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INTRODUCTION

This Volume 2: Bidder Response Requirements forms part of the Invitation to Tender (ITT) in
relation to the Further Competition for the provision of Security Services for the HMCTS estate
(also referred to as the “Buyer Premises”).

Response requirements include guidance as to how Bids should be prepared and submitted,
evaluation questions (“questions”) and criteria against which Bids will be evaluated. The
guestions and evaluation criteria are set out in Annex 1 of this Volume 2.

This Volume 2 must be read in conjunction with the other Volumes of the ITT.
BIDS
Sections of Bid

211 Bidders must prepare their Bids as set out within this Volume 2. Instructions require
the Bidders to:

e read other Volumes included in the ITT;
o refer to documents located in Volume 5: Data Room (“Data Room”); and,

e submit separate documents that together will comprise a full and compliant
Bid.

Clarity of Bids

221 In order to demonstrate that the Buyer’'s requirements can be met (or exceeded),
Bidders should avoid making bland, “cover all’, statements such as “the
appropriate number of staff will be employed to deliver the service” or “the
appropriate documentation will be completed”. Additionally, Bidders should note
that any statements made in vague or unclear terms, such as “we will endeavour
to...” or "we would like to discuss with the Buyer..." may be disregarded for
evaluation purposes. Bidders must ensure that their response to questions gives
sufficient information to enable the Buyer to evaluate specific proposals
meaningfully.

222 Bidders should not make overarching statements within individual question
responses. The response to individual evaluation questions should be self-
contained within each Question Response Document. Cross-referencing to a
response provided for another question is not permitted (see Sections 3 and 5
below).

GENERAL REQUIREMENTS

The questions are designed to test Bidders’ proposals for credible and coherent solutions,
which should be based on operational experience and sound management practices.
Responses should be written such that all description, explanation, rationale, evidence and
information is entirely explicit. Each response should directly relate to the question being
asked. Information submitted by Bidders that does not directly relate to answering a question
will not be evaluated.
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Bidders should answer each question in full, including but not limited to addressing the
minimum requirements that are detailed within each question and having regard to the
evaluation criteria relevant to each question (see Volume 3: Evaluation Methodology also).

Bidders should ensure that the response to each question is clear and concise, but sufficiently
detailed to answer the question. Bidders are discouraged from ‘padding out’ their responses
in order to meet the maximum page limits identified for each question. One page constitutes
a single side of A4 paper.

Conversely, Bidders should not exceed the page limits. If a response materially exceeds the
relevant page limit, subject to the submission requirements below, the additional text will not
be considered by the Buyer and will not be taken into account for the purposes of evaluation
other than where it contradicts or has an adverse impact on the remainder of the response or
other areas of the Bid.

Any graphics, drawings or tables will not count towards the page limits. Bidders should not
use tables or pull-out boxes to provide substantial amounts of information; they should only
be used to support the text contained in the main question response.

Bidders should not cross refer to responses to other questions or to other parts of the Bid.
Any material which is cross referred to in a response will not be considered by the Buyer in
evaluating that response other than where it contradicts or has an adverse impact on the
remainder of the response or other areas of the Bid.

CONTRACTUAL COMMITMENTS

The Buyer anticipates that certain elements of the successful Bidder’s response will become
a contractual commitment and will inform the Service Delivery Plan. Responses to questions
should therefore be written with this in mind and should contain clear commitments. The Buyer
reserves the right to clarify where it feels a commitment is unclear.

The Buyer reserves the right to include responses over the page limit within the Contract.
SUBMISSION REQUIREMENTS

Bidders are required to submit responses to all questions and to do so via the Buyer’s e-
sourcing portal, Bravo. Failure to answer all questions may mean that the Bid is incomplete
and therefore may be non-compliant.

Each question must be responded to in a separate document, referred to as a “Question
Response Document” (or “QRD”) and saved as a .pdf file.

The file naming convention for Question Response Documents should be as follows:
[Bidder Name]_SEC_[Question Reference] QRD.pdf
For example: ‘Security Guarding Ltd_Sec_SD1_QRD.pdf’
The questions have been divided into six (6) Sections as follows:
e Section 1: Service Delivery

e Section 2: Mobilisation
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e Section 3: Security Management System
e Section 4: People and Resources

e Section 5: Management and Governance
e Section 6: Finance, Commercial and Legal

Bidders are free to format their response documents as they see fit but must include the
guestions to which they are responding in the order set out in Annex 1. Bidders must also
include the name of the bidding organisation in the footer of each page.

Attachments should be kept to a minimum. Where information does need to be included as a
separate attachment, Bidders should be explicit in their question responses as to whether the
information contained within the attachment is supporting information only, and therefore not
to be evaluated, or whether it should be considered as part of the question response and
therefore be evaluated. Bidders should note that if the attachment is intended for evaluation,
it will count towards the page limit, except in the circumstances described in section 3.4 of this
Volume 2.

The following file naming convention must be followed for each attachment:

[Bidder Name]_SEC_[Attachment No.]_[Question Reference]_[Content
Name].pdf

Once finalised, each response should be attached to the relevant question within the
“Technical Envelope” of the sourcing event (the ITT within Bravo). Bidders should note that it
is only possible to attach one (1) file against each question therefore where attachments to a
guestion response are to be submitted, they must be grouped together with the relevant
Question Response Document into one compressed (zip) file. The zipped file should be titled
as:

[Bidder Name] SEC [Question Reference].zip

Further information and examples of document and file names can be found in the, ‘Document
and File Naming Convention’ document, which is embedded below:

W]

Document and File
Naming Convention

Bidders shall ensure that:

o they use the response requirements and guidance for each question as headings to
structure their response. Bidders are allowed to add additional headings as long as the
headings are relevant to the question and the detailed response requirements for each
guestion detailed in Annex 1 have been covered;

o the maximum size of a file or compressed (zip) file uploaded onto the e-sourcing portal is
50 MB;
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e in the Bid, they follow the same number convention and numbering order as set out in
Annex 1;

e they submit their Bid in Arial font size 11 (not including headings, headers and footers,
templates, tables, pull out boxes or spreadsheets);

¢ they follow the on-screen instructions on the e-sourcing portal in order to submit electronic
copies of completed Bids;

o all responses, including any supporting attachments must be compatible with Microsoft
(MS) Office 2016;

¢ they have fully completed and submitted their Bid via the Buyer’s e-Sourcing tool by the
Bid submission deadline set out at 1.8.1 in Volume 1: Introduction, Instructions and Further
Competition Process. The Buyer, in its absolute discretion, may reject Bids received after
the Bid submission deadline.

Bidders are required to list all of the documents that are submitted for each question response
in the Bid Attachment Schedule provided at Annex 2. The attachment number stated in the
list must align with the attachment number included in the file name. Bidders must indicate
against each attachment listed whether the document forms part of the response for
evaluation.

Bidders are reminded of the additional instructions with respect to Bid submission within
Volume 1: Introduction, Instructions and Further Competition Process.

GUIDANCE TO SECTION 1: SERVICE DELIVERY
General Overview of Response Requirements

6.1.1 This Section is designed to allow Bidders to explain to the Buyer how they will
deliver the Services set out in the Statement of Requirements and is an opportunity
for Bidders to differentiate their solution from merely compliant to a proposal
offering a higher degree of assurance and service delivery.

6.1.2 The response provided by the successful Bidder (the “Supplier”) is expected to
become a contractual commitment and will inform the Service Delivery Plan.

GUIDANCE TO SECTION 2: MOBILISATION
General Overview of Response Requirements

7.1.1 Robustly managed mobilisation arrangements are vitally important to the Buyer to
ensure that the delivery of services is maintained during and after the Mobilisation
Period. Failure to successfully complete all aspects of the mobilisation process can
have a significant impact on service delivery after the Mobilisation Period and
potentially throughout the Contract Period.

7.1.2 Having in place and managing a comprehensive Mobilisation Plan will help to
ensure successful transition from the current contracts to the new contract. It is
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7.1.3

7.1.4

7.1.5

7.1.6

essential that all elements of the mobilisation process are identified, meticulously
planned and robustly managed to the mobilisation timetable.

The Buyer intends to provide a Mobilisation Manager (MM) for the Call-Off
Contract. The MM will be the Supplier's main point of contact throughout the
Mobilisation Period. The MM will be the primary conduit for communications and
will monitor the Supplier and incumbent supplier against the Mobilisation Plan. The
MM will be available throughout the Mobilisation Period before moving on at a date
to be agreed between all parties, depending upon the progression of the project.
Bidders should be aware of this arrangement and incorporate the interface with the
MM in their proposals.

As soon as practicably possible after execution of the Call-Off Contract, the Buyer
will ensure that the Supplier's team is given access to the Buyer Premises as
required.

To ensure an effective mobilisation of services, it is imperative that the incumbent
suppliers, the Supplier and the Buyer fully engage to deliver all aspects of the
mobilisation requirements. The Buyer however acknowledges that the Supplier’s
plans are live management tools and as such will require updating and amending
throughout the Mobilisation Period. For this reason, the Buyer is keen to maintain
close liaison with the Supplier during this period to enable any issues arising to be
addressed and mitigated accordingly.

It is the Buyer’s intention to use the plans provided by the Supplier as part of its
Bid as a basis for monitoring and reviewing the Supplier's progress for delivery
throughout the Mobilisation Period.

Development of Mobilisation Procedures and Process

7.2.1

7.2.2

To minimise the risks during the Mobilisation Period, as a part of the Bid, the Buyer
requires Bidders to develop detailed plans and processes that enable smooth
mobilisation of the services, staff and information. The draft Mobilisation Plan
submitted as part of the Bid will form the basis of the full Mobilisation Plan utilised
in the new Call-Off Contract.

Delivery against a robust plan of activities is essential to the successful transfer of
the services from the incumbent contractors to the new Call-Off Contract.

Mobilisation

7.3.1

7.3.2

The Buyer has defined the Mobilisation Period as the period following the Effective
Date to the Start Date. Mobilisation will cover the planning and delivery of all
activities that are essential to the successful mobilisation, including the
development and integration of the proposals for delivering the Service from the
successful Bid. At the Start Date, the incumbent supplier will hand over services,
staff and information to the Supplier to ensure a successful transfer to the new Call-
Off Contract.

Therefore, to fully understand this essential element of the handover process, the
Buyer needs an in-depth understanding of Bidders' proposals for this period.
Attention to detail will be vital to assure a successful handover. The draft
Mobilisation Plan submitted as part of the successful Bid will be used as the basis
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for the Mobilisation Plan to be developed and agreed with the Buyer in accordance
with Call-Off Schedule 13 (Mobilisation and Testing).

Mobilisation Planning

7.4.1 Due to the criticality of this period the Bidder needs to demonstrate that there will
be robust management processes in place and that there will be close dialogue
between the Supplier and the Buyer.

Meeting Schedule

7.5.1 To ensure a successful mobilisation of the Call-Off Contract, regular meetings
between the Buyer’'s implementation team and the Supplier will be necessary, the
purpose of which will be to manage and monitor progress of the mobilisation
process as well as providing a forum to identify and manage issues and risks
arising during that period of the Call-Off Contract.

75.2 Without prejudice to the obligations under the Call-Off Contract with regards
meetings and reports required during the Mobilisation Period, during the
Mobilisation Period, the Buyer will work with the Supplier to review its Mobilisation
Plan and agree a meeting schedule.

Human Resources (HR) and TUPE

7.6.1 Management of HR and management of TUPE transfers, where applicable, are
critical elements of the mobilisation process. To enable the process to be
undertaken smoothly and in a timely manner, the Buyer will require the successful
Bidder to engage with staff, stakeholder groups, the incumbent suppliers and the
Buyer as soon as possible following the Contract award.

GUIDANCE TO SECTION 3: SECURITY MANAGEMENT SYSTEM
General Overview of Response Requirements

8.1.1 The Bidder shall provide their systems solution that they will use to support the
functional requirements set out in the Statement of Requirements.

GUIDANCE TO SECTION 4: PEOPLE AND RESOURCES
General Overview of Response Requirements

9.1.1 This Section allows the Bidder to set out the personnel and resources that will be
deployed to deliver the Contract, explaining how and when these personnel and
resources will be deployed to fulfil the Statement of Requirements, making clear
where any of the personnel or resources are to be sub-contracted, and explaining
the rationale for the answer.

GUIDANCE TO SECTION 5: MANAGEMENT AND GOVERNANCE
General Overview of Response Requirements

10.1.1 This Section allows the Bidder to explain how they will provide the vital
management, supervision and oversight required to provide the assurance to the
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Buyer that the service is being delivered in accordance with the Statement of
Requirements.

GUIDANCE TO SECTION 6: FINANCE, COMMERCIAL AND LEGAL

General Overview of Response Requirements

1111

11.1.2

11.1.3

11.1.4

11.1.5

11.1.6

The Response Requirements for this Section are sub-divided as follows:

Financial Robustness

Financial Coherence

Insurances

Call-Off Guarantee / Performance Bond

Acceptance of the Terms and Conditions at Volume 4

Financial Robustness

11.1.2.1 This question is an opportunity for the Bidder to demonstrate to the
Buyer that their Bid is robust and sustainable, adequately resourced not
only to deliver the fixed element of the services but able to fulfil the
variable, unpredictable requirements of the Call-Off Contract as well as
being able to flex in line with the changing nature of the estate.

Financial Coherence

11.1.3.1 These questions require the Bidder to clearly demonstrate to the Buyer
that financial aspects of their Bid supports, and is consistent with, the
proposals for delivering the Service.

Insurances

11.1.4.1 The Bidder is required to populate the Insurance Tables at question
Sec FCL4 of Annex 1 of this Volume 2 and in doing so confirm that they
have met the Buyer’'s minimum requirements in relation to insurance.

Call Off Guarantee / Performance Bond

11.1.5.1 The Buyer requires a Call-Off Guarantee in the form set out at Joint
Schedule 8 (Guarantee) where there is a parent company. The Buyer
reserves the right to require a Performance Bond from the successful
Bidder. The Bidder is required to confirm that a Call-Off Guarantee, as
set out in Joint Schedule 8 (Guarantee), or a Performance Bond, as set
out in Call-Off Schedule 21, of the Terms and Conditions at Volume 4
will be provided if requested by the Buyer.

Acceptance of the Volume 4: Terms and Conditions

11.1.6.1 The Bidder is required to confirm that they accept the proposed Volume
4: Terms and Conditions.



HMCTS Security Services

OFFICIAL

Commercial and Contract Management (CCM) Directorate

Annex 1. Bidder Response Requirements

Bidders should ensure that the entire question is read before attempting a response. Some questions contain a number of parts.

Capitalised terms have the meaning given to them in Joint Schedule 1 (Definitions) of Part D of Volume 4 of the ITT.

Section 1: Service Delivery

Reference and Title
Sec SD1 -
Planning and
Management of
Service

Section Weighting 25 %
Question

Question

The Bidder shall provide a detailed description of

their proposed service delivery model for the
provisions of all Services (under the Call-Off
Contract), how it is to be delivered and the rationale
for the proposed approach. This shall form the basis
of the Service Delivery Plan in the Call-Off Contract
if the Bidder is successful

Page limit: 10

Instructions and Guidance for Bidders

As a minimum, the response should include and shall be set

out under the following headings:

how the Assignment Instructions will be set out ensuring
that all site-specific and all requirements will be captured
and communicated to both permanent site and relief
security staff;

how the Bidder will ensure that appropriately accredited
staff (Court and Tribunal Security Officers (CTSOs)) are
available at all times to respond to incidents within Core
Hours;

an explanation of how the Bidder will ensure that an
effective search on entry process is maintained at all times
and that all prohibited and/or illegal items are identified,
recorded and confiscated;

the communication with the Buyer and FM Supplier;

how disruption will be minimised to the Buyer’'s and Key
Users’ operational activities and the general running of the
Buyer Premises;

10
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Section 1: Service Delivery

Section Weighting 25 %
Question

Question
Reference and Title

Instructions and Guidance for Bidders

e proposed resources, including demonstration of suitable

competence, internal / external supply chain provision;
¢ management and supervision; and,
e self-auditing and quality assurance of completed activities.

Sec SD2 -
Emergency and
Billable Works

a) The Bidder shall provide a detailed description of
their proposed service delivery model for emergency
and Billable Works, including Reactive Guarding
and Additional Security Services, how it is to be
delivered and the rationale for the proposed
approach.

Page limit: 8
b) The Bidder shall also provide a flowchart (as a
.pdf file) detailing the process from initial contact

through to full resolution.

Page limit: the flowchart is not included in the page
limit

As a minimum, the response should include and shall be set
out under the following headings:

e how service levels, response and rectification times will be
achieved in line with those outlined in the Contract
Management Statement of Requirements;

e how disruption will be minimised to the Buyer's and Key
Users’ operational activities and the general running of the
Buyer Premises;

¢ value for money - how the Bidder will use their knowledge
and expertise to work with the Buyer to ensure that
requirements are fulfilled in a way which offers the Buyer
the best value for money;

e proposed resourcing and management of oversight of the
tasks, including how the Bidder will ensure that tasks are
managed and delivered by personnel with appropriate
skills, experience, capabilities and knowledge of the
various demands of the court environment;

e Security Management System data - how the Bidder will
monitor and control the timely and accurate updating of its
own Security Management System or equivalent following
completion of tasks;

11
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Section 1: Service Delivery

Section Weighting 25 %
Question

Reference and Title

Question

Instructions and Guidance for Bidders

e provision of required reports, as set out in Work Package J

(Security Services) of the Statement of Requirements, and
records of incidents; and,

e approach to receiving and addressing priority reactive
tasks out of hours.

Sec SD3 - Case
Studies

The Bidder shall provide a case study describing
their proposed approach for the delivery of the
Services to the following properties/type of property:

a) public facing buildings with a search on
entry requirement

b) high volume staff and visitor movement
assignments

Page limit: 6

When responding to this question the Bidder should explain
how they will provide an effective and responsive service to
these strategically important buildings which are used by large
numbers of people each weekday with a mix of internal and
external users. The case study should highlight synergies
between existing contracts and HMCTS, operational approach
and lessons learned.

The response must be supported by the use of examples
where the Bidder has had successful outcomes using a similar
approach delivery services of a similar type and scale. The
response should outline the challenges, process of change
and continuous improvement

Sec SD4 - Quality
Assurance

The Bidder shall explain the systems and processes
that they will put in place to ensure that Services are
delivered on time to the required standards and
legislation and that records of all tasks undertaken,

In responding to this question, the Bidder as a minimum
should:

e explain the management structure, monitoring and

and further tasks required are accurately reporting arrangements that will be put in place to pro-

maintained. actively manage all contractual requirements and to ensure
that they are met to a consistently high standard;

Page limit: 8

12
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Section 1: Service Delivery

Section Weighting 25 %
Question Question

Reference and Title

Instructions and Guidance for Bidders

provide detailed examples of the approach to self-audit,

from overall contract monitoring down to an individual
Buyer Premises service level together with the quality
assurance forms and checklists that will be used including
secret shopper audits and penetration testing;

provide details of the cycles and frequency of self-audits to
be conducted including secret shopper audits and
penetration testing;

detail of who will undertake self-audits and quality
assurance activities;

explain how the results of self-audits and quality assurance
activities will be fed into reporting of performance and
opportunities and issues shared with the Buyer;

explain how remediation activities identified through self-
audit and quality assurance activities will be tracked,
actioned and closed; and,

explain how the Bidder will work with the Buyer and any
third parties the Buyer may instruct, to support any audits
that the Buyer may initiate;

explain the quality management and assurance process
that will be applied to the preparation of applications for
payment and invoices in advance of their submission.

Sec SD5 - Data a)
Management

The Bidder shall detail their proposals for
ensuring accurate data management, record
keeping and reporting relating to the Services
required and undertaken.

The response should include particular reference to the
management of subcontractors who may not be
electronically interfaced with the Bidder, and as a minimum
should include:

13
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Section 1: Service Delivery

Reference and Title

Section Weighting 25 %
Question

Question

Page limit: 5

Instructions and Guidance for Bidders

e how the Bidder proposes to accurately record the delivery
of the Services to the required specification and response
times, including who will be responsible for updating
records and the quality control measures that will be
undertaken;

¢ how the Bidder will use management information data to
deliver the Services effectively, including how the data
collected will be used to inform the scheduling of their
activities;

e how the Bidder will ensure that all management information
is available to the Buyer and that it is accurate and kept up-
to-date and, as a minimum, includes:

o confiscated and removed items’
o dropped shifts; and,
o incident logs;

e how the Bidder will ensure that it is able to provide
certificates and other documents to evidence completion of
Services including when the work was completed by their
supply chain; and,

e how the Bidder will ensure that it is able to provide
evidence and supporting information to support the
validation of invoices, including in instances where the
work was carried out by their supply chain.

14
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Section 1: Service Delivery

Section Weighting 25 %
Question Question Instructions and Guidance for Bidders

Reference and Title
b) The Bidder shall also describe how they will | b) When responding to this question, the Bidders response

ensure the management and operation of the should include as a minimum:
management systems in order to provide a
quality service to the Buyer. ¢ how the Bidder will manage service requests received
via the helpdesk outside of the HMCTS Operational
Page limit: 5 Working Hours;

e what contingency arrangements they will put in place
to maintain staffing levels whilst managing staff
absences;

e how the Bidder will ensure that all staff are aware of the
processes to follow when a fault is raised

¢ how the Bidder will work with the Buyer to maximise the
efficiency of the helpdesk;

e how the Bidder will match relevant resource to
requirements using the Security Management System,
including but not limited to, how they will ensure the

correctly qualified staff are assigned whilst ensuring the
timescales within the Contract are met;

¢ how the Bidder will ensure that data held in the Security
Management System is accurate and will remain up to
date throughout the contract; and

e how the Bidder will ensure that the Buyer will have
transparent access to all data held in the Security
Management System and has the ability to readily
configure management information and reports.

15
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Section 1: Service Delivery

Section Weighting 25 %
Question Question Instructions and Guidance for Bidders

Reference and Title
Sec SD6 — Supply a) The Bidder shall define their approach to supply | In responding to this question, the Bidder shall include:

Chain Management chain management in relation to the provision of
the Services = how they will security clear and induct their supply
chain;
Page limit: 8 = the procurement and management of their supply
chain;
= the process to demonstrate how all contractual
requirements will be met by their supply chain;
b) The response to part b) will not be evaluated. It = how the Bidder will initiate and monitor changes in
is for information only but must be answered. service provision with their supply chain partners;
= explanation of risk transfer; and,
Where the Bidder intends to sub-contract elements = the quality systems implemented by the Bidder to
of the Service, the elements of the Service to be sub- ensure their supply chain performance.

contracted shall be identified, and information about
the proposed subcontractors and how they will fit
into the overall commercial structure provided.

The Bidder shall confirm how it intends to meet the
requirements regarding the stated percentage of
sub-contracted spend with SMEs as set out in Call-
Off Schedule 4 and the Order Form.

Page limit: does not apply

Sec SD7 — Health The Bidder shall explain how they will manage and | In responding to this question, the Bidder as a minimum should

and Safety deliver the Services in accordance with health and | include:
safety legislation and to ensure a safe working
environment. e the approach to the supervision of high risk work and

activities including lone working and the tasks undertaken

16
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Section 1: Service Delivery

Section Weighting 25 %
Question Question Instructions and Guidance for Bidders

Reference and Title
Page limit: 10 by appropriately accredited staff (Court and Tribunal
Security Officers (CTSOs));

e an example of a risk assessment method statement
covering front of house duties;

e processes for accident and near miss reporting;

¢ how the Bidder will ensure that those responsible for the
management of staff and those staff responsible for the
delivery of the Services will be trained in the latest health
and safety and security legislation;

¢ how the Bidder will ensure that all Services delivered by
subcontractors are delivered in accordance with health and
safety and security legislation;

e how the Bidder will ensure that each of the Buyer's
Premises has an up-to-date Daily Occurrence Book and
that it is accurately maintained throughout the Contract
Period; and,

¢ the assurance processes that the Bidder will implement to
enable the Buyer to demonstrate that it has adequately
discharged its duties in regard to health and safety and
security legislation.

Sec SD8 - The Bidder shall explain how they will support the | In responding to this question, the Bidder as a minimum should
Sustainability and Buyer in ensuring that the estate is managed in line | include:
Social Values with its sustainability policies, environmental
standards and social values detailed within the | ¢ the type of vehicles used for mobile and key holding
Contract and the Statement of Requirements for response;

Contract Management. These will form part of the

17
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Section 1: Service Delivery

Section Weighting 25 %
Question Question

Reference and Title

in the Order Form at Part A of Volume 4 of the ITT.

Page limit: 4

Contract as the Social Value Commitments set out

Instructions and Guidance for Bidders

e ensuring staff are assigned to buildings with minimum

travel requirements;

e ensuring service delivery is undertaken minimising impact
to the building utility use;

e how the service delivery approach will demonstrate a
commitment to the use of ethical and sustainable
materials;

¢ how the service delivery approach will utilise consumables
which are ethical and sustainable in their design;

e the approach the Bidder will take in supporting the Buyer
in establishing environmental baselines for each site;

e how the Bidder will identify and deliver social value
initiatives relating to:
e creating supply chain opportunities for SMEs;
¢ recruitment of locally engaged labour; and,
¢ recruitment of local supply chain.

e how the Bidder will report on the social value initiatives set
out above.
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Section 2: Mobilisation

Section Weighting 12.5%
Question

Reference and Title
Sec MT1 -
Mobilisation

Question

Please provide a clear, comprehensive and credible

Mobilisation Plan (as a .pdf file).

The draft Mobilisation Plan submitted as part of the
successful Bid will be used as the basis for the
Mobilisation Plan to be developed and agreed with
the Buyer in accordance with Call-Off Schedule 13
(Mobilisation and Testing).

Page limit: 10

Plus 2 pages per CV or person specification

Instructions and Guidance for Bidders

The plan should describe as a minimum:

an overview of the activities to be undertaken to comply
with the Milestones set out in the Contract;

the Mobilisation Plan should include clear separate
sections detailing specific activities in relation to service
delivery HR (staff and TUPE), ICT, (including telephone
helpdesk and security management system) and
governance;

detailed information on the project management
techniques that will be utilised to ensure it is achieved;

the key assumptions made in formulating the mobilisation
plan (Mobilisation Assumptions Log);

identification of potential key risks and issues and the
processes the Bidder plans to put in place to mitigate and
manage them;

details of resource requirements and key individuals in
accordance with Call-Off Schedule 13 (Mobilisation and
Testing), that will be responsible for activities including in
particular the Bidders’ staff who will carry out mobilisation
(including CVs). Where individuals have not yet been
identified, Bidders shall include person specifications for
identified key roles stating the competencies and
experience necessary to fulfil the role;

how compliance with the Contract and any legislative
requirements will be managed and achieved;
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Section 2: Mobilisation

Section Weighting 12.5%
Question Question Instructions and Guidance for Bidders

Reference and Title

e explain the measures the Bidder will put in place to ensure
that all Service requirements are fulfilled from the Start
Date and the steps they will take to ensure seamless
transition of the Services from the incumbent supplier to
themselves.

¢ information on stakeholder engagement (including Buyer
staff, and Key Users);

e governance and Buyer sign-off arrangements to facilitate
mobilisation;

¢ identification of any supply chain dependencies and how
these will be appropriately managed,;

e any dependencies or requirements the Bidder will have on
the Buyer; and,

e the review process to ensure Milestones are met.

Sec MT2-HR and | The Bidder will provide an overall high-level plan | The management and handling of staff is a critical element of
Staff Management | summarising all key HR and TUPE communications, | Mobilisation. It is imperative that sufficient time and resource
consultations, activities, timings, milestones, | are vested in this process. The Bidder’'s proposals for the
dependencies, deliverables, potential risks, issues | management and handling of staff must be robust and
and key assumptions together with their related | credible.

mitigations and management proposals.

The Bidder shall also outline how it intends to ensure
(and how they will ensure that their relevant
subcontractors ensure) the security of the HR data
provided is in line with data protection and data
processing requirements set out in the Contract
during Mobilisation.
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Section 2: Mobilisation

Section Weighting 12.5%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

Page limit: 4
Sec MT3 - The Bidder is required to provide a key stakeholder | As a minimum the Bidder's response should consider the
Stakeholder engagement plan. The plan should identify all key | following stakeholders:
Engagement stakeholder groups (including the Key Users)
pertinent to the successful delivery of the Milestones | ¢  the Buyer;
and the Services and set out how the Bidder | ¢ incumbent suppliers;
proposes to manage their communication and | e current staff (employees who are likely to be transferred
relationships with them. The plan should consider under TUPE);
engagement throughout the Mobilisation Period. e the Key Users.
Page limit: 4
Sec MT4 - The Bidder shall provide a draft plan for the | This plan should be constructed around the following
Mobilisation mobilisation of all IT systems that they will use to | headings, as a minimum:

of IT Systems

service the Contract.

The draft IT Systems plan submitted as part of the
successful Bid will be used for inclusion in the
Mobilisation Plan to be developed and agreed with
the Buyer in accordance with Call-Off Schedule 13
(Mobilisation and Testing).

Page limit: 8

implementation - including all activities, milestones and
resources required to implement new systems;

data migration, collection and validation - including the
arrangements to ensure that all data that may be required
for the provision of the Services is available, understood
and accessible;

data conversion — including the arrangements to ensure
that all data is transferred from existing systems to the
Security Management System as required and in the
manner specified by the Buyer;

reporting - including how the Security Management
System will be configured to ensure that it captures and
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Section 2: Mobilisation

Section Weighting 12.5%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

records all data in a way that it can fulfil the Buyer's
reporting requirements;

e testing - including the arrangements for testing and
validating the Security Management System prior to go
live;

e acceptance - including the arrangements for the

verification and acceptance of the Security Management
System, including acceptance criteria,;

e cutover — including the arrangements for switching from
existing systems to the new Security Management System
in a manner that ensures business continuity; and,

e IT service management — including arrangements to
support the Security Management System before and after
implementation, including how the Security Management
System will be updated and maintained.
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Section 3: Security Management System

Section Weighting 12.5%
Question

Reference and Title
Sec SMSL1 - Service
Delivery Systems
Solution

Question

The Bidder shall explain how their Security
Management System will be used to coordinate and
support the functional requirements of the Security
Helpdesk and the management of the security
contract.

Page limit: 10

Instructions and Guidance for Bidders

When responding to this question the Bidder as a minimum
should include:

a) details of the named individual with single point lead
responsibility for the delivery of the Security Management
System, interface, process, testing and data aspects of the
Bidder’s service solution;

b) the approach proposed to satisfy the demands of the
Statement of Requirements on performance and reporting
including in relation to data provision to enable
performance and information analysis;

c) the approach to ongoing systems, operations and
management with specific reference to the proposed
approaches to:
= compliance with GDPR;
= service management - how the Security Management
System will be used to support the delivery,
management and administration of the Services;

= process and workflow management — details of the
Bidder’s proposed approach and process to workflow
management;

= Security Management System operations and
support — the approach proposed to administration
and support for the Security Management System
including details of the Bidder’s first, second and third
line support requirements;
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Section 3: Security Management System

Section Weighting 12.5%
Question Question Instructions and Guidance for Bidders

Reference and Title

= access control to the helpdesk and Security
Management System — the approach to maintaining
effective access control arrangements;

= configuration, version and change management —
the approach to ongoing configuration, version and
change management to be implemented by the Bidder
on the Security Management System;

= Security Management System, controls and data
audits — the controls and data audit approach to be
implemented by the Bidder for the Security
Management System,;

= reporting - including how outputs, reports and
analysis capabilities will be delivered to the Buyer;
= operations management - including  the

arrangements to support the Security Management
System both before and after completion of the
mobilisation phase of the Contract, including how the
Security Management System will be updated and
maintained;

= performance management — the approach to the
monitoring systems and network performance to
ensure ongoing performance of the Security
Management System is optimised;

= back-up and recovery — the speed of back-up and
recovery arrangements to be implemented by the
Bidder to allow access to the data by the Buyer when a
Business Continuity incident arises with the Security
Management System,;
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Section 3: Security Management System

Section Weighting 12.5%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

d)

confirmation that the proposed Security Management

System solution is capable of supporting the Buyer’s
proposed naming convention as provided in the data room;

specific details of the technical architecture that underpins
the Security Management System solution including:

an overview and a high level schematic diagram of the
proposed information systems, including key component
software, interfaces, firewalls, network components,
hardware components and the key functions supported by
each aspect of the architecture;

details of the physical location of all servers and hardware
components making up the overall architecture;

full details of all operating Security Management System
and database software;

full details of the manufacturer and versions of all
hardware, network infrastructure,
firewall/authentication/encryption and any middleware
components;

a detailed commentary setting out the rationale for
adopting the systems/network architecture detailed in the
schematic diagram.

for each proposed software package, the following
information should be provided in the form of a table to
allow the Buyer to assess the maturity and suitability of the
Bidder’s Security Management System capability:

= software title;

= vendor;
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Section 3: Security Management System

Section Weighting 12.5%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

)

= current release and modules in use or proposed,;

» date of the Bidder’s original implementation of the
software;

» details of the external clients to whom the Bidder
delivers services using this software;

» details of the external clients and/or suppliers who
interface directly with the system, software and/or
capability in order to conduct business in a purely
electronic manner;

= summary of modifications made to the base package;

= an explanation of whether the modifications have
removed the Bidder from the software support or
upgrade path;

= a description of the feasibility and process required to
enable the software to accommodate potential
additional requirements such as additional validated
fields, additional customised reports and interfaces to
third party software;

= operational status of each system component
proposed for use in the delivery and support of the
Services (i.e. live with existing clients, proposed
implementation date, planning underway);

a description of how the Bidder proposes to use IT to
maximum advantage in the management of their
personnel, suppliers and/or subcontractors including how
data required for order completion and balanced scorecard
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Section 3: Security Management System

Reference and Title

Section Weighting 12.5%
Question

Question

Instructions and Guidance for Bidders

h)

performance reporting will be provided by any
subcontractors;

a statement in relation to the availability and ongoing
support of the Bidder’s current IT infrastructure and any
interfaces with specific reference to the arrangements for
tier 1, tier 2 and tier 3 support for all the Security
Management System and network components;

the approach to ensuring performance and availability
requirements in all aspects of the proposed Security
Management System solution are met as specified in the
Call-Off Contract; and,

the approach to technology refresh, including transition to
the new technology.
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Section 4: People and Resources

Reference and Title
Sec PR1 - People
and Resources

Section Weighting 25%
Question

Question

a) Resource Profile

The Bidder shall submit a document setting out and
explaining the rationale for their proposed staffing
structure with levels of required seniority down to a
site level for the delivery of Services.

Page limit: 10

Instructions and Guidance for Bidders

a) Resource Profile

In responding to this question, the Bidder will set out the
resources that will be deployed to service the Contract, and
explain how these resources will be deployed to fulfil the
requirements below, making clear where it is proposed the
Services are to be sub-contracted:

e manned guarding services including appropriately
accredited staff (Court and Tribunal Security Officers
(CTSOs)) requirements;

key holding and response services;

support of the FM contract;

guality assurance and verification; and,

management, supervision and oversight of security
operations;

The response should explain how the Bidder will plan for
resilience of resource to ensure service delivery in accordance
with the Contract and the Statement of Requirements. This
should as a minimum include, contingency plans for how the
Bidder will deal with staff shortages (including planned and
unplanned absences), to ensure service levels and
requirements are maintained at all times and how it will
maintain these levels in line with the necessary security
clearance requirements.
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Section 4: People and Resources

Section Weighting 25%
Question Question

Reference and Title

b) Induction, Training and Development

Bidders to provide details of their ongoing approach
to development and training of staff.

Page limit: 8

Instructions and Guidance for Bidders

The Bidder shall provide details regarding how the Contract will

be resourced, indicating positions and numbers that will be:

o filled by staff in their existing organisation;

o filled by staff transferring through TUPE

o filled by new recruits following an external recruitment; and,
fulfilled by subcontractors.

b) Induction, Training and Development

When responding to this question the Bidder should include:

e the induction, training and development framework and
approach that will be implemented, including provision of a
training matrix linked to the Services;

o effective staff induction including how all staff and new
recruits will be inducted and trained in the ethos and
requirements of the Service;

¢ the types of training and development to be offered to staff;

e training and provision for the continuing professional
development of staff, including technical gqualifications,
licensing and accreditations for the delivery of security
services;

o the approach for cross skilling staff; and,

e the total number of days that will be devoted to training and

development with an indicative profile of these over a 12-
month cycle.

29



OFFICIAL

HMCTS Security Services Commercial and Contract Management (CCM) Directorate

Section 4: People and Resources

Section Weighting 25%

Question Question Instructions and Guidance for Bidders

Reference and Title

Sec PR2 - The Bidder shall detail their proposals for the | When responding to this question Bidders should include an
Personnel Security | management and administration of security checks | explanation of how the Bidder will ensure that there are
Management and security clearances in compliance with the | sufficient and appropriately cleared, licensed court and

Buyer’s requirements set out in Call-Off Schedule 9, | security designated staff available at all times to deliver the
the Statement of Requirements Service | required services and cope with peaks in Buyer demands for
Specification and BS7858:2012 services, covering of breaks, sickness and annual leave.

Page limit: 6
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Section 5: Management and Governance

Section Weighting 15%
Question

Reference and Title
Sec MG1 -
Management
Structure and

Key Staff

Question
a) Management Structure

The Bidder shall describe the management
structure, monitoring and reporting arrangements
that they will put in place in order to ensure that
Services are carried out in line with the Contract.

Page limit: 5

(charts are not included within the page limit)

b) Roles and Responsibilities — Management
Structure and Key Staff

The Bidder shall provide the following information for
those roles that it has identified as being key in the
management and oversight of the Contract:
e role profiles for each role detailing roles and
responsibilities;

Instructions and Guidance for Bidders

a)

Management Structure

The response to this question Bidders should include but not
be limited to:

b)

a chart to illustrate the management structure that will be
utilised to manage the Contract, which should clearly show
the reporting lines within the structure and the board level
member with ultimate accountability for the delivery of the
Contract;

identification of the key roles within the management
structure who will be responsible for the management of
the Contract;

details of how the Bidder proposes to interface and work in
an open and collaborative way with the Buyer and the
Buyer’s representatives;

details of the location of the offices the Contract will be
managed from.

Roles and Responsibilities — Management Structure
and Key Staff

For all the roles identified in the proposed management
structure the Bidder shall provide details regarding how these
positions will be filled, indicating positions and numbers that
will be:

filled by staff in their existing organisation;
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Section 5: Management and Governance

Section Weighting 15%
Question

Reference and Title

Question

e skills and experience required to fulfil each

role; and,
o details of any qualifications or memberships
required for the role.

Page limit: 5

Instructions and Guidance for Bidders

o filled by staff transferring through TUPE; and,
o filled by new recruits following a recruitment.

Sec MG2 -
Management,
Supervision
and Site
Accountability

The Bidder shall explain how they will ensure that
every site will have a single point of accountability
for the management and supervision of the
Services.

Page limit: 6

When responding to this question the Bidder should include as
a minimum:

¢ using the management structure provided in question Sec
MG1, highlight the position within the organisation of those
persons whom it is proposed assume single point of
accountability for the delivery of the Services at site level
with an overview of the proposed level of Ilocal
management cover for groups of buildings across the
estate, and outline the route of escalation in the event of
isSsues;

e the roles and responsibilities of the single point of
accountability;

¢ the monitoring and reporting arrangements that they will
put in place to ensure that Services are being carried out
in line with the Statement of Requirements;

e their approach to coordination, communication and
cooperation with the other suppliers including the FM
Supplier and the Buyer;

e deputising arrangements in the event of absences; and,
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Section 5: Management and Governance

Section Weighting 15%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

an example of a monthly plan which demonstrates how the

single point of accountability will distribute their time during
a typical month.

Sec MG3 - Contract
Administration

The Bidder shall describe the management,
communications and governance processes they
will put in place to ensure the smooth running of the
Contract.

Page limit: 8

When responding to this question the Bidder should as a
minimum explain:

how the Bidder will ensure the effective administration of
the Contract to follow process and avoid backlogs;

how they will resource and manage the accuracy and
completeness of claims relating to the application for
payments process;

how they will ensure settlement of payments following
completion of work;

how they will provide prompt responses to the Variation
Procedure for changes to the estate;

how the Bidder will manage service failures notified to
them, detailing the processes for complaints resolution and
conducting remedial actions, including timescales and
escalation paths ensuring the Buyer is kept fully informed
throughout and that building users receive appropriate and
timely communications;

how the Bidder will resource and manage the accuracy and
completeness of all information held on the helpdesk and
Security Management System;

how the Bidder will keep up to date with and implement any
changes in legislation including the processes that will be
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Section 5: Management and Governance

Reference and Title

Section Weighting 15%
Question

Question

Instructions and Guidance for Bidders

in place to communicate impacts of any changes to staff

on the ground to ensure that they make the necessary
changes to the Service;

¢ what flexibility the Bidder will have to enable them to deal
with changes to the Buyer's strategies and business
needs, including but not limited to, changes to the
organisation’s use of its estate, size of estate, security
standards, threat levels and building protocols;

¢ the communication strategy that the Bidder will put in place
to ensure that:

o all parties receive consistent communications;

e communications are handled and issued in a
manner appropriate to the wide range of audiences
that you will be required to work with; and,

¢ all parties get the information that they require in a
language they understand in a timely manner.

Sec MG4 -
Customer
Satisfaction

The Bidder shall describe the processes they will put
in place for managing customer satisfaction, service
failures and complaints.

Page limit: 6

The response should, as a minimum explain how the Bidder
will:

e ensure a proactive and responsive approach to customer
service including incident investigations, the successful
resolution of complaints and the continuous improvement
of the Services to prevent recurring issues and improve
customer satisfaction;

e engage with sites and local Buyer representatives to
ensure they are aware of current levels of customer
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Section 5: Management and Governance

Section Weighting 15%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

satisfaction and the processes that they will put in place
when it has been identified they are not providing the
service at the levels required;

¢ handle the tracking of service failures and detail the
processes for receiving, logging and acknowledging
complaints and conducting remedial actions, including
timescales and escalation paths, whilst ensuring local
Buyer representatives are kept fully informed throughout;

o ensure that staff adhere to the organisation’s and the
Buyer's Code of Conduct as outlined in the Statement of
Requirements, including confirmation of how the Bidder will
ensure that staff are smartly dressed and;

e are able to communicate effectively, verbally and in
writing, with all persons with whom they encounter, and
details of the Bidder’s standards (including dress code) and
code of conduct and how interpersonal skills of your staff
are monitored and addressed if they fall below these
standards.

Sec MGS5 -
Performance
Management

The Bidder shall explain their approach to managing | As a minimum the Bidders response should include:
its performance throughout the Contract Period.

Page limit: 5

e the processes the Bidder will put in place to ensure that
they are capturing the data as required to fulfil the
requirements within the Call-Off Contract.

e how the Bidder will use the information provided by its
helpdesk and Security Management System to improve its
performance;
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Section 5: Management and Governance

Reference and Title

Section Weighting 15%
Question

Question

Instructions and Guidance for Bidders

e processes that would be put in place should service levels

fall below the standards required in the Contract to return
performance to the required standard, this should include
actions which would be taken to resolve the issue and
target timescales by when the actions should be
completed,;

¢ how the Bidder will use the performance information to
analyse trends, issues and opportunities for improving the
performance of the Buyer's Premises.

Sec MG6 -
Business
Continuity Plan

The Bidder shall provide a draft Business Continuity
and Disaster Recovery (BCDR) Plan, detailing their
approach to the recovery and resumption of
Services including their Security Management
System and helpdesk in the event of disruption to its
business arising from unexpected events.

The draft BCDR Plan submitted as part of the
successful Bid will form the basis of the Plan to be
developed and agreed with the Buyer in accordance
with Call-Off Schedule 8 (Business Continuity and
Disaster Recovery).

Page limit: 6

The BCDR plan should be constructed around the following
headings:

e risk and business impact based assessment of business
continuity requirements in the Contract;

e approaches to ensure business continuity in respect of
staffing resources including staff sickness and holidays;

¢ the approach to ensuring business continuity in respect of
physical location (alarm receiving centre) and physical
assets, including proposed back up arrangements for the
Bidder’s facilities and assets;

o the approach to back up, restore disaster and business
continuity data and approaches to ensure protection of
Buyer data and continued provision of the Services with
minimal down time;

e the approach to back up of data and software including the
frequency of back-ups and the secure storage of back-ups;

36



HMCTS Security Services

OFFICIAL

Commercial and Contract Management (CCM) Directorate

Section 5: Management and Governance

Section Weighting 15%
Question

Reference and Title

Question

Instructions and Guidance for Bidders

e the approach to the review and testing of the Business

Continuity and Disaster Recovery Plan.

Sec MG7 - Risk
Management

The Bidder shall provide a draft risk management
plan for the Contract.

The draft risk management plan submitted as part of
the successful Bid will be agreed with the Buyer and
updated by the Supplier in accordance with Call-Off
Schedule 15 (paragraph 3.)

Page limit: 8 plus the table

The risk management plan must include as a minimum a
preliminary risk assessment (set out in the form of a table)
which identifies:

o the risks that will be the responsibility of the Bidder;
e the risks that will remain the responsibility of the Buyer;
¢ the risks that the Bidder proposes be shared by the Buyer
and the Bidder;
e a definition of each of the risks identified;
e an assessment of the likelihood and consequence for each
risk identified;
¢ an identification of the existing risk controls in place for
each risk identified;
o the strategies that will be applied to manage and mitigate
all and each of the risks identified, including:
» individual proposed to own the risk and responsibility
for its mitigation;
= proposed contingencies in the event the risk occurs;
= other risks considered by the Bidder to be relevant to
the management of the Services;
= the proposed approach to the ongoing review and
updating of the risk management plan.
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Section 6: Finance, Commercial and Legal

Section Weighting 10%
Question

Reference and Title
Sec FCL1 -
Financial
Robustness:
Managing Financial
Risk

Question

From an operational delivery perspective, Bidders
shall explain how they propose to manage the
financial risk of:

e changes to the estate in terms of the number of
Buyer Premises in the portfolio, the operating
hours of the Buyer Premises and the number of
people using the Buyer Premises

e potential performance deductions following KPI
failures

Responses should cover the flexibility of cost base
and the operational solution.

Page limit: 5

Instructions and Guidance for Bidders

The Bidder should avoid making assumptions unless it is
appropriate to do so. Any aspects of the requirement that are
not clear, and which have an impact on the response to this
guestion, should be raised as Bidder Clarification Questions
(BCQs).

Sec FCL2 -
Financial
Coherence:
Resource Profile

The Bidder is required to clearly demonstrate how
the planned resources shown in their response are
reflected in their pricing.

The Bidder must take care to distinguish between
the number of Bidder’s staff employed and full-time
equivalents and between full-time, part-time and
sub-contracted roles.

Page limit: 5

In responding to the question, the Bidder must take account of
the response to question Sec PR1 People and Resources,
Resource Profile. Bidders are not to duplicate the response to
question Sec PR1 in answering this question but should clearly
demonstrate that the response to Sec PR1 and the Pricing
Matrix align.

Please refer to the instructions regarding the use of cross-
referencing and page limits set out in Volume 1 of the ITT.
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Section 6: Finance, Commercial and Legal

Section Weighting 10%
Question Question Instructions and Guidance for Bidders

Reference and Title

ﬁﬁ]carﬁgi;? i The Bidder is required to clearly explain how they | The response should demonstrate that TUPE implications are
Coherence: have built up their fixed costs in relation to their | understood.

Approach to Fixed proposed solution for delivering the Services. The Bidder should avoid making assumptions unless it is

Costs The response to each of the above should clearly appropriate to do so. Any aspects of the requirement that are
detail how costs have been built up in respect of: not clear, and which have an impact on the response to this

guestion, should be raised as Bidder Clarification Questions.
e resource costs

e material costs
e sub-contractor costs

Page limit: 6
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Question Reference and Title:

Sec FCL4 - Insurances

The Bidder is required to populate Insurance Tables 1 to 4 below.

Evaluation Criteria:

The response in each Insurance Table will be evaluated against Pass/Fail criteria as follows:

Pass

No amendment to the Buyer's minimum insurance requirement other than
“acceptable required inserts” in the Call-Off Contract insurance provisions.

Pass

Amendment to the Buyer’s minimum insurance requirement that is not considered
to materially dilute or diminish the insurance required by the Buyer and / or confers
any adverse risk to the Buyer.

Fail

Amendment to the Buyer's minimum insurance requirement that is considered to
materially dilute or diminish the insurance required by the Buyer and / or confers an
adverse risk to the Buyer.

Fail

Insufficient detail and / or incomplete insurance response table and /or is
considered to leave gaps in the level or extent of the insurance cover which
exposes the Buyer to material adverse risk and / or material diminution in the
insurance cover required by the Buyer.
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Table 1 - Third Party Public and Products Liability Insurance

Not less than £30,000,000 (thirty million pounds) in respect of any one
occurrence, the number of occurrences being unlimited in any annual
policy period, but in the annual aggregate in respect of products or
pollution liability (to the extent insured by the policy).

Summary of
Buyer’s Minimum
Cover
Requirements:

The Bidder is required to read the full requirements as set out in Joint
Schedule 3 (Insurance Requirements) Annex: Required Insurances.

a) Bidder’s If ‘NO’
acceptance of please
|anU(a_ncne o specify
the Calloff | YES/NO | areas of
Contract (delete as | Varianceor

appropriate) alternative
proposals:

b) _Conflrmatl_on If ‘NO’
insurance is slerae
in place or Iease’
will be in pleas

\ YES/NO | provide
place prior to details:
the Call-Off (delete as | GEtAIS:
Contract Start | appropriate)

Date

c) Insurer(s)
identity or
range of
insurers to be
utilised
(including any
excess layer
insurers)

d) Proposed
Maximum
Deductible
Threshold
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Table 2 — Professional Indemnity Insurance

Summary of
Buyer’s Minimum
Cover
Requirements:

Not less than £5,000,000 (five million pounds) in respect of any one
claim, and in the annual aggregate during the period of insurance.

The Bidder is required to read the full requirements as set out in Joint
Schedule 3 (Insurance Requirements) Annex: Required Insurances.

a) Bidder’s O’
acceptance of Dlease
IanU(a_ncne in specify
the calLoff | YES/NO | areas of
Contract (delete as | Vartance or

appropriate) | @lternative
proposals:

b) _Conflrman_on I NO’
insurance is please
in place or Iease’
will be in pleas

. YES/NO | provide
place prior to Sk
the Call-Off (delete as etails:
Contract Start | appropriate)

Date

c) Insurer(s)
identity or
range of
insurers to be
utilised
(including any
excess layer
insurers)

d) Proposed
Maximum
Deductible
Threshold
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Table 3 — Employers’ Liability Insurance (required under UK Law)

Summary of The Bidder is required to meet statutory insurance obligations in full.

Buyer’s
Minimum Cover
Requirements:

Not less than £5,000,000 (five million pounds) in respect of any one
occurrence inclusive of costs, the number of occurrences being
unlimited during the period of the insurance or such greater amount as
is required by the applicable Law for the duration of the Call-Off
Contract or such greater period as is required by Law.

Compulsory insurances are required to contain an indemnity to
principals clause in respect of claims made against the Buyer arising
out of the performance of the Supplier in its duties under this Call-Off
Contract.

The Bidder is required to read the full requirements as set out in Joint
Schedule 3 (Insurance Requirements) including Annex: Required

Insurances.
a) Bidder’s If ‘NO’
acceptance please
of insurance specify
provisions in | ves/NO | areas of
the Call-Off ¢
Contract (delete as varlancg or
appropriate) alternative
proposals:
b) Confirmation If ‘NO’
insurance is lease
in place or please’
will be in iz
. YES /NO | provide
place prior details:
to the Call- (delete as | A€tAIS:
Off Contract | appropriate)
Start Date

c) Insurer(s)
identity or
range of
insurers to
be utilised
(including any
excess layer
insurers)

d) Proposed
Maximum
Deductible
Threshold
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Table 4 — Motor Vehicle Third Party Insurance (required under UK law)

Summary of The Bidder is required to meet statutory insurance obligations in full.

Buyer’s Minimum
Cover
Requirements:

Compulsory insurances are required to contain an indemnity to
principals clause in respect of claims made against the Buyer arising
out of the performance of the Supplier in its duties under this Call-Off
Contract.

The Bidder is required to read the full requirements as set out in Joint
Schedule 3 (Insurance Requirements) including Annex: Required

Insurances.
a) Bidder’s If ‘NO’
acceptance of
insurance YES/NO Elloeeacsi?y
provisions in (delete as areas of
the Call-Off appropriate) variance or
Contract alternative
proposals:
b) Confirmation If ‘NO’
insurance is please
in place or will please
be in place YES/NO | provide
prior to the details:
Call-Off (delete as etails.
Contract Start appropriate)
Date
c) Insurer(s)
identity or
range of
insurers to be
utilised

(including any
excess layer
insurers)

d) Proposed
Maximum
Deductible
Threshold
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Question Reference and Title:
Sec FCL5 - Call-Off Guarantee / Performance Bond

The Buyer requires a Call-Off Guarantee in the form set out at Joint Schedule 8 (Guarantee)
(as amended by the Call-Off Special Terms) where there is a parent company.

The Buyer reserves the right to require a Performance Bond from the successful Bidder. [DN:
Bidders shall assume that HMCTS will require a bond of 10% of the total Charge for the Term
from any Supplier which does not have a parent to provide a guarantee, however, HMCTS
reserves the right to waive this requirement]

The Bidder should refer to the Schedules identified above and to the Order From for the full
requirements for the Call-Off Guarantee and Performance Bond.

The Bidder is required to complete Tables 1 to 3 below:

Table 1: Confirmation of Provision

Confirmation that a Call-Off Guarantee

will be provided in accordance with YES NO

Joint Schedule 8 (Guarantee) (as (delete as (delete as appropriate)
amended by the Call-Off Special appropriate)

Terms)

Confirmation that a Performance Bond

will be provided, if requested by the YES NO
Buyer, in accordance with: (delete as (delete as appropriate)
Call-Off Schedule 21 (Performance appropriate)

Bond) (as amended by the Call-Off
Special Terms)

Table 2: Call-Off Guarantee:

Bidding Organisation
Name:

Full Name of proposed
Guarantor:

Registration Number of
proposed Guarantor:

Registered Office of
proposed Guarantor:
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Is the Guarantor an
organisation registered in
the United Kingdom?

YES

(delete as appropriate)

NO

(delete as appropriate)

If the response to the
question above is “NO”,
please confirm that the
Guarantor will provide a
legal opinion confirming its
capacity and ability to enter
into the Call-Off Guarantee

The Guarantor WILL provide
a legal opinion when
requested by the Buyer

(delete as appropriate)

The Guarantor WILL NOT
provide a legal opinion when
requested by the Buyer

(delete as appropriate)

Confirmation that the

proposed Guarantor has

confirmed in writing to

the Bidder that they:

e are prepared to offer
a Guarantee

e intheform setoutin
Joint Schedule 8
(Guarantee) (as
amended by the Call-
Off Special Terms)

Table 3: Performance Bond:

Bidding
Name:

Organisation

Full Name of proposed
of provider of the
Performance Bond:

Registration Number of
proposed provider of the
Performance Bond:

Registered Office of
proposed provider of the
Performance Bond:
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Proposed level of the
Performance Bond (10%
of total contract value):

Confirmation that the
proposed provider of the
Performance Bond has
confirmed in writing to
the Bidder that they:
e are prepared to offer
a Performance Bond
e in accordance with
the requirements of
Call-Off Schedule 21
(Performance Bond)
(as amended by the
Call-Off Special
Terms)
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Question Reference and Title:

Sec FCL6 - Acceptance of Volume 4: Terms and Conditions

a) Statement of Acceptance:

The Bidder is required to confirm that they accept the amendments made and the additional
clauses included by the Buyer for this Further Competition.

The Bidder accepts Volume 4:
Terms and Conditions in full: YES NO

(delete as appropriate) (delete as appropriate)

b) Applicable only where the response to a) is ‘NO’:

If the response to question a) above is ‘NO’ then the Bidder is required to provide Buyer with
the following information:

¢ which additional clause(s) they do not accept

e an explanation of why they do not accept the clause(s)

e proposed amendments for consideration by the Buyer

As the Bidder has already signed up to the Framework Agreement, the Buyer would expect a
‘YES’ response to part a) above. The Buyer will only consider amendments required to fill in
gaps in the documents forming Volume 4: Terms and Conditions (“Volume 4”). Any aspects
of Volume 4 that are not clear should be identified and raised during the Bidder Clarification
Period.
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Annex 2: Bid Attachment Schedule

The Bid Attachment Schedule embedded below should be completed and uploaded to the
‘Forms’ section of the “Technical Envelope” within the sourcing event. The file naming
convention is:

[Bidder Name]_Sec_Bid Attachment Schedule
For example: ‘Security Guarding Ltd_Sec_Bid Attachment Schedule’
Annex 2 Bid
Attachment Schedul
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