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Schedule 1: Order Form

For

Off-Site Bulk Storage 




Contract Reference: K280022123

Date:  December 2023
Contract Reference: K280022013 Professional Driver with Vehicle service for DVSA

Contract Reference: K280022123 
Off-site bulk storage

Version:  1
Page 2 of 2

[bookmark: _DV_M41]PLEASE NOTE:
The Contract will provide for an initial three year term, with provision for a 12-month extension period exercisable by the buyer on not less than 10 working days’ notice, and also provision for a further 12-month extension period, also exercisable by the buyer on not less than 10 working days’ notice. The agreement envisages that if such a variation to the Contract period be required by the buyer, the variation should be made in writing using the appropriate Variation Agreement form. 
In addition, the estimated value of the Contract is anticipated to be £11,000 however in the event of a variation for additional requirements, the contract value may be increased by up to 50% by £5,500 in addition to the initial contract value, ie; to a maximum value of £16,500 for the contract duration.

	1. Contract Reference
	K280022123

	2. Date
	7th of February 2024

	3. Buyer
	Head Office:
Driver and Vehicle Standards Agency (DVSA), 
Berkeley House
Croydon Street
Bristol
BS5 0DA


	4. Supplier
	Access Self Storage Nottingham
48 – 50 Queens Road
Nottingham
NG2 3AS
Reg Number: 05526726

	5. The Contract
	This Contract between the Buyer and the Supplier is for the supply of Deliverables as set out in Schedule 2 (Specification)
Please do not attach any Supplier terms and conditions to this Order Form as they will not be accepted by the Buyer and may delay conclusion of the Contract.

	6. Deliverables
	Goods
	To be determined during the duration of the contract term, and may for instance, include packaging materials.


	
	Services
	[bookmark: _DV_C144][bookmark: _Ref377110627]To be performed at the Suppliers premises.
Date(s) of Delivery: To be advised as and when required.

	7. Specification
	[bookmark: _Ref377110664][bookmark: _DV_M94]The specification of the Deliverables is as set out in Schedule 2 (Requirements Specification) and the successful Supplier’s Tender.

	8. Term
	[bookmark: _DV_C161][bookmark: _Ref377110639]The Term shall commence on 
07/02/2024
and the Expiry Date shall be 	
08/02/2027
[bookmark: _DV_C268][bookmark: _Ref266710570][bookmark: _Ref359607345]The Buyer may extend the Contract for a period of up to twelve (12) months, followed by a further twelve (12) months by giving not less than 10 Working Days notice in writing to the Supplier prior to the Expiry Date.  The terms and conditions of the Contract shall apply throughout any such extended period.

	9. Charges
	Details in Schedule 13 (Charges)

	10.  Optional Intellectual Property Rights (“IPR”) Clauses
	To be agreed, dependent on successful supplier’s tender submission.


	11. Payment
	[bookmark: _DV_M104]Suppliers must be in possession of a written purchase order (PO), before commencing any work under this contract.  The Purchase Order Number for this contract will be provided following Contract Award. You must quote the aforementioned PO number on all invoices, and these must be submitted directly to: ssa.invoice@sharedservicesavarto.co.uk or sent to:

Accounts Payable, 
	Shared Services Arvato, 
	5 Sandringham Park, 
	Swansea Vale, 
	Swansea 
	SA7 0EA

[bookmark: _DV_M110]To avoid delay in payment it is important that the invoice is compliant and that it includes a valid PO Number, PO Number item number (if applicable) and the details (name and telephone number) of your Agency contact (i.e. Contract Manager).  Non-compliant invoices will be sent back to you, which may lead to a delay in payment.
If you have a query regarding an outstanding payment please contact our Accounts Payable section:
[ssa.invoice@sharedservicesarvato.co.uk]

	12.  Data Protection Liability Cap
	In accordance with clause 12.5 of the Schedule 9 Core Terms, the Supplier’s total aggregate liability under clause 14.7 of the Schedule 9 Core Terms is no more than the Data Protection Liability Cap, being  £500,000


	13.  Progress Meetings and Progress Reports
	· The Supplier shall attend progress meetings with the Buyer every Month
· The Supplier shall provide the Buyer with progress reports every TBC
Guidance:  See clause 7.1 of Schedule 9 Core Terms for further details

	14. Buyer Authorised Representative(s) 

	[bookmark: _DV_M112]For general liaison your contact will continue to be 
XXXX Redacted under FOIA Section 40XXXX 
XXXX Redacted under FOIA Section 40XXXX 
XXXX Redacted under FOIA Section 40XXXX 
XXXX Redacted under FOIA Section 40XXXX 
or, in their absence, 
XXXX Redacted under FOIA Section 40XXXX 
XXXX Redacted under FOIA Section 40XXXX 
XXXX Redacted under FOIA Section 40XXXX

	15.  Supplier Authorised Representative(s)
	For general liaison your contact will continue to be XXXX Redacted under FOIA Section 40XXXX 
or, in their absence, XXXX Redacted under FOIA Section 40XXXX

	16. Address for notices
		[bookmark: _DV_M97]Buyer:
	Supplier:

	Estates & Professional Services Category
Head Office:
DVSA
Berkeley House
Croydon Street
Bristol
BS5 0DA
Attention: Estates Category
Email:   epscategoryteam@dvsa.gov.uk
	Access Self Storage
48-50 Queens Road
Nottingham
NG2 3AS
Attention: XXXX Redacted under FOIA Section 40XXXX
Email: XXXX Redacted under FOIA Section 40XXXX









	17. Key Staff
		Buyer:
	Supplier:

	XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX 
1 Unity Square
Queensbridge Road
Nottingham
NG2 1AY
XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX
1 Unity Square
Queensbridge Road
Nottingham
NG2 1AY
XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX
The Ellipse
Padley Road
St Thomas
Swansea
SA1 8AN
XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX
Berkeley House
Croydon Street
Bristol
BS5 0DA
XXXX Redacted under FOIA Section 40XXXX


	Access Self Storage Nottingham
Attention: XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX





	18. Procedures and Policies
	For the purposes of the Contract: 
The Buyer’s security / data security requirements are: 

 
 

The Buyer’s additional sustainability requirements are: 



The Buyer’s equality and diversity policy/requirements and instructions related to equality Law [and] environmental policy [is/are] contained in 
Civil Service Diversity and Inclusion Strategy 2022-2025 (publishing.service.gov.uk)

[The Buyer’s health and safety policy is:  



	19.  Special Terms
	        N/A



	20.  Incorporated terms
	The following documents are incorporated into the Contract. If there is any conflict, the following order of precedence applies:
a)	This Order Form (Schedule 1)
b)        Specification of Requirements (Schedule 2)
c)        Form of Tender (Schedule 3)
d)        Selection Questionnaire (Schedule 4)
e)        Pricing (Schedule 5)
f)	Core Terms (Schedule 9)
g)	The following Schedules in equal order of precedence:
i.	Commercially Sensitive Information (Schedule 7)
ii.	Processing Data (Schedule 8)
iii.	Variation Form (Schedule 10)
iv.	Benchmarking (Schedule 11)
v.	Charges (Schedule 13)
vi.	Transparency Reports (Schedule 15)
vii.	Service Levels (Schedule 17)
viii.      Security (Schedule 18)
ix.	Supply Chain Visibility (Schedule 19)
x.	Insurance Requirements (Schedule 20)
xi.	Financial Difficulties (Schedule 22)
xii.	Rectification Plan (Schedule 23)
xiii.	Sustainability (Schedule 24)
xiv.	Key supplier Staff (Schedule 25)
xv.	Exit Management (Schedule 26)
xvi.	Intellectual Property Rights (Schedule 27)
xvii.	Definitions (Schedule 28)
xviii.	Business Continuity & Disaster Relief (Schedule 29)
e)	 Tender (Schedule 14), unless any part of the Tender offers a better commercial position for the Buyer (as decided by the Buyer, in its absolute discretion), in which case that part  of the Tender will take precedence over the documents above.


[bookmark: _DV_M88]

	[bookmark: _DV_M103]Signed for and on behalf of the Supplier 
(Only by request of the Buyer after Contract Award)
	Signed for and on behalf of the Buyer (on behalf of the Secretary of State for Transport) 
(Only by request of the Buyer after Contract Award).

	Name: XXXX Redacted under FOIA Section 40XXXX			
XXXX Redacted under FOIA Section 40XXXX
	Name: XXXX Redacted under FOIA Section 40XXXX
XXXX Redacted under FOIA Section 40XXXX

	Date: 7th of February 2024

	Date: 7th of February 2024

	Signature: XXXX Redacted under FOIA Section 40XXXX
	Signature: XXXX Redacted under FOIA Section 40XXXX
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0.21 July 2016 Chris Ennis After client comments 2019 


1.0 August 2016 James Munson Approved  2019 
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1 Policy 


1.1 Policy Statements 


1.1.1 The DVSA will comply with the information security requirements embedded 
within all relevant legislation, as stated in the Legal and Contractual Compliance 
Policy. 


1.1.2 Information will be protected in line with all relevant legislation, notably those 
relating to data protection, human rights and freedom of information, plus HMG 
Policies and guidance. 


1.1.3 The DVSA will comply with the HMG security policy framework, other policies 
and guidance in the management of information security such as ISO27001. 


1.1.4 The DVSA will maintain an appropriate governance structure in order to 
effectively manage information security. 


1.1.5 The DVSA will maintain proportionate and risk-based, personnel, procedural, 
technical and physical controls to protect the confidentiality, integrity and 
availability of its information assets. 
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2 Supporting Protocols 


2.1 Ownership 


2.1.1 This Policy is owned by the Head of Information Assurance. 


2.2 ISO 27001 Placement 


2.2.1 This document answers the needs of: 


a. Annex A.5.1 Management direction for information security / To provide 
management direction and support for information security in accordance 
with business requirements and relevant laws and regulations. 


2.3 Purpose 


2.3.1 The aim of this policy is to outline the objectives and guidelines in place to 
ensure DVSA provides and maintains a secure environment for its information 
assets across it ICT estate. This will encompass personnel, physical, procedural 
and technical controls as needed. A systematic, controlled approach is required.   


2.3.2 This policy provides a core set of principles that will be used to underpin an 
effective information security regime. 


2.3.3 This document is part of the DVSA’s set of policies supporting compliance with 
the HMG Security Policy Framework. 


2.3.4  It comprises: 


a. The policy 


b. Supporting protocols 


c. A set of appendices with applicable procedures. 


2.4 Scope 


2.4.1 This policy applies to all information systems, networks, applications, locations 
and administration and managers of DVSA ICT or supplied under contract to it. 


2.4.2 This policy is applicable to all areas of the DVSA. 


2.4.3 The policy (or policy elements) will apply to all areas of the Agency, including: 


a. administrative staff; 







  
 


 


 


 


 DVSA-IAP205-0.2  Page 4 
  


 


b. operational staff; 


c. all agency and contractual workers; 


d. temporary and contingency staff; 


e. visitors. 


2.4.4 Where this policy reads “DVSA staff” or “all staff”, it should be read to 
incorporate the entities above. 


2.4.5 Where possible, this policy should also apply to Delivery Partners and Third 
Party Suppliers processing DVSA information. These requirements should 
ideally be included in the relevant service contracts. 


2.5 Reserved words 


2.5.1 The following words are reserved in this set of policies with the following 
meanings: 


a. “will” indicates something that has to happen. There are no exceptions.  


b.  “must” also indicates something that has to happen. There are no 
exceptions.  


The difference to “will” is solely to do with the most appropriate use of an 
imperative word. 


c. “should” indicates something that will or must (see above) happen, unless 
there are strong and exceptional reasons not to.  


1. The reasons must (see above) be identified and agreed.  


2. A plan to achieve compliance must (see above) be agreed and 
implemented.  
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A Supporting Procedures  


A.1 Revisions and review 


A.1.1 This policy will be reviewed: 


a. at least every three years; or 


b. immediately on the release of new relevant standards, legislative 
requirements or relevant changes within or to the DVSA. 


A.2 Sanctions and Violations 


A.2.1 Failure to comply with the contents of this policy may result in disciplinary action 
as described in the Departmental staff handbook. 


A.3 Roles and responsibilities 


A.3.1 Head of Information Assurance – policy owner. 
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Department for Transport’s 
corporate environmental policy 


Policy statement  


DfT is committed to protecting the environment, reducing pollution and whole life carbon in our 
procurements and continually improving our environmental performance. 


Scope 


This policy applies to the Department for Transport central department. Any DfT arms-length bodies 
or executive agencies may use this policy or apply their own.  


Description  


DfT’s operational activities and the individual activity of its staff affect the environment.  


The aim of this policy is to inform our interested parties including staff, contractors, suppliers and the 
public that DfT is committed to reducing any negative environmental impacts produced by our 
activities, products and services.  


Our policy is to continually improve our environmental performance by:  


• reducing our greenhouse gas emissions from energy use  


• reducing waste and maximising reuse and recycling  


• reducing our greenhouse gas emissions from business travel 


• controlling how much water we use 


• reducing how much paper we use 


• protecting our biodiversity and ecosystems 


• adapting to climate change 


• reducing the carbon impact of our construction projects through innovative methods, cleaner 
materials and more efficient design 


Delivery and monitoring  


We will:  


• fulfil our compliance obligations in relation to the environment 


• meet or exceed the terms of the government’s policy on the environment  


• set targets to reduce our environmental footprint and protect the environment  


• collate, monitor, and analyse data to measure performance against our targets 


• prepare for policy changes and tighter targets 


• encourage staff, contractors and suppliers to reduce their impact on the environment when 
providing services and products to us and within their own organisations 


• report progress against our targets quarterly to a senior performance board  


• report our environmental performance openly and transparently through our annual report and 
accounts 


 


Although the Department is responsible for the environmental performance of DfT, we expect all staff, 
contractors and suppliers involved in DfT’s business to share this responsibility.  


Policy owner: Alex Dinsdale 


Name of originator: Alex Dinsdale 


Date of last review: August 2021 


Date of next review: February 2022  
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Health and Safety Policy Statement 
April 2022 


 
As Chief Executive of the Driver and Vehicle Standards Agency (DVSA), I am 
accountable to the Permanent Secretary at the Department for Transport for 
DVSA’s health and safety performance. I have overall responsibility for 
ensuring that DVSA has complete and comprehensive arrangements in place 
for managing all health and safety matters. 
 
My vision is for everyone at DVSA to feel empowered about their own health 
and safety and be fully supported to achieve even higher standards. We want 
our people to work safely and to go home safely at the end of their daily 
activities. 
 
I also make the following commitments: 
 


• DVSA will observe health and safety legislative requirements, and 
continuously aim to improve our health and safety performance; 


• Effective health and safety management systems and control 
arrangements will be implemented throughout the agency, proportionate to 
the risks; 


• Managers will ensure that their health and safety responsibilities are 
known and associated risks are properly assessed, effectively controlled 
and monitored; 


• We will establish and manage safe methods and systems of work; 


• We will provide and maintain safe plant and work equipment and ensure 
that hazardous substances are strictly assessed and controlled; 


• Sufficient resources will be made available to ensure that competent 
advice is available to management teams and DVSA people, to help them 
with their health, safety and wellbeing responsibilities;  


• Sufficient health and safety information, instruction, training and 
supervision will be available to keep people safe; 


• Effective arrangements will be maintained for monitoring health and safety 
performance and associated occupational health requirements; 


• We will engage with and influence stakeholders to drive forward 
improvements in health and safety systems and safety culture wherever 
necessary. 
 


This statement reflects the importance I attach to the health, safety and 
wellbeing of our people, and others who may be affected by our activities. 
That includes our stakeholders, customers, contractors, and visitors to our 
premises. I also recognise the essential role played by Safety 
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Representatives appointed by our Trade Unions and will ensure that they are 
appropriately consulted with on health and safety matters, and are able to 
carry out their function effectively.  
 
Everyone at DVSA must comply with this policy statement, and all health and 
safety policies and procedures introduced to mitigate the risks. I also ask that 
all managers give sufficient importance to the health and safety risks and 
issues in their areas of responsibility, including when determining local 
priorities, work programmes and resource allocation, to ensure that risks are 
adequately assessed and mitigated. 
 
I am committed about building upon our good health and safety foundations 
and improving our safety culture. We must all ensure that we look after the 
health, safety and wellbeing of our people, wherever they work. 
 
 
 
 


 
 
 
Loveday Ryder  
Chief Executive, Driver and Vehicle Standards Agency 
 
22nd April 2022   






