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Dear Pre-approved Delivery Partner,

Now that you have successfully been accepted 
onto the NCG Dynamic Purchasing System as 
a Pre-approved Delivery Partner, this guide has 
been developed to give you an overview of 
each section of our Subcontract Management 
Framework (SMF). This framework has been 
established to help us work effectively with  
our Partners in a fair and transparent way.  
It incorporates the four Merlin Principles: 

• Supply Chain Design
• Commitment
• Conduct
• Review.

The aim of the SMF is to set a consistent 
standard for the management of Partners across 
NCG. In this, it will drive the behaviours required 
to operate to the benefit of the funding body, 
providing value for money at every stage.

We look forward to working with you.

Joanne Askin
Group Head of Contracts & Procurement 

More than £27 million of contracts were

delivered by our partners in 14/15.

Merlin Re-assessment June 2014
We scored ‘Excellent’ against all 4 principles, 
scoring 93%.



3

You will only be able to bid for all opportunities 
that come available to work with NCG and any of 
its divisions to Pre-approved Delivery Providers 
admitted to the Lot for which the services are 
required. 

When you receive a notification you will need  
to log into the ProContract portal to view the 
documents associated with the opportunity.  
This will include a Mini-Competition Specification, 
Mini-Competition Response Form and any other 
relevant documents. All of this information 
should help you to make the decision on whether 
to bid for the opportunity or not. It will help you 
understand what will be expected of you if you 
are successful. 

If you decide to make a bid, you will need to 
complete and return the Mini-Competition 
Response Form and any other required 
documents before the deadline stated in the 
specification. Your bid should be submitted via 
the ProContract portal.

After the closing date the submissions will be 
scored by all relevant parties using a standard 
evaluation template.

If any further clarification on your bid is
required, questions will be sent to you via 
the ProContract portal.
Once the scoring process has been completed, 
Procurement will then inform all bidders whether 
to proceed to Section 2: Negotiation and On-
Boarding or not, providing feedback if necessary. 
If it is the case that you have not been successful, 
the feedback will explain why this is the case and 
will hopefully assist you in any future bids.

If you have been advised that your response 

will progress to Section 2: Negotiation and 
On-Boarding, you will be asked to submit some 
further information to be reviewed by the 
Specialist Review team comprising of
representatives from the following departments:

• Finance;
• Quality & Safeguarding;
• Compliance;
• Health & Safety; and
• Security (if applicable).

SECTION 1 - Procurement
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If you are successful in the Mini-Competition 
process, the negotiation and on-boarding stage 
of the SMF will now be instigated. 

The purpose of this section is to ensure that 
once a Partner has been selected, all of the 
relevant information is collated and reviewed 
by the Specialist Review Panel, to inform the 
wider negotiations and on-boarding discussions 
with the Supply Chain Manager. The Supply 
Chain Manager has been given authority to 
negotiate on behalf of NCG, but is unable accept 
or formally agree the final contract terms.  All 
discussions will be subject to contract.  The 
Supply Chain Manager shall recommend the 
terms to which NCG contracts with you. This 
section will also ensure that any necessary 
internal funding body approval has been 
obtained by NCG. 

A Negotiation Meeting will be arranged with 
you to cover the following points and to set 
expectations on both sides:

• Discuss and agree potential contract values 
 and volumes
• Establish Management Information and 
 system requirements
• Establish key contacts with subcontractor
• Review terms of the contract
• Ensure both parties are happy with everything 

that has been discussed.

After the Negotiation Meeting has taken place, 
NCG will then work on the development of your 
subcontract, based on the information agreed at 
the meeting.  

Once the subcontract has been developed and 
agreed internally it will be issued to you for your 
review and approval. 

No delivery will be able to commence under 
the subcontract until it has been signed by both 
parties. No volumes or values can be guaranteed. 

Once the subcontract has been signed by both 
parties the on-boarding process will begin. 
The purpose of this section is to ensure that 
you are provided with all of the information 
and assistance required to enable you to begin 
delivery on behalf of NCG. This will give you the 
best possible start to your working relationship 
with NCG. Its aim is to ensure success throughout 
the duration of the contract. 

Depending on the contract and the number of 
subcontractors a contract has been awarded to, 
you may be invited to an NCG subcontractor 
induction session. This session will cover the 
following:

• Introduce you to NCG and its divisions
• Show how we will support and 
 manage you through our SMF
• Outline our quality expectations
• Outline the Programme and our delivery 
 model (if relevant)
• What being an end to end supply chain 
 partner requires (if relevant)
• Meet and greet key staff within the Group 
 from Support Services.

SECTION 2 - Negotiation & On-Boarding
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Once you are in a position to begin delivery, the 
purpose of the processes within this section is 
to ensure that subcontracts are managed and 
monitored effectively by NCG. This will naturally 
include plenty of two way communication 
between both parties. This will include a mix 
of data analysis, monitoring visits and quality 
reviews. The aim is to ensure that the delivery 
meets the required contract standard and that 
any risk to the expected outcomes is mitigated 
to limit the impact on all involved. 

All Partners will have a named Supply Chain 
Manager and will be provided with a full copy of 
the SMF. You will be supported by your Supply 
Chain Manager with guidance and training where 
required and you will be provided with access 
to any relevant Network Events and Portals to 
enable the sharing of good practice.

The following information will provide you 
with details of each area of management and 
monitoring that will be carried out throughout 
the life of your contract with NCG. This is an on-
going, two way process which enables regular 
contact between you and your named Supply 
Chain Manager.

RISK MANAGEMENT
At the start of any subcontract a selection of 
suitable performance measures will be identified 
and agreed by both parties. They will be a 
mixture of quantitative and qualitative measures 
that provide a balanced but robust view of how 
you are performing, enabling a risk measure 
of Red, Amber or Green to be applied on a 
monthly basis. We will not be able to accept 
any performance measures below those 
specified by the Funder.

The RAG rating will indicate the following;

•	Green	–	Performing	well	across	all	measures.	
	 No	concern
•	Amber	–	Performing	at	a	level	that	requires	
management	to	improve.	No	major	concerns

•	Red	–	Performing	at	a	level	that	requires	
immediate	remedial	action.	Major	concern.

Performance Monitoring
Your Supply Chain Manager will review a 
number of key areas such as outstanding 
actions, profile, finance, compliance, teaching 
and learning profile, success rates and quality 
levels on an on-going basis. The approach will 
be standardised and relevant to the contract 
being delivered. Your Supply Chain Manager will 
use our standard Subcontractor Performance 
Monitoring Template during any performance 
monitoring visits to support the natural 
discussion around Performance. All actions will 
be SMART and agreed by both parties.

QUARTERLY QUALITY REVIEW
Qualitative information will be gathered and 
discussed during your review meetings and used 
to make judgements and identify actions that 
will be followed up through the Performance 
Monitoring Reviews.  
This review will focus on key quality-related 
themes in relation to the specific deliverables and 
key themes of the contract being subcontracted.

SECTION 3 - Management and 
monitoring process
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FORMAL PERFORMANCE IMPROVEMENT 
PROCESS
There may be instances where NCG identify 
that a subcontract should enter the Formal 
Performance Improvement Process breach 
due to underperformance or a breach of non-
performance related contractual terms. 

We hope that this will never be the case, but 
if it is NCG will fully support you through this 
process. You will receive a written Performance 
Improvement Notice explaining the reason(s) 
why the subcontract has been put in Formal 
Performance Improvement.

You will then be required to submit a 
Performance Improvement Plan to NCG detailing 
the actions you agree to take to improve the 
situation and enable NCG to remove you from 
Formal Performance Improvement. There will be 
a deadline for the return of this plan which will 
depend on the funding body your subcontract 
is under, although where possible, we will 
endeavour to allow you 5 working days to return 
this plan.

NCG will review your plan and agree the content 
with you. Once the Performance Improvement 
Plan has been agreed, it will be monitored by 
NCG to ensure completion of any actions within 
agreed timescales. Once the plan has been 
satisfactorily completed you will be removed 
from Formal Performance Improvement and your 
contract will continue with NCG. 

At some point you will reach the end of your 
contract with NCG. There are three possible 
ways for a contract to end: 

• Natural end
• Break in contract (divorce)
• Termination for breach of contract or failing 

to meet a Performance Improvement Notice

The SMF sets out the process to be followed 
in each of these cases to ensure that all 
contracts are closed in the same way and 
nothing is overlooked.

SECTION 4 - Exit and end of contract review
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NCG
Rye Hill House
Scotswood Road
Newcastle upon Tyne
NE4 7SA

Tel: +44 (0) 191 200 4000
Fax: +44 (0) 191 200 4517
www.ncgrp.co.uk

VISIT OUR WEBSITES
www.newcastlecollege.co.uk
www.newcastlesixthformcollege.ac.uk
www.intraining.co.uk
www.westlancs.ac.uk
www.rathboneuk.org
www.discoveryschool.org.uk


