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 PROVISION OF SECRETARIAT SERVICES TO THE AGGREGATE WORKING PARTIES (AWP) 
ITT ANNEX A - SPECIFICATION 
1 Introduction

1.1 The Department for Communities and Local Government (DCLG) wishes to let a contract to procure various technical secretariat services for nine designated Aggregate Working Parties (AWPs). There are currently 9 AWPs, one for each of nine geographically contiguous local authority groupings across England. The role of the AWP secretariat function is to enable these Working Parties to fulfil their functions in monitoring the operation of the Managed Aggregate Supply System (MASS).  Tenderers are invited to tender for the provision of Secretariat Services defined in this specification in supporting one or more of the AWP local authority lots – all as detailed in Appendix 1.

1.2 MASS is the mechanism which enables the geographical imbalance in aggregate mineral resources relative to areas of demand to be evened out by an integrated supply system which is administered at a national level. It ensures that resource–rich mineral planning authorities which have adequate resources of aggregates make an appropriate contribution to national as well as local supply, while also ensuring resource-poor areas still make some contribution to meeting local and national needs where that can be done sustainably. The proper operation of the System is a delivery vehicle for the policies set out in paragraph 145 of the National Planning Policy Framework, which requires mineral planning authorities to plan for a steady and adequate supply of aggregates.   

1.3 AWPs are an integral component of the successful management of the MASS. 

1.4 Each AWP, alongside representatives from other organisations as deemed appropriate, also form the National Aggregate Coordinating Group convened by the Department for Communities and Local Government. The Group’s purpose is to monitor the overall provision of aggregate provision in England, and to provide timely advice to Government and individual AWPs. 

2 Background

2.1 AWPs are a combination of local government, central government and industry bodies that monitor the supply of, demand for, and reserves of, all aggregates including both primary aggregate and alternative sources in local authority areas. They also consider the implications of supply to, and from, these areas. To function effectively each AWP requires the support services of an efficient, effective and impartial dedicated secretariat. 

2.2 Each AWP covers a defined grouping of English local authorities responsible for minerals planning. The designated geographic lots of local authorities are set out at Appendix I to this ITT Annex A. Tenders are required in the form of a fixed rate per hour of projected effort, per lot, to undertake the tasks described in section 3 below for either a single lot, multiple lots or for all nine lots altogether. 
2.3 DCLG would inform bidders that the composition of local authority membership of the designated lots in Appendix I are the established groupings based on logistical convenience and previous satisfactory working conventions. 
3 Scope/Objectives 

3.1 Tenderers are requested to submit hourly rates in ITT Annex F for up to 375 hours of estimated effort for the work per year (pro-rated hours for periods of less than one year) described in this section for all nine of the AWP local authority lots detailed in Appendix I, with the exception of the South East lot alone which has an estimated effort requirement of 450 hours. 
3.2 The figures of 375 (450) hours are provided without prejudice and based on the DCLG previous knowledge and experience, and are the DCLG best estimate of the effort required to complete the work to a satisfactory standard. However, this figure is not to be taken a billing target but more of a capped limit which must not be exceeded without prior authorisation.
3.3 Tenderers, if successful, shall undertake the following tasks (in relation to Meetings, Liaison, Surveys, Analysis, Reporting and Administration) which form part of the AWP Secretariat Services:

Meetings and administration:

3.3.1 To organise and service at least one meeting per calendar year of the AWP in liaison with the chair and members including:

3.3.1.1 maintaining and circulating up to date lists of members and their contact details;

3.3.1.2 consulting on and arranging the date(s) and venue(s) of meeting(s);

3.3.1.3 preparing and circulating agendas and papers to all members at least one week before the meeting;

3.3.1.4 briefing the AWP chairperson prior to the meeting;

3.3.1.5 providing and circulating a draft minute of the meeting to all members within two weeks of the meeting;

3.3.1.6 revising draft minutes to take account of members' comments;

3.3.1.7 circulating final minutes to all members within two weeks of members' comments being received;  

3.3.1.8 making the minutes available to the public as paper copies or through an appropriate website; and

3.3.1.9 undertaking the follow up actions such as submitting the AWP's views on consultation documents or correspondence with other Working Parties.

3.3.2 To substitute on exceptional circumstances for the AWP Chairperson, by agreement, at meetings and discussions.

3.3.3 To provide secretariat support to the AWP in meeting(s) (alongside other AWPs) as part of the National Co-ordinating Group, such as briefing the AWP chairperson and others prior to the meeting.     

3.3.4 To provide administrative functions in a professional and businesslike manner, to fulfil what is expected of a secretarial role of this nature in carrying out the duties set out in sections 3.1.1 to 3.1.3.   Additional, particular administrative functions will be to:
3.3.4.1 provide, if necessary, new AWP members with sufficient papers and background information to allow them to participate fully in the first meeting that is attended.  

3.3.4.2 consult with all AWP members as to an appropriate Chairperson of the AWP in the event that a Chairperson stands down, in order to identify an agreed successor.
3.3.5 To attend or arrange for suitable AWP attendance at local plan Inquiries where necessary. 
Liaison:
3.3.6 To liaise with other AWP secretaries, and to attend meetings of other AWPs, by agreement, if significant inter-Working Parties issues arise; and to report exchanges to the next meeting of the AWP.

Surveys: 

3.3.7 To maintain (annually) and update, in liaison with the Mineral Planning Authorities, lists of sites with valid planning permission for extraction of aggregates and non-energy minerals, noting whether these are active or inactive, aggregates rail depots and landing wharves, and fixed sites for the processing of construction, demolition and excavation wastes. To compare these lists with the British Geological Survey in September/October of each year to ensure compatibility of the Working Party survey with the Annual Minerals Raised Inquiry surveys carried out by the Office for National Statistics.

3.3.8 To organise an annual survey of listed sites, in conjunction with Mineral Planning Authorities, of the production of primary aggregates in the AWP area, including marine dredged aggregate as well as of non-energy minerals specific to the AWP area, where appropriate, and carry out calculations of reserves. 

3.3.9 If required, to support the national Aggregate Minerals survey for 2014, which is carried out through a separate contract, by assisting in the collection and collation of data. This involves the distribution of the survey forms to mineral planning officers, liaising with them to ensure that the forms are forwarded to operators, and that the returns are timely, accurate and collated by the Mineral Planning Authorities as required.  To collate all Mineral Planning Authority survey returns such that the interests of individual operators are concealed, unless separately agreed in writing with the operator.

3.3.10 To carry out a survey of local highway authorities of road planings arisings.

Analysis:
3.3.11 To ensure that each Mineral Planning Authority submits its annual Local Area Assessment for scrutiny by the AWP in advance of the preparation of the annual report prepared under section 3.1.12 below. 

Reporting:
3.3.12 To prepare an annual report, following consultation with and agreement of members of the AWP, the minimum content of which should include:

3.3.12.1 an annual assessment of the position of the overall demand and supply of aggregates in the AWP lot,  including a statement on whether it is making a full contribution to meeting national and local needs. This assessment should take into account the Local Aggregate Assessments and the National and sub-National guidelines;

3.3.12.2  a statement of reserves, production and agreed allocations of primary aggregates and of the landbanks within the AWP lot as at 31 December for the calendar year;

3.3.12.3 a comprehensive list of active and inactive sites containing aggregates (and non-energy minerals) in the AWP lot, and of active rail depots, marine wharves and fixed sites for recycling of construction, demolition and excavation wastes within the Area,  as at the 31 December for the calendar year;

3.3.12.4 the amount of alternative sources of aggregate (including recycled and secondary sources), landings of marine dredged aggregates, imports to and exports from the AWP lot, and transport of aggregates;

3.3.12.5 a summary of progress in preparing relevant local authority development framework documents in respect of mineral aggregates policy; 

3.3.12.6 a list of, and comments on, major construction projects or significant developments within each AWP lot that had a greater than local influence on the demand for aggregates; and 

3.3.12.7 commentary on trends

3.3.13 The completed annual report shall be sent to the Department for Communities and Local Government no later than six months after the end of the calendar year for which data is being collated.
3.3.14 To arrange publication of the report as a paper and digital copy, and to provide the Department for Communities and Local Government with a digital copy for placing on the Department’s website. 

Access to Commercially Sensitive and Confidential Data:
3.3.15 To handle such data/information in accordance with the confidentiality protocols that are relevant at the time, and to ensure in their dealings with third parties who are involved in the process of data gathering, that such third parties are also compliant with those protocols.

4 Deliverables/Outputs and Performance Measures

Deliverables;
4.1.1 The key Deliverables are:

4.1.1.1 agendas, papers and minutes for each AWP meeting that shall be publicly available;

4.1.1.2 draft and final annual reports for the calendar year which will omit any commercially confidential information; and

4.1.1.3 advice to the Department for Communities and Local Government and minerals planning authorities on the monitoring of provision of aggregates.

Quality Plan and Risks to Delivery:
4.1.2 The proposal shall include a quality plan setting out quality assurance procedures, including measures to ensure fitness for annual reports, indicating who will be responsible for editorial control. The proposal shall also identify any significant risks to delivery and how these would be addressed.

5 Contract Management Arrangements

5.1 Day to day management of the work, and the scope of the work to be undertaken by the secretariat should be referred to the Department for Communities and Local Government contract manager as follows

Eamon Mythen

Department for Communities and Local Government
Planning/Infrastructure and Environment

NE Quarter, 3rd Floor

Fry Building

2 Marsham Street

London SW1P 4DF

5.2 Work additional to that specified in the contract will not be paid for unless authorised in writing in advance by the DCLG contract manager.  
6 Billing and Invoicing

6.1 The unit of billing shall be the hourly rate submitted in ITT Annex F for undertaking the tasks as set out in section 3 in this ITT Annex A.

6.2 The contract awarded will provide for the successful contractor to submit itemised invoices quarterly in arrears.

6.3 All invoices submitted shall, as appropriate, be supported with sufficient records of actual time expended itemised across the range of activities as set out in section 3 in this ITT Annex A.
6.4 All invoices submitted bearing claims travel and expenses incurred (and all in accordance with ITT Annex D) shall, as appropriate, be supported with receipts or other relevant documentation as evidence of the costs actually incurred.

7 Out of Scope

7.1 The work does not relate to consideration of minerals or uses of minerals, other than primary, secondary or recycled aggregate materials, other than to the extent that other uses may need to be taken into account when considering potential uses of permitted reserves (for instance industrial limestone). 
Appendix I
Listing of the Nine Lots of Minerals Planning Authorities Groupings 
Lot 1 - London 
1. All London Boroughs

Lot 2 - South East 

2. Berkshire Unitary Authorities (Windsor & Maidenhead, West Berkshire, Wokingham, Reading, Bracknell Forest)

3. Buckinghamshire 

4. East Sussex (including Brighton and Hove)

5. Hampshire (including Portsmouth, Southampton and the New Forest National Park) 

6. Isle of Wight 

7. Kent 
8. Medway

9. Milton Keynes 

10. Oxfordshire

11. Surrey

12. West Sussex

Lot 3 - South West 

13. Avon (including Bath & North East Somerset and Bristol)
14. Cornwall

15. Devon (including Plymouth and Torbay)
16. Dorset 

17. Gloucestershire 

18. Somerset 

19. Wiltshire (including Swindon)
Lot 4 - East of England 

20. Bedfordshire (comprising Bedford, Central Bedfordshire, Luton)
21. Cambridgeshire and Peterborough

22. Essex, Southend and Thurrock

23. Hertfordshire 

24. Norfolk

25. Suffolk

Lot 5 - West Midlands 

26. Herefordshire

27. Worcestershire

28. Shropshire & Telford & Wrekin
29. Staffordshire

30. Warwickshire

31. Other West Midlands authorities (Coventry, Dudley, Birmingham, Sandwell, Solihull, Wolverhampton & Walsall)
Lot 6 - East Midlands 

32. Derbyshire (including Derby)
33. Peak District National Park 

34. Leicestershire (including Leicester & Rutland)
35. Lincolnshire 

36. Northamptonshire 

37. Nottinghamshire (including Nottingham)
38. Rutland

Lot 7 - North West 

39. Cheshire

40. Cumbria 

41. Greater Manchester (Bolton, Bury, Manchester, Rochdale, Oldham, Stockport, St Helens, Trafford, Wigan, Blackburn with Darwen, Warrington)

42. Lancashire

43. Merseyside (Knowsley, Liverpool, Sefton, Wirral, Halton)

Lot 8 - Yorkshire and Humber 

44. North Yorkshire (including North Yorkshire County Council, Yorkshire Dales, National Park, North York Moors National Park, York)

45. South Yorkshire authorities (Barnsley, Doncaster, Rotherham, Sheffield)
46. West Yorkshire   authorities (Bradford, Calderdale, Kirklees, Leeds, Wakefield)
47. Humber authorities (including East Riding of Yorkshire, Kingston upon Hull, North Lincolnshire, North East Lincolnshire)
Lot 9 - North East 

48. Northumberland

49. Durham

50. Tyne and Wear authorities (Gateshead, Newcastle Upon Tyne, North Tyneside,  North Tyneside, South Tyneside,  Sunderland)
51. Tees Valley authorities (Darlington, Hartlepool, Stockton on Tees, Redcar & Cleveland, Middlesbrough)
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