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TENDER FOR CLEANING CONTRACT 2019

TENDER – DOCUMENT TWO

SPECIFICATION

Thank you for expressing interest in this procurement for Cleaning Contract 019.

Please ensure that you register your interest with the procurement contact named in Document One in order to receive updates, question responses, etc.

We now invite you to submit a tender. Further stages of the process are outlined in this document.

To assist you in this, four documents have been provided:

· Document One – Information and instructions (including the timetable)
· Document Two – Specification (this document)
· Document Three – General Terms and Conditions
· Document Four – Tender Response Document

When completed, please return two hard copies and a copy electronically saved on a USB drive of the response document (Document Four).

Please mark envelopes/packages with only “TENDER RESPONSE: CLEANING CONTRACT 2019 (Private and Confidential)” and with no company markings or anything else which might identify your organisation e.g. personalised franking, and return to:

Democratic Services Manager
Corby Borough Council
Democratic Services Department
Corby Cube
Parklands Gateway
George Street
Corby, Northamptonshire
NN17 1QG

	[bookmark: _GoBack]To be received not later than 12:00 noon on Friday 28th February 2020

Late submissions will be disregarded.
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1. DEFINITIONS

1.1. The definitions of terms and/or acronyms used within this procurement are set out in Table A, below.

TABLE A
	Delay
	a. a delay in the Achievement of a Milestone by its Milestone Date; or
b. a delay in the design, development, testing or implementation of the Service by the relevant date set out in the Implementation Plan.

	Achieved Performance Measure
	[bookmark: a752746]In respect of any Service in any measurement period, the standard of performance actually achieved by the Supplier in the provision of that Service in the measurement period in question.

	CDM
	Construction (Design and Management) Regulations 2015

	Charges
	The charges which shall become due and payable by the Authority to the Supplier in respect of the Goods, Services, Supplier and/or Works in accordance with the provisions of the Contract

	Contract
	The legal agreement between the Supplier and the Council, which details the Council’s requirements, terms and conditions

	Contract Year
	A period of 12 months, commencing on the Contract Start Date

	Critical Service Level Failure
	A failure in service, deemed to be so critical to the continued operation of the Service and/or Contract that the Council is unable to continue its minimum level of service, as set out in this document.

	Default
	Failure by the Supplier to fulfil its obligations and/or maintain its minimum agreed service levels under the Contract

	Failure
	A failure by the Supplier to perform one or more of the requirements set out in the Contract

	GDPR
	[bookmark: a118736]The General Data Protection Regulation ((EU) 2016/679).

	Government Data
	Any data required for collection or use by any branch of Government

	Performance Measure
	The performance measurements and targets in respect of the Supplier’s performance of the Contract

	Milestone Payment
	a payment identified in the Implementation Plan to be made following the issue of a Satisfaction Certificate in respect of Achievement of the relevant Milestone

	Mobilisation Period
	The term during which any new Supplier makes arrangements to assume responsibility for delivery of the Service from an incumbent Supplier

	Month
	A calendar month

	Parties
	Corby Borough Council and the successful Supplier

	Performance Monitoring Report
	The reports to be prepared and presented by the Supplier to include a comparison of Achieved Performance Measures with the Target Performance Measures in the measurement period in question and measures to be taken to remedy any deficiency in achieved Performance Measures.

	Progress Meeting
	a meeting between the Council’s Representative and the Supplier’s Authorised Representative

	Progress Meeting Frequency
	the frequency at which the Supplier shall conduct a Progress Meeting with the Council

	Progress Report
	a report provided by the Supplier indicating the steps taken to achieve Milestones or delivery dates

	Progress Report Frequency
	the frequency at which the Supplier shall deliver Progress Reports to the Council

	Prohibited Act
	The following constitute Prohibited Acts:
[bookmark: a137355]to directly or indirectly offer, promise or give any person working for or engaged by the Authority a financial or other advantage to: (i) induce the person to perform improperly a relevant function or activity; or (ii) reward that person for improper performance of a relevant function or activity;
[bookmark: a679607]to directly or indirectly request, agree to receive or accept any financial or other advantage as an inducement or a reward for improper performance of a relevant function or activity in connection with this agreement;
[bookmark: a391102]committing any offence: (i) under the Bribery Act; (ii) under legislation or common law concerning fraudulent acts; or (iii) defrauding, attempting to defraud or conspiring to defraud the Authority;
any activity, practice or conduct which would constitute one of the offences listed under (a) to (c), if such activity, practice or conduct had been carried out in the UK.

	Reporting Date
	A date, agreed by the Supplier and the Council, on which all reporting data will be provided

	Representative
	Means, in relation to a party, its employees, officers, representatives and advisors

	Service Credit
	A sum which the Authority is entitled to deduct or invoice for a Service Failure

	Service Credit Cap
	A payment ceiling, agreed between the Supplier and the Council, after which the Council would consider a Service Level Failure to be a Critical Service Level Failure

	Service Level
	The minimum level of service required of the Supplier by the Council when performing the service detailed in the Contract

	Service Level Failure
	A shortfall or failure by the Supplier to provide the Services in accordance with any Target KPI

	Service Level Threshold
	The minimum level of service the Council expects of the Supplier

	Service Period
	The agreed term, during which, Goods, Services, Supplies, Works, or any part, thereof will be provided by the Supplier or any of their representatives.

	Site
	any premises (including the Council’s Premises, the Supplier’s premises or third party premises) from, to or at which:
a. the Service is (or is to be) provided; or
b. the Supplier manages, organises or otherwise directs the provision or the use of the Service.

	Start Date
	The date the Contract start

	Target KPI
	The minimum level of performance for a KPI which is required by the Council

	The Council
	Corby Borough Council

	The Supplier
	The company who wins the contract, following evaluation of all bids received by the Council

	Working Day
	Monday to Friday, excluding any public holidays in England and Wales.



2. INTRODUCTION

2.1. The Council is seeking a suitably qualified and experienced Supplier to provide a cleaning service to all communal areas of the Corby Enterprise Centre, Corby Innovation Hub and Grosvenor House.

3. BACKGROUND

3.1. Corby Enterprise Centre has 38 offices and 15 studios. It currently has 50 businesses on site and over 200 people. The Centre requires a cleaning provider to ensure the building is clean and tidy for our staff, tenants and visitors. Cleaning hours will be out of operational office hours.

3.2. Corby Innovation Hub has 48 individual units which are a mix between office space and industrial space. The Hub requires a cleaning provider to ensure reception, meeting rooms and communal areas are kept clean and tidy throughout the day.

3.3. Grosvenor House – is a tenanted 9 story building located in Corby Town Centre The cleaning contractor is required to clean common areas as detailed:- 1 ground floor reception area, 1 passenger lift, 2 stairwells and 6 sets of toilets, 8 lift lobbies, 2 kitchens  and 2 departments which accommodate the following CBC teams:-  CCTV and Warden Control Team (both of which operate 24/7).


4. SCOPE

4.1. The Supplier will be expected to clean the reception area, meeting rooms, toilets/showers and all communal areas to a high standard as according to the specification for all three buildings.

4.2. This contract is to run for a period of 2 years with no extension.

4.3. The supplier will be expected to clean individual offices at The Corby Enterprise Centre and Corby Innovation Hub at the customer’s request; 24 hours’ notice must be given to the supplier. This will be an additional cost and will be recharged back to the tenant.

4.4. Cleaning individual offices at Corby Enterprise Centre will take place at weekends.

5. SERVICE CONDITIONS AND ENVIRONMENTAL FACTORS

5.1. Operational Hours for the Corby Enterprise Centre are 08:30-17:00 Monday to Thursday and 08:30 -16:30 on Friday. Out of hours access is required for cleaning the Corby Enterprise Centre 06:00-08:00 and 18:00 to 20:00 weekdays and weekends. These hours are guidelines only and can be changed at The Supplier’s request. The Supplier will be expected to ensure all staff are trained and aware of policy and procedures in regard to the alarm system. 

5.2. Working hours for the Corby Innovation Hub will be for two members of staff working the following hours. One member from 09:30 to 14:30 & one member 14:30 to 19:00.
	
5.3. Grosvenor House is accessible 07:00– 19:00 Monday to Friday .However cleaning will need to take place between 15:00–19:00 Staff will be expected to sign in and out at the Cube, which is located opposite to Grosvenor House. The number of cleaning hours along with the number of operatives employed to deliver the scope should be identified by the cleaning provider. Times to be agreed before contract commences.

5.4. The Supplier must arrange for the window cleaning on all three sites. Prior notice must be given. 

5.5. The Council is of the opinion that TUPE regulations may apply to this contract, relevant information has therefore been provided. The supplier will need to take their own advice as to whether the TUPE regulations do apply and the Council accepts no responsibility for the information supplied or the supplier’s decision.(See Appendix 3 &4).

5.6. The Supplier will be able to come and assess the three sites at a date and time agreed with the site Managers and are encouraged to do so.


6. STATEMENT OF REQUIREMENTS

6.1. The Centre’s are seeking a Supplier to assume the responsibility of the existing services and propose suitable changes if deemed necessary.

6.2. The Supplier must be able to assume control of the service with minimal disruption to the Centres.

6.3. All hardware including but not limited to vacuum cleaner and buffering machines are to be provided by the Supplier. All hardware is and will remain the property of the Supplier and Corby Borough Council accepts no responsibility for any loss or damage. 

6.4. The Supplier will provide all chemicals and materials necessary to fulfil a cleaning service.

6.5. The Supplier must ensure the agreed cleaning specification is met to a high standard.

6.6. All hours are to be delivered – no priority clean and no missed cleaning shifts.

6.7. The Supplier will provide staff with the necessary PPE and Uniform.

6.8. The Supplier is responsible for completing and maintaining all risk assessments and method statements which should be reviewed annually as a minimum.

6.9. All electrical equipment to be PAT tested annually as a minimum or more frequently based on risk. PAT information to be provided.

6.10. The Supplier is expected to store all cleaning products in the locked cleaning cupboards available and COSHH records should be regularly updated and maintained.

6.11. The Supplier is to ensure that all cleaners are trained in COSHH and manual handling and The Supplier is to maintain all training records for employees.

6.12. The Supplier must ensure recycling of all waste is managed appropriately. 

6.13. Cleaners to report (on a prepared form) any maintenance issues they observe whilst undertaking their duties i.e. loose/cracked toilet seats –faulty soap dispenser

6.14. The Council understands throughout the duration of this contract costs might increase due to the living wage. The council is open to review this on the anniversary of the contract start date. Any review of the cost of the living wage increase must be presented formally in writing for the consideration of the Council no later than three months prior to the contract start date.
. 
7. CONTINUOUS IMPROVEMENT

7.1. If the Supplier, throughout the Contract Term, identifies new or potential improvements to the provision of the Service with a view to reducing the Council’s costs (including the Charges) and/or improving the quality and efficiency of the Service and their supply to the Council must inform the Council for consideration of review.

8. QUALITY REQUIREMENTS

8.1. All staff should be trained in the policies and procedures for the Corby Enterprise Centre, Corby Innovation Hub and Grosvenor House for working after hours, setting alarms and access. Any alarm activation will result in the security cost being forwarded to the Supplier

8.2. All works undertaken on-site should be made with due care and diligence to             provide a clear and clean environment for the staff and visitors to operate around. 

8.3. All relevant Health & Safety, COSHH and risk assessment documents including method statements and H&S data sheets must be up to date and provided to the Centre Managers for consideration, no later than 10 working days prior to contract commencement. 

8.4. Access cards must be worn at Grosvenor House at all times lost cards will be charged at £5.

8.5. Prior to each cleaning operation it will be necessary to prepare the equipment and materials appropriate to that task. All aspects of health and safety must be considered.

8.6. Please note that weekly check sheets should be displayed in the washrooms/WC and they must be completed daily by the relevant cleaning team for each site.


9. [bookmark: ITT]MONITORING ARRANGEMENTS AND CONTRACT MANAGEMENT


9.1. The Supplier shall at all times provide the Service to meet or exceed any Performance Measure for the Service.

9.2. The Supplier shall cooperate in good faith with the Council to develop relevant performance measures for this Contract.

9.3. The metrics that are to be implemented to measure performance shall be developed and agreed between the Council and the Supplier. Such metrics shall be incorporated into the list of Performance Measures set out in the Contract.

9.4. The ongoing progress and development of performance measures shall be reported through regular meetings, which will take place at least six monthly.

9.5. Management Information Reports must be completed (even where there are no transactions to report) and returned to the Council by the Reporting Date every month during the contract term and thereafter, until all transactions relating to the Service have permanently ceased.

9.6. If the Supplier discovers any errors in any reported Management Information, it will inform the Council and provide corrections in the next Management Information Report.

9.7. The Supplier agrees to attend meetings with the Council in person to discuss the circumstances of any Service Level Failure(s) at the request of the Council. If the Council requests such a meeting, the Supplier shall propose and document measures to ensure that any Service Level Failures are rectified and do not occur in the future.

9.8. The Supplier acknowledges that any Service Level Failure shall entitle the Council to the rights set out in this Section including the right to any Service Credits and that any Service Credit is a price adjustment and not an estimate of the Loss that may be suffered by the Council as a result of the Supplier’s Service Level Failure.

9.9. The Supplier shall send Performance Monitoring Reports to the Council detailing the level of service which was achieved in accordance with the requirements of this Specification.

9.10. A Service Credit shall be the Council’s exclusive financial remedy for a Service Level Failure except where:
9.10.1. the Supplier has over the previous twelve (12) Month period exceeded the Service Credit Cap; and/or
9.10.2. the Service Level Failure:
a. exceeds the relevant Service Level Threshold;
b. has arisen due to a Prohibited Act or wilful Default by the Supplier;
c. results in the corruption or loss of any Government Data; and/or
d. results in the Council being required to make a compensation payment to one or more third parties; and/or
9.10.3. The Council is otherwise entitled to or does terminate its Contract with the Supplier.

9.11. Not more than once in each Contract Year, the Council may, on giving the Supplier at least three (3) Months’ notice, change the weighting of a Service Level Performance Measure in respect of one or more Service Levels and the Supplier shall not be entitled to object to, or increase the Charges as a result of such changes, provided that:
9.11.1. the total number of Service Levels for which the weighting is to be changed does not exceed the number applicable as at the Start Date;
9.11.2. the principal purpose of the change is to reflect changes in the Council's business requirements and/or priorities or to reflect changing industry standards; and
9.11.3. there is no change to the Service Credit Cap.(Please see11.3)

10. CRITICAL SERVICE LEVEL FAILURE

10.1. On the occurrence of a Critical Service Level Failure:
10.1.1. any Service Credits that would otherwise have accrued during the relevant Service Period shall not accrue; and
10.1.2. the Council shall (subject to the Service Credit Cap) be entitled to withhold and retain as compensation a sum equal to any Charges which would otherwise have been due to the Supplier in respect of that Service Period, provided that the operation of this paragraph shall be without prejudice to the right of the Council to terminate this Contract and/or to claim damages from the Supplier for material Default.

10.2. Service Levels
10.2.1. If the level of performance of the Supplier:
a. is likely to or fails to meet any Performance Measure; or
b. is likely to cause or causes a Critical Service Failure to occur, the Supplier shall immediately notify the Council in writing and the Council, in its absolute discretion and without limiting any other of its rights, may:
i. require the Supplier to immediately take all remedial action that is reasonable to mitigate the impact on the Council and to rectify or prevent a Service Level Failure or Critical Service Level Failure from taking place or recurring;
ii. instruct the Supplier to comply with the Rectification Plan Process;
iii. if a Service Level Failure has occurred, deduct the applicable Service Level Credits payable by the Supplier to the Council; and/or
iv. if a Critical Service Level Failure has occurred, exercise its right to Compensation for Critical Service Level Failure (including the right to terminate for material Default).

10.3. Service Credits (Please see Appendix 2)
10.3.1. The Council shall use the Performance Monitoring Reports supplied by the Supplier to verify the calculation and accuracy of the Service Credits, if any, applicable to each Service Period.
10.3.2. Service Credits are a reduction of the amounts payable in respect of the Service and do not include VAT. The Supplier shall set-off the value of any Service Credits against the appropriate invoice in accordance with the calculation formula in 14.3.4.
10.3.3. Table B, below details the Services Levels and Service Credits, which apply to this requirement.
TABLE B
	
	Performance Measure
	Polarity
	Target
	Example Performance
	Difference

	1.
	Hours delivered vs hours undelivered
	Higher is better
	100%
	94%
	6%

	2.
	Compliance with contract service standards
	Higher is better
	   100%
	7%
	0%

	3.
	Service delivered as timescales set out in specification
	Higher is better
	100%
	96%
	0%

	4.
	Regular review and monitoring of health and safety procedures and standards
	Higher is better
	100%
	100%
	0%

	5.
	Staff wearing uniform and visible ID at all times
	Higher is better
	100%
	98%
	2%

	 
	Service Credits
	
	
	
	8%



10.3.4. The Service Credits shall be calculated on the basis of the following Worked Example:
0. 0.5% Service Credit will be gained for each percent below the Target.
0. Based on the example performance provided in the table above, 2 Performance Measures have underperformed, to the total value of 8% (Performance Measure 1 by 6% & Performance Measure 5 by 2%).
0. Therefore, if the monthly service payment is £2,500, the Service Credit will be £100.

11. PERFORMANCE MONITORING AND REVIEW

11.1. Within twenty (20) Working Days of the Contract Start Date, the Supplier shall provide the Council with details of how the process in respect of the monitoring and reporting of Service Levels will operate between the Supplier and the Council which the Supplier and the Council will agree as soon as reasonably possible.

11.2. The Supplier shall provide the Council with Performance Monitoring Reports in accordance with the process and timescales agreed which shall contain, as a minimum, the following information in respect of the relevant Service Period just ended:
11.2.1. for each Service Level, the actual performance achieved over the Service Level for the relevant Service Period;
11.2.2. a summary of all failures to achieve Service Levels that occurred during that Service Period;
11.2.3. details of any Critical Service Level Failures;
11.2.4. for any repeat failures, actions taken to resolve the underlying cause and prevent recurrence;
11.2.5. the Service Credits to be applied in respect of the relevant period indicating the failures and Service Levels to which the Service Credits relate; and
11.2.6. such other details as the Council may reasonably require from time to time.

11.3. The Supplier and the Council shall attend meetings to discuss Performance Monitoring Reports on a quarterly basis. These meetings will be the forum for the review by the Supplier and the Council of the Performance Monitoring Reports. These meetings shall:
11.3.1. take place within one (1) week of the Performance Monitoring Reports being issued by the Supplier at such location and time (within normal business hours) as the Council shall reasonably require;
11.3.2. be attended by the Supplier's Representative and the Council’s Representative; and
11.3.3. be fully minute by the Supplier and the minutes will be circulated by the Supplier to all attendees at the relevant meeting and also to the Council’s Representative and any other recipients agreed at the relevant meeting.

11.4. The minutes of the preceding quarter’s meeting will be agreed by both the Supplier's Representative and the Council’s Representative at each meeting.

11.5. The Supplier shall provide to the Council such documentation as the Council may reasonably require in order to verify the level of the performance by the Supplier and the calculations of the amount of Service Credits for any specified Service Period.

11.6. The Council may undertake satisfaction surveys in respect of the Supplier's provision of the Service. The Council shall be entitled to notify the Supplier of any aspects of their performance of the provision of the Service which the responses to the Satisfaction Surveys reasonably suggest are not in accordance with this Specification.

12. RISK MANAGEMENT

12.1. The Supplier and the Council shall pro-actively manage risks attributed to them under the terms of this Contract.

12.2. The Supplier shall develop, operate, maintain and amend, as agreed with the Council, processes for:
12.2.1. the identification and management of risks;
12.2.2. the identification and management of issues; and
12.2.3. Monitoring and controlling project plans.

12.3. The Supplier will allow the Council to inspect, at any time within working hours, the accounts and records which the Supplier is required to keep.

12.4. The Supplier will maintain a risk register of the risks relating to the Service, which the Council and the Supplier have identified.


13. OTHER RELEVANT DETAILS

13.1. A decision was made by the Secretary of State, regarding the proposed reorganisation of local government in Northamptonshire on Tuesday, 14th May 2019, to abolish the 8 existing councils in Northamptonshire and replace them with 2 new councils of North Northamptonshire and West Northamptonshire. Corby Borough Council will be one of 4 Councils, which also includes elements of Northamptonshire County Council, making up the North Northamptonshire authority, alongside East Northamptonshire District Council, Kettering Borough Council and the Borough Council of Wellingborough.

13.2. Work is currently taking place across Northamptonshire, to ensure these new arrangements are operational from Thursday, 1st April 2021 (Vesting Day), at which time Corby Borough Council will cease to exist.

13.3. The Council are currently uncertain how this will affect current contracts, which run beyond Vesting Day, but will keep all relevant parties updated as more information is made available.

13.4. Initially, suppliers should be aware that contracts which run beyond Vesting Day may be concluded earlier than the advertised contract term. Alternatively, suppliers awarded contracts which run beyond Vesting Day may be required to undertake and/or provide the same and/or comparable goods, service(s), supplies and/or work(s) (as detailed in this Specification) to and/or on behalf of the newly established North Northamptonshire authority, for either a defined period or until conclusion of the advertised contract term.

13.5. The Council wishes to make suppliers aware that this may affect the contract value.

14. CORPORATE SOCIAL RESPONSIBILITY

14.1. Requirements
14.1.1. In September 2017, HM Government published a Supplier Code of Conduct setting out the standards and behaviours expected of Suppliers who work with government. (https://www.gov.uk/government/uploads/system/uploads/attachment_data/fi le/646497/2017-09- 13_Official_Sensitive_Supplier_Code_of_Conduct_September_2017.pdf)
14.1.2. The Council expects its Suppliers and Sub-Contractors to meet the standards set out in that Code. In addition, the Council expects its Suppliers and Sub-Contractors to comply with the standards set out in this Section.
14.1.3. The Supplier acknowledges that the Council may have additional requirements in relation to corporate social responsibility. The Council expects that the Supplier and its Sub-Contractors will comply with such corporate social responsibility requirements as the Council may notify to the Supplier from time to time.

14.2. Equality and Accessibility
14.2.1. In addition to legal obligations, the Supplier shall support the Council in fulfilling its Public Sector Equality duty under S149 of the Equality Act 2010 by ensuring that it fulfils its obligations under each Contract in a way that seeks to:
a. eliminate discrimination, harassment or victimisation of any kind; and
b. advance equality of opportunity and good relations between those with a protected characteristic (age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex, sexual orientation, and marriage and civil partnership) and those who do not share it.

14.3. Modern Slavery, Child Labour and Inhumane Treatment
14.3.1. Modern Slavery Helpline - means the mechanism for reporting suspicion, seeking help or advice and information on the subject of modern slavery available online at https://www.modernslaveryhelpline.org/report or by telephone on 08000 121 700.
14.3.2. The Supplier:
a. shall not use, nor allow its Sub-Contractors to use forced, bonded or involuntary prison labour;
b. shall not require any Supplier Staff or Sub-Contractor Staff to lodge deposits or identify papers with the Employer and shall be free to leave their employer after reasonable notice;
c. warrants and represents that it has not been convicted of any slavery or human tracking offenses anywhere around the world;
d. warrants that to the best of its knowledge it is not currently under investigation, inquiry or enforcement proceedings in relation to any allegation of slavery or human tracking offenses anywhere around the world;
e. shall make reasonable enquires to ensure that its officers, employees and Sub-Contractors have not been convicted of slavery or human tracking offenses anywhere around the world;
f. shall have and maintain throughout the term of any of its Contracts, its own policies and procedures to ensure its compliance with the Modern Slavery Act and include in its contracts with its Sub-Contractors anti-slavery and human trafficking provisions;
g. shall implement due diligence procedures to ensure that there is no slavery or human trafficking in any part of its supply chain performing obligations under any of its Contract;
h. shall prepare and deliver to the Council, upon request, a slavery and human trafficking report, setting out the steps it has taken to ensure that slavery and human trafficking is not taking place in any of its supply chains or in any part of its business with an annual certification of compliance;
i. shall not use, nor allow its employees or Sub-Contractors to use physical abuse or discipline, the threat of physical abuse, sexual or other harassment and verbal abuse or other forms of intimidation of its employees or Sub-Contractors;
j. shall not use or allow child or slave labour to be used by its Sub-Contractors;
k. shall report the discovery or suspicion of any slavery or trafficking by it or its Sub-Contractors to the Council and Modern Slavery Helpline.

14.4. Income Security
14.4.1. The Supplier shall:
a. ensure that that all wages and benefits paid for a standard working week meet, at a minimum, national legal standards in the country of employment;
b. ensure that all Supplier Staff are provided with written and understandable Information about their employment conditions in respect to wages before they enter employment and about the particulars of their wages for the pay period concerned each time that they are paid;
c. All workers shall be provided with written and understandable Information about their employment conditions in respect to wages before they enter employment and about the particulars of their wages for the pay period concerned each time that they are paid;
d. not make deductions from wages:
i. as a disciplinary measure;
ii. except where permitted by law; or
iii. without expressed permission of the worker concerned.
e. record all disciplinary measures taken against Supplier Staff; and
f. ensure that Supplier Staff are engaged under a recognised employment relationship established through national law and practice.

14.5. Working Hours
14.5.1. The Supplier shall:
a. ensure that the working hours of Staff comply with national laws, and any collective agreements;
b. that the working hours of Supplier Staff, excluding overtime, shall be defined by contract, and shall not exceed 48 hours per week unless the individual has agreed in writing;
c. ensure that use of overtime used responsibly, taking into account:
i. the extent;
ii. frequency; and
iii. hours worked; by individuals and by the Supplier Staff as a whole.
14.5.2. The total hours worked in any seven day period shall not exceed 60 hours, except where covered by Paragraph 5.3 below.
14.5.3. Working hours may exceed 60 hours in any seven day period only in exceptional circumstances where all of the following are met:
a. this is allowed by national law;
b. this is allowed by a collective agreement freely negotiated with a workers’ organisation representing a significant portion of the workforce; appropriate safeguards are taken to protect the workers’ health and safety; and
c. the employer can demonstrate that exceptional circumstances apply such as unexpected production peaks, accidents or emergencies.
14.5.4. All Supplier Staff shall be provided with at least one (1) day off in every seven (7) day period or, where allowed by national law, two (2) days off in every fourteen (14) day period.

14.6. Sustainability

14.6.1. The Supplier shall meet the applicable Government Buying Standards, which can be found online at: https://www.gov.uk/government/collections/sustainable-procurement-thegovernment-buying-standards-gbs



15. APPENDICES

15.1.1. Appendix 1



15.1.2. Appendix 2



	

15.1.3. Appendix 3






15.1.4. Appendix 4 






15.1.5. Floor plans for each site
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Cleaning Duties For:



Grosvenor House

Corby Enterprise Centre

Corby Innovation Hub





ACCESS CARDS MUST BE WORN AT ALL SITES AT ALL TIMES- LOST CARDS WILL BE CHARGED AT

 £5	

PRIOR TO EACH CLEANING OPERATION IT WILL BE NECESSARY TO PREPARE THE EQUIPMENT AND MATERIALS APPROPRIATE TO THAT TASK. ALL ASPECTS OF HEALTH AND SAFETY MUST BE CONSIDERED.



PARTICULAR ATTENTION MUST BE GIVEN TO POSTING NOTICES WARNING OF POTENTIALLY HAZARDOUS CONDITIONS FOR EXAMPLE ‘CAUTION –WET FLOOR IN PROGRESS’



PLEASE NOTE THAT WEEKLY CHECK SHEETS SHOULD BE DISPLAYED IN THE WASHROOMS/WCs AND BE COMPLETED DAILY BY THE RELEVANT CLEANING TIME.





		Specific Area and Task

		Required

()

		Frequency

		GH

		CEC

		CIH



		Entrance/Reception Area



		Description



		Clean and polish reception desk

		√

		Daily

		X

		√

		√



		Remove finger prints from intercom

		√

		Daily

		√

		X

		X



		Clean and polish all panelling edges and ledges to head height

		√

		Daily

		√

		X

		X



		Sweep/Vacuum  and mop flooring

		√

		Daily

		√

		√

		√



		Remove all finger marks from door frames, door furniture, walls and vision panels both sides.

		√

		Daily

		√

		√

		√



		Clean front door and surround

		√

		Daily

		√

		X

		√



		Clean and polish all internal doors and kick plates

		√

		Daily

		√

		√

		√



		Clean vision panels to all doors

		√

		Daily

		√

		√

		√



		Empty all waste bins and replace liners

		√

		Daily

		X

		√

		√



		Thoroughly dust all fixtures and fittings including signage

		√

		Daily

		√

		√

		√



		Thoroughly vacuum all carpeted areas (where applicable)

		√

		Daily

		√

		√

		√



		Thoroughly dust all ledges and skirting

		√

		Daily

		√

		√

		√



		Dust light fittings

		√

		Daily

		√

		√

		√



		Damp wipe and vacuum fabric chairs including pod seating

		√

		Daily

		X

		√

		X



		Dust and damp wipe glass block partition wall

		√

		Daily

		X

		√

		X



		Dust and damp wipe chairs and tables

		√

		Daily

		X

		√

		√



		Thoroughly vacuum all reception mats

		√

		Daily

		√

		√

		√



		Shampoo and deep clean all carpeted areas

		√

		As required

		√

		√

		√



		Machine wash all other flooring areas as per seasonal requirements

		√

		As required

		√

		√

		√



		



		Window Cleaning (Internal and External) Common Areas



		Description



		Thoroughly wash and leather dry both sides of low level glass 

		√

		Monthly

		√

		X

		X



		Thoroughly wash and leather dry all internal windows and doors to head height 

		√

		Monthly

		√

		X

		X



		Clean all external windows 

		√

		Monthly

		√

		√

		√









		Lifts



		Description



		Clean and polish all mirrors and lift doors

		√

		Daily

		√

		√

		X



		Clean and polish all panelling inside the lift car and all edges and ledges to head height

		√

		Daily

		√

		√

		X



		Remove any debris from lift door tracks

		√

		Daily

		√

		√

		X



		Remove finger prints form lift buttons

		√

		Daily

		√

		√

		X



		Polish any handrails that are inside cars

		√

		Daily

		√

		√

		X



		Vacuum carpeting (where applicable)

		√

		Daily

		√

		X

		X



		Remove finger marks from glazed walls 

		√

		Daily

		√

		X

		X



		Empty Rubbish from lift

		√

		Daily

		√

		√

		X



		Sweep and mop hard floor

		√

		Daily

		√

		√

		X









		Staircase, lobbies and corridors – Please note GH main stairs should be cleaned twice weekly and the back stairs should be cleaned once weekly



		Description

		

		GH

		CEC

		CIH



		Complete walk down and litter pick all areas from 8th floor to ground floor

		√

		Daily

		√

		X

		X



		Dust and polish hand rails and balustrades

		√

		Daily

		√

		√

		X



		Vacuum carpeted areas (where applicable)

		√

		Daily

		√

		√

		√



		Sweep and mop hard floor areas to remove dust and build up of debris

		√

		Daily 

		√

		√

		√



		Dust all edges and ledges and skirting

		√

		Daily

		√

		√

		√



		Spot clean spills (chewing gum etc.)

		√

		Daily

		√

		√

		√



		Clean and polish all door furniture

		√

		Daily

		√

		√

		√



		Wash and dry stair nosing’s

		√

		Daily 

		√

		√

		X



		Machine wash all other flooring areas as per seasonal requirements

		√

		As required

		√

		√

		√



		Shampoo of carpeted areas

		√

		As required

		√

		√

		√



		Dust and damp wipe glass block partition

		√

		Daily

		X

		√

		√



		Clean and polish all internal doors and kick plates (not including office doors)

		√

		Daily

		√

		√

		√



		Clean vision panels to all internal and external doors (not including office doors)

		√

		Daily

		√

		√

		√



		Thoroughly dust all fixtures and fittings including room signage

		√

		Daily

		X

		√

		√



		Clean and polish glass partitions in stairwell 3 

		√

		Weekly

		X

		√

		X



		Dust light fittings

		√

		Weekly

		√

		√

		X









		Washrooms/WCs



		Description



		Sweep , mop and disinfect all floors

		√

		Daily

		√

		√

		√



		Empty all waste bins and replace liner

		√

		Daily

		√

		X

		√



		

		

		

		

		

		



		Cloth wipe all sinks and surrounds and dry wipe underneath

		√

		Daily

		√

		√

		√



		Clean and polish taps & clean nozzles

		√

		Daily

		√

		√

		√



		Clean and polish mirrors

		√

		Daily

		√

		√

		√



		Clean all wash hand basin units and dry wipe

		√

		Daily

		√

		√

		√



		Thoroughly wash down all doors and surrounds and door furniture to head height

		√

		Daily

		√

		√

		√



		Clean all paper towel and hand dryer units and dry wipe

		√

		Daily

		√

		√

		√



		Brush and disinfect all WC bowls and urinals underneath including outlets

		√

		Daily

		√

		√

		√



		Sanitise and dry wipe WC seats and lids to both sides

		√

		Daily

		√

		√

		√



		Sanitise handles and cisterns etc

		√

		Daily

		√

		√

		√



		Remove splash marks from all the tile surrounds

		√

		Daily

		√

		√

		√



		Replenish all consumables (toilet roll and hand gels)

		√

		Daily

		√

		√

		√



		Clean shower cubicles including glass door

		√

		Weekly

		

		

		



		Machine scrub all floor areas

		√

		As required

		

		

		



		Replace Toilet brush and holders

		√

		As required (min 6 monthly)

		√

		X

		√









		Kitchens (3rd & 4th Floor Only GH) & Canteen (CIH)



		Description

		

		GH

		CEC

		CIH



		Empty waste bins and replace liners

		√

		Daily

		√

		√

		√



		Mop all hard flooring 

		√

		Daily

		√

		√

		√



		Wipe clean all cupboards edges ledges and surfaces (weekly CEC)

		√

		Daily

		√

		√

		√



		Clean and polish all door furniture  (weekly CEC)

		√

		Daily

		√

		√

		√



		Spot clean spills (chewing gum etc)

		√

		Daily

		√

		√

		√



		Clean skirting

		√

		Daily

		√

		√

		√



		Clean sinks and dry wipe

		√

		Daily

		√

		X

		√



		Damp wipe and Sanitise microwaves and fridges

		√

		Monthly

		√

		√

		√



		Damp wipe and Sanitise tables and clean chairs

		√

		Daily

		X

		√

		√









		Offices – 4th Floor Only  CCTV and Wardens – Offices are occupied 24/7 



		Description



		Empty waste bins and replace liners

		√

		Daily

		√

		X

		X



		Dust and damp wipe all desks (where possible)

		√

		Daily

		√

		X

		X



		Dust all seating (where possible)

		√

		Daily

		√

		X

		X



		Sweep and mop all hard floors 

		√

		Daily

		√

		X

		X



		Vacuum carpeted areas (where applicable)

		√

		Weekly

		√

		X

		X



		Clean and polish all door furniture 

		√

		Daily

		√

		X

		X



		Dust all accessible edges and ledges

		√

		Weekly

		√

		X

		X









		Rubbish & Cardboard Removal



		Description



		Cardboard Flat Pack and remove to the skip

		√

		Daily

		√

		√

		√



		Collect rubbish from outside offices and remove to the skip

		√

		Daily

		√

		√

		√



		Collect and empty all recycling bins (4th Floor offices only GH)

		√

		Daily

		√

		√

		√













		Meeting rooms, co working office  and management office



		Description



		

		

		

		GH

		CEC

		CIH



		Vacuum carpeted areas 

		√

		Daily

		X

		√

		√



		Dust all edges, ledges and skirting

		√

		Daily

		X

		√

		√



		Spot clean spills (chewing gum etc.)

		√

		Daily

		X

		√

		√



		Clean and polish all door furniture

		√

		Daily

		X

		√

		√



		Empty waste bins and replace liners

		√

		Daily

		X

		√

		√



		Clean and polish meeting room desks

		√

		Daily

		X

		√

		√



		Remove any crockery

		√

		Daily

		X

		√

		√



		Damp wipe meeting room chairs

		√

		As required

		X

		√

		√



		Shampoo of carpeted areas

		√

		Quarterly

		X

		√

		√







		Security Office (CIH Only)



		Description



		Empty waste bins and replace liners

		√

		Daily

		X

		X

		√



		Damp wipe all desktops – wooden desk and tables polished

		√

		Daily

		X

		X

		√



		Clean telephones

		√

		Weekly

		X

		X

		√



		Vacuum carpeted area

		√

		Daily

		X

		X

		√



		Clean doors including handles and kick plates

		√

		Daily

		X

		X

		√



		Remove marks of the walls

		√

		Weekly

		X

		X

		√



		ther Items







		Description

		GH

		CEC

		CIH



		Clean fire extinguishers

		√

		Daily

		√

		√

		√



		Daily Outside patio/smoking area (CIH Only)



		Sweep floor

		√

		Daily

		X

		X

		√



		Empty and damp wipe bins

		√

		Daily

		X

		X

		√



		Clean tables and chairs

		√

		Daily

		X

		X

		√



		Water Dispensers –Empty drip tray and hygienically wipe external surfaces as required

		√

		Daily

		√

		X

		√



		Empty Smoking Bins

		√

		Daily

		√

		X

		√







		
Consumables



		Description



		Replace all toilet rolls

		√

		Daily (where required)

		



		Replace air fresheners

		√

		Monthly (where required)

		



		Replace paper towels

		√

		Daily (where required)

		



		Soap

		√

		Daily (where required)

		



		Black Bags

		√

		Daily (where required)

		



		Toilet brush and holders

		√

		As required (min 6 monthly)

		



		Sanitary product dispensers (CIH) only

		√

		Monthly (where required)
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CLEANING CONTRACT FOR CORBY ENTERPRISE CENTRE CORBY INNOVATION HUB AND GROSVENOR HOUSE

CORBY BOROUGH COUNCIL SPECIFICATION



Appendix 2

Corby Borough Council	[image: http://web02:3269/PoliciesStrategiesGuidance/PublishingImages/CORBY%20LOGO%20grey%205x3cm.jpg]



Service credits for areas/task not completed



Grosvenor House (GH)

Corby Enterprise Centre (CEC)

Corby Innovation Hub (CIH)	



Please note that Appendix 1 has full details of tasks that need to be completed under the specific area. Up to 8.3% service credit can be deducted from monthly payments for specific areas not cleaned.



		Specific Area 

		Required

()

		GH

		CEC

		CIH

		Service Credit



		Entrance/Reception Area



		√

		√

		√

		√

		8.3%



		Window Cleaning (Internal and External) Common Areas



		√

		√

		√

		√

		8.3%



		Lifts



		√

		√

		√

		X

		8.3%



		Staircase, lobbies and corridors – Please note GH main stairs should be cleaned twice weekly and the back stairs should be cleaned once weekly



		√

		√

		√

		√

		8.3%



		Washrooms/WCs



		√

		√

		√

		√

		8.3%



		Kitchens (3rd & 4th Floor Only GH) & Canteen (CIH)



		√

		√

		√

		√

		8.3%



		Offices – 4th Floor Only  CCTV and Wardens – Offices are occupied 24/7 (Grosvenor House Only



		√

		√

		X

		X

		8.3%



		Rubbish & Cardboard Removal



		√

		√

		√

		√

		8.3%



		Meeting rooms, co working office  and management office(CIH and CEC ONLY



		√

		X

		√

		√

		8.3%



		Security Office (CIH Only)



		√

		√

		√

		√

		8.3%



		Other Items



		√

		√

		√

		√

		8.3%



		Consumables



		√

		√

		√

		√

		8.3%
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Tupe Information - Corby Enterpise Centre and Grosvenor House.xlsx
Grosvenor House - Corby

		Contract Cleaning - TUPE information

				Cleaning Operative 1		Cleaning Operative 2		Window Cleaning

		Date of Birth						Sub Contracted

		Current Rate of Pay as at Jan 2020*		£8.21		£8.21

		Hours Worked (per week)		7.5 hours		7.5 hours		Monthly 

		Contractual Overtime		None		None

		Other Overtime		If requested - paid at £8.21 per hour 		If requested - paid at £8.21 per hour

		Sickness Details		7 weeks - 3 instances durung 2016/17		None

		Employment Claim Details 		None		None



		* will change with any new Government legislation





CE Centre - Corby

		Contract Cleaning - TUPE information

				Cleaning Operative 1		Cleaning Operative 2



		Current Rate of Pay as at Jan 2020*		£8.21		£8.21

		Hours Worked ( per week)		10 hours 		10 hours

		Contractual Overtime		None		None

		Other Overtime		If requested - paid at £8.21 per hour 		If requested - paid at £8.21 per hour 

		Sickness Details		None		7 weeks - 3 instances in 2016/17

		Employment Claim Details 		None		None





		* will change with any new Government legislation









T&C TUPE INFO

		TUPE TERMS AND CONDITION INFORMATION - GROSVENOR HOUSE AND CORBY ENTERPRISE CENTRE JAN 2020

		WAGES

		Wages will be paid every two weeks into your bank account BACS credit transfer.  If, on request you are required to work extra hours/overtime it will be paid

		at a rate agreed. If you are in receipt of any other income it is your responsibility to declare it to appropriate authority.



		TUPE TRANSFERS ONLY

		Your previous employment on site since ………………….does/does not count as part of your continuous service.  When we have confirmed your TUPE

		Benefits (we will require written evidence) we will provide a written summary for your records.



		ABSENCE

		In the event of absenteeism, for whatever reason, it is imperative that you contact your manager immediately by phone.



		HOLIDAY PAY

		You will be entitled, in every holiday year, to 28 paid holiday days, including bank holidays plus any additional holidays as amended by legislation.  Holidays must be requested at least one week in advance (in extenuating circumstances a phone call request can be made up to or on the day of holiday request) and on the appropriate form or text message/phone call.  If you fail to do so the holiday will be treated as unauthorised absence – disciplinary action may be taken and no holiday pay will be payable.  The holiday year runs from 1 January to 31 December.  You will not be permitted to carry unused holiday entitlement forward to a subsequent holiday year.  On termination of your employment you will be entitled to pay in lieu of outstanding holiday entitlement or be required to repay the Company any wage received for holiday taken in excess of your actual entitlement.  Repayment will normally be made by deduction from any sums payable to you by the Company. 



		SICKNESS/ MATERNITY PAY (SSP/SMP)

		The Company will pay statutory sickness and maternity pay in accordance with current requirements as long as you can comply with the procedures in the staff handbook.



		HEALTH & SAFETY

		Your safety officer is your Manager.  You must comply with all safety rules applicable to your place of work and be responsible to yourself and fellow workers  for Health & 

		Safety Issues.  Further information is set out in the company handbook and the Company’s Health & Safety Policy Document.



		TERMINATION OF EMPLOYMENT

		In the first two years of employment, either party may terminate this agreement by giving one week’s notice in writing.  After two years’ service this will increase to one week for each year of service up to a maximum of twelve weeks.  Failure to give and work notice will result in an amount equivalent to the relevant period of notice not given being deducted from your final wage payment.  In the case of gross misconduct no notice will be given.  Your employment is subject to a probationary period of four weeks.



		PENSIONS

		You may join a workplace pension scheme.  Details available from management.



		DISCIPLINARY/GRIEVANCE PROCEDURES

		Disciplinary and grievance procedures are set out in the Company Handbook but do not form part of your terms and conditions of employment.



		GROSS MISCONDUCT

		It is considered gross misconduct if any unauthorised personnel are taken into your place of work or any keys are transferred to a third person without the permission of your Manager.  Other examples of gross misconduct are given in the disciplinary procedure.



		FLEXIBILITY CLAUSE

		You may be required to work at other locations on a permanent or temporary basis.  A ‘No Smoking’ policy is observed at your place of work, unless in a designated area and during a permitted break.
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Tupe Information -Corby Innovation Hub.xlsx
new 

		No		Payroll

T and D: Transferring companies payroll reference not ABM		NI		Title		First		Last		Job title		Work Area		Date of Birth		Cont Service Start Date		Start Date		Gender		Full/Part Time		Perm/ FTC		Salaried or Hourly		Current Salary		Rate 1		Pay Frequency		Contracted Wkly Hrs (Ave)		Hol Entitlement (Hours/Days)		Hol Year Start Date		Health/Life Cover		Sickness Entitlement		Overtime		Private Medical		Other Benefits		Pension 		Pension Contribution 		Details of disciplinary action within last 2 years		Details of grivances raised within last 2 years		Details of Tribunal Claims Within last 2 years		Details of any actual legal action or claims  within the last 2 years or any anticipated future claims		Covered by a collective Trade Union agreement - Y / N		Address Line 1		Address Line 2		City		County		Post Code		Notes		Non- EU Worker		TUPE Manager		TUPE Pack sent to manager (Yes/No)		Date TUPE Pack Received		Discrepancies (Please confirm difference between ELI and TUPE Pack)		Employee file created (Yes/No)		Employee info entered on IBMS and payroll number generated (Yes/No)		ID		Proof of Address		NI		Drivers Licence		SIA		Saved ID, Proof of Address ect to Employee File (Yes/No)		Date Vetting Completed		Date Welcome Letter issued		Comments

		C1												supervisor		Corby Innovation Hub				01.12.15		01.12.15		female		part		perm		hourly		£9.06		£9.06		monthly		22.5		20		January		NA		ssp		normal rate		NA		NA		y		EMPL0YEE 5% EMPLOYER 3%		NONE		NONE		NONE		NONE		NONE

		C2												cleaner		Corby Innovation Hub				01.12.15		01.12.15		female		part		perm		hourly		£8.64		£8.64		monthly		15		20		March		NA		ssp		normal rate		NA		NA		y		EMPL0YEE 5% EMPLOYER 3%		NONE		NONE		NONE		NONE		NONE















































































































































































































































































































































































































































































































































































































































































































































































































































new

		No		Payroll

T and D: Transferring companies payroll reference not ABM		NI		Title		First		Last		Job title		Work Area		Date of Birth		Cont Service Start Date		Start Date		Gender		Full/Part Time		Perm/ FTC		Salaried or Hourly		Rate 1		Pay Frequency		Contracted Wkly Hrs (Ave)		Hol Entitlement (Hours/Days)		Hol Year Start Date		Health/Life Cover		Sickness Entitlement		Overtime		Private Medical		Other Benefits		Pension 		Pension Contribution 		Details of disciplinary action within last 2 years		Details of grivances raised within last 2 years		Details of Tribunal Claims Within last 2 years		Details of any actual legal action or claims  within the last 2 years or any anticipated future claims		Covered by a collective Trade Union agreement - Y / N		Address Line 1		Address Line 2		City		County		Post Code		Notes		Non- EU Worker		TUPE Manager		TUPE Pack sent to manager (Yes/No)		Date TUPE Pack Received		Discrepancies (Please confirm difference between ELI and TUPE Pack)		Employee file created (Yes/No)		Employee info entered on IBMS and payroll number generated (Yes/No)		ID		Proof of Address		NI		Drivers Licence		SIA		Saved ID, Proof of Address ect to Employee File (Yes/No)		Date Vetting Completed		Date Welcome Letter issued		Comments

		1												supervisor						01.12.15		01.12.15		female		part		perm		hourly		£8.65		monthly		22.5		20		January		NA		ssp		normal rate		NA		NA		y		EMPL0YEE 3% EMPLOYER 5%		NONE		NONE		NONE		NONE		NONE

		2												cleaner						01.12.15		01.12.15		female		part		perm		hourly		£8.25		monthly		15		20		March		NA		ssp		normal rate		NA		NA		y		EMPL0YEE 3% EMPLOYER 5%		NONE		NONE		NONE		NONE		NONE





















































Hol Accruals (Hourly Pay)

		No		Employee FIRST NAME		Employee SURNAME		Hol Entitlement		Hol Hrs Used		Hol Hours Rem

		1		ERROR:#REF!		ERROR:#REF!

		2		ERROR:#REF!		ERROR:#REF!

		3		ERROR:#REF!		ERROR:#REF!

		4		ERROR:#REF!		ERROR:#REF!

		5		ERROR:#REF!		ERROR:#REF!

		6		ERROR:#REF!		ERROR:#REF!

		7		ERROR:#REF!		ERROR:#REF!

		8		ERROR:#REF!		ERROR:#REF!

		9		ERROR:#REF!		ERROR:#REF!

		10		ERROR:#REF!		ERROR:#REF!

		11		ERROR:#REF!		ERROR:#REF!

		12		ERROR:#REF!		ERROR:#REF!

		13		ERROR:#REF!		ERROR:#REF!

		14		ERROR:#REF!		ERROR:#REF!

		15		ERROR:#REF!		ERROR:#REF!

		16		ERROR:#REF!		ERROR:#REF!

		17		ERROR:#REF!		ERROR:#REF!

		18		ERROR:#REF!		ERROR:#REF!

		19		ERROR:#REF!		ERROR:#REF!

		20		ERROR:#REF!		ERROR:#REF!

		21		ERROR:#REF!		ERROR:#REF!

		22		ERROR:#REF!		ERROR:#REF!

		23		ERROR:#REF!		ERROR:#REF!

		24		ERROR:#REF!		ERROR:#REF!

		25		ERROR:#REF!		ERROR:#REF!

		26		ERROR:#REF!		ERROR:#REF!

		27		ERROR:#REF!		ERROR:#REF!

		28		ERROR:#REF!		ERROR:#REF!

		29		ERROR:#REF!		ERROR:#REF!

		30		ERROR:#REF!		ERROR:#REF!

		31		ERROR:#REF!		ERROR:#REF!

		32		ERROR:#REF!		ERROR:#REF!

		33		ERROR:#REF!		ERROR:#REF!

		34		ERROR:#REF!		ERROR:#REF!

		35		ERROR:#REF!		ERROR:#REF!

		36		ERROR:#REF!		ERROR:#REF!

		37		ERROR:#REF!		ERROR:#REF!

		38		ERROR:#REF!		ERROR:#REF!

		39		ERROR:#REF!		ERROR:#REF!

		40		ERROR:#REF!		ERROR:#REF!

		41		ERROR:#REF!		ERROR:#REF!

		42		ERROR:#REF!		ERROR:#REF!





































Signoff (HO Use) 

		No		NI Number		People ID		Reference Number		Employee Code		Last Name		First Name		Initials		Title		Middle Name		Maiden Name		Reports To		Reports to Full Name		Birth Date		Start Date		Cont Serv Date		Termination Date		Status		Gender		Marital Status		Tax Code		Tax Basis		NI Code		Address Type		Address Line 1		Address Line 2		Address Line 3		City / Town		County		Post Code		Country		Correspondence Address		Bank Name		Account Name		Account Number		Sort Code		Account Type		Branch		Main Payroll Account		Payroll Percentage		Personal Job Title		Job Start Date		Job End Date		Company		Division		Department		Team		Sub Team		Location		Cost Centre		GL Business Code		PayrollSecurityGroup		Salary Start Date		Salary End Date		Annual Pay		Pay		Pay Basis		Hours Per Pay Period

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		21

		22

		23

		24

		25

		26

		27

		28

		29

		30

		31

		32

		33

		34

		35

		36

		37

		38

		39

		40

		41

		42

		43

		44

		45

		46

		47

		48

		49

		50

		51

		52

		53

		54

		55
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