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[bookmark: _Toc215561535][bookmark: _Toc217375191]Purpose of the guidance notes
These guidance notes are designed to help applicants from the Voluntary, Community and Social Enterprise (VCSE) sector complete the Maternity and Neonatal Voices Partnership (MNVP) bid application form clearly and effectively. It explains what information is required for each section and provides an indication as to what information is expected in our responses, to support you in demonstrating how your organisation meets the MNVP service requirements. Following this guidance will help ensure your application is comprehensive, relevant, and aligned with the expectations of the NHS Leicester, Leicestershire and Rutland Integrated Care Board (LLR ICB).

[bookmark: _Toc215561536][bookmark: _Toc217375192]Purpose of the MNVP
The MNVP exists to ensure that the voices of women, birthing people, families, and communities are heard and acted upon in maternity and neonatal services. The voluntary sector organisation delivering the MNVP will be responsible for coordinating engagement, supporting members, and representing service users within the Local Maternity and Neonatal System (LMNS).

Essential Criteria for provider of service

The ICB is looking to commission a provider who can demonstrate the following:

1. A strong track record in patient / user led engagement and advocacy.
1. Experience of developing and delivery of successful patient / service user engagement.
1. A strong track record of supporting and supervising their staff well-being. 
1. Experience of recruiting users from the diverse communities 


Contract Terms and Values

The contract term is initially for 12 months, beginning Wednesday 1 April 2026 with a maximum annual value of £83,000. There may be an opportunity to extend this contract by an additional two years, subject to good performance against the contract terms. No responses over this value will be accepted. The NHS LLR ICB will only accept bids that are fully compliant with all the requirements of this specification. 
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Governance, compliance and safeguarding
In order to bid for delivering a local MNVP service, a VCSE organisation should demonstrate that it has a suite of standard governance policies covering compliance, accountability, and safeguarding. These are expected across the UK voluntary sector and align with the Charity Governance Code and NHS partnership requirements.

[bookmark: _Toc215561539][bookmark: _Toc217375194]Who is eligible to apply?
You can apply if you are one of the following:

· Registered charity.
· Constituted Community group.
· Company Limited by Guarantee with charitable aims.
· Community Interest Companies, Community Interest Organisations.
· Social Enterprises (including some Co-operatives).
· Parish Council (for non-statutory funded work).
· PTAs.
· Churches and other religious organisations (if the funded activity is not deemed to be proselytising).

Your organisation must have a minimum of three unrelated management committee members (trustees/directors etc.) who are independent and unrelated, and none of whom have more than 50% control. It is also a requirement that you have a minimum of two bank signatories. 

Your organisation must adhere to the government-issued Charity Commission guidance and Charity purposes and rules.

Funding to charitable companies or CIOs is restricted to funding their charitable objectives only.

Your organisation must be a member of the LLR ICB VCSE Alliance. You can join the Alliance by emailing us at llricb-llr.beinvolved@nhs.net 

Any national charities would need to be able to demonstrate that they have a local branch. This would include a local bank account, finances, and showing how you fundraise and deliver in the local area only.
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· We cannot fund individuals. If you are an individual or a family facing difficulties, we recommend that you contact Charity Link on info@charity-link.org or 0116 222 2200.
· Private, profit-making businesses, companies (limited by shares), commercial enterprises or sole traders.
· Statutory organisations like schools, colleges, academies, universities or local councils (but PTFAs, Parish Councils etc. may apply for projects which benefit the wider community and are non-statutory in nature).
· Statutory bodies such as city and county councils or health institutions cannot apply.
· National charities (but we may consider locally managed branches benefitting Leicestershire and Rutland communities).
· Organisations whose main purpose is to fundraise to re-distribute funds are not eligible.
· Faith-based and political organisations, including places of worship, are eligible to apply for funding, for non-religious and non-political activities ONLY, under the following conditions:
· Grants must be used for activities that benefit the wider community and are non-religious and non-political in nature. The funded activities should not aim to influence individuals' religious or political choices. Grants cannot be used to support organised religious activities, such as prayer and worship services, or any costs associated with promoting religious or political beliefs.
· Organisations demonstrating poor management of previous grants, or poor financial health.

[bookmark: _Toc217375196]Completing the Application Form
Format: Applications must be submitted using the official bid application form.
Responses: All sections and questions on the application form must be responded to. If a response is not provided for any section or question, the application form will be deemed incomplete and therefore it will not be considered for shortlisting.
[bookmark: _Hlk215653460]Word Limits: Each response to the application questions should be no more than 500 words. Concise, evidence-based responses are encouraged. Responses that are over 500 words will not be accepted; therefore the application will be deemed incomplete and not considered for shortlisting. 
Supporting Documents: Attach organisational profile, evidence of previous relevant work, and references.
If you have any questions about the application process, the MNVP or the service requirements, please email them to the Engagement and Insights Team on llricb-llr.beinvolved@nhs.net.
Please note that all questions will be made publicly available to view on our website.

Application form deadline: Your completed application form should be sent to the Engagement and Insights team at llricb-llr.beinvolved@nhs.net by 11.59pm on Wednesday 14 January 2026. 

[bookmark: _Toc215561541][bookmark: _Toc217375197]How can I provide evidence of my supporting documents?
VCSE organisations can provide evidence of their supporting documents using one of two methods.
The first method is to embed the document directly into the application form as an ‘object’. Click here to read how to embed your supporting documents. 
The last method is to provide the evidence via email. All supporting documents must be appropriately titled to reflect the contents, and be sent to the Engagement and Insights team via email at mailto:llricb-llr.beinvolved@nhs.net by 11.59pm Wednesday 14 January 2026.

[bookmark: _Toc215561542][bookmark: _Toc217375198]Where can I access further support and information?
On Wednesday 19 November 2025, an informative webinar was held by Gemma Boyd, Maternity and Neonatal Clinical Lead for the NHS LLR ICB, and Jo Ryder, Senior Engagement and Insights lead for the NHS LLR ICB, which gave VCSEA members a chance to find out more about this exciting opportunity.
Click here to view the slides shown on the day and click here to watch the recording of the webinar.
The National Maternity Voices website has many useful resources, such as official guidance and toolkits, to support local MNVPs meet the required criteria.
National Maternity Voices offer high quality well-being support to MNVP leads. They also provide informative training and mentoring packages, which include in-person events and webinars.
The LLR Health and Well-being partnership website has further resources and reading.

[bookmark: _Toc215561543][bookmark: _Toc217375199]Guidance for Application Questions and Information Governance Compliance Checklist

[bookmark: _Toc217375200]Information Governance Compliance Checklist
Applicants must provide evidence that they have the policies marked as ‘required’ in place. If applicants do not have the required policies and thus cannot provide evidence of them, the application will be scored as a fail.
It is not mandatory that applicants must have policies marked as ‘recommended’ in place. 

[bookmark: _Toc215561544][bookmark: _Toc217375201]Engagement and Co-Production
Question: How will you ensure meaningful engagement with service users, families, and communities across Leicester, Leicestershire and Rutland, including seldom‑heard voices? (10% of overall score)
What we’re looking for: Clear strategies for engaging diverse communities, especially those seldom heard. Clear strategies to ensure that all areas within the locality are represented.

[bookmark: _Toc215561545][bookmark: _Toc217375202]Membership Recruitment and Support
Question: How will you recruit, retain, and support MNVP members and volunteers, including outreach, induction, training, and ongoing support? (10% of overall score)
What we’re looking for: Plans to recruit volunteers and members, provide induction/training, and sustain engagement.

[bookmark: _Toc215561546][bookmark: _Toc217375203]Communications and Awareness
Question: What is your strategy for raising awareness of the MNVP and its work, ensuring transparency and effective communication with stakeholders? (8% of overall score)
What we’re looking for: Multi-channel communication strategy (social media, newsletters, community networks).

[bookmark: _Toc215561547][bookmark: _Toc217375204]Reporting and Insight
Question: How will you gather, analyse, and report feedback from service users, and demonstrate outcomes and continuous improvement? (8% of overall score)
What we’re looking for: Evidence-based reporting methods, clear feedback loops, and insight generation.

[bookmark: _Toc215561548][bookmark: _Toc217375205]Partnership and Representation
Question: How will you gather, analyse, and report feedback from service users, and demonstrate outcomes and continuous improvement? (8% of overall score)
What we’re looking for: Ability to collaborate with NHS, local authorities, and community organisations.

[bookmark: _Toc215561549][bookmark: _Toc217375206]Co-ordination and Administration
Question: How will you manage the day‑to‑day operations of the MNVP, including staffing, systems, scheduling, and administration? (8% of overall score)
What we’re looking for: Efficient systems for scheduling, record-keeping, and financial management.

[bookmark: _Toc215561550][bookmark: _Toc217375207]Governance, Compliance & Risk 
Question: How will you ensure robust governance, compliance, and risk management (safeguarding, data protection, financial accountability, insurance)? (8% of overall score)
What we’re looking for: Strong safeguarding, GDPR compliance, financial accountability, and risk management.

[bookmark: _Toc215561551][bookmark: _Toc217375208]Organisational Capacity & Experience
Question: What is your track record of delivering similar projects, and what evidence can you provide of trust, credibility, and capacity to work with diverse communities? (8% of overall score)
What we’re looking for: Success in similar projects, relevant qualifications and expertise. Evidence of established systems for effective management and governance. 

[bookmark: _Toc215561552][bookmark: _Toc217375209]Trauma-Informed Support & Wellbeing
Question: Recognising the emotionally challenging nature of listening to families who have experienced trauma, harm or bereavement, either directly from them or through governance meetings where they are discussed, what will you put it place to ensure trauma informed pastoral support is available to MNVP Leads and Members? (8% of overall score)
What we’re looking for: Methods and provision of trauma-informed support for MNVP leads and members. Clear understanding of the direct and vicarious impact of hearing potentially traumatic experiences. Emotional resilience.

[bookmark: _Toc215561553][bookmark: _Toc217375210]Financial Stability & Value for Money
Question: How will you demonstrate sound financial management, sustainability, and value for money, including a transparent budget proposal? (8% of overall score)
What we’re looking for: Provide a clear breakdown of costs (staffing, engagement activities, training, overheads). Show how resources will be used efficiently. Demonstrate value for money compared to outcomes delivered.

[bookmark: _Toc215561554][bookmark: _Toc217375211]Innovation & Inclusivity
Question: What innovative and inclusive approaches will you use to engage communities and adapt to their needs, including those with protected characteristics? (8% of overall score)
What we’re looking for: Demonstrate creative, inclusive approaches to engaging diverse communities, adapting to their needs, and ensuring all voices are heard.

[bookmark: _Toc215561555][bookmark: _Toc217375212]Delivery Timeline
Question: What is your delivery timeline, including key milestones and expected dates? (8% of overall score)
What we’re looking for: Outline key milestones (e.g., recruitment, first engagement events, reporting cycles). Provide realistic delivery dates aligned with MNVP expectations.

[bookmark: _Toc217375213]Evaluation
The below scoring framework sets out how applications will be assessed, and highlights the weightings applied to each section.
Information Governance is assessed on a pass/fail basis through a mandatory competence checklist and must be fully met for an application to proceed.
The majority of marks (92%) are allocated to Quality, which covers evidence of approach, expertise, experience, capacity, innovation, communication and engagement, recruitment and retention, and governance. Pricing accounts for 8% of the overall score.
Applicants should review the scoring framework carefully to prioritise responses and align with MNVP expectations.
	Scoring Evaluation

	Section
	Theme
	Question no.
	Title
	Weighting
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Quality
	Information Governance
	Information Governance Competence Checklist
	All required items on the Information Governance Competence Checklist
	Pass/Fail

	
	Total weighting for Information Governance
	Pass/Fail

	
	Communication, Engagement and Co‑Design with Women, Patients, and Stakeholders
	Q1. Engagement & Co‑Production
	How will you ensure meaningful engagement with service users, families, and communities across Leicester, Leicestershire and Rutland, including seldom‑heard voices?
	10%

	
	Communication, Engagement and Co‑Design with Women, Patients, and Stakeholders
	Q3. Communications & Awareness
	What is your strategy for raising awareness of the MNVP and its work, ensuring transparency and effective communication with stakeholders?
	8%

	
	Communication, Engagement and Co‑Design with Women, Patients, and Stakeholders
	Q4. Reporting, Insight & Impact
	How will you gather, analyse, and report feedback from service users, and demonstrate outcomes and continuous improvement?
	8%

	
	Communication, Engagement and Co‑Design with Women, Patients, and Stakeholders
	Q5. Partnership & Representation
	How will you work with local partners (NHS, local authorities, voluntary/community groups) and represent MNVP effectively in LMNS governance structures?
	8%

	
	Total Weighting for Communication, Engagement and Co‑Design with Women, Patients, and Stakeholders
	34%

	
	Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	Q6. Co‑ordination & Administration
	How will you manage the day‑to‑day operations of the MNVP, including staffing, systems, scheduling, and administration?
	8%

	
	Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	Q7. Governance, Compliance & Risk
	How will you ensure robust governance, compliance, and risk management (safeguarding, data protection, financial accountability, insurance)?
	8%

	
	Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	Q8. Organisational Capacity & Experience
	What is your track record of delivering similar projects, and what evidence can you provide of trust, credibility, and capacity to work with diverse communities?
	8%

	
	Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	Q9. Trauma-Informed Support & Wellbeing
	Recognising the emotionally challenging nature of listening to families who have experienced trauma, harm or bereavement, either directly from them or through governance meetings where they are discussed, what will you put it place to ensure trauma informed pastoral support is available to MNVP Leads and Members?
	8%

	
	Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	Q11. Innovation & Inclusivity
	What innovative and inclusive approaches will you use to engage communities and adapt to their needs, including those with protected characteristics?
	8%

	
	Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	Q12. Delivery Timeline
	What is your delivery timeline, including key milestones and expected dates?
	8%

	
	Total weighting for Evidence of approach, expertise, experience, capacity, capabilities, and innovation
	48%

	
	Approach to recruitment and retention to MNVP
	Q2. Membership Recruitment & Support
	How will you recruit, retain, and support MNVP members and volunteers, including outreach, induction, training, and ongoing support?
	10%

	
	Total weighting for Approach to recruitment and retention to MNVP
	10%

	Total weighting for Quality Section
	92%

	



Pricing

	Finance and planning
	Q10. Financial Stability & Value for Money
	How will you demonstrate sound financial management, sustainability, and value for money, including a transparent budget proposal?
	8%

	
	Total weighting for Finance and planning
	8%

	Total weighting for Pricing Section
	8%

	Total overall weighting
	100%



All scored responses to the Price and Quality questionnaires will be evaluated using the scoring criteria set out in the table below. Each question will be judged on a score from 0 to 5, the scores are subjected to a multiplier to reflect the weighted percentage of the evaluation criteria allocated to that question. 
The multiplier converts the highest possible raw score (on a given question) to the percentage weight figure. The score can be considered as a score out of 5 as a percent, i.e., 5/5 = 100% score for that question), Each of the 0-5 scores equate to 100% (Excellent), 80% (Good), 60% (Acceptable), 40% (Poor), 20% (Very Poor) and 0% (Unacceptable) of the weighted score for each question.
Each score is multiplied by (the weight of the Question) x (the sum of all the weights). For example, where an evaluation criterion is worth 20% the calculations would be as follows:
Example: a score of Excellent 5/5 would be 100 x (20/100) = 20% contribution to overall score
Example: a score of Acceptable 3/5 would be 60 x (20/100) = 12% contribution to overall score
	Score
	Descriptor

	5
	Excellent – The response is excellent in relation to the stated requirements of the question.  The details provided demonstrate that the bidder’s approach fully meets the requirements of the question and provide a very high level of confidence of the bidder’s skills, expertise and understanding of the requirements.  The response is exemplary and comprehensive, demonstrating that the requirement can significantly be exceeded.

	4
	Good – The response is good in relation to the stated requirements of the question. The details provided demonstrate the Bidder’s approach fully meets the requirements of the question and provides a high level of confidence of the Bidder’s skills, expertise and understanding of the requirements with no omissions or concerns

	3
	Acceptable – The response is acceptable in relation to the stated requirements of the question. The details provided demonstrate the Bidder’s approach meets the requirements of the question with minor omissions or concerns (but no major omissions or concerns) and would benefit from being more detailed.

	2 
	Poor – The response is poor in relation to the stated requirements of the question. The response provides a low level of detail and provides little evidence that the bidder has the expertise to satisfy the requirements of the question with weaknesses apparent in some areas and/or demonstrates some misunderstanding of the requirements, with major omissions or concerns.

	1 
	Very poor – The response is very poor in relation to the stated requirements of the question. The response provides a very low level of detail. There is a significant lack of evidence presented to demonstrate that the bidder has the expertise to satisfy the requirements of the question giving major omissions and concerns.

	0
	Unacceptable – The response is either unacceptable as it fails to provide any evidence whatsoever that the bidder can meet the requirements set out in the question or is entirely lacking in detail or no answer has been given. The response does not comply with or has failed to demonstrate an understanding of the stated requirements of the question.



Bids will be assessed against scoring criteria by individual evaluators who will review the Bid (and any clarification question responses from Bidders) in the areas of their specialty and expertise. Individual evaluators will determine their score for the response and will record their reasons for the score.
Where an individual evaluator is a sole specialist evaluator in the field that they are evaluating, their evaluation will be used for the response they have evaluated, however their evaluation will be reviewed with the ICB, and this will feed into the overall weighted score for that bid.
For sections which are being evaluated by multiple evaluators, a moderation meeting will be called. At the moderation meeting individual evaluator scores will be compared along with the reasons given for each score for each applicable tender response by those who have scored. These scores will be discussed and a consensus for the score will be agreed. The reasons for awarding the score will then be recorded and will be agreed with all participating evaluators. The score will be in line with the scoring criteria. The consensus score will be the score fed into the overall weighted score for the response to each question.
The ICB plans to conduct clarification meetings/interviews with Bidders to resolve clarifications where it is deemed necessary to clarify a Bidder’s response. Should these go ahead, these interviews will not be scored separately to the questions and will be used by evaluators for clarification to existing Bidder responses only. This may result in a change to scores dependent on the clarifications received during the clarification interviews, for the specific questions, which will be re-moderated by the moderation team for those specific questions. 
Following the completed evaluation and moderation process, the Bidder having passed the pass/fail criteria and with the highest combined score will be deemed to the successful Bidder by the evaluation panel.
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[bookmark: _Toc217375214]Submission
Deadline: 11.59pm on Wednesday 14 January 2026
Format: Submit electronically to Engagement and Insights team at llricb-llr.beinvolved@nhs.net 
Late applications will not be considered.
If you have any questions about any aspect of this opportunity, the application process, the MNVP or the service requirements, please send them to the Engagement and Insights Team llricb-llr.beinvolved@nhs.net
Please note that all questions will be made publicly available to view on our website.

[bookmark: _Toc217375215]Next Steps
The application process will end at 11.59pm on Wednesday 14 January 2026. 
Applications will receive either a pass or fail score for the Information Governance Compliance Checklist section of the application form. Applications assessed as compliant and awarded a pass score will proceed to the initial round of shortlisting. 
Following the initial shortlisting, evaluation will then take place with a panel before clarification interviews are arranged for Wednesday 28 and Thursday 29 January 2026.
Contract award will be made mid-February, with the contract beginning Wednesday 1 April 2026.
Feedback to those who have applied will be available from April 2026 on request.
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