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Background information
Background information on Westward

Westward Housing Group is a major affordable housing provider in the South West of England with approximately 7,000 homes across Devon and Cornwall.   Its member housing associations are Westcountry Housing and Tarka Housing.

Westward provides support services to people across the region and provides accommodation for the elderly and supported living.  In additional Westward also have social enterprise projects, including Grow@Jigsaw and Jigsaw, which work in the areas of horticulture and furniture restoration.

We are a member of Partnership South West, a regional development partnership.  Westward currently builds new homes across the region to rent, sell affordably on a shared ownership basis, or using the Help to Buy scheme. 

Horizon Homes has been established as a subsidiary of Westward to develop properties for open market sale, with the gift aid of any profits back into the parent organisation, which will be used to deliver more affordable housing and services.

Help to Buy South West is the HomeBuy agency for this area and promotes shared ownership and other equity products to help people buy their own home.
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Our mission:

Creating great homes and neighbourhoods where people want to live and work.

Our vision:

By 2016 our customers will tell us that we provide great homes and services. We will be delivering a range of products from social housing to outright sale. Westward will be recognised as one organisation which is maximising value and is seen as an employer of choice within the region. 

Our strategic objectives:

Strategic Objective 1: To provide places where people want to live

Strategic Objective 2: To expand our range of homes and services

Strategic Objective 3: To be a good employer

Strategic Objective 4: To deliver great value
1
Tender process
To enable a full assessment of your proposal, please complete the attached Invitation to Tender (ITT) and provide the related information required to complete your proposal. Responses should be submitted by 12:00:00 Noon Friday 14th August 2015, via the www.advantageswtenders.co.uk website

The assessment criteria for the ITT are set out in Schedules of this document.  

The timetable for the submissions, assessment and evaluation is set out below:

Contracts Finder EOI 
Friday 10th July 2015
Issue of the ITT
Monday 13th July 2015

ITT Information Q&As end
Wednesday 12th August 2015
ITT responses returned
Friday 14th August 2015 -12:00:00 noon

Confirmation of interview shortlisted
w/c 17th August 2015
Interviews & selection
w/c 24th August 2015
Approvals 
w/c 31st August 2015 
Confirmation of appointment 
w/c 31st August 2015 

Standstill Period
10 days
Commencement of Contract
w/c 14th September 2015
The evaluation team

The evaluation team for this process is: 

Steven Thomas 

Technical Surveyor   Westward

Kevin Alexandra
Improvements Manager Westward

Chris Davey

Procurement Officer, Westward

2    Overview of the contract

2.1.1 The Employer is seeking to select, by a competitive tendering process, a single specialist to deliver its Flat Roof Replacement - Specific Properties & Location(s) service (The Service). 
2.1.2 The chosen contractor will be awarded a contract of 14 weeks, commencing from w/c 14th September 2015. 

2.1.3 Where the contract duration exceeds one year, progression from year to year will be subject to a formal annual performance and will be entirely at The Employers discretion.
2.1.4 The Service in the main will consist of:

	· Flat Roof Replacement - Specific Properties & Location(s) service (The Service). 




in our properties throughout Devon and Cornwall (Appendix 1), in accordance with the Westward list and data / programme (Appendix 2).

1.1.1. The annual budget for this service is broadly estimated as being £65,000 including VAT

3 Tender Notes and Instructions
1.1. Upon downloading the Tender Documents, Tenderers must ensure that all the information necessary for preparing a tender has been provided.  

1.2. All additional information must be requested through the Advantage South West web portal, https://www.advantageswtenders.co.uk/.
1.3. Tenderers should carry out all inspections necessary (site inspection will be by appointment only) in order to submit a correct and sufficient tender and to ensure that they are fully familiar with the nature and extent of the obligations that will be required of them if their tender is successful. 
1.4. Site inspections shall be carried out by technically competent personnel who have a full understanding of the British and other Standards and manufacturer’s instructions that relate to The Contract.
1.5. Tenderers must provide responses referring back to the numbering format as set out in Schedule 3 and Appendix 6 of this ITT, ensuring that the word count is not exceeded. Screen shots / promotional brochures will not be qualified unless specific to the contract.
1.6. By submitting a tender, Tenderers will be deemed to have complied with and agreed to this requirement and no claim by you for additional payment will be allowed on the grounds of any misunderstanding or misapprehension in respect of all such matters.
1.7. All tender queries must be formally submitted 2 working days before the tender return deadline and must be submitted through the Advantage South West web portal, https://www.advantageswtenders.co.uk/. Responses may be “made public” and shared with other Tenderers through the portal.
1.8. The completed tender, scanned copies of the Form of Tender Offer and Price Offer and any other signed documents must be uploaded onto the Advantage South West web portal, https://www.advantageswtenders.co.uk/ by the closing date and time for submission - 12:00:00 Noon Friday 14th August 2015.

1.9. Tenderers are advised that there is a “time lag” between starting to upload your tender and the upload fully and finally completing. The portal does not permit us to view submissions before the closing time; however, once we open a submission post deadline, the portal will automatically reject submissions that have not been fully and finally uploaded.
1.10. For the avoidance of doubt, the closing time for submission is the time when your submission must be fully and finally uploaded; it is not the time when you should start to upload documents.

1.11. As such, it remains the Tenderers responsibility to ensure that they commence uploading their submission well before the closing deadline time as we shall not be responsible for bids that are rejected by the portal, regardless of the timing of any such rejection in relation to the closing deadline time
1.12. Paper submission in lieu of a submission being uploaded onto the Advantage South West web portal will be disqualified.
1.13. Tenderers shall not disclose the fact they have been invited to tender or release details other than on an “in confidence basis” to parties legitimately being engaged by you for the purpose of preparing your tender.
1.14. Whilst returned tenders will be treated in the strictest confidence they may be made available to Trading Standards Departments, the Office of Fair Trading and other appropriate regulators. The legal obligations placed upon public bodies to supply information to the public upon request are contained in the Freedom of Information Act 2000.
1.15. Any Tenderer who;
· Directly or indirectly canvasses 
· Offers, gives or agrees to give any gift or consideration of any kind

· Shows favour or disfavour 
to/ any Westward Employee, Officer or Agent concerning the award of The Contract or in relation to any other contract with us, shall be disqualified from tendering.

1.16. Tenderers must provide all the information requested in the Submission Requirements below. Failure to do so may disqualify your tender.
1.17. All prices shall be fixed in pounds sterling delivered to the relevant locations and be inclusive of all duties. All prices shall be exclusive of VAT.

1.18. In order for us to assess comparative costs and technical content, Tenderers are required to provide fully completed a tender and pricing document in accordance with this tender document and specification.
1.19. Alternative/ variant tenders are acceptable but must be clearly identified as being so. They must also include proposed alternative specifications, alternative prices, a summary of the proposed alternatives, a statement as to why you are proposing them and the benefits to us.
1.20. We do not guarantee to issue any work and no guarantee can or will be given by us with regard to the scope, volume, requirement, value, duration, category or continuity of work to be undertaken, nor should any bidding contractor seek any implied value of work or work scope in any of the information supplied by us.

1.21. We reserve the right to cease the procurement process at any time and entirely at our discretion and without recourse from Tenderers.

1.22. We shall not be bound to accept the lowest tender or any tender, and reserve the right to accept all or any part of the tender.

1.23. The Contract has a budget restriction and we reserve the right not to consider any tender whose price exceeds our budget.

1.24. We shall not be responsible for or pay any expenses or losses which may have been incurred in the preparation of your tender.

1.25. Tenderers shall not include any standard conditions by a general reference thereto or incorporate their own stationery with any conditions written or printed.

1.26. Any tender must remain valid for a period of at least 90 days from the deadline date for submissions. 
4 Tender Evaluation
4.1 Tenders will be evaluated using the following weightings:
	1
	Required Information
	Pass or fail

	Contractors who fail at stage 1 will not be evaluated in terms of quality questions or price

	2
	Price
	40%

	3
	Quality Questions
	60%


4.2 Scoring for the Quality Questions shall be as follows:
	Score 0
	Question not answered or response totally unsatisfactory                                      Poor response – Inadequate information

	Score 1
	Response does not satisfy requirements

	Score 2
	Response only partially satisfies requirement                                                            (with significant deficiencies)

	Score 3
	Response is very close to satisfying requirement                                                        (compliant with minor reservations)

	Score 4
	Response completely satisfies requirement in full

	Score 5
	Response is compliant, exceeds expectations in some areas and/or is innovative/ best practice


4.3 Quality submissions and commitments made therein by The Contractor will be binding and will be a contract document.

4.4 Price will be evaluated by an analysis of the components of cost, rates and all other matters appertaining to “cost”.

4.5 Bids that The Employer deems to be unsustainable or non-viable as a whole or in part will be excluded. Similarly incomplete bids will be excluded.
4.6 Scoring will be undertaken by The Employers staff and/ or advisers and may include residents representatives.

5 Summary of Key Dates
	Activity
	Date

	Contracts Finder EOI
	Friday 10th July 2015

	Issue of the ITT 
	Monday 13th July 2015

	ITT Information Q&A end 
	Wednesday 12th August 2015

	ITT responses returned 
	Friday 14th August 2015 -12:00:00 noon

	Confirmation of interview shortlisted
	w/c 17th August 2015

	Interviews & selection
	w/c 24th August 2015

	Approvals
	w/c 31st August 2015

	Confirmation of appointment
	w/c 31st August 2015

	Standstill Period 
	10 days

	Commencement of Contract
	w/c 14th September 2015


These dates may be subject to change (notification should be provided) 
6 Contract Requirements
1.1. The Employer:

	Westward Housing 

Templar House

Collett Way

Newton Abbot

TQ12 4PH
	Tel: 

Contact: 

Email: 

Web:   


	0300 100 1010

Stephen Thomas
Steven.thomas@westwardhousing.org.uk
http://www.westwardhousing.org.uk/


	
	
	


1.2. Contract Supervision:

The Contract is to be carried out under the supervision of, and to the satisfaction of the Head of Asset Management of Westcountry and/ or Tarka Housing or their representatives.

1.3. The contract between Westcountry Housing, Tarka Housing and the appointed contractor will be the Joint Contracts Tribunal (JCT) Minor Works Contract 2011 (The Contract).
1.4. The estimated value for The Contract is £65,000 including VAT.
1.5. The proposed start date for The Contract is w/c 14th September 2015.
1.6. The proposed duration of The Contact is 14 weeks
1.7. The Contract will be for a fixed period however, The Employer reserves the right to terminate The Contract immediately at any time due to non-compliance with the terms and conditions of The Contract or due to the service provided being deemed to be unsatisfactory in the opinion of The Employer.

1.8. Either party may terminate The Contract at any time by giving three months notice in writing.
1.9. The Employer may, by written notice, and without redress, cancel The Contract and recover any resulting loss from a Tenderer if you, your employees, agents or subcontractors, with or without your knowledge, are found to have offered, given or agreed to give any person any gift or consideration of any kind as an inducement or reward for doing or not doing anything in relation to the obtaining of this or any other contract with us or for showing favour or not showing disfavour to any person in relation to this or any other contract with us.

1.10. The Employer may, by written notice, and without redress, cancel The Contract and recover any resulting loss from a Tenderer if you, your employees, agents or subcontractors with or without your knowledge are found to have committed an offence under the Prevention of Corruption Acts 1889 to 1916, Fraud Act 2006 or Bribery Act 2010.
1.11. The Employer may, by written notice, and without redress, cancel The Contract if a Tenderer ceases trading, becomes bankrupt or being a company goes into liquidation (other than for purposes of amalgamation or reconstruction) or suffers a receiver to be appointed or have an administration order made on them.

1.12. If a Tenderer is aware of any impending change of ownership or their trading name, then details of the changes are required by The Employer as soon as possible. We must be offered security against any loss resulting from change of ownership.
1.13. The Employer retains the right to novate, assign or transfer The Contract, or any part, share or interest in The Contract to any successor in title or anybody to which all or parts of our functions may be lawfully transferred and the Tenderer undertakes to accept such an assignment for the remainder of The Contract term under the exact same terms and conditions.
1.14. Tenderers shall not assign, transfer or sub-let The Contract, or any part, share or interest in The Contract without The Employers written consent.
1.15. Tenderers shall, at all times, comply with the following The Employers policies (copies of which are available to download from the Advantage South West Portal):
· Health and Safety Policy Statement and Policy 

· Equality and Diversity/ Equal Opportunities Policy
· Standing Orders

· Financial Regulations

· Contractors Code of Conduct

· Customer Services Standards
1.16. Tenderers shall, at all times, comply with the meaning and scope of the provisions as set out in the following Acts, along with any supporting guidance and best practice:
· Health and Safety at Work Act 1974 and other UK Health and Safety legislation and acts of Parliament 

· The Management of Health and Safety at Work Regulations 1999

· The Workplace (Health Safety and Welfare) Regulations 1992

· Health and Safety (Miscellaneous Amendments) Regulations 2002

· Work at Height Regulations 2005

· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) procedures
· Control of Asbestos Regulations 2012

· Environmental Protection Act 1990

· Data Protection Act 1998 

· Sex Discrimination Act 1975
· Equalities Act 2010 

· Employment Equality Acts (various)

· Race Relations Act 1976
· Race Relations (Amendment) Act 2000
· Disability Discrimination Act 2005

and any other relevant statutory modifications or enactments and all other relevant legislation. 

1.17. Tenderers shall employ suitably qualified, trained and experienced and competent staff, supervisors and operatives for the duration of The Contract.
1.18. Tenderers shall, where necessary/ and or appropriate and when requested by The Employer provide a programme of work(s) and shall amend and update such programmes as necessary and when requested by us.
1.19. Tenderers shall implement and maintain a properly documented system of quality control preferably to ISO 9002 or equivalent.

1.20. Where a non ISO 9002 accredited system of quality control is used, The Employer and our internal auditors may audit Tenderers internal quality systems, procedures and processes to satisfy us of suitability for The Contract. The Employer may make recommendations for quality system improvements, the implementation of which may impact on the appointment or furtherance of The Contract.

1.21. Tenderers shall manage and maintain fully traceable records for all work carried out. The Employer will agree procedures with you post award and prior to commencement.

1.22. Tenderers shall be aware that they could be subject to an investigation by the Housing Ombudsman if a complaint is made about any of your actions when carrying out work on our behalf. 
1.23. Should such an investigation take place, Tenderers are required to fully co-operate in the investigation in the same way The Employer would. The Ombudsman has the same powers as the High Court to compel witnesses to attend for interview and to require the production of documents.
1.24. Tenderers staff, supervisors, operatives and Specialists (i.e. those who work regularly on The Contract) employed or engaged by them shall, without exception, be CRB checked to an enhanced level of disclosure.
1.25. CRB checks shall remain current throughout the life of The Contract and any renewals shall be copied to The Employer.
4.5 TUPE may apply to the Tenderers workforce at the end of The Contract.

4.6 Tenderers shall be aware that they have sole responsibility towards their employees or sub-contractors/ Specialists at the termination or expiry of The Contract.

4.7 Tenderers shall indemnify The Employer, as separate organisations against any costs, claims, liability, demand or actions brought by any of your employees or sub-contractor/ Specialists arising out of or connected with the termination or expiry of The Contract.
4.8 Tenderers shall provide to The Employer full information and documents relating to all employees or sub-contractors/ Specialists who were engaged by them at or within the preceding 3 month period of the date of termination or expiry of this Contract.

7 Contract Preliminaries

1.2. Workmanship

1.2.1. The Contractor shall ensure that their work discharges the duties and obligations of The Employer.
1.2.2. The Contractor shall:

· Employ suitably qualified, experienced and competent staff, supervisors, engineers and operatives for the duration of The Contract.

· Ensure staff, supervisors, engineers and operatives are trained and continue to be trained for the duration of The Contract. 

· Ensure training records shall be available for The Employer to inspect.

· Employ sufficient labour, materials, plant and equipment and administrative support at all times to ensure that The Contract is completed within the agreed programme, timetable and deadlines.

· Carry out and complete The Contract diligently, in a good workmanlike manner, and to a high standard using workmanship and materials of the quality and standards specified.

· Ensure all work and servicing are carried out in accordance with, and comply with the exact requirements of British Standards, other relevant standards and best practice guidance and manufacturers instructions.
· Employ a competent and suitably qualified person in charge who will be responsible for the management of The Contract.

1.3. Information Technology (IT) and Systems

7.1.1 The Tenderer  will use IT systems that interface with those of The Employer, that are  fit for purpose and that enable the required level of service level to be delivered.

7.1.2 Documents must be transmitted in pdf format.

7.1.3 Documents must be stored in a web based electronic library for viewing and downloading when necessary, with access available 24/ 7.
7.1.4 The Employer currently uses the following IT systems and software:
	System

	Housing Management Mainframe System
	Capita Open Housing

	Data Capture and Surveys
	Capita Open Housing

	Financial Accounting
	Capita Open Financials

	Asset Management 
	Capita Open Housing


7.2 Variations and Change
7.2.1 The valuation of variations/ changes shall in the first instance be in accordance with the tendered prices and rates and descriptions therein.
7.2.2 Alternatively, The Employer may require The Contractor to furnish a quotation for approval or where such rates do not reasonably apply, valuation of variations/ changes shall be made by The Employer on a fair and reasonable basis.
7.2.3 The Employer may choose to agree an allowable variation tolerance The Contractor.
7.3 Completion
7.3.1 Completion shall be in accordance with The Contract.
7.4 Valuation, Invoicing, Payment and Fluctuations
1.1.1 Valuation will take place monthly and shall be ascertained in accordance with The Contractors tendered prices and rates.

1.1.2 Payment processes shall be simplified where possible. 

1.1.3 Where fixed monthly payments are made they will be periodically reviewed and adjusted to reflect actuality.

1.1.4 It is important for The Employer to manage their budgets and ongoing commitments effectively. Outstanding payments and accruals do not help them in this management. As such the following is proposed:

· The Contractor shall make a single application for payment for all work completed in the preceding month, within 28 calendar days of the end of the month

· All necessary back up information, that meets the needs of The Employer shall be provided, including for example, laboratory reports, properly completed and legible test and inspection certificates, etc
· The Employer shall agree, or make adjustment to the back-up information provided within 7 calendar days

· The Contractor shall then issue an invoice (one invoice/ many jobs) in the agreed sum

· The Employer aims to make payment within 30/ 31 calendar days

· Importantly, jobs completed in the month, but not included in an application for payment are unlikely to be paid for by The Employer and will only be paid by exception and at The Employers discretion

1.1.5 Standard documents, certificates, valuation, invoicing and payment procedures shall be developed and agreed with The Contractor post award 

1.1.6 The Contractors tendered fixed prices / rates and tendered day work / hourly rates are fixed for the first calendar year of The Contract.

1.1.7 Any adjustment to such rates for subsequent calendar years shall be calculated by application of the average of the Consumer Price Index (CPI), or if such publication is discontinued, whatever relevant index succeeds it, in the preceding 12 months. i.e. any adjustment due in October 2013 shall be the average CPI between August 2012 and July 2013.

1.1.8 The base index for calculation purposes shall be the index published in August 2012.

1.2 Pre and Post Works Inspections

1.2.1 The Employer shall remain at liberty to control and adjust the level of works inspections undertaken and shall work with The Contractor to manage the process of inspections effectively and efficiently.

1.3 Annual Final Account

1.3.1 The Service Provider and WCTT shall agree an annual final account for the Term Programme within 40 days of the end of WCTT financial year, which runs to March 31.

1.4 Defects Liability Period

1.4.1 The defects liability period shall be 12 Months.

1.5 Failure by a Service Provider to Complete within the Required Timescale – General Damages

1.5.1 If work and/ or The Employers instructions are not responded to or completed within the time specified or by any later date fixed by The Employer, The Employer reserves the right to recover from The Contractor any loss and expense incurred by The Employer and/ or their Residents as a result plus an administration charge of 15%.

1.6 Failure by a Service Provider to Complete within the Required Timescale – General Damages

1.6.1 Where The Contractor fails to respond to or work and/ or The Employers instructions within the time specified or by any later date fixed by The Employer, The Employer reserves the right to employ another Contractor to undertake and/ or complete the work.

1.6.2 Any additional costs incurred by The Employer and/ or their Residents including administration costs at 15% shall be recovered from The Contractor.

1.7 Customer Care and Contractors Code of Conduct
1.7.1 The Contractor shall comply with The Employers Contractors Code of Conduct copies of which are in Appendix 4.
1.7.2 Copies of The Employers Customer Care Statements are in Appendix 5.
1.8 Arrangements for Access
1.8.1 Following award and receipt of a programme of works where required, The Employer shall send out letters of notification/ introduction to residents informing them of the proposed works to be undertaken.
1.8.2 The Contractor shall then be responsible for managing and make all necessary arrangements with Residents for gaining access into dwellings so that work can be completed within the required completion period.

1.8.3 “No access” cards shall be left each and every time access cannot be gained and must be in a format that encourages Residents to make contact with The Contractor.

1.8.4 Copies of all “no access” cards must be retained by The Contractor and readily accessible for The Employer to examine.

1.8.5 The Employer will not pay The Contractor abortive costs associated with no-access. 

1.8.6 The following shall be agreed post award:

· A procedure for gaining access to general needs, supported housing/ sheltered/ schemes 

· “No Access” card format 

· A framework and key principles for managing access for vulnerable Residents and Residents with lifestyle, ethnicity and language support needs

1.8.7 The Contractor shall note that work to supported housing/ sheltered schemes and/ or to homes occupied by elderly or vulnerable people may be the subject of special timing and methods of access.

1.8.8 The Contractors staff and operatives shall sign in and out at managed schemes at all times as this is often the only evidence that The Employer has of attendance. As such, no payment shall be made The Contractor for work to managed schemes unless staff and operatives have properly signed in and out.
1.9 Working Hours, Appointments and Emergency Contact
1.9.1 Normal working hours shall be 08:00 to 17:00 Monday to Friday, excluding Bank Holidays.
1.9.2 The Contractor shall make appointments for all work in Residents homes.
1.9.3 The Contractor shall agree and arrange follow up appointments with Residents, at the time they are visiting the Resident, if return visits are required. 
1.9.4 Any appointment will be confirmed in writing to the Resident 
1.9.5 Records shall be kept of all appointments made, kept and not kept and preferably updated on The Employers IT system interface.
1.9.6 The Contractor shall be aware that where they do not attend a pre-arranged appointment, The Employer is liable to pay the resident £30 and such costs will be passed on to The Contractor.
1.9.7 Appointment requirements are summarised as follows, however The Contractor is encouraged to suggest alternative appointment systems.
	Monday to Friday:
	

	General Appointments
	

	AM: 
	08:00 to 12:00
	

	PM:
	13:00 to 16:00
	Finish 17:00

	Specific Appointments
	

	First call AM:
	08:00
	

	First call PM:
	13:00
	


· Specific appointments shall be used as a “back stop” facility for Residents who are clearly unable to have an alternative appointment

· No appointments will be made for work to communal areas

· The Employer may introduce charges for Residents who fail to keep pre-arranged appointments

· The Employer  will work with The Contractor to continually review and improve the effectiveness of the appointments system

1.9.8 The Employer and The Contractor shall develop and agree appointment procedures post award.
1.9.9 The Contractor shall provide The Employer with an emergency contact and telephone number of an employee, or other representative of The Contractor, who will respond to emergencies should the need arise. The contact will be required 24 hours a day, including weekends and holiday periods.
1.10 Working Arrangements
1.10.1 Residents shall remain in occupation whilst works are carried out and the impact of work on resident’s individual lifestyles and needs must be considered at all times.
1.10.2 The Contractor shall be aware that properties may be occupied by elderly, frail or other vulnerable people and people who shift-work, etc and must impress on all staff and operatives that they are working in and around peoples’ homes rather than on a building site.
1.10.3 Ensure the provision of artificial lighting where the existing lighting is inadequate for the proper execution of the works.
1.10.4 Provide all necessary access equipment for the safe and proper execution and completion of the works.
1.10.5 The Contractor shall provide all necessary protection and remove it on completion.
1.10.6 All staff and operatives, as well as wearing suitable, clean and presentable clothing and/ or overalls, shall wear high-vis coveralls displaying both The Employers and The Contractors logo and name.
1.10.7 The Contractors staff and operatives will be required to wear a form of photo identity and name badge at all times, the format of which shall be agreed with The Employer.
1.10.8 The parking of vehicles on public and estate footpaths, fire paths, pre-allocated car parking areas or grassed areas is not permitted. Parking must not inconvenience residents. Provide for all costs in respect of all necessary transport for workpeople and car parking provision where there is inadequate provision on site.
1.10.9 The Contractor shall clear away all rubbish as work progresses and at completion of each visit.

1.10.10 Smoking is not permitted on sites or in or around Residents' homes.

1.10.11 The Contractor staff and operatives will not be permitted to bring on site items such as TV’s, CD players, radios or any form of entertainment likely to distract or interfere with the performance of their duties or use The Employers equipment for purposes other than for the performance of their duties.

1.10.12 The Contractor must not use resident’s electric, water, telephone, gas or any other private services unless by prior agreement with individual Residents, in which case, the Resident should be suitably reimbursed by The Contractor for the use of these services.  The Employer-+ should be notified of, and agree to any such arrangements.

1.10.13 Care shall be taken to cause as little disturbance and nuisance as possible to the occupants of adjacent properties during the progress of the works.
1.11 Key Documents, Notices, Reporting
1.11.1 The Employer and The Contractor shall develop and agree the format and frequency of notices and report required for The Contract post award.

1.11.2 All records relating to individual properties shall contain the following minimum property information:

· Westward unique property reference number (UPRN)

· Full property address including number, block number/ name  and street name

· Full post code

· The tenants (not the occupiers) full name

1.11.3 Two hard copies of all key documents shall be provided (one for site and one for head office).
1.12 Progress and Performance Meetings
1.12.1 Attend regular progress and performance review meetings that will be held at least monthly with representatives from The Employer and possibly Resident Groups, and which may be held outside normal working hours.

1.13 Probationary Period, Progress Meetings, Key Performance Indicators (KPI’s) Annual and Performance Reviews 
Probationary Period

1.13.1 All new Contractors shall be closely supervised for at least six months, after which time their performance will be reviewed.

1.13.2 The results of the review will be fully discussed with the Contractor concerned who will have to demonstrate: -

a) A prompt and courteous service to customers.

b) Good quality workmanship representing good value for money.

c) Repair instructions completed in accordance with Westward Housings performance criteria.

d) Trustworthiness and reliability.

e) Adequate availability and resources, including call outs and working out of hours.

f) Submission of full and accurate invoices within the required timescale.

Progress and Performance Review Meetings
1.13.3 Attend regular progress and performance review meetings that will be held at least quarterly with representatives from The Employer

1.13.4 Attend other progress and performance review meetings that will be held with representatives from The Employer and possibly Resident Groups, and which may be held outside normal working hours.

Performance 

1.13.5 The final adjudicator of performance and performance achievement shall be The Employer at all times.

1.13.6 For contracts greater than 1 year, progression from year to year will be entirely at the discretion of The Employer.

1.13.7 Key Performance Indicators (KPI’s), targets and review procedures shall be developed and agreed with The Contractor post award.

1.13.8 Performance will be reviewed regularly and The Contractor is expected to achieve and maintain the agreed level of performance unless there is good evidenced, factual reason for not doing so.
1.13.9 Persistent, ongoing poor performance against agreed targets by The Contractor will be grounds for determination by The Employer.

1.13.10 For contracts greater than 1 year, a structured, more comprehensive annual performance review will be undertaken.
1.14 Managing Complaints
1.14.1 The Employer recognises that in the right circumstances, formally registering Resident feedback as a complaint and then professionally managing and following it up is good practice, demonstrates customer focus and service and creates an opportunity for learning and service improvement.

1.14.2 A copy of The Employers current complaints processes are available on request.

8 Tender Submission Schedules
Schedule 1 - Required Information

You are required to have a minimum gross annual turnover of twice the estimated value of The Contract or, where applicable, the Lot’s you are bidding for within a contract.

Notwithstanding this, The Employer will evaluate financial risk, including the annual turnover specifically relating to The Contract and/ or Lot and will, entirely at their discretion determine the suitability for a contractor to progress to the quality question and price evaluation.

Before continuing with the completion of this tender, please be comfortable that your Company’s gross annual turnover meets the minimum amounts stipulated.
Please complete Appendix 6 – Qualification Questionnaire

Schedule 2 - Certificate of Non-Collusion
In recognition of the principle that the essence of partnering procurement is that The Employer shall receive bona fide competitive quality and price tenders from all those tendering I/ We CERTIFY THAT:

1.
The Tender submitted herewith is a bona fide Tender intended to be quality and price competitive whilst being realistic and deliverable.

2.
We have not fixed or adjusted the amount of any cost components of the Tender under or in accordance with any agreement with any other person.

3.
We have not done and we undertake that we will not do at any time before the hour specified for the return of the Tenders any of the following acts:


a)
Communicate to a person other than the person calling for this Tender the quality and or cost components of the proposed Tender (except where the disclosure, in confidence, of the quality components or approximate amounts of the cost components of the Tender was essential to obtain insurance premium quotations required for the preparation of the Tender);


b)
Enter into any agreement with any other person that they shall refrain from tendering or any arrangement as to the amount of any cost components of any Tenders to be submitted; and


c)
Offer or pay or give or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing of having to be done in relation to any other Tenders any act or thing of the sort described above.

In this Certificate:

1.
“Person” includes any person and any body or association corporate or incorporate.

2.
“Any agreement or arrangement” includes any transaction of the sort described above, formal or informal and whether legally binding or not.

Dated this …………………………….… day of ………………………...…...……..  2015
Signed: (as in Tender) duly authorised to sign: ……………………………………….

Printed:

for and on behalf of…………………………………………………….

Schedule 3 – Contract Specification

Please refer to the separate Schedule accompanying this tender.
Schedule 4 – Pricing

Please refer to the separate Shedule accompanying this tender.

Schedule 5 – Pricing Document and Offer
	
	Total carried forward from Pricing Document/ Tool   £
	


	Amount in words:

	


Schedule 6 – Form of Tender and Offer

	Contract Ref:  

_________________ 
Contract Name:

_________________


	Form of Tender



	


All documents to be uploaded as a scanned signed and dated copy onto the Advantage South West web portal, https://www.advantageswtenders.co.uk/ by the closing date and time for submission

To Westward Housing (Incorporating: Westcountry Housing and Tarka Housing) hereinafter called "The Employer”.

I/ We of: ______________________________________________________________

1. Acknowledge receipt of the following documentation:

· Invitation to Tender

· Schedules 1 to 6
· Appendices 1 to 6
2. Agree on the acceptance, either in whole or in part of this tender by The Employer at the prices set out in the Pricing Documents.

3. Confirm that I am/ We are fully conversant with The Contract for the provision of the services set out in this tender.

4. Confirm that I/ We have examined all tender documents, obtained all information and carried out all inspections necessary and confirm that this tender is submitted strictly in accordance with the documentation accompanying this Form of Tender and is without any conditions or qualifications whatsoever.

5. Confirm that I/ We have submitted a correct and sufficient tender and ensured that I/ We are fully familiar with the nature and extent of my/ our obligations should my/ our tender be successful.

6. Confirm that I/ We have provided The Employer along with this Form of Tender all the information required in the Invitation to Tender, acknowledge that such information shall be used in the Tender evaluation process and accept that failure to provide a complete Tender may disqualify my/ our tender.

7. Confirm that The Employer will not be responsible or pay for expenses or losses which may be incurred by me/ us in the preparation and submission of my/our tender.

8. Confirm that our quality submission and commitments made therein are binding and will be included as a contract document.

9. Agree that this tender is submitted on the basis that the offer herein contained shall remain in force without variation for a period of 3 months from the closing date for the receipt of tenders.

10. Agree that should The Employer legally assign, novate or transfer the ownership and/ or management of some or all of its housing stock to a new Landlord and/ or management organisation, I/We undertake to accept such an assignment, novation or transfer for the remainder of The Contract term under the exact same terms, conditions, rates and prices.

11. Acknowledge that The Contract will be undertaken in accordance with The Employers Standing Orders and Financial Regulations and confirm that I/We shall comply with the requirements therein.

12. Agree that The Employer does not guarantee to issue any work and no guarantee can or will be given by The Employer with regard to the scope, volume, trade requirement, value, duration, category or continuity of work to be undertaken and that I/ We, have not sought any implied value of work or work scope in any of the information supplied by The Employer.

13. Agree that persistent and ongoing poor performance is likely to result in The Contract being terminated.

14. Agree that the final adjudicator of performance will remain The Employer at all times.

15. Confirm that forthwith on being called to do so by The Employer, I/ We shall execute and release for completion to The Employer, The Contract, together with any variations approved by The Employer, acknowledging our willingness to be bound by the documentation accompanying this Form of Tender in the event of acceptance of my/ our tender by The Employer.

16. Accept that until the execution of The Contract the successful Tender together with The Employer written acceptance shall form a binding agreement between The Employer, the “default terms and conditions” being those of The Contract.

17. Confirm that I/ We are aware of the Freedom of Information Act 2000 and Environmental Information Regulations 2004 and are therefore aware that any information submitted to the Local Authority may be considered for disclosure by them under the legislation.

	Dated this
	
	day of
	
	2012

	Name of person making this Offer                           on behalf of The Contractor:
	

	Position:
	

	Signature:
	

	Company, Trading or Business Name:
	

	Address:
	

	Tel No:
	
	E-mail:
	

	Mobile Tel No:
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