Schools guidance - Evaluation

Before you begin

Before you begin to engage with the Catalogue suppliers you have shortlisted, you need to plan:
· What information you need from suppliers and any information you want them to supply

· How you want to gain experience of the suppliers’ products: meetings, presentations, demonstrations, reference site visits, pilots, case studies

· Who will be on your evaluation panel 

· Your evaluation criteria and scoring method

Once you begin to engage with the Catalogue suppliers you have shortlisted, you need to be sure that you:
· Treat all suppliers fairly and equally – be sure they receive the same information from you and that you give them equal opportunities to do as you ask of them

· Tell suppliers about how you will evaluate them (sharing your evaluation matrix is the easiest way to do this)

· Keep a record of what you do and ensure it is kept confidential, secure and auditable 

Unsuccessful bidders will want to know why they failed, and may use their rights under the Freedom of Information Act (FOI) to ask for copies of the evaluation documents.

The evaluation process

It is best if you identify a small team to act as your evaluation panel. The panel will be responsible for considering the evidence and choosing the supplier. The Catalogue is subject to EU regulations which means that you need to choose the supplier “which has submitted the best tender on the basis of the award criteria”’. This means that you can select the tender which gives you the best long-term value for money, which may not necessarily be the cheapest option, but the award must be consistent with the criteria and weightings you set out.

Your need to develop your evaluation criteria. The criteria must involve the following four headings because the SWGfL Catalogue is based on a Becta Framework that used these criteria:
· Compliance with specification and proven ability

· Technical merit

· Quality control and assurance

· Value for money

A suggested evaluation matrix is provided on the next page. You can create an evaluation method that meets your requirements by setting out sub-criteria for each of the four areas outlined and setting out a weighting for each criteria.

You do not need include technical ability or service capacity in your sub-criteria because the SWGfL and Becta evaluation processes have already established that suppliers meet have the capability and capacity required. However, you may wish to make a judgment on the service levels being offered.

When evaluating the Catalogue and any supplier responses to information you request of them, it is important to allow your evaluation panel plenty of time to consider the evidence that has been collected.

An easy to use evaluation matrix might look like this (suggested sub-criteria and percentage in italics):

	Main Criteria
	Sub-criteria
	Percentage
	Score
	Evidence

	Compliance with specification and proven ability


	Extent and merit of fulfillment of mandatory requirements

Extent and merit of fulfillment of desirable requirements
	20%

10%
	
	

	Technical merit


	Provision of a safe and secure environment

Usability and appropriateness
	10%

10%


	
	

	Quality control and assurance


	Quality of service levels

Suitability of training and support


	10%

10%
	
	

	Value for money


	Price in context of overall fulfillment of requirements and quality of service

Total cost of ownership


	15%

15%
	
	


You will need to choose a scoring method. You might want to consider using one of these scales:

· 1 (outstanding), 2 (good), 3 (satisfactory), 4 (poor)

· 7 (excellent, no reservations), 5 (good, minor concerns), 3 (poor, weaknesses), 1 (unacceptable, major concerns), 0 (non-compliant)

There are a number of ways your evaluation panel can determine the score – be sure to agree and record what method you are going to use before you begin talking to suppliers. The easiest way to score supplies is to either:

· Each panel member can individually score each supplier and then the panel can take an average of each supplier’s scores, or

· The panel can meet and review the evidence and agree a score for each supplier as a group.
e.g. Does the interface suit the age and ability of learners in your school? Does the system provide the right level of permissions to meet your needs?





e.g. how does the price relate to the benefits of the package? A low price isn’t necessary good value if the quality is poor or the requirements aren’t met








Does the product and service levels meet your requirements? How well do they meet your requirements?











