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Social Care Committee 8 November 2018 

Item 11: Options for Future Management of Human Resources, Appendix 1 
Invitation to Quote Document 

Provision of HR Services 

1 Background 

1.1 The Grange is a registered charity providing support and independence to 
adults with mild to moderate learning disabilities.  It has been on the same, 8 
acre site in Bookham (near Leatherhead), Surrey throughout its 80 year 
history and is well integrated with the local community.  The Grange offers 
residential care, supported living in a range of accommodation on- and off-site 
and a daily programme of skills and activities.  With a turnover of around 
£4million per annum, it has a staff headcount of 130 and over 100 volunteers.  
It provides support to a growing number of people, currently around 125, with 
a waiting list for supported living tenancies. 

1.2 The charity earns most of its revenue from local government contracts, with 
the largest element of this from Surrey County Council.  As it moves forward, 
The Grange is keen to explore more efficient working practices and to develop 
new revenue streams which will together give it greater resilience, flexibility 
and independence.  However, the first priority is to provide ‘person-centred’ 
support on a daily basis, and our staff are critical in ensuring this support is of 
a high quality.  One of the inevitable challenges for an organisation in the care 
sector is the recruitment of front line staff, coupled with the need to ensure 
the wellbeing of staff who are stretched to cover rotas and complete essential 
paperwork. 

1.3 A new chief executive was appointed to The Grange in March 2018, and an 
organisational review has been in hand since the summer to ensure that there 
is a strong management team in place to lead the organisation effectively 
through future changes – and to make the most of new opportunities.  This is 
likely to mean the introduction of some new roles, but at a net neutral cost to 
the charity it may also mean the loss of some traditional posts at The Grange.  
The resignation of the charity’s HR Manager – departing at the end of 
November 2018 - provides an opportunity to harvest salary savings for such a 
reorganisation.  The Grange’s HR Officer is also leaving The Grange shortly, 
making this a good moment to consider quite radical change in the service.   
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1.5 This invitation to quote is intended to explore the options for outsourcing The 
Grange’s HR Management function, which could in turn inform ideas about 
other possible areas for outsourcing in future.  Depending on the outcome of 
this process, a recommendation will be made to the Board of Trustees.  It is 
possible, following review of the quotations, that the recommendation may 
be in favour of retaining an internal service.  

 

2 Services Required 

2.1 Externalising the organisation’s HR service will be a cultural adjustment for 
staff.  It is proposed to retain a junior HR officer on site for some personal 
contact, and this member of staff is being recruited at the time of writing 
following the resignation of the current post-holder in order to provide some 
continuity of service at a time of change.  S/he will also provide an HR ‘face’ 
for The Grange and also some more localised administrative assistance for 
managers.   

2.2 The services required under this contract would therefore be: 

 Guidance and practical support for: 
 Recruitment and retention 
 Policy development and review 
 Staff welfare 
 Organisational review and restructuring 
 Employee relations and engagement 

The above is likely to take the form of provision of relevant templates; 
examples of best practice; auditing of current practice/policy; professional 
assessment of in-house drafts; proactive recommendation for new, revised 
or redundant policies/procedures etc. 

 Advice, co-ordination and administration of all aspects of in-house 
disciplinary processes and management of complex cases 

 
 Helpline for managers and team leaders 

 
 Routine review of current practice and procedures across all aspects of 

HR 
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 Employment law advice for senior managers and trustees 
 Co-ordination of accreditation process for Investors in People (written 

submissions to IiP, organisational action planning etc) 
 

2.3 Quotes are invited against the above list of services.  You may wish to provide 
additional but clearly separate costings for one or more of the following:  

1. delivering a payroll service 
2. training for managers in all aspects of staff management (recruitment, 

performance management, appraisals, persistent absence, 
disciplinaries, etc) 

3. easy-to-use software for all aspects of HR management 

 

3. Managing Risks and Concerns 
3.1 It is inevitable that a contract of this kind requires time to become established, 

in terms of staff understanding and practices but also in terms of the external 
agency’s familiarity with The Grange.  However, as this is a very step towards 
outsourcing for the charity, there will be a need to manage the associated 
risks and concerns which will be both operational and strategic. 
 

3.2 Trustees have already expressed concern about issues such as: 
o the potential for unanticipated costs arising from an outsourced 

contract 
o the loss of personal contact/knowledge for staff within the organisation 
o the complex nature of care sector staffing which may not be 

straightforward to manage via an outsourced service 
 

3.3 In your proposal, you should address these risks and others of which you are 
aware and set out your approach to managing them based on your experience 
of ‘on boarding’ with other similar clients.  In particular, it will be important to 
propose a contract period which allows for robust evaluation of the service 
but which also gives scope for The Grange to withdraw promptly from an 
arrangement which is clearly not working. 
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4. Submitting your Quotation 

4.1 Your proposal in response to this specification should be made as follows: 

 a written document of not more than 6 sides of A4.  This may be 
accompanied by a corporate brochure, but evaluation will be carried 
out based on the documentation provided in terms of the way it 
responds specifically to this brief.  

 the document should include a risk assessment as indicated at section 3 
above. 

 it should also include a suggested approach to monitoring and 
evaluation of the contract. 

 a clear costing, separating required services from ‘additional’ services, 
and also separating any start-up costs from ongoing service costs. 

 a copy of your terms and conditions. 
 referees at two similar organisations. 

4.2 You should also provide proof of your public liability insurance and employer’s 
liability insurance. 

4.3 The proposal should be submitted via email to 
eloise.appleby@grangecentre.org.uk in a zipped format and marked 
‘Confidential – HR Services Contract’. 

 

5 Evaluation of Quotations 

5.1 Quotations will be scored by a panel of senior staff, trustees and an HR 
professional from another organisation acting as ‘critical friend’. 

5.2  The following criteria will be used for the scoring written proposals: 

Scoring Criteria Maximum 
Score /100 

Suitability of bidder (eg track record, skills mix, references, 
proposed delivery method, flexibility to meet evolving 
need)  

20 

Revenue cost of core services required (as set out in 
section 2.2 above) 

30 
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Start-up cost (if any) 10 

Quality of quotation (eg response to brief, presentation of 
bid, clarity of costings, risk analysis and response) 

10 

Compatibility (company style, values, understanding of 
care sector/charity sector)  

20 

Proposed approach to monitoring and evaluation 10 
 

5.3 Headline feedback will be provided to bidders, but scores will not be provided.  
Scoring is wholly at the discretion of the panel and will not be subject to 
challenge. 

5.4 Following the above scoring process, up to three bidders may be invited to 
The Grange for a formal presentation/interview session in order to determine 
company ‘fit’ and explore aspects of the proposed services in greater detail. 

5.5 The proposed timetable for this process is as follows: 

Issue of Invitation to Quote  Tuesday 18 September 2018 
Submission of written bids Wednesday 10 October 2018 at noon 
Evaluation panel meeting Monday 15 October 2018 pm 
Presentation/interview sessions Tuesday 23 October 2018 
Recommendation to trustees at 
Social Care Committee 

Thursday 8 November 2018 at 
10.30am 

Aspirational start date for new 
contract, if approved 

01 December 2018 

 

5.6 An informal visit to The Grange may be arranged if it is helpful in shaping the 
bid.  See contact details at section 6 below. 

5.7 Note that the date for presentations is not flexible, so interested parties 
should keep the date clear in diaries.  It is expected that the staff likely to be 
responsible for delivering the contract will to attend the interview, and not 
representatives of a sales or business development team. 

5.8 Bidding is at risk until the Trustees of The Grange reach a final decision about 
the desirability of outsourcing, having reviewed the advantages and 
disadvantages and the proposed service/costs arising from this invitation to 
quote process. 
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6 Further information  

6.1 For more information about The Grange:  

 visit www.grangecentre.org.uk  There is a simple introduction to our 
work in the form of the recently published Annual Review at 
www.grangecentre.org.uk/annual-report  

 contact Chief Executive Officer Eloise Appleby on 01372 455 220 or 
email eloise.appleby@grangecentre.co.uk 

 request a visit or meeting via Eloise as above 

Ends 


