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Membership Application Form

Version 1.3 (July 2010)

	Application for Membership
	


Please answer ALL questions. Please use BLACK ink or complete this electronically, so that this form can be reproduced. Forms that are not completed correctly will be returned for proper completion. We advise you to retain a copy of this application form for your records.
The completed application form and supporting information should be posted to:

Consortico Ltd

43 Bromham Road

Bedford

MK40 2AA

Please Note

· Throughout this application form, guidance on why a question is being asked is provided in italics.

· If necessary, complete your answer on a separate piece of paper, noting the number of the question, and submit it with the application.
· If you cannot fulfil all the requirements of membership, don’t panic. Help is available from CVS to develop your organisation. Contact Carolyn Boyd on 01234 354366 to discuss your needs.
·      Please look at the supporting information requirements carefully. Obtaining the supporting information may take some time. 
· There are four types of questions in this application form:
1. Basic Information Questions - These are to capture basic details about your organisation.
2. Gateway Questions - A satisfactory answer to all gateway questions must be provided to be eligible for full membership. Gateway questions are indicated by the guidance notes being underlined.
For example: 

All members must have sufficient employer’s liability insurance if they employ staff
3. Ready for Tender Questions - Certain questions are to assess the organisation’s readiness for tendering for work, and identify any support needs.

4. Reputation Questions - Certain questions are to protect Consortico’s reputation and likelihood of securing future contracts in the interest of other members.
· And finally, if you have any questions or would like some assistance to complete this application form, please email carolyn.boyd@consortico.com, or phone 01234 354366 and ask for Carolyn Boyd.
SUPPORTING INFORMATION
In addition to completing and returning this application form, you will need to also submit the following information:

	Bank Reference

All full members must provide a satisfactory bank reference
	Please provide a reference from your principal bankers. 

· The reference must be an original produced on the bank’s headed notepaper. Copies will not be accepted. 

· The reference must cover the bank’s opinion on the organisation’s ability to carry out a contract in terms of its financial standing, outlining specifically the organisation’s current cash and credit facility position. 



	Annual Accounts

All full members must provide satisfactory annual accounts
Newly-formed organisations will have to demonstrate that they are financially sound

	Please provide copies of the organisation’s accounts and annual reports for the last three full years.

· The accounts should have been appropriately audited or independently examined depending on the turnover and legal form of the organisation.

· If there are any significant changes to the financial position, the organisation should provide a statement signed by the officer responsible, setting out those changes.
· For newly-established organisations – please provide as much detail as possible, such as bank statements, management accounts, evidence of income etc.


	Policies

All full members must have these policies in place


	Please enclose a copy of each of the following policies or plans: 

1.  Customer Care Policy

2.  Complaints Procedure

3.  Health and Safety Policy
4.  Equal Opportunities Policy

5.  Environmental Policy

6.  Business Continuity Plan

7.  Safeguarding Children Policy (if you work with children)
8.  Safeguarding Vulnerable Adults Policy (if you work with   

       vulnerable adults)
9.  Confidential Information Policy

10.  Intellectual Property Rights Policy

11.  Counter-Fraud and Security Management Policy

12.  Whistleblowing Policy



	Governing Document

All full members must provide a signed and dated copy of their governing document

	Please provide a signed and dated copy of your governing document (Memorandum and Articles of Association, etc).


SECTION ONE: ABOUT YOUR ORGANISATION

	1.1 
	Name of Organisation


	

	1.2
	Contact Name


	

	1.3
	Position


	

	1.4
	Telephone Number


	

	1.5
	Fax Number


	

	1.6
	Email Address


	

	1.7
	Address of Registered Office

(including postcode)


	

	1.8
	Address of Organisation 

(if different from Registered Office)

	

	1.9
	Is your organisation a ‘not-for-profit’ organisation?

Only ‘not-for-profit’ organisations can become members


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

	1.10
	What is the legal status of your organisation? 

Please tick all that apply

Charitable Companies and Community Interest Companies (limited by guarantee) are eligible for membership
There are a number of other legal forms that may be eligible for membership, such as an industrial and provident society, or a cooperative, but they must demonstrate that they are ‘not-for-profit’
An unincorporated association is not eligible for membership. Although individual committee members can agree a contract on behalf of the association, Consortico Ltd believes that there is an increased risk in such agreements

	 FORMCHECKBOX 

Charitable Company (registered charity 
that is also a company limited by 
guarantee)

        Please provide your
        Charity number:
        Company number:

 FORMCHECKBOX 
  
Community Interest Company (CIC) 
(limited by guarantee) 

Please provide your 
CIC incorporation number: 
 FORMCHECKBOX 

Other (please write below):


	1.11
	On which date was your organisation formed?


	


SECTION TWO: FINANCIAL STANDING
	2.1
	Please enter the name of the person who has responsibility for your organisation’s financial matters
	

	2.2
	Please tell us who your principal bankers are

	

	2.3
	Since the last annual accounts were produced, have there been any significant changes in the financial health of the organisation?
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please provide a statement signed by the officer responsible, setting out those changes.



	2.4
	Over the last three years have there been any outstanding claims or litigation against the organisation? 


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes please give details:


	2.5
	Over the last three years, have you ever been late with the submission of your organisation’s financial reports to Companies House, Inland Revenue or to the Charity Commission? 


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:



	2.6
	Is your organisation registered for VAT?

VAT registration is not a requirement of membership, but may impact on any sub-contracts you may as a member undertake


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please provide your VAT registration number:



	2.7
	Does the organisation have employer’s liability insurance?

All full members must have employer’s liability insurance if they employ staff
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please provide the following:
· Name of insurer 
· Policy number

· Extent of cover 

· Expiry date 



	2.8
	Does the organisation have public liability insurance?

All full members must have public liability insurance
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please provide the following:
· Name of insurer 
· Policy number 

· Extent of cover 

· Expiry date 


	2.9
	Does the organisation have professional indemnity insurance?

Professional indemnity insurance is not a requirement of full membership, but some contracts require it
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please provide the following:
· Name of insurer

· Policy number

· Extent of cover

· Expiry date



SECTION THREE: CAPACITY AND ABILITY

	3.1
	Has the organisation ever had a contract or service level agreement terminated?


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:



	3.2
	Has your organisation ever failed to have a contract renewed for failure to perform to the terms of the contract?


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:



	3.3
	Have any of the organisation’s contracts ended early by mutual agreement following allegations of default on your organisation’s part?

	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:



	3.4
	Does the organisation possess an externally-accredited quality mark? 

An externally-assessed quality mark is required for full members
If your organisation is working towards an externally-assessed quality mark, please tell us, and when you expect to achieve it
	 FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No        FORMCHECKBOX 
 Working Towards

If yes or working towards, which quality mark:

 FORMCHECKBOX 

ISO 9001

 FORMCHECKBOX 

PQASSO

 FORMCHECKBOX 

MATRIX

 FORMCHECKBOX 

Investors in People

 FORMCHECKBOX 

Other (please write below):
If you are working towards, when do you expect to achieve the quality mark?



	3.5
	Does the organisation’s governing document specify the following powers? 

All full members must have the power to trade and work in partnership within their governing documents

There is no specific membership requirement regarding the area of benefit, but a small geographical area may limit the organisation’s potential to take on contracts in the future
	· The power to trade 
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· The power to work in partnership 

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· The power to operate across the Bedfordshire and Luton sub-region
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	3.6
	Has the organisation got each of the following ICT capabilities?

All full members must have a reasonable ICT capability as most contracts will rely on the online reporting of data and E-tendering procedures are increasingly being used by contract providers
	· Reliable and continuous internet access
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· Holds its financial records on computer
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· Holds its performance management information on computer

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· An ICT Policy

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No




SECTION FOUR – HEALTH AND SAFETY

	4.1
	Does the organisation have a Health and Safety Policy?

Who is the named responsible person for Health and Safety 

	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	
	
	

	4.2
	Does your Health and Safety Policy cover the following areas?

All full members must have a Health and Safety Policy that covers at least the following areas

	· Arrangements for implementing the policy 
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· How the Health and Safety Policy and procedures are conveyed to staff
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· Arrangements for the Health and Safety training of staff
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

· A risk assessment template

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	4.3
	Has your organisation been involved in any reportable accidents/incidents in the last three years?


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:



	4.4
	Has your organisation been subject to any of the following in the past three years?
Consortico Ltd reserves the right to refuse   membership to any organisation that may harm its reputation
	· Been prosecuted or had a notice served for contravention of the Health and Safety at Work Act 1974 or associated regulations

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

       If yes, please give details:

· A formal investigation by the Health and Safety Executive, or similar body charged with improving Health and Safety standards
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

       If yes, please give details:




SECTION FIVE – EQUAL OPPORTUNITIES

	5.1
	Does the organisation have an Equal Opportunities Policy?


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	5.2
	Does your Equal Opportunities Policy detail how the organisation deals with recruitment, training and promotion? 


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	5.3
	Is it the policy of the organisation as an employer to comply with the statutory obligations under current Equal Opportunities legislation? 


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	5.4
	In the last three years, has the organisation been the subject of formal investigation by the Disability Rights Commission, Equal Opportunities Commission or the Commission for Race Equality on grounds of alleged unlawful discrimination?

	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, what steps have been taken as a consequence of that investigation? Please give details:


	5.5
	In the last three years has any finding been made against the organisation by any court, employment tribunal or Commission in respect of any of the following:

· Sex Discrimination Act 1975

· Equal Pay Act 1970

· Disability Discrimination Act 1995

· Employment Equality (Age) Regulation 2006

· The Employment Equality (Sex Discrimination) Regulations 2005

· Race Relations Act 1976

· Race Relations Act 1976 (Amendment) Regulations 2003

· Employment Equality (Religion or Belief) Regulations 2003

· Employment Equality (Sexual Orientation) Regulations 2003

	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:


SECTION SIX – ADDITIONAL INFORMATION

	6.1
	Environmental Policy

Does the organisation have an Environmental Policy?

Who is the responsible person for implementing the policy?
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	
	
	

	6.2
	Does your Environmental Policy cover the following areas?


	Key actions that the organisation undertakes to minimise its environmental impact
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

Details of how staff are made aware of environmental issues
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	6.3
	Directors/Trustees

Has any officer or trustee of the organisation been declared bankrupt?

Has any officer/director/trustee of the organisation been involved in any other organisation which has been subject to any disputes, judgements, prosecution or decisions that may negatively impact on the reputation of Consortico Ltd? 


	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes, please give details:



	6.4
	Data Protection and Freedom of Information

Does the organisation acknowledge its duties under the Data Protection Act and is it willing to give all reasonable assistance where appropriate or necessary to comply with such duties?
Does the organisation acknowledge its duties under the Freedom of Information Act and is it willing to give all reasonable assistance where appropriate or necessary to comply with such duties?
This is a requirement of full membership

	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No



	6.5
	Staffing

How many members of staff are employed by your organisation?

For employees, please provide the total number of full-time equivalents relevant to the following staff categories


	Permanent Staff
	

	
	
	Casual Staff
	

	
	
	Volunteers
	

	6.6
	Please tell us what staff turnover your organisation has experienced for each of the last three financial years
There is no specific membership requirement regarding turnover or number of staff, but a high turnover may indicate an underlying issue that may hinder the organisation’s ability to win and fulfil any contracts, and require further discussion
	Year
	Turnover

(% of overall staff)

	
	
	
	

	
	
	
	

	
	
	
	

	6.7
	Please tell us how much you spent on staff training last year
There is no specific membership requirement regarding expenditure on staff training, but the question  is often asked in tender documents

	

	6.8
	How does the organisation determine the training needs of its staff?
	

	6.9
	Does your organisation hold contract(s) for the supply of goods/services with any of the following commissioning bodies? 

· NHS Bedfordshire 
· NHS Luton 
· Bedford Borough Council
· Luton Borough Council
· Central Bedfordshire Council
· Bedfordshire County Council

· Other (please give details)

There is no specific membership requirement regarding holding existing contracts, but holding existing contracts is a useful indicator of whether your organisation is ‘fit for contracting’
	 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

If yes please briefly describe the purpose of each contract and indicate the annual value of each contract:



SECTION SEVEN – DECLARATION
This declaration must be signed by two authorised people on behalf of the organisation. At least one of the signatories must be a member of the governing body.
We declare by signing this application to join the consortium known as Consortico Ltd that:
1. We confirm that we are duly authorised to sign this declaration on behalf of the applicant organisation.
2. We confirm that this application and the proposed project within it has been authorised by the management committee, other governing body or board.

3. We certify that the information given in this application is true and confirm that the enclosures are current, accurate and adopted or approved by our organisation.  

4. We understand that, if we make any seriously misleading statements (whether deliberate or accidental) at any stage during the application process, or if we knowingly withhold any information, this could make our application invalid.
5. We understand that the decision of the Consortico Ltd Membership Panel is final.
6. We understand that a copy of this form, supporting papers supplied, together with the decision of the Application Panel will be retained on record by Consortico Ltd. 
7. If this membership application is successful, our organisation and its representatives agree to abide by the standing orders and rules of Consortico Ltd. 
	Signatory One (Main Contact)

	Name (please print)
	

	Designation
	

	Signed
	

	Dated
	


	Signatory Two

	Name (please print)
	

	Designation
	

	Signed
	

	Dated
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