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RM3810 Quality Assurance and Testing for IT Systems
Evaluator Guidance

Prior to commencing evaluation you will receive the following documents from your project lead:
· A blank No Conflict of Interest Statement
· A skills assessment form

As part of the evaluator pack you will receive the following documents for your information and to support your understanding of the requirements:
· The requirement that went to market
· Bidder’s responses (Price will not be included)
· The clarification questions and answers document from the tender that you are evaluating.
· The evaluation template into which you should enter your scores and rationales for each bidder’s response to each question

Evaluators are required to: 
1. Conduct your evaluations independently, without any collusion or discussion with other evaluators.  You may however seek advice from independent "expert" colleagues on specific technical issues.
2. Base your evaluations solely on the bidder's responses in this tender, together with any clarifications received from bidders through the Question and Answer process (see last paragraph below). You must not take into account any knowledge or preconceptions you may have of the bidder, or any information from other sources such as colleagues or the Internet.
3. You should not communicate directly with bidders regarding this procurement project.  If you wish to clarify any issue regarding a bidder’s response or a question in general please contact the CCS Project Manager who will facilitate this. Likewise, if you have been contacted by a bidder (e.g. via the e-Sourcing Suite messaging facility) you should report this immediately to the CCS Project Manager. 
You may contact any of the below to seek clarification:
· [bookmark: _GoBack]Commercial advice – cloud_digital@crowncommerical.gov.uk
· Project Specific advice - XXXX			email

4. Award a Score and provide an appropriate rationale for each response you evaluate in the evaluation template spreadsheet provided to you. 



Evaluator Rationales
During the evaluation period you must independently evaluate the quality of answers given by bidders in their response.  You must apply the criteria applicable to the question to determine the overall quality of each answer, referring to the Appendix A: Award Questionnaire from the tender.  You must then allocate a mark for the answer in accordance with the marking scheme and provide a rationale for the mark you allocated to that answer.  

It is vital that appropriate and justifiable rationales are recorded that will be helpful to bidders. Your rationale must provide commentary and fully explain why you have awarded the tender response the score and how the response either meets the evaluation criteria or where it falls short. Rationales must be constructive and give an insight into how you have arrived at the mark awarded.

The importance of inserting comments at the time of evaluation should not be underestimated.  Inserting comments sometime after the marking of a response can be time-consuming and difficult.
You must only apply the appropriate score for that question for example, if the marking scheme is 0, 1, 2 or 3, do not enter any other mark than one of these.
You will also find it helps to use the guidance within the Award Questionnaire to assist with your scoring and rationale. 
Example:
	MARKING SCHEME: (Score Available and Evaluation Guidance)

	0
	Unacceptable:  No ability or no evidence

	1
	Not Met:  – Response not connected to the requirement and/or fails to address the requirement.

	2
	Partially Met:  The response is incomplete and/or does not address all of the elements in the response guidance above and/or response is generic and/or not does not relate to the requirement

	3
	Met:  The requirement is met, the response addresses all the points in the response guidance and is specifically tailored to meet the requirement




Good & Bad Examples of rationales:
	
	Score
	Rationale

	Good Example:
	2
	Partially Met. Demonstrated a fair understanding of the assignment but expectation that this was all functions was incorrect. The supplier undertook some extensive research and provided mock annual reports however how these fed into the programme was unclear and not well explained.

	Bad Example:
	2
	Not really evidenced



What to do next: completing your template & consensus
Please return your individual evaluation to the Project Manager when completed. Your scores and rationales will be used to produce consensus reports, which will show all evaluators scores and rationales, and those that differ will be discussed to reach an agreed score and rationale at a consensus meeting.

The Project Manager will facilitate this meeting, and will need all evaluations to be completed and returned by the end of the day prior to this.

For the any practical demonstrations/clarification sessions, all of the above also applies regarding the principles to be followed when evaluation is taking place. However, during these you will be assessing in line with the marking scheme supplied within the Scrutiny section of the award questionnaire and response guidance stated. You must then score and provide rationale immediately after each practical demonstrations/clarification session on your evaluation score sheet. 

Once all presentations have been completed, the Project Manager will compile the final scores and rationales, which will feed into the price evaluation and final evaluation report, recommending successful provider/s.


image1.png
E Technology




image2.gif
o
Crown

Commercial
Service




