
	
	
	

	Quantity Surveying
	301
	
	
	
	
	
	

	Environmental Studies
	307
	
	
	
	
	
	

	QA Auditors
	317
	
	
	
	
	
	

	Safety 
Auditors 
	Site
	334
	
	
	
	
	
	

	
	Desktop
	
	
	
	
	
	
	

	Environmental Auditors 
	Site
	385
	
	
	
	
	
	

	
	Desktop
	
	
	
	
	
	
	

	Dispute Managers
	337 
	
	
	
	
	
	


	Example only
	999
	(
	(
	(
	
	20
	300


	Key:
	
	Available for Prequalification
	
	
	NOT available for prequalification


	SCHEDULE 11:
WORK SPECIFIC REQUIREMENTS 


The applicant is to provide an itemised detailed description on a point by point basis of the evidence available that demonstrates compliance with the Work Specific Requirements (Ref: Section 3.4 of the scheme document). Coverage is to be itemised and comprehensive. 

(Part A) Information on Individual Consultants

When a firm is required to identify individual consultants, the Work Specific Requirements are to be provided separately for each consultant. This SCHEDULE is to be copied for each of the consultants listed.

The applicant is to complete Parts (A), (B) and (C) of this SCHEDULE for each individual consultant

	Name of Consultant
	(This is only applicable for Work Types 334, 337)


(Part B) Information on the whole Organisation 

For organisations where individual consultants are not required to be identified, the Work Specific Requirements are only to be provided once for the whole of the organisation.

The applicant is to complete Parts (B) and (C) of this SCHEDULE

	Add further rows below to list additional information

(


	Work 

Type

Code
	WORK SPECIFIC 
REQUIREMENT REQUESTED


	DETAILED DESCRIPTION OF 

EVIDENCE AVAILABLE

	
	Completion instructions

Copy the individual item or sub item from Section 3.4 Work Specific Requirement into a separate table cell below 
	Completion instructions

Provide a matching detailed description of the evidence of compliance which your firm and key personnel currently has available for each of the Work Specific Requirement items or sub items

	
	
	

	
	
	

	
	
	


(Part C) Work Specific Requirements - Documentation copies
	Documents which have been requested under Section 3.4  Work Specific Requirements are to be attached to the application 

Electronically Insert / Paste the requested document here

( or physically attach to application in printed format ) 




	SCHEDULE 12:
EXPERIENCE


	List Engagements in progress in the previous 3 years for the 

Fee Range and Work Type sought for Prequalification 


	Add further rows below to list additional engagements

(


	Engagement / Project 

(a) Name of Engagement / Project

(b) Description of work completed
	Location 

( if applicable )
	Engagement Fee
	Value of Work to be constructed if applicable
	Start Date
	End Date 
	Client Organisation Name
	Work Type

Code

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Attach additional pages if required.

	 SCHEDULE 13:
LIST OF EXTERNAL PERFORMANCE REPORTS


The applicant is to identify and detail a list of all external performance reports included within the application. i.e. Client Referee Reports (CRR) and Consultant Performance Reports (CPR) from other Government Agencies (do not include reports from Department)

	Project Name
	Engagement Fee 

($)
	Value of Work to be constructed (if applic.)
($)
	Date contract completed
	Client Organisation Name

(originator of completed report)
	CRR or CPR
	Work Type
	Financial Category 
A, B
	Has the applicant checked the completeness of the Report ?

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


The table is to be extended to accommodate the listing of additional reports

	 SCHEDULE 14:
CLIENT REFEREE REPORTS


Applicants are required to provide evidence of client satisfaction based on engagements completed in the last 3 years. Evidence must be provided in the form of standardised Client Referee Reports. (Refer below)

The Number of External Performance Reports Required

The firm is to provide a set number of reports which will be based on work categories and fee ranges for which prequalification is sought. 

For prequalification sought in any one specific work category:

· Where prequalification is sought in only one Fee Range then at least 3 Reports will be required

· Where prequalification is sought in more than one Financial range then at least 4 Reports will be required of which 2 reports will be required from each of the highest financial ranges

For further guidance on the number of reports required, refer to the table and examples in Section 4.10.2 Number of External Performance Reports Required
	A copy of the Client Referee Reports are to be attached to the application

Electronically Insert / Paste the requested document here

( or physically attach to application in printed format ) 




	ONE CLIENT REFEREE REPORT FORM IS TO BE USED FOR EACH SEPARATE ENGAGEMENT

Where a client is reporting on more than one engagement, separate forms are to be used for each engagement.  The standardised Client Referee Report below is to be completed by the client. 




	 CLIENT LETTERHEAD is to be Positioned or Aligned or Inserted or Attached HERE
( The Client Company Name, Address, ABN and Logo is to be clearly visible )


CLIENT REFEREE REPORT

This report may be used to assist in assessing the suitability of a Consultant for Prequalification with the Department of Finance & Services. To be completed by the “client” on the Client’s Company Letterhead.

The Department may contact the Client to verify or clarify aspects of this Report

Engagements are to have been completed in the last 3 years
	Consultant Organisation Name
	

	Consultant Contact Person
	
	Phone
	

	Engagement / Project Name
	

	Location / address 
(of project or related works)
	

	Intended function / purpose / use
(of completed project or works)
	

	Detailed description of work conducted by consultant during the period of engagement
	

	Design work conducted by consultant (if applicable)
	

	Date Engagement Commenced
	
	Date Completed
	

	Total Fee for service to consultant



    ( incl GST )
	$
	Project Cost 
( if applicable )
	$


	
	
	
	
	N/A
	Unsatisfactory
	Marginal
	Acceptable
	Good
	Superior

	
	As the client who paid for this service, How well did the CONSULTANT meet your expectations  ?


	(
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	1. 
	Time Management     

e.g. meeting milestones, resourcing, planning, reporting
	
	
	
	
	
	

	2. 
	Management & suitability of project personnel

e.g. skills , experience, sufficient numbers 
	
	
	
	
	
	

	3. 
	Management of subconsultants & other suppliers

e.g. services provided, coordination etc
	
	
	
	
	
	

	4. 
	Standard of Service

e.g. meeting brief, budget, value for money, no rework, supervision
	
	
	
	
	
	

	5. 
	Quality Outcomes

e.g. quality management, audits, non-conformances, design
	
	
	
	
	
	

	6. 
	OHS Outcomes*

e.g. OHS management, audit, accidents, injuries, health, safety, design 
	
	
	
	
	
	

	7. 
	Environmental Outcomes*

e.g. Environment management, audit, discharge, contamination, design
	
	
	
	
	
	

	8. 
	Cooperative Relationships

e.g. Cooperative approach, commitment, resolving issues
	
	
	
	
	
	

	9. 
	Recommendation for Future Work  ?

Would you recommend the consultant for similar type of work ?
	
	(No
	
	(Yes


* Criteria may not be applicable (N/A) for some categories e.g. Cat 337 Dispute Managers

Comments (on Consultants Performance by Client)
	


Sign-Off  (by Client)   e.g. General Manager, Director, Senior Project Manager

	Name of Organisation
	

	Signature
	

	Name
	

	Date
	

	Position Title
	

	Your role during the engagement
	

	Tel
	

	Mob
	

	Email
	


	Delivery Instructions  :  To be forwarded by the Client to the Consultant.  ( The consultant is to include all Client Referee Reports in their application to form a single and complete submission )


	SCHEDULE 15:
APPLICANT STATEMENT


[image: image4.jpg]s

Finance
NSW & Services




CONSULTANT PREQUALIFICATION SCHEME

2008 – 2011 

[Insert name of Consultant] ……………………………………………………, hereby applies for Prequalification under the Department of Finance & Services, Consultant Prequalification Scheme 2008 - 2011, and declare that I have read and understood the requirements of the Scheme and that the particulars submitted are true and correct and that all the required information has been supplied.

The Consultant (identified above) undertakes to comply with the following NSW Government requirements when tendering or contracting with the NSW Government under the NSW Government Procurement System for Construction:

· NSW Government Code of Practice for Procurement;

· NSW Government Procurement System for Construction;

undertakes to comply with the applicable Prequalification Scheme’s requirements including Management Systems and the training, development and capability of Personnel.

	Signed for the Consultant Applicant by:
	

	In the Office Bearer capacity of:
	

	Name of signatory:
	

	Date:
	


	SCHEDULE 16:
SELF-ASSESSMENT


Firm’s considering submitting an application for prequalification are to conduct a comprehensive self-assessment to confirm the firm’s eligibility. Only firms that have conducted a self-assessment, which substantiates the firm’s eligibility are to submit an application.

Please complete the table below to advise for each Schedule, the extent to which the information requested is able to be provided by the firm.  

	SCHEME 
COVERAGE
	SELF-ASSESSMENT

Ability to provide the full information requested

	SCHEDULE 1
Identification of Legal Entity
	

	SCHEDULE 2
Nominated Consultants
	

	SCHEDULE 3
Contact People – Prequal, Tendering
	

	SCHEDULE 4
Directors, Managers & Key Personnel
	

	SCHEDULE 5
Professional Indemnity Insurance
	

	SCHEDULE 6
Public Liability Insurance
	

	SCHEDULE 7
Quality Management System
	

	SCHEDULE 8
OHS Management System
	

	SCHEDULE 9
Environmental Management System
	

	SCHEDULE 10
Work Preferences
	

	SCHEDULE 11
Work Specific Requirements
	

	SCHEDULE 12
Experience
	

	SCHEDULE 13
List of External Performance Reports
	

	SCHEDULE 14
Client Referee Reports
	

	SCHEDULE 15
Applicant Statement
	

	SCHEDULE 16 
Self Assessment
	

	SCHEDULE 17 
Covering Letter
	

	SCHEDULE 18 
Improvement & Feedback
	


	SCHEDULE 17:
COVERING LETTER


Please attach a covering letter from the firm outlining:

1. A brief introduction of the firm

2. The firm’s current prequalification status as well as the status or change being sought

3. The business benefits and business relationship the firm is seeking through the Scheme

4. The firm’s interest and initiatives in continuous improvement

5. A summary of the firm’s ability to meet the Scheme requirements based on the firm’s own self assessment

6. Concluding comments

	SCHEDULE 18:
IMPROVEMENT & FEEDBACK


The Scheme document, application forms and processes are under continual review to ensure ongoing effectiveness in achieving the desired outcomes. The firm is requested to provide feedback following the completion of the application. The firm is also encouraged to provide ongoing periodic feedback during the life of the Scheme.

	To what degree does the Scheme 
document demonstrate …….
	Very Low
	Low
	Slightly Low
	Slightly High
	High
	Very High

	1. Clarity
The clarity of the content, language and structure used in the Scheme document including the use of Plain English
	
	
	
	
	
	

	2. Completeness
The ability of the Scheme document to convey understanding without the need for enquires or support
	
	
	
	
	
	

	3. Ease of use
The ease of use of the Scheme document for completing the application process 
	
	
	
	
	
	

	4. Fairness
Extent to which the processes described in the Scheme document provides for the fair treatment of applicants.
	
	
	
	
	
	

	5. Appropriateness to the firm’s business direction
How well does the scope, scale and structure of the Scheme document match the firm’s business direction
	
	
	
	
	
	

	6. Flexibility
How flexible is the Scheme document in catering for the firm’s changing business and development needs
	
	
	
	
	
	

	7. Continuous Improvement
To what extent does the Scheme demonstrate support of the firm’s continuous improvement direction
	
	
	
	
	
	


	8. Time 
Time taken to read and complete the Application including the collection of information (person hours)
	


	9. Positive aspects of the document

	

	10. Areas suggested for improvement

	

	11. General Comments

	


	12. Name of Firm
	

	13. Completed by
	
	14. Date
	


	END OF DOCUMENT
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