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Introduction and Background 
 
What is the Micro-Tender Noticeboard? 
The Micro-Tender Noticeboard is a tool to support social workers, or independent support planners, to work with a 
Personal Budget recipient to explore their options regarding the care and support services available to meet the 
outcomes stated in their support plan. 
 
For Personal Budget holders the tool assists them with exercising choice and control and making an informed choice 
regarding the services which best meet their needs. For social workers the noticeboard assists in understanding what 
services are available in the wider marketplace. 
 
Why was it developed? 
The Micro-Tender Noticeboard was developed in 2011 by Care & Repair, who manage the Leeds Directory on behalf 
of the council, after they were approached by two social workers about piloting a new way of supporting social 
workers to micro-commission mental health support packages as part of the Self Directed Support process. 
 
Who is using the Micro-Tender Noticeboard? 
At present there are several groups of people using the noticeboard: 

• The mental health social work teams are using the noticeboard to source recovery focused support for 
individuals with a personal budget.  

• The Learning Disability Care Management Team are using the noticeboard to broker in support for 
individuals that require a few hours of one to one support to access activities in the community. 

• In addition Leeds Centre for Integrated Living is using the noticeboard to support people who having taken 
their Personal Budget as a Direct Payment, to broker in the care and support they need to meet the 
outcomes identified in their support plan.   

 
Benefits of using the noticeboard 

• It can save time in sourcing providers where there isn’t an existing contract/framework in place 
• It is flexible and allows for negotiation 
• Promotes user choice and control 
• Supports the development of the market for services (for example, it can encourage providers to develop 

services that service users want and where there are gaps are in current provision). 
 

Guidelines for using the Noticeboard 
 
When is it appropriate to use the micro-tender noticeboard? 
 

• The noticeboard can be used by social workers within Adult Social Care to broker care and support packages 
for individuals where they have opted to have a Council managed Personal Budget. Where the individual has 
opted for a Direct Payment they can be referred to Leeds Centre for Integrated Living who can assist with 
brokering in the care and support services required using the noticeboard on their behalf.  

• Leeds City Council’s Contract Procedure Rules (CPR) outlines the way in which the purchasing of goods and 
services should be carried out within the council. In line with the CPRs the micro-tender noticeboard can be 
used for care and support services under £10,000 in value. Once a service has been agreed with a provider it 
should be taken through the usual Care Options/Care Plan approval process. 

• Where an existing contract or framework contract is already in place with a provider organisation then these 
existing contracts must be used. 

• Any information contained within a tender advert can be viewed by registered Green Tick providers.   
• Information contained within a tender advert cannot be controlled by ASC once published to the Leeds 

Directory i.e. a provider may share a home computer, or use an internet café for their web access. 
• Personal identifiable information should never be used within a tender advert intended for publication to 

the Leeds Directory. 
• Sensitive information describing a service user’s needs should not be used if it could readily identify an 

individual.  
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Section 1: Registering and Using the Micro-Tender Noticeboard 
 
 
Who can register to post adverts for packages of care via the noticeboard? 
 
Any support or social worker who is working on behalf of a client looking for a package of care can register for the 
Micro-Tender Noticeboard. 
 
 
How do I request a login? 
 
1. Go to leedsdirectory.org. 

 
2. Click on ‘Micro Tender’ from the menu bar OR the ‘MT Noticeboard’ icon.  

 
3. On the page, click on ‘Register as a Social Worker’. 

 

 
 

4. Complete the form and click ‘Submit’. 
 

5. Your registration will be reviewed and approved within 2 working days. 
  

http://leedsdirectory.org/
http://leedsdirectory.org/




 

leedsdirectory.org  Page 5 of 10 

Section 3: The Micro Tender Noticeboard 
 
 

 
 
My MT Adverts  This is where your current, draft and expired adverts will appear. 
Create Advert  This is where you can create a new advert to publish or save as a draft. 
Current Adverts This shows all current adverts from all users on the noticeboard. 
Help   This is where an online version of this guide will appear. 
My Responses  This shows all responses to bids on your adverts 
Profile   This is where you can edit your profile and change your password. 
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Section 4: Posting Adverts on the Micro-Tender Noticeboard 
 
 
How do I create an advert on the Micro-Tender Noticeboard? 
 
1. From the noticeboard, click on the ‘Create Advert’ tab. 

 
2. Insert the information for the advert including name, postcode area, support need, expiry date, about the client, 

about the job, outcomes required and other details. 
 

 
 

3. Once you have entered the details, select the ‘Publish’ option to post the advert to the noticeboard, 
alternatively, select the ‘Draft’ option to save the advert in order to publish it later. Click ‘Submit’. 

 
4. You will then be taken back to the Micro Tender Noticeboard. 
 
 
How do I edit a draft advert on the Micro-Tender Noticeboard? 
 
1. From the noticeboard, find the draft advert under the ‘My Draft Adverts’ section. 

 

 
 

2. Click on ‘Edit Draft…’ to edit the information on the draft advert.  
 

3. Once you have made your changes, click ‘Save as Draft’ to return to the Micro Tender Noticeboard. 
 

http://leedsdirectory.org/


 

leedsdirectory.org  Page 7 of 10 

How do I publish a draft advert on the Micro-Tender Noticeboard? 
 
1. From the noticeboard, find the draft advert under the ‘My Draft Adverts’ section. 

 

 
 

2. Click on ‘Publish…’ against the relevant draft advert.  
 

3. Double check the information and click ‘Publish this Micro-Tender Advert’ to send a notification to registered 
service providers of the new advert. 

 

 
 
4. You will be redirected to the Micro Tender Noticeboard where you will see your advert appear under the ‘My 

Current Adverts’ section.  
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Section 5: Editing Published Adverts on the Micro-Tender Noticeboard 
 
 
How do I edit a published advert on the Micro-Tender Noticeboard? 
 
1. From the noticeboard, find the published advert under the ‘My Current Adverts’ section. 

 

 
 
2. Click on ‘Edit…’ to edit the information on the published advert.  

 
3. Once you have made your changes, click ‘Save as Draft’ to return to the Micro Tender Noticeboard. 

 

 
 

4. Click on ‘Publish…’ against the relevant draft advert.  
 

5. Double check the information and click ‘Publish this Micro-Tender Advert’ to send a notification to registered 
service providers of the change. 
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Section 6: Viewing Applications 
 
 
How do I view applications? 
 
1. When you receive an application to an advert, you will receive an email notification. Once you have logged into 

the noticeboard, you will be able to see all applications to your adverts in the table.  
(Please note, your advert will move to the ‘My Expired Adverts’ once the deadline has passed.) 
 

 
 

2. Click on the link for each service provider response to view and print each one.  
 

 
 

3. Click ‘Respond to this bid’ to communicate with the provider anonymously to inform them of the client’s 
decision. Enter a response name (i.e. you have not been successful) and a brief message and click ‘Submit’. 
 

 
 

4. The screen will refresh and you will see ‘Post Saved’.  

http://leedsdirectory.org/
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Section 7: Further Help and Guidance 
 
 
What do I do if I have a problem with the noticeboard? 
 
If you need assistance with logging in, posting adverts or any other technical queries please contact the Leeds 
Directory team via the helpline 0113 391 8333 or e-mail info@leedsdirectory.org.  
 
If your query relates to purpose of the noticeboard and how it is being used by Adult Social Care then please contact 
Emma Carter, Commissioning Manager – Enterprise, Adult Social Care: emma.carter@leeds.gov.uk. 
 

 

 

Section 8: Frequently Asked Questions 
 
 
Q. Why should I post adverts on the Micro-Tender Noticeboard? 
A.  The Micro-Tender Noticeboard offers another route to market to local businesses wanting to provide packages 

of care to Mental Health Service Users or people managing their own personal budget. 
 
Q.  How do I post an advert on the Micro-Tender Noticeboard? 
A.  See Section 4 for full instructions including screen shots to help you through the process. 
 
Q.  How do I view applications to my advert? 
A.  See Section 6 for full instructions including screen shots to help you through the process. 
 
Q.  What if I have forgotten my username/password? 
A.  See the forgotten username/password area of Section 2. 
 
Q.  I have a problem with the noticeboard who do I contact?  
A.  If you need assistance with logging in, posting adverts or any other technical queries please contact the Leeds 

Directory team via the helpline (0113 391 8333) or e-mail (info@leedsdirectory.org).  
 

 If your query relates to purpose of the noticeboard and how it is being used by Adult Social Care then please 
contact Emma Carter, Commissioning Manager – Enterprise, Adult Social Care: emma.carter@leeds.gov.uk  

 
Q.  I have submitted my advert what happens next? 
A.  Your advert is sent to all registered providers to view and respond to your advert. Check the noticeboard 

regularly to respond to enquiries and view responses. 
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