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[bookmark: _Toc95729905]SECTION 1: OPENENIG INFOMRATION
1.1 [bookmark: _Toc95729906]BACKGROUND AND INFOMRATION 

East Midlands Education Trust is a Multi Academy Trust that consists of 10 primary schools, 9 secondary schools and 1 alternative provision school with a tight geographical focus on the Nottinghamshire, Derbyshire and Leicestershire areas. 
East Midlands Education Trust is committed to ensure that all of its 10,335 students realise their full potential and develop into young citizens who make a positive contribution to society.







1.2 [bookmark: _Toc95729907]PROJECT OVERVIEW AND BACKGROUND

East Midlands Education Trust is committed in providing safe and comfortable facilities for all of its staff and students. The Trust is part of a health and safety advice and support program and performs internal audits on a regular basis. The External Health and Safety Audit will add assurances for the Trust and when used in combination with the internal audits will offer the central estates team and school staff a clear performance picture and health and safety priorities.











1.3 [bookmark: _Toc95729908]INTERPRETATIONS

In this ITT document the following words shall mean:

“The Trust”						East Midlands Education Trust
“The School”						Please see full school list in schedule 1
“ITT”							This request and supporting documents
“Tenderer”						The supplier receiving this invitation



1.4 [bookmark: _Toc95729909]IMPOTANT NOTICE

The contents of this ITT and of any other documentation sent to you in respect of this tender process, are provided on the basis that they remain the property of the Trust and must be treated as confidential.  If you are unable or unwilling to comply with this requirement you are required to destroy this ITT and all associated documents immediately and not to retain any electronic or paper copies. 

No Tenderer will undertake any publicity activities with any part of the media in relation to the Contract or this ITT process without the prior written agreement of the Trust, including agreement on the format and content of any publicity.

This ITT is made available in good faith.  No warranty is given as to the accuracy or completeness of the information contained in it and any liability or any inaccuracy or incompleteness is therefore expressly disclaimed by the Trust and its advisers. 

The Trust reserves the right to cancel the tender process at any point. The Trust is not liable for any costs resulting from any cancellation of this tender process nor for any other costs incurred by those tendering for this Contract.

It is intended that the remainder of this procurement will take place in accordance with the provisions of this ITT but the Trust reserves the right to terminate, amend or vary the procurement process by notice to all tendering organisations in writing.  The Trust will accept no liability for any losses caused to you as a result of this.

You must inform the Trust in writing if there is any change in control, composition or membership of your organisation or your consortium members subsequent to your expression of interest in this procurement process.  The Trust reserves the right to disqualify you from the procurement process as a result of any such change.

You are reminded of the eligibility requirements that apply to this procurement process at all times.  In particular, these include the provisions set out in Regulation 57 of the Public Contracts Regulations 2015.  Any change in your eligibility must be notified immediately to the Trust in writing and may result in your disqualification from the procurement process.


[bookmark: _Toc95729910][bookmark: _NN97]SECTION 2: INSTRUCTIONS TO TENDERERS
2.1 [bookmark: _Toc95729911]PREPARATION OF TENDERS

2.1.1 Further details of the School’s needs under the Contract and other relevant information is provided in schedule 1. 

2.1.2 If you have any questions or require any clarifications, please contact Harry Segrove and Jamie Fearn, using procurement@emet.uk.com by no later than two days prior to the submission deadline set out in point 2.2.1.

2.1.3 Any queries should clearly reference any appropriate paragraph in the documentation and, to the extent possible, should be aggregated rather than sent individually.  

2.1.4 Where Tenderers have any queries or concerns with any specific condition of the terms and conditions of the contract, these should be submitted in writing to the contact details set out in 2.1.2 of these instructions, as soon as possible, and in any case no later than the deadline set out in 2.1.2 of these instructions.  Please ensure the specific condition(s) and proposed amendment(s) are provided.  These will be reviewed by the School on a case by case basis, and, if accepted, revised terms and conditions will be issued to all Tenderers.  Failure to accept the terms and conditions of the contract may result in the tender being rejected by the Trust.

2.1.5 Other than the person or persons identified above, no School or Trust employee or member has the authority to give any information or make any representation (express or implied) in relation to this ITT or any other matter relating to the Contract.

2.1.6 Please note that the Trust’s responses to any queries or clarification requests may, at the Trust’s discretion, be circulated to all Tenderers.

2.1.7 As far as is reasonably possible, the Trust will respond to all reasonable requests for clarification of any aspect of this ITT and supporting documents, if made before the deadline set out in 2.1.2 of these instructions.

2.1.8 The School reserves the right to issue supplementary documentation at any time during the tendering process to clarify any issue or amend any aspect of the ITT.  All such further documentation that may be issued shall be deemed to form part of the ITT and shall supplement and/or supersede any part of the ITT to the extent indicated.

2.1.9 Tenderers must obtain for themselves at their own expense all information necessary for the preparation of their Tenders. 

2.1.10 Under the Contract the Trust will require compliance with its policies. Tenderers are advised to satisfy themselves that they understand all of the requirements of the Contract before submitting their Tender.

2.1.11 The Tender must be received in accordance with the relevant instructions no later than the time and date indicated. The School reserves the right to reject any responses received after the Deadline.

2.1.12 The Trust reserves the right to extend the Deadline.  Any extension granted will apply to all Tenderers. 

2.1.13 Any attempt by you or your appointed advisers to inappropriately influence the contract award process in any way will result in your tender being disqualified. Any direct or indirect canvassing by you or your appointed advisers in relation to this procurement or any attempt to obtain information from any of the employees or agents of the Trust and/or School concerning another tendering organisation may result in disqualification at the discretion of the Trust.

2.2 [bookmark: _Toc95729912][bookmark: _NN98]TENDER SUBMISSION REQUIREMENTS

2.2.1 Tenders must be returned by email to procurement@emet.uk.com quoting ‘EMET Tender Submission’ and the ITT reference number found on the front page of this document.  The deadline for submission of Tenders is Monday 28th March 2022 – 16.00.

2.2.2 Tenders must be written in the English language.

2.2.3 Tenders must provide responses using the Tender Response Forms found in schedule 3.  The Trust reserves the right to disqualify you if you do not submit your tender in a manner consistent with the provisions set out in Instructions to Tenderers, Specification, Terms and Conditions and the Tender Response section.

2.2.4 Tenderers must complete the Pricing Schedule set out in schedule 3.

2.2.5 Tenderers must provide a current financial statement including:
2.2.5.1 	Balance sheet
2.2.5.2 	Profit and loss account

2.2.6 All Prices shall be stated in pounds sterling and exclusive of VAT.

2.2.7 Tenderers must complete and return schedule 3 which includes:
2.2.7.1 EMET approved contractors from
2.2.7.2 Grounds for mandatory exclusion
2.2.7.3 Grounds for discretionary exclusion
2.2.7.4 Financial Information
2.2.7.5 Price breakdown
2.2.7.6 Quality and delivery
2.2.7.7 Form of Tender 

2.2.8 Only one Tender is permitted from each Tenderer. In the event that more than one is submitted by a Tenderer, the one with the latest time of submission will be evaluated and the other(s) disregarded.

2.2.9 The Tender (including price) should remain valid for a minimum period of 90 days.

2.2.10 Failure to accept the terms and conditions of the contract or to qualify the tender in any way, may result in the tender being rejected by the Trust.

2.2.11 Any signatures must be made by a person who is authorised to commit the Tenderer to the Contract.
2.2.12 
2.3 [bookmark: _Toc95729913][bookmark: _NN99]CONTRACT DOCUMENTS

2.3.1 Any resulting Contract will consist of the Terms and Conditions as set out in Section 3 and the specification of works set out in Schedule 1 of this document. The Contract will be subject to English law and the exclusive jurisdiction of the English Courts.

2.3.2 This Trust is bound by procurement rules and cannot enter into any negotiations on the Tender or Contract.

2.3.3 Any contract award will be conditional on the Contract being approved in accordance with the Trust’s internal procedures and the Trust being generally able to proceed.

2.3.4 The Tenderer shall undertake that, in the event of the tender being accepted by the Trust, within fourteen days of being called upon to do so by the Trust, the tenderer will execute a formal contract consisting of the terms and conditions, specification and submitted pricing schedule within this document and until such date as the contract is executed this tender, together with the formal written acceptance of it by the authorised person(s) on behalf of the Trust, will form a binding agreement between the Trust and the Tenderer.

2.3.5 Failure by the successful tenderer to execute a formal contract within the time specified in point 2.3.4 will render the contract voidable at the option of the Trust at any time.

2.4 [bookmark: _Toc95729914][bookmark: _NN100]TENDER EVALUATION AND AWARD CRITERIA

2.4.1 The Trust does not undertake to accept the lowest or any Tender and reserves the right to accept the whole or any part of any Tender submitted.

2.4.2 Each Tender will be checked initially for compliance with all requirements of the ITT.

2.4.3 Tenders will be evaluated against the award criteria set out in Schedule 2.

2.4.4 During the evaluation period, the Trust reserves the right to seek clarification from any or all of the Tenderers, to assist it in its consideration of their Tenders.

2.4.5 If the Trust suspects that there has been an error in pricing of the tender, the Trust reserves the right to seek clarification as it considers necessary from that tenderer only.

2.4.6 In case a tender appears to be abnormally low in relation to the services to be provided, the Trust will request a clarification in writing and/or explanation concerning its elements.  The Trust reserves the right to exclude a tender, if after a verification process based on the explanations and evidence received it comes to the conclusion that the tender is abnormally low.

2.4.7 The award criteria consist of four parts:
2.4.7.1  	Grounds for exclusion – Both mandatory and discretionary (pass/fail) 
2.4.7.2 	EMET Supplier Evaluation, including financial assessment (pass/fail)
2.4.7.3 	Price (as detailed in schedule 2)
2.4.7.4 	Non price (as detailed in schedule 2)

2.4.8 A full breakdown of criteria weighting is included in the Evaluation Criteria which is set out in Schedule 2.

2.4.9 The financial information provided will be used to assess whether the bidders possess the necessary economic and financial capacity to undertake the contract. 

2.4.10 The financial assessment is an ‘Approved Yes or No criterion based on the level of risk identified. The grounds for exclusion assessment is a Pass or Fail criterion. Only tenderer’s that are financially approved and pass the grounds for exclusion assessment will be considered for the next stages of the award process. 

2.4.11 The tenderer with the highest combined score (price and quality) will be awarded the contract. 

2.4.12 Tenders will be jointly assessed by a Trust representative(s) and a school representative(s).













2.5 [bookmark: _Toc95729915][bookmark: _NN103]FREEDOM OF INFORMATION ACT AND ENVIRONMENTAL INFORMATION STATEMENT

2.5.1 The Trust is subject to The Freedom of Information Act 2000 (“Act”) and The Environmental Information Regulations 2004 (“EIR”).

2.5.2 As part of the Trust’s obligations under the Act or EIR, it may be required to disclose information concerning the procurement process or the Contract to anyone who makes a reasonable request.

2.5.3 If Tenderers consider that any of the information provided in their Tender is commercially sensitive (meaning it could reasonably cause prejudice to the organisation if disclosed to a third party) then it should be clearly marked as "Not for disclosure to third parties” together with valid reasons in support of the information being exempt from disclosure under the Act and the EIR.

2.5.4 The Trust will endeavour to consult with Tenderers and have regard to comments and any objections before it releases any information to a third party under the Act or the EIR.  However, the Trust shall be entitled to determine in its absolute discretion whether any information is exempt from the Act and/or the EIR, or is to be disclosed in response to a request of information.  The Trust must make its decision on disclosure in accordance with the provisions of the Act or the EIR and can only withhold information if it is covered by an exemption from disclosure under the Act or the EIR. 

2.5.5 The Trust will not be held liable for any loss or prejudice caused by the disclosure of information that:
2.5.5.1 Has not been clearly marked as "Not for disclosure to third parties" with supporting reasons (referring to the relevant category of exemption under the Act or EIR where possible); or
2.5.5.2 Does not fall into a category of information that is exempt from disclosure under the Act or EIR (for example, a trade secret or would be likely to prejudice the commercial 	interests of any person); or
2.5.5.3 In cases where there is no absolute statutory duty to withhold information, then notwithstanding the previous clauses, in circumstances where it is in the public interest to disclose any such information.

2.6 [bookmark: _Toc95729916]PROCUREMENT PROCESS AND TIMETABLE

The key dates for the remainder of the procurement process are set out in the table below (although the Trust reserves the right to vary key dates on notice to all Tendering Organisations).

	Event
	Date and Time

	Deadline for queries and questions from tenderers
	Thursday 24st March 2022

	Deadline for the submission of tenders
	Monday 28th March 2022

	Evaluation of Tenderers
	29th – 31st March 2022

	Notification to successful and unsuccessful bidders
	Friday 1stth April 2022

	Standstill period
	1st April 2022 – 11th April 2022

	Contract award date
	Tuesday 12th April 2022

	Contract start date:
	Monday 18th April 2022

	Contract Completed on or before:
	Friday 10th June 2022








[bookmark: _Toc95729917]SECTION 3: CONTRACT TERMS AND CONDITIONS


1. Interpretation
1.1 In this Contract the following words shall mean: - 


	“The Trust”
	The East Midlands Education Trust. Registration No. 07530373



	“The School”
	The School name within section 1 of the ITT document attached.

	“Schools”
	All schools within East Midlands Education Trust

	“the Services”
	the services to be performed by the Contractor as described in the Tender Specification;

	“the Contract Manager”
	***name and full address of the School's Contract manager***

	“the Contractors Contract Manager

“Confidential Information”

	*** name of the Contractors Contract Manager***

means all information which has been designated as confidential by either party in writing or that ought to be considered as confidential (however it is conveyed or on whatever media it is stored) including but not limited to information which relates to the business, affairs, properties, assets, trading practices, services, developments, trade secrets, Intellectual Property Rights, know-how, personnel, customers and suppliers of either party and commercially sensitive information which may be regarded as the confidential information of the disclosing party.  

	"Contractor Personnel"
	all employees, agents, consultants and contractors of the Contractor and/or of any Sub-contractor;

	"Trust’s Confidential Information"
	all Personal Data and any information, however it is conveyed, that relates to the business, affairs, developments, trade secrets, know-how, personnel, and suppliers of the Trust, including all IPRs, together with all information derived from any of the above, and any other information clearly designated as being confidential (whether or not it is marked "confidential") or which ought reasonably be considered to be confidential;

	"Environmental Information Regulations"
	the Environmental Information Regulations 2004 together with any guidance and/or codes of practice issues by the Information Commissioner or relevant Government Department in relation to such regulations;

	"FOIA"
	the Freedom of Information Act 2000 and any subordinate legislation made under this Act from time to time together with any guidance and/or codes of practice issued by the Information Commissioner or relevant Government Department in relation to such legislation;

	"Information"
	has the meaning given under section 84 of the Freedom of Information Act 2000; 

	"Personal Data"
	shall have the same meaning as set out in the Data Protection Act 1998;

	“Property” 

	means the property, other than real property, issued or made available to the Contractor by the School in connection with the Contract.

	"Request for Information"
	a request for information or an apparent request under the Code of Practice on Access to Government Information, FOIA or the Environmental Information Regulations;

	"Working Day"
	any day other than a Saturday, Sunday or public holiday in England and Wales.




1.2 References to “Contract” mean this contract (and include the Schedules).  References to “Clauses” and “Schedules” mean clauses of and schedules to this Contract.  The provisions of the Schedules shall be binding on the parties as if set out in full in this Contract.
1.3 Reference to the singular include the plural and vice versa and references to any gender include both genders.  References to a person include any individual, firm, unincorporated association or body corporate.

2. Commencement and Continuation
2.1 The Contractor shall commence the Services on the earliest date of 11th April 2022.  Actual commencement dates can be confirmed post award and, subject to clauses 11 shall complete the Services on or before 27th May 2022.
This Contract shall be deemed to have been effective from 11th April 2022.

3. Contractor's Obligations
3.1 The Contractor shall promptly and efficiently complete the Services in accordance with the provisions set out in the Specification.
3.2 The Contractor shall comply with the accounting and information provisions of Schedule 2.
3.3 The Contractor shall comply with all statutory provisions including all prior and subsequent enactments, amendments and substitutions relating to that provision and to any regulations made under it.


4. Trust’s Obligations
The Trust will comply with the payment provisions of Schedule 2 provided that the School has received full and accurate information and documentation as required by Schedule 2 to be submitted by the Contractor for work completed to the satisfaction of the School.

5. Changes to the Trust's Requirements
5.1 The Trust shall notify the Contractor of any material change to the Trust's requirement under this Contract.
5.2 The Contractor shall use its best endeavours to accommodate any changes to the needs and requirements of the Trust provided that it shall be entitled to payment for any additional costs it incurs as a result of any such changes.  The amount of such additional costs to be agreed between the parties in writing.


6. Management
6.1 The Contractor shall promptly comply with all reasonable requests or directions of the Contract Manager in respect of the Services.
6.2 The Contractor shall address any enquiries about procedural or contractual matters in writing to the Contract Manager.  Any correspondence relating to this Contract shall quote the reference number set out in the Recitals to this Contract.

7. Contractor's Employees and Sub-Contractors
7.1 Where the Contractor enters into a sub-contract with a supplier or contractor for the purpose of performing its obligations under the Contract, it shall ensure that a provision is included in such a sub-contract which requires payment to be made of all sums due by the Contractor to the sub-contractor within a specified period not exceeding 30 days from the receipt of a valid invoice. 
7.2 The Contractor shall take all reasonable steps to satisfy itself that its employees or sub-contractors (or their employees) are suitable in all respects to perform the Services.
7.3 The Contractor shall immediately notify the Trust if they have any concerns regarding the propriety of any of its sub-contractors in respect of work/services rendered in connection with this Contract.
7.4 The Contractor, its employees and sub-contractors (or their employees), whilst on School premises, shall comply with such rules, regulations and requirements (including those relating to security arrangements) as may be in force from time to time.
7.5 The Contractor shall ensure the security of all the Property whilst in its possession, during the supply of the Services, in accordance with the School’s reasonable security requirements as required from time to time.
7.6 It is the sole responsibility of the Contractor to ensure its employees and sub-contractors (or their employees), hold a valid Enhanced DBS certificate whilst working on school premises unless express written authority from the Trust has been obtained under special circumstances.


8. Warranty and Indemnity
8.1 The Contractor warrants to the Trust that the obligations of the Contractor under this Contract will be performed by appropriately qualified and trained personnel with reasonable skill, care and diligence and to such high standards of quality as it is reasonable for the Trust to expect in all the circumstances.  The Trust will be relying upon the Contractor's skill, expertise and experience in the performance of the Services and also upon the accuracy of all representations or statements made and the advice given by the Contractor in connection with the performance of the Services and the accuracy of any documents conceived, originated, made or developed by the Contractor as part of this Contract.  The Contractor warrants that any goods supplied by the Contractor forming a part of the Services will be of satisfactory quality and fit for their purpose and will be free from defects in design, material and workmanship.
8.2 Without prejudice to any other remedy, if any part of the Services is not performed in accordance with this Contract then the Trust shall be entitled, where appropriate to:
8.2.1 require the Contractor promptly to re-perform or replace the relevant part of the Services without additional charge to the School; or
8.2.2 assess the cost of remedying the failure (“the assessed cost”) and to deduct from any sums due to the Contractor the Assessed Cost for the period that such failure continues.
8.3 The Contractor shall be liable for and shall indemnify the Trust in full against any expense, liability, loss, claim or proceedings arising under statute or at common law in respect of personal injury to or death of any person whomsoever or loss of or damage to property whether belonging to the Trust or otherwise arising out of or in the course of or caused by the provision of the Services.
8.4 The Contractor shall be liable for and shall indemnify the Trust against any expense, liability, loss, claim or proceedings arising as a result of or in connection with any breach of the terms of this Contract or otherwise through the default of the Contractor
8.5 All property of the Contractor whilst on the Trust’s premises shall be there at the risk of the Contractor and the Trust shall accept no liability for any loss or damage howsoever occurring to it.
8.6 The Contractor shall ensure that it has adequate insurance cover with an insurer of good repute to cover claims under this Contract or any other claims or demands which may be brought or made against it by any person suffering any injury damage or loss in connection with this Contract.  The Contractor shall upon request produce to the School, it's policy or policies of insurance, together with the receipt for the payment of the last premium in respect of each policy or produce documentary evidence that the policy or policies are properly maintained.

9. Payment and Accounts
9.1 The Contractor shall maintain full and accurate accounts for the Service against the expenditure headings in the pricing table found in schedule 3, section 5.  Such accounts shall be retained for at least 6 years after the end of the financial year in which the last payment was made under this Contract.
9.2 The Contractor shall permit duly authorised staff or agents of the Trust or the National Audit Office to examine the accounts at any reasonable time and shall furnish oral or written explanations of the account if required.
The invoice shall be prepared by the Contractor upon completion of the service contained within this contract in arrears.
9.3 The invoice shall be sent, within 30 days of the end of the Contract to AP@emet.uk.com , quoting the purchase order reference number which is allocated after a successful Tender.   The Trust undertakes to pay correctly submitted invoices within 30 days of receipt. The Trust shall not be responsible for any delay in payment caused by an incomplete or illegible invoice.

10. Termination
10.1 In the event of any breach of this Contract by either party, the other party may serve a notice on the party in breach requiring the breach to be remedied within a period specified in the notice which shall be reasonable in all the circumstances.  If the breach has not been remedied by the expiry of the specified period, the party not in breach may terminate this Contract with immediate effect by notice in writing.
10.2 In the event of a material breach of this Contract by either party, the other party may terminate this Contract with immediate effect by notice in writing.
10.3 This Contract may be terminated by the Trust with immediate effect by notice in writing if at any time:- 

10.3.1 the contractor fails to comply with the DBS requirements in point 7.6

10.3.2 the Contractor passes a resolution that it be wound-up or that an application be made for an administration order or the Contractor applies to enter into a voluntary arrangement with its creditors; or
10.3.3 a receiver, liquidator, administrator, supervisor or administrative receiver be appointed in respect of the Contractor's property, assets or any part thereof; or
10.3.4 the court orders that the Contractor be wound-up or a receiver of all or any part of the Contractor's assets be appointed; or
10.3.5 the Contractor is unable to pay its debts in accordance with Section 123 of the Insolvency Act 1986.
10.3.6 there is a change in the legal or beneficial ownership of 50% or more of the Contractor's share capital issued at the date of this Contract or there is a change in the control of the Contractor, unless the Contractor has previously notified the School in writing.  For the purpose of this Sub-Clause 10.4.5 “control” means the power of a person to secure that the affairs of the Contractor are conducted in accordance with the wishes of that person by means of the holding of shares or the possession of voting power.
10.3.7 the Contractor is convicted (or being a company, any officers or representatives of the Contractor are convicted) of a criminal offence related to the business or professional conduct
10.3.8 the Contractor commits (or being a company, any officers or representatives of the Contractor commit) an act of grave misconduct in the course of the business;
10.3.9 the Contractor fails (or being a company, any officers or representatives of the Contractor fail) to fulfil his/their obligations relating to the payment of Social Security contributions;
10.3.10 the Contractor fails (or being a company, any officers or representatives of the Contractor fail) to fulfil his/their obligations relating to payment of taxes;
10.3.11 the Contractor fails (or being a company, any officers or representatives of the Contractor fail) to disclose any serious misrepresentation in supplying information required by the School in or pursuant to this Contract.
10.4 Nothing in this Clause 10 shall affect the coming into, or continuance in force of any provision of this Contract which is expressly or by implication intended to come into force or continue in force upon termination of this Contract.

11. Status of Contractor
11.1 In carrying out its obligations under this Contract the Contractor agrees that it will be acting as principal and not as the agent of the Trust or it’s Schools.
11.2 The Contractor shall not say or do anything that may lead any other person to believe that the Contractor is acting as the agent of the Trust or it’s Schools.




12. [bookmark: _Toc139080303][bookmark: _Ref67837339]Confidentiality
12.1 [bookmark: _Toc139080304]Except to the extent set out in this clause or where disclosure is expressly permitted elsewhere in this Contract, each party shall:
12.1.1 [bookmark: _Toc139080305]treat the other party's Confidential Information as confidential and safeguard it accordingly; and
12.1.2 [bookmark: _Toc139080306]not disclose the other party's Confidential Information to any other person without the owner's prior written consent.
12.2 [bookmark: _Ref72314566][bookmark: _Toc139080307]Clause 12 shall not apply to the extent that:
12.2.1 [bookmark: _Toc139080308]such disclosure is a requirement of Law placed upon the party making the disclosure, including any requirements for disclosure under the FOIA or the Environmental Information Regulations pursuant to Clause 13 (Freedom of Information);
12.2.2 [bookmark: _Toc139080309]such information was in the possession of the party making the disclosure without obligation of confidentiality prior to its disclosure by the information owner; 
12.2.3 [bookmark: _Toc139080310]such information was obtained from a third party without obligation of confidentiality;
12.2.4 [bookmark: _Toc139080311]such information was already in the public domain at the time of disclosure otherwise than by a breach of this Contract; or
12.2.5 [bookmark: _Toc139080312]it is independently developed without access to the other party's Confidential Information.
12.3 The Contractor may only disclose the School's Confidential Information to the Contractor Personnel who are directly involved in the provision of the Project and who need to know the information, and shall ensure that such Contractor Personnel are aware of and shall comply with these obligations as to confidentiality. 
12.4 [bookmark: _Toc139080313]The Contractor shall not, and shall procure that the Contractor Personnel do not, use any of the Trust’s Confidential Information received otherwise than for the purposes of this Contract.
12.5 [bookmark: _Toc139080318][bookmark: _Ref72314541][bookmark: _Toc139080320]The Contractor shall ensure that their employees, servants or such professional advisors or consultants are aware of the Contractor’s obligations under this Contract.
12.6 [bookmark: _Toc139080323]Nothing in this Contract shall prevent the Trust from disclosing the Contractor's Confidential Information:
12.6.1 [bookmark: _Toc139080324]for the purpose of the examination and certification of the Trust’s accounts; or
12.6.2 [bookmark: _Ref75863939][bookmark: _Toc139080325]for any examination pursuant to Section 6(1) of the National Audit Act 1983 of the economy, efficiency and effectiveness with which the School has used its resources.
12.7 [bookmark: _Toc139080326]The Trust shall use all reasonable endeavours to ensure that any employee, third party or Sub-contractor to whom the Contractor's Confidential Information is disclosed pursuant to clause 12 is made aware of the Trust’s obligations of confidentiality.
12.8 Nothing in this clause 12 shall prevent either party from using any techniques, ideas or know-how gained during the performance of the Contract in the course of its normal business to the extent that this use does not result in a disclosure of the other party's Confidential Information or an infringement of Intellectual Property Rights.

13. Freedom of Information
13.1 [bookmark: _Toc139080291]The Contractor acknowledges that the Trust is subject to the requirements of the FOIA and the Environmental Information Regulations and shall assist and cooperate with the Trust to enable the Trust to comply with its information disclosure obligations. 
13.2 [bookmark: _Toc139080292]The Contractor shall and shall procure that its Sub-contractors shall: 
13.2.1 [bookmark: _Toc139080293]transfer to the Trust all Requests for Information that it receives as soon as practicable and in any event within two Working Days of receiving a Request for Information; 
13.2.2 [bookmark: _Toc139080294]provide the Trust with a copy of all Information in its possession, or power in the form that the Trust requires within five Working Days (or such other period as the Trust may specify) of the Trust's request; and
13.2.3 [bookmark: _Ref138742981][bookmark: _Toc139080296]provide all necessary assistance as reasonably requested by the Trust to enable the Trust to respond to the Request for Information within the time for compliance set out in section 10 of the FOIA or regulation 5 of the Environmental Information Regulations.
13.2.4 [bookmark: _Toc139080298]The School shall be responsible for determining in its absolute discretion and notwithstanding any other provision in this Contract or any other agreement whether any Information is exempt from disclosure in accordance with the provisions of the FOIA or the Environmental Information Regulations.
13.2.5 In no event shall the Contractor respond directly to a Request for Information unless expressly authorised to do so by the Trust.
13.2.6 The Contractor acknowledges that (notwithstanding the provisions of Clause 13) the Trust may, acting in accordance with the Ministry of Justice’s Code of Practice on the Discharge of the Functions of Public Authorities under Part 1 of the Freedom of Information Act 2000 (“the Code”), be obliged under the FOIA, or the Environmental Information Regulations to disclose information concerning the Contractor or the Project:
13.2.7 in certain circumstances without consulting the Contractor; or
13.2.8 [bookmark: _Toc139080300]following consultation with the Contractor and having taken their views into account; provided always that where 13.5.1 applies the Trust shall, in accordance with any recommendations of the Code, take reasonable steps, where appropriate, to give the Contractor advanced notice, or failing that, to draw the disclosure to the Contractor’s attention after any such disclosure.
13.3 The Contractor shall ensure that all Information is retained for disclosure and shall permit the Trust to inspect such records as requested from time to time. 

14. Access and Information
The Contractor shall provide access at all reasonable times to the Trust’s internal auditors or other duly authorised staff or agents to inspect such documents as the Trust considers necessary in connection with this Contract and where appropriate speak to the Contractors employees. 

15. Transfer of Responsibility on Expiry or Termination
15.1 The Contractor shall, at no cost to the Trust, promptly provide such assistance and comply with such timetable as the Trust may reasonably require for the purpose of ensuring an orderly transfer of responsibility upon the expiry or other termination of this Contract.  The Trust shall be entitled to require the provision of such assistance both prior to and, for a reasonable period of time after the expiry or other termination of this Contract.
15.2 Such assistance may include (without limitation) the delivery of documents and data in the possession or control of the Contractor which relate to this Contract, including the documents and data, if any, referred to in the Schedule.
15.3 The Contractor undertakes that it shall not knowingly do or omit to do anything which may adversely affect the ability of the Trust to ensure an orderly transfer of responsibility.

16. Amendment and variation
No amendment or variation to this Contract shall be effective unless it is in writing and signed by or on behalf of each of the parties hereto.  The Contractor shall comply with any formal procedures for amending or varying contracts which the Trust may have in place from time to time.

17. Assignment and Sub-contracting
The benefit and burden of this Contract may not be assigned or sub-contracted in whole or in part by the Contractor without the prior written consent of the Trust.  Such consent may be given subject to any conditions which the Trust considers necessary.  The Trust may withdraw its consent to any sub-contractor where it no longer has reasonable grounds to approve of the sub-contractor or the sub-contracting arrangement and where these grounds have been presented in writing to the Contractor.

18. The Contract (Rights of Third Parties) Act 1999
This Contract is not intended to create any benefit, claim or rights of any kind whatsoever enforceable by any person not a party to the Contract.

19. Waiver
No delay by or omission by either Party in exercising any right, power, privilege or remedy under this Contract shall operate to impair such right, power, privilege or remedy or be construed as a waiver thereof.  Any single or partial exercise of any such right, power, privilege or remedy shall not preclude any other or further exercise thereof or the exercise of any other right, power, privilege or remedy.

20. Notices
Any notices to be given under this Contract shall be delivered personally, sent by post or by email transmission to the Contract Manager (in the case of the School) or to the address set out in this Contract.

21. Dispute resolution
21.1 The Parties shall use all reasonable endeavours to negotiate in good faith and settle amicably any dispute that arises during the continuance of this Contract.
21.2 Any dispute not capable of resolution by the parties in accordance with the terms of Clause 21 shall be settled as far as possible by mediation in accordance with the Centre for Dispute Resolution (CEDR) Model Mediation Procedure.
21.3 No party may commence any court proceedings/arbitration in relation to any dispute arising out of this Contract until they have attempted to settle it by mediation, but any such mediation may be terminated by either party at any time of such party wishing to commence court proceedings/arbitration.

22. Discrimination
22.1 The Contractor shall not unlawfully discriminate within the meaning and scope of any law, enactment, order, or regulation relating to discrimination (whether in race, gender, religion, disability, sexual orientation or otherwise) in employment.
22.2 The Contractor shall take all reasonable steps to secure the observance of Clause 23.1 by all servants, employees or agents of the Contractor and all suppliers and sub-contractors employed in the execution of the Contract.
23. Law and Jurisdiction
This Contract shall be governed by and interpreted in accordance with English Law and the parties submit to the jurisdiction of the English courts.




































[bookmark: _Toc95729918]SCHEDULE 1: SPECIFICATION OF WORKS

External Health and Safety Audits 2022

· Full Health and safety audit carried out at the sites listed in table 2
· Each site visit must be arranged with the contacts listed in table 2
· Confirmation of visits to be confirmed via email with school staff in table 2 and hsegrove@emet.uk.com 
· Each audit must be carried out in line with the proposed start and finished dates in section 2.6
· Each audit report is to be sent to the school contact listed in table 2 and;
· hsegrove@emet.uk.com
· cpunter@emet.uk.com 
· Suppliers are to provide cost per site breakdown but invoice upon completion
· Health and safety categories and areas to be covered are listed in table 1 which is also embedded in the link below [HS Audit 2022 Specification.xlsx]




[image: ]
	Table 2

	School Name
	School Type
	 Address
	Post Code
	Phone number
	Main Contact

	CP Riverside School
	Alternative 
provision
	Riverside Way
Nottingham
	NG2 1DP
	0115 9864098
	Mark Starling

	Castle Donington College
	Secondary
	Mount Pleasant
Castle Donington
Derby 
	DE74 2LN
	01332 810528
	Jez Barnard

	Highfields School
	Secondary
	Upper site: Upper Lumsdale
Matlock, Derbyshire
Lower site: Starkholmes Road
Matlock, Derbyshire
	DE4 5NA

DE4 3DD
	01629 581888
	Alison Watson

	John Flamsteed Community School
	Secondary
	Derby Road
Denby Village
Ripley
	DE5 8NP
	01332 880260
	Trish Fretwell

	Joseph Whitaker School
	Secondary
	Warsop Lane
Rainworth
Mansfield, Nottingham
	NG21 0AG
	01623 792327
	Adrian Weir

	The Kimberley School
	Secondary
	Newdigate Street
Kimberley
Nottimgham
	NG16 2NJ
	0115 9387000
	Kirsty Andrews

	Limehurst Academy
	Secondary
	Bridge Street
Loughborough
	LE11 1NH
	01509 263444
	Becky Hutchinson

	The Ripley Academy
	Secondary
	Peasehill
Derbyshire
	DE5 3JQ
	01773 746334
	Collette Robson

	The South Wolds Academy
	Secondary
	Church Drive
Keyworth
Nottingham
	NG12 5FF
	0115 9373506
	Andi Hooker

	The West Bridgford School
	Secondary
	Loughborough Road
West Bridgford
Nottingham
	NG2 7FA
	0115 9744488
	Mandy Anghelone

	Awsworth Primary School
	Primary
	The Lane
Awsworth
Nottingham
	NG16 2QS
	0115 9321926
	Charlotte Moore

	Chellaston Infant School
	Primary
	School Lane
Chellaston
Derby
	DE73 6TA
	01332 700298
	Mary Tomlinson

	Chellaston Junior School
	Primary
	Maple Drive
Chellaston
Derby
	DE73 6PZ
	01332 701460
	Nic Bacon

	Gilthill Primary School
	Primary
	Gilthill
Kimberley
Nottingham
	NG16 2GZ
	0115 9190611
	Emma Westgarth

	Hollywell Primary School
	Primary
	Hardy Street
Kimberley
Nottingham
	NG16 2JL
	0115 9195898
	Sallyann Petts

	Homefields Primary School
	Primary
	Parkway
Chellaston
Derby
	DE73 5NY
	01332 691351
	Mel Ross

	Kimberley Primary School
	Primary
	Swingate
Kimberley
Nottingham
	NG16 2PG
	0115 9385050
	Karen Eardley

	Larkfields Infant School
	Primary
	Coronation Road
Nuthall
Nottingham
	NG16 1EP
	0115 9137730
	Zoe Allen

	Mornington Primary School
	Primary
	Mornington Crescent
Nuthall
Nottingham
	NG16 1RF
	0115 9757745
	Julie Donoughue

	Street Lane Primary School
	Primary
	Street Lane
Denby
Ripley, Derbyshire
	DE5 8NE
	01773 742717
	Kelly Brentnall


[bookmark: _Toc95729919]

SCHEDULE 2: AWARD CRITERIA & SCORING METHODOLOGY
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[bookmark: _Toc332113999][bookmark: Annex_B]

[bookmark: _Toc95729920]SHEDULE 3: SUPPLIER TENDER RESPONSE

	[bookmark: _Toc95729921]Section 1: EMET Approved Contractor Request Form (F-PRO-004_V1)

	1.1 Company Details

	Company name:
	

	Address:
	



	Telephone number:
	

	Company registration number:
	

	VAT number:
	

	Number of employees:
	

	Purchase order email address:
	

	Account manager name:
	

	Bank name:
	

	Account number:
	

	Sort code:
	

	Remittance email address:
	

	Invoicing address 
(if different to company address)
	



	The standard supplier payment terms used by East Midlands Education Trust are: 30 days from date of invoice, transferred via BACS payment. These payment terms will be used as default unless otherwise agreed in writing.



	1.2 Supply details

	Please select the most appropriate supply type and category to suit your business and supply to EMET

	Supply Category:
	Works and site services

	Brief description of the product and/or service being provided on this occasion:
	



	1.3 Insurance

	Please provide insurance details below
Please send copies of certificates when returning the tender pack

	Insurance title
	Insurer name
	Policy number
	Amount of cover
	Expiry date
	Attached file name

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	1.4 Health and Safety

	Please send copies of the documents listed below with tender submission
Please provide the corresponding attachment name in the space provided

	Health and safety policy/statement
	

	Training matrix/details of training records and procedure
	

	Example risk assessment
	

	Example method statement
	

	· Are full project specific risk assessments available upon request? 			Yes ☐		No ☐
· Are full project specific method statements available upon request?			Yes ☐		No ☐
· Is your company registered with the Contractors Health and Safety Assessment
	Scheme (CHAS) or another recognised body? 					Yes ☐		No ☐
Please provide details and registration Number(s) below  
																											
· Please provide the details for your company Health and Safety adviser:


		Name:  									

		Position:									

		Email Address:								

	
· Have you had any Enforcing Authority notices in the last 5-years?			Yes ☐		No ☐
If yes, please detail below
																																									
· Have you had any accidents reportable under RIDDOR in the last 3 years?		Yes ☐		No ☐
If yes, please detail below
																								                                                          



	1.5 Ethical conduct

	· Do you have a Code of Conduct and/or Code of Ethics?				Yes ☐		No ☐
· Do you promote equality and diversity?						Yes ☐		No ☐
· Do you promote anti-corruption within your business and supply chain?		Yes ☐		No ☐
· Do you prohibit the use of child labour in your supply chain?				Yes ☐		No ☐
· Do you prohibit modern slavery and human trafficking in your supply chain?		Yes ☐		No ☐
· Do you meet the requirements of any national minimum wage for all employees?	Yes ☐		No ☐



	1.6 Certification

	Do you hold any of the accreditation and/or certification listed below?
(Select all that apply)

	· ISO   9001	☐						-    Gas Safe	☐			
· ISO 14001	☐ 						-    APHC		☐
· ISO 50001	☐						-    CIOB		☐
· ISO 45001	☐						-    NICEIC	☐
· OHSAS 18001	☐						-    SAPCA	☐
· SSIP		☐						-    UKAS		☐
· Other		☐
(Please specify below)
											
											






	1.7 Conflict of interest

	Are any of your Directors or owners, including persons of significant control, 			Yes    ☐		No    ☐
related to any persons employed by East Midlands Education Trust?
If yes, please detail below  

										

Are you aware of any other conflict of interest which may arise in us employing			Yes    ☐		No    ☐
you as a supplier? 
If yes, please detail below

										




	1.8 DBS Declaration

	I can confirm that all contractors employed by this company who will undertake work on any EMET site have an Enhanced DBS (formerly CRB) Disclosure which we have reviewed and which contains no information which would preclude them from working on an EMET site where I understand there may be children and vulnerable people present. 
Furthermore, I can confirm that the same contractors have provided satisfactory evidence of their right to work in the UK and have been cleared by the company to undertake work on this basis. 

	Signed:
	

	Name:
	

	Position:
	



	[bookmark: _Toc95729922]Section 2: Grounds for mandatory exclusion

	2.1(a)
	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below.

	
	Participation in a criminal organisation.  
	[bookmark: _17dp8vu]Yes			☐ 
[bookmark: _3rdcrjn]No 			☐
If Yes please provide details at 2.1(b)

	
	Corruption.  
	[bookmark: _26in1rg]Yes 			☐
[bookmark: _lnxbz9]No   			☐
If Yes please provide details at 2.1(b)

	
	Fraud. 
	[bookmark: _35nkun2]Yes 			☐
[bookmark: _1ksv4uv]No   			☐
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	[bookmark: _44sinio]Yes 			☐
[bookmark: _2jxsxqh]No   			☐
If Yes please provide details at 2.1(b)

		
	Money laundering or terrorist financing
	[bookmark: _z337ya]Yes 			☐	
[bookmark: _3j2qqm3]No   			☐
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	[bookmark: _1y810tw]Yes 			☐
[bookmark: _4i7ojhp]No   			☐
If Yes please provide details at 2.1(b)  

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
	





	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion ?
	[bookmark: _2xcytpi]Yes			☐
[bookmark: _1ci93xb]No 			☐




	[bookmark: _Toc95729923]Section 3: Grounds for discretionary exclusion 

	3.1
	Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)


	Breach of environmental obligations? 
	[bookmark: _qsh70q]Yes 			☐
[bookmark: _3as4poj]No   			☐
If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	[bookmark: _1pxezwc]Yes 			☐
[bookmark: _49x2ik5]No   			☐
If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	[bookmark: _2p2csry]Yes 			☐
[bookmark: _147n2zr]No   			☐
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	[bookmark: _3o7alnk]Yes 			☐
[bookmark: _23ckvvd]No   			☐
If yes, please provide details at 3.2



	3.1(e)
	Guilty of grave professional misconduct?
	[bookmark: _ihv636]Yes 			☐
[bookmark: _32hioqz]No   			☐
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	[bookmark: _1hmsyys]Yes 			☐
[bookmark: _41mghml]No   			☐
If yes please provide details at 3.2

	3.1(g)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	[bookmark: _4f1mdlm]Yes 			☐
[bookmark: _2u6wntf]No   			☐
If yes please provide details at 3.2

	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion?
	







[bookmark: _37m2jsg]
	[bookmark: _Toc95729924]Section 4: Financial Information 

	
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, please enclose a copy.
If no, please provide one of the following:

	Yes, copy enclosed	☐ 
No   			☐

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.

	Yes, copy enclosed 	☐
No   			☐

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes, copy enclosed 	☐
No   			☐

	
	(c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes, copy enclosed 	☐
No  			☐



	[bookmark: _Toc95729925]Section 5: Total Contract Price Breakdown (70%)

	Site
	Cost
	Total
	Invoice date

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	
	
	
	n/a

	[bookmark: _GoBack]Grand Total (excluding VAT)
	
	



[bookmark: _Toc95729926]Section 6: Proposal

Please detail your proposal/schedule to fulfil the specification contained within this ITT. (continue or supply on separate Page if necessary)
	



Section 7: ITT Questions

Project Delivery (15%)
1. What is your earliest available start date? (7.5%)




2. Based on the start date above and the site list in schedule 2. What is your committed completion date? (7.5%)





Example Audit Report (15%)
Please provide an example Audit report with your submission. The evaluation panel will review it against the below criteria;
3. Contains all required items as detailed in schedule 2. (7.5%)
4. Presentation and layout of the document. (7.5%)















[bookmark: _Toc95729927]SECTION 8: Form of Tender


1	I/We the undersigned acknowledge receipt of the following contract documentation:

a)	Invitation to Tender ITT-2-2-2022-EME
b)	Specification of Works
c)	Award criteria and scoring methodology
d)	Terms and Conditions of Contract
e)	Supplier Tender Response Forms 

2.	I/We hereby offer to provide the services set out therein and perform, fulfil and keep all the obligations of the contractor in accordance with the provisions of the contract conditions, and the specification, all for the sums properly due under the contract as calculated in accordance with the price schedules submitted.

3.	I/We confirm that I/We are fully conversant with all the contract documentation, and that this tender is submitted strictly in accordance with that contract documentation and that the insertion by me/us of any conditions qualifying this Tender or any unauthorised alteration to any of the Tender documents may cause the Tender to be rejected.

4.	In the event that this Tender is accepted, I/We undertake to execute a formal contract with the School embodying all of the terms and conditions contained within the contract documentation.  Unless and until a formal agreement is executed, this Tender together with the Trust’s written acceptance shall constitute a binding Contract between us.

5.	I/We understand that the Trust is not bound to accept the lowest or any tender it may receive, and that the School reserves the right to discontinue the award procedure in the event of irregular tenders or in the absence of appropriate tenders.

6.	I/We agree to bear all costs incurred by me/us in connection with the preparation and submission of this Tender and to bear any further costs incurred by me/us prior to the award of any contract.

7.	I/We confirm that the person whose signature is appended to this Tender is a duly authorised signatory of our Company and has full and legal authority to sign this Tender on behalf of our Company.



	Signed for and on behalf of the Tenderer

	Signed
	



	Position
	

	Company Name
	

	Address
	




	Date Signed
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HS Audit 2022 Specification.xlsx
Master

				TABLE 1         H&S Audit Tender Spec Info.

				Category		Auditable Items

				Risk / Health & Safety Management		Does the school have a Risk Register? Has this been reviewed within the last 12 months?

						Has a Business Continuity Plan been completed? Has this been reviewed within the last 12 months?

						Is there a Health & Safety Manager appointed with delegated responsibility?

						Does the school have a Health & Safety Policy and has this been reviewed within the last 12 months? Have staff signed to acknowledge that they have read and understood it?

						Is the Health & Safety Law poster displayed and completed?

						Do regular H&S meetings take place with key members of staff at the school?

				Premises Monitoring & Inspection		Is a daily visual inspection of the premises carried out?

						Are internal and external areas free from obvious trip hazards?

						Are formal documented inspections of the premises and grounds carried out every term?

						Has a tree survey been carried out? Has all remedial action been completed?

						Is there a planned maintenance programme for all relevant plant, building systems and equipment?

						Has a full inspection and test of the fixed electrical wiring been carried out within the last 5 years? Has all remedial work been completed?

						Has Portable Appliance Testing been carried out within the last 12 months? Are all appliances clearly labelled?

						Have central heating/hot water boilers/gas installations been serviced within the last 12 months?

						Has a gas tightness test been completed on incoming main and pipework?

						Are emergency isolation points tested at least every 6 months?

						Has the Lightning Protection System been inspected and tested within the last 12 months?

						Has all play equipment been inspected by a specialist within the last 12 months?

						Are lifts and lifting equipment serviced at least annually?

						Are all lifts and personnel lifting equipment inspected every 6 months?

						Is there a register of plant requiring a statutory inspection and are these carried out by an accredited third party provider?

						Is there adequate access equipment e.g. ladders and stepladders? Are they regularly inspected by a responsible person and stored securely?

						Is there a risk assessment in place for the use of ladders/stepladders?

						Where there is access equipment provided (e.g. tower scaffold), is its use restricted to PASMA trained staff?

						Has an accessibility survey been carried out?

						Are disabled access pull cords being tested regularly and recorded?

						Are powered doors, gates and shutters serviced? Documentation available?

						Are monthly recorded checks of hinge protection devices carried out monthly?

						Are monthly recorded checks of window restrictors above ground level undertaken and recorded?

						Are Local Exhaust Ventilation (LEV) units (inc. kitchens, machinery, fume etc.) serviced? Documentation available?

						Have air conditioning/air handling units been serviced and maintained?

				Premises – Hazardous Substances		Is the register of hazardous substances / chemicals up to date?

						Are all chemicals (e.g. science, cleaning, kitchen, DT) stored safely and securely?

						Are safety data sheets (SDSs) held for all hazardous substances?

						Has an Asbestos Management Survey been carried out? Has all required action been implemented?

						Documented LAMP in place? When was it last reviewed?

						Have any R&D surveys been carried out? If so, details included in LAMP?

						Is a visual inspection of known asbestos containing materials (ACMs) carried out (and log updated accordingly)?

						Water hygiene risk assessment carried out by contractor in last two years? Remedial work complete?

						Are regular temperature checks, flushing and descaling carried out?

						Has the water system and tank(s) been inspected by a specialist contractor within the last 12 months?

						Are TMVs serviced by a contractor?

				Premises - Managing Contractors and Lettings		Is there a robust procedure in place for procuring contractors and reviewing their competence? E.g. checking risk assessments, insurance etc.

						Do inductions take place for contractors and those who lease the premises upon arrival on site? Inc. fire and evacuation procedures, review of asbestos log/register, DBS checked etc.? Is there a process for non-DBS checked contractors?

						Is there a procedure for contractors to sign in and out?

						Is there a risk assessment for managing contractors on site? When last reviewed?

						Is there a formal permit to work system for high risk work (Confined spaces, hot works)?

				Premises – Security & Visitor Controls		Are school security arrangements in place and regularly inspected? E.g. perimeter fencing/CCTV/access control

						Security survey/risk assessment carried?

						Is there a lock down procedure

						Is alarm activation central monitoring and an up to date list of contacts in place?  

						Is the intruder alarm maintained under contract?

				Fire & Evacuation		Has a Fire Risk Assessment been completed?

						Is there an Academy Fire Management Plan? Has this been reviewed within the last 12 months?

						Are all plant, electric and server rooms kept clear of combustible storage?

						Are large wheeled waste bins at least 10 metres from buildings and secured in place?

						Is any “hot work” carried out by contractors or site staff managed by a hot work permit system?

						Are fire doors compliant and in good condition?

						Are fire doors (inc. automatic door closers) inspected and recorded?

						Is the fire alarm tested weekly using a rotating schedule of sensors / call points?

						Is the fire alarm system serviced at least annually?

						Is the sprinkler installation tested weekly?

						Are sprinkler pumps tested weekly?

						Is emergency lighting tested monthly?

							Is the school’s emergency lighting serviced by a contractor?

						Are monthly inspections of firefighting equipment e.g. sufficient extinguishers in place, not obstructed etc. undertaken and recorded?

						Is fire fighting equipment e.g. extinguishers serviced annually?

						Is a fire evacuation drill carried out every term? 

						Are Personal Emergency Evacuation Plans (PEEPs) in force for all vulnerable persons?

						Is the required fire and escape signage in place and not obstructed?

						Does the school have an EVAC Chair? Are staff trained on it's use?

				Risk Assessments		Is there a risk assessment register in place? (inc. all risk assessments, the responsible person, review date etc.)

						Are risk assessments stored in a shared are for staff access?

						Have all relevant staff been involved in the development and review of risk assessments?

						Have risk assessments been communicated to all relevant staff? Have staff signed relevant risk assessments to confirm they have read and understood?

						Are the following core risk assessments in place, in date (reviewed in last 12 months) and signed by the relevant members of staff? (other specific risk assessments are elsewhere in this specification under separate category headings): Slips and Trips, Office and Reception Areas, Supervision of Pupils at Break and Lunchtime, After School Clubs/Breakfast Clubs, Cleaning, General Classroom Activities, Grounds Maintenance, Caretaking Activities, Catering, Clearing Bodily Fluids, New and Expectant Mothers
Other risk assessments relevant to the specific site should also be checked.

				Training		Do new staff receive inductions that cover key H&S elements? Are these recorded and documented? 

						Have staff Health & Safety training needs been established? 

						Are individual staff training records kept up to date?

						Have staff received specific training relevant to their role e.g. risk assessment training for managers, asbestos/legionella/COSHH for site staff, H&S management for the Senior Leadership Team?

				Accidents, Medication, Occupational Health & Wellbeing		Have relevant staff received accident investigation training?

						Are all accidents (students, staff and visitors) collated centrally and recorded?

						Are all incidents reportable under RIDDOR reported (and details sent to EMET?)

						Are accidents investigated?

						Are accident and incident statistics analysed termly to identify trends or recurring incidents?

						First aid risk assessment in place? When last reviewed?

						In accordance with HSE guidance, are there a sufficient number of trained first aiders? (inc. paediatric first aiders, where relevant)

						Adequate first aid kits on site? Is there a designated person who ensures first aid kits are kept stocked?

						Is there a policy and risk assessment in place for administering medication and support pupils with medical needs? When last reviewed?

						Are individual healthcare plans in place? Procedure in place to review?

						Have relevant staff received specialist training for pupils with specific medical needs? (Inc. allergy awareness, epi-pens etc.)

						Are medications stored appropriately?

						Does the school have a defibrillator and is it checked/maintained?

						Is there a dedicated sick room/bay?

						Are pre-employment health questionnaires completed by all new starters?

						Are these vetted by an Occupational Health Specialist?

						Is there a managing stress/staff wellbeing policy in place? When last reviewed?

						Does the school have a stress risk assessment in place? When last reviewed?

						Does the school have access to an occupational health/support service?

				Educational Visits		Is there a Policy in place for educational visits? When last reviewed? 

						Is there at least one trained Educational Visits Coordinator?

						Are risk assessments carried out for all educational visits?

						Is there a suitable and sufficient system to manage risks associated with pupils on work experience away from school?

				Driving, Traffic Management & Minibus		Have staff driving licenses, insurance details and MOT documents been checked for staff that drive for business purposes? Is there an on-going process in place?

						Is there a risk assessment in place where there is a requirement for pupils to be transported? When last reviewed?

						Is there a risk assessment for onsite pedestrian and traffic management? When last reviewed?

						Are minibuses serviced under contract by a qualified mechanic?

						Is the pre-journey checklist up to date for all minibuses?

						Are staff that drive the school minibus (if one) suitable and competent? E.g. received formal training (e.g. MIDAS)?

						Are driving licences checked/photocopied at least annually?

				Other (Lone Working, Manual Handling, DSE)		Are there adequate procedures in place to manage and monitor staff that work alone?

						Is there a lone working risk assessment in place? When last reviewed?

						Adequate equipment e.g. trollies available to reduce manual handling risk?

						Is there a manual handling risk assessment in place? When last reviewed?

						Have DSE assessments been carried out for staff (where required)? Have any remedial actions been completed?

						Does existing equipment comply with DSE regulations?

				School Kitchen/Catering (inc. Food Technology in Secondaries)		Are Fire Extinguishers provided?

						Are gas valves locked/padlocked when not in use or a Gas Safety System is in use?

						Is signage provided highlighting gas valve locations?

						Are Fire Extinguishers provided?

						Is all equipment maintained to a schedule?

						Are kitchen extraction filters cleaned at least termly?

						Is kitchen extraction ductwork deep cleaned by a contractor at least annually?

						Are refrigerator temperatures taken daily and a log is kept?

						Are refrigerators kept clean and “out of date” food is disposed of?

						Do all staff have Food Hygiene Certificates (minimum Level 2)?

						Is there is an up to date inventory of chemicals?

						Is COSHH information is held?

				Curriculum Departments 		Are departmental H&S policies in place? Regularly reviewed?

						Are COSHH registers in place? Regularly reviewed?

						Are curriculum risk assessments in place? Regularly reviewed?

						Are regular checks of departmental equipment conducted by a competent person e.g. Head of Department/Technician?

				Design & Technology		Are gas valves locked/padlocked when not in use or a Gas Safety System is in use?

						Is signage provided highlighting gas valve locations?

						Is dust extraction provided to woodworking machinery?

						Are flammable liquids locked in a metal cabinet?

						Is at least one fire extinguisher provided in each classroom and prep area?

						Is machinery & equipment inspected pre-use by staff?

						Is machinery maintained to a schedule as per manufacturers recommendations?

						Are all guards fitted and functional?

						Are emergency Stop Buttons provided on all machinery?

						Is Personal Protective Equipment provided?

				Art		Is the kiln serviced annually?

						Is the kiln room/cage kept free of combustible storage?

						Is there a light above the kiln room door to warn that it is in operation?

				Science		Are gas burners and tubes visually inspected pre-use by staff?

						Is Local Exhaust Ventilation is provided for fume cabinets?

						Is there is an Eyewash Station?

						Has a Radioprotection Advisor been appointed?

						Is the Radioactive Store kept locked & has signage?

						Is a log of radioactive items held?

				Sport / Physical Education / Swimming		Is sports equipment inspected by a specialist contractor

						Is equipment inspected pre-use inspection by staff?

						Is water testing carried out to a schedule?

						Is there a swimming pool standard operating procedure in place?

						Are emergency procedures tested regularly?

						Are pool safe chemicals used and stored appropriately?

						Is there appropriate lifeguard provision in place?
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Category Auditable Items

Does the school have a Risk Register? Has this been reviewed within the last 12 months?

Has a Business Continuity Plan been completed? Has this been reviewed within the last 12 months?

Is there a Health & Safety Manager appointed with delegated responsibility?

Does the school have a Health & Safety Policy and has this been reviewed within the last 12 months? Have staff signed to acknowledge that 

Is the Health & Safety Law poster displayed and completed?

Do regular H&S meetings take place with key members of staff at the school?

Is a daily visual inspection of the premises carried out?

Are internal and external areas free from obvious trip hazards?

Are formal documented inspections of the premises and grounds carried out every term?

Has a tree survey been carried out? Has all remedial action been completed?

Is there a planned maintenance programme for all relevant plant, building systems and equipment?

Has a full inspection and test of the fixed electrical wiring been carried out within the last 5 years? Has all remedial work been completed?

Has Portable Appliance Testing been carried out within the last 12 months? Are all appliances clearly labelled?

Have central heating/hot water boilers/gas installations been serviced within the last 12 months?

Has a gas tightness test been completed on incoming main and pipework?

Are emergency isolation points tested at least every 6 months?

Has the Lightning Protection System been inspected and tested within the last 12 months?

Has all play equipment been inspected by a specialist within the last 12 months?

Are lifts and lifting equipment serviced at least annually?

Are all lifts and personnel lifting equipment inspected every 6 months?

Is there a register of plant requiring a statutory inspection and are these carried out by an accredited third party provider?

Is there adequate access equipment e.g. ladders and stepladders? Are they regularly inspected by a responsible person and stored securely?

Is there a risk assessment in place for the use of ladders/stepladders?

Where there is access equipment provided (e.g. tower scaffold), is its use restricted to PASMA trained staff?

Has an accessibility survey been carried out?

Are disabled access pull cords being tested regularly and recorded?

Are powered doors, gates and shutters serviced? Documentation available?

Are monthly recorded checks of hinge protection devices carried out monthly?

Are monthly recorded checks of window restrictors above ground level undertaken and recorded?

Are Local Exhaust Ventilation (LEV) units (inc. kitchens, machinery, fume etc.) serviced? Documentation available?

Have air conditioning/air handling units been serviced and maintained?

Is the register of hazardous substances / chemicals up to date?

Are all chemicals (e.g. science, cleaning, kitchen, DT) stored safely and securely?

Are safety data sheets (SDSs) held for all hazardous substances?

Has an Asbestos Management Survey been carried out? Has all required action been implemented?

Documented LAMP in place? When was it last reviewed?

Have any R&D surveys been carried out? If so, details included in LAMP?

Is a visual inspection of known asbestos containing materials (ACMs) carried out (and log updated accordingly)?

Water hygiene risk assessment carried out by contractor in last two years? Remedial work complete?

Are regular temperature checks, flushing and descaling carried out?

Has the water system and tank(s) been inspected by a specialist contractor within the last 12 months?

Are TMVs serviced by a contractor?

Is there a robust procedure in place for procuring contractors and reviewing their competence? E.g. checking risk assessments, insurance etc.

Do inductions take place for contractors and those who lease the premises upon arrival on site? Inc. fire and evacuation procedures, review of 

Is there a procedure for contractors to sign in and out?

Is there a risk assessment for managing contractors on site? When last reviewed?

Is there a formal permit to work system for high risk work (Confined spaces, hot works)?

Are school security arrangements in place and regularly inspected? E.g. perimeter fencing/CCTV/access control

Security survey/risk assessment carried?

Is there a lock down procedure

Is alarm activation central monitoring and an up to date list of contacts in place?  

Is the intruder alarm maintained under contract?

Has a Fire Risk Assessment been completed?

Is there an Academy Fire Management Plan? Has this been reviewed within the last 12 months?

Are all plant, electric and server rooms kept clear of combustible storage?

Are large wheeled waste bins at least 10 metres from buildings and secured in place?

Is any “hot work” carried out by contractors or site staff managed by a hot work permit system?

Are fire doors compliant and in good condition?

Are fire doors (inc. automatic door closers) inspected and recorded?

Is the fire alarm tested weekly using a rotating schedule of sensors / call points?

Is the fire alarm system serviced at least annually?

Is the sprinkler installation tested weekly?

Are sprinkler pumps tested weekly?

Is emergency lighting tested monthly?

	Is the school’s emergency lighting serviced by a contractor?

Are monthly inspections of firefighting equipment e.g. sufficient extinguishers in place, not obstructed etc. undertaken and recorded?

Is fire fighting equipment e.g. extinguishers serviced annually?

Is a fire evacuation drill carried out every term? 

Are Personal Emergency Evacuation Plans (PEEPs) in force for all vulnerable persons?

Is the required fire and escape signage in place and not obstructed?

Does the school have an EVAC Chair? Are staff trained on it's use?

Is there a risk assessment register in place? (inc. all risk assessments, the responsible person, review date etc.)

Are risk assessments stored in a shared are for staff access?

Have all relevant staff been involved in the development and review of risk assessments?

Have risk assessments been communicated to all relevant staff? Have staff signed relevant risk assessments to confirm they have read and 

Are the following core risk assessments in place, in date (reviewed in last 12 months) and signed by the relevant members of staff? (other 

Do new staff receive inductions that cover key H&S elements? Are these recorded and documented? 

Have staff Health & Safety training needs been established? 

Are individual staff training records kept up to date?

Have staff received specific training relevant to their role e.g. risk assessment training for managers, asbestos/legionella/COSHH for site staff, 

Have relevant staff received accident investigation training?

Are all accidents (students, staff and visitors) collated centrally and recorded?

Are all incidents reportable under RIDDOR reported (and details sent to EMET?)

Are accidents investigated?

Are accident and incident statistics analysed termly to identify trends or recurring incidents?

First aid risk assessment in place? When last reviewed?

In accordance with HSE guidance, are there a sufficient number of trained first aiders? (inc. paediatric first aiders, where relevant)

Adequate first aid kits on site? Is there a designated person who ensures first aid kits are kept stocked?

Is there a policy and risk assessment in place for administering medication and support pupils with medical needs? When last reviewed?

Are individual healthcare plans in place? Procedure in place to review?

Have relevant staff received specialist training for pupils with specific medical needs? (Inc. allergy awareness, epi-pens etc.)

Are medications stored appropriately?

Does the school have a defibrillator and is it checked/maintained?

Is there a dedicated sick room/bay?

Are pre-employment health questionnaires completed by all new starters?

Are these vetted by an Occupational Health Specialist?

Is there a managing stress/staff wellbeing policy in place? When last reviewed?

Does the school have a stress risk assessment in place? When last reviewed?

Does the school have access to an occupational health/support service?

Is there a Policy in place for educational visits? When last reviewed? 

Is there at least one trained Educational Visits Coordinator?

Are risk assessments carried out for all educational visits?

Is there a suitable and sufficient system to manage risks associated with pupils on work experience away from school?

Have staff driving licenses, insurance details and MOT documents been checked for staff that drive for business purposes? Is there an on-

Is there a risk assessment in place where there is a requirement for pupils to be transported? When last reviewed?

Is there a risk assessment for onsite pedestrian and traffic management? When last reviewed?

Are minibuses serviced under contract by a qualified mechanic?

Is the pre-journey checklist up to date for all minibuses?

Are staff that drive the school minibus (if one) suitable and competent? E.g. received formal training (e.g. MIDAS)?

Are driving licences checked/photocopied at least annually?

Are there adequate procedures in place to manage and monitor staff that work alone?

Is there a lone working risk assessment in place? When last reviewed?

Adequate equipment e.g. trollies available to reduce manual handling risk?

Is there a manual handling risk assessment in place? When last reviewed?

Have DSE assessments been carried out for staff (where required)? Have any remedial actions been completed?

Does existing equipment comply with DSE regulations?

Are Fire Extinguishers provided?

Are gas valves locked/padlocked when not in use or a Gas Safety System is in use?

Is signage provided highlighting gas valve locations?

Are Fire Extinguishers provided?

Is all equipment maintained to a schedule?

Are kitchen extraction filters cleaned at least termly?

Is kitchen extraction ductwork deep cleaned by a contractor at least annually?

Are refrigerator temperatures taken daily and a log is kept?

Are refrigerators kept clean and “out of date” food is disposed of?

Do all staff have Food Hygiene Certificates (minimum Level 2)?

Is there is an up to date inventory of chemicals?

Is COSHH information is held?

Are departmental H&S policies in place? Regularly reviewed?

Are COSHH registers in place? Regularly reviewed?

Are curriculum risk assessments in place? Regularly reviewed?

Are regular checks of departmental equipment conducted by a competent person e.g. Head of Department/Technician?

Are gas valves locked/padlocked when not in use or a Gas Safety System is in use?

Is signage provided highlighting gas valve locations?

Is dust extraction provided to woodworking machinery?

Are flammable liquids locked in a metal cabinet?

Is at least one fire extinguisher provided in each classroom and prep area?

Is machinery & equipment inspected pre-use by staff?

Is machinery maintained to a schedule as per manufacturers recommendations?

Are all guards fitted and functional?

Are emergency Stop Buttons provided on all machinery?

Is Personal Protective Equipment provided?

Is the kiln serviced annually?

Is the kiln room/cage kept free of combustible storage?

Is there a light above the kiln room door to warn that it is in operation?

Are gas burners and tubes visually inspected pre-use by staff?

Is Local Exhaust Ventilation is provided for fume cabinets?

Is there is an Eyewash Station?

Has a Radioprotection Advisor been appointed?

Is the Radioactive Store kept locked & has signage?

Is a log of radioactive items held?

Is sports equipment inspected by a specialist contractor

Is equipment inspected pre-use inspection by staff?

Is water testing carried out to a schedule?

Is there a swimming pool standard operating procedure in place?

Are emergency procedures tested regularly?

Are pool safe chemicals used and stored appropriately?

Is there appropriate lifeguard provision in place?

Sport / Physical Education / Swimming

School Kitchen/Catering (inc. Food Technology in Secondaries)

Curriculum Departments 

Design & Technology

Art

Science

TABLE 1         H&S Audit Tender Spec Info.

Risk / Health & Safety Management

Premises Monitoring & Inspection

Premises – Hazardous Substances

Premises - Managing Contractors and Lettings

Premises – Security & Visitor Controls

Fire & Evacuation

Risk Assessments

Training

Accidents, Medication, Occupational Health & Wellbeing

Educational Visits

Driving, Traffic Management & Minibus

Other (Lone Working, Manual Handling, DSE)
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Tender No:

Tender Title:

Tender pack file name:

Tender closing date:

15

7.5

7.5

15

7.5

7.5

30

Price 70

ITT-2-2-2022-EME

Health and Safety Audits 2022

ITT-2-2-2022-EME_Invitation to tender & T&C's.docx

Monday 23rd March 2022

Price (Whole life)

Contains all required items?

Presentation/Layout

Non-Price

Award Criteria 

Criteria Title

Price

Non-price

Weighting (%)

70

30

Example Audit Report

Committed completion date

Type

Detailed Criteria

Criteria & Sub-Criteria

Project Delivery

Available start date

Sub-Criteria

Weighting (%)

Non-Price


image5.emf
Excellent –        Supplier accepts/meets the requirement without any deviation

                              Supplier has provided a very detailed amount of information & understanding relating to the question/requirement

Good -   

          Supplier accepts/meets the requirement with only one non-critical deviation

                             Supplier has provided a good amount of information & understanding relating to the question/requirement

Adequate -   

Supplier accepts/meets the requirement with few non critical deviations or one critical deviation

                             Supplier has provided some information and a partial understanding relating to the question/requirement

Deficient -    

Supplier accepts /meets the requirement with several critical deviations

                     

Supplier has provided very little information and/or very little to no understanding relating to the question/requirement

Critical -       

Supplier does not accept/meet the requirements

                           Supplier has provided no information and no understanding of the question/requirement

Scoring Matrix

0

Rating Definition

4

3

2

1


