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ORDER FORM TEMPLATE AND CALL-OFF SCHEDULES

PART A - ORDER FORM TEMPLATE
Contract Number: RWM200  
From the ("Buyer "):  Radioactive Waste Management Limited

To the ("SUPPLIER")
Name: Rolfe Contracting Limited 
Registered Address: Watling House, St. Albans, AL3 7RG 
Registered Number: 03370704 
DUNS Number: 520036930
This Order Form, when completed and executed by both Parties, forms a Call-Off Contract. Completion and execution of a Call-Off Contract may be achieved using an equivalent document or electronic purchase order system.  The text below should be copied into any electronic order forms.
APPLICABLE FRAMEWORK CONTRACT:
This Order Form is issued in accordance with and subject to the provisions of the Framework Contract with the reference number RM3830 and dated 10 July 2018 for the provision of facilities management services.

CALL-OFF LOT(S): Lot1a

This Call-Off Contract is in relation to the following Lot:

	Lot
	Tick as appropriate
	Supplier accreditations required for the Lot

	1a
	[image: ]
	ISO 9001 

	1a
	[image: Checkmark]
	ISO 9001 (Cyber Essentials Basic)



Please note: the appointed Supplier will be required to obtain Cyber Essentials Plus by the START DATE / DATE THE CALL-OFF INITIAL PERIOD COMMENCES / DATE CONTRACT YEAR 1 COMMENCES 1st April 2020
CALL-OFF INCORPORATED TERMS:
The following documents shall be incorporated into this Call-Off Contract, each taking equal precedence.  If they conflict, the following order of precedence shall apply:
1. This Order Form including the Call-Off Special Terms (Call-Off Schedule 24 (Special Terms).
2. Joint Schedule 1 (Definitions)
3. Joint Schedule 11 (Processing Data)
4. Call Off Schedule 4 (Facilities Management)
5. The following Schedules (each taking equal precedence): 
Joint Schedule 2 (Variation Form)
Joint Schedule 3 (Insurance Requirements)
Joint Schedule 4 (Commercially Sensitive Information)
Joint Schedule 5 (Corporate Social Responsibility)
Joint Schedule 6 (Key Subcontractors)						 
Joint Schedule 7 (Financial Distress) 						 
Joint Schedule 10 (Rectification Plan)
Call-Off Schedule 1 (Transparency Reports)
Call-Off Schedule 2 (Staff Transfer)
Call-Off Schedule 2: Part B (Staff Transfer At Start Date – Transfer From Former Supplier)
Call-Off Schedule 2: Part D (Pensions) 						 
Call-Off Schedule 2: Part E (Staff Transfer on Exit)
Call-Off Schedule 3 (Continuous Improvement)
Call-Off Schedule 4A (Billable Works and Projects)				    	  
Call-Off Schedule 5 (Call-Off Pricing)						    	  
Call-Off Schedule 6 (TUPE Surcharge)				   	  
Call-Off Schedule 7 (Key Staff) 							  	  
Call-Off Schedule 8 (Business Continuity and Disaster Recovery)			  	  
Call-Off Schedule 9 (Security)							  	  
Call-Off Schedule 10 (Exit Management) 						  
Call-Off Schedule 12 (ICT Services Terms) 						  
Call-Off Schedule 13 (Mobilisation Plan and Testing) 					  
Call-Off Schedule 14 (Key Performance Indicators) 					  
Call-Off Schedule 15 (Contract Management) 						  
Call-Off Schedule 16 (Benchmarking) 
Call-Off Schedule 23 Redundancy Surcharge							
The CCS Core Terms (v3.0.2)

6. Call-Off Schedule 22 (Call-Off Tender) provided that any parts of the Call-Off Tender which offer a better commercial position for the Buyer (as decided by the Buyer) will take precedence over the documents above.

No other terms whether written on the back of, appended to this Order Form, or presented at the time of delivery shall form part of the Call-Off Contract. 

SCHEDULES NOT USED IN THIS ORDER FORM:
Joint Schedule 8 (Guarantee)
Joint Schedule 9 
Joint Schedule 12: Supply Chain Visibility
Call-Off Schedule 2: Part A (Staff Transfer At Start Date – Outsourcing From the Buyer) 
Call-Off Schedule 11: Processing (Data)
Call-Off Schedule 17 (MoD Terms) 						  
Call-Off Schedule 18: (Concession Agreement) 
Call-Off Schedule 19: (Collateral Warranty Agreements)
Call-Off Schedule 20: (Clustering)
Call-Off Schedule 21: (Performance Bond) 

CALL-OFF SPECIAL TERMS: 
The Special Terms contained in Call-Off Schedule 24 (Special Terms) shall be incorporated into this Call-Off Contract.

EFFECTIVE DATE (being the date on which the Contract Period commences):  2nd December 2019

DATE THE CONTRACT PERIOD / TERM COMMENCES: 2nd December 2019

MOBILISATION PERIOD: 4 months 

START DATE / DATE THE CALL-OFF INITIAL PERIOD COMMENCES / DATE CONTRACT YEAR 1 COMMENCES: 1st April 2020

DATE CALL-OFF INITIAL PERIOD ENDS: 31st March 2025

CALL-OFF INITIAL PERIOD: 66 months 

CALL-OFF OPTIONAL EXTENSION PERIOD 1: maximum of 36 months 

CALL-OFF OPTIONAL EXTENSION PERIOD 2: maximum of 18 months 

In the event that the Supplier does not agree to the extension of the Call-Off Contract in accordance with Clause 10.2 of the Core Terms (for either Call-Off Optional Extension Period 1 or Call-Off Optional Extension Period 2), the Supplier shall notify the Buyer:

i. in respect of Call-Off Optional Extension Period 1, at least two years before the expiry of the Call-Off Initial Period; and
ii. in respect of Call-Off Optional Extension Period 2, at least two years before the expiry of Call-Off Optional Extension Period 1.

Where the Supplier has notified the Buyer in accordance with the above, the Buyer shall not be entitled to extend the term of the Call Off Contract in accordance with Clause 10.2 of the Core Terms.

TOTAL MAXIMUM CONTRACT PERIOD: 120 months

CALL-OFF DELIVERABLES: 
Please refer to the Specification and all associated Annexes for the Deliverables of this Contract.


































The Supplier should acknowledge that the volume of certain Deliverables may be subject to adjustment during the Contract Period. As defined in Attachment 3 Specification Section 9 ‘Important supplementary information for Suppliers’ and in Annex 4, Special Terms in relation to Fixed Price Matrix, Call Off Schedule 24 Special Terms.

Any such adjustments shall be recorded in accordance with the Variation Procedure at Clause 24 of the Core Terms V 3.0.2 of the Framework Contract and any impact on the Charges shall be calculated in accordance with the provisions set out within the Call-Off Incorporated Terms.  Specifically Call of Schedule 5 – Call-Off Pricing - Part A – Clause 6.

DRAWN DOWN DELIVERABLES:
Not applicable

WHEN THE SUPPLIER CAN END THE CONTRACT: 
The Suppliers ability to terminate a Call-Off Contract set out in Clause 10.6.1 of the Core Terms shall not apply to this Call-Off Contract.

The Supplier can issue a Reminder Notice if the Buyer does not pay an undisputed invoice on time. The Supplier can terminate a Call-Off Contract if the Buyer fails to pay an undisputed invoiced sum due and worth over 10% of the total Contract Value or £1,000,000, whichever is the lower, within 30 days of the date of the Reminder Notice.    

CALL-OFF CHARGES:
The Charges shall be calculated in accordance with Call-Off Schedule 5 (Call-Off Prices) on the basis of fixed cost and shall be calculated by reference to the fixed cost pricing matrix (Attachment 5 – Fixed Pricing Model) set out below:
[REDACTED]

The Charges shall not be impacted by any change to the Framework Prices and can only be changed by agreement in writing between the Buyer and the Supplier as a result of:
(i) indexation; 
(ii) Specific Change in Law;
(iii) benchmarking undertaken in accordance with Call-Off Schedule 16 (Benchmarking).
(iv) Variation (agreed in writing and signed by both Parties in accordance with clause 24 of Core Terms).

MAXIMUM LIABILITY: 
Not applicable

LIMITATION OF LIABILITY:
The limitation of the Buyer's liability set out in clause 11.2 of the Core Terms shall not apply to this Call-Off Contract. 
The Buyer's total aggregate liability (excluding any liability to pay the Charges) under this Call-Off Contract (whether in tort, contract or otherwise) shall instead be limited to 150% of the Estimated Yearly Charges for each twelve (12) Month period following the Effective Date.
The Supplier's total aggregate liability under this Call-Off Contract (whether in tort, contract or otherwise) during the Mobilisation Period shall be limited to 50% of the Estimated Year One Contract Charges. 
Following the Mobilisation Period, the Supplier's total aggregate liability under this Call-Off Contract (whether in tort, contract or otherwise) shall be limited in accordance with clause 11.2 of the Core Terms. 
If and to the extent that any liability incurred by the Supplier is intended to be recoverable under the Required Insurances, such liability shall not be included in and/or count towards the limitation on the Supplier's liability set out above and in clause 11.2 of the Core Terms.

ESTIMATED YEAR ONE CONTRACT CHARGES:
The Estimated Year One Contract Charges shall be £274,380.66.


INDEXATION:
The Payment Index that shall be applied in relation to indexation shall be the Consumer Price Index. Indexation shall only apply from the first year anniversary of the START DATE / DATE THE CALL-OFF INITIAL PERIOD COMMENCES / DATE CONTRACT YEAR 1 COMMENCES and shall be applied on every anniversary of 1st April 2021.

Indexation shall be applied to the Baseline Monthly Payment.

Indexation shall apply from the first year anniversary of the START DATE / DATE THE CALL-OFF INITIAL PERIOD COMMENCES / DATE CONTRACT YEAR 1 COMMENCES.

PASS THROUGH COSTS:
Not Applicable
MORE FAVOURABLE COMMERCIAL TERMS:
More favourable commercial terms (as set out in clause 4.8 of Core Terms) shall apply only in respect of Pass through Costs for this Call-Off Contract. 
VARIATION THRESHOLD:
Not applicable

BILLABLE WORKS:
The estimated total value range for Billable Works shall be as set out below:
	Tier
	Estimated total value range 

	Tier One Billable Works 
	£101 - £5000

	For Tier Two Billable Works 
	£5001 - £10,000

	Tier Three Billable Works
	£10,001 - £25,000

	Tier Four Billable Works 
	Above £25,000



The value of Billable Works not requiring approval from the Buyer is: <£100. Suppliers must provide invoices that clearly identify individual jobs showing both Parts Costs and Labour costs.

REACTIVE MAINTENANCE WORKS:
The value of Reactive Maintenance Works not requiring approval from the Buyer is: <£100 Any Reactive Maintenance Works over the value of £100 will be subject to the Billable Works process.

INCLUSIVE REPAIR THRESHOLD:
Not Applicable

BUSINESS CRITICAL EVENTS:
Business Critical Events are events which would cease or severely impair the Buyer's operations unless completed. Safety Critical Events are events which pose a high level of risk to individuals Health & Safety. Business Critical Events shall include:
Flooding, fire, building damage, security breach and power outages.
Disaster Period: 1 hour unless otherwise agreed with the Buyer.
METHOD OF PAYMENT: 
[REDACTED]

BUYER INVOICING ADDRESS: 
[REDACTED]

BUYER AUTHORISED REPRESENTATIVE:
Facilities Management Service Delivery Manager
Radioactive Waste Management Limited
[REDACTED]

BUYER NOTICES:
Head of Legal 
Radioactive Waste Management Limited
[REDACTED]

BUYER SECURITY POLICY:
Appended at Call Off Deliverables Attachment 3 Specification - Annex F Health, Safety, Security, Environment and Quality Policy

PROGRESS REPORT FREQUENCY:
On the first Working Day of each calendar month

PROGRESS MEETING FREQUENCY:
Quarterly on the first Working Day of each quarter otherwise agreed between the Buyer and Supplier

KEY ROLES/STAFF:
· Account Director - assumes full responsibility for the delivery of the FM Service
· [REDACTED]
· Operations Manager – works for the Account Director and takes responsibility for delivering the service quality and addresses business problems
· [REDACTED]
· Financial Manager – responsible for financial reporting
· [REDACTED]
· Safety Manager – responsible for the health, safety and welfare of the contractors employees
· [REDACTED]
· Service Delivery Manager – responsible for delivering the service with appropriate governance alignment
· [REDACTED]

KEY SUBCONTRACTORS:
 
	Sub-Contractors
	Services

	Registered company name: Amalgamated Ltd
Registration Number: 00978651
Systems House 
Dawson Street 
Swinton 
Manchester 
M27 4FJ
	Fire & Security

	Registered Company Name: Arc Elevators Limited
Registration Number: 7036592
Bankfield Mill, 
Greenfield Rd. 
Colne, Lancs 
BB8 7PD

	Lift Maintenance

	Registered Company Name: Ash Technical Catering  Limited 
Registration Number: 6497314
Unit 4 The Grove 
Industrial Estate S
wanley 
Kent BR8 8AJ
	Commercial Catering Equipment Maintenance

	Registered Company Name: Pop Box Workspace Limited
Registration Number: 10304380
UNIT 1-2 WESTERN ROAD
TRING
HP23 4BB

	Move Management

	Registered Company Name: Overclean Ltd
Registration Number: 1792622
2 Flightway,
 Dunkeswell, 
Honiton, Devon, 
EX14 4RD

	Ductwork Cleaning

	Registered Company Name: Power Testing Limited	
Registration Number: 956853
33 Hanbury Road, 
Widford Industrial Estate, 
Chelmsford, Essex, 
CM1 3AE
	Generators / HV testing


 
E-AUCTIONS:
Not Applicable 

COMMERCIALLY SENSITIVE INFORMATION:
	No.
	Date
	Item(s)
	Duration of Confidentiality

	1
2
3
4
5
6
7
	02.12.19 
02.12.19 
02.12.19 
02.12.19 
02.12.19 
02.12.19 
02.12.19 

	Attachment 5. Price Matrix 
AQB1 Management Structure 
AQB2 Mobilisation & Transition 
AQB3 Waste Management 
AQB4 Facilities Management Delivery
AQB5 Supply Chain Management 
AQB6 Opportunities for Improvement & Innovation 
	36 months
36 months
36 months
36 months
36 months
36 months
36 months





SERVICE PERIOD:
The Service Period for the purposes of Call-Off Schedule 14 (Key Performance Indicators) shall be one Month.

KPI CREDITS, AT RISK % AND EARN BACK%:
KPI Credits shall accrue in accordance with Call-Off Schedule 14 (Key Performance Indicators).

For the purposes of Call-Off Schedule 14 (Key Performance Indicators): 
(i) the At Risk % shall be: 6%; and
(ii) the Earn Back % shall be: 3%

RISK REGISTER: 



SMALL AND MEDIUM SIZED ENTERPRISES:
The percentage of small and medium enterprises which apply in relation to Call-Off Schedule (4) (Facilities Management) is 33% throughout the Contract Period. 

RELEVANT CONVICTIONS:
Not Applicable
 
CONCESSION:
Not Applicable
 
COLLATERAL WARRANTIES:
Not Applicable
PERFORMANCE BOND:
Not Applicable
CALL-OFF GUARANTEE:
Not Applicable
MANAGEMENT STRUCTURE:
The Supplier shall comply with the following management structure documentation 
[REDACTED]
MOBILISATION AND TRANSITION:
The Supplier shall comply with the following mobilisation documentation:
[REDACTED]
WASTE MANAGEMENT:
The Supplier shall comply with the following waste management plan (in addition to any instructions issued by the Buyer with regards to documentation of waste leaving the Site and traceability of processing of waste):
[REDACTED]

FACILITIES MANAGEMENT DELIVERY:
The Supplier shall comply with the following facilities management delivery documentation:
[REDACTED]

SUPPLY CHAIN MANAGMENT:
The Supplier shall comply with the following supply chain management documentation:
[REDACTED]
OPPORTUNITIES FOR IMPROVEMENT AND INNOVATION:
The Supplier shall comply with the following opportunities for improvement and innovation documentation:
[REDACTED]

COUNTERPARTS:

The Call-Off Contract may be executed in any number of counterparts, each of which when executed shall constitute a duplicate original, but all the counterparts shall together constitute the one agreement.

Transmission of an executed counterpart of this Call-Off Contract (but for the avoidance of doubt not just a signature page) by email (in PDF, JPEG or other agreed format) shall take effect as delivery of an executed counterpart of this Call-Off Contract. If either method of delivery is adopted, without prejudice to the validity of the Call-Off Contract thus made, each Party shall provide the others with the original of such counterpart as soon as reasonably possible thereafter.
EXECUTED AS A DEED: by the parties on the date which first appears in this deed.

[REDACTED]
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Core Terms



Joint Schedule 1 (Definitions)



Joint Schedule 2 (Variations)



Joint Schedule 3 (Insurance Requirements)



Joint Schedule 4 (Commercially Sensitive Information)



Joint Schedule 5 (Corporate Social Responsibility)



Joint Schedule 6 (Key Subcontractor)



Joint Schedule 7 (Financial Distress)



Joint Schedule 10 (Rectification Plan)



Joint Schedule 11 (Processing Data) 



Call-Off Schedule 1 (Transparency Reports) 



Call-Off Schedule 2 (Staff Transfer) 



Call-Off Schedule 3 (Continuous Improvement)

 

Call-Off Schedule 4 (Facilities Management) 



Call-Off Schedule 4a (Billable Works and Projects) 



Call-Off Schedule 5 (Call-Off Pricing) 



Call-Off Schedule 6 (TUPE Surcharge) 



Call-Off Schedule 7 (Key Staff) 



Call-Off Schedule 8 (Business Continuity and Disaster Recovery) 



Call-Off Schedule 9 (Security) 



Call-Off Schedule 10 (Exit Management) 



Call-Off Schedule 12 (ICT Services)



Call-Off Schedule 13 (Mobilisation Plan and Testing) 



Call-Off Schedule 14 (Key Performance Indicators)

[bookmark: _MON_1635331002] 

Call-Off Schedule 15 (Contract Management) 



Call-Off Schedule 16 (Benchmarking)



Call-Off Schedule 22 (Call Off Tender) 
[REDACTED]

Call-Off Schedule 23 (Redundancy Surcharge)



Call-Off Schedule 24 (Special Terms)



Annex 1 Supply Chain Information Report Template



Annex 1a Reporting Calendar 

[bookmark: _GoBack]
Annex 2 Security Aspects Letter
[REDACTED]

Annex 3 SCP 01 Security Vetting Clearance 
Appended at Call-Off Deliverables Attachment 3 Specification Annex E



Ref: RWM200	
[bookmark: LASTCURSORPOSITION]			
Attachment_4___Call_off_Schedule_23__Redundancy_S~.docx
Call Off Schedule 23 (Redundancy Surcharge) Final V3.0
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1. DEFINITIONS

1.1 For the purposes of this Call Off Schedule 23 , the following terms shall have the following meanings:

		“Affected Employee”

		means an employee of the Supplier (or, if relevant, a notified Sub-Contractor) who is at risk of redundancy as a result of either of the occurrence of either of the events set out in paragraph 2.1 of this Schedule;



		"Early Retirement Right"

		any right to retirement benefit arising on termination for redundancy, whether such benefit is reduced or otherwise and whether such right arises on retirement or otherwise;



		“Redundancy Payment”

		means any and all of the following payments which may be made by the Supplier (or, if relevant, the notified Sub-Contractor) to any Affected Employee:

a)	statutory redundancy payments made in accordance with section 162 of the Employment Rights Act 1996;

b)	contractual redundancy payments (which for this purpose shall mean redundancy payments made in accordance with the terms and conditions of employment to which the relevant Affected Employee was entitled at the Reference Date and for the avoidance of doubt, in each employee's case, shall not include any ex gratia payment, payment for accrued holiday or any other payment made as compensation for the termination of employment);

c)	where it is not reasonably practicable to require the Affected Employee to work their notice period, in respect of each Affected Employee, either:

		i) payment of damages for breach of the applicable statutory notice entitlement or, if higher, the notice entitlement under the terms and conditions of employment to which the relevant employee was entitled at the Reference Date; or

		ii) payment in lieu of any such notice entitlement, made pursuant to such terms and conditions of employment, but for the avoidance of doubt, shall not include any payment of salary or wages or of any benefit in respect of any period of continuing employment (whether during a notice period or otherwise);

d)	any payment made in satisfaction of any Early Retirement Right to which the relevant employee was entitled under his or her terms and conditions of employment on the Reference Date;





		“Redundancy Surcharge”

		means a surcharge on the Charges comprising the following: 

		i) Redundancy Payment 

		ii) any tribunal awards;





		“Reference Date”

		means either:

a)	the date of commencement of employment, if the Affected Employee became employed by the Supplier (or, if relevant, notified Sub-contractor) after the Relevant Transfer Date; or

b)	the Relevant Transfer Date,

save that where the Supplier (or, if relevant, notified Sub-contractor) and Former Supplier are the same entity such that the Employment Regulations do not apply to transfer staff, the relevant date shall be either the Contract Date or, if the Affected Employee became employed by the Supplier (or, if relevant, notified Sub-contractor) after such date, the date of commencement of employment;





		“Redundancy Surcharge”

		means a surcharge on the Charges equal in amount to each relevant Redundancy Payment;



		“Service Change Redundancy Surcharge”

		means in relation to a redundancy as described in Paragraph 4.1, a surcharge on the Charges equal in amount to the Redundancy Payment.







2. introduction

2.1 This Contract Schedule sets out the process for determining the Redundancy Surcharge in the event that:

2.1.1 following a Relevant Transfer, a Transferring Former Supplier Employee and/or a Transferring Buyer Employee is made redundant by the Supplier as a result of an economic technical organisational reason entailing changes to the workforce; and

2.1.2 the Buyer makes a change to the Services which results in the removal of any Services or closure of any of the Buyer Premises.

3. [bookmark: _Ref434395356]Redundancy Surcharge 

3.1 Where a Relevant Transfer takes place, or will take place, the Supplier shall not make any Transferring Former Supplier Employee(s) and/or Transferring Buyer Employee(s) redundant without consulting the Buyer.

3.2 The Supplier shall mitigate the effects of any Redundancy Surcharge by:

3.2.1 redeploying such people where it is practicable for the Supplier to do so; or

3.2.2 where redeployment is not practicable, taking such reasonable mitigation steps to minimise the costs of redundancy where practicable; and

3.2.3 complying with the Law and any reasonable instructions from the Buyer.



3.3 [bookmark: _Ref434395340]The Redundancy Surcharge shall be zero unless the Supplier has consulted with the Buyer, pursuant to paragraph 3.1 of this Call Off Schedule 23 about the particular Transferring Former Supplier Employee(s) and/or Transferring Buyer Employee(s) within 12 months of the starting date.

3.4 Where redundancy is unavoidable, the Supplier shall provide the Buyer with its estimate of the Redundancy Surcharge together with a breakdown and supporting evidence as may be reasonably necessary for the Buyer to corroborate and assess the calculation of the Redundancy Surcharge.  

3.5 On receipt of the Supplier’s calculation of the Redundancy Surcharge the Buyer shall either:

3.5.1 notify the Supplier in writing of acceptance of the Redundancy Surcharge relating to the Relevant Transfer; and/or 

3.5.2 request further information/evidence; and/ or

3.5.3 request a meeting to discuss/clarify the evidence provided.

3.6 Where the Redundancy Surcharge is agreed following the receipt of further information/evidence or following a meeting, the Buyer shall notify the Supplier in writing. 

3.7 In the event that the Supplier and the Buyer are unable to agree the Redundancy Surcharge, they shall follow the Dispute Resolution Procedure. 



4. BUILDING CLOSURES/REMOVAL OF SERVICE(S)



4.1 Subject to Paragraph 4.2, Paragraph 4.3 and Paragraph 4.4 where the Supplier or any notified Sub-Contractor makes or intends to make a Redundancy Payment in relation to any termination for redundancy made as a direct result of a Buyer instigated building closure or removal of service(s), the Supplier may be entitled to a Service Change Redundancy Surcharge.



4.2 The Supplier shall not be entitled to a Service Change Redundancy Surcharge under Paragraph 4.1 unless it has, before any relevant termination for redundancy is made:



4.2.1 consulted the Buyer about the proposal to make any such termination for redundancy;

4.2.2 provided the Buyer with written estimates of any relevant Redundancy Payment together with a breakdown of such estimates and such supporting evidence as the Buyer may reasonably request to corroborate and assess the calculations; and 

4.2.3 Provided the Buyer with details of the steps the Supplier, or the notified Sub-Contractor (as applicable), has taken (or proposes to take) to mitigate such costs in accordance with paragraph 4.4

4.3 The Supplier shall not be entitled to a Service Change Redundancy Surcharge under paragraph 4.1 unless it, or the notified Sub-Contractor (as applicable), has followed a fair dismissal procedure and complied with all contractual and legislative requirements (save for a breach of notice entitlement where payment is made on termination in satisfaction of the employee's claim for damages) in respect of each termination for redundancy to which the Service Change Redundancy Surcharge relates.

4.4 The Supplier shall (or, where relevant, shall procure that the notified Sub-Contractor shall) avoid having to make, or mitigate the extent of, any Redundancy Payment by:

4.4.1 redeploying any relevant person where it is practicable to do so;

4.4.2 where redeployment is not practicable, taking reasonable steps to minimise the amount of Redundancy Payment, including requiring employees to work their notice where this is practicable;

4.4.3 complying with the law and any reasonable instructions.

4.5 The Supplier shall not be entitled to a Service Change Redundancy Surcharge under paragraph 4.1 unless:

4.5.1 the Supplier (or, where relevant, notified Sub-Contractor) has consulted with the Buyer,  pursuant to paragraph 4.1, within one month of receiving notice by the Supplier of the  building closure or removal of service(s); and

4.5.2 the employment of any employee to whom the Redundancy Payment relates is terminated for redundancy no later than one month after the relevant  building closure or removal of service(s).

5. On receipt of the Supplier’s calculation of the Redundancy Payments in accordance with paragraph 4.2 the Buyer shall either:

5.1 notify the Supplier in writing of acceptance of the Service Change Redundancy Surcharge relating to the relevant  building closure or removal of service(s); and/or 

5.2 request further information/evidence; and/ or

5.3 request a meeting to discuss/clarify the evidence provided.

6. Where the Service Change Redundancy Surcharge is agreed following the receipt of further information/evidence or following a meeting, the Buyer shall notify the Supplier in writing. 

7. In the event that the Supplier and the Buyer are unable to agree the Service Change Redundancy Surcharge, they shall follow the Dispute Resolution Procedure. 
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SPECIAL TERMS IN RELATION TO NUCLEAR DECOMISSIONING AUTHORITY FLOW DOWNS

[bookmark: _Hlt360695020][bookmark: _Hlt365630798][bookmark: _Hlt360633260][bookmark: _Hlt360694959]Interpretation

In these Call-Off Special Terms the following words have the following meanings:

‘NDA’ means the Nuclear Decommissioning NDA established under the Energy Act 2004;

Not Used;

 Not Used;

 Not Used;

Not Used;

 Not Used; 

Unless the contrary is expressly stated references to Clauses within these Call-Off Special Terms are to the clauses of these Call-Off Special Terms.

In the event of any conflict these Call-Off Special Terms take precedence over all other provisions set out or referred to in the Order Form.

Cost Transparency

The Supplier shall adopt a system of cost transparency and open book accounting which provides for cost components, levels, build up and calculation for each item of cost used in formulation of any sums due under this Call-Off Contract, to be made available to the Buyer.  At the request of the Buyer the Supplier shall make such of its records available to the Buyer as are necessary for the Buyer to verify that the Supplier has a system of cost transparency and open book accounting in place.

Novation and Assignment 

The Buyer shall be entitled to assign, novate or transfer its interest in this Call-Off Contract to NDA or a party nominated by NDA:

(a) without the consent of the Supplier;

(b) without requiring the consent of any third party; and

(c) without incurring any payment obligation or other additional liability.

Change of Control

In the event of any change in ownership, management or control of the Buyer, the Supplier shall not be entitled to terminate this Call-Off Contract or make any amendment to this Call-Off Contract.

Rights of Third Parties

The NDA shall, pursuant to the Contracts (Rights of Third Parties) Act 1999, be entitled to enforce any of the Buyer’s rights under this Call-Off Contract and any term in this Call-Off Contract which directly or indirectly prevents or attempts to prevent the NDA from exercising those rights shall have no legal effect.

Exclusion from Competition

The Buyer shall be entitled to exclude from competition in any of the Buyer’s procurements, any economic operator in accordance with the Public Contracts Regulations 2015, Regulation 57(8)(g).

[bookmark: _Ref526342732]Insurance  

In addition to any other insurance obligations under this Call Off Contract the Buyer shall notify the Supplier of the relevant NDA insurances and insurers (the ‘NDA Insurances’), including any information provided by the NDA from time to time in respect of such NDA Insurances.  A letter of confirmation shall be provided by the NDA’s broker after the annual insurance renewal which currently takes place on 1 April of each year. 

The Buyer shall for all Subcontracts comply with (and shall procure that its subcontractors and suppliers to this Call-Off Contract agree to comply with) any instructions issued by the NDA from time to time in relation to the NDA Insurances, claims handling and other procedures relevant to this Call-Off Contract.

The Supplier shall, for contracts requiring Construction All Risks insurance:

not purchase insurance that duplicates the NDA Insurances; and

consent to being composite insured under the Construction All Risks policy and agree to comply with all the conditions of the Construction All Risks policy. 

Agreements with trade unions or other bodies representing employees

The Supplier shall comply with the terms of all agreements which the Supplier has entered into with trade unions or other bodies representing the employees of the Supplier which relate to those employees of the Supplier.

[bookmark: _Ref526347960]Modern Slavery Act 2015

[bookmark: _Ref526347902]In performing its obligations under this Call-Off Contract, the Supplier shall:

comply with all applicable anti-slavery and human trafficking laws, statutes, regulations and codes from time to time in force including the Modern Slavery Act 2015;

have and maintain throughout the Contract Period its own policies and procedures to ensure their compliance;

not engage in any activity, practice or conduct that would constitute an offence under Sections 1, 2 or 4, of the Modern Slavery Act 2015 if such activity, practice or conduct were carried out in the United Kingdom; and

include in its contracts with its subcontractors and suppliers anti-slavery and human trafficking provisions that are at least as onerous as those set out in this Clause 10.1.

The Supplier represents, warrants and undertakes that neither it nor any of its officers, employees or other persons associated with it:

has been convicted of any offence involving slavery and human trafficking; and

has been or is the subject of any investigation, inquiry or enforcement proceedings by any governmental, administrative or regulatory body regarding any offence or alleged offence of or in connection with slavery and human trafficking.

The Supplier shall implement due diligence procedures for its subcontractors, suppliers and other participants in its supply chains, to ensure that there is no slavery or human trafficking in its supply chains.

Any breach of this Clause 10 by the Supplier shall constitute a material breach of this Call-Off Contract.

[bookmark: _Ref526354166]Inclusion of terms in Sub-Contracts

The Supplier shall ensure that any Sub-Contract (at any level in the supply chain) is consistent with and includes the terms set out in Clause 8 above (Insurance), Clause 10 (Modern Slavery) and this Clause 11.

 Not used 



Not used






SPECIAL TERMS IN RELATION TO SUPPLY CHAIN VISIBILITY

[bookmark: _Toc529448891]1	Definitions

In this Schedule, the following words shall have the following meanings and they shall

supplement Joint Schedule 1 (Definitions):

		"Contracts Finder"

		the Government’s publishing portal for public sector procurement opportunities including Public Contracts Scotland Sell to Wales and Contracts Finder; 



		"SME"

		an enterprise falling within the category of micro, small and medium sized enterprises defined by the Commission Recommendation of 6 May 2003 concerning the definition of micro, small and medium sized enterprises; 



		“Supply Chain Information Report Template”

		the document at Annex 1 of this Schedule 24 “Further  RWM Special Terms”; and



		"VCSE"

		a non-governmental organisation that is value-driven and which principally reinvests its surpluses to further social, environmental or cultural objectives.



		

		





2	Visibility of Sub-Contract Opportunities in the Supply Chain 



2.1 The Supplier shall:



2.1.1	subject to Paragraph 2.3, advertise on Contracts Finder all Sub-Contract opportunities arising from or in connection with the provision of the Deliverables above a minimum threshold of £25,000 that arise during the Contract Period;



2.1.2	within 90 days of awarding a Sub-Contract to a Sub-supplier, update the notice on Contract Finder with details of the successful Sub-supplier; 



2.1.3		monitor the number, type and value of the Sub-Contract opportunities placed on 

Contracts Finder advertised and awarded in its supply chain during the Contract Period; 



2.1.4	provide reports on the information at Paragraph 2.1.3 to the Buyer in the format and frequency as reasonably specified by the Buyer; and 



2.1.5	promote Contracts Finder to its suppliers and encourage those organisations to register on Contracts Finder. 



2.2	Each advert referred to at Paragraph 2.1.1 of this Schedule 24 “Further RWM Special Terms” shall provide a full and detailed description of the Sub-Contract opportunity with each of the mandatory fields being completed on Contracts Finder by the Supplier. 



2.3	The obligation on the Supplier set out at Paragraph 2.1 shall only apply in respect of Sub-Contract opportunities arising after the Effective Date.



2.4	Notwithstanding Paragraph 2.1, the Buyer may by giving its prior Approval, agree that a Sub-Contract opportunity is not required to be advertised by the Supplier on Contracts Finder.  



3	Visibility of Supply Chain Spend



3.1	In addition to any other management information requirements set out in the Contract, the Supplier agrees and acknowledges that it shall, at no charge, provide timely, full, accurate and complete SME management information reports (the “SME Management Information Reports”) to the Buyer which incorporates the following data described in the Supply Chain Information Report Template which is: 



(a) the total contract revenue received directly on the Contract;

(b) the total value of sub-contracted revenues under the Contract (including revenues for non-SMEs/non-VCSEs); and

(c) the total value of sub-contracted revenues to SMEs and VCSEs.



3.2	The SME Management Information Reports shall be provided by the Supplier in the format as required by the Buyer from time to time. The Supplier agrees that it shall use the Supply Chain Information Report Template to provide the information detailed at Paragraph 3.1(a) –(c) and acknowledges that the template may be changed from time to time (including the data required and/or format) by the Relevant Authority issuing a replacement version. The Relevant Authority agrees to give at least thirty (30) days’ notice in writing of any such change and shall specify the date from which it must be used.



3.3	The Supplier further agrees and acknowledges that it may not make any amendment to the Supply Chain Information Report Template without the prior Approval of the Buyer.  




Annex 1

Supply Chain Information Report Template (attached separately as Annex 3a)



	Annex 1a - Reporting Calendar 

[2019/20 Reporting Calendar to be provided during mobilisation]













































Special Terms in relation to Information classified as OFFICIAL SENSITIVE including Sensitive Nuclear Information

1. Definitions



“Buyer Security Induction” means a mandatory introduction process provided by the Buyer which Supplier Staff must complete, prior to being given unescorted access to Buyer Premises and/or access to any Buyer issued IT equipment and/or access to Buyer Information classified as OFFICIAL-SENSITIVE/OFFICIAL-SENSITIVE: SNI.



“Buyer Security Manager” means the Security Manager appointed by the Buyer to carry out due diligence and personnel security clearance checks.



“Buyer Security Team” means the Buyer’s appointed and specialist security staff tasked by the Buyer Security Manager to carry out security assurance visits.



“HMG Baseline Personnel Security Standard” means personnel security controls which must be applied to any individual who, in the course of their work, has access to Government assets and information classified as OFFICIAL-SENSITIVE/OFFICIAL-SENSITIVE: SNI.  

		

		





“NDA Estate IT Network” means for the purposes of this section, Sellafield Limited’s, Direct Rail Services Limited’s, International Nuclear Services Limited’s, Radioactive Waste Management Limited’s and Nuclear Decommissioning Authority’s IT infrastructure.



“OFFICIAL” has the meaning as set out in https://www.gov.uk/government/publications/government-security-classifications: the majority of information that is created or processed by the public sector. This includes routine business operations and services, some of which could have damaging consequences if lost, stolen or published in the media, but are not subject to a heightened threat profile.



“OFFICIAL-SENSITIVE” means a limited subset of OFFICIAL information which could have more damaging consequences (for individuals, an organisation or Government generally) if it were lost, stolen or published in the media. 



“OFFICIAL-SENSITIVE: SNI” means information as defined in the Anti-terrorism, Crime and Security Act 2001 and The Energy Act 2013 which includes information relating to activities carried out on or in relation to nuclear sites or other nuclear premises which appears to the Secretary of State to be information which needs to be protected in the interests of national security, and as supplemented by the Nuclear Industry Security Regulations 2003 and the notice issued by the Secretary of State on 25 March 2015 under section 71 of The Energy Act 2013 as needing a protective marking under the Office of Nuclear Regulation Classification Policy for the Civil Nuclear industry issued on 2 April 2014 or the Office of Nuclear Regulation and Ministry of Defence document ACO 300 issued in January 2002.  

“Security Aspects Letter” means the letter to the Supplier from the Buyer which defines to the Supplier the OFFICIAL-SENSITIVE aspects of the material associated with the contract. 



“SC Clearance” means a personnel Security Clearance issued by United Kingdom Security Vetting at Security Check level.



2. Classification of Information



2.1 The Supplier is required to comply with, and to procure that all Supplier Staff comply with, the provisions of the Official Secrets Acts 1911 to 1989 during the Term of the Contract and following the expiry and/or termination of Contract. 

2.2 The Supplier may be required to handle, process, store or create Buyer Information classified as OFFICIAL, OFFICIAL-SENSITIVE or OFFICIAL-SENSITIVE: SNI when performing the Services under the Contract and such material must be protected and appropriately handled, processed, stored or created in accordance with the following guidance and legislation:

	HM Government: Security Policy Framework 

	https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/710816/HMG-Security-Policy-Framework-v1.1.doc.pdf

	HM Government: Security Classifications

	https://www.gov.uk/government/publications/government-security-classifications

ONR Classification Policy

http://www.onr.org.uk/documents/classification-policy.pdf

Nuclear Industries Security Regulations 2003

2.3 The Supplier is required to procure that any Subcontractors also comply with clause 2.2 above.

2.4 The Supplier shall not handle, process, store or create Buyer Information classified as OFFICIAL-SENSITIVE  or  OFFICIAL-SENSITIVE: SNI unless there is a specific requirement to do so and the Supplier will be notified of such a specific requirement as appropriate by the Buyer in writing.  

        3. Security Aspects Letter

3.1 The Supplier will be required to undergo due diligence, including but not limited to personnel security clearance checks, by the Buyer’s Security Manager and to sign a Security Aspects Letter prior to the commencement of the performance of the Services under this Contract.  The form of the Security Aspects Letter is appended hereto in Annex 2.

3. 

3.1 

3.2 The Security Aspects Letter will specify the locations and/or premises where the Supplier will handle, process, store or create Buyer Information and the Supplier is required to limit the number of such locations and/or premises to be utilised in the performance of the Services in order to facilitate security assurance visits by the Buyer Security Team which will be carried out at each location and/or premises where Buyer Information is handled, processed, stored or created for the purposes of performing the Services under this Contract.  The Supplier is further required to provide details of all Subcontractors to the Buyer.



3.3 The Buyer shall have the right to request evidence from the Supplier of compliance with the requirements of the Security Aspects Letter and shall permit the Buyer to inspect Supplier processes and premises in order to assure compliance with the requirements of the Security Aspects Letter.



4. Information Security Requirements



4.1 Information classified as OFFICIAL-SENSITIVE or OFFICIAL-SENSITIVE: SNI in electronic form can only be handled, processed, stored or created on the NDA Estate IT Network, save in exceptional circumstances where the Buyer has a requirement for such electronic information to be handled, processed, stored or created on the Supplier’s IT network and duly authorises the Supplier to handle, process, store or create such electronic information.

  

4.2 Where the exceptional circumstances as described in paragraph 4.1 above arise, the Supplier must comply with the following:



4.2.1 In relation to a requirement from the Buyer for the Supplier to handle, process, store, or create information classified as OFFICIAL-SENSITIVE in electronic form on the Supplier’s IT network, the Supplier’s IT network must be accredited to meet the requirements of Cyber Essentials Plus; 



4.2.2 In relation to a requirement from the Buyer for the Supplier to handle, process, store or create Information classified as OFFICIAL-SENSITIVE:SNI in electronic form on the Supplier’s IT network:



4.2.2.1 the Supplier must comply with paragraph 4.2.1 above; and



4.2.2.2 the Supplier’s IT network must be accredited to meet the requirements of the Office for Nuclear Regulation and accordingly the Supplier must implement and maintain effective cyber security and information assurance arrangements that integrate technical and procedural controls to protect the confidentiality, integrity and availability of electronic information classified as OFFICIAL-SENSITIVE:SNI; and 



4.2.2.3 the Supplier, the Supplier’s premises and the Supplier’s IT network must have been granted Facility Security Clearance status on the Office for Nuclear Regulation’s List N in accordance with Paragraph 4.4.1 below.



4.3 Where a Supplier has a requirement to connect to an NDA IT Network via its Supplier IT network to view electronic information classified as OFFICIAL SENSITIVE: SNI, the Supplier IT network must be accredited to meet the requirements of Cyber Essentials Plus.



4.4  Where the Buyer requires the Supplier to handle, process, store, or create Information classified as OFFICIAL-SENSITIVE: SNI, the Supplier is required to:



4.4.1 co-operate, facilitate and permit the carrying out of an assurance process known as a Facility Security Clearance by the Buyer and/or the Office for Nuclear Regulation to assure that the Supplier meets obligations under Regulation 22 of the Nuclear Industries Security Regulations 2003, following which the Supplier, the Supplier’s premises and the Supplier’s IT network (as appropriate) will be placed on the Office for Nuclear Regulation’s List N. Such Facility Security Clearances are carried out in accordance with Security Assessment Principles (SyAPs) and Technical Assessment Guides (TAGs) [http://www.onr.org.uk/ocns/regulation-of-sensitive-nuclear-information-list-n.htm]; and   



4.4.2 co-operate, facilitate and permit the carrying out of periodic assurance processes by the Buyer and/or the Office for Nuclear Regulation to assure that the Supplier is continuing to meet its obligations under Regulation 22 of the Nuclear Industries Security Regulations 2003.



4.5 Information classified as OFFICIAL-SENSITIVE: SNI must only be handled, processed, stored or created by the Supplier in relation to its obligations under this Contract at Buyer Premises and/or at Supplier’s premises listed on the Office for Nuclear Regulation’s List N, unless the Supplier has prior approval from the Buyer in writing.

 

4.6 The Supplier is prohibited from sharing Information classified as OFFICIAL-SENSITIVE: SNI with Subcontractors unless those Subcontractors have been granted Facility Security Clearance on the Office for Nuclear Regulation’s List N in accordance with Paragraph 4.4.1 above.



4.7 The Supplier may share Information classified up to the classification of OFFICIAL-SENSITIVE with Subcontractors with the consent of the Buyer and the Supplier must procure that the Subcontractor similarly complies with this Paragraph.



4.8 The Supplier is required to maintain, and, as necessary, shall procure that any Subcontractor maintains, such security standards, procedures and arrangements, for the purpose of minimising the risk of loss, theft or unauthorised disclosure of, or unauthorised access to, any Information classified as OFFICIAL SENSITIVE and OFFICIAL SENSITIVE: SNI.



4.9 The Supplier must co-operate, facilitate and permit, and, as necessary, shall procure that any Subcontractor co-operates, facilitates and permits, the Buyer to carry out periodic assurance visits to assure that the Supplier is continuing to meet its obligations under this Contract in relation to the handling, processing, storing or creating of Information classified as OFFICIAL and/or OFFICIAL-SENSITIVE.



5. The Supplier must co-operate, facilitate and permit, and, as necessary, shall procure that any Subcontractor co-operates, facilitates and permits, sampling inspections (both announced and unannounced) carried out by the Office for Nuclear Regulation in relation to Supplier premises (or Subcontractor premises as appropriate) which the Supplier is required to operate in accordance with Regulation 22 of the Nuclear Industries Security Regulations 2003, to assure the adequacy of Supplier (or Subcontractor, as appropriate) systems and processes for the protection of Information classified as OFFICIAL-SENSITIVE:SNI.  The Supplier should acknowledge that such sampling inspections are carried out by the Office of Nuclear Regulation using Security Assessment Principles (SyAPs) and Technical Assessment Guides (TAGs).



5.1 The Supplier should acknowledge that the Office of Nuclear Regulation operates a full cost recovery model pursuant to the Nuclear Industry Security (Fees) Regulations 2005 for all regulatory activities undertaken and accordingly will seek recovery of its costs from the Supplier. 



5.2 The Supplier shall erase, and, as necessary, shall procure that any Subcontractor erases, any or all Government Data, in whatever form, when requested to do so by the Buyer and to the appropriate HMG standard as set out in HMG Information Assurance Standard No.5 (or subsequent successor) and shall provide the Buyer with evidence of such destruction. 



5.3 Sharing Information



[bookmark: _GoBack]5.3.1 The Supplier agrees that nothing in this Contract shall prevent the Buyer from disclosing Confidential Information which it may deem appropriate to disclose or make available: 

• Under any applicable rule of law or Government regulation or in response to a request by or on behalf of Government (including but without limitation to BEIS, HM Treasury, Cabinet Office, UKGI and, where relevant to the particular procurement, to Scottish ministers and Welsh ministers);

• Under any requirement of or in response to any official request to which it is customary to reply of any regulatory body of competent jurisdiction; or

• In connection with the proper exercise of its functions, including to Government (including but without limitation to BEIS, HM Treasury, Cabinet Office, UKGI and, where relevant to the particular procurement, to Scottish ministers and Welsh ministers); the Nuclear Decommissioning Authority, the Office for Nuclear Regulation and/or NDA’s Nuclear Estate.



6. Personnel Security



6.1 Supplier Staff requiring access to OFFICIAL Information only, specifically excluding access to that classified as OFFICIAL-SENSITIVE or OFFICIAL-SENSITIVE: SNI, and who do not need unescorted access to the Buyer Premises, shall be subject to pre-employment checks that include as a minimum: identity, right to work and nationality. Where the nationality  (including any former or dual nationality) of any member of Supplier Staff falls outside of countries in the EEA, NATO, Japan or a country which shares the same Head of State as the UK, the Supplier must inform the Buyer prior to the member of Supplier Staff being given access to the Buyer’s Information.

   

6.2 Supplier Staff requiring access to OFFICIAL-SENSITIVE or OFFICIAL-SENSITIVE: SNI Information or unescorted access to the Buyer Premises shall be subject to pre-employment checks that include the HMG Baseline Personnel Security Standard as a minimum and will be required to undergo the Buyer Security Induction.



6.3 Supplier Staff will only be granted unescorted access to Buyer Premises where there is a specific requirement for the Supplier’s Staff to do so and the Buyer will notify the Supplier in writing accordingly. 



6.4 The Supplier shall prevent Supplier Staff who are unable to obtain the required security clearances (as set out above in paragraphs [6.1] and [6.2] above) from having unescorted access to Buyer Premises unless agreed in advance with the Buyer in writing which the Buyer will determine as appropriate in its sole discretion on a case by case basis. 



6.5 Supplier Staff providing operational manned guarding services will be required to be SC cleared and to hold an appropriate security authority licence issued by the Security Industry Authority. The Buyer will not permit the deployment of Supplier Staff for the purposes of manned guarding services under a dispensation notice, or such other similar temporary notice. 



6.6 Where Supplier Staff no longer require access to Buyer Premises, or their employment with the Supplier ceases, the Supplier must immediately revoke from the relevant member of the Supplier Staff all rights of access to Buyer Assets, Equipment and/or Premises. 



7. Breach of Security

7.1 In addition to the requirements set out in Paragraph 8.2 of Call-Off Schedule 9 (Security), without prejudice to the security incident management process, the Supplier shall immediately notify the Buyer upon becoming aware of any of the circumstances referred to in Paragraph 8.1 of Call-Off Schedule 9 (Security).



7. 

8. Compliance with Buyer Security Policy and terms of Security Aspects Letter



8.1 The Supplier shall comply with the Security Policy and the requirements of the Security Aspects Letter and the requirements of Call-Off Schedule 9 (Security), including the ISMS and Information Management Plan, and shall ensure that the ISMS and Security Management Plan produced by the Supplier fully complies with the Security Policy and the Security Aspects Letter.

9. Variations to Buyer Security Policy



9.1 The Buyer shall notify the Supplier of any changes or proposed changes to the Security Policy.



9.2 If the Supplier believes that a change or proposed change to the Security Policy will have a material and unavoidable cost implication to the provision of the Deliverables it may propose a Variation to the Buyer. In doing so, the Supplier must support its request by providing evidence of the cause of any increased costs and the steps that it has taken to mitigate those costs.  Any change to the Charges shall be subject to the Variation Procedure.

9.3 Until and/or unless a change to the Charges is agreed by the Buyer pursuant to the Variation Procedure the Supplier shall continue to provide the Deliverables in accordance with its existing obligations.

Annex 2 

Security Aspects Letter (attached separately as Annex 2a)

Annex 3 

SCP 01 Security Vetting Clearance  (attached separately as Annex E)

Annex 4

Special Terms in relation to Attachment 5 - Fixed Price Matrix

The Buyer is about to move into new premises and does not have the historical data to accurately predict the amount or type of services required under this Call Off Contract. It will not have this information until it has occupied the premises for a period of time. 

On the first anniversary of the Call Off Contract, after a period of approximately 24 months occupation and in consultation with the Supplier, the Buyer intends to review and, if necessary, make amendments to a) the requirements, b) quantity of the requirements as outlined in Attachment 3 – Specification and/or the prices as submitted by the Supplier within Attachment 5 – Fixed Price Matrix in accordance with the variation process set out in Clause 24, Changing the Contract, of the Core Terms and Joint Schedule 2 Variation Form.

The Buyer will not amend the unit rate of any of the requirements as a result of the 1st anniversary review.
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Company Information

		Please complete and update these details every time you submit data

		Company Name

		DUNS Number

		Registered Company Number

		Email

		Phone

		Date

		Please provide details of the preferred contact for future reporting (If applicable):

		Name

		Email

		Phone

																								0

		Please confirm whether the Subsidiary spend is taken from : 





		Please briefly confirm what quality assurances you have put in place to ensure the robustness of the data you have provided?

		Please provide your average payment terms used when paying your suppliers for NDA Estate contracts





		Please list all supplier organisations that you are responding on behalf of and that fall within your supplier 'group' or family









		Please confirm any Joint Venture operations your company is party to and indicate all participants and who is the lead		Joint Venture Name		Participant companies (please indicate in bold the lead company)















61 + Days

0 - 30 Days

31 - 60 Days



Opportunities Advertised

		Name of Prime Contractor

		Advertising of Supply Chain Opportunities														Award of Sub-Contract Supply Chain Contracts

		Title of sub--contracting opportunity (as used in the advert)		£ Value of sub-ontracting opportunity		Date advertised		Advertised on CTM or CF		CTM or CF reference no.		Title of NDA Estate contract/agreement for which the sub-contracting opportunity relates to 		NDA Client/Site		Name of apppointed Sub-Contractor		If no award has been made please provide a short narrative to summarise why no contract has been awarded		Supplier type - SME, VCSE, Large		Award notice published Y/N		Date of award notice		Award notice reference no.		£ value of awarded sub-contract		Sole source/ competitively tendered

										Both				Sellafield				No interest 		SME				1/1/18						Sole source

																				Large				12/1/12						Competitive

																				VCSE





























































































































































































































































































































































































































































































































































































Spend data

		Subsidiary Site		Quarter ending		Total Spend received		Sub Contracted Spend		SME Spend		SME Percentage

		Radioactive Waste Management		3/31/18		£50,000,000.00		£6,000,000.00		£2,000,000.00		4%













Definitions



				NDA SME Data Collection - Financial Year 2018/19 (01 April 2018 - 31 March 2019)

				v1

				The NDA is committed to a target of 31% of procurement spend should go to Small and Medium-sized Enterprises (SMEs), either directly or via the supply chain, before the end of this parliament (2022). To support this key agenda item and to measure progress, the NDA will continue to collect indirect spend data from the largest suppliers to the Estate and report internally and to Central Government.

Guidance about the data required is provided below, but in summary, we are collecting the value of revenues derived from your contracts with NDA subsidiaries and any values that you have passed to through Subcontracting to the Supply Chain and SMEs through your supply chains. 

				1) When completing the spreadsheet please fill in every section in full to the best of your knowledge. 
2) Percentages will be calculated automatically. 
3) Please note that if your organisation is classed as SME you do not need to submit this data. The definition of an SME is included below under 'Definitions and Interpretations'.  If you are an SME, please let us know so that we can confirm and update our records accordingly.
4) We are looking to obtain your supplier organisation's ‘group’ response, including details of any relevant spend for any supplier organisations that fall within the group.  
5) If your company is also part of a Joint Venture or similar structure, any contracts that fall within a group of companies, the data should be submitted by the lead company for the Joint Venture.  Please submit all the subcontract values (both large companies and SMEs) to the lead company and make sure it is not included in your group or company data in order to ensure we have no double accounting.
6) If the contact we have invited to complete this survey is not best placed to do this within your organisation, please can you forward our request to the correct contact and inform us so we can update our records accordingly.

				
Sheet 1 : Fields : Please specify the numbers in full. All figures should be in GBP pounds sterling. Please see an example of how to complete the questions below.



				A1. Total contract revenue (£) received directly from selected department including arms length bodies (ALBs)

				Supplier X has received £1,200,000 revenue directly from the selected department within the requested financial reporting period. Enter £1,200,000 for question A1.

				£1,200,000		ü

				£1.2m		û

				1.2m		û



				A2. Total value of subcontracted revenues (£) 
(Please note that this is the total value of all sub-contracted revenues for SMEs and non-SMEs. 

				Of the £1,200,000 Supplier X received directly from the selected department, £50,000 was subcontracted to SMEs and £140,000 was subcontracted to organisations not covered by the definition of an SME. Enter £190,000 for question A2.

				£190,000		ü

				£190k		û

				190k		û





				A3. Total value of subcontracted revenues to SMEs (£)

				Of the £1,200,000 Supplier X received from the selected department, £50,000 was subcontracted to an SME. Enter £50,000 for question A3.

				£50,000		ü

				£0.05m		û

				0.05m		û

				Question A4: Briefly, what method did you apply to calculate this data? Please list all supplier organisations that you are responding on behalf of and that fall within your supplier 'group' or family including the specific spend details of any Joint Venture (JV) spend, if applicable.



				Please provide a brief statement of how the figures in questions A1-A3 have been calculated.



				Question A5: Can you briefly confirm what quality assurances you have put in place to ensure the robustness of the data you have provided?



				Please provide a brief explanation of what measures, if any, you have in place to ensure the quality of the data you have provided.



				Question A6: Please select the average payment terms that you use for your supply chain for government work



				Please select the appropriate radio button.



				Data provided by

				In the event we need to contact you about your return, please provide your full contact details. Please provide details of the preferred contact for future reporting (If different).
Please also provide your DUNS Number.  The Data Universal Numbering System (DUNS) is a system developed and regulated by Dun & Bradstreet which assigns a unique numeric identifier, referred to as a 'DUNS Number' to a single business entity. 







				Definitions and Interpretations:

				In this document and all documentation from the Crown Commercial Service SME team:

				1.    Department(s) – means central government department and its Arms Length Bodies (ALBs) and Non Departmental Public Bodies (NDPBs).

				2.    Supplier(s) – means a company or organisation that sells or supplies goods or services not limited to the UK.

				3.    SMEs – means Suppliers with less than 250 employees and whose annual turnover does not exceed €50m or annual balance sheet total does not exceed €43m. The organisation also has to be autonomous.

				4.    Autonomous – means that the SME does not have more than 25% of its capital or voting rights owned by an organisation or multiple organisations that themselves do not meet the definition of a SME.

				5.   Contract Revenue – means the monetary value (Excl VAT) received through a contract between you and a Central Government Department or its ALBs.

				6.   Subcontracted Revenue – means the monetary value of the contract (Excl VAT) that has been passed to a supplier within the supply chain.

				7.   Supply Chain – means all suppliers that are involved in the production, handling, provision and /or distribution of any part of the contract.

				8.   Contract – means the commercial agreement between the department or its ALB and the supplier for the provision of goods or services.





SME Company suppliers

		Please provide a list of all SME companies included in the data

		Company Name		Postcode		Registered Company Number		DUNS number





Descriptors

		Supplier Type		Yes or No		Source type		Advertising 		Sites

		SME		Yes		Sole source		CF		Radioactive Waste Management

		VCSE		No		Competitively Tendered		e.g. Complete Tender Management

		Large						Both

								A. N. Other platform
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Work Package

				Work Package				Required?

				Work Package A - Contract Management		Please Complete		Yes

				Work Package B - Contract Mobilisation		Please Complete		Yes

				Work Package C - Maintenance Services		Please Complete		Yes

				Work Package D - Horticultural Services		Please Complete		No

				Work Package E - Statutory Obligations		Please Complete		Yes

				Work Package F - Catering Services		Please Complete		Yes

				Work Package G - Cleaning Services		Please Complete		Yes

				Work Package H - Workplace FM Services		Please Complete		Yes

				Work Package I - Reception Services		Please Complete		Yes

				Work Package J - Security Services		Please Complete		No

				Work Package K - Waste Services		Please Complete		Yes

				Work Package L - Miscellaneous FM Services		Please Complete		Yes

				Work Package M - CAFM		Please Complete		Yes

				Work Package N - Helpdesk Services		Please Complete		Yes

				Work Package O - Management of Billable Works		Please Complete		Yes



Update Deliverables Matrix, SLR and Building Specifics



Building Information 



				BUILDING INFORMATION



										B329 Harwell		B150 Harwell

				Building Information		Building Reference

						Building Geographical Location				Harwell Oxfordshire		Harwell Oxfordshire

						Building Type				General office - Non Customer Facing		General office - Non Customer Facing

						Standard/Non-Standard Building?				Standard		Standard

						Security Clearance Level				SC and BPSS		SC and BPSS

						GIA (square meters)				1,372 sq m		650 sq m

						External areas (square meters)				N/A		N/A		* we are responsible for internal area's only and are only taking part of the building

						Parent Department/Organisation				(Landlord) The Harwell Science and Innoviation Campus General Partner Ltd		(Landlord) The Harwell Science and Innoviation Campus General Partner Ltd

						On-site management presence required?				Yes		Yes

				Address		Street				Part Ground and First Floor , B329, Harwell Science and Innoviation Campus		Thompson Avenue, Harwell Science and Innoviation Campus

						Town/City				Harwell, Didcot		Harwell, Didcot

						Postcode				Oxon, OX11 0RL		Oxon, OX11 0QB

				Overview		Year Built				Not known		Not known

						Construction Type				Brick 		Brick 

						Security				Yes		Yes

						Building opening days				7 days per week 24 hours per day		7 days per week 24 hours per day

						Operational Working Hours				0830-1630		0830-1630

						Tenure: Freehold/Leasehold				Leasehold		Leasehold

						Tenure: Landlord (if applicable)				Yes		Yes

						Tenure: Length of Lease (if applicable)				10 years		10 years

						Property Legal Entity				The Harwell Science and Innovation Campus General Partner Ltd		The Harwell Science and Innovation Campus General Partner Ltd

						Number of FTE Building Users				165		65

						Site Status				active		active

				Service Specifics
		Number of Lifts				1		1

						Number of Floors				2		2

						Lift (Lift number x Floor Number)				N/A		N/A

						Portable Appliances (no of units)				3000		1182

						General Waste - tonne				4.47		1.76

						Recycled Waste - tonne				1.7		0.67

						Classfied Waste - tonne				10.99		4.33

						Feminine Hygiene Waste - tonne				0.101		0.04

						Hazardous Waste - tonne				0.083		0.03

						Medical Waste - tonne				None		None

						Number of Building Visitors per annum				6521		2569

						Number of utility invoices generated over the past year				Not know uitlity invoices paid via services agreement with NDA		Not know uitlity invoices paid via services agreement with NDA

						Value of invoices processed				Not know uitlity invoices paid via services agreement with NDA		Not know uitlity invoices paid via services agreement with NDA





				PROPERTY CLASSIFICATIONS

				Table 1 – Properties categorised as Standard (Priced at Framework): 



				Building Category		Business & Occupational Profile		Description

				1		General office - Customer Facing		General office areas and customer facing areas.

				2		General office - Non Customer Facing		General office areas and non-customer facing areas.  

				3		Call Centre Operations		Call centre operations.

				4		Warehouses		Large storage facility with limited office space and low density occupation by Supplier Personnel. 

				5		Restaurant and Catering Facilities 		Areas including restaurants, deli-bars and coffee lounges areas used exclusively for consuming food and beverages. 

				6		Pre-School		Pre-school, including crèche, nursery and after-school facilities. 

				7		Primary School		Primary school facilities. 

				8		Secondary School		Secondary school facilities.

				9		Special Schools 		Special school facilities. 

				10		Universities and Colleges		University and college, including on and off site campus facilities but excluding student residential accommodation facilities. 

				11		Doctors, Dentists and Health Clinics		Community led facilities including doctors, dentists and health clinics. 

				12		Nursery and Care Homes 		Nursery and care home facilities. 

				Table 2 – Properties categorised as Non-Standard / Other (Priced at Call Off): 



				Building Category		Business & Occupational Profile		Description

				1		Data Centre Operations		Data centre operation.

				2		External parks, grounds and car parks		External car parks and grounds including externally fixed Assets - such as fences, gates, fountains etc.

				3		Laboratory		Includes all Government facilities where the standard of cleanliness is high, access is restricted and is not public facing.

				4		Heritage Buildings 		Buildings of historical or cultural significance.

				5		Nuclear Facilities 		Areas associated with Nuclear activities.

				6		Animal Facilities 		Areas associated with the housing of animals such as dog kennels and stables.

				7		Custodial Facilities 		Facilities relating to the detention of personnel such as prisons and detention centres. 

				8		Fire and Police Stations 		Areas associated with emergency services.

				9		Production Facilities 		An environment centred around a fabrication or production facility, typically with restricted access.

				10		Workshops 		Areas where works are undertaken such as joinery or metal working facilities

				11		Garages 		Areas where motor vehicles are cleaned, serviced, repaired and maintained.

				12		Shopping Centres		Areas where retail services are delivered to the Public.

				13		Museums /Galleries		Areas are generally open to the public with some restrictions in place from time to time. Some facilities have no public access.

				14		Fitness / Training Establishments		Areas associated with fitness and leisure such as swimming pools, gymnasia, fitness centres and internal / external sports facilities.

				15		Residential Buildings 		Residential accommodation / areas.

				16		Port and Airport buildings 		Areas associated with air and sea transportation and supporting facilities, such as airports, aerodromes and dock areas. 

				17		List X Property		A commercial site (i.e. non-Government) on UK soil that is approved to hold UK government protectively marked information marked as 'confidential' and above. It is applied to a company's specific site and not a company as a whole.

				18		Hospitals 		Areas including mainstream medical, healthcare facilities such as hospitals and medical centres.

				19		Mothballed / Vacant / Disposal		Areas which are vacant or awaiting disposal where no services are being undertaken.





Deliverables Matrix



				DELIVERABLES MATRIX

																Building Reference		RWM Office		RWM Office

																Building Name		B329 Harwell		B150 Harwell

																Building Location		Harwell Oxfordshire		Harwell Oxfordshire

																Building Type		General office - Non Customer Facing		General office - Non Customer Facing

																Customer Reference		N/A		N/A

																GIA (m2)		1,372 sq m		650 sq m

																Inclusive Repair Threshold

				Work Package		Mandatory / 
Non Mandatory		Service Reference		Service Name		Unit of Measure		Service Type

				Work Package A - Contract Management		Mandatory		A.1		Integration		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.2		Health and Safety		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.3		Management Services		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.4		Service Delivery Plans 		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.5		Fire Safety		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.6		Permit to Work		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.7		Accessibility Services		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.8		Risk Management		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.9		Customer Satisfaction		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.10		Reporting		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.11		Performance Self-Monitoring		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.12		Business Continuity and Disaster Recovery (“BCDR”) Plans 		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.13		Quality Management System          		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.14		Staff and Training		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.15		Selection and Management of Sub-Contractors		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.16		Property Information Mapping Service (EPIMS)		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory		A.17		Sustainability		Percentage (within Mgt Overhead)		Standard				Yes - Std		Yes - Std

				Work Package A - Contract Management		Mandatory (not priced at framework)		A.18		Social Value		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package B - Contract Mobilisation		Mandatory (not priced at framework)		B.1		Contract Mobilisation		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory		C.1		Mechanical and Electrical Engineering Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.1		Mechanical and Electrical Engineering Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.1		Mechanical and Electrical Engineering Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.2		Ventilation and Air Conditioning System Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.2		Ventilation and Air Conditioning System Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.2		Ventilation and Air Conditioning System Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.3		Environmental Cleaning Service - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.3		Environmental Cleaning Service - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.3		Environmental Cleaning Service - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.4		Fire Detection and Firefighting Systems Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.4		Fire Detection and Firefighting Systems Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.4		Fire Detection and Firefighting Systems Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.6		Security, Access and Intruder Systems Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.6		Security, Access and Intruder Systems Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.6		Security, Access and Intruder Systems Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.7		Internal & External Building Fabric Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.7		Internal & External Building Fabric Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.7		Internal & External Building Fabric Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.11		Building Management System (BMS) Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.11		Building Management System (BMS) Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.11		Building Management System (BMS) Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.12		Standby Power System Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.12		Standby Power System Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.12		Standby Power System Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.13		High Voltage (HV) and Switchgear Maintenance - Standard A		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.13		High Voltage (HV) and Switchgear Maintenance - Standard B		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.13		High Voltage (HV) and Switchgear Maintenance - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory		C.5		Lifts, Hoists & Conveyance Systems Maintenance - Standard A		Number (per lift per floor) per annum		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.5		Lifts, Hoists & Conveyance Systems Maintenance - Standard B		Number (per lift per floor) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.5		Lifts, Hoists & Conveyance Systems Maintenance - Standard C		Number (per lift per floor) per annum		Standard				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.14		Catering Equipment Maintenance - Standard A		service (per annum)		No Service Required				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.14		Catering Equipment Maintenance - Standard B		service (per annum)		No Service Required				No		No

				Work Package C - Maintenance Services		Mandatory (not priced at framework)		C.14		Catering Equipment Maintenance - Standard C		service (per annum)		No Service Required				No		No

				Work Package C - Maintenance Services		Non Mandatory		C.9		Planned / Group Re-Lamping Service		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Non Mandatory		C.10		Automated Barrier Control System Maintenance		service (per annum)		Standard				No		No

				Work Package C - Maintenance Services		Non Mandatory		C.15		Audio Visual (AV) Equipment Maintenance		service (per annum)		Standard				Yes - Std		Yes - Std		Standard Service - equipment to be confirmed

				Work Package C - Maintenance Services		Non Mandatory		C.16		Television Cabling Maintenance		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Non Mandatory		C.17		Mail Room Equipment Maintenance		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Non Mandatory		C.18		Office Machinery Servicing and Maintenance		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Non Mandatory		C.19		Voice Announcement System Maintenance		service (per annum)		No Service Required				No		No

				Work Package C - Maintenance Services		Non Mandatory		C.20		Locksmith Services		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package C - Maintenance Services		Non Mandatory		C.21		Airport and Aerodrome Maintenance Services		service (per annum)		No Service Required				No		No

				Work Package C - Maintenance Services		Non Mandatory		C.22		Specialist Maintenance Services		service (per annum)		No Service Required				No		No

				Work Package D - Horticultural Services		Non Mandatory		D.1		Grounds Maintenance Services		service (per annum)		No Service Required

				Work Package D - Horticultural Services		Non Mandatory		D.2		Tree Surgery (Arboriculture)		service (per annum)		No Service Required

				Work Package D - Horticultural Services		Non Mandatory		D.3		Professional Snow & Ice Clearance		service (per annum)		No Service Required

				Work Package D - Horticultural Services		Non Mandatory		D.4		Reservoirs, Ponds, River Walls and Water Features Maintenance		service (per annum)		No Service Required

				Work Package D - Horticultural Services		Non Mandatory		D.5		Internal Planting		service (per annum)		No Service Required

				Work Package D - Horticultural Services		Non Mandatory		D.6		Cut Flowers and Christmas Trees		service (per annum)		No Service Required

				Work Package E - Statutory Obligations		Mandatory		E.1		Asbestos Management		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.2		Water Hygiene Maintenance		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.3		Statutory Inspections		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.5		Compliance Plans, Specialist Surveys and Audits		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.6		Conditions Survey		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.7		Electrical Testing		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.8		Fire Risk Assessments		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory		E.4		Portable Appliance Testing		Number (per unit) per annum		Standard				Yes - Std		Yes - Std

				Work Package E - Statutory Obligations		Mandatory (not priced at framework)		E.9		Building Information Modelling and Government Soft Landings		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package F - Catering Services		Non Mandatory		F.1		Chilled Potable Water		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package F - Catering Services		Non Mandatory		F.2		Retail Services / Convenience Store		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.3		Deli/Coffee Bar		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.4		Events and Functions		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.5		Full Service Restaurant		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.6		Hospitality and Meetings		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.7		Outside Catering		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.8		Trolley Service		service (per annum)		No Service Required				No		No

				Work Package F - Catering Services		Non Mandatory		F.9		Vending Services (Food & Beverage)		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package F - Catering Services		Non Mandatory		F.10		Residential Catering Services		service (per annum)		No Service Required				No		No

				Work Package G - Cleaning Services		Mandatory		G.1		Routine Cleaning - Standard A		Square Metre (GIA) per annum		Standard				No		No

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.1		Routine Cleaning - Standard B		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std		Please refer to Annex J Washroom Deliverables for additional   information 

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.1		Routine Cleaning - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package G - Cleaning Services		Mandatory				Cleaning Consumables (Routine Cleaning) - Building Occupants		per person per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory (not priced at framework)				Cleaning Consumables (Routine Cleaning) - Building Visitors		per person per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory		G.2		Cleaning of Integral Barrier Mats		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory		G.3		Mobile Cleaning Services - Standard A		Square Metre (GIA) per annum		No Service Required				No		No

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.3		Mobile Cleaning Services - Standard B		Square Metre (GIA) per annum		No Service Required				No		No

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.3		Mobile Cleaning Services - Standard C		Square Metre (GIA) per annum		No Service Required				No		No

				Work Package G - Cleaning Services		Mandatory				Cleaning Consumables (Mobile Cleaning) - Building Occupants		per person per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory (not priced at framework)				Cleaning Consumables (Mobile Cleaning) - Building Visitors		per person per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory		G.4		Deep (Periodic) Cleaning - Standard A		Square Metre (GIA) per annum		Standard				No		No

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.4		Deep (Periodic) Cleaning - Standard B		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.4		Deep (Periodic) Cleaning - Standard C		Square Metre (GIA) per annum		Standard				No		No

				Work Package G - Cleaning Services		Mandatory		G.6		Window Cleaning (Internal)		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory		G.7		Window Cleaning (External)		Square Metre (GIA) per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory		G.15		Pest Control Services		Square Metre (GIA) per annum		Standard				No		No

				Work Package G - Cleaning Services		Mandatory		G.5		Cleaning of External Areas - Standard A		Square Metre (external area) per annum		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.5		Cleaning of External Areas - Standard B		Square Metre (external area) per annum		No Service Required				No		No

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.5		Cleaning of External Areas - Standard C		Square Metre (external area) per annum		No Service Required				No		No

				Work Package G - Cleaning Services		Mandatory (not priced at framework)		G.9		Reactive Cleaning (outside cleaning operational hours)		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Non Mandatory		G.8		Cleaning of Communications and Equipment Rooms		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Non Mandatory		G.10		Housekeeping 		service (per annum)		No Service Required				No		No

				Work Package G - Cleaning Services		Non Mandatory		G.11		IT Equipment Cleaning		service (per annum)		No Service Required				No		No

				Work Package G - Cleaning Services		Non Mandatory		G.12		Specialist Cleaning		service (per annum)		No Service Required				No		No

				Work Package G - Cleaning Services		Non Mandatory		G.13		Cleaning of Curtains and Window Blinds		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package G - Cleaning Services		Non Mandatory		G.14		Medical and Clinical Cleaning		service (per annum)		No Service Required				No		No

				Work Package G - Cleaning Services		Non Mandatory		G.16		Linen and Laundry Services		service (per annum)		No Service Required				No		No

				Work Package H - Workplace FM Services		Mandatory		H.4		Handyman Services		hourly rate		Standard				Yes - Std		Yes - Std		Please refer to Annex A2 Handyperson for additional context

				Work Package H - Workplace FM Services		Mandatory		H.5		Move and Space Management - Internal Moves		hourly rate		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Mandatory (not priced at framework)		H.7		Clocks		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Mandatory (not priced at framework)		H.1		Mail Services		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Mandatory (not priced at framework)		H.2		Internal Messenger Service		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Mandatory (not priced at framework)		H.3		Courier Booking and External Distribution		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Mandatory (not priced at framework)		H.6		Porterage		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Mandatory (not priced at framework)		H.8		Signage		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Non Mandatory		H.9		Archiving (on-site)		service (per annum)		No Service Required				No		No

				Work Package H - Workplace FM Services		Non Mandatory		H.10		Furniture Management		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Non Mandatory		H.11		Space Management		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Non Mandatory		H.12		Cable Management		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package H - Workplace FM Services		Non Mandatory		H.13		Reprographics Service		service (per annum)		Standard				No		No

				Work Package H - Workplace FM Services		Non Mandatory		H.14		Stores Management		service (per annum)		No Service Required				No		No

				Work Package H - Workplace FM Services		Non Mandatory		H.15		Portable Washroom Solutions		service (per annum)		No Service Required				No		No

				Work Package H - Workplace FM Services		Non Mandatory		H.16		Administrative Support Services		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package I - Reception Services		Mandatory		I.1		Reception Service		hourly rate		Standard				Yes - Std		Yes - Std		Please refer to Annex K Reception Services for additional context

				Work Package I - Reception Services		Mandatory		I.2		Taxi Booking Service		hourly rate		Standard				Yes - Std		Yes - Std

				Work Package I - Reception Services		Mandatory		I.3		Car Park Management and Booking		hourly rate		No Service Required				No		No

				Work Package I - Reception Services		Mandatory		I.4		Voice Announcement System Operation		hourly rate		No Service Required				No		No

				Work Package J - Security Services		Mandatory		J.1		Manned Guarding Service		hourly rate		No Service Required

				Work Package J - Security Services		Mandatory		J.2		CCTV / Alarm Monitoring		hourly rate		No Service Required

				Work Package J - Security Services		Mandatory		J.3		Control of Access and Security Passes		hourly rate		No Service Required

				Work Package J - Security Services		Mandatory		J.4		Emergency Response		hourly rate		No Service Required

				Work Package J - Security Services		Mandatory		J.5		Patrols (Fixed or Static Guarding)		hourly rate		No Service Required

				Work Package J - Security Services		Mandatory		J.6		Management of Visitors and Passes		hourly rate		No Service Required

				Work Package J - Security Services		Mandatory (not priced at framework)		J.7		Reactive Guarding		service (per annum)		No Service Required

				Work Package J - Security Services		Non Mandatory		J.8		Additional Security Services		service (per annum)		No Service Required

				Work Package J - Security Services		Non Mandatory		J.9		Enhanced Security Requirements		service (per annum)		No Service Required

				Work Package J - Security Services		Non Mandatory		J.10		Key Holding		service (per annum)		No Service Required

				Work Package J - Security Services		Non Mandatory		J.11		Lock Up / Open Up of Buyer Premises		service (per annum)		No Service Required

				Work Package J - Security Services		Non Mandatory		J.12		Patrols (Mobile via a Specific Visiting Vehicle)		service (per annum)		No Service Required

				Work Package K - Waste Services		Mandatory		K.2		General Waste		tonne		Standard				Yes - Std		Yes - Std

				Work Package K - Waste Services		Mandatory		K.3		Recycled Waste		tonne		Standard				Yes - Std		Yes - Std

				Work Package K - Waste Services		Mandatory		K.1		Classified Waste		console		Standard				Yes - Std		Yes - Std

				Work Package K - Waste Services		Mandatory		K.7		Feminine Hygiene Waste		unit		Standard				Yes - Std		Yes - Std

				Work Package K - Waste Services		Non Mandatory		K.4		Hazardous Waste		tonne		Standard				Yes - Std		Yes - Std

				Work Package K - Waste Services		Non Mandatory		K.5		Clinical Waste		tonne		No Service Required				No		No

				Work Package K - Waste Services		Non Mandatory		K.6		Medical Waste		tonne		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.1		Childcare Facility		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.2		Sports and Leisure		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.3		Driver and Vehicle Service		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.4		First Aid and Medical Service		service (per annum)		Standard				Yes - Std		Yes - Std

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.5		Flag Flying Service		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.6		Journal, Magazine and Newspaper Supply		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.7		Hairdressing Services		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.8		Footwear Cobbling Services		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.9		Provision of Chaplaincy Support Services		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.10		Housing and Residential Accommodation Management		service (per annum)		No Service Required				No		No

				Work Package L - Miscellaneous FM Services		Non Mandatory		L.11		Training Establishment Management and Booking Service		service (per annum)		No Service Required				No		No

				Work Package M - CAFM		Mandatory		M.1		CAFM System		Percentage of Year 1 Deliverables Value (excluding Management and Corporate Overhead, and Profit) at call-off.		Standard				Yes - Std		Yes - Std

				Work Package N - Helpdesk Services		Mandatory		N.1		Helpdesk Services		Percentage of Year 1 Deliverables Value (excluding Management and Corporate Overhead, and Profit) at call-off.		Standard				Yes - Std		Yes - Std
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				SERVICE LEVEL REQUIREMENTS

				Work Package Ref		Service Reference		Work Package		Service Required Within Estate?		Standard / Non-Standard / Mix		If non-standard service please comment below

				Work Package A - Contract Management				Work Package A – Contract Management

				Work Package A - Contract Management

				Work Package A - Contract Management				1.       Service A:1 - Integration

				Work Package A - Contract Management				1.1.    Service A:1 – Integration is Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.1		1.2.    The Supplier shall provide an integrated Service ensuring a seamless and coordinated Delivery and effective synergies with the Buyer’s third party suppliers and service providers are Delivered at all times. The Supplier shall take advantage of synergies between the different Services and the benefits that integration will bring.		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.3.    The Supplier shall be aware that Services shall be delivered across all Buyer Premises as highlighted within Annex G - Property Classification.		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.4.    The Supplier will work collaboratively with the Buyer to promote excellence and innovation and enhance the reputation of the Buyer amongst key stakeholders across Government and within local communities.		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.5.    The Supplier shall: 		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.5.1.  Focus on cross / multi-skilling of Supplier Staff to allow for efficiencies when delivering the required Services;  		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.5.2.  Share more efficient ways of working with the Buyer that will ensure better working practices in delivering the Services;		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.5.3.  Work collaboratively with the Buyer and identify opportunities in relation to delivering the Services;		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.5.4.  Procure billable works Services only with the sanction of the Buyer and shall use pan-Government Frameworks approved by the Authority wherever possible. The Supplier shall be invited to review the use of such contracts and make proposals for alternative procurement routes if these can be demonstrated to provide greater value for money for the Buyer; and		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.5.5.  Be alert and provide the benefits of working together to the Buyer. The Supplier shall also provide the most advantageous options in relation to the deployment of Supplier Staff in order to deliver the required Services in the most efficient, cost effective and sensible manner.		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.6.    The Supplier shall work collaboratively with the Buyer when establishing their operational delivery plan and shall focus on the use of technology, data and analytics to develop, maintain and improve the workplace experience and value-for-money for the Buyer. These initiatives shall include:		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.6.1. Use of intelligent software to monitor working conditions (e.g. lighting levels, office temperatures);		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.6.2. Use of intelligent systems to aid with the Delivery of smarter cleaning, energy usage and maintenance solutions;		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.6.3. Use of new technology, to include CCTV, movement sensors, drones and robotic solutions, to support the Delivery of Services where appropriate; and		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.6.4. Use of automated room booking systems and technology to maximise efficient use of facilities at the Buyer Premises and to monitor space utilisation.		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.7.    The Supplier shall ensure that all opportunities identified that have the potential to deliver performance, economic and social value improvements are presented to the Buyer for consideration.  		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.8.    The Supplier shall ensure that the initiatives agreed with the Buyer are:		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.8.1. Captured within the Service Delivery Plan ("SDP"), as defined within Annex A – FM Service Standards;		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.8.2. Recorded within the Supplier's CAFM system; and		YES		Yes - Std

				Work Package A - Contract Management		A.1		1.8.3. Reported upon as part of the agreed contract reporting regime.		YES		Yes - Std

				Work Package A - Contract Management						YES		Yes - Std

				Work Package A - Contract Management				2.       Service A:2 - Health and Safety

				Work Package A - Contract Management				2.1.    Service A:2 – Health and Safety is Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.2		2.2.    The Supplier shall prepare and as appropriate, revise a written safety policy statement.  This safety policy must be signed by the Supplier Managing Director or appropriate senior manager.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.3.    The Supplier shall ensure:		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.3.1.  Their safety policy statement aligns with the requirements of the Buyer and that throughout the Contract period, they have suitable organisation and arrangements in place to implement their safety policy;		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.3.2.  The safety policy and safety management plan shall be readily available and accessible to all their employees and anyone, including the Buyer, who may require sight of it; and 		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.3.3.  Details of their Safety Management shall be reviewed and revised accordingly to take account of legislation and other factors that may affect its effectiveness.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.3.4.  They have appropriate number of first aid trained personnel deployed to successfully meet their own and the Buyer’s H&S requirements in accordance with the Health and Safety (First Aid Regulations) 1981.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.4.    If required, the Supplier shall provide a professional advice service on all matters relating to the Health and Safety at Work Act 1974 and any subsequent re-enactments.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.5.    The Services may be requested by mutual agreement between the Buyer and the Supplier and shall be limited to the Buyer Premises and FM issues.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.6.    The Supplier shall notify the Buyer in writing of any potential implications of not implementing the recommendations of any advice given.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.7.    The Supplier shall provide a single point of contact for professional advice pertaining to Health and Safety matters as they relate to the Delivery of the Services and management at each Buyer Premises.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.8.    The Supplier is required to provide a Health and Safety expert who is either a member of the Institution of Occupational Safety and Health ("IOAH") or hold an equivalent qualification that is issued by a recognised organisation.  Details of the professional qualifications and accreditation required will be defined at Call-Off.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.9.    The Supplier shall be responsible for recording and investigating all accidents, incidents, dangerous occurrences and near misses involving their staff, to include Sub-Contracted third party staff delivering FM Services on their behalf, and shall issue a written report which shall include recommendations to prevent any repeat to the Buyer.		YES		Yes - Std

				Work Package A - Contract Management		A.2		2.10.The Supplier shall be responsible for ensuring that all RIDDOR related incidents are reported in accordance with HSE legislation and shall ensure the Buyer is notified immediately in writing.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				3.       Service A:3 - Management Services

				Work Package A - Contract Management				3.1.    Service A:3 – Management Services Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.3		3.2.    The Supplier shall: 

				Work Package A - Contract Management		A.3		3.2.1.  Be responsible for ensuring a change management plan is in place which shall be developed and agreed with the Buyer at the Contract mobilisation phase;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.2. Ensure that they have processes in place to attract, recruit and retain appropriately skilled and experienced Supplier Staff for the duration of the Call-Off Contract. The Supplier Staff shall be security cleared to “SC” level unless the Buyer specifies otherwise at Call Off. Details of the professional qualifications and accreditation required will be defined at Call-Off;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.3. Develop and maintain appropriate management and staffing levels for the supply of the Services as documented in the SDP within the FM Service Standards;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.4. Develop and maintain appropriate working practices, policies, procedures and methods to ensure that the Services are supplied in accordance with Annex A - FM Service Standards. The Supplier shall follow such FM Standards at all times;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.5. Review all method statements and risk assessments from third party suppliers prior to the start of any FM related activities to ensure:		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.5.1.              The works processes and control measures are compliant with all Health and Safety and Buyer requirements; and 		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.5.2.              All Supplier Staff engaged in the work possess the relevant skills, qualifications and accreditations to undertake the works.		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.6. Comply with all of the Buyer’s procedures and Security Policies and act upon the instructions of the Buyer should there be a change in the threat assessment and Response Level (Response Level has the meaning given to it at SJ9 of Annex A  - FM Service Standards of this framework Schedule 1 (Specification) associated with the Buyer Premises.  Further details of the security requirements will be provided at Call-Off;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.7.  Ensure that all staff adopt and follow all security contingency plans as directed by the Buyer in the event of a security alert or incident;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.8.  Be responsible for ensuring all Supplier staff are provided with the necessary training in relation to their responsibilities and activities when changes in security status occur;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.9.  Be aware that the implementation of these enhanced measures may require all Supplier, Sub Contractor and supply chain staff to vacate an Affected Property as directed by the Buyer;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.10.    Ensure that Supplier Staff and Subcontractors requiring access to the Buyer’s Premises have the appropriate security clearance. It is the Supplier's responsibility to establish whether or not the level of clearance will be sufficient for access; 		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.11.    Unless prior approval has been received from the Buyer the Supplier shall be responsible for meeting the costs associated with security clearances for Supplier staff and sub-contractors;		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.12.    Unless prior approval has been received from the Buyer the Supplier shall be responsible for the provision of security cleared escort services and shall meet all associated costs as required for works undertaken by the Supplier on in-scope Services; and 		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.2.13.    Recognise that some of the Buyer’s data is protectively marked and may contain potentially sensitive information and shall ensure that management systems are in place to maintain the security of the Buyer’s data. Further information will be provided at Call-Off stage.		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.3.    The Suppliers staff, to include all sub-contracted and supply chain staff, shall cooperate with and assist the Buyer with the implementation of all enhanced security related measures required in the event that enhanced security measures be required in response to increased threat assessment and / or level of alert.		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.4.    Where required, the Supplier shall provide, maintain and repair any furniture, furnishings, special fittings, office equipment and training equipment for Supplier Personnel located at Buyer Premises as necessary to provide the Service. The Supplier shall also provide Supplier Personnel with all consumables necessary to deliver the Service including but not limited to stationery.		YES		Yes - Std

				Work Package A - Contract Management		A.3		3.5.    The Supplier shall provide expert technical and professional advice to the Buyer upon request on issues related to the Services detailed within this Framework Schedule 1 (Specification).		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				4.       Service A:4 - Service Delivery Plans

				Work Package A - Contract Management				4.1.    Service A:4 – Service Delivery Plans are Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.4		4.2.    The Supplier shall prepare a SDP for each Buyer’s requirements, describing its approach to providing the required Services. As a minimum, the buildings and Asset maintenance management SDP shall contain:		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.1. Scope and Services objectives;

				Work Package A - Contract Management		A.4		4.2.2. Approach  and methodology: Asset management method statement for meeting the Buyer’s requirements, including treatment of any lifecycle / sinking funds (if applicable) and details regarding where such funds will reside, safeguards on early draw down and control of such funds;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.3. Variation Procedures and additional work requests;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.4. Operational structure including resource proposals;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.5. Planned maintenance and Asset lifecycle replacement schedule and Delivery methodology;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.6. Quality policy / quality statement;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.7. Third party suppliers / partners;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.8. Balanced scorecard certification;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.9. Procurement of Services;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.10.    Procurement of materials taking account of embodied carbon and recycled content; 		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.11.    Management of energy use including lighting;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.12.    Planned Preventative Maintenance  ("PPM") methodology / SFG20 methodology / schedules; including Uniclass and NRM classifications for interoperability;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.13.    Computerised Asset management system;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.14.    A single Common Data Environment are for hosting building information models and any associated current state and achieved geometry in line with PAS1192:3;  		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.15.    Building management system;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.16.    Routine maintenance;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.17.    Formulation of the PPM programme;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.18.    Maintenance management, recording and reporting;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.19.    Critical spares management;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.20.    Inspections;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.21.    Conservation and sustainability;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.22.    Maintenance and renewal;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.23.    Management arrangements;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.24.    Quality management;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.25.    Complaints management processes;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.26.    Operational liaison;		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.27.    Reactive maintenance Service; and		YES		Yes - Std

				Work Package A - Contract Management		A.4		4.2.28.    Reactive vandalism maintenance Service.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				5.       Service A:5 - Fire Safety

				Work Package A - Contract Management				5.1.    Service A:5 - Fire Safety is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.5		5.2.    Where requested to do so, the Supplier shall provide a professional advice service on all matters relating to the Regulatory Reform (Fire Safety) Order 2005 for each Buyer Premises. The cost of this service shall be included in the Charges.		YES		Yes - Std

				Work Package A - Contract Management		A.5		5.3.    The Buyer may require fire precautions. This will be at an additional cost to the Buyer.		YES		Yes - Std

				Work Package A - Contract Management						YES		Yes - Std

				Work Package A - Contract Management				6.       Service A:6 - Permit to Work

				Work Package A - Contract Management				6.1.    Service A:6 Permit to work is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.6		6.2.    The Supplier shall:

				Work Package A - Contract Management		A.6		6.2.1. Be responsible for issuing and managing all permits to work, including hot works permits for each Buyer Premises as required by the Buyer and shall ensure the provision of sufficient, suitably qualified and experienced Authorising Engineers ("AE") and Authorised Persons ("AP") required to effectively operate and administer the permit to work;		YES		Yes - Std

				Work Package A - Contract Management		A.6		6.2.2. Also include the management and compliance with business unit specific access control requirements;		YES		Yes - Std

				Work Package A - Contract Management		A.6		6.2.3. Be required to manage and agree all third party consents as part of this process (for example landlords) before commencing works or Services. The Supplier shall liaise with the helpdesk and any estates management suppliers in order to comply with this requirement. All permits to work shall be supported by full risk assessments and method statements for undertaking the work;		YES		Yes - Std

				Work Package A - Contract Management		A.6		6.2.4. Be responsible for the setting-up and the operation of a safe system of work, including risk assessments and method statements, with regard to all aspects of its operation. As part of this process the Supplier shall ensure that Supplier Staff and sub-contractors who are undertaking work at the Buyer Premises, consult the asbestos register and sign to indicate that this has been carried out;		YES		Yes - Std

				Work Package A - Contract Management		A.6		6.2.5. Operate the permit to work system through the CAFM System. The Supplier shall ensure that the permit is approved by the Buyer and that the timing for when it can occur is agreed with the Buyer;		YES		Yes - Std

				Work Package A - Contract Management		A.6		6.2.6. Be cognisant that the Buyer Authorised Representative will have access via a web portal to the CAFM System and to details of planned visits to Site, including the status of permit to work.  The Supplier shall not be allowed on an Buyer Premises should the permit to work not be indicated as authorised within the CAFM System; and		YES		Yes - Std

				Work Package A - Contract Management		A.6		6.2.7. Contact the Buyer Authorised Representative to show that the permit to work has been received, has the necessary authorisation and all of the relevant parties are aware of the programmed work or Service and the timescales for Delivery.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				7.       Service A:7 - Accessibility Services

				Work Package A - Contract Management				7.1.    Service A: 7 - Accessibility Services is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.7		7.2.    The Supplier shall:

				Work Package A - Contract Management		A.7		7.2.1. Provide advice relating to the Equality Act 2010 including health and safety matters;		YES		Yes - Std

				Work Package A - Contract Management		A.7		7.2.2. Manage the procurement of specialist furniture and equipment (not IT equipment);		YES		Yes - Std

				Work Package A - Contract Management		A.7		7.2.3. Ensure continuous interactions with the Buyer's Staff and stakeholders, including any Disability Advisor and the Occupational Health and Safety representatives;		YES		Yes - Std

				Work Package A - Contract Management		A.7		7.2.4. Provide advice on further special needs issues including technical problem-solving regarding access and signage;		YES		Yes - Std

				Work Package A - Contract Management		A.7		7.2.5. Provide advice on health and safety matters as they relate to those with accessibility needs. The Supplier shall also take a pro-active approach and advise the Buyer of any investment that shall be made to improve the Buyer Premises. This includes access and egress for use of those with disabilities and to comply with the Equality Act 2010;		YES		Yes - Std

				Work Package A - Contract Management		A.7		7.2.6. Manage the supply of furniture for those with accessibility needs, including orthopaedic chairs. Where the Buyer requires the Supplier to supply these furniture items they shall be managed via the Billable Works and Projects process; and		YES		Yes - Std

				Work Package A - Contract Management		A.7		7.2.7. Provide advice relating to the Equality Act 2010 including Health and Safety matters.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				8.       Service A:8 - Risk management

				Work Package A - Contract Management				8.1.    Service A:8 – Risk management is Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.8		8.2.    Where required and in conjunction with the Buyer, the Supplier shall construct a risk register for each Buyer Premises listed within the Call-Off Contract data. The Supplier shall have sole responsibility for the drafting and updating of the risk register.		YES		Yes - Std

				Work Package A - Contract Management		A.8		8.3.    The Supplier shall be required to operate business unit specific risk management systems including the drafting and updating of such systems.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				9.       Service A:9 – Customer satisfaction

				Work Package A - Contract Management				9.1.    Service A:9 – Customer satisfaction is Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.9		9.2.    The Supplier shall ensure that: 

				Work Package A - Contract Management		A.9		9.2.1. They have processes in place to provide a proactive and responsive customer service, managing customer satisfaction to the agreed levels throughout the duration of the Framework Contract Period;		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.2.2. They have processes in place for managing customer satisfaction, ensuring satisfactory customer service is provided to the Buyer, building users, occupants of Buyer housing, users of training facilities, all stakeholders and customers at all times;		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.2.3. Their customer satisfaction processes align with the Buyer’s Quality Management System ("QMS") where appropriate. Further information will be provided at Call-Off; and		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.2.4. They administer the formal process for handling service failures, complaints and works Recall as set out in Appendix 2 – Complaints, Failure and Recall Process. 		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.3.    The Supplier shall conduct customer satisfaction surveys as part of their ongoing commitment to continuous improvement and performance management (in addition to ensuring value for money). 		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.4.    The Supplier's SDPs shall contain details of the proposed methodology for carrying out the customer satisfaction surveys including:		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.4.1. Survey method / medium (online, paper based etc.);		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.4.2. Approach to maximising survey responses;		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.4.3. Sample / draft questionnaire; and		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.4.4. Approach to the analysis of results.		YES		Yes - Std

				Work Package A - Contract Management		A.9		9.5.    Where the customer satisfaction survey results are of a score less than the agreed satisfaction level (satisfaction level to be agreed by the Buyer at Call-Off stage), the Supplier shall investigate the cause of the dissatisfaction and produce an action plan to address the root cause of customer dissatisfaction, and where appropriate carry out further investigations to establish whether the cause of the dissatisfaction has been resolved.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				10.   Service A:10 – Reporting

				Work Package A - Contract Management				10.1.Service A:10 – Reporting is Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.10		10.2.The Supplier shall ensure that: 

				Work Package A - Contract Management		A.10		10.2.1.    All data used to generate reports is held within or is accessible by the CAFM System;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.2.2.    They deliver a dynamic reporting capability to the Buyer via electronic interface accessible via portal and web browser facility;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.2.3.    The format, standard and frequency of reporting is developed and agreed with the Buyer and Delivered in accordance with their requirements; and		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.2.4.    The information required to report against its agreed KPIs is contained within the CAFM System and maintained accurately at all times.		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.3.The Supplier shall provide a broad and comprehensive reporting solution under the following categories:		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.3.1.    Industry-standard FM reports; and		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.3.2.    Performance measurement and statistical reporting.		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.The Supplier shall provide reports relating to the performance of the Supplier and statistical information relating to the Services being provided including:		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.1.    Reportable incidents;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.2.    Real time Reporting;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.3.    Expert analysis reports;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.4.    Ad hoc reporting requirements;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.5.    Self-service reporting capability; 		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.6.    Performance measurement and reporting; and 		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.4.7.    Buyer Premises related drawings.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Reportable incidents

				Work Package A - Contract Management		A.10		10.5.The Supplier shall inform the Buyer via the helpdesk service each time reportable incidents occur. These shall be recorded on the CAFM System and shall include: 		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.1.    Health And Safety accidents and incidents, to include HSE RIDDOR reports; 		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.2.    Pollution and contamination incidents;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.3.    Statutory compliance failures;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.4.    Asset and system failures which may impact on business continuity;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.5.    Physical and document security breaches;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.6.    Service failures;  		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.7.    Instances of wilful damage or vandalism;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.8.    Issues with the potential to disrupt energy and utility provision;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.9.    Staff disciplinary issues where associated with personal integrity which may have the potential to damage the reputation of the Buyer; and 		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.5.10. Complaints.  		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.6.Further information on the reporting requirements will be provided at Call-Off stage. 		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Expert analysis reports 

				Work Package A - Contract Management		A.10		10.7.The Supplier shall compile and analyse a suite of specific reports which is to be agreed with the Buyer during the mobilisation period where applicable. This shall be in support of the Buyer's performance measurement and management of the Services.  The Supplier shall interpret the reports and provide a written commentary of its expert analysis, as specified by the Buyer.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Ad hoc reporting requirements

				Work Package A - Contract Management		A.10		10.8.The Buyer may request the Supplier to create and generate ad hoc reports on its behalf;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.9.Where necessary and agreed, the Supplier shall provide the reports with expert commentary, as specified by the Buyer; and		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.10.                  The Buyer is answerable to Parliament and, on occasion, is required to respond to parliamentary questions regarding the Buyer's Buyer Premises on an urgent basis.  The Supplier shall comply with any such reasonable request in the event information is required under these circumstances.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Self-service reporting capability

				Work Package A - Contract Management		A.10		10.11.                  The Supplier shall provide the Buyer with the ability to modify existing reports, or design and store user-specific reports on an ad hoc basis, as specified by the Buyer.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Supplier Performance measurement and reporting

				Work Package A - Contract Management		A.10		10.12.                  The Supplier shall report on its own performance against the agreed KPIs and other measures reasonably requested by the Buyer.  These reports shall include summaries at region, establishment, business and Service level, as appropriate, for the following:		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.1. Achievement against KPI agreements;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.2. Achievement against social value initiatives;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.3. Reasons for failure to meet any KPI agreements;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.4. Performance failures accruing as a result of failure to meet KPI agreements;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.5. Levels of statutory compliance;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.6. Performance against sustainability plan;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.7. Details of performance against planned maintenance activities, including reactive works generated from planned maintenance activities;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.8. Details of Assets or systems taken out-of-service for health and safety or operational reasons;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.9. Details of recommendations generated from Planned maintenance works;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.10.                     Reasons for failure to complete planned statutory and mandatory inspections / tasks;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.11.                     Progress / status of work orders;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.12.                     Waste volumes;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.13.                     Complaints;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.14.                     Health and Safety accident reporting / RIDDOR reports;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.15.                     Environmental incidents;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.16.                     Security breaches;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.17.                     Achievement against the Delivery of statutory testing and inspections;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.18.                     Progress on outstanding actions; and		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.12.19.                     Details of actions plans for the following Month which will be reviewed to check progress and track actions carried out to completion. The Buyer shall not unreasonably withhold or delay agreement of these action plans with the Supplier.		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.13.                  For performance measurement and reporting, the Supplier shall report against its performance through the following:		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Calculation of Supplier performance results against Annex E - Service Delivery Response Times, and the KPI agreements in the Supplier performance mechanism

				Work Package A - Contract Management		A.10		10.14.                  The Supplier shall be required to input performance data relating to its operational KPIs into the CAFM System. 		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.15.                  The Supplier shall collate the data required to calculate its performance against the obligations in the Supplier performance mechanism;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.16.                  The Supplier shall measure its performance each Month against each of their KPIs and calculate payment mechanism scores in accordance with its Supplier performance mechanism;		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Reporting Supplier performance data and associated information

				Work Package A - Contract Management		A.10		10.17.                  During the mobilisation period, the Supplier shall provide a report for the Buyer on a Monthly basis. The format will be specified by the Buyer and agreed with the Supplier;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.18.                  The Supplier shall provide a quarterly report to the Buyer detailing the performance scores and associated Deductions calculated;  and		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.19.                  The Supplier shall provide a reconciliation report to the Buyer within seven (7) calendar days following the end of each quarter.		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.                  For statistical information reporting, the Supplier shall provide Monthly comprehensive Management Information statistics and trend analysis in relation to all aspects of the Services including:		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.1. Inbound volume, by type and region;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.2. Completed Service requests, by inbound channel;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.3. Average and maximum call waiting times;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.4. Average inbound call duration;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.5. Volume of duplicate Service requests;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.6. Total outbound calls;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.7. Benchmarking; and		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.20.8. Volume of requests originated by the Supplier.		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.21.                  The Supplier shall provide the Buyer with any required reports, written information or statistical information in relation to the Services against all data held within the CAFM System. This will be in response to reasonable ad hoc requests from the Buyer.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Drawings

				Work Package A - Contract Management		A.10		10.22.                  The Supplier shall: 

				Work Package A - Contract Management		A.10		10.22.1. Review existing Buyer drawings within the mobilisation period; and;		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.22.2. Produce a report containing recommendations and budget costs for the update and reconciliation of all Buyer Premises drawings with the aim of bringing them up to date where practicable and to enable them to be issued to the Buyer to meet Buyer reporting requirements.		YES		Yes - Std

				Work Package A - Contract Management		A.10		10.23.                  Further details of this requirement will be provided by the Buyer at Call Off. The costs for this service shall be managed via the Billable Works and Projects process.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				11.   Service A:11 – Performance self-monitoring

				Work Package A - Contract Management				11.1.Service A:11 – Performance self-monitoring is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.11		11.2.The Supplier is required to undertake a performance self-monitoring regime which is to be agreed with the Buyer. This shall be inclusive of all Services Delivered by third party suppliers and partners.  		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.3.Within the performance self-monitoring regime, the Supplier is required to:		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.3.1.    Operate procedures and systems to record information in support of performance monitoring and to enable regular robust performance reporting;		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.3.2.    Monitor the performance of the Services via a programme of internal and external audits and inspections and trend analysis of recorded data in the CAFM System and produce Monthly performance reports for the Buyer; and		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.3.3.    Maintain a Management Information System ("MIS") to analyse information on the performance of each required Service. It shall be capable of reporting performance against defined performance requirements.		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.4.The MIS system, utilised by the Supplier, shall at all times be capable of monitoring performance of Services, notwithstanding any changes in work practices, technology and agreed performance Standards.  		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.5.The Supplier shall be responsible for maintaining the MIS software and systems and shall ensure they use the latest software releases to maximise the benefits of new technology.		YES		Yes - Std

				Work Package A - Contract Management		A.11		11.6.The Supplier shall work with the Buyer and support their internal management processes. The Supplier’s self-monitoring regime shall recognise these processes and capture feedback from Buyer audits and inspections, to include independent audits scheduled by the Buyer. The Supplier shall be responsible for taking appropriate action to Deliver agreed outcomes to identified issues and failures.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				12.   Service A:12 - Business Continuity and Disaster Recovery ("BCDR") Plan

				Work Package A - Contract Management				12.1.Service A:12 – Business Continuity and Disaster Recovery Plan is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.12		12.2.In accordance with Call-Off Schedule 8 - Business Continuity and Disaster Recovery, the Supplier shall have a BCDR Plan to Deliver the Services at each Buyer Premises throughout the duration of the Call-Off Contract.		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.3.The Supplier shall: 		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.3.1.    Notify the Buyer as soon as it becomes aware of a Disaster event or a likely Disaster event. The Supplier shall collaborate with the Buyer to ensure that the BCDR Plan interfaces seamlessly to support the Buyer's business;		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.3.2.    Liaise with the Buyer to ensure that appropriate communication lines are maintained;		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.3.3.    Ensure that its BCDR Plan addresses the loss of or disruption to all energy supplies and shall ensure that these have been reviewed and Tested to a programme agreed with the Buyer. The Supplier shall coordinate the BCDR Plan with the Buyer and utilities providers;		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.3.4.    Ensure its BCDR Plan is executed as planned with due expediency following the loss of one or more energy supplies. The Supplier shall inform the Buyer of all scheduled interruptions to any energy supply if it may affect the Buyer's operations; and		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.3.5.    Provide its BCDR Plan within thirty (30) Working Days (or as otherwise agreed by the Buyer at 'Further Competition' procedure) following the Call-Off Start Date. The BCDR Plan shall be reviewed on a regular basis and as a minimum once every six (6) months. 		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.4.At the request of the Buyer, the Supplier shall assist in Testing the Buyer's BCDR Plan at intervals to be agreed by both Parties.		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.5.The Buyer may require the provision of professional advice in relation to its own BCDR Plan, including the safe evacuation of premises during an emergency and the operation of emergency systems. This advice shall be of a practical nature and shall relate to the on-going provision of the Services at each Buyer Premises.  The Supplier shall note that the acquisition and setting-up of immediate replacement accommodation shall not be required as part of this Service. 		YES		Yes - Std

				Work Package A - Contract Management		A.12		12.6.The Buyer's BCDR Plan is confidential and the Buyer will decide which information will be divulged to assist in the process. Any information divulged must be treated as confidential and shall not be issued to others without the written permission of the Buyer.  		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				13.   Service A:13 – Quality Management Systems

				Work Package A - Contract Management				13.1.Service A:13 – Quality Management Systems is Mandatory for Lot 1a-1c.

				Work Package A - Contract Management		A.13		13.2.The Supplier shall have in place ISO 9001 accreditation. 		YES		Yes - Std

				Work Package A - Contract Management		A.13		13.3.The Supplier shall maintain such accreditation throughout the Framework Period. 		YES		Yes - Std

				Work Package A - Contract Management		A.13		13.4.The Supplier shall provide the Authority with evidence of its ISO 9001 accreditation upon request at any time during the Framework Period.		YES		Yes - Std

				Work Package A - Contract Management		A.13		13.5.The Supplier shall implement a Quality Management Plan in accordance with the ISO 9001 Quality Accreditation, which shall include a proposed methodology to align with and support the Buyer's existing ISO 9001 accreditation and its related systems and for delivering continuous improvement.		YES		Yes - Std

				Work Package A - Contract Management		A.13		13.6.The Supplier shall be responsible for undertaking an annual review of their quality management system with the Buyer to ensure compliance with ISO 9001 to ensure the management systems continue to be suitable, adequate and effective.		YES		Yes - Std

				Work Package A - Contract Management		A.13		13.7.Where requested by the Buyer the Suppliers quality management system shall be accredited by the UK Accreditation Service (“UCAS”).  Further details of the requirement will be provided at Call-Off. 		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				14.   Service A:14 – Staff and Training

				Work Package A - Contract Management				14.1.Service A:14 – Staff and Training is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.14		14.2.The Supplier shall attract, recruit and retain staff to deliver the required Services and any future expansion of the required Services.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.3.The Supplier shall ensure that all Supplier Staff employed on the Contract receive appropriate training to ensure the successful and safe Delivery of the Services, these shall include the SDP, quality management plan, the health and safety (safe system of work) plan and sustainability plan.  The training shall be programmed such that it includes induction, refresher and awareness training.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.4.The Supplier shall be responsible for the provision of training and refresher training to Buyer Staff including: 		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.4.1.    Use of CAFM and associated IT systems;		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.4.2.    Business processes;		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.4.3.    Health and Safety;		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.4.4.    Use of fire-alarm testing and emergency systems; and 		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.4.5.    Site Induction training.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.5.Further details of these requirements will be provided at Call-Off stage.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.6. The Supplier shall maintain appropriate staff records and training records for all Supplier Staff. The Supplier shall also maintain records of any training provided to the Buyer’s Staff.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.7.The Supplier shall work collaboratively with the Buyer by employing the Buyer’s Staff on a secondment basis to assist their personal development by:		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.7.1.    Gaining hands on work experience;		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.7.2.    Receiving training;		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.7.3.    Gaining professional qualifications; and		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.7.4.    Gaining experience of work in the private sector.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.8.Details of requirements will be defined by the Buyer at Call-Off stage. 		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.9.The Supplier shall ensure that all Supplier Staff provide evidence of their right to work in the United Kingdom in line with the Immigration, Asylum and Nationality Act 2006. The cost of obtaining any such evidence shall be the responsibility of the Supplier.  		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.10.                  Any Supplier Staff who are employed in areas where they may have contact with children or vulnerable adults must be in receipt of an enhanced level disclosure or barring check in accordance with current legislation and guidance. 		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.11.                  Any Supplier Staff who has not received the clearance required by the Buyer, and who are required to be at the Buyer Premises must be accompanied and supervised at all times by an individual who has the appropriate level of clearance.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.12.                  The Supplier shall provide an induction programme for all Staff and for any relevant Buyer Staff, and also participate in any relevant Buyer induction programme.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.13.                  The Supplier shall investigate where more than one (1) substantiated complaint is made against any individual member of its Staff within any Month. The Supplier shall take appropriate action to mitigate future reoccurrence and include the complaint and action taken in the Monthly performance reports as required through the Call-Off Contract with the Buyer.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.14.                  Supplier Personnel shall be suitably presented and wearing all required uniforms and/or appropriate work wear at all times (in line with the defined Standards). The Supplier shall be responsible for the provision of all equipment, workwear, uniforms and PPE for their personnel for use on the Contract.		YES		Yes - Std

				Work Package A - Contract Management		A.14		14.15.                  Where required by the Buyer, the Supplier shall provide uniforms for Buyer personnel (e.g.  In-house security staff). Further details of these requirements will be provided at Call-Off.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				15.   Service A:15 - Selection and Management of Subcontractors

				Work Package A - Contract Management				15.1.Service A:15 – Selection and management of Subcontractors is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.15		15.2.The Supplier is required to actively manage all aspects of Sub-Contract involvement in the Call-Off Contract to ensure that all Services received reflect that required under the Call-Off Contract, and specifically that which is paid for. Key aspects of the role include the Services set out below:		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.1.    Protecting the Buyer's agreed contractual position and ensuring that the agreed allocation of risk is maintained and that value for money is achieved from the Call-Off Contract;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.2.    Ensuring that all Subcontractors operate a Safe System of Work and that all activities at the Affected Property are delivered in compliance with the Supplier’s Health & safety policy statement and Management Plan;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.3.    Performance monitoring against agreed KPIs;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.4.    Benchmarking and market testing of Services against the provision from other Service providers;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.5.    Problem solving and Dispute (prevention and) resolution where issues exist;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.6.    Auditing and inspecting the Subcontractors' work, ensuring that they comply with the contractual requirements on quality, Health and Safety, environmental and legislative requirements;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.7.    Establish and maintain appropriate records and information management systems to record and manage the performance of the Subcontractors;		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.8.    Receiving, checking and authorising invoices for payment for additional Services; and		YES		Yes - Std

				Work Package A - Contract Management		A.15		15.2.9.    Monitoring Subcontractors' approach to rectifying defects.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				16.   Service A:16 - Property Information Mapping Service ("EPIMS")

				Work Package A - Contract Management				16.1.Service A:16 - Property Information Mapping Service ("EPIMS") is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.16		16.2.The Buyer may require the Supplier to maintain up-to-date, accurate metrics including cost and performance data on its behalf.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				17.   Service A:17 – Sustainability

				Work Package A - Contract Management				17.1.Service A:17 – Sustainability is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management				Sustainability Management Plan

				Work Package A - Contract Management		A.17		17.2.The Supplier shall develop, maintain and implement a sustainability management plan in line with the Buyer’s sustainability requirements.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.3.The content, structure and format of the sustainability management plan shall be agreed between the Buyer and the Supplier. 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.4.The Supplier shall submit the sustainability plan for the Buyer’s Approval within three (3) Months of the Call-Off Start date.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.5.The Supplier shall ensure that the sustainability management plan complies with GBS and all Buyer requirements to be defined at Call-Off stage.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.6.The sustainability management plan shall include the Supplier’s approach to:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.6.1.    Energy management;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.6.2.    Water, to include system infrastructure maintenance and waste water management;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.6.3.    Waste prevention and management including waste Hierarchy and segregation;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.6.4.    Recycling of waste paper; and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.Minimising transport use. The Supplier shall ensure that the sustainability management plan includes the Buyer’s specialist management requirements, including: 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.1.    Natural Environment;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.2.    Nature Conservation Sites;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.3.    Forestry Sites;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.4.    Public access requirements; 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.5.    Environmental protection, including management of pollution spills, land contamination and groundwater levels;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.6.    Historic environment; and 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.7.7.    Government historic estate.  		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.8.Further details of the Buyer’s specialist management requirements will be provided at Call-Off stage.		YES		Yes - Std

				Work Package A - Contract Management				Buildings

				Work Package A - Contract Management		A.17		17.9.The Supplier shall ensure that where they have a responsibility to deliver project works on behalf of the Supplier, all new buildings meet the BREEAM or equivalent schemes excellent standard, and that retrofits meet the very good standard.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.10.                  The Supplier shall provide the availability of a professional BREEAM assessor service, provided by licensed BREEAM assessors on all matters relating to the BREEAM assessment of the Buyer Premises if required by the Buyer. This Service shall be upon request and by mutual agreement between the Buyer and the Supplier and be managed via the Billable Works and Projects process. The scope of any advice provided shall include:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.10.1. Reduction in running Costs;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.10.2. Measurement and improvement of the performance of Buyer Premises;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.10.3. Empowerment of staff;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.10.4. Development of action plans; and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.10.5. Reporting of performance.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.11.                  The Supplier shall notify the Buyer in writing of the potential implications of not implementing the recommendations of any advice given.		YES		Yes - Std

				Work Package A - Contract Management				Energy Management

				Work Package A - Contract Management		A.17		17.12.                  The Supplier shall:

				Work Package A - Contract Management		A.17		17.12.1. Take account of and comply with the Buyer’s energy strategy and action plan and its targets under the Greening Government Commitments and any subsequent Government policy;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.12.2. Work with the Buyer to meet external and internal targets for reducing energy consumption;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.12.3. Ensure that all energy-consuming plant under its jurisdiction or control is maintained to operate at optimum efficiency and all fuels, gas, electricity are used economically, in accordance with any operational policies issued by the Buyer;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.12.4. Support the Buyer’s initiatives for energy-saving strategies including separate heating, lighting and ventilation strategies and co-operate with the Buyer in achieving agreed objectives; and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.12.5. Monitor and record readings of LPG and heating oil where present at a Buyer Premises and be responsible for reporting consumption figures monthly via the CAFM System. The Supplier shall be responsible for advising the Buyer when additional supplies of LPG and / or heating oil are required to prevent any loss of service at a Buyer Premises.  		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				Energy and utilities management bureau Services

				Work Package A - Contract Management		A.17		17.13.                  The Supplier shall provide, operate and manage an Energy and Utilities Management Bureau that reports to the Buyer in support of the Buyer’s objectives to reduce water consumption, energy consumption and minimise associated carbon emissions. 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.14.                  The Supplier shall ensure effective interfaces exist with all key stakeholders and be responsible for the provision of expert technical expertise, monitoring, targeting and analysis of all energy and water consumption data at Buyer Premises, regional, area and Contract level.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.15.                  All related activities and data will be managed and recorded via the Supplier’s CAFM System.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.                  The Supplier shall be responsible for the provision of professional Services supplying proven data, expert technical advice and information to the Buyer, including:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.1. Provision of meter reading services;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.2. Provision of an invoice verification services for the payment of all energy and water bills. This service will attract a fee per completed transaction and will be further defined and priced at Call Off;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.3. Reporting on energy and water consumption at Contract, regional, area and business unit level;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.4. Benchmarking and comparison of energy and water related Services across the whole of the Buyer Premises; 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.5. Issue of recommendations on potential utility and carbon saving initiatives;  		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.6. Identification of areas where there are excessive energy or water use in an Buyer Premises; 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.7. Identification, evaluation and prioritisation of viable opportunities for renewable energy generation;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.8. Monitoring and reporting on the effectiveness of completed energy or water saving initiatives;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.9. Accurate reporting against the relevant Greening Government Commitment Targets and wider reporting requirement as specified by the Buyer to remain legislatively compliant; and 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.16.10.                     Targeting and project planning future energy and water management initiatives.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.17.                  The Supplier shall ensure that all energy and water related data is reported via and stored within the CAFM System.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.18.                  The Supplier shall be responsible for undertaking a survey of the Buyer Premises to identify and assess existing utility metering provision, energy targeting and benchmarking regimes and shall provide recommendations to the Buyer in the agreed format. 		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.19.                  Further details of the Services required shall be defined at Call-Off stage.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.20.                  The Supplier shall ensure that the consumption of utilities are minimised whilst maintaining the Buyer building users’ comfort and that these Services shall be provided in accordance with the Buyer’s requirements for sustainable development.		YES		Yes - Std

				Work Package A - Contract Management				Energy efficiency plans

				Work Package A - Contract Management		A.17		17.21.                  The Supplier shall develop an energy efficiency plan with a tool to measure the energy efficiency of the Buyer Premises against the original energy efficiency predictions of the design if required by the Buyer.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.                  The format and structure of the energy efficiency plan must be agreed with the Buyer at the Call-Off Start Date and shall include:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.1. Design stage energy end use analysis;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.2. Measurement and verification process which details sub-meters and the mechanisms for dealing with any loss of data, assumptions or interpolations made in the case of missing or incomplete data;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.3. Initial baseline energy model;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.4. Actions to be taken to reduce energy consumption and carbon emissions and ensure effective implementation, with clearly identified responsibilities of relevant parties;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.5. Initial baseline energy model;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.6. Actions to be taken to reduce energy consumption and carbon emissions and ensure effective implementation, with clearly identified responsibilities of relevant parties;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.7. Final baseline energy model (produced at financial close of each year); and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.22.8. Predicted energy use and associated carbon emissions for the Buyer Premises in a format similar to a Display Energy Certificate ("DEC") rating (including regulated and unregulated emissions).		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.23.                  The Supplier shall develop the energy efficiency plan over the Call-Off Contract Period to utilise best practice tools for continuous benchmarking, measurement and verification, and reporting protocols including TM22 2012, Carbon Buzz and iSERVcmb.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.24.                  The Supplier shall develop an energy efficiency plan with a tool to measure the energy efficiency of the Buyer Premises against the original energy efficiency predictions of the design if required by the Buyer.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.25.                  The format and structure of the energy efficiency plan must be agreed with the Buyer at the Call-Off Start Date and shall include:		YES		Yes - Std

				Work Package A - Contract Management				Energy Efficiency Directive Article 6:

				Work Package A - Contract Management		A.17		17.25.1.1.       The Supplier shall ensure and agree with the Buyer that appliances and other energy-using products purchased for the Call-Off Contract meet the Default standard within Annex III of the Energy Efficiency Directive Article 6, unless the appliance or product is not:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.25.1.1.1.              Cost-effective over the lifecycle of those products;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.25.1.1.2.              Economically feasible to buy the product because of substantial additional upfront Costs. This is a strict test and small additional upfront Costs are not sufficient to allow a deviation from the Default;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.25.1.1.3.              Technically suitable;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.25.1.1.4.              Consistent with wider sustainability objectives; and/or		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.25.1.1.5.              Viable within the constraints of effective competition of purchasing equipment.		YES		Yes - Std

				Work Package A - Contract Management				Water management

				Work Package A - Contract Management		A.17		17.26.                  The Supplier shall take account of and comply with the Buyer’s water strategy and action plan and its targets and commitments under the Greening Government Commitments policy.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.27.                  The Supplier shall be aware of and comply with existing and future water related statutory requirements and legislation put in place by any relevant Central Government Body. The Supplier shall take responsibility for building water consumption and efficiency and to work with the Buyer to strive to meet external and internal targets for reducing water consumption.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.28.                  The Supplier shall manage the Buyer’s water management software if required by the Buyer in order to provide all reports and volumetric data relating to water. The Supplier shall:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.28.1. Analyse building water consumption and make recommendations to the Buyer on how to improve the efficiency and performance of buildings. This shall include all aspects of performance, for example installing water efficient technologies to enacting behavioural change; and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.28.2. Keep a schedule of potential and recommended water efficiency projects which could be implemented given the required funding, including the value of reduced water use.  This shall be kept up-to-date in order that the Buyer can quickly match new funds to a number of projects, should such funding become available.		YES		Yes - Std

				Work Package A - Contract Management				Waste prevention and management

				Work Package A - Contract Management		A.17		17.29.                  The Supplier shall take responsibility for waste management and work with the Buyer to strive to meet external and internal targets for the reduction of waste and to develop sustainable ways of achieving zero waste to landfill and continuous improvements as advances in technology arise.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.30.                  The Supplier shall provide information to the Buyer on the methods of disposal of waste, showing clear evidence of using disposal methods which are environmentally preferable (if required by the Buyer). The Supplier shall assure that as much of the waste as possible will be recycled or used for energy recovery, rather than sent to landfill.		YES		Yes - Std

				Work Package A - Contract Management				Waste minimisation plan

				Work Package A - Contract Management		A.17		17.31.                  If required by the Buyer, the Supplier shall develop a waste minimisation plan to reduce product consumption by rethinking the need, redeploying, repairing, refurbishing, leasing and/or hiring Assets as appropriate using a formal mobile Asset management plan.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.32.                  Where a catering Service is provided, the Supplier shall develop a food waste minimisation plan if required by the Buyer, in accordance with the best practice Standard of the food and catering GBS and with the Waste and Resources Action Programme’s ("WRAP") Hospitality and Food Service Agreement.		YES		Yes - Std

				Work Package A - Contract Management				Waste hierarchy and waste segregation

				Work Package A - Contract Management		A.17		17.33.                  The Supplier shall collect and dispose of all of the waste in line with the waste hierarchy and best practice.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.                  The following waste hierarchy shall apply:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.1. Eliminate;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.2. Reduce;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.3. Re-use and repair;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.4. Recycle or compost;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.5. Recover (energy recovery); and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.34.6. Dispose.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.35.                  If required by the Buyer, the Supplier shall provide a waste diversion report for the Month and cumulatively year-to-date.		YES		Yes - Std

				Work Package A - Contract Management				Waste transfer notes/certificates of destruction

				Work Package A - Contract Management		A.17		17.36.                  A full audit trail of waste management shall be maintained by the Supplier and waste handling must be compliant with the Environmental Agency guidelines.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.37.                  The Supplier shall agree with the Buyer the process relating to the retention of certificates of destruction.		YES		Yes - Std

				Work Package A - Contract Management				Waste collection

				Work Package A - Contract Management		A.17		17.38.                  The Supplier shall: 

				Work Package A - Contract Management		A.17		17.38.1. Ensure that waste carriers at the Buyer Premises remain authorised at all times and will ensure they renew their licences promptly. If at any time the waste carrier’s licence or an environmental permit is withdrawn or revoked, the Supplier must inform the Buyer immediately and cease any further movement of waste until they become authorised again;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.38.2. Ensure that transport carbon emissions are minimised by optimising collections and ensuring that transportation schedules are planned to reduce carbon emissions and/or through the use of well maintained, low emission vehicles and e.g. electric vehicles;		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.38.3. Ensure that all Supplier Staff responsible for collecting waste are trained and adhere to the Buyer’s Health and Safety and environmental policies; and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.38.4. Consider the potential for products to be re-deployed elsewhere. For example, when electrical and electronic products are no longer required and using the CCS reuse website for furniture.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.39.                  If the products are to be disposed of, this shall be done through an authorised treatment operator with a focus on re-use, component recovery or material recovery in preference to recycling.		YES		Yes - Std

				Work Package A - Contract Management				Recycling

				Work Package A - Contract Management		A.17		17.40.                  The Supplier shall comply with the FM Service Standards in relation to recycling requirements unless otherwise specified by the Buyer.		YES		Yes - Std

				Work Package A - Contract Management				Food and catering Services

				Work Package A - Contract Management		A.17		17.41.                  Suppliers providing food and catering Services to Central Government Bodies are required to comply with the mandatory requirements of the GBS for Food and Catering Services and are encouraged to meet the best practice criteria of the GBS for food and catering Services.		NO

				Work Package A - Contract Management		A.17		17.42.                  Suppliers providing food and catering Services to the wider public sector are strongly recommended to comply with the mandatory requirements of GBS.		NO

				Work Package A - Contract Management		A.17		17.43.                  Suppliers providing food and catering Services are required to comply with the aims of the Public Services (Social Value) Act 2012.		NO

				Work Package A - Contract Management		A.17		17.44.                  The Supplier may be required to report back to the Buyer on compliance and the provenance of food and food ingredients.		NO

				Work Package A - Contract Management				Duty of care Documentation 

				Work Package A - Contract Management		A.17		17.45.                  Prior to any waste removals from the Buyer’s custody a signed waste transfer note, season ticket or a hazardous waste consignment note must be prepared. The Supplier shall ensure that this Documentation is completed correctly and submit consignee’s returns to the producer as required by the legislation.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.46.                  It is recommended that the Supplier use the eDoc system. 		YES		Yes - Std

				Work Package A - Contract Management				Environmental management materials

				Work Package A - Contract Management		A.17		17.47.                  The Supplier shall bring packaging waste in line with Government initiatives by:		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.47.1. Influencing packaging recovery and recycling rates, and so reduce the amount of packaging disposed into landfill; and		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.47.2. Influencing the amount of packaging actually used in the supply chain.		YES		Yes - Std

				Work Package A - Contract Management				Timber

				Work Package A - Contract Management		A.17		17.48.                  The Supplier shall procure all timber and timber products from responsible sources in accordance with the UK Government Timber Procurement Policy or be recycled. No timber shall be procured if it is protected by international agreements such as the Convention on International Trade in Endangered Species of Wild Flora and Fauna ("CITES").		NO

				Work Package A - Contract Management		A.17		17.49.                  All timber and wood derived products must be compliant with all relevant UK legislation e.g. EU Timber Regulations and with the requirements of the CITES.		NO

				Work Package A - Contract Management		A.17		17.50.                  The Supplier shall ensure that procedures are established to monitor and verify the procurement of all timber products and so ensure Government policies are adhered to. The information collected by the Supplier must include: the type of evidence used to verify compliance (Category A or Category B), if Category A the chain of custody certificate number and confirmation that the invoice and delivery note specifies Category A (FSC or PEFC) for each relevant product and chain of custody  number; and volume data. CPET can provide templates for gathering this information. This information shall be held by the Supplier Contractor until requested by the Authority  (for example the name of the plantation that provided the timber; a copy of the forestry policy held by the plantation; shipping documents confirming the timber Supplier obtained the timber from that source; and volume data). This shall be held by the Supplier until requested by the Buyer.		NO

				Work Package A - Contract Management		A.17		17.51.                  The Supplier shall ensure all timber is treated in accordance with the relevant British Standard.		NO

				Work Package A - Contract Management		A.17		17.52.                  The Supplier shall reduce paper usage through behavioural change and the use of dedicated technologies. This shall include Suppliers and Subcontractors setting up their systems to Default to double-sided printing when using the Buyer’s systems.		NO

				Work Package A - Contract Management				Recycled Materials

				Work Package A - Contract Management		A.17		17.53.                  The Supplier shall ensure that products purchased contain a high proportion of recycled content where available.		YES		Yes - Std

				Work Package A - Contract Management				Hazardous materials

				Work Package A - Contract Management		A.17		17.54.                  The Supplier shall avoid the use of hazardous substances including substances which are radioactive, flammable, explosive, toxic, corrosive, bio hazardous, oxidisers, asphyxiates, pathogens or allergens.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.55.                  On the occasions where there are no alternatives, hazardous materials must be stored, used and disposed of in accordance with the instructions of the product Control of Substances Hazardous to Health ("CoSHH") regulations and all relevant legislation.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.56.                  The Supplier shall ensure that all internal finishes, including solvents and paints are inert and meet best practice Standards for using low levels of Volatile Organic Compounds ("VOC") during their manufacture.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.57.                  The Supplier shall use products that contain low levels of solvents or are solvent-free, such as water-based paints, varnishes and/or glues.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.58.                  The Supplier shall prohibit the use of lead-based paints and primers.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.59.                  All materials procured for the buildings shall contain or have been produced using no Ozone Depleting Potential ("ODP") or Global Warming Potential ("GWP") compounds.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.60.                  All refrigerants used within the Buyer Premises shall have a GWP of less than five (5).		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.61.                  All equipment containing refrigerants shall be monitored and maintained with this process detailed within a dedicated maintenance strategy. Records and output reports shall be stored securely and linked to the space location and componentry associated to the Asset through the Asset information requirements.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.62.                  No Chlorofluorocarbons ("CFCs") shall be used upon the Buyer Premises in line with the Montreal Protocol. The Supplier shall also prohibit the use of Hydro-chlorofluorocarbons ("HCFCs"). If equipment containing these materials is detected upon the estate, the Supplier shall maintain and/or phase out this equipment in line with the relevant legislation.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.63.                  The Supplier shall ensure that the Buyer is notified of all accidental emissions of ozone depleting substances and fluorinated greenhouse gases in equipment for which it is responsible.		YES		Yes - Std

				Work Package A - Contract Management				Transport

				Work Package A - Contract Management		A.17		17.64.                  The Supplier shall work to reduce the amount of travel undertaken by Supplier Staff and third party suppliers by combining deliveries of Goods to each Buyer Premises.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.65.                  The Supplier shall provide monitoring to benchmark the performance of each Buyer Premises and report on its overall transport usage against internal targets and the Greening Government Commitments targets.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.66.                  The Supplier may be requested to collect and provide the appropriate data to the Buyer on a Monthly basis.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.67.                  The Supplier shall maintain records of actions taken to reduce the impact of transport. This will allow the Buyer to share effective strategies across its regions.		YES		Yes - Std

				Work Package A - Contract Management		A.17		17.68.                  The Supplier shall ensure that any vehicle purchases used (or predominantly used) by the Supplier for the purpose of providing the Services are in compliance with the GBS for transport.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package A - Contract Management				18.   Service A:18 – Social Value

				Work Package A - Contract Management				18.1.Service A:18 – Social Value is Mandatory for Lot 1a-lc.

				Work Package A - Contract Management		A.18		18.2.The Public Services (Social Value) Act 2012 requires public authorities to have regard to economic, social and environmental wellbeing in connection with public Services contracts and for connected purposes as well as allowing for national and local strategies around this area.		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.The Supplier may be required at the Call-Off stage to identify as an optional variant the social value initiatives it proposes as proportionate and relevant to the Call-Off Contract and shall be responsible for recording and reporting performance against agreed Social Value scorecards. These initiatives shall include:		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.1.    Creating supply chain opportunities for SME’s;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.2.    Appointment of apprenticeships;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.3.    Providing additional opportunities for individuals or groups facing greater social or economic barriers;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.4.    Supporting work placements to school children and young adults;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.5.    Recruitment of locally engaged labour;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.6.    Recruitment of long-term unemployed labour;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.7.    Recruitment of NEET’s labour; 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.8.    Recruitment of local supply chain partners;		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.9.    Procurement and sourcing of sustainable Services and products; 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.10. Encouraging ethical and fair trade procurement; and 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.3.11. Encouraging community engagement.		YES		Yes - Std

				Work Package A - Contract Management				Community benefits

				Work Package A - Contract Management		A.18		18.4.The Supplier shall ensure that they adopt a positive stance on delivering community benefits throughout the life of the Framework Contract Period and any Call-Off Contracts.		YES		Yes - Std

				Work Package A - Contract Management				The public sector in the UK

				Work Package A - Contract Management		A.18		18.5.The public sector in the UK is committed to the Delivery of high quality public services, and recognises that this is critically dependent on a workforce that is well rewarded, well-motivated, well-led, has access to appropriate opportunities for training and skills development, are diverse and is engaged in decision making. These factors are also important for workforce recruitment and retention, and thus continuity of service. 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.Public bodies in the UK are adopting fair work practices, which include:		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.1.    A fair and equal 'pay policy' that includes a commitment to supporting the Living Wage, including, for example being a 'Living Wage Accredited Employer';  		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.2.    Clear managerial responsibility to nurture talent and help individuals fulfil their potential, including for example, a strong commitment to 'Modern Apprenticeships' and the development of the UK’s young workforce; 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.3.    Promoting equality of opportunity and developing a workforce which reflects the population of the UK in terms of characteristics such as age, gender, religion or belief, race, sexual orientation and disability; 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.4.    Support for learning and development; stability of employment and hours of work, and avoiding exploitative employment practices, including for example no inappropriate use of zero hours contracts; 		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.5.    Flexible working (including for example practices such as flexi-time and career breaks) and support for family friendly working and wider work life balance; and		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.6.6.    Support progressive workforce engagement, for example Trade Union recognition and representation where possible, otherwise alternative arrangements to give staff an effective voice.		YES		Yes - Std

				Work Package A - Contract Management		A.18		18.7.In order to ensure the highest Standards of service quality in this Contract the public bodies in the UK expect Suppliers to take a similarly positive approach to fair work practices as part of a fair and equitable employment and reward package.		YES		Yes - Std

				Work Package A - Contract Management

				Work Package B - Contract Mobilisation				Work Package B – Contract Mobilisation

				Work Package B - Contract Mobilisation

				Work Package B - Contract Mobilisation				19.   Service B:1 – Contract Mobilisation

				Work Package B - Contract Mobilisation				19.1.Service B:1 – Contract Mobilisation is Mandatory for Lot 1a-lc.

				Work Package B - Contract Mobilisation		B.1		19.2.The mobilisation period will be a six (6) Month period (unless otherwise agreed with the Buyer at Call-Off stage). The legal rights and obligations of the Supplier during this period are those stipulated in the Call-Off Contract.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.3.During the mobilisation period, the incumbent Supplier shall retain full responsibility for all extant Services until the Service Start Date or as otherwise formally agreed with the Buyer. The incoming Supplier's full service obligations shall formally be assumed on the Service Start Date as set out in Call-Off Schedule 22 - Call-Off Tender. 		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.4.The Supplier shall work cooperatively and in partnership with the Buyer, incumbent Supplier, and other FM supplier(s), where applicable, to understand the scope of Services to ensure a mutually beneficial handover of the Services.  		YES		Yes - Std

				Work Package B - Contract Mobilisation				Mobilisation Plan

				Work Package B - Contract Mobilisation		B.1		19.5.The Supplier shall:

				Work Package B - Contract Mobilisation		B.1		19.5.1.    Work with the incumbent Supplier and Buyer to assess the scope of the Services and prepare a plan which demonstrates how they will mobilise the Services;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.2.    Mobilise all the Services specified in the Specification within the Call-Off Contract;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.3.    Appoint a Supplier Authorised Representative who shall be responsible for the management of the mobilisation period. This is to ensure that the mobilisation period is planned and resourced adequately, and act as a point of contact for the Buyer;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.4.    Produce a Mobilisation Plan, to be agreed by the Buyer, for carrying out the requirements within the mobilisation period including key Milestones and dependencies;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.5.    Detail how they will work with the incumbent Supplier and the Buyer Authorised Representative to capture and load up information such as Asset data;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.6.    Liaise with the incumbent Supplier to enable the full completion of the mobilisation period activities;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.7.    Produce and implement a communications plan, to be agreed with the Buyer, including the frequency, responsibility for and nature of communication with the Buyer and end users of the Services;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.8.    Produce a mobilisation report for each Buyer Premises to encompass programmes that will fulfil all the Buyer's obligations to landlords and other tenants. The format of reports and programmes shall be in accordance with the Buyer's requirements. Particular attention shall be paid to establishing the operating requirements of the occupiers in drawing up these programmes for agreement with the Buyer;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.9.    Manage and report progress against a Mobilisation Plan;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.10. Construct and maintain a mobilisation risk and issue register in conjunction with the Buyer detailing how risks and issues will be effectively communicated to the Buyer in order to mitigate them;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.11. Attend Progress Meetings (frequency of such meetings shall be determined at Call-Off stage) in accordance with the Buyer's requirements during the mobilisation period. Mobilisation meetings shall be chaired by the Buyer and all meeting minutes shall be kept and published by the Supplier; and		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.5.12. Ensure that all risks associated with the mobilisation period are minimised to ensure a seamless change of control between incumbent provider and the Supplier.		YES		Yes - Std

				Work Package B - Contract Mobilisation				Interaction with stakeholders

				Work Package B - Contract Mobilisation		B.1		19.6.The Supplier shall conduct site visits where weaknesses in Asset data have been identified, to reassess the accuracy of the data.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.7.The Supplier shall familiarise itself with the Buyer's Buyer Premises and the needs of the building users. 		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.8.The Supplier shall ensure that it is appropriately equipped to deal with the level of liaison and stakeholder management, including: 		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.8.1.    Liaison;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.8.2.    Reporting;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.8.3.    Co-ordination and provision of Services;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.8.4.    Attendance at meetings; and		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.8.5.    Management and resolution of stakeholder issues		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.9.Further details of the stakeholder management requirements will be provided at Call-Off stage.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.10.                  The Supplier shall ensure that all the necessary arrangements to allow continuous operations by the building users are in place by the end of the mobilisation period.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.11.                  During the mobilisation period the Supplier shall undertake the routine examinations and inspections of the premises and Services necessary to assume its duties.		YES		Yes - Std

				Work Package B - Contract Mobilisation				CAFM during the mobilisation period

				Work Package B - Contract Mobilisation		B.1		19.12.                  The Supplier shall: 

				Work Package B - Contract Mobilisation		B.1		19.12.1. Ensure that via Asset verification or by other means that all Assets held on Buyer Premises are uploaded into the CAFM System during the mobilisation period;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.2. Work with the incumbent Supplier to facilitate a transfer of all Asset data and historical maintenance data into the new CAFM System during the mobilisation period ready for Service Start Date;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.3. Be responsible for undertaking an Asset verification exercise that shall review and establish the quality of the Buyer’s Asset data and hierarchies as issued at Call Off.  The Buyer shall provide the results of the Asset verification exercise in a formal Report within 12 months of contract commencement which shall include:		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.3.1.       A summary of findings;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.3.2.       A proposed project plan; and		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.3.3.       An estimate of costs for developing the data held on the CAFM system so that it is fully compliant with the coding requirements of SFG20, Uniclass 2015 (or later version) and NRM3.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.4. Liaise in detail with the Buyer to ensure that its proposed systems can interface with existing systems during the mobilisation period;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.5. Be in continuous contact with the Buyer's IT supplier for the establishment of the CAFM System and for the provision of information on the Buyer's intranet. The Supplier shall provide the CAFM System for the Buyer and at the end of the Call-Off Contract Period, or in the event of termination of the Call-Off Contract for any reason, ownership of the Buyer's data contained within the CAFM System shall remain with the Buyer.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.6. Be responsible for implementing the full CAFM System with the assistance of the Buyer's IT Supplier in accordance with the Buyer's requirements as set out in the KPI Requirements, during the mobilisation period;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.7. Ensure that during the mobilisation period that all business critical Assets are denoted as critical within the CAFM System to ensure that the correct helpdesk are applied. Where this information is not available or incomplete, the Supplier shall assess the scope of the Asset and advise the Buyer where there are business critical Assets or Assets requiring maintenance;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.8. Ensure that full CAFM System training is provided to all staff, Subcontractors, Buyer Authorised Representatives and other FM supplier(s) where applicable prior to Service Start Date;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.9. Ensure that all Supplier helpdesk staff are fully trained and ready to mobilise the helpdesk at the Service Start Date; 		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.10.                     Provide a reasonable quantity of user licences for the Buyer which shall be transferable, where the CAFM System is provided by the Supplier;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.11.                     Ensure that all appropriate information required for a successful mobilisation and transition of Service Delivery is obtained from the incumbent Supplier before the Service Start Date;  		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.12.                     Ensure a timely build of all IT platforms in their CAFM System to meet the requirements triggered by the Service Start Date of the Call-Off Contract;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.13.                     Ensure the CAFM System can produce all reports required under the MI Reporting Template as provided at Framework Schedule 5 - Management Charges, and information from the Service Start Date;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.14.                     Ensure the format, standard and frequency of reporting is developed and agreed with the Buyer and any other FM supplier(s) where applicable, and Delivered in accordance with their requirements;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.15.                     Ensure that the full reporting capability is fully functional within the CAFM System at Service Start Date to enable the Supplier to report against their contractual performance measures;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.16.                     Ensure that at Service Start Date it has the ability to report on the Supplier performance;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.17.                     Ensure that the information required to report its KPIs is contained within the CAFM System;		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.18.                     Ensure that all Assets are referenced in two (2) hierarchical structures to include Service type and location;  		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.19.                     Ensure that at the end of the mobilisation period that the CAFM System has the ability to perform all Services within the CAFM System; and		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.12.20.                     Ensure that the CAFM System is sufficiently populated at the Service Start Date to accommodate all required maintenance activities within the PPM schedule for each Buyer Premises.		YES		Yes - Std

				Work Package B - Contract Mobilisation				Security during the mobilisation period 

				Work Package B - Contract Mobilisation		B.1		19.13.                  The Supplier shall note that it is incumbent upon them to understand the lead-in period for security clearances and ensure that all Supplier Staff have the necessary security clearance in place before the Service Start Date. The Supplier shall ensure that this is reflected in their Mobilisation Plans.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.14.                  The Supplier shall ensure that all Supplier Staff and Subcontractors do not access the Buyer's IT systems, or any IT systems linked to the Buyer's, unless they have satisfied the Buyer's security requirements.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.15.                  The Supplier shall be responsible for providing all necessary information to the Buyer to facilitate security clearances for Supplier Staff and Subcontractors in accordance with the Buyer's requirements.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.16.                  The Supplier shall provide the names of all Supplier Staff and Subcontractors and inform the Buyer of any alterations and additions as they take place throughout the Call-Off Contract.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.17.                  The Supplier shall ensure that all Supplier Staff and Subcontractors requiring access to the Buyer's Buyer Premises have the appropriate security clearance. It is the Supplier's responsibility to establish whether or not the level of clearance will be sufficient for access. Unless prior Approval has been received from the Buyer, the Supplier shall be responsible for meeting the Costs associated with the provision of security cleared escort services.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.18.                  If a property requires Supplier Staff or Subcontractors to be accompanied by the Buyer’s Authorised Representative, the Buyer must be given reasonable notice of such a requirement, except in the case of emergency access.		YES		Yes - Std

				Work Package B - Contract Mobilisation				PPM during the mobilisation period 

				Work Package B - Contract Mobilisation		B.1		19.19.                  The Supplier shall detail in a Service Delivery Plan (SDP) any specific requirements of the Buyer during the mobilisation period including the creation of a PPM schedule. The SDP shall be presented to the Buyer and agreed with them.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.20.                  The Supplier shall ensure that for all Buyer Premises, a fully compliant and accurate PPM schedule which plans all required maintenance activities for the first twelve (12) Months of the Call-Off Contract is uploaded to the CAFM System.		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.21.                  The Supplier shall review the PPM schedules of the outgoing Supplier and deliver an asset validation exercise to identify potential non-compliance and / or inaccuracies in the data provided by the Buyer at Call Off during contract mobilisation phase. 		YES		Yes - Std

				Work Package B - Contract Mobilisation		B.1		19.22.                  The asset verification report should be presented to the Buyer in a format and timeframe to be agreed with the Buyer at mobilisation		YES		Yes - Std

				Work Package B - Contract Mobilisation

				Work Package C - Maintenance Services				Work Package C – Maintenance Services

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				20.   Generic maintenance requirements

				Work Package C - Maintenance Services				20.1.In respect of all of the Services, the Supplier shall provide a comprehensive PPM system in accordance with SFG20 or (if not applicable), with good industry practice and Standards defined by the Buyer at Call-Off stage during operational hours,  		YES		Yes - Std

				Work Package C - Maintenance Services				20.2.The Supplier will be responsible for the delivery of all planned maintenance services and shall ensure that statutory compliance is achieved and maintained at all Buyer Premises. The service shall be inclusive of the delivery of all statutory inspections, risk assessments, written scheme of examination and insurance inspections as required to achieve full statutory compliance at Buyer premises.   		YES		Yes - Std

				Work Package C - Maintenance Services				20.3.The Service shall recognise Buyer requirements in regard to the Delivery of planned maintenance that may be in addition to or in replacement of SFG20 requirements, landlord tenancy agreements that exist at the Buyer Premises and shall be responsible for ensuring these requirements are fully captured in the planned maintenance regime and managed via the CAFM System in accordance with the Asset information requirements to ensure that all Services are Delivered in full compliance with the Buyer’s legal, statutory and lease obligations.		YES		Yes - Std

				Work Package C - Maintenance Services				20.4.Where SFG20 is not applicable to a planned maintenance activity or where the Buyer has specified bespoke requirements for the maintenance of systems and / or Assets are applicable, the Supplier shall be responsible for the creation of discretionary PPM task instructions to meet the Buyer’s requirements in accordance with SFG20. The Supplier shall ensure that these discretionary PPM activities are approved by the Buyer prior to their addition to the PPM schedules and upload to their SFG20 / CAFM System.		YES		Yes - Std

				Work Package C - Maintenance Services				20.5.The Supplier shall inform the Buyer of enhancements and/or modifications to SFG20 PPM management regimes where they are likely to impact on the agreed Charges for maintenance services e.g. changes in PPM task frequencies. Where the Buyer agrees the implementation of the change they will be managed via the Contract Variation process.		YES		Yes - Std

				Work Package C - Maintenance Services				20.6.The Supplier shall ensure that the planned maintenance schedules capture the requirements outlined within the Buyer’s quality management plan and sustainability management plan.		YES		Yes - Std

				Work Package C - Maintenance Services				20.7.Where agreed with the Buyer, the PPM schedule should include any agreed maintenance system, such as business focussed maintenance ("BFM"), condition based maintenance ("CBM") etc. The revised planned maintenance processes and scheduling shall be reflected within SFG20 where appropriate and be managed via the Supplier’s CAFM System.		YES		Yes - Std

				Work Package C - Maintenance Services				20.8.The Supplier shall provide installation work associated with planned and reactive maintenance works and Billable Works without compromising the integrity of any historic Affected Property and in a manner so as to avoid damage. Prior to carrying out work to a historic Affected Property the Supplier shall undertake a written scheme of investigation, prepare a method statement and safe system of work and discuss their proposal with the Buyer to seek formal approval to proceed with any works.		YES		Yes - Std

				Work Package C - Maintenance Services				20.9.PPM tasks shall be generated through the CAFM System on a Monthly basis, in advance. The Supplier shall work to an annual PPM programme and ensure that an annual PPM schedule for the relevant year is available on the  CAFM System for each respective Buyer Premises in accordance with the following process:		YES		Yes - Std

				Work Package C - Maintenance Services				20.9.1.    Not less than six (6) weeks prior to the start of an annual planned maintenance programme, the Supplier shall provide the Buyer with a proposed annual planned maintenance programme;		YES		Yes - Std

				Work Package C - Maintenance Services				20.9.2.    The Buyer will notify the Supplier of any comments; 		YES		Yes - Std

				Work Package C - Maintenance Services				20.9.3.    The Supplier will revise the proposed annual planned maintenance programme to take account of the Buyer’s comments; and		YES		Yes - Std

				Work Package C - Maintenance Services				20.9.4.    The Supplier will then resubmit the proposed annual planned maintenance programme to the Buyer;		YES		Yes - Std

				Work Package C - Maintenance Services				20.10.                  In the absence of any comments from the Buyer, the Supplier is in no way relieved of any of its obligations under this Framework Schedule 1 - Specification including this PPM strategy. 		YES		Yes - Std

				Work Package C - Maintenance Services				20.11.                  The Supplier shall, subject to the Inclusive Repair Threshold, maintain Assets leased to or leased by the Buyer in accordance with the requirement of the lease or as specified by the Buyer. All planned maintenance regimes will be approved by the Buyer prior to upload on the CAFM System and undertaking any works. Further details of the Services required shall be defined at Call-Off stage.		YES		Yes - Std

				Work Package C - Maintenance Services				20.12.                  The Supplier shall prioritise work on the system and make any proposed improvements and adjustments to suit availability of resources. Any such proposed improvements and adjustments shall be submitted to the Buyer for Approval.		YES		Yes - Std

				Work Package C - Maintenance Services				20.13.                  The annual PPM programme shall detail the frequency, schedule of tasks, input requirements and maintenance Standards to be applied and resource requirements for all Services.		YES		Yes - Std

				Work Package C - Maintenance Services				20.14.                  The Supplier shall ensure they operate a safe system of work in accordance with their Health and Safety Policy and that risk assessments are site specific and not generic and shall include the following:		YES		Yes - Std

				Work Package C - Maintenance Services				20.14.1. Asset criticality;		YES		Yes - Std

				Work Package C - Maintenance Services				20.14.2. Any relevant equipment manufacturers’ recommendations;		YES		Yes - Std

				Work Package C - Maintenance Services				20.14.3. Industry Standard specification;		YES		Yes - Std

				Work Package C - Maintenance Services				20.14.4. The Supplier’s experience of similar equipment and Services; and		YES		Yes - Std

				Work Package C - Maintenance Services				20.14.5. The risk to and/or impact upon the business that could result from failure of the Asset.		YES		Yes - Std

				Work Package C - Maintenance Services				20.15.                  The Supplier shall ensure that:		YES		Yes - Std

				Work Package C - Maintenance Services				20.15.1. The PPM works task sheet clearly identifies the Asset type, location, SFG20 task instruction and frequency or if not applicable, details of the work required and frequency as defined and agreed with the Buyer; 		YES		Yes - Std

				Work Package C - Maintenance Services				20.15.2. Where the time between activities is greater than one year, those activities are to be undertaken on an appropriate rolling programme as agreed with the Buyer at Call-Off stage; and  		YES		Yes - Std

				Work Package C - Maintenance Services				20.15.3. Costs for all consumable items and replacement parts which are required to satisfactorily maintain the Services are of the same quality and type or better as provided for the original installation. Replacement components shall be of the same manufacturer as the equipment being serviced wherever possible. Costs for the provision of these consumables and replacement parts / components shall be included in the Charges.		YES		Yes - Std

				Work Package C - Maintenance Services				20.16.                  The Supplier shall be responsible for the safe keeping and storage of any materials that may be directly delivered to the Buyer Premises, including other site specific critical spares as agreed with the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services				20.17.                  The Supplier shall agree access arrangements for restricted areas in advance with the helpdesk in order to avoid being denied entry and delaying the execution of the Services. In multi-occupancy buildings, the Supplier shall liaise with landlords, landlord’s representatives and other relevant parties to ensure that the method statements are aligned with all of the building users' In respect of all of the Services.		YES		Yes - Std

				Work Package C - Maintenance Services				20.18.                  The Supplier shall agree with the Buyer the process relating to the retention of all statutory and mandatory certificates and related documentation.		YES		Yes - Std

				Work Package C - Maintenance Services				20.19.                  The Supplier shall provide expert and technical advice on all maintenance matters upon the request of the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				21.   Service C:1 - Mechanical and Electrical Engineering Maintenance

				Work Package C - Maintenance Services				21.1.Service C:1 - Mechanical and Electrical Engineering is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.1		21.2.In addition, the following Standards Ref apply to this Service SC1.  

				Work Package C - Maintenance Services		C.1		21.3.The Supplier shall provide a professionally managed Mechanical and Electrical ("M&E") Maintenance Service which ensures the maintenance and operation of all items of plant and equipment within the Buyer Premises, are in accordance with the Buyer’s requirements. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.4.The Supplier shall ensure the successful operation and optimum condition of all of the Buyer’s mechanical, electrical and plumbing systems. The Supplier shall ensure they are maintained at optimum performance in accordance with manufacturers’ and installers’ recommendations and statutory obligations. A list of plant and systems to be maintained shall be listed within the Asset registers in Call-Off Schedule 22 - Call-Off Tender. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.5.For the avoidance of doubt, these requirements include the maintenance of all gas, coal, biomass, LPG and oil fired systems and all associated infrastructure, to include storage tanks, pipework, flues, chimneys and air supply systems, cylinder storage facilities, bund storage equipment and detection systems as present within the Buyer Premises. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.6.The Supplier shall be responsible for the inclusion of all Assets irrespective of their inclusion in Call-Off Schedule 22 - Call-Off Tender.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.7.The Supplier shall implement an annual PPM programme that fully meets the maintenance  requirements of the Chartered Institution of Building Service Engineers ("CIBSE") SFG20, or if not applicable, the maintenance requirements specified by the manufacturers, the Heating and Ventilation Contractors Association ("HVCA") and other relevant professional bodies. The overriding responsibility of the Supplier shall be to ensure that maintenance Services to the built and installed Assets within the Buyer Premises are delivered as required throughout the Call-Off Contract.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.8.The Supplier shall provide and review the current PPM schedule during the mobilisation period. The Supplier shall ensure the maintenance and operation of the built and installed Assets, within the Buyer Premises are maintained and operational for the duration of the Call-Off Contract.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.9.Information on the specific built and installed Assets, in the form of reports and surveys has been included within Call-Off Schedule 22 - Call-Off Tender. This information is given to the Supplier to assist them in preparing a relevant and competitive Tender, but in no way limits the overall responsibility of the Supplier.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.10.                  The Supplier shall satisfy itself as to the accuracy of the information provided by the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.11.                  It is a fundamental requirement of the Services that the Supplier is cognisant of the intimate relationship between operational elements and those elements of life cycle management. The Supplier shall provide the Buyer with a demonstration of the appropriate methodologies. The Supplier shall look to implement a holistic annual PPM schedule to maximise the life of all built and installed Assets.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.12.                  The Supplier shall transmit notification of the planned maintenance via the Buyer Premises based CAFM System to the Buyer Authorised Representative or their nominated deputy and allocate to the appropriate tradesmen. The works task sheet shall clearly identify the Asset type, location and work required. The Buyer Authorised Representative shall agree access arrangements for restricted areas in order to avoid any interruption to business.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.13.                  The Supplier shall provide all PPM activities, other than daily nominated or advised tasks, within seventy two (72) hours of scheduled date.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.14.                  The Supplier shall monitor the Services so that operating conditions can be maintained and the quality of service provision can be recorded. The Supplier shall be responsible for establishing and maintaining the necessary systems including the use of the CAFM System to log and record responses to problems as they occur as well as recording performance of equipment, systems and Supplier Staff.		YES		Yes - Std

				Work Package C - Maintenance Services		C.1		21.15.                  Special note shall be made of specific warranty period maintenance requirements.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				22.   Service C:2 - Ventilation and air conditioning systems maintenance 

				Work Package C - Maintenance Services				22.1.Service C:2 - Ventilation and air conditioning systems is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.2		22.2.In addition, the following Standards Ref apply to this Service SC2.

				Work Package C - Maintenance Services		C.2		22.3.The Supplier shall maintain ventilation, comfort cooling and air conditioning systems by using the same principles employed for other mechanical and electrical systems. Some of the air conditioning systems shall be designated by the Buyer as business critical systems where appropriate.		YES		Yes - Std

				Work Package C - Maintenance Services		C.2		22.4.This provision includes all catering extract and forced air systems inclusive of ductwork and terminal units.		YES		Yes - Std

				Work Package C - Maintenance Services		C.2		22.5.The Supplier shall deliver air quality monitoring at the Buyer Premises to meet COSHH 2002 and EH40 statutory requirements and all other statutory and best practice requirements linked to the delivery of the service, including HSEG409, HSG173 and CIBSE KS17. Where the installation of new fixed monitoring equipment is required to deliver these services the costs shall be met by the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services		C.2		22.6.The insides of ventilation and air conditioning ductwork shall be kept clean in accordance with Service SC3 Environmental Cleaning (below). The Supplier shall maintain the systems and ensure compliance with legal obligations in respect of health and safety and the management of greenhouse gases and ozone depleting substances and any other Specification or Standard required by the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				23.   Service C:3 – Environmental cleaning service

				Work Package C - Maintenance Services				23.1.Service C:3- Environmental cleaning is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.3		23.2.In addition, the following Standards Ref apply to this Service SC3.

				Work Package C - Maintenance Services		C.3		23.3.The Supplier shall clean kitchen extract and cell ventilation systems to ensure compliance with all statutory requirements. 		No		Yes - Std

				Work Package C - Maintenance Services		C.3		23.4.The Supplier shall thoroughly clean general mechanical ventilation and environmental systems. This shall include air conditioning systems, LEV ductwork and extract hoods to ensure compliance with all statutory requirements. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.3		23.5.The Supplier shall deliver the services in compliance with all statutory requirements.		YES		Yes - Std

				Work Package C - Maintenance Services		C.3		23.6.Where the Buyer requests additional cleaning services at a frequency which exceeds the requirements of the statutory requirements, these shall be rechargeable and managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.3		23.7.The Supplier shall ensure that all works are recorded and managed via the Supplier’s CAFM system.		YES		Yes - Std

				Work Package C - Maintenance Services		C.3		23.8.The Supplier shall preserve a satisfactory standard of hygiene within air distribution and extract systems.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				24.   Service C:4 -  Fire detection and firefighting systems maintenance

				Work Package C - Maintenance Services				24.1.Service C:4 - Fire detection and firefighting systems maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.4		24.2.In addition, the following Standards Ref apply to this Service SC4.

				Work Package C - Maintenance Services		C.4		24.3.The Supplier shall be responsible for ensuring all fire-fighting equipment and systems are tested in accordance with the applicable British Standards, Approved Codes of Practice, manufacturer’s recommendations and industry best practice. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.All systems shall be tested including:		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.1.    Extinguishers;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.2.    Voice alarm systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.3.    Smoke pressurisation and extraction systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.4.    Fume Cupboards;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.5.    Suppression systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.6.    Sprinkler systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.7.    Public Address systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.8.    Evacuation chairs;		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.9.    Lift evacuation systems; and		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.4.10. Emergency communications systems (refuges).		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.5.The Supplier shall be responsible for operating fire alarm testing in accordance with fire regulations, ensuring logs are accurate and up-to-date and weekly tests are operated within two (2) minutes of any agreed times. Voice announcement system broadcasts or announcements shall all be performed professionally and in accordance with the Buyer’s requirements. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.6.The Supplier shall be responsible for resetting all equipment upon completion of the fire alarm testing, to include air conditioning systems, gas supplies and gas suppression systems.		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.7.The Supplier shall test fire detection systems in a manner that ensures full functionality of the fire system and associated devices. The results shall be recorded within the fire log-book at the Buyer Premises and centrally within the management regime. Details of the outcome of the tests should be passed to the Buyer Authorised Representative at the Buyer Premises.		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.8.All abnormal test results shall be immediately advised to the Buyer, and dealt with under the auspices of the reactive maintenance Services.		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.9.It is the responsibility of the Supplier to notify the CAFM System / helpdesk of each instance where works are raised as a result of testing of firefighting or detection systems.		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.10.                  The Supplier shall ensure any changes or enhancements to the fire systems are recorded in the fire risk assessment for the Buyer Premises.		YES		Yes - Std

				Work Package C - Maintenance Services		C.4		24.11.                  The Supplier shall inform the Buyer Authorised Representative when they are to undertake maintenance work to the fire safety systems. This shall be carried out in line with the Buyer’s policies for example The Regulatory Reform (Fire Safety) Order 2005 at a Buyer Premises.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				25.   Service C:5 - Lifts, hoists and conveyance systems maintenance

				Work Package C - Maintenance Services				25.1.Service C:5 - Lifts, hoists and conveyance systems maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.5		25.2.In addition, the following Standards Ref apply to this Service SC5.

				Work Package C - Maintenance Services		C.5		25.3.The Supplier shall provide a fully comprehensive maintenance regime to the lifts, hoists and conveyance systems within the Buyer Premises. The Supplier shall be responsible for meeting minimum response times contained within the performance regime if there are problems with the system’s components, items and panels.		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.The Supplier shall ensure that all necessary information regarding the lifting and conveyance system are recorded within the CAFM System. The Supplier shall:		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.1.    Manage the thorough examination of lifts by an independent competent person and forward reports to the Buyer;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.2.    Keep lift records;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.3.    Act on any recommendations that cost less than the Inclusive Repair Threshold;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.4.    Inform the Buyer of any work required costing more than the Inclusive Repair Threshold;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.5.    Inform the Buyer of any lift that is out of service, the reason why and the time the lift will be back in service;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.6.    Ensure that lift cars are taken out of service in the case of dangerous situations;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.7.    Ensure the competency of those who carry out the work and train Supplier staff in the rescue and freeing of trapped passengers;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.8.    Ensuring the availability of replacement parts;		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.9.    Carry out a detailed risk assessment for all works; and		YES		Yes - Std

				Work Package C - Maintenance Services		C.5		25.4.10. Include fireman lifts and lift evacuation systems.		YES		Yes - Std

				Work Package C - Maintenance Services						YES		Yes - Std

				Work Package C - Maintenance Services				26.   Service C:6 - Security, access and intruder systems maintenance

				Work Package C - Maintenance Services				26.1.Service C:6 - Security, access and intruder systems maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.6		26.2.In addition, the following Standards Ref apply to this Service SC6.

				Work Package C - Maintenance Services		C.6		26.3.The Supplier shall maintain all security, access and intruder systems within the Buyer’s Buyer Premises and any new systems put in place to ensure correct functioning throughout the course of the Call-Off Contract.  		YES		Yes - Std

				Work Package C - Maintenance Services		C.6		26.4.It will be the Supplier’s responsibility to ensure the continued functioning of security, access and intruder systems. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.6		26.5.The Supplier shall ensure that any failure that leads to a weakness in security is rectified within the agreed timescale.		YES		Yes - Std

				Work Package C - Maintenance Services		C.6		26.6.The Supplier shall liaise with the Buyer’s security representative and any relevant Government security equipment specialists over the issues of security, access and intruder system including synergistic areas where security provision is supplied directly by Government Staff.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				27.   Service C:7 - Internal and external building fabric maintenance

				Work Package C - Maintenance Services				27.1.Service C:7 - Internal and external building fabric maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.7		27.2.In addition, the following Standards Ref apply to this Service SC7.

				Work Package C - Maintenance Services		C.7		27.3.The Supplier shall provide a professionally managed, "Planned Preventative Fabric Maintenance Service" in accordance with a system and programme of building fabric maintenance. This programme shall take account of the Asset registers, planned maintenance schedules and all relevant lease obligations.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.4.Variations from periodic maintenance shall be agreed between the Supplier and the Buyer in advance.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.5.Planned Maintenance tasks shall be generated through the CAFM System on a Monthly basis, in advance.  The Supplier shall provide day-to-day repairs to the internal and external fabric. The Supplier shall submit notification of the day-to-day repairs via the Buyer Premises based CAFM System to the Buyer Authorised Representative or its nominated deputy and allocated to the appropriate tradesmen. This may be by raising a Service request via the system if an independent helpdesk is utilised. The works task sheet shall clearly identify the Asset type, location and work required. The Buyer shall agree access arrangements for restricted areas in order to avoid any interruption to business.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.6.The Supplier shall ensure that in instances of spot (reactive) re-lamping, they acknowledge the need to ensure electrical safety when replacing lamps in addition to ensuring consistency in colour balancing throughout the area and in keeping with the Buyer’s requirements.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.7.The Supplier shall acknowledge the Buyer’s PPM schedules contained within Call-Off Schedule 22 - Call-Off Tender. The Supplier shall include all building fabric maintenance tasks within this Framework Schedule 1 - Specification, in addition to any further requirements. The Service shall include but shall not be limited to an annual integrity inspection and report of building fabric components such as hearing loops, wheelchairs, evacuation chairs, fire curtains, mobile racking systems and high density storage systems.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.8.The Supplier shall agree access arrangements for restricted areas with the helpdesk in advance in order to avoid being denied entry and delaying the execution of the Service.  In multi-occupancy buildings the Supplier shall be required to liaise with landlords, landlord’s representatives and other relevant parties to ensure that the method statements are aligned with all of the building users' requirements.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.9.Where the Buyer has responsibility for the provision of residential housing, the Supplier shall be responsible for the maintenance of the buildings, to include all outbuildings and fixed furniture items contained therein.    		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.10.                  The Supplier shall be responsible for the sweeping chimneys to open fireplaces where present at Buyer Premises at a frequency that will maintain them in a safe working order.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.11.                  The Supplier shall be required to undertake redecoration works on a cyclical / periodic basis to comply with the Buyer’s lease obligations or agreed standard for Government freehold buildings where this is requested. The Supplier shall liaise with the Buyer to establish these obligations and provide quotations for all redecoration works as per the Billable Works process detailed in Call-Off Schedule 4A - Billable Works and Projects.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.12.                  The Supplier shall provide redecoration works on an elective basis as per the Billable Works process detailed in Call-Off Schedule 4A (Billable Works and Projects) and upon instruction from the Buyer’s Authorised Representative. Any redecoration work required as a result of reactive maintenance shall be included with the reactive maintenance work.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.13.                  The Supplier shall provide a gutter clearance service and shall ensure drainage systems including but not limited to pipes, gutters, manholes and parapet gutters. The Supplier shall ensure that these are kept functional at all times and remain free from debris, leaves and other blockages at all times.  The frequency shall be determined at Call Off Stage. Where Buyer Premised exceed four (4) storeys and have no fixed roof access equipment fitted to enable the delivery of the gutter cleaning service the Supplier shall be responsible for the provision of the portable equipment required to deliver the service. Costs for the provision of the portable equipment shall be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.14.                  The Supplier shall provide a securing and making safe Service in the event of break–ins, vandalism or damage to the external building on a reactive basis within the timescales detailed in the Annex E – Service Delivery Response Times. This shall include but shall not be limited to boarding up windows on a temporary basis and re-glazing of broken windows as a minimum requirement. This Service shall be paid for as additional works as per the Billable Works process detailed in Call-Off Schedule 4A - Billable Works and Projects.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.15.                  The Supplier shall be responsible for the safe storage and maintenance of all equipment issued to them for their use on the Contract by the Buyer. All maintenance works undertaken shall be in accordance with the manufacturer’s recommendations. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.                  The Supplier shall be responsible for the provision of:		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.1. Repairs;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.2. Replacement equipment;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.3. Operator Training;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.4. Insurance cover; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.5. Certification; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.6. Risk assessments; and 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.16.7. Calibration.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.17.                  The Supplier shall, at the end of the Contract Period, be responsible for the return all items issued to them by the Buyer for their use on the Call Off contract in their original condition, allowing for fair wear and tear, and in good working order.  Any items missing or damaged, other than by fair wear and tear, shall be replaced by the Supplier at no cost to the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.18.                  Details of the equipment to be issued to the Supplier will be defined at Call-Off stage.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.19.                  The Supplier shall execute the Service during the operational working hours. The Service may be executed outside these hours for operational reasons, to meet deadlines or other particular requirements including avoidance of disruption and noise.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.                  The Supplier shall be responsible for the maintenance and statutory inspections of the Buyer’s Health and Safety and building protection systems including:  		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.1. Safety eye-bolts;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.2. Fixed roof edge protection handrail systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.3. Free-standing roof edge protection handrail systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.4. Cradle access systems; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.5. Fall and arrest safety lifelines and mansafe systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.6. Lightning protection systems; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.7. Flood protection systems; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.8. Window and door security equipment, e.g. shutters, window bars and grilles;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.9. Bird protection systems, e.g. nets, spikes and sirens; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.10.                     Waste storage and recycling facilities;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.11.                     External fire exists and fire escape routes;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.12.                     Doors including locks and door furniture;  		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.13.                     External lighting systems, including pathway and street lighting; and		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.20.14.                     External vehicle storage facilities; e.g. cycle and motorcycle enclosures.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.21.                  The Supplier shall ensure that fire doors are maintained and in efficient working order and carry out a cursory examination to ensure that the fire door:		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.21.1. Closes fully into its frame; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.21.2. The intumescent and smoke seals are fitted and not damaged;		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.21.3. The gap between the door and its frame is between 3-5mm; and		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.21.4. The door has no sign of physical damage and the door has appropriate signage in line with the Buyer’s policies and statutory requirements.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.22.                  The Supplier shall submit a report for the reporting of the condition of the PPM items which shall be agreed with the Buyer prior to the commencement of the first round of inspections.		YES		Yes - Std

				Work Package C - Maintenance Services		C.7		27.23.                  The report shall be submitted electronically to the Buyer within five (5) Working Days of undertaking the inspection and shall be reported via email by the Supplier within twenty-four (24) hours of the inspection of any defects of a health and safety nature it finds during the course of its inspection together with a recommendation for remedial action if defects cannot be fixed during the inspection.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				28.   Service C:8 - Reactive maintenance services

				Work Package C - Maintenance Services				28.1.Service C:8 - Reactive maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.8		28.2.In addition, the following Standards Ref apply to this Service SC8.

				Work Package C - Maintenance Services		C.8		28.3.The Supplier shall provide a professionally managed Service for reactive repairs and maintenance 24 hours per day, 365 days per year.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.4.This Service shall be managed through the CAFM System. All reactive maintenance works (including labour, materials, profit, overheads and any other relevant Costs) up to an Inclusive Repair Threshold (threshold to be agreed at Call-Off stage) shall be carried out and included within the Supplier’s Charges.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.5.All reactive repairs and maintenance (including labour, materials, profit, overheads and any other relevant Costs) above the Inclusive Repair Threshold (threshold to be agreed at Call-Off stage) and works arising from planned maintenance, are  to be managed using the Billable Works and Approvals Process as outlined Call-off Schedule 4A - Billable Works and Projects. All Works Arising from Planned Maintenance (including labour, materials, profit, Overheads and any other relevant Costs) up to an Inclusive Repair Threshold (threshold to be agreed at Call-Off stage) shall be carried out and included within the Supplier’s Charges.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.6.The helpdesk element of the CAFM System shall be the sole focus of reactive maintenance activities.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.7.The Supplier shall work alongside the Buyer in forward planning, providing cost estimates for financial planning and shall advise the Buyer when the cost of repairing and/or maintaining an Asset outweighs the cost of replacing it and is likely to cause on-going unplanned downtime or pose potential health and safety risks ("Beyond Economic Repair"). 		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.8.When an Asset is Beyond Economic Repair the cost of replacement shall be met by the Supplier up to the Inclusive Repair Threshold. Where the cost of replacement exceeds the Inclusive Repair Threshold, only the cost above this value shall be billed to the Buyer through the approval process as detailed in Schedule 4a (Billable Works and Projects). For the avoidance of doubt, this requirement includes the replacement of entire Assets as well as component parts of Assets where replacement is deemed appropriate. The Buyer shall be the final arbiter on whether an Asset is Beyond Economic Repair but will act reasonably in reaching such decisions taking into account any one of the following:		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.8.1.    If the projected cost of the repair exceeds the cost of replacing the Asset;		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.8.2.    If the part(s) required to repair the Asset are no longer available unless there is a possibility of manufacture of part as a cost effective alternative; and/or		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.8.3.    Any recommendations carried out as a result of condition Surveys.  		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.9.Where replacement has been deemed appropriate by the Buyer, the Supplier shall assist the Buyer in determining a suitable replacement option taking into account operational use, whole life cost and required life factor.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.10.                  The Supplier shall proceed with emergency tasks in accordance with work package N (helpdesk), in the event of critical or emergency tasks to mitigate health and safety or Business Continuity and Disaster Recovery risks (as further explained in Call‑Off Schedule 8 – Business Continuity and Disaster Recovery. The Supplier shall seek formal Approval from the Buyer and shall keep the Buyer advised at all times on the status, technical issues and cost of the task. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.11.                  The Inclusive Repair Threshold shall apply to the task of making safe and shall be applied retrospectively after the situation has been made safe.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.12.                  The Supplier shall ensure that all its conducting maintenance work remain fully engaged to ensure a fault free operation. The inherent skills of the Supplier’s Staff shall ensure the timely identification and rectification of faults. Both faults identified by Buyer and the Supplier’s Staff shall be logged through the CAFM System for quality analysis. Each and every reactive Service request shall have an associated history, including completion date and time, within the helpdesk system.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.13.                  Where the Supplier encounters reactive maintenance tasks which they believe have been caused by wilful damage or vandalism, they shall be required to produce a damage report in support of their assessment which shall include:		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.13.1. The date and time the damage was identified;		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.13.2. A summary of the findings upon inspection;		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.13.3. Photographic evidence of the damage; and 		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.13.4. Details of the condition at the previous maintenance work or inspection; and 		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.13.5. An estimate of the cost of repair or replacement.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.14.                  Where the Buyer agrees the cause was deliberate, the Inclusive Repair Threshold shall not apply and the repair shall be managed via the Billable Works process, as further explained in Call‑Off Schedule 4A - Billable Works and Projects).		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.15.                  The Supplier shall ensure that all Supplier Staff attend to calls, with suitable and sufficient equipment and suitable training to deal with the reactive maintenance repair in a competent, safe and efficient manner.		YES		Yes - Std

				Work Package C - Maintenance Services		C.8		28.16.                  The Supplier shall at all times ensure that its Staff are competent, appropriately trained and deployed to cater for the variety of planned and unplanned demands in relation to reactive maintenance. The Supplier shall ensure that Supplier Staff who are dispatched to reactive activities are appropriately trained to Deliver a first-time fix. Where interface with electrical, mechanical or medium to high temperature hot water systems are involved, documented training schemes must be evidenced.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				29.   Service C:9 - Planned / group re-lamping service 

				Work Package C - Maintenance Services				29.1.Service C:9 - Planned lamp replacement ("Group Re-Lamping") is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.9		29.2.In addition, the following Standards Ref apply to this Service SC9.

				Work Package C - Maintenance Services		C.9		29.3.The Supplier shall adopt an organised approach to re-lamping across the Buyer Premises. The Supplier shall monitor this Service for efficiency with a view to achieving the greatest possible reductions in replacement frequency and cost. A consistent colour/warmth is critical in presentational and prestige areas.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.4.The Supplier shall be cognisant of the impact that lighting control systems have on the life expectancy of lamps. Details of the location of such systems within the Buyer Premises are held in Call-Off Schedule 22 - Call-Off Tender. The Supplier shall make proposals for the enhancement and expansion of lighting control systems.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.5.The Supplier shall ensure that luminaires and light fittings are kept in good repair and are cleaned and maintained to ensure optimum performance.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.6.The Supplier shall ensure that all lamps and tubes in prestige areas such as reception areas and ministerial suite, in conference and meeting rooms and all emergency lighting shall be fully operational at all times subject to response and rectification times.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.7.The Supplier shall ensure that control and execution of this Service is managed entirely by the CAFM System in line with the overall PPM schedule and subject to the same performance Standards. The Supplier shall ensure that all reports and recommendations are held centrally within the CAFM System. In instances of reactive lamping, the Supplier shall acknowledge the need to ensure electrical safety when replacing lamps in addition to ensuring consistency in colour balancing throughout the area and in keeping with the Buyer’s requirements. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.8.The optimum replacement frequencies for lamps may be determined by the Supplier, whilst maintaining the specified lighting levels in accordance with targets published by the Buyer and in accordance with industry guidance.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.9.The Supplier shall work alongside the Buyer to identify opportunities for greater efficiencies in lamping as technology develops. This will apply to all Buyer Premises systems.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.10.                  The Supplier shall dispose of old fluorescent tubes in accordance with environmental best practice and any relevant legislation, using the most economically advantageous method. Where appropriate, this may mean taking advantage of any national or cross-Government contracts to which the Buyer has access.		YES		Yes - Std

				Work Package C - Maintenance Services		C.9		29.11.                  The Supplier shall assess new lamp technology (such as LED) before re-lamping an area(s).  Where this upgrade takes place, a review of the consumables and the Charges shall be considered via a Variation in accordance with Clause 24 of the Core Terms of the Call-Off Contract.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				30.   Service C:10 - Automated barrier control system maintenance 

				Work Package C - Maintenance Services				30.1.Service C:10 - Automated access control system is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.10		30.2.In addition, the following Standards Ref apply to this Service SC10.

				Work Package C - Maintenance Services		C.10		30.3.Where automated barriers, shutters, turn-styles, doors and electrified fencing are installed at the Buyer Premises and included in the scope of Services, the Supplier shall be required to provide a maintenance service for these Assets as part of the overall mechanical and electrical maintenance strategy across each Buyer Premises.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				31.   Service C:11 - Building Management System ("BMS") maintenance

				Work Package C - Maintenance Services				31.1.Service C:11 - Building Management System ("BMS") maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.11		31.2.In addition, the following Standards Ref apply to this Service SC11.

				Work Package C - Maintenance Services		C.11		31.3.The operation of the Buyer’s building engineering Service is to be achieved through the BMS. The Supplier shall operate the systems in a competent, pro-active manner so as to control all of the systems and the internal environment and to maintain a secure and reliable Service. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.11		31.4.The Supplier shall monitor any departures from agreed environmental parameters and shall take actions to rectify.		YES		Yes - Std

				Work Package C - Maintenance Services		C.11		31.5.Before adjusting set points or modifying software the Supplier shall fully understand the effect these actions may have on the air conditioning and other building Service systems process, and take account of the internal and external environment.		YES		Yes - Std

				Work Package C - Maintenance Services		C.11		31.6.The Supplier shall ensure that the BMS is periodically upgraded as and when software versions are issued.		YES		Yes - Std

				Work Package C - Maintenance Services		C.11		31.7.The Supplier shall ensure that the BMS forms part of the maintained Assets and is maintained and Serviced as part of the general maintenance regime and within the limits set by the Inclusive Repair Threshold.		YES		Yes - Std

				Work Package C - Maintenance Services		C.11		31.8.The Supplier shall ensure that the BMS is configured to operate building systems at optimum energy efficiency.		YES		Yes - Std

				Work Package C - Maintenance Services		C.11		31.9.The operation of the Buyer’s building engineering Service is to be achieved through the BMS. The Supplier shall operate the systems in a competent, pro-active manner so as to control all of the systems and the internal environment and to maintain a secure and reliable Service.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				32.   Service C:12 - Standby power system maintenance

				Work Package C - Maintenance Services				32.1.Service C:12 - Standby power system maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.12		32.2.In addition, the following Standards Ref apply to this Service SC12.

				Work Package C - Maintenance Services		C.12		32.3.The Supplier shall: 

				Work Package C - Maintenance Services		C.12		32.3.1.    Be responsible for the maintenance and operation of backup generators and uninterrupted power supply equipment;		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.2.    Ensure that the backup equipment is available at all times and starts within ten (10) seconds of a mains power supply interruption or fluctuation;		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.3.    Liaise with the Buyer for the load testing of this equipment;		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.4.    Be responsible for the accurate recording of systems that are connected to the generators and Uninterruptable Power Supply ("UPS") systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.5.    Be responsible for ensuring that the systems are not overloaded and the balance between phases is maintained;		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.6.    Ensure that fuel levels in storage tanks are maintained at a minimum of seventy five per cent (75%) capacity;		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.7.    Ensure that invoices for fuel are dealt with as Pass Through Costs; and 		YES		Yes - Std

				Work Package C - Maintenance Services		C.12		32.3.8.    Conduct as a minimum one (1) annual black test on all standby power systems installed.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				33.   Service C:13 - High Voltage ("HV") and switchgear maintenance

				Work Package C - Maintenance Services				33.1.Service C:13 - High Voltage ("HV") and switchgear maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.13		33.2.In addition, the following Standards Ref apply to this Service SC13.

				Work Package C - Maintenance Services		C.13		33.3.The Supplier shall:

				Work Package C - Maintenance Services		C.13		33.3.1.    Maintain HV switchgear using the same principles employed for other mechanical and electrical systems.  HV switchgear may be designated by the Buyer as a business critical system;  		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.2.    Ensure that substations are clean, dry, and ventilated. The Supplier shall ensure that tubular heaters are fitted where necessary to avoid condensation;		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.3.    Ensure that hardwood, metal or concrete duct covers are in place, except when work is being carried out. Under no circumstances shall items which are not directly concerned with the operation and maintenance of the HV installation be kept in the substation;		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.4.    Ensure that HV equipment is regularly inspected, maintained and tested to ensure that it is in a safe and serviceable condition;		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.5.    Ensure that any of its Staff operating in an HV environment are authorised, suitably qualified and competent and shall at the very least:		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.5.1.           Be an electrical craftsman; and 		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.5.2.           Be over the age of twenty three (23) years.		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.6.    Ensure there is a qualified named High Voltage Authorised Person ("HVAP") engineer for the Buyer Premises(s); and		YES		Yes - Std

				Work Package C - Maintenance Services		C.13		33.3.7.    Ensure that a permit to work system is used for this Service.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				34.   Service C:14 - Catering equipment maintenance

				Work Package C - Maintenance Services				34.1.Service C:14 - Catering equipment maintenance is a Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.14		34.2.In addition, the following Standards Ref apply to this Service SC14.

				Work Package C - Maintenance Services		C.14		34.3.The Supplier shall provide a professional maintenance Service of all commercial catering equipment used in the provision of catering Services under the Call-Off Contract using the same principles employed for other mechanical and electrical systems. This shall be carried out in accordance with all relevant regulations relating to the servicing of gas and electrical installations.		No		Yes - Std

				Work Package C - Maintenance Services		C.14		34.4.The Supplier shall maintain catering equipment owned by the Buyer but operated by a third party Supplier.		No		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				35.   Service C:15 - Audio Visual ("AV") equipment maintenance

				Work Package C - Maintenance Services				35.1.Service C:15 - Audio Visual ("AV") equipment maintenance is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.15		35.2.In addition, the following Standards Ref apply to this Service SC15.

				Work Package C - Maintenance Services		C.15		35.3.The Supplier shall ensure that any AV equipment  which is designed to display or take input from portable media or is computer driven  is maintained, replaced or provided with suitable converters such that it is compatible with the required Standard at all times.		YES		Yes - Std

				Work Package C - Maintenance Services		C.15		35.4.The Supplier shall ensure that maintenance of this is included in the Charges with replacement units provided on a Pass Through Costs basis and dealt with as part of the reactive maintenance Service requirements. The support required to set up and operate equipment is to be priced as part of the support Service available from the helpdesk.		YES		Yes - Std

				Work Package C - Maintenance Services		C.15		35.5.During all events utilising multi-media technology, the Supplier shall provide Supplier Staff that are capable of remedying all associated technical problems in a timely manner.		YES		Yes - Std

				Work Package C - Maintenance Services		C.15		35.6.The Supplier is required to ensure that media connectivity is maintained for connection by broadcasting Services.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				36.   Service C:16 - Television cabling maintenance

				Work Package C - Maintenance Services				36.1.Service C:16 - Television cabling maintenance is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.16		36.2.In addition, the following Standards Ref apply to this Service SC16.

				Work Package C - Maintenance Services		C.16		36.3.The Supplier shall maintain the existing cabling infrastructure which is designated for the transmission of television pictures. The Supplier shall manage the payment of regular invoices for TV usage on behalf of the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services		C.16		36.4.The Supplier shall be responsible for installing additional cabling as instructed by the Buyer. The Supplier shall ensure that all cabling, which is installed by the Supplier, is of a suitable specification to guarantee continuity of the Services and picture quality and that this cabling is used exclusively for the transmission of television pictures.		YES		Yes - Std

				Work Package C - Maintenance Services		C.16		36.5.The Supplier shall ensure that provision also includes but is not limited to aerials, satellite dishes and set top boxes. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.16		36.6.Where required, the Supplier shall Deliver the TV signal over the data network.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				37.   Service C:17 - Mail room equipment maintenance

				Work Package C - Maintenance Services				37.1.Service C:17 - Mail room equipment maintenance is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.17		37.2.In addition, the following Standards Ref apply to this Service SC17.

				Work Package C - Maintenance Services		C.17		37.3.The Supplier shall be responsible for the operation and maintenance of mail room equipment, including franking machines, sorters, postal scales and x-ray scanners throughout the Call-Off Contract.		YES		Yes - Std

				Work Package C - Maintenance Services		C.17		37.4.The Supplier shall be required to review the existing equipment and the Buyer's leases at the start of the Call-Off Contract and propose the most efficient and cost effective solution for the future. Should the Supplier consider that it is in the interest of business efficiency and best value for money, it may propose the replacement of equipment in advance of their lease expiry date. Any replacement of equipment shall be at the Approval of the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				38.   Service C:18 - Office Machinery Servicing and Maintenance

				Work Package C - Maintenance Services				38.1.Service C:18 - Office Machinery Servicing and Maintenance is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.18		38.2.In addition, the following Standards Ref apply to this Service SC18.

				Work Package C - Maintenance Services		C.18		38.3.The Supplier shall provide a holistic office machinery servicing and maintenance Service within each Buyer Premises. This shall be coordinated through the helpdesk and shall include convenience photocopiers, fax machines, scanners and shredders. Details of the equipment to be managed are provided in Call-Off Schedule 22 - Call-Off Tender.		YES		Yes - Std

				Work Package C - Maintenance Services		C.18		38.4.This Service shall be integrated with other Services such as porter services, messenger Services, central reprographic Services and handyman Services.		YES		Yes - Std

				Work Package C - Maintenance Services		C.18		38.5.The Supplier shall be responsible for the provision and maintenance of all office machinery. This shall encompass liaison with the relevant third party supplier, ensuring that appropriate maintenance (both reactive and proactive) is carried out in accordance with Service contracts, managing the renewal of Service contracts and liaising with the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				39.   Service C:19 - Voice announcement system maintenance

				Work Package C - Maintenance Services				39.1.Service C:19 - Voice announcement system maintenance is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.19		39.2.In addition, the following Standards Ref apply to this Service SC19.

				Work Package C - Maintenance Services		C.19		39.3.The Supplier shall be responsible for the provision and maintenance of all voice announcement systems and equipment. Where appropriate, this shall encompass liaison with the relevant third party supplier, ensuring that appropriate maintenance (both reactive and proactive) is carried out in accordance with service contracts, managing the renewal of service contracts and liaising with the Buyer.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				40.   Service C:20 - Locksmith Services

				Work Package C - Maintenance Services				40.1.Service C:20 - Locksmith Services is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.20		40.2.In addition, the following Standards Ref apply to this Service SC20.

				Work Package C - Maintenance Services		C.20		40.3.The Supplier shall: 

				Work Package C - Maintenance Services		C.20		40.3.1.    Provide a specialist locksmith Service to repair or replace ironmongery at the Buyer Premises;		YES		Yes - Std

				Work Package C - Maintenance Services		C.20		40.3.2.    Ensure that notification of a requirement for locksmith Services will be satisfied in accordance with Annex E – Service Delivery Response Times; and		YES		Yes - Std

				Work Package C - Maintenance Services		C.20		40.3.3.    Demonstrate through the appropriate level of security clearance, as specified by the Buyer, that any of its Staff involved in these Services are appropriate to the operating environment.		YES		Yes - Std

				Work Package C - Maintenance Services		C.20		40.4.Locksmith Services will be paid for in accordance with Appendix 3 - Billable Works and Approvals Process. 		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				41.   Service C:21 - Airport and aerodrome maintenance Services

				Work Package C - Maintenance Services				41.1.Service C:21 Airport and aerodrome maintenance Services is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.21		41.2.The Supplier shall be responsible for undertaking inspections and all maintenance activities at airports, aerodromes and associated support facilities.		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.3.The Supplier shall be responsible for ensuring that all Buyer Premises and maintained in accordance with all statutory, mandatory and Buyer specified Standards to achieve full compliance. 		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.The Services shall include:		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.1.    Inspections of air operating surfaces;		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.2.    Reactive Maintenance identified as a result of airfield inspections; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.3.    Inspection and maintenance of Aeronautical Ground Lighting ("AGL") and signs; 		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.4.    Inspection and maintenance of airfield and obstruction lighting systems;		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.5.    Maintenance of aircraft and vehicle wash facilities;		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.6.    Cleaning and empty of any associated underground or above ground water storage tanks; and 		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.4.7.    Provision of competent AGL technicians.		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.5.The Supplier shall provide an on-call system of suitably skilled, qualified and competent technicians during all operational flying periods.		YES		Yes - Std

				Work Package C - Maintenance Services		C.21		41.6.Further details of the requirement will be issued by the Buyer at Call-Off.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package C - Maintenance Services				42.   Service C:22 - Specialist maintenance Services

				Work Package C - Maintenance Services				42.1.Service C:22 - Specialist maintenance Services is a Non Mandatory Service for Lot 1a-lc.

				Work Package C - Maintenance Services		C.22		42.2.The Supplier shall be responsible for undertaking inspections and all maintenance activities for the specialist maintenance Services. These shall include: 		YES		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.1.    Bulk aircraft fuel supply operation and distribution (fed from the national pipeline system); 		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.2.    Offshore maritime hazard markers and hydrographic surveys; 		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.3.    Stores warehouse  (automatic selection and picking system (may be required to man and operate a twenty-four (24) hour working pattern) as a minimum comprising of safety devices, cleaning, rails, shuttle/link cars, cranes, buffers, safety ropes, conveyors, transfer cars, indicators, lamps and PLC’s); 		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.4.    Coal fired boilers (maintenance and stoking twenty-four (24) hours per day seven (7) days per week in heating season); 		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.5.    Underground bunker (Electrical, UPS, air conditioning and ventilation systems);		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.6.    Sewerage plants;		YES		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.7.    Environmental monitoring equipment;		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.8.    Renewable energy systems;		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.9.    Calibration and maintenance of language laboratory equipment;		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.10. Weighbridge including calibration;		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.11. Specialised medical plant and equipment; 		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.12. Aircraft spray booth facility (including all filter changes);		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.13. Equestrian facilities and associated specialist systems; and 		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.2.14. Kennels for working dogs.		No		Yes - Std

				Work Package C - Maintenance Services		C.22		42.3.Details of these specialist requirements will be provided at Call-Off.		YES		Yes - Std

				Work Package C - Maintenance Services

				Work Package D - Horticultural Services				Work Package D – Horticultural Services

				Work Package D - Horticultural Services

				Work Package D - Horticultural Services				43.   Service D:1 - Grounds maintenance Services

				Work Package D - Horticultural Services				43.1.Service D:1 - Grounds maintenance Services is a Non Mandatory Service for Lot 1a-lc.

				Work Package D - Horticultural Services		D.1		43.2.In addition, the following Standards Ref apply to this Service SD1.

				Work Package D - Horticultural Services				Hard landscaping Services

				Work Package D - Horticultural Services		D.1		43.3.The Supplier shall provide Hard landscaping Maintenance which includes:

				Work Package D - Horticultural Services		D.1		43.3.1.    Footways/footpaths/pavements/road surfaces (including road drainage and storm drains);

				Work Package D - Horticultural Services		D.1		43.3.2.    Courtyard and terrace paving;

				Work Package D - Horticultural Services		D.1		43.3.3.    Steps and ramps to entrances;

				Work Package D - Horticultural Services		D.1		43.3.4.    Car parking areas;

				Work Package D - Horticultural Services		D.1		43.3.5.    Kerbs, edgings and pre-formed channels;

				Work Package D - Horticultural Services		D.1		43.3.6.    Fencing, gates and boundaries;

				Work Package D - Horticultural Services		D.1		43.3.7.    Fixed and portable Irrigation systems;

				Work Package D - Horticultural Services		D.1		43.3.8.    Lighting columns and lit bollards;

				Work Package D - Horticultural Services		D.1		43.3.9.    External furniture including wooden furniture, bicycle shelters and sculptures; and

				Work Package D - Horticultural Services		D.1		43.3.10. Road and playground markings.

				Work Package D - Horticultural Services		D.1		43.4.The Supplier shall ensure that all external hard surfaces are kept safe, clean and tidy.

				Work Package D - Horticultural Services		D.1		43.5.The Supplier shall ensure that Planned and Reactive Maintenance activities maintain areas of hard landscaping that are safe, free of defects and prevent any dangers or hazards to the Buyer, its Staff and building users.

				Work Package D - Horticultural Services		D.1		43.6.The Supplier shall ensure that fences, gates and boundaries are maintained and replaced to deter unauthorised access and retain the appearance of well-kept facilities.

				Work Package D - Horticultural Services		D.1		43.7.The Supplier shall ensure that all external wooden furniture, bicycle stores and the like are well maintained, regularly cleaned and kept in good repair.  

				Work Package D - Horticultural Services		D.1		43.8.The Supplier shall respond to requests for Reactive Maintenance placed via the helpdesk. The Supplier shall ensure that a pro-active approach is taken to maintenance of hard landscaping and shall take advantage of the ability of the CAFM System to incorporate these activities into a PPM schedule.

				Work Package D - Horticultural Services		D.1		43.9.The Supplier shall provide a reactive gritting, snow and ice clearance Services as and when required at the Buyer Premises. 

				Work Package D - Horticultural Services		D.1		43.10.                  This service shall be routed via the helpdesk to ensure seamless and efficient Service and be driven by the Service Level Agreements in place. 

				Work Package D - Horticultural Services		D.1		43.11.                  The Supplier will be responsible for the provision of all materials and consumables required to successfully Deliver the service and ensure safe access to the Buyer Premises is maintained. 

				Work Package D - Horticultural Services		D.1		43.12.                  The Supplier shall take care during snow clearance to ensure that the Buyer Premises is not damaged. The Costs for this service shall be included in the Charges. 

				Work Package D - Horticultural Services		D.1		43.13.                  Where this Service is required at an historic environment (built heritage and archaeological remains), designated nature conservation Sites, forestry plantations, crematoria and graveyards, and Government historic estate the requirements will be defined at Further Competition.

				Work Package D - Horticultural Services				Soft landscaping Services

				Work Package D - Horticultural Services		D.1		43.14.                  The Supplier shall provide a fully comprehensive, professionally managed soft landscaping and maintenance Service at the Buyer Premises. The Service may be integrated with other external Services such as cleaning and Hard Landscaping maintenance where applicable, so that there shall be no duplication of tasks in external areas. The Supplier shall maintain all external planted areas and shall maintain healthy and vigorous plants with a tidy weed free appearance.

				Work Package D - Horticultural Services		D.1		43.15.                  The Supplier shall provide a horticultural Service in respect of the provision and maintenance of external planting in beds and containers. All plants shall be maintained to ensure a pleasing and tidy appearance and are healthy in growth. All plants and shrubs that have died or appear to be dying shall be removed and replaced as soon as possible with a suitable, comparable replacement.

				Work Package D - Horticultural Services		D.1		43.16.                  The Supplier shall provide a maintenance service in respect of all grassed areas which shall be maintained to a good aesthetic standard at all times with grass cuttings removed from site. The Buyer will outline the maintenance Standards to be adopted with regard to any sports fields, all weather surfaces and/or multi-use games areas.

				Work Package D - Horticultural Services		D.1		43.17.                  The Supplier shall ensure that: 

				Work Package D - Horticultural Services		D.1		43.17.1. All plant specimens are kept to a height and form which is safe and in accordance with good horticultural practice;

				Work Package D - Horticultural Services		D.1		43.17.2. All pots/ containers are cleaned and replaced where necessary;

				Work Package D - Horticultural Services		D.1		43.17.3. All external soft landscaped areas are kept safe, clean and tidy and shall be responsible for the removal of all litter, leaves and debris and for emptying all external waste receptacles, to include dog litter bins in accordance with hazardous waste regulations;

				Work Package D - Horticultural Services		D.1		43.17.4. Planned and reactive maintenance activities and maintained areas of soft landscaping and planting are safe and free of defects; 

				Work Package D - Horticultural Services		D.1		43.17.5. That they  prevent any dangers or hazards to the Buyer, its Staff and building users;

				Work Package D - Horticultural Services		D.1		43.17.6. All areas are kept free of an accumulation of leaves, weeds and any other solid matter;

				Work Package D - Horticultural Services		D.1		43.17.7. All trees are maintained to ensure the safety of the Buyer and its Staff;

				Work Package D - Horticultural Services		D.1		43.17.8. An annual tree survey is undertaken;

				Work Package D - Horticultural Services		D.1		43.17.9. Soil improvers shall not contain peat or sewage sludge;

				Work Package D - Horticultural Services		D.1		43.17.10.                     Growing media shall not contain peat;

				Work Package D - Horticultural Services		D.1		43.17.11.                     All products and Services procured shall comply with the latest version of the Horticultural Code of Practice covering invasive non-native plants;

				Work Package D - Horticultural Services		D.1		43.17.12.                     Growing media should meet quality Standards as set out in under the PAS100 and the Quality Protocol; 

				Work Package D - Horticultural Services		D.1		43.17.13.                     From 2015 plants shall not be supplied in or with growing media containing peat. It is accepted that a residual amount of peat may remain from its use in the original propagation of a plant; and

				Work Package D - Horticultural Services		D.1		43.17.14.                     All debris arising from the performance of the works is promptly removed from the Buyer Premises and disposed of in an environmentally preferable manner.

				Work Package D - Horticultural Services		D.1		43.18.                  The Supplier shall consider in every instance whether the use of any form of chemical, including fertilizer, pesticide and herbicide, is strictly necessary before application. The Supplier shall only use chemicals specifically approved for the purpose for which it is intended as dictated by the Control of Pesticides Regulations, the conditions of Approval for the chemicals and any other relevant code of practice issued by the Department for the Environment, Food and Rural Affairs ("DEFRA"). The Supplier shall ensure compliance with the Buyer’s policy on Greening Government Commitments at all times. 

				Work Package D - Horticultural Services		D.1		43.19.                  Where invasive weeds are present at a Buyer Premises, the Supplier shall inform the Buyer and be responsible for putting in place surveillance regimes in line with statute (Wildlife and Countryside Act 1981 and Weeds Act 1959) to identify notifiable and invasive weeds to initially control and stop their spread with an objective to totally eradicate them. This service is deemed to be an addition to the Contract scope at Call-Off stage and treated as Billable Works for payment purposes.

				Work Package D - Horticultural Services		D.1		43.20.                  The Supplier shall ensure that all chemicals are applied in accordance with manufacturers’ instructions and in accordance with all relevant Health and Safety codes. Use of pesticides and artificial fertilisers shall be minimised, by for example switching to natural methods of controlling weeds, insects and fungi and maintaining soil fertility. The Supplier shall substitute all slow renewables, such as peat, with organic wastes such as compost, manure, leaf mould, bark chippings and coir. Additionally, the Supplier shall maintain the grounds of the Buyer Premises by using good husbandry and encouraging native flora and fauna.

				Work Package D - Horticultural Services		D.1		43.21.                  In addition to general soft landscaping, the following areas are to be considered as in-scope under the provisions of this Service:

				Work Package D - Horticultural Services		D.1		43.21.1. Wormeries;

				Work Package D - Horticultural Services		D.1		43.21.2. Bat and beetle boxes;

				Work Package D - Horticultural Services		D.1		43.21.3. Nesting birds;

				Work Package D - Horticultural Services		D.1		43.21.4. Heritage vines and creepers;

				Work Package D - Horticultural Services		D.1		43.21.5. Annual pruning and maintenance; and

				Work Package D - Horticultural Services		D.1		43.21.6. Herb garden for use in catering departments (where applicable).

				Work Package D - Horticultural Services		D.1		43.22.                  Where this Service is required at an historic environment (built heritage and archaeological remains), designated nature conservation Sites, forestry plantations, crematoria and graveyards, and Government historic estate, requirements will be defined at Call-Off stage.

				Work Package D - Horticultural Services

				Work Package D - Horticultural Services				44.   Service D:2 - Tree Surgery (Arboriculture)

				Work Package D - Horticultural Services				44.1.Service D:2 - Tree Surgery (Arboriculture) is a Non Mandatory Service for Lot 1a-lc.

				Work Package D - Horticultural Services		D.2		44.2.In addition, the following Standards Ref apply to this Service SD2.

				Work Package D - Horticultural Services		D.2		44.3.The Supplier shall develop and implement an arboriculture management plan for the Buyer Premises.

				Work Package D - Horticultural Services		D.2		44.4.The Supplier shall provide tree surgery on an ad hoc basis and evaluated on an elective basis which shall be excluded from the Framework Prices.

				Work Package D - Horticultural Services		D.2		44.5.The Supplier shall ensure that Supplier Staff carrying out tree surgery Services are National Proficiency Tests Council qualified (or equivalent) in Arboriculture, and that all work is carried out to BS 3998 Standard.   Any third party supplier(s) used by the Supplier for performing Tree Surgery Services shall be a full member of the Arboriculture Association.

				Work Package D - Horticultural Services		D.2		44.6.The Supplier shall seek Approval from the Buyer before trimming or felling any trees, particularly trees which are protected via a Tree Preservation Order.

				Work Package D - Horticultural Services

				Work Package D - Horticultural Services				45.   Service D:3 - Professional snow and ice clearance

				Work Package D - Horticultural Services				45.1.Service D:3 - Professional snow and ice clearance is a Non Mandatory Service for Lot 1a-lc.

				Work Package D - Horticultural Services		D.3		45.2.The Supplier shall provide a professionally managed and proactive snow and ice clearance Service to the Buyer Premises. Where snow or heavy frost is forecast, the Supplier shall take reasonable preventative measures to maintain safe surfaces for pedestrian and vehicle users. All roads, car parks, pathways, entrances and other affected surface areas of the Buyer Premises shall be free of snow and ice at the start of operational hours and kept in an anti-slip condition. 

				Work Package D - Horticultural Services		D.3		45.3.The Supplier shall be responsible for the provision of salt bins and salt at Buyer Premises, and shall maintain stock levels to ensure health and safety is maintained.

				Work Package D - Horticultural Services		D.3		45.4.The Supplier shall take care during snow clearance to ensure that the Buyer Premises is not damaged.

				Work Package D - Horticultural Services		D.3		45.5.Further details will be provided at Call-Off stage.

				Work Package D - Horticultural Services

				Work Package D - Horticultural Services				46.   Service D:4 - Reservoirs, ponds, river walls and water features maintenance

				Work Package D - Horticultural Services				46.1.Service D:4 - Reservoirs, ponds, river walls and water features maintenance is a Non Mandatory Service for Lot 1a-lc.

				Work Package D - Horticultural Services		D.4		46.2.In addition, the following Standards Ref apply to this Service SD4.

				Work Package D - Horticultural Services		D.4		46.3.The Supplier shall provide a maintenance Service in respect of ponds and external water features, where applicable. Ponds shall be free from excessive plant remains, weeds and sludge so as to maintain a healthy biological balance.

				Work Package D - Horticultural Services		D.4		46.4.The Supplier shall manage the water levels in lakes and reservoirs in compliance with the Reservoir Act 1975 and subsequent amendments. The Supplier shall be required to carry out risk assessments on potential erosion or breaching of the lake or reservoir. 

				Work Package D - Horticultural Services		D.4		46.5.The Supplier shall provide an inspection report on an annual basis or as dictated by any applicable risk assessment.

				Work Package D - Horticultural Services		D.4		46.6.The Supplier shall provide maintenance in respect of sea walls and river walls where applicable. The Supplier shall carry out an annual inspection and provide a condition report to the Buyer as required.

				Work Package D - Horticultural Services		D.4		46.7.The Supplier shall ensure that Supplier Staff operating in a water environment: 

				Work Package D - Horticultural Services		D.4		46.7.1.    Comply with all relevant health and safety legislation;

				Work Package D - Horticultural Services		D.4		46.7.2.    Possess sufficient knowledge and experience to avoid danger and are suitably trained and competent;

				Work Package D - Horticultural Services		D.4		46.7.3.    Provide a fence or barrier to any structure or scaffold where there is a risk of persons falling from such structures into water;

				Work Package D - Horticultural Services		D.4		46.7.4.    Where an independent electrically or mechanically operated hoist or cradle is used to provide a competent operator, or given sufficient training in its use. Some means of communication is to be provided for use in an emergency;

				Work Package D - Horticultural Services		D.4		46.7.5.    Check, maintain and examine in accordance with manufacturer’s or statutory requirements any hoist / cradle;

				Work Package D - Horticultural Services		D.4		46.7.6.    Display warning signs/notices;

				Work Package D - Horticultural Services		D.4		46.7.7.    Provide adequate lighting for the whole of the period of work. Lighting shall be adequate for night work and shall illuminate the immediate surrounding water surface;

				Work Package D - Horticultural Services		D.4		46.7.8.    Wear a buoyancy aid, of a tested and approved pattern;

				Work Package D - Horticultural Services		D.4		46.7.9.    Provide suitable rescue equipment, for example a boat, boathook, lifebelt or lifeline to be in position, and check as serviceable before works are permitted to commence;

				Work Package D - Horticultural Services		D.4		46.7.10. Strictly control the use of any electrical equipment and shall take steps to ensure that leads are not long enough to touch the water. All equipment shall be connected to lines to prevent their accidental dropping into water causing possible electric shocks;

				Work Package D - Horticultural Services		D.4		46.7.11. Conduct regular and frequent checks on numbers of Staff working, made by the Supplier Representative, or a nominated person;

				Work Package D - Horticultural Services		D.4		46.7.12. Do not operate as lone Workers, any works over water are to be carried out by a minimum of two persons; and

				Work Package D - Horticultural Services		D.4		46.7.13. Ensure that extra checks are made by the Supplier Authorised Representative. Special care must be taken in fog, snow or rain.

				Work Package D - Horticultural Services		D.4		46.8.Where waterways, ponds and lakes are present, the Supplier shall carry out one inspection annually and ensure boundaries are kept free from weeds. Ponds shall be free from excessive plant remains, weeds and sludge to maintain a healthy biological balance.

				Work Package D - Horticultural Services		D.4		46.9.The Supplier shall be required to carry out risk assessments on potential erosion or breaching of the lake or reservoir. 

				Work Package D - Horticultural Services		D.4		46.10.                  The Supplier shall ensure that the discharge of pollutants into waterways is managed in accordance with the energy management and environmental management requirements.

				Work Package D - Horticultural Services		D.4		46.11.                  Water quality testing and reporting, in-line with environment agency best practice including L8:  Control of Legionella testing of water features.

				Work Package D - Horticultural Services		D.4		46.12.                  The permit to work system shall be used for this Service.

				Work Package D - Horticultural Services

				Work Package D - Horticultural Services				47.   Service D:5 - Internal planting

				Work Package D - Horticultural Services				47.1.Service D:5 - Internal planting is a Non Mandatory Service for Lot 1a-1c.

				Work Package D - Horticultural Services		D.5		47.2.In addition, the following Standards Ref apply to this Service SD5.

				Work Package D - Horticultural Services		D.5		47.3.The Supplier shall provide a horticultural Service in respect of the provision and maintenance of all indoor planting. All plants shall be maintained so as to ensure a pleasing and tidy appearance and to remain in healthy growth. All plants which have died or appear to be dying shall be removed and replaced as soon as possible by a suitable, comparable replacement.

				Work Package D - Horticultural Services		D.5		47.4.The Supplier shall ensure that:

				Work Package D - Horticultural Services		D.5		47.4.1.    All plant specimens are kept to a height and form which is safe, appropriate for an indoor plant, takes account of its position within the Buyer Premises and accords with good horticultural practice;

				Work Package D - Horticultural Services		D.5		47.4.2.    Soil improvers do not contain peat or sewage sludge; and 

				Work Package D - Horticultural Services		D.5		47.4.3.    Growing media does not contain peat and it should meet quality Standards as set out in PAS100 and the Quality Protocol.

				Work Package D - Horticultural Services		D.5		47.5.From 2015, plants shall not be supplied in or with growing media containing peat. It is accepted that a residual amount of peat may remain from its use in the original propagation of a plant.

				Work Package D - Horticultural Services		D.5		47.6.The Supplier shall consider in every instance whether the use of any form of chemical (for uses including fertiliser, pesticide and herbicide) is strictly necessary before application. The Supplier shall only use chemicals specifically approved for the purpose for which it is intended as dictated by the Control of Pesticides Regulations, the conditions of Approval for the chemicals and any other relevant code of practice issued by the Department for the Environment, Food and Rural Affairs. The Supplier shall ensure compliance with the Buyer’s policy on Greening Government Commitments at all times. 

				Work Package D - Horticultural Services		D.5		47.7.All chemicals shall be applied in accordance with manufacturers’ instructions and in accordance with all relevant Health and Safety codes.

				Work Package D - Horticultural Services		D.5		47.8.The Supplier shall ensure that all Supplier Staff clean working methods and must remove all debris around the displays prior to leaving the Buyer Premises.

				Work Package D - Horticultural Services		D.5		47.9.The Supplier shall ensure that:

				Work Package D - Horticultural Services		D.5		47.9.1.    All plant specimens are kept to a height and form which is safe, appropriate for an indoor plant, takes account of its position within the Buyer Premises and accords with good horticultural practice;

				Work Package D - Horticultural Services		D.5		47.9.2.    A fully detailed Asset register detailing all plant specimens shall be kept by the Supplier detailing type, location, condition and frequency of visit for all plants on display at each location; and

				Work Package D - Horticultural Services		D.5		47.9.3.    All pots/containers are cleaned and replaced where necessary and no instances of damaged pots or containers occur at any time.

				Work Package D - Horticultural Services

				Work Package D - Horticultural Services				48.   Service D:6 - Cut flowers and Christmas trees

				Work Package D - Horticultural Services				48.1.Service D:6 - Cut flowers and Christmas trees is a Non Mandatory Service for Lot 1a-lc.

				Work Package D - Horticultural Services		D.6		48.2.In addition, the following Standards Ref apply to this Service SD6.

				Work Package D - Horticultural Services		D.6		48.3.This Service requirement shall be outside the Charges and shall be dealt with as a Pass Through Costs.

				Work Package D - Horticultural Services		D.6		48.4.The Supplier shall provide a cut flower Service on request of the Buyer. This is to include the provision of vases and the Delivery of flowers within timescales agreed by the Buyer. 

				Work Package D - Horticultural Services		D.6		48.5.The Supplier shall:

				Work Package D - Horticultural Services		D.6		48.5.1.    Remove dead flowers as necessary;

				Work Package D - Horticultural Services		D.6		48.5.2.    Provide an ad hoc Service for the provision of corporate Christmas trees and suitable support pots on a seasonal basis to the Buyer Premises;

				Work Package D - Horticultural Services		D.6		48.5.3.    Provide all decorations for Christmas trees, and be responsible for decorating the trees in advance of the Christmas season, and in liaison with the Buyer; and

				Work Package D - Horticultural Services		D.6		48.5.4.    Purchase all Christmas trees taking account of sustainable development objectives, and dispose of all Christmas trees in an environmentally preferable manner, with appropriate certification/evidence retained for later inspection.

				Work Package D - Horticultural Services		D.6		48.6.The Buyer shall provide the Supplier with a detailed list of its Staff that are authorised to order flowers. The Supplier shall reject any Orders made by unauthorised Staff for cut flowers unless otherwise instructed by the Buyer.

				Work Package D - Horticultural Services		D.6		48.7.The Supplier shall provide a range of various types and Costs of cut flowers and arrangements. 

				Work Package D - Horticultural Services		D.6		48.8.In relation to Christmas trees, the Standard includes both internal and external pots that are suitable for the size of tree and weighted to ensure there is not any danger of collapse.

				Work Package D - Horticultural Services		D.6		48.9.The Supplier shall ensure that all Supplier Staff are fully trained and appropriately qualified within their horticultural speciality and shall have appropriate and approved attire.  All Supplier Staff shall have clean working methods and must remove all debris around the displays prior to leaving the Buyer Premises and liaise with the helpdesk both during and outside operational Working Hours.  

				Work Package D - Horticultural Services

				Work Package E - Statutory Obligations				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				49.   Generic Statutory Obligations and Requirements

				Work Package E - Statutory Obligations				49.1.The Supplier shall at all times ensure that:		YES		Yes - Std

				Work Package E - Statutory Obligations				49.1.1.    The FM operation of the Buyer Premises and Delivery of the FM Services are undertaken in compliance with all applicable UK legislation and legislation appropriate to the location of the Buyer’s premises as defined at Call Off, Good Industry Practice, manufacturer’s recommendations and where appropriate the requirements specified by the Buyer as defined at Call-Off stage; 		YES		Yes - Std

				Work Package E - Statutory Obligations				49.1.2.    It provides any training required by the procedures and statutory provisions in respect of all Staff (whether Buyer or Supplier Staff) at the Buyer Premises; 		YES		Yes - Std

				Work Package E - Statutory Obligations				49.1.3.    It operates a Safe System of Work in accordance with their Health and Safety Policy and ensures that all risk assessments are current and accurately reflect the works and risks associated with the Services being undertaken; and 		YES		Yes - Std

				Work Package E - Statutory Obligations				49.1.4.    It ensures all activities relating to Statutory Compliance is managed through their CAFM System and that the Buyer has access to the data, via electronic interface or direct access to the Supplier’s CAFM System.  		YES		Yes - Std

				Work Package E - Statutory Obligations				49.2.The Supplier shall be responsible for the production, review and update of all risk assessments and written schemes of examination to meet all statutory requirements e.g. SFG20, CIBSE Guide M as required as they apply to the statutory compliance services specified by the Buyer. 		YES		Yes - Std

				Work Package E - Statutory Obligations				49.3.The Supplier shall provide paper copies of all Documentation associated with statutory compliance reports or Documentation for retention at the Buyer Premises. These requirements will be defined at Call-Off stage.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				50.   Service E:1 –Asbestos Management

				Work Package E - Statutory Obligations				50.1.Service E:1 - Asbestos Management is a Mandatory Service for Lot 1a-lc.

				Work Package E - Statutory Obligations		E.1		50.2.In addition, the following Standards Ref apply to this Service SE1.

				Work Package E - Statutory Obligations		E.1		50.3.The Supplier shall be responsible for ensuring that services provided to all Buyer Premises are statutory compliant in accordance with The Control of Asbestos Regulations: 2012.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.4.The Supplier shall undertake an initial review of the Buyer’s Asbestos Management Plan present at the Buyer premises within the first sixty days of the Contract and be responsible for undertaking regular (at least annual) reviews of the Asbestos Management Plan thereafter. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.5.Where Buyer premises are discovered to be non-compliant and do not have an asbestos risk assessment in place, the Supplier will be responsible for undertaking a review and for producing a new asbestos risk assessment on the behalf of the Buyer. Costs for this service shall be rechargeable and be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.6.The Supplier shall maintain the Asbestos register such that it contains a comprehensive Schedule of all areas within each Buyer Premises which contain asbestos or asbestos-based products or other deleterious (ACM) materials.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.7.The Supplier shall be responsible for the delivery of asbestos surveys and for the updating of the asbestos register following refurbishment and demolition works. Where these works were undertaken by Buyer appointed third-party suppliers the costs for the work shall be rechargeable and be subject to the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.8.Where asbestos removal works are required by the Buyer the works shall be undertaken by the Supplier the costs for the works shall be rechargeable and be subject to the Billable Works and Projects process.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.9.The Supplier shall publish and convey the contents of the Asbestos register to all its Staff and appointed sub-contractors that are likely to be at risk of interfacing with this substance or have an interface with activities which may expose them to this substance. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.10.                  The Supplier shall ensure that: 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.10.1. The process of identifying, signing and tagging all areas is kept up to date and that the condition of the identified material is monitored in accordance with legislative requirements;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.10.2. All identification, tagging, monitoring and removal are to be carried out by employing a suitably licensed and competent specialist; 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.10.3. Notifications are issued to HSE for licensed works as required; and		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.10.4. That all activities, irrespective of their level of complexity are executed within areas identified as having asbestos or other deleterious materials, shall be provided with full risk assessments and method statements for safe execution of their task.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.1		50.11.                  The Supplier shall appoint UKAS accredited surveyors and testing laboratories to carry out inspections.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				51.   Service E:2 - Water hygiene maintenance

				Work Package E - Statutory Obligations				51.1.Service E:2 - Water hygiene maintenance is a Mandatory Service for Lot 1a-1c.

				Work Package E - Statutory Obligations		E.2		51.2.In addition, the following Standards Ref apply to this Service SE2.

				Work Package E - Statutory Obligations		E.2		51.3.The Supplier shall be responsible for ensuring that services provided to all Buyer Premises are statutory compliant.  		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.4.The Supplier shall undertake an initial review of the Buyer’s Water Management Plan present at the Buyer premises within the first six months of the Contract and be responsible for undertaking regular (at least annual) reviews of the water management plan and legionella risk assessment thereafter and shall issue a detailed report which outlines areas of risk, recommendations to remove the risks, schematic drawings and photographic evidence of all areas of risk..		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.5.Where Buyer premises are discovered to be non-compliant and do not have a water risk assessment in place, the Supplier shall be responsible for undertaking a review and for producing a new legionella risk assessment on the behalf of the Buyer. Costs for this service shall be rechargeable and be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.6.The Supplier shall have a written scheme of examination and maintain a water hygiene log book.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.7.The Supplier shall provide a Water Hygiene Service that includes a cleaning and disinfection regime in accordance with current Health and Safety requirements as specified within the FM Service Standards and water treatments to include hard water treatments and PH level testing. These Services shall include the provision of all associated consumables to include water softening cartridges, PH testing equipment and ultraviolet ("UV") filters.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.8.The Supplier shall produce and implement an inspection and monitoring regime to check systems and plant for performance, cleanliness, contamination and damage. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.9.Temperatures shall be monitored to ensure that the required Standard of control is reached within the code of practice guidelines.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.10.                  The Supplier shall report any anomalies that may be detected and detail corrective works where required. Buyer Premises records shall be audited and amended.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.11.                  The Supplier shall produce and implement a regime of bacteria sampling to detect Legionella, e-coli and any other water bound bacteria using an UKAS accredited laboratory.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.2		51.12.                  The Supplier shall empty tank bunds of all contaminated and uncontaminated water and dispose of water in a manner that accords with the level of contamination.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				52.   Service E:3 - Statutory Inspections

				Work Package E - Statutory Obligations				52.1.Service E:3 - Statutory inspections is a Mandatory Service for Lot 1a-1c.

				Work Package E - Statutory Obligations		E.3		52.2.In addition, the following Standards Ref apply to this Service SE3.

				Work Package E - Statutory Obligations		E.3		52.3.The Supplier shall be responsible for ensuring that the Buyer premises achieve full statutory compliance at all times.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.4.The requirement of this service is to deliver a service applicable where the delivery of maintenance services (as outlined in Work Package C) are not required by the Buyer at Call Off. For the avoidance of doubt, this service excludes planned maintenance activities which are not associated with statutory inspections. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.5.The Supplier shall be responsible for the delivery of all statutory inspections, certification, air monitoring, risk assessments, written schemes of examination and insurance inspections as required to achieve and maintain statutory compliance. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.6.The service shall be fully inclusive of all Buyer’s systems and assets including M&E systems, safety access equipment, building protection systems, air conditioning systems, gas systems, water systems, pressure systems, fire protection systems, access control and security systems.   		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.7.The Supplier shall be responsible for Display Energy Certificates and shall perform the audit, issue and display and renewal the energy certificates at Buyer premises as required by the Buyer, including those Buyer Premises which require DEC’s under Government legislation. The Supplier shall appoint an accredited energy surveyor and ensure all DECs are displayed by the required date. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.8.The Supplier shall appoint an accredited energy surveyor and ensure Energy Performance Certificates ("EPC") are provided, where required at the Buyer Premises by the required date. This service shall be managed via the Billable Works and Projects process.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.9.The Supplier shall set up an annual programme of statutory inspections to ensure all assets and equipment receive the required inspections at the correct time as specified by legislation, approved codes of practice, best practice and manufacturer’s guidelines as appropriate.  		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.10.                  The Supplier will ensure that any specific requirements of the Buyer are included in the planning and Delivery of these works.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.11.                  The programme shall be issued to the Buyer sixty (60) days in advance of all works taking place. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.12.                  The Supplier shall at all times comply with all relevant EC and UK statutory and legislative requirements, including any alterations to policy as may take place and shall be the sole point of contact for any of the Buyer’s concerns with that aspect of performance.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.13.                  Periodic inspections will be made by Public Health, Hygiene, Fire Inspectors, the Buyer Authorised Representative, landlord and other such persons. The Supplier shall co-operate with the persons executing these inspections.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.14.                  The control and execution of this Service shall be managed entirely by the CAFM System and subject to the specified performance Standards, whether fulfilled directly by its Staff or by a third party supplier. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.3		52.15.                  The Supplier shall ensure that all reports and recommendations are held centrally within the CAFM System.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				53.   Service E:4 - Portable Appliance Testing

				Work Package E - Statutory Obligations				53.1.Service E:4 - Portable Appliance Testing is a Mandatory Service for Lot 1a-1c.

				Work Package E - Statutory Obligations		E.4		53.2.In addition, the following Standards Ref apply to this Service SE4.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.4		53.3.The Supplier shall be responsible for ensuring that all Buyer Premises are tested in compliance with the Buyer’s risk-based approach.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.4		53.4.Portable Appliance Testing of Buyer equipment shall be carried out in accordance with this Service Requirement. Where electrical equipment can be identified as personal and belonging to members of the Supplier’s Staff or the Buyer’s Staff, it shall be tested if it is being used at the Buyer Premises and permission has been granted for it to be used as such.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.4		53.5.PAT testing shall be risk based and take account of individual equipment’s usage and location. The Supplier shall intimate the expected frequency based on the risk presented to the Class 1 and Class 2 electrical and electronic equipment of the Buyer by the working environments within the Buyer Premises.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.4		53.6.As an integral part of the maintenance Service the Supplier shall test any item of equipment introduced to the Buyer Premises prior to this being used. The Supplier shall then tag and log the equipment.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.4		53.7.The Supplier shall ensure that Supplier Staff who control and execute the Service are managed entirely by the CAFM System in line with the overall PPM schedule and shall be subject to the same performance Standards.  All reports and recommendations shall be held centrally within the CAFM System.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				54.   Service E:5 - Compliance plans, specialist surveys and Audits

				Work Package E - Statutory Obligations				54.1.Service E:5 - Compliance plans, specialist surveys and Audits is a Mandatory Service for Lot 1a-lc.

				Work Package E - Statutory Obligations		E.5		54.2.In addition, the following Standards Ref apply to this Service SE5.

				Work Package E - Statutory Obligations		E.5		54.3.Within 90 days of contract commencement or at a frequency specified by the Buyer at Call Off, the Supplier shall provide a statement on whether the Buyer Premises in its current condition and in the way it is currently used is fully complaint with all statutory requirements. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.4.The Supplier shall produce and submit a compliance plan detailing remedial action required to ensure compliance with the Buyer’s statutory and/or insurance obligations. The Supplier shall include costs for the provision of this compliance plan within the contract Charges. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.5.Where remedial action is required and is agreed by the Buyer it shall be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.6.Where additional surveys, specialist surveys and audits may be required by the Buyer, these shall be provided upon request and be rechargeable via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.7.The Supplier shall develop and agree their quality Audit programme with the Buyer during Contract mobilisation, in accordance with Call-Off Schedule 13 - Mobilisation Plan and Testing. The programme shall show registration body inspection visits, Buyer audits, internal Supplier assessor visits and audits Delivered by independent bodies. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.8.The appointment of independent auditors and inspection bodies shall be approved by the Buyer prior to the commencement of any works at the Buyer Premises.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.9.The Supplier shall allow the Buyer to attend third party surveillance visits by its registration body throughout the period of the Contract		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.10.                  The results of the audits and inspections shall be made available to the Buyer within four (4) weeks of completion of the Audit and shall be recorded on the Supplier’s CAFM System.  		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.11.                  The Supplier shall be responsible for undertaking an annual review of their Quality Management System ("QMS") with the Buyer to ensure compliance with ISO 9001:2015 (or current edition) to ensure the management systems continue to be suitable, adequate and effective for the Contract.  		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.                  The Supplier shall provide assistance and information to the Buyer and be responsible for making arrangements for any independent audits organised by the Buyer at the Buyer Premises upon request. These may include:		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.1. National Audit Office;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.2. Specialist staff inspections including medical or logistics;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.3. Defence Internal Audit Office;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.4. Environmental Health inspection;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.5. Trading Standards inspection;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.6. All Statutory legislative inspections;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.7. Site inspections and compliance inspections and audits;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.8. Parliamentary enquiries and questions; and 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.12.9. Freedom of information requests.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.13.                  The Supplier shall always and immediately upon discovery notify the Buyer when a Buyer Premise becomes non-compliant at any time and/or for any reason.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.14.                  The Supplier shall ensure that all records of inspection are shared with the Buyer and linked to the space location and componentry associated to the inspection of the Asset through the Asset information requirements.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.5		54.15.                  The Buyer may require Building Research Establishment Environmental Assessment Methodology ("BREEAM") in-use or similar assessment of the building's performance to be carried out at agreed intervals. This Service shall be provided upon request and be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				55.   Service E:6 - Condition surveys

				Work Package E - Statutory Obligations				55.1.Service E:6 - Condition surveys are a Mandatory Service for Lot 1a-lc.

				Work Package E - Statutory Obligations		E.6		55.2.In addition, the following Standards Ref apply to this Service SE6.

				Work Package E - Statutory Obligations		E.6		55.3.The Supplier shall provide a professionally managed planned programme of condition surveys that shall cover all systems, assets and building fabric and be carried out annually by competent and qualified staff. Where the Buyer requires Condition Surveys more frequently than annually, the requirement will be defined at Call Off and priced accordingly. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.6		55.4.The Supplier shall update the Condition Surveys where this is required within five (5) Working Days following upgrade or replacement of Assets.  The Condition Surveys shall cover all systems, assets and building fabric and be available in hard and electronic format.  The Condition Surveys shall form the basis of the forward maintenance register where required.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.6		55.5.Results from Condition Surveys shall generate a report which shall include the condition of the assets, systems and building fabric, recommendations and budgetary costs. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.6		55.6.The Report shall have a link to (or be stored in) the CAFM System and any other relevant Buyer IT system. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.6		55.7.Upon request additional condition surveys shall be rechargeable via the Billable Works and Approvals process detailed in Appendix 3 - Billable Works and Approvals Process.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				56.   Service E:7 -  Electrical Testing 

				Work Package E - Statutory Obligations				56.1.Service E:7 – Electrical Testing is a Mandatory Service for Lot 1a-lc.

				Work Package E - Statutory Obligations		E.7		56.2.The Supplier shall undertake an electrical installation condition report in accordance with Electricity at Work Regulations 1989 and BS 7671 (as amended).		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				57.   Service E:8 -  Fire Risk Assessments 

				Work Package E - Statutory Obligations				57.1.Service E:8 – Fire Safety is a Mandatory Service for Lot 1a-lc.

				Work Package E - Statutory Obligations		E.8		57.2.The Supplier shall review the fire risk assessment and fire safety plans at Buyer premises and undertake subsequent reviews as an in-scope Service. The Costs for these Services shall be included in the Charges. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.8		57.3.Where Buyer premises are discovered to be non-compliant and do not have a fire risk assessment in place, the Supplier be responsible for undertaking a review and for producing a new fire risk assessment on the behalf of the Buyer. Costs for this service and any associated remedial works shall be rechargeable and be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package E - Statutory Obligations				58.   Service E:9- Building Information Modelling ("BIM") and Government Soft Landings ("GSL")

				Work Package E - Statutory Obligations				58.1.Service E:9 - Building information Modelling ("BIM") and Government Soft Landings ("GSL") are a Mandatory Service for Lot 1a-lc.

				Work Package E - Statutory Obligations		E.9		58.2.The Supplier shall support the Authority and individual Buyer requirements for Delivery of a number of strategic priorities related to the wider Government policy by the adoption of measures to improve efficiency and value for money. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.3.These shall include:		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.3.1.    Delivering projects in line with Government’s Common Minimum Standards where applicable;		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.3.2.    Government Soft Landings ("GSL"); and 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.3.3.    Building information Modelling ("BIM") Level 2 for all Projects.		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.4.The Supplier shall have regard to the explanation of BIM and GSL requirements across the industry.    		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.5.The Supplier shall comply with BIM Level 2 Standards and any updates to these Standards. Where Buyer requirements exceed this level, further information will be provided at Call-Off. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.6.The Supplier should be aware that for the purposes of this Framework PAS 1192:2 relates to project Delivery within the suite of BIM Standards and PAS 1192:3 relates to the management of information in operation of the Asset and aligns to ISO 55001. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.7.It is expected that the classification Standards applied should as a minimum reference Uniclass 2015, SFG20 and the NRM3 to enable the ease of transfer between projects and Asset management operations. 		YES		Yes - Std

				Work Package E - Statutory Obligations		E.9		58.8.The Buyer shall be responsible, upon request, for the provision of a fully complete Asset register as a minimum codified in line with the above Standards and presented using a Construction Operations Building information Exchange ("COBie") file either in .XLS or .XML.		YES		Yes - Std

				Work Package E - Statutory Obligations

				Work Package F - Catering Services				Work Package F – Catering Services

				Work Package F - Catering Services

				Work Package F - Catering Services				59.   Generic catering requirements

				Work Package F - Catering Services				59.1.The Supplier shall be subjected to additional GBS in relation to food and catering in accordance with Appendix 1 Government Buying Standards for Food and Catering Services and shall supply:		No

				Work Package F - Catering Services				59.1.1.    A value for money staff catering service which is consistent with current food Service trends and the Buyer’s requirements and expectations;		No

				Work Package F - Catering Services				59.1.2.    A Catering Service Business Plan shall be produced and shall include the identification and exploration of all potential opportunities to develop and enhance the catering service to Deliver continual improvement, greater efficiency, enhanced customer experience and generation of additional income streams;		No

				Work Package F - Catering Services				59.1.3.    A Quarterly Balanced Scorecard submission to include the associated Defra “The Food Marketplace” certification as applicable to the catering provision at the Buyer Premises; 		No

				Work Package F - Catering Services				59.1.4.    A range of catering and vending options, serving hot and cold food and drink offers to all building users; and		No

				Work Package F - Catering Services				59.1.5.    A Service which facilitates a contribution by concession fee to space, FM and utility Costs where feasible and appropriate for the location.		No

				Work Package F - Catering Services				59.2.The Supplier shall ensure that:		No

				Work Package F - Catering Services				59.2.1.    Where a contribution by concession fee is not appropriate for the location, the Services required by the Buyer are provided by another agreed financial remedy which will be detailed at Call-Off stage;		No

				Work Package F - Catering Services				59.2.2.    Services are provided at convenient locations with optimal footfall or as advised by the Buyer;		No

				Work Package F - Catering Services				59.2.3.    They operate a pricing policy that is benchmarked to high street and Buyer budgets as evidenced by the Buyer’s requirements;		No

				Work Package F - Catering Services				59.2.4.    They provide a complete price and quality benchmarking exercise at Contract commencement and every 6 Months thereafter to validate and support proposed changes to pricing;		No

				Work Package F - Catering Services				59.2.5.    They seek to maximise the use of the facilities and opportunities for increases in revenue from the Delivery of the Service;		No

				Work Package F - Catering Services				59.2.6.    They do not offer any form of credit of deferred payment to customers for the Services;		No

				Work Package F - Catering Services				59.2.7.    They provide options for payment to the Buyer that include cash, cashless, debit-card and credit-card payment systems;		No

				Work Package F - Catering Services				59.2.8.    They provide ATM Services where required by the Buyer;		No

				Work Package F - Catering Services				59.2.9.    They provide Services which align to healthy eating, sustainability and provenance guidelines and the requirements requested by the Buyer at Call-Off stage; and		No

				Work Package F - Catering Services				59.2.10. Training Schedules are updated regularly to successfully maintain the provision of the Services at the Buyer Premises.		No

				Work Package F - Catering Services				59.3.All Service and production equipment, fixtures and fittings shall be provided by the Supplier, unless already provided by the Buyer, or agreed at Call-Off stage.		No

				Work Package F - Catering Services				59.4.Offer styles shall be pre-determined by the Buyer and shall include the following factors:		No

				Work Package F - Catering Services				59.4.1.    Location of Buyer Premises;		No

				Work Package F - Catering Services				59.4.2.    Location of trading points and trolley runs		No

				Work Package F - Catering Services				59.4.3.    Buyer Premises activity;		No

				Work Package F - Catering Services				59.4.4.    Buyer Premises footfall;		No

				Work Package F - Catering Services				59.4.5.    Wider community sales opportunities; and		No

				Work Package F - Catering Services				59.4.6.    Staff budgets.		No

				Work Package F - Catering Services				59.5.Where deemed appropriate, the Service outlet provision shall be Delivered as shell and core by the Buyer along with the provision of air handling and lighting. The Supplier shall be responsible for the rest of the fit-out.  In this circumstance, the Supplier shall be responsible for the payment for water, gas, electricity and waste on a pay-as-used basis. The Buyer shall arrange sub-metering if necessary.		No

				Work Package F - Catering Services				59.6.The Supplier shall provide storage and access to the Delivery and waste areas where necessary.		No

				Work Package F - Catering Services				59.7.Where a Buyer Premises is open to the public the Supplier shall offer discounted or preferential pricing for staff using the facility. This shall be detailed at Call-Off stage if required.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				60.   Service F:1 - Chilled potable water

				Work Package F - Catering Services				60.1.Service F:1 – Chilled potable water is a Non Mandatory Service for Lot 1a-lc.

				Work Package F - Catering Services		F.1		60.2.In addition, the following Standards Ref apply to this Service SF1.		YES		Yes - Std

				Work Package F - Catering Services		F.1		60.3.The Supplier shall propose the method of supplying chilled water. The Supplier shall be solely responsible for the provision of all chilled potable water to each Buyer Premises.		YES		Yes - Std

				Work Package F - Catering Services		F.1		60.4.Where mains connected coolers are proposed, the Supplier shall provide a system, whereby the provision, maintenance and sanitation of the chilled cooler and water are contained within the Charges for each Buyer Premises. No further charge shall be levied.		YES		Yes - Std

				Work Package F - Catering Services		F.1		60.5.The Supplier shall have the ability to purchase bottled water in large numbers for business continuity purposes and annual ceremonial or seasonal events where required. 		YES		Yes - Std

				Work Package F - Catering Services		F.1		60.6.During the mobilisation period the Supplier shall provide the Buyer with a proposal for the use, disposal or otherwise of the extant non- permanent water coolers located within each Buyer Premises. This shall include the management of the cancellation of any prevailing contracts not supplied by the Supplier.		YES		Yes - Std

				Work Package F - Catering Services

				Work Package F - Catering Services				61.   Service F:2 – Retail Services / Convenience Store

				Work Package F - Catering Services				61.1.Service F:2 – Convenience Store / Retail Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.2		61.2.In addition, the following Standards Ref apply to this Service SF2.		No

				Work Package F - Catering Services		F.2		61.3.The Supplier shall provide a self-Service retail outlet that offers predominantly chilled food, beverages, confectionery and non-food items.		No

				Work Package F - Catering Services		F.2		61.4.The Supplier shall acquire and maintain all necessary operating licences, accreditations and approvals relating to delivery of the retail services and shall bear all associated costs.		No

				Work Package F - Catering Services		F.2		61.5.The Buyer will not be responsible for the provision of custom for retail service outlets at the Buyer Premises.  		No

				Work Package F - Catering Services		F.2		61.6.The Supplier shall ensure their pricing strategy for retail Services is Delivered in accordance with the following requirements: 		No

				Work Package F - Catering Services		F.2		61.6.1.    The requirement to seek to maximise the take-up of the retail Services;		No

				Work Package F - Catering Services		F.2		61.6.2.    The requirement to undertake and complete a price and quality benchmarking exercise at Mobilisation and every six 6 Months thereafter to validate the pricing strategy;		No

				Work Package F - Catering Services		F.2		61.6.3.    The requirement to provide clear pre-purchase pricing information for all retail Services transactions, in a format and style acceptable to the Buyer;		No

				Work Package F - Catering Services		F.2		61.6.4.    The requirement to operate cashless payment systems wherever appropriate; 		No

				Work Package F - Catering Services		F.2		61.6.5.    The requirement to provide, maintain and operate till systems for taking payments from retail Services customers; and 		No

				Work Package F - Catering Services		F.2		61.6.6.    The requirement to prevent the issue of any form of credit or deferred payment to customers.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				62.   Service F:3 - Deli / coffee bar

				Work Package F - Catering Services				62.1.Service F:3 - Deli / coffee bar is a Non Mandatory Service for Lot 1a-lc.

				Work Package F - Catering Services		F.3		62.2.In addition, the following Standards Ref apply to this Service SF3.

				Work Package F - Catering Services		F.3		62.3.The Supplier shall provide a counter Service offering with a mix of ready-made grab and go items and made to Order choices. This can be served from a fixed counter or mobile cart. 		No

				Work Package F - Catering Services		F.3		62.4.Some Buyer Premises may opt for hot beverage and grab and go offer because of higher returns and space configuration so this option shall be made available if required.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				63.   Service F:4 - Events and functions  

				Work Package F - Catering Services				63.1.Service F:4 - Events and functions is a Non Mandatory Service for Lot 1a-lc.

				Work Package F - Catering Services		F.4		63.2.In addition, the following Standards Ref apply to this Service SF4.

				Work Package F - Catering Services		F.4		63.3.This Service requirement shall be outside the Charges and shall be dealt with via Appendix 3 - Billable Works and Approval Process for each event / function to include food, labour, profit and overheads.		No

				Work Package F - Catering Services		F.4		63.4.The Supplier shall provide an on-demand catering service for events and functions as required.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				64.   Service F:5 - Full service restaurant

				Work Package F - Catering Services				64.1.Service F:5 – Full service restaurant is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.5		64.2.In addition, the following Standards Ref apply to this Service SF5.

				Work Package F - Catering Services		F.5		64.3.The Supplier shall provide 

				Work Package F - Catering Services		F.5		64.3.1.    A Full Service Restaurant provision which shall feature but not be limited to a range of freshly prepared meals, snacks and beverages with seating areas. Typically opening for continental and cooked breakfast; lunch and afternoon break. The Supplier shall provide multiple counters including hot choices deli, coffee and salads;		No

				Work Package F - Catering Services		F.5		64.3.2.    A range, choice and quality of menu offers that meets the Buyer’s requirements and expectations, maximises utilisation and spend and is commensurate with the operational and physical design of the facility; and		No

				Work Package F - Catering Services		F.5		64.3.3.    A daily menu that is consistent in range, choice and quality with the Supplier’s Tender submission at Call-Off stage.		No

				Work Package F - Catering Services		F.5		64.4.The Supplier shall:		No

				Work Package F - Catering Services		F.5		64.4.1.    Provide a minimum daily menu range which shall be agreed with the Buyer;		No

				Work Package F - Catering Services		F.5		64.4.2.    Be expected to provide an appropriate daily variety of menu offers which promotes the use of the facility and maintains consumer interest;		No

				Work Package F - Catering Services		F.5		64.4.3.    Ensure that the menu offering has a range of healthy and balanced options;		No

				Work Package F - Catering Services		F.5		64.4.4.    Continually review and refine the menu offer in order to meet changing consumer demands and thus maximise sales and levels of utilisation;		No

				Work Package F - Catering Services		F.5		64.4.5.    Be responsible for providing all menu boards, menus and tariffs and other point of sale merchandising materials; and		No

				Work Package F - Catering Services		F.5		64.4.6.    Ensure that a menu board advertising the full menu range is available, together with the current agreed tariff. The menu board shall be prominently displayed both within the restaurant outlet, externally to the outlet and in prominent locations around the Buyer Premises. The menu and tariff shall be well presented, printed or type written and clearly legible.		No

				Work Package F - Catering Services		F.5		64.5.Portion sizes shall be agreed in writing between the Supplier and Buyer at the outset and monitored at regular intervals to ensure that significant plate food waste is not an unintended consequence of larger portion sizes.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				65.   Service F:6 - Hospitality and meetings

				Work Package F - Catering Services				65.1.Service F:6 - Hospitality and meetings is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.6		65.2.In addition, the following Standards Ref apply to this Service SF6.

				Work Package F - Catering Services		F.6		65.3.The Supplier shall: 		No

				Work Package F - Catering Services		F.6		65.3.1.    Provide an on-demand Service as required;		No

				Work Package F - Catering Services		F.6		65.3.2.    Ensure working lunches, beverages, hot meals and buffets are available where required; and		No

				Work Package F - Catering Services		F.6		65.3.3.    Operate an effective booking and charging system for all ad hoc hospitality or meeting catering Services. 		No

				Work Package F - Catering Services		F.6		65.4.Hospitality menus and price lists shall be made available by the Supplier and agreed with the Buyer on a regular basis. 		No

				Work Package F - Catering Services		F.6		65.5.Where the Buyer Premises is open for external trading, preferential prices for internal business should be made available and negotiated/agreed with the Buyer.		No

				Work Package F - Catering Services		F.6		65.6.Commercial prices for external business and opening / operating times should also be agreed with the Buyer.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				66.   Service F:7 - Outside catering

				Work Package F - Catering Services				66.1.Service F:7 - Outside catering is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.7		66.2.In addition, the following Standards Ref apply to this Service SF7.		No

				Work Package F - Catering Services		F.7		66.3.The Supplier shall provide an on-demand outside Catering Service as required. Further details will be provided at Call-Off stage.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				67.   Service F:8 - Trolley service

				Work Package F - Catering Services				67.1.Service F:8 - Trolley service is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.8		67.2.In addition, the following Standards Ref apply to this Service SF8.

				Work Package F - Catering Services		F.8		67.3.The Supplier shall provide a trolley service offering a range of snacks and hot/cold beverages which follows a pre-determined route. 

				Work Package F - Catering Services		F.8		67.4.The items shall be Delivered where building users collect from a pre-determined point within the Buyer Premises.		No

				Work Package F - Catering Services						No

				Work Package F - Catering Services				68.   Service F:9 – Vending Services (food and beverages)

				Work Package F - Catering Services				68.1.Service F:9 - Vending (food and beverages) is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.9		68.2.In addition, the following Standards Ref apply to this Service SF9.

				Work Package F - Catering Services		F.9		68.3.The Supplier shall provide 		No

				Work Package F - Catering Services		F.9		68.3.1.    Continuous service primarily for twenty-four (24) hours seven (7) days a week workers or where a Catering Service is unviable;		No

				Work Package F - Catering Services		F.9		68.3.2.    A vending Service that will include hot and cold drinks, sweets and snacks, fresh fruit and pre-packed food items; and		No

				Work Package F - Catering Services		F.9		68.3.3.    The vending Service shall meet healthy eating, sustainability and provenance guidelines.		No

				Work Package F - Catering Services		F.9		68.4.The Supplier shall ensure that 		No

				Work Package F - Catering Services		F.9		68.4.1.    The vending Service is concession based and provided at nil subsidy in most cases, but ideally as part of the catering concession;		No

				Work Package F - Catering Services		F.9		68.4.2.    The pricing policy is benchmarked to high street and the Buyer’s budgets;		No

				Work Package F - Catering Services		F.9		68.4.3.    Cash, cashless and credit payment systems are available to the Buyer where appropriate; and		No

				Work Package F - Catering Services		F.9		68.4.4.    Vending machines are replenished with appropriate items, including hot and cold beverages, confectionery and cold snacks. The date label is to be checked and removed as required. Storage conditions shall be appropriate to the product.		No

				Work Package F - Catering Services		F.9		68.5.The Supplier shall clean and maintain vending machines and ensure that they are operable during operational Working Hours.		No

				Work Package F - Catering Services

				Work Package F - Catering Services				69.   Service F:10 - Residential catering Services

				Work Package F - Catering Services				69.1.Service F:10 - Residential catering Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package F - Catering Services		F.10		69.2.The Supplier shall provide a Catering Service for full time residents at various Buyer Premises. This Service shall be determined at Call-Off stage but may include a full board food offering comprising breakfast, luncheon and dinner.		No

				Work Package F - Catering Services		F.10		69.3.This Service may be required to be Delivered in a variety of settings including custodial centres, detention centres probation accommodation, bail hostels, youth hostels and residential training facilities.  		No

				Work Package F - Catering Services

				Work Package G - Cleaning Services				Work Package G – Cleaning Services

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				70.   Generic cleaning requirements

				Work Package G - Cleaning Services				70.1.The Supplier shall ensure that:

				Work Package G - Cleaning Services				70.1.1.    The required Standard is in evidence daily before the start of the building users’ business activity; 		YES		Yes - Std

				Work Package G - Cleaning Services				70.1.2.    As far as is reasonably practicable they specify and use cleaning materials and practices that are environmentally preferable, including utilisation of refillable containers throughout the entire product cycle where possible;		YES		Yes - Std

				Work Package G - Cleaning Services				70.1.3.    All general cleaning activities shall take place during the Operational Working Hours of the Buyer Premises, which shall be between 06:00 am to 10:00 pm Monday to Saturday, as approved by the Buyer. There will be occasion when cleaning within operational Working Hours is not suitable, therefore flexible alternative arrangements shall be agreed by the Buyer and the cleaning Schedule amended to reflect these; and 		YES		Yes - Std

				Work Package G - Cleaning Services				70.1.4.    All Supplier Staff wear formal corporate attire at all times including building/identification passes.		YES		Yes - Std

				Work Package G - Cleaning Services				70.2.The Supplier shall be required to clean certain areas in the presence of a Buyer Authorised Representative or under approved escort. These areas and the times for the cleaning to take place shall be agreed with the Buyer.		YES		Yes - Std

				Work Package G - Cleaning Services				70.3.The Supplier shall provide the Buyer with expert and technical advice on the service to explore improvements, maximise efficiency and performance across all cleaning Services.  		YES		Yes - Std

				Work Package G - Cleaning Services				70.4.The Supplier shall provide a Cleaning Services throughout the Buyer Premises that is Delivered in a safe and efficient manner as per the required Standards and shall take responsibility for cleaning all internal cleanable areas including fixtures, fittings, furniture and finishes, to minimise degradation and maintain Asset life cycle.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				71.   Service G:1 - Routine cleaning

				Work Package G - Cleaning Services				71.1.Service G:1 - Routine cleaning is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.1		71.2.In addition, the following Standards Ref apply to this Service SG1.

				Work Package G - Cleaning Services		G.1		71.3.The Supplier shall undertake all tasks associated with professional office cleaning to ensure that the offices, toilets, shower rooms, kitchens, catering areas, public areas, meeting and conference rooms, custody suites (where applicable), bedrooms, circulation space, secure areas and all other working areas, furniture, walls and floor spaces, are maintained to Achieve the necessary levels of cleanliness as defined within the BICS 2015 Standards (or later editions as published by BICS) to ensure all areas remain presentable and fit for their intended purpose.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.4.The Supplier shall be responsible for monitoring the provision of the Services on a daily basis to ensure that the required Service Standard has been applied.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.5.Within specialist or public areas, bespoke cleaning regimes may be required at certain properties. This shall be determined at Call-Off stage.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.6.The Supplier shall be responsible for the daily cleaning of hard and soft flooring, desks, chairs, tables, worktops, mobile and static room partitions, internal glazing and walls and shall ensure that the routine cleaning takes place at each Buyer Premises as frequently as required in order to Achieve the necessary levels of cleanliness as defined within the BICS 2015 Standards (or later editions as published by BICS).		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.7.The Supplier is responsible for the collection and removal of all waste from within the Buyer Premises to the designated central waste storage point/s on a daily basis.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.8.The Supplier shall clean first aid rooms when required at the Buyer Premises.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.9.The Supplier shall be responsible for the supply of all consumables and cleaning materials and shall ensure that consumables are fully stocked at all required locations at the start of each Working Day. The Supplier shall provide an uninterrupted supply of consumables at the Buyer Premises, to the existing Standard (unless approved otherwise) associated with the hygienic use of toilets, washing facilities, changing rooms, recovery rooms and tea points.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.10.                  The Supplier shall provide a self-funding vending Service for sanitary products where required. The vending areas shall be kept free from stains and spills.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.11.                  The routine cleaning Service shall include the provision of a reactive cleaning service that shall be responsible for managing all requests generated via the helpdesk and shall ensure the full and safe use of the Buyer Premises is maintained. 		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.12.                  Tasks can include:		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.12.1. responding to spillages;		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.12.2. replenishing consumables and monitoring the cleanliness of the washrooms; 		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.12.3. cleaning up dust and debris upon completion of maintenance works; and 		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.12.4. stain removal.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.13.                  The Supplier shall respond to requirements associated with wilful damage, vandalism and hazardous waste spillages including human waste, animal waste and vehicular fuel spillages upon request from the Buyer. Costs for this service shall be managed via the Billable Works and Projects process.		YES		Yes - Std

				Work Package G - Cleaning Services		G.1		71.14.                  All requests for Reactive Cleaning Services shall be routed through the helpdesk to ensure seamless and efficient Service and be driven by the Service Level Agreements in place.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				72.   Service G:2 - Cleaning of integral barrier mats

				Work Package G - Cleaning Services				72.1.Service G:2 - Cleaning of integral barrier matting is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.2		72.2.In addition, the following Standards Ref apply to this Service SG2.		YES		Yes - Std

				Work Package G - Cleaning Services		G.2		72.3.The Supplier shall ensure that all barrier matting is well maintained and kept clean.		YES		Yes - Std

				Work Package G - Cleaning Services		G.2		72.4.The Costs for replacement barrier matting including coir matting should be charged via Appendix 3 - Billable Works and Approval Process.		YES		Yes - Std

				Work Package G - Cleaning Services		G.2		72.5.The Supplier shall advise the Buyer when replacement barrier matting, including coir matting, is required.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				73.   Service G:3 - Mobile cleaning Services

				Work Package G - Cleaning Services				73.1.Service G:3 - Mobile cleaning Services is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.3		73.2.Where the Buyer requires that routine, re-active and deep cleaning Services be Delivered via a mobile cleaning solution to meet operational requirements, the Supplier shall be responsible for delivering the Services and shall ensure routine cleaning take place at each Buyer Premises as frequently as required in order to Achieve the necessary levels of cleanliness as defined within the BICS 2015 Standards (or later editions as published by BICS).  Further information on requirements will be provided at Call-Off.		No

				Work Package G - Cleaning Services		G.3		73.3.The Supplier shall be responsible for the supply of all consumables and cleaning materials and shall ensure that consumables are fully stocked at all required locations at the start of each Working Day. The Supplier shall provide an uninterrupted supply of consumables at the Buyer Premises, to the existing Standard (unless approved otherwise) associated with the hygienic use of toilets, washing facilities, changing rooms, recovery rooms and tea points.		No

				Work Package G - Cleaning Services		G.3		73.4.The Supplier shall provide a self-funding vending Service for sanitary products where required. The vending areas shall be kept free from stains and spills.		No

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				74.   Service G:4 – Deep (periodic) cleaning

				Work Package G - Cleaning Services				74.1.Service G:4 – Deep cleaning is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.4		74.2.In addition, the following Standards Ref apply to this Service SG4.

				Work Package G - Cleaning Services		G.4		74.3.The Supplier shall: 

				Work Package G - Cleaning Services		G.4		74.3.1.    Provide a programme for periodic and Deep Cleaning activities to the Buyer for Approval within one Month of the start of each Contract Year;		YES		Yes - Std

				Work Package G - Cleaning Services		G.4		74.3.2.    Inform the Buyer of all periodic cleaning activity one Month prior to it being undertaken via the CAFM System or PPM schedule;		YES		Yes - Std

				Work Package G - Cleaning Services		G.4		74.3.3.    Undertake deep cleaning Services to all kitchen, kitchen equipment, food storage areas, grease interceptors, food preparation areas and supporting areas in the Buyer Premises. The deep cleaning services are not required where catering services are delivered by a Buyer appointed third-party provider;		YES		Yes - Std

				Work Package G - Cleaning Services		G.4		74.3.4.    Take responsibility for ensuring the Buyer’s Staff are informed prior to carrying out periodic cleaning activities; and		YES		Yes - Std

				Work Package G - Cleaning Services		G.4		74.3.5.    Clean all catering and staff welfare areas daily.		YES		Yes - Std

				Work Package G - Cleaning Services		G.4		74.4.The Supplier must establish a good working relationship with any third party supplier of catering to facilitate the cleaning of all equipment.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				75.   Service G:5 - Cleaning of external areas

				Work Package G - Cleaning Services				75.1.Service G:5 - Cleaning of external areas is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.5		75.2.In addition, the following Standards Ref apply to this Service SG5.

				Work Package G - Cleaning Services		G.5		75.3.The Supplier shall ensure that external building fabric, lighting, fixtures and fittings are maintained and clean. 

				Work Package G - Cleaning Services		G.5		75.4.The Service should be integrated with the grounds maintenance Service where possible so that there is no duplication of tasks in external areas.		No

				Work Package G - Cleaning Services		G.5		75.5.The Supplier shall: 		No

				Work Package G - Cleaning Services		G.5		75.5.1.    Clean external signage including heritage signage as approved by the Buyer;		No

				Work Package G - Cleaning Services		G.5		75.5.2.    Clean piers and pontoons where they are present and waste stores and receptacles at a frequency agreed with the Buyer; and 		No

				Work Package G - Cleaning Services		G.5		75.5.3.    Clean hard and soft external landscaping, including car parks, at a frequency agreed with the Buyer.		No

				Work Package G - Cleaning Services		G.5		75.6.The Supplier shall operate a regular external cleaning programme, using the appropriate equipment at all times, following safe working procedures in accordance with all current relevant legislation.		No

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				76.   Service G:6 - Window cleaning (internal)

				Work Package G - Cleaning Services				76.1.Service G:6 - Window cleaning (internal) is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.6		76.2.In addition, the following Standards Ref apply to this Service SG6.

				Work Package G - Cleaning Services		G.6		76.3.Internal window cleaning shall be carried out bi-annually by the Supplier to the required Standard. The Schedule is to be agreed with the Buyer and planned via the CAFM System process or other PPM scheduling tool.		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.4.The method statement is to include the required quality Standard and shall be provided by the Supplier within the SDP.		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.5.Rectification of any failure to clean to the required Standard to be carried out free of charge.		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.6.Internal window cleaning prices shall include all access equipment, labour and materials.		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.7.Splashes and excessive soiling shall be removed during agreed operational Working Hours to agreed response times.		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.8.Subject to notification to the helpdesk, spot cleaning for splashes and excessive soiling which is impairing visibility shall be undertaken using procedures appropriate to the finish of the fixture or window pane.		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.9.A system shall be implemented by the Supplier to ensure that windows with bomb blast curtains are not left unprotected.  This includes situations where the bomb blast net serves only for privacy purposes. 		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.10.                  The cleaning of all bomb curtains requires a proportion of curtains to facilitate phased cleaning. The service shall be managed via the Billable Works and Projects process.  		YES		Yes - Std

				Work Package G - Cleaning Services		G.6		76.11.                  Bomb blast nets have a limited life, circa five (5) years, and shall need replacement from time to time; Costs for replacement shall managed via the Billable Works and Projects Process.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				77.   Service G:7 - Window cleaning (external)

				Work Package G - Cleaning Services				77.1.Service G:7 - Window cleaning (external) is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.7		77.2.In addition, the following Standards Ref apply to this Service SG7.

				Work Package G - Cleaning Services		G.7		77.3.The Supplier shall ensure that cleaning is carried out bi-annually to the required Standard or in line with local by-laws in force in certain parts of the UK.		YES		Yes - Std

				Work Package G - Cleaning Services		G.7		77.4.The Schedule is to be agreed with the Buyer and planned via the CAFM System or other PPM schedule. 		YES		Yes - Std

				Work Package G - Cleaning Services		G.7		77.5.The method statement is to include the required quality Standard and shall be provided by the Supplier within the SDP.		YES		Yes - Std

				Work Package G - Cleaning Services		G.7		77.6.Rectification of any failure to clean to the required Standard to be carried out free of charge.		YES		Yes - Std

				Work Package G - Cleaning Services		G.7		77.7.The Supplier shall deliver the service making use of existing fixed access equipment at the Buyer Premises or via a pole and reach solution. The Supplier shall be responsible for the provision of equipment, labour and materials required to deliver the service.  		YES		Yes - Std

				Work Package G - Cleaning Services		G.7		77.8.Where fixed access equipment is not present at the Buyer Premises all costs associated with the provision of portable access equipment shall be managed via the Billable Works and Projects process. 		YES		Yes - Std

				Work Package G - Cleaning Services		G.7		77.9.Subject to notification made to the helpdesk by the Buyer’s Authorised Representative, spot cleaning for splashes and excessive soiling which is impairing visibility shall be undertaken by the Supplier using procedures appropriate to the finish of the fixture or window pane. Splashes and excessive soiling shall be removed within agreed operational Working Hours to agreed response times. This Service shall be chargeable as per the Appendix 3 – Billable Works and Approval Process. 		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				78.   Service G:8 - Cleaning of communications and equipment rooms

				Work Package G - Cleaning Services				78.1.Service G:8 - Cleaning of communications and equipment rooms is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.8		78.2.In addition, the following Standards Ref apply to this Service SG8.

				Work Package G - Cleaning Services		G.8		78.3.The Supplier shall ensure that cleaning of communication and equipment rooms shall be by arrangement with the Buyer. 		YES		Yes - Std

				Work Package G - Cleaning Services		G.8		78.4.The Supplier shall ensure that communication and equipment rooms are cleaned following the required cleaning standard and any additional Standards in relation to the specific cleaning requirement.		YES		Yes - Std

				Work Package G - Cleaning Services		G.8		78.5.Where required there may be additional security clearance of cleaning operatives in high risk areas.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				79.   Service G:9 - Reactive cleaning (outside cleaning operational hours)

				Work Package G - Cleaning Services				79.1.Service G:9 - Reactive cleaning (outside agreed cleaning operational hours) is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.9		79.2.In addition, the following Standards Ref apply to this Service SG9.

				Work Package G - Cleaning Services		G.9		79.3.The Supplier shall ensure that all reactive cleaning requests generated via the helpdesk during the agreed cleaning operational hours at the Buyer Premises are managed as part of the routine cleaning service (service G.1). 		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.4.Where the Buyer requires the Delivery of a reactive service outside of the agreed cleaning operational hours at the Buyer Premises, the Supplier shall be responsible for the Delivery of the service and shall ensure the full and safe use of the Buyer Premises is maintained. Tasks can include:		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.4.1.    responding to spillages, including foodstuffs, human waste, animal waste,  cooking oil, vehicular fuel;		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.4.2.    responding to cleaning requirements generated via small works undertaken by third party suppliers;		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.4.3.    replenishing hygiene / clinical consumables;		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.4.4.    maintaining cleanliness of prestige / high profile areas; and 		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.4.5.    Removal of staining from building fabric as caused by such events such as atmospheric pollution, the accidental spillage of materials and the application of graffiti.		YES		Yes - Std

				Work Package G - Cleaning Services		G.9		79.5.The services delivered outside of the agreed cleaning operational hours shall be managed as per the Appendix 3 – Billable Works and Approval Process, and be priced in accordance with the rates set out in the agreed Resource Rates. Further details will be provided at Further Competition.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				80.   Service G:10 – Housekeeping

				Work Package G - Cleaning Services				80.1.Service G.10 – Housekeeping is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.10		80.2.In addition, the following Standards Ref apply to this Service SG10.

				Work Package G - Cleaning Services		G.10		80.3.The Supplier shall provide a professionally managed housekeeping Service for staff and visitors at the Buyer Premises. Through the use of Good Industry Practice and the introduction of innovation, this shall Achieve and demonstrate value for money on a continuous basis.		No

				Work Package G - Cleaning Services		G.10		80.4.The Supplier shall provide a resource management plan (structure and format to be agreed with the Buyer at start of the Call-Off Contract), which addresses actions to be taken by the Supplier to achieve the following: 		No

				Work Package G - Cleaning Services		G.10		80.4.1.    An increase of recycled content in linen against an agreed baseline;		No

				Work Package G - Cleaning Services		G.10		80.4.2.    An increase in textiles recycled or re-used at end of life against an agreed baseline;		No

				Work Package G - Cleaning Services		G.10		80.4.3.    An increase in the average number of washes per unit against an agreed baseline; and		No

				Work Package G - Cleaning Services		G.10		80.4.4.    A reduction in the whole life cost of textiles Service against an agreed baseline.		No

				Work Package G - Cleaning Services		G.10		80.5.As part of the resource management plan, the Supplier shall:		No

				Work Package G - Cleaning Services		G.10		80.5.1.    Measure and report performance on a periodic basis at a frequency agreed with the Buyer. Reports shall be supported by evidence in the form of inventory logs, energy consumption readings and equipment utilisation logs; and		No

				Work Package G - Cleaning Services		G.10		80.5.2.    Identify management actions and investment priorities for reducing cost and improving materials, energy and carbon efficiency.		No

				Work Package G - Cleaning Services		G.10		80.6.The Supplier shall ensure that a nominated manager of the Housekeeping Service for each Buyer Premises is contactable twenty-four (24) hours a day, seven (7) days a week, fifty-two (52) weeks a year. The Supplier shall also provide cover for the nominated manager for annual leave and sickness. The contact details shall be posted in clearly defined areas agreed with the Buyer Authorised Representative.		No

				Work Package G - Cleaning Services		G.10		80.7.The Supplier shall provide a customer satisfaction survey form at the start of the building users’ stay, which shall be returned to the Supplier on departure and the responses shall be logged on to the CAFM System.		No

				Work Package G - Cleaning Services		G.10		80.8.The Buyer may have Buyer Premises within its portfolio that provide a hotel Service for visiting clients who pay for bed and board. Where these Buyer Premises exist, the Supplier shall Deliver all Services required to maintain operation of the Buyer Premises. In such circumstances, it may be necessary to combine a number of Services within this Framework Schedule 1 (Specification) to provide a total hotel Service at the Buyer Premises. A hotel Service may include:		No

				Work Package G - Cleaning Services		G.10		80.8.1.    Reception;		No

				Work Package G - Cleaning Services		G.10		80.8.2.    Concierge;		No

				Work Package G - Cleaning Services		G.10		80.8.3.    Cleaning;		No

				Work Package G - Cleaning Services		G.10		80.8.4.    Housekeeping;		No

				Work Package G - Cleaning Services		G.10		80.8.5.    Linen / laundry;		No

				Work Package G - Cleaning Services		G.10		80.8.6.    Catering;		No

				Work Package G - Cleaning Services		G.10		80.8.7.    Security;		No

				Work Package G - Cleaning Services		G.10		80.8.8.    Maintenance;		No

				Work Package G - Cleaning Services		G.10		80.8.9.    Pool and leisure facilities;		No

				Work Package G - Cleaning Services		G.10		80.8.10. Furniture;		No

				Work Package G - Cleaning Services		G.10		80.8.11. Move Management Churn;		No

				Work Package G - Cleaning Services		G.10		80.8.12. Room booking;		No

				Work Package G - Cleaning Services		G.10		80.8.13. Porterage;		No

				Work Package G - Cleaning Services		G.10		80.8.14. Conferencing; and		No

				Work Package G - Cleaning Services		G.10		80.8.15. Meetings and hospitality Services.		No

				Work Package G - Cleaning Services		G.10		80.9.In addition, where this Hotel Service is a requirement at Call-Off stage, the Supplier may be required to Deliver management and administrative functions required to facilitate the operation of the Buyer Premises (to be agreed at Call-Off stage). 		No

				Work Package G - Cleaning Services		G.10		80.10.                  Buyer Premises which operate a Hotel Service will be clearly identified by the Buyer at Call-Off stage, with detailed Service Requirements provided for the Supplier to tender against. 		No

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				81.   Service G:11 - IT equipment cleaning

				Work Package G - Cleaning Services				81.1.Service G::11 - IT equipment cleaning is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.11		81.2.In addition, the following Standards Ref apply to this Service SG11.

				Work Package G - Cleaning Services		G.11		81.3.Where this Service is requested by the Buyer, the Supplier shall clean desktop computers, screens and keyboards.		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				82.   Service G:12 - Specialist cleaning 

				Work Package G - Cleaning Services				82.1.Service G:12 - Specialist cleaning – R.152 is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.12		82.2.In addition, the following Standards Ref apply to this Service SG12.

				Work Package G - Cleaning Services		G.12		82.3.The Supplier shall provide a Specialist Cleaning Service at the Buyer Premises which shall include:

				Work Package G - Cleaning Services		G.12		82.3.1.    Antiques.		No

				Work Package G - Cleaning Services		G.12		82.3.2.    Pictures;		No

				Work Package G - Cleaning Services		G.12		82.3.3.    Artwork;		No

				Work Package G - Cleaning Services		G.12		82.3.4.    Sculptures;		No

				Work Package G - Cleaning Services		G.12		82.3.5.    Statues;		No

				Work Package G - Cleaning Services		G.12		82.3.6.    Ceramics;		No

				Work Package G - Cleaning Services		G.12		82.3.7.    Fabrics;		No

				Work Package G - Cleaning Services		G.12		82.3.8.    Pictures, including frames;		No

				Work Package G - Cleaning Services		G.12		82.3.9.    Trophies; and 		No

				Work Package G - Cleaning Services		G.12		82.3.10. Chandeliers.		No

				Work Package G - Cleaning Services		G.12		82.4.The cleaning regimes shall comply with the advice / recommendations provided by English Heritage / CADW / Historic Scotland, the Specialist Conservation Consultant and as instructed by the Buyer. The Supplier shall ensure that utmost care be taken when handling and cleaning these items.		No

				Work Package G - Cleaning Services		G.12		82.5.The Supplier shall have full responsibility for the items during the cleaning process and shall indemnify the Buyer against breakages or failures due directly to the cleaning process.  Where the age and condition of an item is seen to deteriorate requiring the intervention of professional renovation; this shall be agreed with the Buyer before attempting to conduct cleaning. This shall be on an ad hoc basis and shall be confirmed at Call-Off stage.		No

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				83.   Service G:13 – Cleaning of curtains and window blinds 

				Work Package G - Cleaning Services				83.1.Service G:13 - Curtain and window blind cleaning is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.13		83.2.In addition, the following Standards Ref apply to this Service SG13.

				Work Package G - Cleaning Services		G.13		83.3.The Supplier shall provide a professionally managed curtain and window blinds cleaning Service.  The frequency shall be agreed with the Buyer and the Supplier during the Call-Off stage.  		No

				Work Package G - Cleaning Services		G.13		83.4.It is recognised that due to air quality and drafts from windows, open or not, some curtains will soil at a faster rate and procedures shall be agreed with the Buyer to limit these instances. 		No

				Work Package G - Cleaning Services		G.13		83.5.Curtains are to be removed from rails and cleaned by a suitable approved method.  Care should be taken to maintain any guarantees on the curtains.		No

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				84.   Service G:14 - Medical and clinical cleaning

				Work Package G - Cleaning Services				84.1.Service G:14 - Medical and clinical cleaning is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.14		84.2.The Supplier shall be responsible for the cleaning of all medical, clinical and laboratories where required by the Buyer.		No

				Work Package G - Cleaning Services		G.14		84.3.The Supplier shall ensure that Supplier staff delivering this service shall have successfully completed and be in possession of a first-aid responder qualification. 		No

				Work Package G - Cleaning Services		G.14		84.4.The Supplier shall ensure that the Service in accordance with the requirements needed to enable the Buyer to attain Care Quality Commission ("CQC") accreditation, for example in accordance with PAS 524 or other Standards defined by the Buyer at Further Competition.		No

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				85.   Service G:15 - Pest control Services

				Work Package G - Cleaning Services				85.1.Service G:15 - Pest control Services is a Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.15		85.2.In addition, the following Standards Ref apply to this Service SG15.

				Work Package G - Cleaning Services		G.15		85.3.The Supplier shall provide a bi-monthly planned and re-active pest control Service to keep the Buyer’s Buyer Premises free from all types of rodents, birds and insects. Where a Buyer Premise is affected by other pests outside this scope e.g. foxes, moles and/or rabbits details of these additional requirements will be defined and priced at Call Off.		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.4.The Supplier shall provide a full pest control action plan for dealing with the range of pests encountered within the Buyer Premises at Mobilisation. Consideration shall be given to humane pest Control whilst developing the pest control action plan.		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.5.A detailed survey of the Buyer Premises shall be delivered at Buyer Premises during Mobilisation before any control is undertaken. The findings and results of the survey, together with other information, are then used in formulating the action plan, of which control is a major part.		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.6.The Supplier shall give priority to infestations that present a major risk to health, safety and welfare, or which has an operational impact on the Buyer, and Deliver an emergency reactive Service and respond to emergency pest control requirements within twenty-four (24) hours of being notified.  		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.7.The Supplier shall respond to routine pest control requirements within five (5) Working Days of being notified.  		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.8.In instances where there are repeated infestations that reduce occupancy or operational capability, the Supplier shall be responsible for the implementation of a preventative regime to avoid re-infestation.  The Supplier shall report repeated infestations or instances of poor house-keeping to the Buyer and record all details on the CAFM System.   		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.9.Where pests are known to be active at certain and regular periods of the year the Supplier shall produce a pest control management plan implementing both pro-active and long term preventative measures to ensure against damage to Buyer’s infrastructure and the Buyer Premises.		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.10.                  The Supplier shall where necessary align the pest control management plan with the Grounds Maintenance regime to maximise potential synergies with these Services.  		No		Yes - Std

				Work Package G - Cleaning Services		G.15		85.11.                  There will be additional requirement for museums, galleries, nature conservation Sites, historic environments, housing, forestry and woodlands, archives and laboratories. This shall be defined by the Buyer at Call-Off stage. 		No		Yes - Std

				Work Package G - Cleaning Services		G.15		85.12.                  The Supplier shall remove all dead rodents, birds and insects, either as a result of the pest control Service or other means.		YES		Yes - Std

				Work Package G - Cleaning Services		G.15		85.13.                  Where Buyer Premises require the installation of new bird netting or specialist services (e.g. hawking services) to prevent persistent fouling and/or building damage the Billable Works and Projects process shall apply.  		YES		Yes - Std

				Work Package G - Cleaning Services

				Work Package G - Cleaning Services				86.   Service G:16 - Linen and laundry Services

				Work Package G - Cleaning Services				86.1.Service G:16 - Linen and laundry Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package G - Cleaning Services		G.16		86.2.In addition, the following Standards Ref apply to this Service SG16.

				Work Package G - Cleaning Services		G.16		86.3.The Supplier shall provide all linen required to carry out the Service at a cost to be agreed at Call-Off stage and shall be responsible for the laundering, organisation and control of all linen stocks.		NO

				Work Package G - Cleaning Services		G.16		86.4.The Supplier shall ensure that an adequate stock of all linen is available and in good repair at all times.		NO

				Work Package G - Cleaning Services		G.16		86.5.The Supplier shall provide: 		NO

				Work Package G - Cleaning Services		G.16		86.5.1.    Laundered entrance mats, where required, at a frequency stipulated by the Buyer;		NO

				Work Package G - Cleaning Services		G.16		86.5.2.    A laundry and linen Service for Supplier Staff that must sleep overnight within the Buyer Premises;		NO

				Work Package G - Cleaning Services		G.16		86.5.3.    All towels including first aid and treatment rooms; and		NO

				Work Package G - Cleaning Services		G.16		86.5.4.    An ad hoc dry cleaning Services at the request of the Buyer and dispatch submitted items for dry cleaning and shall ensure collection and return in accordance with procedures agreed with the Buyer. 		NO

				Work Package G - Cleaning Services		G.16		86.6.This Service shall be fully integrated with the housekeeping Service wherever possible. 		NO

				Work Package G - Cleaning Services		G.16		86.7.The Supplier shall ensure that an adequate stock of all linen is available and in good repair at all times.		NO

				Work Package G - Cleaning Services

				Work Package H - Workplace FM Services				Work Package H – Workplace FM Services

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				87.   Service H:1 - Mail Services

				Work Package H - Workplace FM Services				87.1.Service H:1 - Mail Services is a Mandatory Service priced at Call Off for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.1		87.2.In addition, the following Standards Ref apply to this Service SH1.

				Work Package H - Workplace FM Services		H.1		87.3.Where the Buyer specifies the delivery of these services at Call Off, the Supplier shall be responsible for the management and successful operation of a streamlined mail room Service for the Buyer that is integrated whenever possible with all other relevant Services in order to provide value for money for the Buyer.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.1		87.4.The Supplier shall provide a secure mail Delivery Service between Government Bodies on a national basis throughout the United Kingdom. This requirement shall be fully specified at Call-Off stage where it is deemed appropriate.  		YES		Yes - Std

				Work Package H - Workplace FM Services		H.1		87.5.The Supplier shall be solely responsible for the interface between the Buyer and all third party suppliers in relation to mail. The Supplier shall provide innovative proposals for the most advantageous Services offered by Subcontractor(s). The Supplier shall consider the use of various collection and Delivery Services including the use of the PO Box Service, business and reply paid mail and packet post where appropriate. The Supplier shall provide the Buyer with proposals to maximise the efficiency of its incoming and outgoing mail regimes. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.1		87.6.The Supplier shall ensure that Supplier Staff have the security clearance necessary to Deliver the level of protectively marked mail to be Delivered under the Call-Off Contract as advised by the Buyer.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				88.   Service H:2 - Internal messenger Service

				Work Package H - Workplace FM Services		H.2		88.1.Service H:2 - Internal messenger Service is a Mandatory Service priced at Call Off. 

				Work Package H - Workplace FM Services		H.2		88.2.In addition, the following Standards Ref apply to this Service SH2.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.2		88.3.Where the Buyer specifies the delivery of these services at Call Off, the Supplier shall provide a messenger Service at each Buyer Premises where required.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				89.   Service H:3 - Courier booking and external distribution

				Work Package H - Workplace FM Services				89.1.Service H:3 - Courier booking and external distribution is a Mandatory Service priced at Call Off for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.3		89.2.In addition, the following Standards Ref apply to this Service SH3.

				Work Package H - Workplace FM Services		H.3		89.3.Where the Buyer specifies the delivery of these services at Call Off, the Supplier shall manage and co-ordinate a national and international courier Service for the Buyer.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.3		89.4.The Supplier shall use departmental and/or pan-Government commercial vehicles that have been approved by the Buyer to procure courier booking Service.  Should the Supplier be able to demonstrate that their supply chain is able to offer better value-for-money, the Buyer may accept those as suitable Subcontractor(s), however the Buyer reserves the right to choose either those or alternative Suppliers for this Service.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				90.   Service H:4 - Handyman Services

				Work Package H - Workplace FM Services				90.1.Service H:4 - Handyman Services is a Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.4		90.2.In addition, the following Standards Ref apply to this Service SH4.

				Work Package H - Workplace FM Services		H.4		90.3.The Supplier shall provide:

				Work Package H - Workplace FM Services		H.4		90.3.1.    An adaptable and responsive handyman Service to the Buyer Premises during operational Working Hours. Supplier Staff who execute tasks of this nature shall be adequately trained and experienced for the work to be carried out; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.3.2.    All necessary tools and equipment for carrying out the handyman Service, including access equipment to enable the Supplier to perform tasks safely.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.4.The Supplier shall ensure that Supplier Staff are not exposed to danger due to a skills shortage. The Supplier Staff delivering the handyman Service shall have training and experience in the wide range of maintenance and repair requests that are likely to be demanded of this Service.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.5.The Buyer welcomes proposals which maximise the handyman Service to complement all other aspects of its work force. The Supplier shall be required to demonstrate the validity and maximum usage of the Service, and continuously seek to drive down Costs associated with the Service through multi-tasking and re-deployment on a daily basis.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.6.The handyman Service shall have general expertise in the wide range of maintenance and repair requests that are likely to be demanded of this Service.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.7.With sole contact being made through and monitored by the helpdesk, the handyman Service shall be available to deal with general small repairs and decoration on a planned, reactive or ad hoc basis.  Tasks likely to fall within the remit of the handyman Service include but are not limited to picture hanging, shelf hanging, pin board installation, light bulb changing, toilet seat replacement, clearing pipe / drain blockages, building fabric inspections, carpet issues, movement of boxes and small-scale furniture movement. All additional or Billable Works carried out shall be subject to Buyer Approval prior to proceeding.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.8.The Supplier shall be required to demonstrate the validity and maximum usage of the Service and shall continuously seek to drive down Costs associated with the Service through multi-tasking and re-deployment on a daily basis.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.9.The Supplier shall explore the synergies between all other Services when considering resourcing this Service.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.10.                  The Supplier shall ensure that the handyman Services is reconciled quarterly and any unused time shall be rolled into the next quarterly provision. The Supplier shall record the nature of the tasks carried out under the Reactive Maintenance Service within the CAFM System.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.4		90.11.                  For consumables and small components, the Buyer may require the allocation of a fixed cost for each full day of the service at the Buyer Premises. Where this agreement exists, the Supplier shall be responsible for managing a Monthly reconciliation process with the Buyer to track projected and actual spend to ensure a value-for-money service is Delivered and maintained. Where these requirements exist, details will be provided at Further Competition.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				91.   Service H:5 - Move and space management (internal moves)

				Work Package H - Workplace FM Services				91.1.Service H:5 - Move and space management - internal moves is a Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.5		91.2.In addition, the following Standards Ref apply to this Service SH5.

				Work Package H - Workplace FM Services		H.5		91.3.In respect of the move management Service where a move is required, the Supplier shall be responsible for managing the move process and for the execution of the move. The Supplier shall provide an estimate of the cost of the move and this shall be approved by the Buyer prior to execution of the move.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.5		91.4. Where the move involves a flexible workspace, the management of the move shall be undertaken in conjunction with any third party supplier in relation to space management to ensure that the aims and integrity of the flexible workspace is maintained.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.5		91.5.Temporary storage of furniture may be a requirement for certain moves.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				92.   Service H:6 – Porterage

				Work Package H - Workplace FM Services				92.1.Service H:6 – Porterage is a Mandatory Service priced at Call Off for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.6		92.2.In addition, the following Standards Ref apply to this Service SH6.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.6		92.3.Where the Buyer specifies the delivery of these services at Call Off, the Supplier shall provide a professionally managed porterage Service as required at each Buyer Premises.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.6		92.4.The Supplier shall recognise that certain buildings within a Buyer Premises may make urgent requests for porterage Services. The Supplier shall ensure these requests take priority over other requests.  There shall be ad hoc requests for porterage Services before and after operational Working Hours. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.6		92.5.The porterage Service provided shall be flexible in nature and able to accomplish small office moves, the transport of inter-departmental supplies, and to assist other FM Services (whether Delivered by the Supplier or third party suppliers) as required including the Delivery of internal and external post, parcels, delivering stationery to allocated store areas and moving heavy packages.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.6		92.6.The porterage Service shall also include general tasks including changing clock batteries, setting up meeting and conference rooms, flag flying, arranging office layout and connecting laptops and teleconference phones as requested before conferences and meetings coordinated via  the helpdesk.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.6		92.7.Porterage Services may be required for both small and more complex tasks. For example a small task may include, but not be limited to moving a filing cabinet; or for those more complex tasks requiring more time and effort these may include moving an entire management unit as part of a larger project.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				93.   Service H:7 – Clocks

				Work Package H - Workplace FM Services				93.1.Service H:7 - Clocks is a Mandatory Service priced at Call Off for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.7		93.2.In addition, the following Standards Ref apply to this Service SH7.

				Work Package H - Workplace FM Services		H.7		93.3.The Supplier shall: 

				Work Package H - Workplace FM Services		H.7		93.3.1.    Provide replacement batteries to a range of battery-powered clocks that are in use and dispose of empty batteries, in accordance with any Regulations governing the disposal of batteries; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.3.2.    Ensure appropriate change in clock time to all clocks within the Buyer Premises during the appropriate bi-annual British Summer Time ("BST") / Greenwich Mean Time ("GMT") time changes;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.4.Where the Buyer Premises has antique clocks present that require specialist maintenance arrangements the Buyer shall provide a list of all clocks covered by this Service at Call Off. The Supplier shall ensure:		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.4.1.    They are maintained in line with heritage requirements;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.4.2.    They are maintained by their original donating body such as the  National Galleries Silver Trust etc.; 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.4.3.    Where they require winding they shall receive the appropriate Service at appropriate intervals; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.4.4.    The Supplier shall include all appropriate clock maintenance tasks and winding as part of their PPM schedule and log all repairs within the CAFM system.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.7		93.5.Replacement of clocks shall be the responsibility of the Buyer		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				94.   Service H:8 – Signage

				Work Package H - Workplace FM Services				94.1.Service H:8 - Signage is a Mandatory Service priced at Call Off for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.8		94.2.In addition, the following Standards Ref apply to this Service SH8.

				Work Package H - Workplace FM Services		H.8		94.3.Where the Buyer specifies the delivery of these services at Call Off, the Supplier shall be responsible for all signage associated with the Health and Safety (Safety Signs and Signals) Regulations 1996, the Equality Act 2010, means of escape identification and any other statutory / mandatory signage at the Buyer Premises.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.4. At the mobilisation phase, the Supplier shall be responsible for undertaking a review of all statutory signage associated with the Health and Safety (Safety Signs and Signals) Regulations 1996, the Equality Act 2010, means of escape identification and any other statutory / mandatory signage at the Buyer Premises to identify:		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.4.1.    The condition of the installed signage; and 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.4.2.    Levels of compliance with all statutory requirements. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.5.The Supplier shall be responsible for issuing the Buyer details of the review in a formal report upon completion during the mobilisation phase which shall include rectification plans and costs where appropriate.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.6.The Supplier shall be pro-active in the provision of this Service and shall advise on any additional further signage that may be of benefit to the Buyer’s Staff or the public throughout the course of the Call-Off Period.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.7.The Supplier shall agree design elements for all signs with the Buyer and shall ensure only agreed formats are installed.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.8.The Buyer will conduct spot checks, with no notice, of the adequacy of existing signage from the Service Start Date, to be satisfied of adherence to this Service.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.9.Where throughout the course of the Call-Off Period the Buyer identifies a need for additional signage and this is deemed to be an addition to the Contract scope at Call-Off stage and treated as Billable Works for payment purposes.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.10.                  The Supplier shall be responsible for updating all relevant signage associated with the Health and Safety (Safety Signs and Signals) Regulations 1996, the Equality Act 2010, means of escape identification and any other statutory / mandatory signage at the Buyer Premises following the completion of any minor churn or any other movement of Buyer Staff. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.8		94.11.                  Where throughout the course of the Call-Off Period the Buyer identifies a need for additional signage and this is deemed to be an addition to the Contract scope then this additional signage will be supplied by the Supplier and treated as Billable Works for payment purposes.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				95.   Service H:9 - Archiving (on-site)

				Work Package H - Workplace FM Services				95.1.Service H:9 - Archiving (on-site) is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.9		95.2.In addition, the following Standards Ref apply to this Service SH9.

				Work Package H - Workplace FM Services		H.9		95.3.Where required to do so, the Supplier shall provide a holistic Document Storage Service. The Supplier shall provide the Service based on the Buyer’s requirement relating to Document Storage and the on-site storage capacity.		NO

				Work Package H - Workplace FM Services		H.9		95.4.The Supplier shall optimise the use of on-site storage facilities and shall ensure that documents with a request frequency are stored in this location.		NO

				Work Package H - Workplace FM Services		H.9		95.5.Where requested to do so through the Call-Off Contract, the Supplier may be required to combine Services Delivered by Supplier Staff working at the Buyer Premises where on-site archiving is required to Achieve efficiencies. Cross / multi skilling of Supplier Staff at these Buyer Premises is therefore a requirement.		NO

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				96.   Service H:10 - Furniture Management

				Work Package H - Workplace FM Services				96.1.Service H:10 - Furniture Management is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.10		96.2.In addition, the following Standards Ref apply to this Service SH10.

				Work Package H - Workplace FM Services		H.10		96.3.The Supplier shall provide a centrally managed facility to organise the provision and supply of all necessary office items as new Buyer Staff join, as moves occur, or as new Buyer Premises are added to the Buyer Premises.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.4.The Supplier shall ensure that all moves of furniture and/or equipment shall be reflected in Computer Aided Design ("CAD") drawings (or equivalent) and in the Asset register.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.5.The Buyer is likely to expand or contract its usable office space at very short notice. The Supplier shall assist in the management of this natural expansion and contraction.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.The Supplier shall: 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.1.    Manage the storage of all items of furniture associated with office work. This will include desks, storage cabinets, bookcases, shelving, chairs, pedestals and all other equipment and furniture commonly utilised in any office. This requirement excludes all IT equipment;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.2.    Provide a holistic approach to the removal and storage of furniture, the provision of furniture from storage and the temporary holding of new furniture awaiting deployment. The Supplier shall ensure that furniture taken from storage is clean and fully functional prior to Delivery to the Buyer;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.3.    Remove any packing materials for equipment immediately on Delivery at its intended place, and assemble any furniture as necessary in such a way as to produce minimal disruption to the workings of the Buyer. The Supplier shall dispose of any packing materials in accordance with the principles set out in the policy on Greening Government Commitments; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.4.    At all times maintain accurate records of stored furniture and Goods, including a photo entry of all stored items, referenced against the register of Buyer Assets. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.5.    Ensure that:		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.5.1.           No item leaves or arrives at the Buyer Premises without associated logging for corporate governance purposes; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.5.2.           The Asset information is linked to the space location and componentry associated to the Asset through the Asset information requirements.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.6.    Ensure through appropriate management by the CAFM System that requests for equipping new Buyer Staff members are directed to the holding stock and not directly to new purchases of equipment. Any Asset tracking labels used shall be attached inconspicuously;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.7.    Ensure that the Buyer is aware of the contact point for collection, replacement or addition to all furniture and equipment;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.8.    Keep the helpdesk fully informed to enable the helpdesk to respond to the request originator within anticipated time-scales for deliveries and removals;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.9.    Provide a single point of advice for the equipping of any new Buyer Staff, and shall perform all other necessary liaison functions with other Suppliers that will be required to facilitate this process to include IT equipment and telephony;   		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.10. Undertake regular audits and reviews of stored equipment;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.11. Ensure that no furniture in use in the Buyer Premises is sent for disposal. Only redundant furniture held in storage may be sent for disposal ensuring that the highest quality stock is always retained. All furniture will be disposed of in accordance with the principles set out in the policy on Greening Government Commitments. When it becomes clear that furniture will not be needed after a certain date it may be advertised to other departments on the Authority’s Reuse Notice Board. The proceeds of any furniture disposal shall be returned to the Buyer and may be shared with the Supplier subject to the terms of any prior agreement with the Buyer;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.12. Have professional knowledge of business Standards in the Service requirements relating to office furniture, including the provision of flexible working spaces and acceptable environmental conditions;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.13. Encourage innovation when providing this Service by remaining constantly updated as to new types of furniture entering the marketplace that could be of use to the Buyer; 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.14. Remain conversant with sustainable developments and green procurement guidelines and new Standards being applied to the industry that the Buyer shall comply with. The furniture Government Buying Standard should represent a minimum requirement; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.10		96.6.15. Keep detailed records of issued and disposed furniture on a department-by-department basis for Audit purposes, demonstrating any cost. This shall include disposal in an auditable, environmentally preferable manner. These records will be available to the Buyer on request, and will be kept for the duration of the Call-Off Period.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				97.   Service H:11 - Space management

				Work Package H - Workplace FM Services				97.1.Service H:11 - Space management is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.11		97.2.In addition, the following Standards Ref apply to this Service SH11.

				Work Package H - Workplace FM Services		H.11		97.3.This Service requirement (including removal/transfer Costs for furniture between locations) shall be outside the Charges and shall be dealt with via the Billable Works Process.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.4.The Supplier shall provide space management Services and office moves. The service shall include the relocation of IT and telecommunications equipment as required by the Buyer. The Supplier shall arrange the transfer of ICT connections, unless this would normally be provided by a third party’s Supplier responsible for the Delivery of ICT Services under a separate Call-Off Contract / Contract with the Buyer.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.5.The Supplier shall undertake larger office moves or re-stacks of buildings at the request of the Buyer. This shall be an additional Service at an additional cost to the Charges by prior agreement with the Buyer and shall be treated in the same manner as any other Project. Upon receipt of an instruction from the Buyer Authorised Representative, the Supplier shall undertake professional space planning design and workplace strategy. The Supplier must provide an initial report setting out its detailed understanding of the brief, proposed approach to the task and fee proposal and must agree the level of expertise and experience of the Supplier Staff to be involved with the Buyer. The Buyer may elect to commission the Supplier to undertake this work or may use another Supplier. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.6.A formal instruction shall be issued by the Buyer to the Supplier before any chargeable space planning design and Workplace Strategy Services is undertaken. This may need to be authorised by the Buyer Authorised Representative with the contractual delegation to issue the instruction. 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.7.The majority of space planning exercises shall have reasonable prior notification, but there may be some that will occur as a matter of urgency (including weekends).  The Supplier shall consult with the Buyer in all instances to confirm the relative priority/urgency of any request in order that it can be accomplished within the requested time scale.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.8.In no instance shall the Supplier proceed with a space planning exercise without the prior Approval of the Buyer.  Any proposal for a space planning exercise from the Supplier shall include any consequential impacts to the move in terms of other necessary facilities and an accurate time scale during which the move might be accomplished.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.9.The Supplier shall manage the furniture inventory in three separate areas: 		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.9.1.    Managing the existing furniture supply contract;		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.9.2.    Managing an off-site storage facility for used furniture; and		YES		Yes - Std

				Work Package H - Workplace FM Services		H.11		97.9.3.    Managing the future approach to procurement.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				98.   Service H:12 - Cable management

				Work Package H - Workplace FM Services				98.1.Service H:12 - Cable management is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.12		98.2.In addition, the following Standards Ref apply to this Service SH12.

				Work Package H - Workplace FM Services		H.12		98.3.This Service requirement shall be outside the Charges and shall be dealt with via the Billable Works Process.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.12		98.4.The Supplier shall be responsible for installing additional data cabling and moving floor boxes and grommets as instructed by the Buyer. The Supplier shall ensure that all cabling which the Supplier installs is of a suitable Specification to guarantee continuity of the Services and signal quality. This cabling shall be used exclusively for the transmission of data or voice.		YES		Yes - Std

				Work Package H - Workplace FM Services		H.12		98.5.The Supplier shall provide installation work without compromising the integrity of any historic Buyer Premises and in a manner so as to avoid damage to the building fabric. Prior to carrying out work to a historic Buyer Premises the Supplier shall undertake a full survey of the proposed cable routes, prepare a method statement and discuss their proposal with the Buyer.		YES		Yes - Std

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				99.   Service H:13 - Reprographics Service

				Work Package H - Workplace FM Services				99.1.Service H:13 - Reprographics Service is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.13		99.2.In addition, the following Standards Ref apply to this Service SH13.

				Work Package H - Workplace FM Services		H.13		99.3.The Supplier shall provide a reprographics Service which meets the operational needs of the Buyer, optimises the potential for synergies with other Services, takes full account of the Buyer's environmental strategies as set out in the policy on Greening Government Commitments and reflects the Buyer's objective to apply electronic communications to all aspects of Service Delivery. The Supplier shall continuously review the Service and make proposals for the introduction of relevant developing technology.		NO

				Work Package H - Workplace FM Services		H.13		99.4.The Supplier shall provide a Service for the bulk copying, finishing and binding of documents within a range of timescales. This bulk reprographics provision shall be complemented by the Buyer's provision of smaller convenience copiers throughout the Buyer Premises. Details of the equipment available to the Supplier are provided in Call-Off Schedule 22 - Call-Off Tender, together with historic data in respect of volumes of copying.		NO

				Work Package H - Workplace FM Services		H.13		99.5.The Supplier shall supply and be responsible for all machinery and equipment necessary for the performance of the Call-Off Contract and their associated Costs. The Supplier shall note that the Buyer currently both owns and leases reprographics and finishing equipment. The Supplier shall propose the items or equipment for use in the provision of this Service.		NO

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				100.            Service H:14 - Stores management

				Work Package H - Workplace FM Services				100.1.                  Service H:14 - Stores management is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.14		100.2.                  The Supplier shall be responsible for the provision, management and operation of a storage and supply service on behalf of the Buyer at the Buyer Premises. 		NO

				Work Package H - Workplace FM Services		H.14		100.3.                  The service shall include maintaining an inventory of stored items on behalf of the Buyer and managing the receipt of new and replacement items when procured by the Buyer.		NO

				Work Package H - Workplace FM Services		H.14		100.4.                  The Supplier shall ensure that stored items are issued in strict compliance with the authorisation protocols provided by the Buyer. 		NO

				Work Package H - Workplace FM Services		H.14		100.5.                  The Supplier shall ensure that all requests are recorded within the CAFM System unless specified otherwise by the Buyer. 		NO

				Work Package H - Workplace FM Services		H.14		100.6.                  The Supplier shall forward all investigation reports concerning Losses or damage to the stored items to the Buyer to support the Buyer’s internal financial management and reimbursement processes.  		NO

				Work Package H - Workplace FM Services		H.14		100.7.                  The Supplier shall reimburse the Buyer for any loss or damage to stored items that are attributable to the actions, inactions or negligence of the Supplier.		NO

				Work Package H - Workplace FM Services		H.14		100.8.                  Further details of the requirement will be provided at Call-Off.		NO

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				101.            Service H:15 - Portable washroom solutions

				Work Package H - Workplace FM Services				101.1.                  Service H:15 - Portable washroom solutions is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.15		101.2.                  The Supplier shall be responsible for the management and cleaning of latrines and supply, Delivery and collection of all portable facilities on behalf of the Buyer as-and-when required at the Buyer Premises. 		NO

				Work Package H - Workplace FM Services		H.15		101.3.                  The service shall include the provision of:		NO

				Work Package H - Workplace FM Services		H.15		101.3.1. Washing facilities;		NO

				Work Package H - Workplace FM Services		H.15		101.3.2. Showering facilities;		NO

				Work Package H - Workplace FM Services		H.15		101.3.3. Toilet facilities; and 		NO

				Work Package H - Workplace FM Services		H.15		101.3.4. Waste storage and collection.		NO

				Work Package H - Workplace FM Services		H.15		101.4.                  The service shall include the supply, Delivery and installation of all associated hand washing detergents, cleaning detergents, paper towels, toilet paper and waste receptacles.		NO

				Work Package H - Workplace FM Services		H.15		101.5.                  The Supplier shall ensure that all the portable facilities are fit-for-purpose, hygienically emptied, cleaned, serviced, inspected and maintained regularly so as to minimise the risk of smell, contamination, disease and pests and to ensure no loss of availability arises. Further details of the requirement will be provided at Call-Off.		NO

				Work Package H - Workplace FM Services

				Work Package H - Workplace FM Services				102.            Service H:16 - Administrative support Services

				Work Package H - Workplace FM Services				102.1.                  Service H:16 - Administrative support Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package H - Workplace FM Services		H.16		102.2.                  The Supplier shall be responsible for the provision of administrative support Services for the Buyer at the Buyer Premises. These Services shall include:

				Work Package H - Workplace FM Services		H.16		102.2.1. Personal Assistant duties;		NO

				Work Package H - Workplace FM Services		H.16		102.2.2. Clerical support Services;		NO

				Work Package H - Workplace FM Services		H.16		102.2.3. Procurement support Services;		NO

				Work Package H - Workplace FM Services		H.16		102.2.4. Recruitment and work placement support Services;		NO

				Work Package H - Workplace FM Services		H.16		102.2.5. Corporate support Services;		NO

				Work Package H - Workplace FM Services		H.16		102.2.6. Events and Conference management Services;		NO

				Work Package H - Workplace FM Services		H.16		102.2.7. Video conferencing systems support; 		NO

				Work Package H - Workplace FM Services		H.16		102.2.8. Business travel Services;		NO

				Work Package H - Workplace FM Services		H.16		102.2.9. Stationary Services; and 		NO

				Work Package H - Workplace FM Services		H.16		102.2.10.                     Switchboard Services.		NO

				Work Package H - Workplace FM Services		H.16		102.3.                  Further details of these requirements will be provided at Call-Off.		NO

				Work Package H - Workplace FM Services

				Work Package I - Reception Services				Work Package I – Reception Services

				Work Package I - Reception Services

				Work Package I - Reception Services				103.            Service I:1 - Reception Service

				Work Package I - Reception Services				103.1.                  Service I:1 - Reception Service is a Mandatory Service for Lot 1a-1c.

				Work Package I - Reception Services		I.1		103.2.                  In addition, the following Standards Ref apply to this Service SI1.

				Work Package I - Reception Services		I.1		103.3.                  The Supplier shall provide a professional, reception Service appropriate to the business use of the Buyer Premises. In reception areas of each Buyer Premises, the reception Service shall liaise with and complement the security Service.		YES		Yes - Std

				Work Package I - Reception Services		I.1		103.4.                  The Supplier shall provide innovative proposals for the optimisation of the management of visitor ingress and egress in the reception area.  This shall include appropriate management of the interfaces between the reception and security Services to ensure that all visitors and staff receive a courteous and professional Service each time they visit each Buyer Premises. However, for the avoidance of doubt where similar Services are described in the reception Service and the security Service, the requirements of the security Service shall take precedence.		YES		Yes - Std

				Work Package I - Reception Services		I.1		103.5.                  The Buyer may play host to senior UK and foreign politicians, business visitors and members of the public who have occasional access to the Buyer Premises. The Supplier shall recognise the importance of such visitors by developing a response which addresses this issue within the overall management of the reception Service.		YES		Yes - Std

				Work Package I - Reception Services		I.1		103.6.                  The Supplier shall provide a switchboard Service and make use of the Buyer’s telephony systems to manage incoming telephone calls for the Buyer’s Staff at each Buyer Premises where the switchboard Service is combined with each Buyer Premises' reception Service. The Supplier shall ensure that incoming calls are dealt with promptly, accurately and politely. Incoming calls shall be routed to the appropriate member of staff or building user as defined by the local details supplied by each Buyer Premises.		YES		Yes - Std

				Work Package I - Reception Services		I.1		103.7.                  Supplier Staff delivering the reception Services shall take Delivery of any items, which are Delivered by hand at the reception desk. Mail room staff shall receive Delivered items from the reception staff and deal with these as necessary. All inward Goods shall be via the loading bay at all times. Supplier Staff delivering the reception Services shall be responsible for advising those delivering other Goods of the location of the goods entrance.		YES		Yes - Std

				Work Package I - Reception Services		I.1		103.8.                  The Supplier shall provide a professional, night reception Service appropriate to the business use of the Buyer Premises. In reception areas of each Buyer Premises, the night reception Service is expected to liaise with and complement the security Service. The Supplier shall be responsible for providing a seamless and integrated Service within reception areas in order to receive and manage staff and visitors efficiently and in a welcoming manner. The Supplier shall ensure that all enquiries to the Buyer are dealt with professionally and promptly.		YES		Yes - Std

				Work Package I - Reception Services

				Work Package I - Reception Services				104.            Service I:2 - Taxi booking Service

				Work Package I - Reception Services				104.1.                  Service I:2 - Taxi booking Service is a Mandatory Service for Lot 1a-1c.

				Work Package I - Reception Services		I.2		104.2.                  In addition, the following Standards Ref apply to this Service SI2.

				Work Package I - Reception Services		I.2		104.3.                  The Supplier shall manage and co-ordinate a Taxi Booking Service for the Buyer. The Supplier shall propose a third party supplier to provide Taxi Services for the Buyer.		YES		Yes - Std

				Work Package I - Reception Services		I.2		104.4.                  The use of environmentally preferable vehicles such as Ultra Low Emission Vehicles ("ULEV") and those powered by Liquid Petroleum Gas ("LPG") shall be considered. The proposed Costs for providing such Services shall be shown within the Charges price but this will not include the cost for journeys made via this Service. 		YES		Yes - Std

				Work Package I - Reception Services		I.2		104.5.                  This shall provide the Buyer with an opportunity to evaluate these unit costs against current costs. Should the Supplier be able to demonstrate that their supply chain is able to offer better value for money, the Buyer may accept those as suitable Subcontractor(s). The Buyer reserves the right to choose those or alternative Suppliers for this Service.		YES		Yes - Std

				Work Package I - Reception Services

				Work Package I - Reception Services				105.            Service I:3 - Car park management and booking

				Work Package I - Reception Services				105.1.                  Service I:3 - Car park management and booking is a Mandatory Service for Lot 1a-1c.

				Work Package I - Reception Services		I.3		105.2.                  In addition, the following Standards Ref apply to this Service SI3.

				Work Package I - Reception Services		I.3		105.3.                  The Supplier shall where required provide a car park management service via the helpdesk.		YES		Yes - Std

				Work Package I - Reception Services

				Work Package I - Reception Services				106.            Service I:4 - Voice announcement system operation

				Work Package I - Reception Services				106.1.                  Service I:4 - Voice announcement system operation is a Mandatory Service for Lot 1a-1c.

				Work Package I - Reception Services		I.4		106.2.                  In addition, the following Standards Ref apply to this Service SI4.

				Work Package I - Reception Services		I.4		106.3.                  Where available at each Buyer Premises, the Supplier shall use the voice announcement system on occasions requiring broadcasts or announcements to be made to the Buyer's Staff, as requested by the Buyer.		NO

				Work Package I - Reception Services		I.4		106.4.                  The Supplier shall ensure that Supplier Staff using the voice announcement system are trained in its use and in the making of announcements.		NO

				Work Package I - Reception Services

				Work Package J - Security Services				Work Package J – Security Services

				Work Package J - Security Services

				Work Package J - Security Services				107.            Service J:1 - Manned guarding Service

				Work Package J - Security Services				107.1.                  Service J:1 - Manned guarding Service is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.1		107.2.                  In addition, the following Standards Ref apply to this Service SJ1.

				Work Package J - Security Services		J.1		107.3.                  The Supplier shall provide a guarding Service that will include the duties set out below:

				Work Package J - Security Services		J.1		107.3.1. The operation of building access control systems for people and vehicles, into Buyer Premises to prevent unauthorised access;

				Work Package J - Security Services		J.1		107.3.2. Responding to intruder detection system alarms, fire alarms, lift alarms and incidents and hazards or threats identified and report and record to the Buyer;

				Work Package J - Security Services		J.1		107.3.3. Supplier Staff (conducting searches) and their visitors according to the current response level for the Buyer Premises;

				Work Package J - Security Services		J.1		107.3.4. Conduct daily checks on all security and searching equipment including CCTV systems, including confirmation of recording, search wands and archways, to ensure effective operation prior to use.  Any defects found in the equipment should be reported immediately to the Buyer Authorised Representative for the Buyer Premises;

				Work Package J - Security Services		J.1		107.3.5. Monitor all security and searching equipment to identify suspicious activity and if necessary, initiate effective response in line with the Buyer’s requirements;

				Work Package J - Security Services		J.1		107.3.6. Patrol exterior including car park areas where appropriate and interior areas of building to identify and report any hazards and security weaknesses, threats and defects and take appropriate action in line with the Buyer’s requirements; 

				Work Package J - Security Services		J.1		107.3.7. Control and maintain records regarding the authorised issue, receipt, administration and safeguarding of all keys, including arranging the replacement of locks when required;

				Work Package J - Security Services		J.1		107.3.8. Process and enable building passes following authorisation from the Buyer and operate the Automated Access Control System ("AACS") in accordance with the Buyer’s  requirements;

				Work Package J - Security Services		J.1		107.3.9. Security breach patrols within the Buyer Premises are to be conducted outside of operational Working Hours and managed to identify offenders and return any confiscated materials in accordance with the Buyer’s requirements;

				Work Package J - Security Services		J.1		107.3.10.                     Operate fire alarm testing in accordance with fire regulations, ensuring logs are accurate and up-to-date and tests are operated within two (2) minutes of any agreed times. Voice announcement system broadcasts or announcements shall all be performed professionally and in accordance with the Buyer’s requirements as outlined within the assignment instructions; 

				Work Package J - Security Services		J.1		107.3.11.                     Secure perimeter of the Buyer Premises, including fire exits and ensure only authorised access into the Buyer Premises in the event of evacuation. Report incidents immediately to the Buyer Authorised Representative (including the fire and incident authorised control officer) and complete a security incident or accident report form if appropriate;

				Work Package J - Security Services		J.1		107.3.12.                     Monitor and control Delivery and removal of all Goods and mail to each Buyer Premises, logging and maintaining such records in accordance with the Buyer’s requirements; 

				Work Package J - Security Services		J.1		107.3.13.                     Operate barrier control systems;

				Work Package J - Security Services		J.1		107.3.14.                     Manage car parking security;

				Work Package J - Security Services		J.1		107.3.15.                     Order and keep records of taxis booked during non-operational Working Hours;

				Work Package J - Security Services		J.1		107.3.16.                     Liaison with the helpdesk for non-operational Working Hours Service calls;

				Work Package J - Security Services		J.1		107.3.17.                     Control all radio battery charging;

				Work Package J - Security Services		J.1		107.3.18.                     Issue and receipt of fire alarm pagers daily;

				Work Package J - Security Services		J.1		107.3.19.                     Manage / assist with the  release of trapped staff in lifts;

				Work Package J - Security Services		J.1		107.3.20.                     Open and lockup of Buyer Premises including escort of cleaning staff;

				Work Package J - Security Services		J.1		107.3.21.                     Search baggage and vehicles on entry, dependent on the  response level; 

				Work Package J - Security Services		J.1		107.3.22.                     Secure any lawfully held items surrendered or seized, provide receipts and return to the owners on leaving; 

				Work Package J - Security Services		J.1		107.3.23.                     Handle lost property;

				Work Package J - Security Services		J.1		107.3.24.                     Inform the police when any unlawfully held item or offensive weapon is surrendered or seized; and

				Work Package J - Security Services		J.1		107.3.25.                     Record and report statistics on items surrendered and seized to the Buyer.

				Work Package J - Security Services		J.1		107.4.                  The Supplier shall maintain a physical security provision required by the Buyer to meet the requirements of Call-Off Schedule 22 - Call-Off Tender.

				Work Package J - Security Services		J.1		107.5.                  The Supplier shall comply with the required security Standards as detailed in the FM Service Standards.

				Work Package J - Security Services		J.1		107.6.                  The Supplier shall be responsible for the production and regular updating of assignment instructions that cover all the Buyer’s requirements. The assignment instructions shall be approved by the Buyer Security Representative. The Supplier shall comply with any assignment instructions as requested by the Buyer via the Variation Procedure as set out in clause 24 of the Core Terms. 

				Work Package J - Security Services		J.1		107.7.                  The security Service of the Supplier shall meet the requirements of the Buyer for guarding, use of technology and procedures. The Supplier shall liaise directly with the Buyer security Representative as required by the Buyer and shall at all times ensure that access to Supplier Staff is granted on request by the Buyer. 

				Work Package J - Security Services		J.1		107.8.                  The Buyer reserves the right to conduct its own spot checks of the arrangements laid down by the Supplier in order to satisfy itself of the adequacy of the arrangements and the security staff in general. These inspections may take place at any time during the Call-Off Contract without any prior notice.

				Work Package J - Security Services		J.1		107.9.                  The Supplier shall maintain a comprehensive list of the Supplier Staff / Buyer Staff to be contacted in an emergency situation. This list shall include specialist staff and/or Subcontractors for items of plant, equipment or fabric that may affect the good running of each Buyer Premises and this list shall be made available to all appropriate staff and to the helpdesk.

				Work Package J - Security Services		J.1		107.10.               Where appropriate, security staff shall liaise with reception staff and may fulfil some of the roles of the reception staff outside of non-operational Working Hours which may include meeting and greeting visitors and issuing of visitors passes as detailed within the Buyer Premises' instructions. During times of heightened security, the Supplier shall provide further detailed security provision as required by the Buyer. This may include but shall not be limited to searching of all visitor bags, cancellation of all non-essential events, checking of vehicles entering onto the Buyer Premises or in car park areas for potential suspect devices.

				Work Package J - Security Services		J.1		107.11.               All Supplier Staff shall be supplied with a suitable uniform to be agreed with the Buyer and shall present a professional appearance at all times.

				Work Package J - Security Services		J.1		107.12.               The Supplier shall be responsible for the provision of appropriate communications devices as required by Supplier Staff to deliver the services at Buyer Premises and must ensure they are sanctioned in writing by the Buyer. The Supplier shall ensure that all security staff carry valid passes as approved by the Buyer at all times whilst on duty. The Supplier shall supply and maintain all mobile communications equipment required by Supplier Staff for the supply of the Services.

				Work Package J - Security Services		J.1		107.13.                The Supplier shall ensure Supplier staff delivering this service shall have successfully completed training and be in possession of a first-aid responder qualification. 

				Work Package J - Security Services		J.1		107.14.               The Supplier shall ensure that Supplier staff delivering the service have successfully received training in lift entrapment / lift release procedures and shall ensure that at least one member of the security team per security shift at the Buyer Premises possesses a current training qualification / certification. Where the passenger lift at the Buyer Premises prevent this provision the alternative arrangements will be defined by the Buyer at Call Off.     

				Work Package J - Security Services		J.1		107.15.               The Supplier shall be responsible for the provision of gender appropriate security staff to meet the Buyer’s security requirements.

				Work Package J - Security Services

				Work Package J - Security Services				108.            Service J:2 - CCTV / alarm monitoring

				Work Package J - Security Services				108.1.                  Service J:2 - CCTV / alarm monitoring is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.2		108.2.                  In addition, the following Standards Ref apply to this Service SJ2.

				Work Package J - Security Services		J.2		108.3.                  The Supplier shall: 

				Work Package J - Security Services		J.2		108.3.1. Operate the Buyer’s Closed Circuit Television ("CCTV") systems in accordance with CPNI guidelines and all legislation e.g. Data Protection Act 1998;

				Work Package J - Security Services		J.2		108.3.2. Watch and monitor all on-site CCTV displays for security incidents/breaches as part of the overall security requirements at each Buyer Premises with static guarding, unless the security measures in place at the Buyer Premises determine that the CCTV system is in place to provide an evidential record only and that real-time monitoring is not necessary;

				Work Package J - Security Services		J.2		108.3.3. Ensure that Supplier Staff viewing CCTV displays are changed at sufficiently regular intervals to maintain alertness as defined in recognised industry guidelines and in compliance with Health and Safety legislative requirements. The Supplier shall ensure that at least one (1) guard (Security Industry Authority ("SIA"), CCTV certified or equivalent) monitors the CCTV screens at all times and that cameras are intelligently tasked in accordance with the Buyer’s operational requirements; and

				Work Package J - Security Services		J.2		108.3.4. Ensure that any Supplier Staff viewing CCTV displays have immediate access to other staff, including emergency/incident control staff, at all times, to ensure the safe and secure functioning of each Buyer Premises and its building users and to facilitate the instigation of action as appropriate. It shall be the responsibility of the Supplier to publish guidelines to Suppliers and the Buyer’s Staff and update these as required, including all liaisons with and instructions from the Buyer.

				Work Package J - Security Services		J.2		108.4.                  Where the Buyer requires a remote monitoring service at the Buyer Premises the service shall comply with the Buyer requirements and be compliant with CPNI guidelines and all legislation e.g. Data Protection Act 1998. Further requirements will be defined by the Buyer at Call Off. 

				Work Package J - Security Services		J.2		108.5.                  Any digital video recorders (DVR’s) used by the Supplier to monitor CCTV shall be provided and maintained by the Supplier (see Service C.6). Where the Buyer requires DVR’s to be networked on the Buyer’s IT systems, the requirement will be specified at Call Off.   

				Work Package J - Security Services		J.2		108.6.                  All tapes / discs used by the Supplier to monitor CCTV activity shall be kept in a fire-proof secure facility to allow immediate access to their contents. It shall continue to be the responsibility of the Supplier to provide and maintain all CCTV tapes / discs in good order to enable ready access on an as-needs basis and as outlined above. The Supplier must keep all CCTV tapes / discs available for review for four (4) weeks before re-use. Tapes shall not be used more than ten (10) times.

				Work Package J - Security Services		J.2		108.7.                  The Supplier shall manage any digital recording system in line with procedures stipulated by the Buyer.

				Work Package J - Security Services		J.2		108.8.                  The Supplier shall keep the CCTV systems under continuous review, in order to recommend to the Buyer any revisions to the systems that may be advantageous.

				Work Package J - Security Services		J.2		108.9.                  It shall be the Supplier’s responsibility to ensure that any incidents of breakdown of the systems are reported through the helpdesk.

				Work Package J - Security Services		J.2		108.10.               The Supplier shall ensure that Supplier Staff are constantly available to monitor activities shown on CCTV monitors and where CCTV coverage has failed, adequate staff are at the Buyer Premises to cover each Buyer Premises with a guarding Service.

				Work Package J - Security Services		J.2		108.11.               The Supplier shall ensure that a log is kept of any incidents requiring investigation/intervention by the staff delivering the security Services and this log shall be available at all times to the Buyer. All incidents shall additionally be reported to the helpdesk. The Supplier shall present any information on incidents / security breaches uncovered by their CCTV monitoring to the Buyer as part of their reporting on performance.

				Work Package J - Security Services		J.2		108.12.               The Supplier shall be responsible for instigating any liaison with the Buyer’s security Representative as required to ensure security is at all times uncompromised.

				Work Package J - Security Services		J.2		108.13.               CCTV footage shall only be released to third parties in accordance with the current security guidance including a specific court order or to assist police with an investigation and with the agreement of the appropriate Buyer security Representative. At all times the provisions of Data Protection Legislation, as applied by guidance from the information Commissioner’s Office, shall be followed.

				Work Package J - Security Services		J.2		108.14.               The Supplier shall monitor and regularly test all remote alarm systems including lift alarms. The Buyer shall be responsible for all telephony costs associated with remote alarms. 

				Work Package J - Security Services		J.2		108.15.               There are specific security Services required at a number of Buyer Premises. These Buyer Premises require the monitoring of proprietary remote alarm systems and panic alarm systems including any associated telephony line rental costs. 

				Work Package J - Security Services		J.2		108.16.               The Supplier shall take note that any systems outages are regarded as requiring an emergency response due to the potential implications on health and safety for the staff, Buyer’s Staff and building users; and

				Work Package J - Security Services		J.2		108.17.               The Supplier may be required to provide a key holding Service for a number of Buyer Premises and have the capability to provide an occasional guarding Service on an ad hoc basis.

				Work Package J - Security Services

				Work Package J - Security Services				109.            Service J:3 - Control of access and security passes

				Work Package J - Security Services				109.1.                  Service J:3 - Control of access and security passes is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.3		109.2.                  In addition, the following Standards Ref apply to this Service SJ3.

				Work Package J - Security Services		J.3		109.3.                  The Supplier may be responsible for the production of all visitor passes including the development on the instruction of the Buyer of new pass designs at each Buyer Premises.

				Work Package J - Security Services		J.3		109.4.                  The Supplier shall be responsible for the provision of all consumables necessary for the production of all visitor and Supplier security passes from the Call-Off Start Date including paper visitor passes, printing consumables, lanyards and pass-holders.   

				Work Package J - Security Services		J.3		109.5.                  The Supplier shall not be responsible for the provision of access cards, hardware equipment including digital cameras, computers and printers: these shall be provided by the Buyer for the Supplier’s use at the cost of the Buyer.

				Work Package J - Security Services		J.3		109.6.                  The Supplier shall be obliged to liaise closely with the Buyer security Representative to ensure that procedures are to their satisfaction and that the format and content of all passes are appropriate to the Buyer’s security requirements. The Supplier shall also comply and operate with the Buyer’s specific access requirements.

				Work Package J - Security Services		J.3		109.7.                  It shall be the sole responsibility of the Supplier to control ingress and egress to each Buyer Premises outside of operational Working Hours.  At no time shall the Supplier allow the entrance of unauthorised individuals into the Buyer Premises and it shall be the Supplier’s sole responsibility to manage the Service so that there is no incident of unauthorised access at any time.

				Work Package J - Security Services		J.3		109.8.                  The Supplier shall maintain a log of all visitors escorted and unescorted passes issued by security guards and carry out a daily audit to ensure that all passes are returned. In the event that visitor passes are lost or not returned, the Supplier shall complete an incident report. The Buyer may on occasion notify the Supplier to disable lost or unreturned passes; the Supplier shall disable such passes within one (1) hour of receipt of such notification or as quickly as is practicable.

				Work Package J - Security Services		J.3		109.9.                  Audible alarm activation on automated access control systems shall be responded to immediately and effectively by the staff. The Supplier shall ensure procedures including manual override of automated systems are in place should security staff be required to respond to unusual incidents.

				Work Package J - Security Services		J.3		109.10.               Supplier Staff may come into contact with senior officials and members of the public. The Buyer shall provide the Supplier with the name and photograph of senior officials who regularly use each Buyer Premises. Staff shall remain fully briefed of this information at all times in order to recognise and respond appropriately to such individuals.

				Work Package J - Security Services		J.3		109.11.               Where card access systems are in use, the Supplier shall provide the Buyer with regular transaction reports and ad hoc reports as required by the Buyer.

				Work Package J - Security Services		J.3		109.12.               The Supplier shall, if required, undertake random searches of staff vehicles and Goods vehicles upon entry and exit from each Buyer Premises. Searching may include a full visual check inside to confirm Goods are bona fide and mirror search around perimeter including underneath vehicles. The Supplier shall be responsible for providing all search equipment. The Buyer’s requirements will be defined at Call-Off stage.

				Work Package J - Security Services		J.3		109.13.               A policy for random stop and search of baggage shall, if required, be implemented by the Supplier in line with the Buyer’s guidance/procedures with a minimum of two (2) security staff present in order to provide corroborative evidence in the event of an incident. At least one (1) female guard shall be present each shift to undertake female searches. Logs shall be confirmed with a possible need for escalation at a higher Response Level.

				Work Package J - Security Services		J.3		109.14.               The Supplier shall put procedures in place to ensure that its security staff are notified in advance of visitors arriving at each Buyer Premises as agreed between the Buyer and the Supplier at Call-Off stage. Supplier Staff shall contact the appropriate Buyer Staff member on the arrival of a visitor and ensure that the Buyer Staff member has the appropriate pass to escort a visitor around the Buyer Premises.

				Work Package J - Security Services		J.3		109.15.               The identity of visiting Subcontractor(s) and the nature of works to be carried out shall be verified by the appropriate staff. Upon verification, the appropriate staff shall issue the appropriate pass and ensure that the visiting Subcontractor(s) is escorted around the Buyer Premises by staff holding an appropriate escort status pass.

				Work Package J - Security Services		J.3		109.16.               The Supplier shall implement a registration procedure to log the arrival and departure of each visitor to the Buyer Premises. Registration shall include verification of visitor identity and shall also include recording of:

				Work Package J - Security Services		J.3		109.16.1.                     Visitor’s full name;

				Work Package J - Security Services		J.3		109.16.2.                     Visitor’s organisation;

				Work Package J - Security Services		J.3		109.16.3.                     The name of the person being visited;

				Work Package J - Security Services		J.3		109.16.4.                     Time of arrival; and

				Work Package J - Security Services		J.3		109.16.5.                     Time of departure.

				Work Package J - Security Services		J.3		109.17.               Supplier Staff shall ensure that all visitors are made aware of the Buyer’s emergency/incident management procedures.

				Work Package J - Security Services

				Work Package J - Security Services				110.            Service J:4 - Emergency response

				Work Package J - Security Services				110.1.                  Service J:4 - Emergency response is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.4		110.2.                  In addition, the following Standards Ref apply to this Service SJ4.

				Work Package J - Security Services		J.4		110.3.                  For each Buyer Premises with an on-Site guarding Service, the Supplier shall respond to alarm activations including lift or panic alarms, within one (1) minute and call for police response if necessary and take appropriate action.

				Work Package J - Security Services		J.4		110.4.                  The appropriate Supplier Staff shall be fully conversant with and practised in all emergency procedures in response to accidents and personal injury, as set out by the Buyer. In response to any accidents directly reported to them or any incident reported by the helpdesk, the Supplier shall complete and retain the appropriate accident record books. All security staff shall be adequately and thoroughly trained in emergency response and evacuation measures including building evacuation procedures and how to react in the event of fire, bomb, terrorist or any other threat. Supplier Staff shall at all times be aware of the Buyer’s current strategy to deal with emergency evacuations.

				Work Package J - Security Services		J.4		110.5.                  In the event of an emergency, the Supplier shall be responsible for informing other members of the Supplier’s Staff, Subcontractor(s) and the Buyer.  In the case of any emergency arising the Supplier shall follow the Buyer’s procedures. All security staff shall liaise with the helpdesk for communications purposes.

				Work Package J - Security Services		J.4		110.6.                  The Supplier shall ensure that all Supplier Staff are competent and trained in the response to and use of the alarm systems and the procedures to be followed in the event of an alarm sounding.

				Work Package J - Security Services		J.4		110.7.                  The Supplier shall develop and present an outline plan for dealing with a complete range of emergency situations and be responsible for maintaining, reviewing, updating and testing the emergency plan to ensure it reflects the Buyer requirements at all times. The Buyer shall collaborate with the Supplier on this plan and provide expert input as appropriate. 

				Work Package J - Security Services		J.4		110.8.                  The Supplier shall provide building specific plans for security incidents and/or counter terrorism and shall liaise with the Buyer to ensure efficient operation.

				Work Package J - Security Services

				Work Package J - Security Services				111.            Service J:5 - Patrols (fixed or static guarding)

				Work Package J - Security Services				111.1.                  Service J:5 - Patrols (fixed or static guarding) is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.5		111.2.                  In addition, the following Standards Ref apply to this Service SJ5.

				Work Package J - Security Services		J.5		111.3.                  The Patrols shall be set at irregular intervals for each Buyer Premises with a security guarding Service and shall cover the interior and exterior of each Buyer Premises according to the Buyer’s requirements. The frequency may be increased if the response level or local threat increases.

				Work Package J - Security Services		J.5		111.4.                  The patrolling Schedule shall include, but shall not be limited to the following:

				Work Package J - Security Services		J.5		111.4.1. Checking of suspicious activity, packages, persons, identification of hazards, areas unsecured, clear desk policy compliance, malfunctioning or broken lighting, security and searching equipment, barriers, doors and windows; and

				Work Package J - Security Services		J.5		111.4.2. Identifying and recording potential health and safety, fire issues and hazards identified in the Buyer Premises.

				Work Package J - Security Services		J.5		111.5.                  The security staff shall immediately respond and investigate alarm activations at the Buyer Premises and report and record all instances of these events to the Buyer. The Supplier shall indicate the seriousness of the hazard and seek advice from the Buyer on the appropriate remedial action. Where it is appropriate to do so, the Supplier shall take immediate remedial action to reduce risk. The primary objective at all times shall be to ensure the security of each Buyer Premises and the health and safety of its building users.

				Work Package J - Security Services		J.5		111.6.                  The Supplier shall: 

				Work Package J - Security Services		J.5		111.6.1. Be required to keep records of the Buyer’s Staff in each Buyer Premises during non-operational Working Hours or who arrange to work on non-Working Days such as  Saturdays, Sundays and/or public bank holidays or on any other public or civil Service privilege holidays. This is to ensure the health and safety of the Buyer’s Staff; 

				Work Package J - Security Services		J.5		111.6.2. Maintain a comprehensive list of locations and Assets to be overseen as part of the security Service in accordance with the Buyer’s requirements;

				Work Package J - Security Services		J.5		111.6.3. Provide patrol monitoring systems;

				Work Package J - Security Services		J.5		111.6.4. Keep a record for each Buyer Premises covered by the security Service. This record shall include the times of inspections, any incidents noted by staff, thefts and any faults to each Buyer Premises requiring further attention by the Supplier.  Problems or faults shall be reported to the helpdesk on identification. The Supplier shall report thefts in accordance with the Buyer’s requirements;

				Work Package J - Security Services		J.5		111.6.5. Be responsible for delivering security reports to the Buyer in line with the Buyer’s requirements; and

				Work Package J - Security Services		J.5		111.6.6. Collate these reports so that Monthly figures can be provided to the Buyer in a format to be agreed.

				Work Package J - Security Services

				Work Package J - Security Services				112.            Service J:6 - Management of visitors and passes

				Work Package J - Security Services				112.1.                  Service J:6 - Management of visitors and passes is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.6		112.2.                  In addition, the following Standards Ref apply to this Service SJ6.

				Work Package J - Security Services		J.6		112.3.                  The Supplier shall ensure that Supplier Staff operating at reception of a Buyer Premises issue all visitor passes. Visitor passes shall only be issued to those visitors with verified appointments within the Buyer Premises or to bona fide staff of the Buyer. It shall be incumbent on the Supplier to ensure that all visitors to the Buyer Premises have a valid reason for gaining access, by checking with the appropriate Buyer Authorised Representative and ensuring that visitors remains at reception until their meeting sponsor arrives.

				Work Package J - Security Services		J.6		112.4.                  The Supplier shall be responsible for the production of all visitor, staff and Supplier passes, including the development of the new pass design on the instruction of the Buyer. Costs to be reimbursable as detailed in Appendix 3 – Billable Works and Approval Process.

				Work Package J - Security Services

				Work Package J - Security Services				113.            Service J:7 - Reactive guarding

				Work Package J - Security Services				113.1.                  Service J:7 - Reactive guarding is a Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.7		113.2.                  In addition, the following Standards Ref apply to this Service SJ7.

				Work Package J - Security Services		J.7		113.3.                  The Supplier shall provide a reactive guarding Service to meet the Buyer’s requirements.

				Work Package J - Security Services		J.7		113.4.                  Where a twenty four (24) hour or other permanent guarding arrangement is in place, the Buyer may request additional ad hoc guarding. This shall be managed as per the Appendix 3 – Billable Works and Approval Process.

				Work Package J - Security Services		J.7		113.5.                  The Supplier shall take account of the fact that the duration of the required reactive guarding may be undetermined, and shall ensure that the reactive guarding Service is maintained until such time as the Buyer informs the Supplier that the guarding is no longer required, or the Supplier satisfies the Buyer that the Buyer Premises it has been sent to secure no longer requires its presence.

				Work Package J - Security Services

				Work Package J - Security Services				114.            Service J:8 - Additional security Services

				Work Package J - Security Services				114.1.                  Service J:8 - Additional security Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.8		114.2.                  In addition, the following Standards Ref apply to this Service SJ8.

				Work Package J - Security Services		J.8		114.3.                  The Supplier shall provide additional Services as directed by the Buyer for specific Sites where specific operational circumstances dictate. These shall be agreed and confirmed during Call-Off stage, once identified by the Buyer.

				Work Package J - Security Services		J.8		114.4.                  The Supplier will provide Specialist Security Officer requirements, to be defined by the Buyer at Call-Off, these will include:

				Work Package J - Security Services		J.8		114.4.1. Court Security Officers as defined in  Courts Act 2003 Section 1 (1); and

				Work Package J - Security Services		J.8		114.4.2. Prisoner Custody Officers as defined in The Criminal Justice Act 1991

				Work Package J - Security Services

				Work Package J - Security Services				115.            Service J:9 - Enhanced security requirements

				Work Package J - Security Services				115.1.                  Service J:9 - Enhanced security requirements is a Non Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.9		115.2.                  In addition, the following Standards Ref apply to this Service SJ9.

				Work Package J - Security Services		J.9		115.3.                  The Supplier shall comply with all of the Buyer’s policies and procedures on security and act upon the instructions of Buyer Security Representative, should there be a change in the Response Level associated with the Buyer Premises.

				Work Package J - Security Services		J.9		115.4.                  The Supplier shall ensure that all staff delivering the enhanced security requirements Services shall be conversant with the varying response levels and associated changes in security procedures required by the changes in the response level for the Buyer Premises. The Buyer shall instruct the Supplier which level is in force. The Supplier shall provide security measures appropriate to this level.

				Work Package J - Security Services		J.9		115.5.                  The Supplier shall be required to implement and enforce all extra security measures that may be required during a major security alert, for example, to follow a strict procedure as designated by the Buyer on receipt of bomb warning calls, or to search baggage and vehicles on arrival.

				Work Package J - Security Services		J.9		115.6.                  The Buyer shall instruct special security arrangements that may be necessary to protect senior officials or visiting persons. In these cases the Supplier shall co-operate with the police, special branch, diplomatic protection group and any national security Service as directed by the Buyer security Representative. The Supplier shall form part of the overall security arrangements and shall report as appropriate.

				Work Package J - Security Services		J.9		115.7.                  The Buyer may require the Supplier to provide additional security staff in circumstances including demonstrations, riots or other events which may require Services to be provided in common parts of shared areas. The Supplier shall take into account the requirements for increased manning of lifts at various locations, increased patrols, police liaison and extra perimeter and door security. For these purposes, the Supplier shall be required to maintain a pool of security cleared staff and other back-up arrangements. Wherever possible, at least three (3) Working Days’ notice of such a requirement shall be provided. The Supplier shall provide the additional resources and shall be paid in accordance with Appendix 3 – Billable Works and Approval Process.

				Work Package J - Security Services		J.9		115.8.                  The Supplier may be required to provide extra guards at evenings or weekends to supervise Subcontractors who have insufficient security clearance to work unsupervised.

				Work Package J - Security Services

				Work Package J - Security Services				116.            Service J:10 - Key holding

				Work Package J - Security Services				116.1.                  Service J:10 - Key holding is a Non Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.10		116.2.                  In addition, the following Standards Ref apply to this Service SJ10.

				Work Package J - Security Services		J.10		116.3.                  The Supplier shall provide a professional key holding Service, being the custodian of building access keys and alarm system codes, ensuring compliance with security industry authority and its licensing requirements.

				Work Package J - Security Services		J.10		116.4.                  In the event of a break-in or attack at a Buyer Premises, the Supplier shall respond, secure and make safe in accordance with the Buyer’s requirements.

				Work Package J - Security Services		J.10		116.5.                  The Supplier shall be available to respond to situations requiring a key holder on both a planned and unplanned basis, to attend Buyer Premises twenty four (24) hours a day, seven (7) days a week, fifty two (52) weeks a year. These shall include provision of access for the Buyer Authorised Representative, responses to fire alarms, lift alarms and security alarms.

				Work Package J - Security Services		J.10		116.6.                  Supplier Staff shall only issue keys to the Buyer Authorised Representative. Master key usage shall be limited in accordance with the Buyer’s requirements and shall not be removed from the Buyer Premises.

				Work Package J - Security Services		J.10		116.7.                  The Supplier shall provide an effective system to manage and control the issue and retrieval of keys.

				Work Package J - Security Services

				Work Package J - Security Services				117.            Service J:11 - Lock Up / open up of Buyer Premises

				Work Package J - Security Services				117.1.                  Service J:11 - Lock Up / open up of Buyer Premises is a Non Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.11		117.2.                  In addition, the following Standards Ref apply to this Service SJ11.

				Work Package J - Security Services		J.11		117.3.                  On attendance at each Buyer Premises as key holder for the Buyer, the Supplier shall provide assistance to the emergency Services on arrival to ensure the Buyer Premises is fully secured and alarms reset as necessary. The Supplier shall liaise with the helpdesk with reference to any reactive maintenance required in order to secure each Buyer Premises.

				Work Package J - Security Services

				Work Package J - Security Services				118.            Service J:12 - Patrols (mobile via a specific visiting vehicle)

				Work Package J - Security Services				118.1.                  Service J:12 - Patrols (mobile via a specific visiting vehicle) is a Non Mandatory Service for Lot 1a-1c.

				Work Package J - Security Services		J.12		118.2.                  In addition, the following Standards Ref apply to this Service SJ12.

				Work Package J - Security Services		J.12		118.3.                  The Buyer may require the Supplier to provide an ad hoc mobile security patrol service to vacant and surplus Buyer Premises and on occasion at an occupied Buyer Premises. This additional requirement shall be managed as per Appendix 3 – Billable Works and Approval Process.

				Work Package J - Security Services		J.12		118.4.                  A Mobile Security Patrol Service shall be required to make regular visits to each Buyer Premises and check that the security of the Buyer Premises and its perimeter has not been compromised. 

				Work Package J - Security Services		J.12		118.5.                  The Supplier shall also be required to provide a defect and incident reporting procedure as part of the Mobile Security Patrol Service in accordance with the Buyer’s requirements. Where requested by the Buyer, the Supplier shall conduct a specific security assessment of each Buyer Premises prior to commencing the mobile security patrol Service.

				Work Package J - Security Services		J.12		118.6.                  The Supplier shall make a copy of the security assessment report available to the Buyer.  

				Work Package J - Security Services

				Work Package K - Waste Services				Work Package K – Waste Services

				Work Package K - Waste Services

				Work Package K - Waste Services				119.            Service K:1 - Classified waste

				Work Package K - Waste Services				119.1.                  Service K:1 - Classified waste is a Mandatory Service for Lot 1a-1c.

				Work Package K - Waste Services		K.1		119.2.                  In addition, the following Standards Ref apply to this Service SK1.

				Work Package K - Waste Services		K.1		119.3.                  The Supplier shall: 

				Work Package K - Waste Services		K.1		119.3.1. Deliver an on-site shredding service at the Buyer Premises on a fortnightly basis;		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.3.2. Provide suitable and sufficient standard sized secure consoles at Buyer Premises to enable the secure storage of all Buyer classified waste; 		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.3.3. Ensure the secure collection, storage, removal and disposal of all classified materials so that at no time these materials are out of the Suppliers possession or sight, or capable of being deciphered once securely disposed of;		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.3.4. Ensure that material classified as OFFICIAL, SECRET and TOP SECRET or as classified by the Buyer is only destroyed by a Centre of Protection of National Infrastructure (CPNI) approved company or on-site using CPNI approved shredders from the CPNI Catalogue of Security Equipment (CSE).  Any bulk on-site shredding requires the operatives to be cleared to Counter Terrorist Check ("CTC") as a minimum and for the area to be monitored by CCTV. Material classified as OFFICIAL can be destroyed by shredding, burning or pulping. If material has a mix of classifications, the highest classification applies to all the material.  As part of any Audit the Buyer may request to see the operatives’ clearance confirmation;		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.3.5. Provide a classified waste Service in line with the FM Service Standards and Buyer requirements; and		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.3.6. Provide a full removal and destruction Service in line with Government disposal Standards. 		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.4.                  Where the Buyer requires that classified material is destroyed off-site, the Supplier shall make all necessary arrangements for this to happen. 		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.5.                  Material with a protective marking of ‘SECRET’ or ‘TOP SECRET’ may be destroyed by Buyer Staff prior to its removal and further shredding off-site by the Supplier in accordance with the Buyer’s requirements. 		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.6.                  The Supplier shall be responsible for the provision of all standard sized waste receptacles, e.g. consoles, to ensure the successful delivery of the Service. 		YES		Yes - Std

				Work Package K - Waste Services		K.1		119.7.                  The Supplier shall provide a reactive Service for the collection and disposal of all types of classified waste to meet any ad hoc requirements of the Buyer. Costs shall be charged to the Buyer via the Billable Works and Projects Process.		YES		Yes - Std

				Work Package K - Waste Services

				Work Package K - Waste Services				120.            Service K:2 - General waste

				Work Package K - Waste Services				120.1.                  Service K:2 - General waste is a Mandatory Service for Lot 1a-1c.

				Work Package K - Waste Services		K.2		120.2.                  In addition, the following Standards Ref apply to this Service SK2.

				Work Package K - Waste Services		K.2		120.3.                  In fulfilment of its statutory duty of care, the Buyer shall require the Supplier to provide full information on the methods of disposal of waste, showing clear evidence of using disposal methods which are environmentally preferable. In particular, the Buyer shall be assured that as much of the waste as possible shall be recycled or used for energy recovery, rather than sent to landfill.		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.4.                  The Supplier shall collect and remove all waste from the designated central waste storage point/s on a weekly basis; 		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.5.                  The Supplier shall provide waste receptacles, recycling stations and consumables appropriate to the waste item, in sufficient numbers and conveniently located.		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.6.                  The Supplier shall remove all general waste in a manner appropriate to the waste item.		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.7.                  In disposing of waste the Supplier shall maintain and proactively manage waste in accordance with the waste hierarchy. 		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.8.                  The Supplier shall provide monthly waste diversion reports of Buyer Premises performance against building waste arising, diversion and recycling benchmarks and the Buyer’s requirements but shall adhere to the required minimum Standards as set out in FM Service Standards.		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.9.                  The Buyer requires the Supplier to demonstrate commitment to and compliance with the principles of sustainable development as documented by the Buyer, and seeks to continuously reduce the Buyer’s deleterious impact on the environment in waste disposal in general. 		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.10.               The Supplier shall provide lead support in planning, measuring, reporting and recommending how waste can be continually reduced across all Buyer Premises and how Government sustainability targets can be achieved.		YES		Yes - Std

				Work Package K - Waste Services		K.2		120.11.               The Supplier shall provide a reactive Service for the collection and disposal of all types of general waste to meet any adhoc requirements of the Buyer. Costs shall be charged to the Buyer via Appendix 3 – Billable Works and Approval Process.		YES		Yes - Std

				Work Package K - Waste Services						YES		Yes - Std

				Work Package K - Waste Services				121.            Service K:3 - Recycled waste		YES		Yes - Std

				Work Package K - Waste Services				121.1.                  Service K:3 - Recycled waste is a Mandatory Service for Lot 1a-1c.		YES		Yes - Std

				Work Package K - Waste Services		K.3		121.2.                  In addition, the following Standards Ref apply to this Service SK3.		YES		Yes - Std

				Work Package K - Waste Services		K.3		121.3.                  The Supplier is required to provide a waste management service in accordance with the waste hierarchy.		YES		Yes - Std

				Work Package K - Waste Services		K.3		121.4.                  The Supplier shall collect and remove all recyclable waste from the Buyer Premises on a weekly basis; 		YES		Yes - Std

				Work Package K - Waste Services		K.3		121.5.                  The Supplier shall seek to increase the percentage and range of Goods that are recycled on a continual basis. The Supplier shall provide the Buyer with information on current levels of recycling and plans to increase these in the Monthly report.		YES		Yes - Std

				Work Package K - Waste Services		K.3		121.6.                  The Supplier shall provide a reactive Service for the collection and disposal of all types of recycled waste to meet any adhoc requirements of the Buyer. Costs shall be charged to the Buyer via Appendix 3 – Billable Works and Approval Process.		YES		Yes - Std

				Work Package K - Waste Services

				Work Package K - Waste Services				122.            Service K:4 - Hazardous waste

				Work Package K - Waste Services				122.1.                  Service K:4 - Hazardous waste is a Non Mandatory Service for Lot 1a-1c.

				Work Package K - Waste Services		K.4		122.2.                  In addition, the following Standards Ref apply to this Service SK4.

				Work Package K - Waste Services		K.4		122.3.                  The Supplier may be required to provide a Service for the disposal of hazardous wastes and provide suitable receptacles for this type of waste in accordance with the Buyer’s requirements. 		YES		Yes - Std

				Work Package K - Waste Services		K.4		122.4.                  The Supplier shall handle, transport, treat and dispose of all hazardous wastes in a manner suitable to their nature and potential to pollute or cause harm. The Supplier shall take into account the Dangerous Goods Regulations on labelling, containment and security for transport. Details of hazardous materials for regular disposal shall be specified at Call-Off stage.		YES		Yes - Std

				Work Package K - Waste Services		K.4		122.5.                  The Supplier is responsible for the removal of hazardous materials on an ad hoc basis as and when required by the Buyer and shall be charged to the Buyer Appendix 3 – Billable Works and Approval Process.		YES		Yes - Std

				Work Package K - Waste Services		K.4		122.6.                  Where the Buyers hazardous waste includes ordnance and pyrotechnic related waste the Supplier shall ensure that all waste is checked and made safe prior to disposal and shall issue a monthly report on waste volumes disposed of to the Buyer.		YES		Yes - Std

				Work Package K - Waste Services

				Work Package K - Waste Services				123.            Service K:5 - Clinical waste

				Work Package K - Waste Services				123.1.                  Service K:5 - Clinical waste is a Non Mandatory Service for Lot 1a-1c.

				Work Package K - Waste Services		K.5		123.2.                  In addition, the following Standards Ref apply to this Service SK5.

				Work Package K - Waste Services		K.5		123.3.                  The Supplier may be required to provide a Service for the disposal of special or hazardous wastes and shall be required to provide suitable receptacles for this type of waste in accordance with the Buyer’s requirements. This Service may also include the provision of sharps bins, sanitary towel disposal Service and other specialist receptacles.		No		Yes - Std

				Work Package K - Waste Services		K.5		123.4.                  The Supplier shall handle, transport, treat and dispose of all special or hazardous wastes in a manner suitable to their nature and potential to pollute or cause harm, taking account of the Dangerous Goods Regulations on labelling, containment and security for transport. Details of hazardous materials for regular disposal shall be specified at Call-Off stage.		No		Yes - Std

				Work Package K - Waste Services		K.5		123.5.                  The Supplier is responsible for the removal of clinical waste materials on an ad hoc basis as and when required by the Buyer and shall be charged to the Buyer via Appendix 3 – Billable Works and Approval Process.		No		Yes - Std

				Work Package K - Waste Services

				Work Package K - Waste Services				124.            Service K:6 - Medical waste

				Work Package K - Waste Services				124.1.                  Service K:6 - Medical waste is a Non Mandatory Service for Lot 1a-1c.

				Work Package K - Waste Services		K.6		124.2.                  In addition, the following Standards Ref apply to this Service SK6.

				Work Package K - Waste Services		K.6		124.3.                  The Supplier may be required to provide a Service for the disposal of medical and pharmaceutical waste and shall be required to provide suitable receptacles for this type of waste in accordance with the Buyer’s requirements. 		No		Yes - Std

				Work Package K - Waste Services		K.6		124.4.                  The Supplier shall handle, transport, treat and dispose of all medical waste in a manner suitable to their nature and potential to pollute or cause harm, taking account of the Dangerous Goods Regulations on labelling, containment and security for transport. Details of Buyer requirements and type of medical and pharmaceutical waste materials for disposal shall be specified at Call-Off stage.		No		Yes - Std

				Work Package K - Waste Services		K.6		124.5.                  The Supplier is responsible for the removal of medical and pharmaceutical waste on an ad hoc basis as and when required by the Buyer and shall be charged to the Buyer via Appendix 3 – Billable Works and Approval Process.		No		Yes - Std

				Work Package K - Waste Services

				Work Package K - Waste Services				125.            Service K:7 - Feminine hygiene waste

				Work Package K - Waste Services				125.1.                  Service K:7 - Feminine hygiene waste is a Mandatory Service for Lot 1a-1c.

				Work Package K - Waste Services		K.7		125.2.                  In addition, the following Standards Ref apply to this Service SK7.

				Work Package K - Waste Services		K.7		125.3.                  The Supplier may be required to provide a four-weekly Service for the disposal of feminine hygiene waste and shall be required to provide standard sized and suitable receptacles for this type of waste in accordance with the Buyer’s requirements.		YES		Yes - Std

				Work Package K - Waste Services		K.7		125.4.                  The Supplier shall handle, transport, treat and dispose of all feminine hygiene waste in a manner suitable to their nature and potential to pollute or cause harm, taking account of the Dangerous Goods Regulations on labelling, containment and security for transport. Details of the provision of vending machines for feminine hygiene products if where required by the Buyer shall be specified at Call-Off stage.		YES		Yes - Std

				Work Package K - Waste Services		K.7		125.5.                  The Supplier is responsible for the removal of feminine hygiene waste on an ad hoc basis as and when required by the Buyer and shall be charged to the Buyer via Appendix 3 – Billable Works and Approval Process.		YES		Yes - Std

				Work Package K - Waste Services

				Work Package L - Miscellaneous FM Services				Work Package L – Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				126.            Service L:1 - Childcare facility

				Work Package L - Miscellaneous FM Services				126.1.                  Service L:1 - Childcare facility is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.1		126.2.                  In addition, the following Standards Ref apply to this Service SL1.

				Work Package L - Miscellaneous FM Services		L.1		126.3.                  The Supplier shall: 

				Work Package L - Miscellaneous FM Services		L.1		126.3.1. Provide a child care nursery service for children aged between three (3) Months and an age suitable for first entry to school. With the express permission of the Local Authority the Supplier may care for children aged between six (6) weeks and three (3) Months;		NO

				Work Package L - Miscellaneous FM Services		L.1		126.3.2. Accept full responsibility for the health, safety and wellbeing of children from parental drop off to collection.  This extends to any trips or visits off the childcare facility where the parent or guardian is not present; and		NO

				Work Package L - Miscellaneous FM Services		L.1		126.3.3. Not be expected to provide a Service on bank or public holidays. Specific Government privilege days shall be notified to the Supplier as and when they occur and levels of Service shall be agreed with the Buyer. The Buyer Authorised Representative shall undertake to give the Supplier at least three (3) Working Days’ notice of any short-term changes to these arrangements and one (1) Month of any permanent change.		NO

				Work Package L - Miscellaneous FM Services		L.1		126.4.                  The Supplier must ensure that the different areas of the nursery are appropriately staffed to meet the needs of the relevant age groups and to comply with all Ofsted National Standards.		NO

				Work Package L - Miscellaneous FM Services		L.1		126.5.                  The Supplier must ensure that all refreshments are prepared on the Buyer Premises, in accordance with Food Hygiene Regulations.		NO

				Work Package L - Miscellaneous FM Services		L.1		126.6.                  The Supplier shall:		NO

				Work Package L - Miscellaneous FM Services		L.1		126.6.1. Undertake to supply information and attain Ofsted registration of the nursery prior to Call-Off Start Date and each year of the Call-Off Contract thereafter;		NO

				Work Package L - Miscellaneous FM Services		L.1		126.6.2. Ensure that the nursery building, equipment and grounds are kept in good order and liaise with the Buyer Authorised Representative for fault reporting where appropriate;		NO

				Work Package L - Miscellaneous FM Services		L.1		126.6.3. Keep the Buyer Authorised Representative advised of changes in regulations that may affect the operation of the childcare facility;		NO

				Work Package L - Miscellaneous FM Services		L.1		126.6.4. Develop an effective working relationship with local management and parents during operational Working Hours; and		NO

				Work Package L - Miscellaneous FM Services		L.1		126.6.5. Nominate a contact or liaison person from amongst the nursery staff to resolve and deal with day to day operational matters.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				127.            Service L:2 - Sports and leisure

				Work Package L - Miscellaneous FM Services				127.1.                  Service L:2 - Sports and leisure is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.2		127.2.                  In addition, the following Standards Ref apply to this Service SL2.

				Work Package L - Miscellaneous FM Services		L.2		127.3.                  The Supplier shall provide the full management of the sports and leisure facilities including the booking of activity rooms and gym equipment and managing payment systems for the users of the facilities at the Buyer Premises. 		NO

				Work Package L - Miscellaneous FM Services		L.2		127.4.                  The Supplier shall be required to clean and maintain the changing rooms, showers and gymnasium areas. The details of the sports facilities are included in Call-Off Schedule 22 - Call-Off Tender. 		NO

				Work Package L - Miscellaneous FM Services		L.2		127.5.                  The Supplier shall provide qualified fitness instructors and physical trainers and Deliver exercise classes for Buyer Staff where required. Further details will be provided at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.                  Where there are training grounds and sports pitches within the Buyer Premises, the Supplier shall be responsible for the grounds maintenance and repairs to include: 		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.1. Marking-out the sports pitches;		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.2. Grass cutting and weed removal;		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.3. Replacing divots;		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.4. Drainage works, such as spiking and rolling; 		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.5. Drainage; 		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.6. Emptying all waste receptacles, to include dog litter bins in accordance with hazardous waste regulations; and 		NO

				Work Package L - Miscellaneous FM Services		L.2		127.6.7. Removal of litter, leaves and debris.  		NO

				Work Package L - Miscellaneous FM Services		L.2		127.7.                  The Buyer will outline the maintenance Standards to be adopted with regard to any sports fields, all weather surfaces and/or multi-use games areas at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services		L.2		127.8.                  Where there are swimming pools within the Buyer Premises, a professional lifeguard Service is required during pool opening times. The lifeguard shall have a recognised lifesaving qualification as defined in the FM Service Standards. The times of opening shall be coincident with the operational Working Hours unless otherwise agreed with the Buyer Authorised Representative.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				128.            Service L:3 - Driver and Vehicle Service

				Work Package L - Miscellaneous FM Services				128.1.                  Service L:3 - Driver and Vehicle Service is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.3		128.2.                  In addition, the following Standards Ref apply to this Service SL3.

				Work Package L - Miscellaneous FM Services		L.3		128.3.                  Where required, the Supplier shall provide a vehicle and driver service, including the provision of:

				Work Package L - Miscellaneous FM Services		L.3		128.3.1. Vehicle maintenance Services;		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.2. Vehicle inspections;		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.3. Cleaning and valet Services;		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.4. Breakdown cover;		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.5. Issuing tax licenses; 		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.6. Fuel provision; 		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.7. Booking of hire cars; and 		NO

				Work Package L - Miscellaneous FM Services		L.3		128.3.8. Dedicated driver service.		NO

				Work Package L - Miscellaneous FM Services		L.3		128.4.                  Further information will be provided at the Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				129.            Service L:4 - First aid and medical service

				Work Package L - Miscellaneous FM Services				129.1.                  Service L:4 - First aid and medical service is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.4		129.2.                  In addition, the following Standards Ref apply to this Service SL4.

				Work Package L - Miscellaneous FM Services		L.4		129.3.                  Where required to do so, the Supplier shall provide during operational Working Hours first aid and medical services in line with Health and Safety Executive guidance to visitors or staff who are injured whilst on the Buyer Premises.		YES		Yes - Std

				Work Package L - Miscellaneous FM Services		L.4		129.4.                  All Supplier staff delivering this service shall have successfully completed and be in possession of a first-aid responder qualification. 		YES		Yes - Std

				Work Package L - Miscellaneous FM Services		L.4		129.5.                  The Supplier shall maintain and replenish first aid boxes within date. Method of reimbursement to be agreed at Call-Off stage.		YES		Yes - Std

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				130.            Service L:5 - Flag flying service

				Work Package L - Miscellaneous FM Services				130.1.                  Service L:5 - Flag flying service is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.5		130.2.                  In addition, the following Standards Ref apply to this Service SL5.

				Work Package L - Miscellaneous FM Services		L.5		130.3.                  The Supplier shall provide a flag flying service. The times and types of flag to be flown are to be in accordance with official guidance obtained from the relevant Buyer and the published instructions of the Department for Culture, Media and Sport ("DCMS").		NO

				Work Package L - Miscellaneous FM Services		L.5		130.4.                  A cleaning regime shall be identified for flags and agreed in advance with the Buyer.		NO

				Work Package L - Miscellaneous FM Services		L.5		130.5.                  The Supplier shall ensure that all Supplier Staff involved in flag raising and lowering are trained in the use of national flags and abide by the required Standards as defined within the FM Service Standards. Certain Government buildings utilise non-standard flags from time to time, including Falklands, Olympics, and Royal Standards. When requested by the Buyer, the Supplier shall have the means to purchase, rent or have manufactured any identified flag within the shortest reasonable time.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				131.            Service L:6 - Journal, magazine and newspaper supply

				Work Package L - Miscellaneous FM Services				131.1.                  Service L:6 - Journal, magazine and newspaper supply is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.6		131.2.                  In addition, the following Standards Ref apply to this Service SL6.

				Work Package L - Miscellaneous FM Services		L.6		131.3.                  The Supplier shall manage the provision of journals, magazines and newspapers. The Supplier shall Order and distribute the items following procedures agreed with the Buyer.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				132.            Service L:7 - Hairdressing Services

				Work Package L - Miscellaneous FM Services				132.1.                  Service L:7 - Hairdressing Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.7		132.2.                  The Supplier shall manage and provide hairdressing Service at the Buyer Premises and be responsible for the provision of all hairdressing equipment and materials and for decoration of the salon to meet user needs. Details of the requirement shall be defined at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				133.            Service L::8 - Footwear cobbling Services

				Work Package L - Miscellaneous FM Services				133.1.                  Service L:8 - Footwear cobbling Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.8		133.2.                  The Supplier shall be responsible for the provision of chaplaincy support service at the Buyer Premises. 		NO

				Work Package L - Miscellaneous FM Services		L.8		133.3.                  Details of the Services will be provided at Call-Off.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				134.            Service L:9 – Provision of chaplaincy support Services

				Work Package L - Miscellaneous FM Services				134.1.                  Service L:9 – Provision of chaplaincy support Services is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.9		134.2.                  The Supplier shall be responsible for the provision of chaplaincy support service at the Buyer Premises. 

				Work Package L - Miscellaneous FM Services		L.9		134.3.                  Details of the Services will be provided at Call-Off.		NO

				Work Package L - Miscellaneous FM Services						NO

				Work Package L - Miscellaneous FM Services				135.            Service L:10 - Housing and residential accommodation management

				Work Package L - Miscellaneous FM Services				135.1.                  Service L:10 - Housing and accommodation management is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.10		135.2.                  The Suppler shall provide a professionally managed housing and estates management service across all Buyer Premises assigned for residential occupancy and potential occupancy by Buyer Staff. 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.3.                  For the avoidance of doubt, these service shall include garages, communal areas (such as stairs, bin areas and foyers), grounds, roads, pathways and Infrastructure, office accommodation linked to the provision of the Services and recreational facilities. 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.                  These activities shall include the provision of: 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.1. Helpdesk Services;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.2. CAFM Services, to electronically manage the application and housing allocation process and interface with Employer IT systems as appropriate;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.3. Move-in processes; 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.4. In-occupation activities and processes, to include cleaning, planned maintenance, reactive maintenance, PAT testing, water treatment, grounds maintenance, utilities and energy management and payment of utility bills;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.5. Liaison and interfacing with Buyer stakeholders on estate and property management activities (including accommodation providers);		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.6. Provision of emergency accommodation;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.7. End of occupation activities;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.8. Move-out processes, to include building condition surveys and assessments; capturing final meter readings and reporting of missing or damaged furniture or equipment items;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.9. Vacant / Unoccupied Property Preparation;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.10.                     Vacant / Unoccupied Property Management, to include property inspections, fault reporting, planned maintenance, grounds maintenance, energy and utility management, payment of utility bills, provision of security Services and interface with third party suppliers; 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.11.                     Stock management, including storage, issue and collection of all furniture and equipment items as required, condition reporting and interface with third party providers;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.12.                     Reporting, to include attendance at Employer and Stakeholder meetings, performance reports, expenditure and spend analysis, occupation levels, building conditions, vacant accommodation availability, building condition reports and customer satisfaction levels; and		NO

				Work Package L - Miscellaneous FM Services		L.10		135.4.13.                     Customer satisfaction and compliant management. 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.5.                  Further details of these requirements will be provided at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services		L.10		135.6.                  The Supplier shall interface with the Buyer and ensure that all requests associated with property modifications and adaptations linked to a special need or disability of the occupant at the Buyer Premises is managed effectively. These works will be managed via the Billable Works Process and be outside the Charges. 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.7.                  Further details of the requirement will be provided at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services		L.10		135.8.                  Where it is necessary for the Buyer to interact with an insurance company in order to make a Claim from a third party, the Supplier shall act on behalf of the Buyer and carry out all necessary actions to complete the Claim and ensure that all subsequent repairs are completed satisfactory.  This shall include:		NO

				Work Package L - Miscellaneous FM Services		L.10		135.8.1. Undertaking a full investigating the incident; 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.8.2. Recording full details including photographic evidence;		NO

				Work Package L - Miscellaneous FM Services		L.10		135.8.3. Establishing details of the third party;  		NO

				Work Package L - Miscellaneous FM Services		L.10		135.8.4. Certifying that where applicable, all repairs undertaken by third-parties on behalf of the insurer fully meet and are compliant with the Standards of the Employer; and 		NO

				Work Package L - Miscellaneous FM Services		L.10		135.8.5. The management of the claims process to ensure that all Costs are recovered from the insurer on behalf of the Buyer as appropriate.		NO

				Work Package L - Miscellaneous FM Services

				Work Package L - Miscellaneous FM Services				136.            Service L:11 Training establishment management and booking Service

				Work Package L - Miscellaneous FM Services				136.1.                  Service L:11 Training establishment management and booking Service is a Non Mandatory Service for Lot 1a-1c.

				Work Package L - Miscellaneous FM Services		L.11		136.2.                  The Suppler shall provide a professionally managed service to manage the Delivery, bid and allocation processes associated with all types of specialist training events held at the Buyer Premises. These Services shall include:		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.1. Managing bids for training facilities;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.2. Managing the allocation of Buyer training facilities;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.3. Managing off-site training events held on private land, to include liaison with private land-owners and landlords;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.4. Planned preventative maintenance Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.5. Reactive maintenance Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.6. Rural estate management;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.7. Health and safety management;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.8. Management of specialist systems used in the Delivery of training;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.9. Managing the allocation of trainer and trainee serviced accommodation;  		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.10.                     Provision of security Services, to include access control management, management of visitors and contractors, escort Services, operation of security infrastructure, car park management and traffic control;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.11.                     Provision of hotel-type Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.12.                     Store room management, to include the storage, issue and retrieval of all equipment and accommodation furniture;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.13.                     Provision of administrative support Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.14.                     Provision of mail Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.15.                     Provision of stationery items;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.16.                     Vehicle management;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.17.                     Transport Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.18.                     Energy management;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.19.                     Kennel Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.20.                     Cleaning Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.21.                     Grounds maintenance Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.22.                     Window cleaning Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.23.                     Provision of portable sanitisation;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.24.                     Tailoring Services; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.25.                     Linen and laundry Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.26.                     Catering Services, to include the provision of restaurant and mess room Services, pre-packaged meals and ration packs;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.27.                     Management of stores and equipment;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.28.                     Waste management, to include the storage, collection, disposal and recycling of office, domestic, food, medical, grey water and animal waste (including carcases)		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.29.                     Undertaking all health and safety and specialist assessments as required by the Buyer; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.30.                     Provision of catering Services, to include full meal Services, pre-packaged meal Services and ration packs; and  		NO

				Work Package L - Miscellaneous FM Services		L.11		136.2.31.                     Managing the inspection processes across all training and accommodation facilities.		NO

				Work Package L - Miscellaneous FM Services		L.11		136.3.                  The Supplier shall provide an electronic system with the functionality which:		NO

				Work Package L - Miscellaneous FM Services		L.11		136.3.1. Interfaces with the Buyer’s IT software and systems;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.3.2. Records multiple levels of data, to include user details, training requirements, training restrictions (e.g. noise, population and environmental factors), bid and allocation details, key equipment details, trainee requirements and location details; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.3.3. Allows access for Buyer Staff and end-users of the training facility online (based on user account and permissions criteria) to enable viewing of facilities, bid submissions and online booking; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.3.4. Allows the display of configurable digital views, superimposed layers, 2D, 3D and aerial photographs as required; and 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.3.5. Produces standard, financial, ad-hoc, trend analyses and expert reports as requested by the Buyer.		NO

				Work Package L - Miscellaneous FM Services		L.11		136.4.                  The Supplier shall be responsible for managing consents, claims for damages and compensation associated with the use of external facilities owned by private land owners and landlords and shall ensure all data is recorded on the CAFM System or Buyer’s IT system as required. 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.5.                  The Supplier shall Deliver initial and annual refresher training on the use of the management system to the Buyer and propose improvements to enhance system capability and efficiency. Any additional functionality agreed shall be managed via the Billable Works Process and be excluded from the Charges.		NO

				Work Package L - Miscellaneous FM Services		L.11		136.6.                  The Supplier shall ensure that in the event of failure of the electronic management system, business continuity arrangements are implemented to maintain service provision at the Buyer Premises.  Further details will be provided at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services		L.11		136.7.                  The Supplier shall be responsible for the Delivery of specialist Services at Buyer ranges and shall comply will all Buyer systems, processes and Standards.  These shall include:		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.                  Provision of sufficient, suitably qualified and experienced staff, to include:		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.1. LGV drivers, crane operators and slingers;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.2. Provision of professional health and safety and technical related advice; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.3. Provision of suitable equipment, vehicles, tools and accessories to end-users to meet Buyer’s training objectives;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.4. Maintenance, inspection and certification of workplace machinery;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.5. Statutory inspections, to include PAT testing, radiation testing, seaworthiness tests and lifting equipment testing; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.6. Maintenance, management, operation, Delivery and inspection of all targets;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.7. Managing the associated target scoring systems;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.8. Management, storage and issue of ammunition; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.9. Collection and removal of all ejected spent munitions for recycling or re-use; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.10.                     Issue of FFE (Free from Explosives) certification; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.11.                     Operation, maintenance and inspection of all land, sea and air radar and surveillance equipment;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.12.                     Provision of communication systems;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.13.                     Supply and maintenance of specialist equipment to end-users;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.14.                     Maintenance, inspection and certification of workplace machinery;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.15.                     Statutory inspections, to include PAT testing, radiation testing, seaworthiness tests and lifting equipment testing; 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.16.                     Fabrication and welding Services, 		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.17.                     Painting and spraying Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.18.                     Custodian Services;		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.19.                     Undertaking safety inspections and reviews; and		NO

				Work Package L - Miscellaneous FM Services		L.11		136.8.20.                     Assisting the Buyer with external examinations and inspections.		NO

				Work Package L - Miscellaneous FM Services		L.11		136.9.                  Where requested, the Supplier shall have responsibility for the provision and management of a dedicated site-based training function to oversee the management of the training events and shall act as an incident control point on behalf of the Buyer in the event of an accident.  Further details will be provided at Call-Off stage.		NO

				Work Package L - Miscellaneous FM Services

				Work Package M - CAFM				Work Package M – CAFM 

				Work Package M - CAFM

				Work Package M - CAFM				137.            Service M:1 - CAFM System

				Work Package M - CAFM				137.1.                  Service M:1 - CAFM System is a Mandatory Service for Lot 1a-1c.

				Work Package M - CAFM		M.1		137.2.                  In addition, the following Standards Ref apply to this Service SM1.

				Work Package M - CAFM		M.1		137.3.                  The Supplier shall provide the CAFM System and associated software required to deliver the services for the Buyer and should include Costs in the Charges.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.4.                  The Supplier shall be responsible for recording data within their CAFM system or associated system, which is aligned with the Buyers Asset information requirements. This will be aligned with the service level and duties required under an SFG20 regime.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.5.                  At the end of the Call-Off Contract Period, or in the event of termination of the Call-Off Contract and for any reason, ownership of the Buyer’s data contained within the CAFM System shall remain with the Buyer. 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.6.                  The Supplier shall ensure that all managerial quality monitoring, complaints. PPM and reactive activities are managed, executed and monitored through the CAFM System.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.7.                  The Supplier shall ensure that the Buyer has full access to the live CAFM System data at all times and be responsible for ensuring that the data can be accessed electronically via the Buyers internal network i.e. a web based application which can be accessed via a web browser. The Supplier shall be responsible for the provision of a reasonable number of licences for Buyer Staff to allow access to the CAFM system. Details of the requirements shall be defined and priced at Call Off. 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.8.                  An application programming interface or export function for the systems data should be available at all times to the Buyer. 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.9.                  The Supplier shall work closely with the Buyer during the mobilisation period to produce and maintain a contract fixed Asset register in line with the Asset information requirements schedule as defined by the Buyer. This shall be compiled from condition surveys, location surveys, operating and maintenance manuals and all Asset register details entered into the CAFM System at the Buyer Premises.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.10.               At the end of the Contract, the Supplier shall be responsible for ensuring that all information is quality checked to ensure full compliance with the Standards of a Construction Operations Building information Exchange. Information shall be codified in line with SFG20, Uniclass 2015 and NRM3 for quality assurance purposes for completeness and accuracy. 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.11.               The Supplier will work with the Buyer to limit the requirement for further survey and Asset verification in the event of the coming to an end of their Contract.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.12.               The Supplier shall ensure that all feedback information associated with its activities and information relating to the completion of Service requests is promptly and accurately entered into the CAFM System.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.13.               The Supplier shall provide the necessary resources to maintain, extend and enhance both the quality and the depth of the information held in the CAFM System to the mutual benefit of both itself and the Buyer. This shall include:		YES		Yes - Std

				Work Package M - CAFM		M.1		137.13.1.                     The adoption of point cloud survey information;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.13.2.                     Building information models;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.13.3.                     Photogrammetry; and 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.13.4.                     Telemetry.  		YES		Yes - Std

				Work Package M - CAFM		M.1		137.14.               The Supplier shall ensure that: 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.14.1.                     All Assets are individually referenced and capable of being identified in four hierarchical structures to include service type, geographical location, NRM3 and Uniclass 2015; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.14.2.                     The CAFM System has the flexibility to allow these four (4) hierarchies to be cross-referenced at different levels to allow greater capability in identifying particular Assets, systems or sections of Services within any Buyer Premises. The Supplier shall take into account the appropriate data security considerations of how this information is stored and be aware of the Centre for Protection for National Infrastructure guidance;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.14.3.                     All Assets which are scheduled for maintenance or require attention due to malfunction are clearly identified on job sheets, using digital formats / forms wherever possible, with respect to type and accurate location; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.14.4.                     The CAFM System has the ability to record and track the history of reactive work on specific Assets as required by the Buyer; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.14.5.                     All response and rectification periods required by the Buyer are maintained within the CAFM System and the CAFM System has the capability to produce alerts as reactive or planned works that are about to breach their KPI agreement.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.15.               The Supplier shall create a measure within the CAFM System which allows the suspension of any reactive activity which results in a repair which cannot be completed due to lead times of replacement parts or the need for the Buyer’s sanction of Costs (e.g. automated delay request and authorisation process). The Supplier shall agree in advance with the Buyer the exact criteria for suspension.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.16.               The Supplier shall ensure that the CAFM System has the capability to link duplicate Service requests and parent and child Service requests and track Service requests through the various stages to completion.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.17.               All parent and child relationships should be codified and recorded within any data or information exchange from the CAFM System(s).		YES		Yes - Std

				Work Package M - CAFM		M.1		137.18.               The Supplier shall ensure that the CAFM System captures all Costs including maintenance, direct labour and Subcontractor labour, in addition to material Costs for each Asset.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.19.               The Supplier shall ensure that they are capable of interacting with the Buyer’s IT systems, an independent helpdesk and/or assurance service Supplier where appropriate. In such a situation the Supplier shall be required to use the Authority’s defined master data to report activities against. This will be defined at Call-Off.  		YES		Yes - Std

				Work Package M - CAFM		M.1		137.20.               The Supplier shall have the capability to operate its CAFM System in a way that integrates data with the Buyer’s IT systems, the CAFM System of an independent helpdesk and/or assurance service Supplier where appropriate. Should this be a requirement, this would be defined at Call-Off.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.               The CAFM shall have the capability to:		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.1.                     Record and report by each Buyer Premises or location;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.2.                     Review work assignment to both maintenance staff and Subcontractors;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.3.                     Track maintenance activity, status updates and the provision of on-screen alerts;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.4.                     Provide automated email notifications of work requests;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.5.                     Provide automatic status updates to the Buyer’s  Representatives;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.6.                     Provide search and visibility of calls and activities;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.7.                     Provide automatic associated hazard warnings, for example () asbestos alerts;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.8.                     Provide status reports and updates on the level of statutory compliance at the Buyer Premises;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.9.                     Allocate and schedule appointment dates and times with the occupants of residential housing and Buyer’s representatives within Buyer Premises for maintenance works, audits and inspections; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.10.                  Provide online portal systems to facilitate automated online booking systems to enable the Buyer’s representatives and residential housing occupants to schedule attendance for works directly online; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.11.                  Provide a repository for all Buyer documents to include but be limited to CAD drawings, schematic drawings, photographs, BIM drawings, statutory certificates in various formats to include 2D, 3D and scanned documents; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.12.                  Provide automated facilities for online invoicing, hard and soft charging processes and payment processes; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.13.                  Provide clear and proactive management of KPI agreements;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.14.                  Log Service requests via intranet and internet; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.15.                  Automatically prioritise work and job escalation when appropriate.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.16.            Manage room booking / workplace allocation: 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.16.1.             All bookable spaces including meeting rooms, conference rooms, community lettings, event spaces and workplace hubs shall be booked and managed by a room booking system to optimise as far as is practicable the use of space; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.16.2.             The Service shall include the facility to accept electronic online bookings and confirmations;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.16.3.             The system shall ensure no double bookings;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.16.4.             The system shall have the capability to provide a holistic range of ancillary Services such as hospitality, room set-up and Audio Visual support; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.21.17.                  Provide reporting on trends on meeting room utilisation and lettings usage and any income shall be managed through the system hospitality, room set-up and audio visual (AV) support.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.               The Asset tracking functionality shall operate in line with the Asset information requirements of the Buyer and have the capability to:		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.1.                     Provide various forms of information relating to Assets including location, warranty, parts and maintenance records;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.2.                     Construction Operation Building information Exchange ("COBie") sheets;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.3.                     Building information Models for New Build and Retrofit projects. This should include access to BIM object library where available;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.4.                     Provide logical grouping of Assets for easy storage, retrieval and viewing codified in line with SFG20, NRM3 and Uniclass 2015;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.5.                     Provide the ability to record planned and reactive maintenance information to enable full visibility of an Assets service history;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.6.                     Ensure future planned and reactive maintenance requirements generate alerts at the appropriate time;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.7.                     Integrate with other facilities data to provide detailed financial and ownership details;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.8.                     Identify movement and tracking of Assets within existing or external systems;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.9.                     Associate Assets to the Buyer’s Staff departments or locations;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.10.                  Associate Asset contract for automatic issue of related Service requests to maintaining third party suppliers;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.11.                  Provide an export capability of Asset data to third party applications using industry standard tools, for example an application programming interface ("API") or through export to a suitable interoperable file format aligned to the information structure of COBie and the classification Standards of SFG20, NRM3 and Uniclass 2015;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.12.                  Provide full Asset reporting for distribution to interested parties defined by the Buyer; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.22.13.                  Provide the ability for two-way communication including importing data from third party financial software or exporting to a data file.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.               The cost control functionality shall have the capability to:		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.1.                     Track costs through multi-level hierarchy of budgets, contracts and projects;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.2.                     Provide transparency of full facilities spend and generation of single or multi-line purchase Orders;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.3.                     Utilise the NRM3 standard to classify the information		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.4.                     Discount purchase Orders or individual line items;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.5.                     Provide purchase Order receipt acknowledgement;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.6.                     Navigate, search and view all budget information;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.7.                     Link trade rates to the contractual resource rates agreed with the Buyer; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.8.                     Provide projects functionality which enables tracking of project spend, progress against the defined RIBA outputs, key Milestone Dates and stakeholders;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.9.                     Provide costs for all Billable Works; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.10.                  Easily distribute information to stakeholders;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.11.                  Ensure financial reports are available for ad hoc reporting or scheduled generation basis;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.12.                  Navigate data tree to ensure simple management and retrieval of all facilities information; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.23.13.                  Manage health and safety equipment and Service requests.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.               The property management functionality shall have the capability to:		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.1.                     Provide processes to allocate accommodation and manage Buyer’s residential property portfolio;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.2.                     Provide a dynamic link to property related planned maintenance activities;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.3.                     Provide storage and maintenance of hazardous related data, for example asbestos;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.4.                     Track the condition of the Buyer Premises including structure, fabric and mechanical elements; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.5.                     Monitor building lifecycle costs and energy efficiency;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.6.                     Store all Buyer Premises related documents including contracts, lease agreements and health and safety documents;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.7.                     Store all details of the Buyer’s residential properties including photographs, CAD plans, floor plans, external grounds drawings; resident facilities, utility infrastructure and providers, contracts, lease agreements and health and safety documents;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.8.                     Navigate the storage of Buyer Premises contact information;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.9.                     Generate property management reports;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.10.                  Use industry standard BIM tools to detail, plan and manage space allocation; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.11.                  Utilise industry standard classification SFG20, Uniclass 2015 and NRM3 to map spaces, Assets and assign attributes; in line with the COBie structure; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.24.12.                  Ensure easy movement and tracking of Assets within the CAFM System.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.               The report functionality shall have the capability to:		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.1.                     Report on helpdesk performance management; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.2.                     Automatically generate reports;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.3.                     Provide direct email distribution to stakeholders;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.4.                     Produce specific corporate reporting requirements; 		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.5.                     Analyse data;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.6.                     Provide extensive reports as standard;		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.7.                     Provide measured performance benchmarking; and		YES		Yes - Std

				Work Package M - CAFM		M.1		137.25.8.                     Provide cost control and monitoring.		YES		Yes - Std

				Work Package M - CAFM		M.1		137.26.               The Supplier shall ensure that that in line with best practice, the CAFM System has its own Business Continuity and Disaster Recovery Plan in place to enable continuity of service without degradation. 		YES		Yes - Std

				Work Package M - CAFM

				Work Package N - Helpdesk Services				Work Package N – Helpdesk Services

				Work Package N - Helpdesk Services

				Work Package N - Helpdesk Services				138.            Service N:1 – Helpdesk Services

				Work Package N - Helpdesk Services				138.1.                  Service N:1 – Helpdesk Services is a Mandatory Service for Lot 1a-1c.

				Work Package N - Helpdesk Services		N.1		138.2.                  In addition, the following Standards Ref apply to this Service SN1.

				Work Package N - Helpdesk Services		N.1		138.3.                  The Supplier shall provide a fully staffed, supervised helpdesk Service linked to the CAFM System for all FM related Service requests and fault reporting, twenty four (24) hours per day 365 days per year.  The Buyer and the Supplier shall agree a reporting function in relation to the helpdesk requirements at Call-Off stage.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.4.                  The Supplier shall: 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.4.1. Collaborate with the Buyer to create maintain and develop Services which Deliver a common user experience for all users of the Service;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.4.2. Ensure that the helpdesk operates as both a strategic management and quality monitoring tool and shall also be the focus for all day-to-day operational activities across all aspects of the FM Services; 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.4.3. Ensure that the helpdesk provides a telephone single point of contact (free of charge for Buyer Staff, Buyer Premises Occupants, occupants residing in Buyer’s residential properties and stakeholders from UK landlines); and		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.4.4. Ensure continued Service Delivery for all Services under its control during the core service hours (as agreed by the Buyer at Call-Off stage). 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.5.                  The Supplier helpdesk shall accept Service requests from all Buyer’s Staff, Buyer Premises Users, occupants residing in Buyer’s residential properties and stakeholders who are reporting faults or requesting provision of any in scope service. 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.6.                  Where the Supplier helpdesk receives Service requests for out-of-scope Services, the Supplier shall accept and forward the calls as appropriate and record details on the CAFM System. Further details of these Services shall be provided at Call-Off stage.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.7.                  The Supplier helpdesk shall accept Service requests raised by telephone calls, emails, text messages and web portals.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.8.                   The Supplier shall ensure that all Service requests are logged on to the CAFM System without unnecessary delay, allocated a unique reference number and responded to as follows:		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.8.1. Telephone call requests within twenty (20) seconds;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.8.2. Text message requests within ten (10) minutes;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.8.3. Email requests within fifteen (15) minutes; and		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.8.4. Portal requests within five (5) minutes.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.9.                  The Supplier shall be responsible for the issue of an acknowledgment within five (5) minutes of receipt and shall issue an update to the Buyer advising on the action to be taken within one (1) hour of the request being logged on the CAFM System or upon request.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.10.               If for any reason the helpdesk response to a telephone request exceeds twenty (20) seconds before being answered by a helpdesk operator, then the caller shall be made aware of where they are in the queue, approximately how long they will be required to wait and be given an option to leave a message and be called back within one (1) hour.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.               The Supplier helpdesk shall record details of the Service request on the CAFM System, to include:		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.1.                     Name;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.2.                     Contact details, to include telephone number, email address and work location;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.3.                     Location of the Buyer Premises to which the request is related;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.4.                     Nature of the request;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.5.                     Date and time;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.6.                     The actual response time as specified within the agreed;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.7.                     A 'Unique Service Request' reference number;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.8.                     Action taken; and 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.11.9.                     Details of progress throughout the Service request management lifecycle.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.12.               Further information will be provided by the Buyer at Call-Off stage. 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.13.               The Supplier shall ensure that the person who raised the task is updated regarding the status and progress of any open Service requests through each stage of the Process, including notifications of delays, closure or completion.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.14.               The Supplier shall ensure that where a Service request was not completed in accordance with the timeframes specified in the agreed KPI they reprioritise the Service request and proactively manage the task to completion at the earliest opportunity or to the revised timeframes agreed with the Buyer. The Supplier shall ensure that all revisions to timeframes as agreed and authorised with the Buyer are recorded on the CAFM System. 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.15.               To mitigate the risk of the creation of a backlog of work, the Supplier shall record all instances where a Service request failed to be completed within the agreed KPI on the CAFM System and issue daily reports to the Buyer. Further information will be provided at Call-Off.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.               The Supplier shall: 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.1.                     Ensure that all necessary procedural and emergency contact information is kept up to date at all times within the CAFM System;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.2.                     Make audio recordings of all telephone conversations for the purpose of monitoring and auditing helpdesk performance. The Supplier shall retain such recordings for twelve (12) Months on a rolling programme. Further details will be provided at Call-Off;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.3.                     Provide appropriate staff to ensure that the helpdesk can operate within the requested performance parameters as agreed between the Buyer and the Supplier;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.4.                     Ensure that all staff appointed to operate on the helpdesk are capable of handling all faults and in scope Service requests, irrespective of the time of the day;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.5.                     Ensure that all staff appointed to operate on the helpdesk can access and report the status of all Service requests at any such time as requested by the Buyer; 		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.6.                     Provide multilingual helpdesk operators and translation Services where required to meet Buyer requirements. Where these Services are required further details will be provided at Call-Off:		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.                     Provide all staff appointed to operate on the helpdesk with documented training, including:		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.1.    Training on the CAFM System package;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.2.    Customer Service skills;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.3.    Service call management;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.4.    Listening skills;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.5.    Escalation procedures;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.6.    Buyer emergency procedures; and		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.7.7.    Training in respect of all operational areas of the Buyer Premises.		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.8.                     Ensure that all staff appointed to operate on the helpdesk have the appropriate security clearance to work on a Buyer account;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.9.                     Where required provide a room booking Service via the helpdesk;		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.10.                  Where required provide a car park management Service via the helpdesk; and		YES		Yes - Std

				Work Package N - Helpdesk Services		N.1		138.16.11.                  Where required support the wider Government HUB strategy via the provision of a workplace booking Service managed through the CAFM System where shared accommodation arrangements exist at nominated Buyer Premises via the helpdesk.  Further details will be provided at Call-Off stage.		YES		Yes - Std

				Work Package N - Helpdesk Services

				Work Package O - Management of Billable Works				Work Package O – Management of Billable Works

				Work Package O - Management of Billable Works

				Work Package O - Management of Billable Works				139.            Service O:1 - Management of Billable Works; Small Works, Projects and Reactive Maintenance Works, as defined at Call-Off Schedule 4A - Billable Works and Projects		YES		Yes - Std

				Work Package O - Management of Billable Works				139.1.                  Service O:1 - Management of Billable Works; Small Works, Projects and Reactive Maintenance Works, as defined at Call-Off Schedule 4A - Billable Works and Projects is a Mandatory Service for Lot 1a-1c.

				Work Package O - Management of Billable Works		O.1		139.2.                  The Supplier shall comply with the requirements contained within Call-Off Schedule 4A - Billable Works and Projects and Standard SA7 when delivering all new works on behalf of the Buyer.		YES		Yes - Std

				Work Package O - Management of Billable Works		O.1		139.3.                  Where the Buyer opts for the Supplier to Deliver Projects at Call-Off, the Supplier shall manage the projects in accordance with the RIBA Plan 2013 (or subsequent updates). The costs for the management Services shall be as defined within the rates specified at Framework.		YES		Yes - Std

				Work Package O - Management of Billable Works		O.1		139.4.                  The Buyer shall be final arbiter on whether new works are classified as a project requiring the RIBA management approach.		YES		Yes - Std
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[bookmark: _Toc532310374]purpose



The purpose of this document is to provide Suppliers with full details of the Buyers requirements by detailing Deliverables, Standards and supplementary information.



[bookmark: _Toc532310375]Background to the opportunity





RWM was founded in 2014 as a subsidiary of the Nuclear Decommissioning Authority; it is a public organisation established by government and responsible for planning and delivering geological disposal in the UK.

RWM is moving into refurbished premises on the Harwell Science and Innovation Campus in Oxfordshire in March 2019.  The building is a multi-tenanted 1950s construction building which will require full hard and soft facilities management coverage (except for landlord responsible items such as roofs, guttering, landscaping and external building fabric).



There is an opportunity for a contractor to come in and work closely with a team to deliver continuous improvement in statutory compliance, technology, customer service and help work towards environmental targets.



[bookmark: _Toc532310376]Specification structure 



The specification is made up of the following annexes:



· Annex A – Matrix of Deliverables

· Annex A1 – Harwell Campus Floor Plan 

· Annex A2 – Handy Person JD

· Annex B – Processes, Standards and Service Delivery Response Times

· Annex C – Key Performance Indicators

· Annex D – Payment Mechanism

· Annex E – SCP 01 Security Vetting Clearance 

· Annex F – Health, Safety, Security, Environment and Quality Policy

· Annex G – Fire and Evacuation Policy

· Annex H – Health & Safety Manual

· Annex I – Project Works

· Annex J – Washroom Deliverables

· Annex K – Reception Services

· Annex L – Corporate and Social Responsibility Policy



[bookmark: _Toc532310377]Definitions 



Terms used in the specification and annexes that require further definition are capitalised. For definitions of these terms, you should refer to Joint Schedule J1 – Definitions.



[bookmark: _Toc532310378]Standards



All the FM Standards and processes that the supplier had to comply with during the procurement of the FM Services Framework Agreement (RM3830) are required throughout the duration of this Call Off Contract - unless we tell you otherwise. Please refer Annex B – Processes, Standards and Service Delivery Response Times.



[bookmark: _Toc532310379]Gain share	



Information on gain share can be found at paragraph 2.13 of Call Off Schedule 3 – Continuous Improvement.



[bookmark: _Toc532310380]Award



Upon contract award all relevant sections of this Attachment 3 – Specification will be inserted into the order form (Attachment 4 of this bid pack).



[bookmark: _Toc532310381]Cyber Essentials Plus – Key Subcontractors

[bookmark: _Toc532310382]8.1	The appointed Supplier must ensure that all named Key Subcontractors in the Order Form (Attachment 4) must have valid and certified Cyber Essentials Plus accreditation in place by the Start Date / Date the Call Off initial Period commences / Date Contract Year 1 commences.

[bookmark: _Toc532310383]8.2	In the event of any of the appointed Supplier’s Key Subcontractors not having valid and certified cyber essentials plus accreditation in place by the start date / date the call off initial period commences / date contract year 1 commences, this may result in the key subcontractor not being authorised to deliver the services and requirements. In this event, the appointed Supplier will need to ensure continuity of service whilst alternative Subcontractor arrangements are made.

[bookmark: _Toc532310384]Important supplementary information for Suppliers



In quarter one 2019, the Buyer is moving from its current premises to new premises as identified in Annex A1. A full list of additional and/or updated annexes specific to the new premises will be made available to the Supplier at soon it is available. 

Three months prior to the 1st anniversary of the Buyer’s occupation of the new premises, the Buyer reserves their right to review the FM costs with the Supplier and agree any subsequent amendments to Attachment 5 Pricing Matrix, submitted by the Supplier as part of their tender response, Call Off Schedule 22 - Call Off Tender.

The Buyer may also seek to occupy further accommodation based on a projected growth in headcount and will seek options within the same campus as the existing building.  A similar specification is anticipated although the building footprint is expected to be no greater than 650 metres squared.

As part of the Buyer’s commitment to it’s Corporate and Social Responsibility Policy (Annex L) and to the communities in which it operates, the Supplier is required to commit to an annual “time to give back” initiative as part of the requirements of this Call Off Contract. The initiative has not been pre-defined by the Buyer other than it should be a low cost activity which enables the Supplier to make a positive contribution to a community project or works. For example, the Supplier could offer labour, cleaning or grounds maintenance from which a school, hospital or park would benefit.

The Supplier should note that Attachment 3 Annex A Deliverables - work package C6 (Security Access Intruder Systems) will include the following:

· Access control systems, access cards, CCTV, intruder detection systems and speed gates 

The Supplier should note that Attachment 3 Annex A Deliverables - work package C20 (Locksmith) secure doors (of which there are 3) will need to be maintained by a specialist locksmith who is accredited by the Centre for Protection of National Infrastructure (CPNI) to service approved security equipment.
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Building Janitor/ Handyperson

Position Overview 

Reporting directly into the Facilities Co-ordinator, the post holder will support the contract team in the provision of a high quality service.  To ensure upkeep of designated areas by carrying out general and specific duties as directed. 



Responsibilities

· To carry out general portering duties – helping with deliveries – stationery and cleaning products, minor office moves (setting up and moving desks/monitors etc.) constructing furniture.

· General cleaning during office hours (8.00am – 14.00) to include thorough daily cleaning of toilets, attending to minor blockages, replacing broken toilet seats and replenishing consumables as required, 

· Ad-hoc duties as requested by the client via helpdesk, maintaining internal and external entrance and surrounds. ensure that external building fabric, lighting, fixtures and fittings are maintained and clean.  Clean external signage including heritage signage as approved by the Buyer.

· Clear away snow, ice (gritting) and leaves from immediate RWM areas to ensure a safe access and egress into building.

· To liaise with the Facilities co-ordinator on day to day running of the building the reporting of issues relating to operation and appearance. 

· To carry out routine checks on plant and equipment to ensure optimum conditions are achieved  and to report any defects through to the helpdesk

· Address any acute internal issues for example checking chairs and doors (including fire doors) for loose, handles, hinges, intumescent seals, loose screws, blocked drains, toilets, minor spillages, replacement of light fittings, ballasts, and lamps and ad-hoc PA Testing (if trained)

· Painting and decorating as agreed and directed by management. 

· To help setting up rooms for the business day including AV equipment, sound systems, media systems, setting up furniture and so forth as required by customers. Assist with any other duties commensurate with the post for the effective provision of service. 

· Reporting of breakdowns/fault through to helpdesk, escalate urgent faults to FM Service Delivery Manager or RWM Manager.

· Assist with stock control of consumables for washrooms, waste, cleaning materials, checking and ordering

· Assisting with reception and catering cover in emergency.

· In addition, this role will be responsible for communicating on the status of work to the client.

· Be aware of the business continuity plan for the part of the business you work in and be part of team to assist in any emergency situation. 

· To conduct any reasonable task as requested by a member of the Interserve management team



What we are looking for 

Essential

· Demonstrable previous experience as a handy-man 

· Good Organisational Skills.

· Team Player.

· Willing to work flexible hours to help with cleaning cover when operatives are on leave or sickness cover.

· To be proactive and adapt between jobs.

· Previous experience in a customer facing environment 

· Physical / Dexterity 

· Manual Handling ability 

· Painting/Decorating

· Able to work in a demanding and busy area to be proactive and to be able to adapt between jobs.

· Basic computer knowledge - desirable 

· Basic knowledge of heating and air conditioning plant – desirable 

· Carpentry qualification - desirable 

· Painting & Decorating qualification – desirable 

· Communication skills 

· Flexible/Adaptable in approach to work 

· Friendly and approachable manner 

· Pro active approach to work 

· Excellent communication skills 

· Excellent customer service skills 

· Ability to work on their own with minimal supervision 

· Sets and maintains very high standards of delivery – attention to detail essential 

· Driven to complete tasks above expectations 

· Diligent, professional and intuitive 



Additional Information 

· Permanent

· 37.5 Hours per week

· Flexibility 
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Introduction



This annex sets out the characteristics of the Deliverables that the supplier will be required to make available to the buyer under this contract. 
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1. [bookmark: _Ref499636676][bookmark: _Toc510772339][bookmark: _Toc510772904]FM service standards



		WORK PACKAGE A: CONTRACT MANAGEMENT



		Service Reference

		Service Description

		Service Standard (RM-3830)



		A:1

		Integration

		SA1



		A:2

		Health & Safety

		SA2



		A:3

		Management Services 

		SA3



		A:4

		Service Delivery Plans 

		SA4



		A:5

		Fire Safety

		SA5



		A:6

		Permit to Work

		SA6



		A:7

		Accessibility Services 

		SA7



		A:8

		Risk Management 

		SA8



		A:9

		Customer Satisfaction

		SA9



		A:10

		Reporting

		SA10



		A:11

		Performance Self-Monitoring

		SA11



		A:12

		Business Continuity and Disaster Recovery (“BCDR”) Plans 

		SA12



		A:13

		Quality Management System

		SA13



		A:14

		Staff and Training

		SA14



		A:15

		Selection and Management of Subcontractors 

		SA15



		A:16

		Property Information Mapping Service (EPIMS)

		SA16



		A:17

		Sustainability

		SA17



		A:18

		Social Value 

		SA18



		WORK PACKAGE B: CONTRACT MANAGEMENT



		Service Reference

		Service Description

		Service Standard (RM-3830)



		General Requirements

		

		



		B:1

		Contract Mobilisation

		SB1



		WORK PACKAGE C: MAINTENANCE SERVICES 



		Service reference

		Service Description

		Service Standard (RM-3830)



		General Requirements

		

		



		C:1

		Mechanical and Electrical Engineering Maintenance 

		SC1



		C:2

		Ventilation and Air Conditioning System Maintenance 

		SC2



		C:3

		Environmental Cleaning Service 

		SC3



		C:4

		Fire Detection and Firefighting Systems Maintenance 

		SC4



		C:5

		Lifts, Hoists & Conveyance Systems Maintenance 

		SC5



		C:6

		Security, Access and Intruder Systems Maintenance 

		SC6



		C:7

		Internal and External Building Fabric Maintenance 

		SC7



		C:8

		Reactive Maintenance Services 

		SC8



		C:9

		Planned / Group Re-Lamping Service

		SC9



		C:10

		Automated Barrier Control System Maintenance 

		SC10



		C:11

		Building Management Systems (“BMS”) Maintenance 

		SC11



		C:12

		Standby Power Systems Maintenance 

		SC12



		C:13

		High Voltage (“HV”) and Switchgear Maintenance 

		SC13



		C:14

		Catering Equipment Maintenance 

		SC14



		C:15

		Audio Visual (“AV”) Equipment Maintenance 

		SC15



		C:16

		Television Cabling Maintenance 

		SC16



		C:17

		Mail Room Equipment Maintenance 

		SC17



		C:18

		Office Machinery Servicing and Maintenance 

		SC18



		C:19

		Voice Announcement Systems Maintenance 

		SC19



		C:20

		Locksmith Services 

		SC20



		C:21

		Airport and Aerodrome Maintenance Services 

		SC21



		C:22

		Specialist Maintenance Services 

		SC22



		WORK PACKAGE D: HORTICULTURAL SERVICES 



		Service Reference

		Service Description

		Service Standard (RM-3830)



		D:1

		Grounds Maintenance Services 

		SD1



		D:2

		Tree Surgery (Arboriculture)

		SD2



		D:3

		Professional Snow and Ice Clearance

		SD3



		D:4

		Reservoirs, Ponds, River Walls and Water Feature Maintenance 

		SD4



		D:5

		Internal Planting

		SD5



		D:6

		Cut Flowers and Christmas Trees

		SD6



		WORK PACKAGE E: STATUTORY OBLIGATIONS  



		Service Reference

		Service Description

		Service Standard (RM-3830)



		General Requirements 

		

		



		E:1

		Asbestos Management 

		SE1



		E:2

		Water Hygiene Maintenance 

		SE2



		E:3

		Statutory Inspections 

		SE3



		E:4

		Portable Appliance Testing

		SE4



		E:5

		Compliance Plans, Specialist Surveys and Audits 

		SE5



		E:6

		Condition Surveys 

		SE6



		E:7

		Electrical Testing 

		SE7



		E:8

		Fire Risk Assessments

		SE8



		E:9

		Business Information Modelling (“BIM”) and Government Soft Landings (“GSL”)

		SE9



		WORK PACKAGE F: CATERING SERVICES 



		Service Reference 

		Service Description

		Service Standard (RM-3830)



		General Requirements 

		

		



		F:1

		Chilled Potable Water 

		SF1



		F:2

		Retail Services / Convenience Store

		SF2



		F:3

		Deli / Coffee Bar 

		SF3



		F:4

		Events and Functions 

		SF4



		F:5

		Full Service Restaurant 

		SF5



		F:6

		Hospitality and Meetings 

		SF6



		F:7

		Outside Catering 

		SF7



		F:8

		Trolley Service 

		SF8



		F:9

		Vending Services (Food & Beverage)

		SF9



		F:10

		Residential Catering Services 

		SF10



		WORK PACKAGE G: CLEANING SERVICES 



		Service Reference

		Service Description

		Service Standard (RM-3830)



		General Requirements 

		

		



		G:1

		Routine Cleaning 

		SG1



		G:2

		Cleaning of Integral Barrier Mats 

		SG2



		G:3

		Mobile Cleaning Services

		SG3



		G:4

		Deep (Periodic) Cleaning 

		SG4



		G:5

		Cleaning of External Areas 

		SG5



		G:6

		Window Cleaning (Internal) 

		SG6



		G:7

		Window Cleaning (External) 

		SG7



		G:8

		Cleaning of Communications and Equipment Rooms 

		SG8



		G:9

		Reactive Cleaning (outside cleaning operational hours)

		SG9



		G:10

		Housekeeping

		SG10



		G:11

		IT Equipment Cleaning 

		SG11



		G:12

		Specialist Cleaning 

		SG12



		G:13

		Cleaning of Curtains and Window Blinds 

		SG13



		G:14

		Medical and Clinical Cleaning 

		SG14



		G:15

		Pest Control Services 

		SG15



		G:16

		Linen and Laundry Services 

		SG16



		WORK PACKAGE H: WORKPLACE SERVICES



		Service Reference

		Service Description

		Service Standard (RM-3830)



		H:1

		Mail Services 

		SH1



		H:2

		Internal Messenger Services 

		SH2



		H:3

		Courier Booking and External Distribution 

		SH3



		H:4

		Handyman Services 

		SH4



		H:5

		Move and Space Management (Internal Moves)

		SH5



		H:6

		Porterage 

		SH6



		H:7

		Clocks 

		SH7



		H:8

		Signage 

		SH8



		H:9

		Archiving (On Site)

		SH9



		H:10

		Furniture Management 

		SH10



		H:11

		Space Management 

		SH11



		H:12

		Cable Management 

		SH12



		H:13

		Reprographics Service 

		SH13



		H:14

		Stores Management 

		SH14



		H:15

		Portable Washroom Services 

		SH15



		H:16

		Administrative Support Services 

		SH16



		WORK PACKAGE I: RECEPTION SERVICES 



		Service Reference

		Service Description

		Service Standard (RM-3830)



		I:1

		Reception Services

		SI1



		I:2

		Taxi Booking Service 

		SI2



		I:3

		Car Park Management and Booking

		SI3



		I:4

		Voice Announcement System Operation 

		SI4



		WORK PACKAGE J: SECURITY SERVICES 



		Service Reference 

		Service Description

		Service Standard (RM-3830)



		General Requirements 

		

		



		J:1

		Manned Guarding Service 

		SJ1



		J:2

		CCTV / Alarm Monitoring 

		SJ2



		J:3

		Control of Access and Security Passes 

		SJ3



		J:4

		Emergency Response 

		SJ4



		J:5

		Patrols (Fixed or Static Guarding)

		SJ5



		J:6

		Management of Visitors and Passes 

		SJ6



		J:7

		Reactive Guarding 

		SJ7



		J:8

		Additional Security Services 

		SJ8



		J:9

		Enhanced Security Services 

		SJ9



		J:10

		Key Holding 

		SJ10



		J:11

		Lock Up / Open Up of Buyer Premises 

		SJ11



		J:12

		Patrols (Mobile via specific visiting vehicle)

		SJ12



		WORK PACKAGE K: WASTE SERVICES 



		Service Reference

		Service Description

		Service Standard (RM-3830)



		General Requirements 

		

		



		K:1

		Classified Waste 

		SK1



		K:2

		General Waste 

		SK2



		K:3

		Recycled Waste 

		SK3



		K:4

		Hazardous Waste 

		SK4



		K:5

		Clinical Waste 

		SK5



		K:6

		Medical Waste 

		SK6



		K:7

		Feminine Hygiene Waste 

		SK7



		WORK PACKAGE L: MISCEALLENOUS FM SERVICES 



		Service Reference 

		Service Description

		Service Standard (RM-3830)



		L:1

		Childcare Facility 

		SL1



		L:2

		Sports and Leisure 

		SL2



		L:3

		Driver and Vehicle Services 

		SL3



		L:4

		First Aid and Medical Services 

		SL4



		L:5

		Flag Flying Services 

		SL5



		L:6

		Journal, Magazine and Newspaper Supply

		SL6



		L:7

		Hairdressing Services 

		SL7



		L:8

		Footwear Cobbling Services 

		SL8



		L:9

		Provision of Chaplaincy Support Services 

		SL9



		L:10

		Housing and Residential Accommodation Management 

		SL10



		L:11

		Training Establishment Management and Booking Service  

		SL11



		WORK PACKAGE M: CAFM



		Service Reference

		Service Description

		Service Standard (RM-3830)



		M:1

		CAFM System

		SM1



		WORK PACKAGE N: HELPDESK



		Service Reference

		Service Description

		Service Standard (RM-3830)



		N:1

		Helpdesk Service 

		SN1



		

		

		



		

		

		



		

		

		



		

		

		



		WORK PACKAGE O: BILLABLE WORKS 



		Service Reference 

		Service Description

		Service Standard (RM-3830)



		General Requirements 

		

		



		O:1

		Management of Billable Works 

		SO1



		O:2

		Projects 

		SO2












		[bookmark: _Toc510771182][bookmark: _Toc510772340]WORK PACKAGE A – CONTRACT MANAGEMENT 



		Service A:1

		[bookmark: _Toc510771183]SA1: Integration 



		Standard

		The Supplier shall provide an innovative and professional FM Service that recognises advances in technology, operational efficiencies, workforce synergies and operational improvements that will deliver improved performance and value for money for the Buyer.



		Service A:2

		[bookmark: _Toc510771184]SA2: Health and Safety 



		Legislation, ACoP or similar industry or Government guidelines



		The Supplier shall be compliant with Annex B including:

Legislative Standards;

UK Legislation;

BS/ISO/EN Standards;

Guidance Notes / Codes of Practice; and 

Building Regulations (England & Wales only).



		Standard

		[bookmark: _Toc396218370]As a minimum, the Supplier shall produce and comply with the following documents:

A forward maintenance register; 

Planned and preventative maintenance schedule; 

Accident/Incident reports (RIDDOR);

Fire evacuation drill reports;

Statutory inspection reports, assessments and reviews;

Risk assessment reports and reviews;

Compliance certificates;

Security incident reports;

Disability discrimination assessments and reports;

Method statements for meeting the Buyer’s requirements;	

Health and safety policies and procedures; and

Scope and Services objectives.

The Supplier shall at all times ensure that:

The operation of the Buyer Premises and delivery of the Services are undertaken in compliance with all applicable UK legislation and Good Industry Practice requirements;

It provides any training required by the procedures and statutory provisions in respect of all staff (whether Buyer or Supplier Staff) at the Buyer Premises as well as in emergency response and security procedures;

It produces detailed procedures for a variety of emergency situations in conjunction with Buyer. These procedures shall be continually updated and reviewed as circumstances demand and at least annually;

It develops and maintains fire and emergency procedures, systems, equipment and staff training in order to produce a safe environment for the designated site and its users.  Systems will be unobtrusive where possible to assist in creating a positive building atmosphere for all users;

It shall carry out actions associated with implementation of the procedures routinely as well as in the event of any fire or other emergencies on-site;

It programmes and implements Health and Safety inspections of the Buyer Premises and Service delivery annually, and provides evidence to the Buyer on request;

It conducts and reviews all risk assessments relevant to the operation of the Buyer Premises and the delivery of Services in accordance with current statutory health and safety legislation;

It undertakes a Monthly review of all accidents occurring at the Buyer Premises whether relating to the Supplier's or Buyer's staff using the Buyer Premises or to the Supplier's delivery of Services.  The report will detail the cause of each incident and any remedial actions required to prevent reoccurrence, together with timescales for implementation;

It reviews all policies and associated documentation on a regular basis and at least annually and provide evidence of such on request by the Buyer;

It complies with all health and safety obligations including at all the Buyer’s Properties which are occupied under leasehold arrangements;

It shall at all times provide and maintain the first aid kits and other safety equipment and all related consumables issued to and used by Supplier staff on the Buyer Properties; and

It provides the required numbers of staff with an appropriate first aid responder qualification and training for emergency responses in accordance with health and safety legislation, as required by legislation and risk assessment (as a minimum) and any Buyer’s specific requirements.



		Service A:3

		[bookmark: _Toc510771185]SA3: Management Services 



		Legislation, ACoP or similar industry or Government guidelines



		ISO 9001: 2008 Quality Management Plan (and replacement ISO 9001:2015 when published).

Call-Off Schedule 7 - Key Staff.

Call-Off Schedule 3 - Continuous Improvement.

Call-Off Schedule 15 - Contract Management.



		Standard

		The Supplier shall manage the Contract in accordance with the personnel and processes as detailed in the Service Delivery Plan as agreed with the Buyer.

The Supplier shall manage the customer satisfaction, complaint and key performance indicator measurement processes to ensure agreed performance standards are fully met. 

The Supplier shall produce and issue the agreed management reports and attend meetings as requested by the Buyer to maintain the agreed contractual performance standards.



		Service A:4

		[bookmark: _Toc510771186]SA4: Service Delivery Plans 



		Standard



		[bookmark: _Toc396218928]Call-Off Schedule 13 - Mobilisation Plan and Testing.

As a minimum, the buildings and Asset maintenance management Service Delivery Plan shall contain:

Scope and Services objectives;

Approach and methodology;

Asset management method statement for meeting the Buyer’s requirements, including treatment of any lifecycle / sinking funds (if applicable) and details regarding where such funds will reside, safeguards on early draw down and control of such funds;

Variation procedures and additional work requests;

Operational structure including resource proposals;

Planned maintenance and Asset lifecycle replacement schedule and delivery methodology;

Quality statement;

Procurement of Services;

Procurement of materials taking account of embodied carbon and recycled content; 

Management of energy use including lighting;

Scope of Service;

Planned preventative maintenance methodology/schedule;

Computerised Asset management system;

Building management system;

Routine maintenance;

Formulation of the planned preventative maintenance programme;

Maintenance management, recording and reporting;

Critical spares management;

Inspections;

Conservation and sustainability;

Maintenance and renewal;

Management arrangements;

Quality management;

Operational liaison;

Reactive Maintenance Works; and

Reactive vandalism maintenance Service.

[bookmark: _Toc396218929]In use and occupied space shall be maintained to appropriate Standards which are deemed ‘fit for function’ by type (i.e. office).

[bookmark: _Toc396218930]Vacant space shall be maintained to appropriate Standards (e.g. mothballing & re-commissioning, as BESA SFG 30).



		Service A:5

		[bookmark: _Toc510771187]SA5: Fire Safety



		Legislation, ACoP or similar industry or Government guidelines

		Fire Safety Regulations, Regulatory Reform (Fire Safety) Order 2005.

BS 7989:2001 Specification for re-circulatory filtration fume cupboards. Maintenance, testing and examination of local exhaust ventilation.

BS 5306/3: 2017 Fire Extinguishing installations and equipment on premises. Commissioning and maintenance of portable fire extinguishers.

BS/EN 16750:2017 Fixed firefighting systems. Oxygen reduction systems. Design, installation, planning and maintenance. 



		Standard

		The Supplier shall provide professional and technical fire related advice to the Buyer upon request. 





		Service A:6

		[bookmark: _Toc510771188]SA6: Permit to Work 



		Standard

		The Supplier shall deliver the Permit to Work systems on behalf of the Buyer.

The Supplier be responsible for managing compliance of Permit to Work systems on behalf of the Buyer for all works being undertaken or managed by the Supplier, including hot works, confined spaces, live electrical working, working on or near high voltage, excavations, temporary disconnection of safety systems and working at height.   

The Supplier shall be responsible for the provision of all suitably qualified, skilled and accredited Staff to successfully deliver the Permit to Work system for the Buyer.



		Service A:7

		[bookmark: _Toc510771189]SA7: Accessibility Services 



		Legislation, ACoP or similar industry or Government guidelines

		The Equality Act 2010.



		Standard

		The Supplier shall provide professional advice on accessibility, occupational health, disability and safety advice to meet the requirements of the Buyer.

The Supplier shall provide specialist furniture to meet the requirements of the Buyer. Cost for the provision of these furniture items will be managed via the Billable Works and Projects process. 



		Service A:8

		[bookmark: _Toc510771190]SA8: Risk Management 



		Legislation, ACoP or similar industry or Government guidelines

		ISO 31000: Risk Management where requested by the Buyer.



		Standard

		The Supplier shall produce and maintain a contact risk register to include contract, maintenance operational service, service continuity, supplier management and staffing risks.

The Supplier shall produce and comply with any and all risk assessments pertaining to all Services undertaken at the designated Buyer Premises. This includes risk assessments and statutory compliance required by or produced by third parties such as landlords.



		Service A:9

		[bookmark: _Toc510771191]SA9: Customer Satisfaction



		Standard

		Call-Off Schedule 3 - Continuous Improvement.

The Supplier shall develop the customer satisfaction process with the Buyer and shall deliver it in accordance with the specific Buyer requirements as defined in line with the agreed Service Delivery Plan.

The Supplier shall deliver a complaints management process which manage and maintain the Buyer’s customer satisfaction targets.

The Supplier shall participate and respond where appropriate to Buyer or third-party customer satisfaction outputs (e.g. net promoter score) upon request from the Buyer.    



		Service A:10

		[bookmark: _Toc510771192]SA10: Reporting



		Standard

		[bookmark: _Toc396218770]The Supplier’s CAFM system will be configured to capture all elements of service provision to facilitate the production of the Management Information reporting requirements as requested by the Buyer.

The Supplier shall be responsible for the provision of all interfaces between their own and third-party CAFM systems to facilitate the real-time transfer of data.  

The Buyer’s data contained within the Supplier’s CAFM system shall be able to be uploaded to third-party CAFM systems where required by the Buyer. 

The Supplier shall develop the format standard and frequency of reporting with the Buyer and shall deliver it in accordance with the specific Buyer requirements in line with the agreed Service Delivery Plan.



		Service A:11

		[bookmark: _Toc510771193]SA11: Performance Self-Monitoring



		Legislation, ACoP or similar industry or Government guidelines

		ISO 9001:2015 Quality Management System.



		Standard

		[bookmark: _Toc396218376]The Supplier will deliver services and manage performance in line with the agreed key performance indicator (KPI) model.

The Supplier will manage performance using their own internal performance management systems and processes which shall align with the Buyer’s internal performance monitoring and auditing regimes as agreed within the Service Delivery Plan (SDP).   

The Supplier shall provide a system to manage, control and record and report on the delivery of all Services provided as part of any Call-Off Contract. 

The Supplier shall also provide a support service available twenty-four (24) hours per day for the Buyer to request the deployment of the Supplier to rectify any non-provision of accommodation or Service(s) embraced by the scope of the FM Framework Contract and within specified response times.

The Supplier will develop and agree with the Buyer the management reporting regimes for recording statutory compliance, performance against social value targets and balanced scorecard returns.



		Service A:12

		[bookmark: _Toc510771194]SA12: Business Continuity and Disaster Recovery Plans  



		Legislation, ACoP or similar industry or Government guidelines



		Call-Off Schedule 8 - Business Continuity and Disaster Recovery.

Centre for the Protection of the National Infrastructure (CPNI).

BS 25999: Business Continuity Management. 

ISO/IEC 27000:2016 Information technology–Security techniques-Information security management systems-Overarching vocabulary (fourth edition).

ISO/IEC 27001:2013 Information technology–Security techniques-Information security management systems-Requirements (second edition).

ISO/IEC 27002:2013 Information technology–Security techniques-Information security management systems-Security controls (second edition).

ISO/IEC 27003:2017 Information technology–Security techniques-Information security management systems-Guidance.

ISO/IEC 27005:2011 Information technology–Security techniques-Information security Risk Management (second edition).

ISO/IEC 27014:2013 Information technology-Security techniques-Governance for Information security.



		Standard

		The Supplier shall conform to the Buyer’s Business Continuity and Disaster Recovery (BCDR) Plan dealing with recovery from accident and emergency situations, and shall participate fully in the Buyer’s Business Continuity and Disaster Recovery planning for each business unit and as described in the relevant BCDR Plan.

[bookmark: _Toc396218707]The Supplier’s CAFM System shall be able to provide and support any Business Continuity scenario without any degradation in performance.

The Supplier will have its own Business Continuity and Disaster Recovery (BCDR) contingency plan in place to enable continuity of their Services without degradation.

The Supplier’s CAFM System facilities will have its own Business Continuity and Disaster Recovery contingency plan in place to enable continuity of the Services without degradation.



		Service A:13

		[bookmark: _Toc510771195]SA13: Quality Management System 



		Legislation, ACoP or similar industry or Government guidelines

		The Supplier shall hold and maintain valid ISO9001, ISO14001 and OHSAS 18001 accreditation or equivalent at all times for the duration of the Call-Off Contract.



		Standard

		[bookmark: _Toc396218380]The Supplier shall create a quality management plan in accordance with the ISO 9001 Quality Accreditation, which shall include a proposed methodology for maintaining ISO 9001 accreditation, and its related systems. The plan shall be in place within sixty (60) days of the Call-Off Start Date.



		Service A:14

		[bookmark: _Toc510771196]SA14: Staff and Training 



		Standard

		[bookmark: _Toc396218371]The Supplier shall manage and deliver the Services in line with the staffing profiles agreed with the Buyer within the Service Delivery Plan.

Where the Buyer has nominated management roles and/or positions as key roles on the Contract, the Supplier shall ensure their recruitment and business continuity processes comply with Buyer requirements as defined within the Service Delivery Plan.

The Supplier shall provide any training required by the procedures and statutory provisions in respect of all staff (whether Buyer or Supplier Staff) at the Buyer Premises as well as in emergency response and security procedures.



		Service A:15

		[bookmark: _Toc510771197]SA15: Selection and Management of SubContractors 



		Standard

		The Supplier is responsible for ensuring that all appointed Subcontractors are eligible to work in the UK.

The Supplier is responsible for ensuring that all appointed Subcontractors possess the appropriate accreditations, qualifications, and skills. 

The Supplier is responsible for ensuring that all appointed Subcontractors comply with all contractual requirements on quality, health and safety and environmental and legislative requirements.

The Supplier is responsible for ensuring that all appointed Subcontractors possess the appropriate levels of security clearances to enable access into the Buyer Properties.

The Supplier is responsible for ensuring that all Subcontractor performance is managed via use of the KPI, customer satisfaction and complaints management processes.



		Service A:16

		[bookmark: _Toc510771198]SA16: Property Information Mapping Service (EPIMS)



		Standard

		There is no Standard for this service. The Buyer requirements shall be fully met.  



		Service A:17

		[bookmark: _Toc510771199]SA17: Sustainability  



		Legislation, ACoP or similar industry or Government guidelines



		Compliance with Government Buying Standards for Cleaning Products and Services

All waste initiatives must at least meet the agreed Greening Government Commitments and any successor framework and including the edict that: 

Government is to reduce the amount of waste it generates by 25% from a 2009/10 baseline;

Government to ensure that redundant IT equipment is re-used (within Government, the public; sector or wider society) or responsibly recycled; and

Food waste shall be source segregated, separately collected and treated according to the best practice level of the Government Buying Standard for Catering Services. 

Compliance with the Public Health England (PHE) healthier and more sustainable catering guidance and supporting tools to this list.

Appendix I - Government Buying Standards for food and catering shall be applied to Catering Services. The five broad areas are:

Sustainable food production; meeting high standards of farming and food processing;

Nutrition, including food procurement, menu development and provision, food preparation and food service;

Resource efficiency; ensuring energy efficiency, efficient use of water, waste prevention and good management;

Social and economic value – achieving wider social benefits for the community; and

Quality of service provision.

Compliance with Government hospitality policies is essential at all times.  

The Supplier shall be aware of and adhere to the zero waste events guide produced by Waste and Resources Action Programme (WRAP), inspired by the Olympics.

All timber and wood-derived products for supply or use in performance of the contract shall be independently verifiable and come from:

A legal source; and 

A sustainable source, which can include a Forest Law Enforcement, Governance and Trade (FLEGT) licensed or equivalent source.

In addition, use of pesticides and artificial fertilisers shall be minimised, by for example switching to natural methods of controlling weeds, insects and fungi wherever possible and maintaining soil fertility. Supplier shall comply with the horticulture and park services Government Buying Standards which requires that soil improvers shall not contain peat or sewage sludge and that from 2015 plants shall not be supplied in or with growing media containing peat.  

[bookmark: _Toc396218975]Compliance with Government Buying Standards for sustainability as they apply to scanners.

The Government Buying Standards for the sustainable procurement of furniture.

All timber signage shall comply with the requirements of the Government’s Timber Procurement Policy.

Provision and maintenance of vehicles shall be in line with the Government Buying Standard for transport (vehicles).

All space planning/management advice must comply with the above policies and with the current version of Appraisal and Evaluation in central Government and “The Green Book” Treasury Guidance.

Compliance with: 

Government carbon management strategy;

The Mainstreaming Sustainable Development Package sets out the Government’s vision for sustainable development and measures to deliver it through the Green Economy, action to tackle climate change, protecting and enhancing the natural environment, and improved fairness and wellbeing;

All initiatives must at least meet the agreed Greening Government Commitments and any successor framework;

Government Buying Standards; and

The Waste and Resources Action Programme’s (WRAP) Resource Management and Mobile Asset Management Planning tools. 

The Mainstreaming Sustainable Development Package sets out the Government’s vision for sustainable development and measures to deliver it through the Green Economy, action to tackle climate change, protecting and enhancing the natural environment, and improved fairness and wellbeing.

All initiatives must at least meet the agreed Greening Government Commitments and any successor framework. 

[bookmark: _Toc396218944][bookmark: _Toc396218945]Government Buying Standards for the public procurement of sustainable goods and services are mandatory at the minimum level for the central Government estate and related agencies. 

[bookmark: _Toc396218948]For all major refurbishments (as defined in BREEAM guidelines, and typically those over £500k) an appropriate environmental assessment process such as BREEAM or an equivalent (e.g. CEEQUAL, DREAM etc.) appropriate to the size, nature and impact of the project shall be carried out on all projects.  Where BREEAM is used, all refurbishment projects are to achieve at least “very good” rating, unless site constraints or project objectives mean that this requirement conflicts with the obligation to achieve value for money.  Where an alternative environmental assessment methodology is used, projects must seek to achieve equivalent ratings. 

[bookmark: _Toc396218949]All Defra guidelines where mandatory shall be adhered to.  Non mandatory requirements shall be adopted where practicable.

[bookmark: _Toc396218953]Waste and Resources Action Programme (WRAP) Guidance for refurbishment and fit-out professionals 

[bookmark: _Toc396218954]Further Government Buying Standards also apply to the design and installation of equipment including air conditioning units, boilers, central heating systems, condensing units, lighting, paints and varnishes, showers, taps, toilets, urinal controls, and windows. 

[bookmark: _Toc396218955]In addition, there are Government Buying Standards for a range of electrical goods.

All Defra guidelines where mandatory shall be adhered to.  Non mandatory requirements shall be adopted where practicable. 



		Standard

		The Supplier will develop and agree a Sustainability Plan incorporating all the requirements outlined above with the Buyer. 



		Service A:18

		[bookmark: _Toc510771200]SA18: Social Value 



		Legislation, ACoP or similar industry or Government guidelines

		Public Services (Social Value) Act 2012.



		Standard

		The Supplier will develop a Social Value initiatives and objectives with the Buyer.

The Supplier will meet the requirements of the Buyer’s Social Value requirements.

The Supplier will meet the reporting requirements to measure Supplier performance and compliance. 



		[bookmark: _Toc510771201][bookmark: _Toc510772341]WORK PACKAGE B – MOBILISATION



		[bookmark: _Toc510771202]General Requirements



		Standard

		The Supplier will manage Mobilisation of the Contract in line with Call-Off Schedule 13 - Mobilisation Plan and Testing.



		[bookmark: _Toc395696525][bookmark: _Toc396218777][bookmark: _Toc510771203][bookmark: _Toc510772342]WORK PACKAGE C - MAINTENANCE SERVICES



		[bookmark: _Toc396218778][bookmark: _Toc510771204]General Requirements



		Legislation, ACoP or similar industry or Government guidelines



		BS8544 2013 Life Cycle Costing;

RICS New Rules for Measurement Part 3 for Maintenance (NRM3);

HVCA Standard Maintenance Specification, Vol’s I – V;

C.I.B.S.E guidelines;

SFG20 Maintenance Schedules (published with the consent and support of B&ES Publications);

Building Research Establishment Conservation Support Unit guidance;

BSRIA guidance;

BS 7671.2008 (2011);

Fire Safety Order 2005;

S.I. 1989 No 635, the Electricity at Work Regulations;

Environmental Cleaning Specification (1063);

PAS 5274 – The Specification for the Planning, Application & Measurement of Cleanliness Services in Hospitals / The National Specification for Cleanliness in NHS / The Revised Healthcare Cleaning Manual;

FMS 1/97, Guidance and the Standard Specification for Ventilation Hygiene;

Environment Systems Specification (1005), Statutory Test and Inspections Specification (1100); 

Mechanical and Electrical Specification (1027);

PD5454:2012;

Asbestos ACOP L143;

Waste and Resources Action Programme (WRAP) guidance on Resource Management and Mobile Asset Management Planning; 

PAS 2050-1:2012;

Royal Institute of Chartered Surveyors New Rules for Measurement Part 3 for Maintenance (NRM3);

Heating and Ventilation Contractors’ Association Standard Maintenance Specification, Volumes I – V;

Chartered Institution of Building Services Engineers’ guidelines;

Building Services Research and Information Association guidance;

Government’s Timber Procurement Policy;

Institute of Baths and Recreation Management (IBRM); 

Pool Water Treatment Advisory Group (PWTAG);

Swimming Pool and Allied Trades Association (SPATA); 

Institute of Swimming Pool Engineers;

The Health and Safety (Safety Signs and Signals) Regulations 1996;

PAS;

BS5499-1:1990;

BS5499-4:2000; and

The Traffic Signs Regulations and General Directions (TSRGD) 2002.



		Sustainability

		[bookmark: _Toc396218780]The General Requirements for Sustainability shall apply.

Compliance with policy under the Greening Government Commitments and any successor policy shall be maintained at all times, including in relation to Waste and Water Management.

[bookmark: _Toc396218781]In addition, use of pesticides and artificial fertilisers shall be minimised, by for example switching to natural methods of controlling weeds, insects and fungi wherever possible and maintaining soil fertility. Supplier shall comply with the horticulture and park services Government Buying Standards which requires that soil improvers shall not contain peat or sewage sludge and that from 2015 plants shall not be supplied in or with growing media containing peat.  

[bookmark: _Toc396218782]Additionally, the Supplier shall maintain the grounds of the Buyer Premises by using good husbandry and encouraging native flora and fauna.

[bookmark: _Toc396218783]All debris arising from the performance of the Works shall promptly be removed from the Buyer Premises and disposed of in an environmentally preferable manner. 

[bookmark: _Toc396218784]All timber and wood-derived products for supply or use in performance of the contract shall be independently verifiable and come from:

a legal source; and

a sustainable source, which can include a Forest Law Enforcement Governance Trade (FLEGT) licensed or equivalent source;

[bookmark: _Toc396218785]The Buyer may reject any Tender that cannot offer to provide independent verification that all timber and wood-derived products used in the Call-Off Contract meets this requirement.



		Standard

		[bookmark: _Toc396218787]The General Requirements for Maintenance Services shall apply. 

[bookmark: _Toc396218927][bookmark: _Toc396218788]There are many regulations that apply to the work within the maintenance and service industry and which may be detailed in this section. It should be noted that no piece of legislation stands alone as they all interact with each other. They stipulate the minimum Standards for safe working but also have absolute requirements in respect of particular areas of the legislation. All Supplier Staff involved with the Works concerned must always ensure that the associated regulations are fully understood and adhered to.

The Supplier shall be responsible for:

The provision of a safe and comfortable environment for all Buyer users through the provision of a complete building and Asset maintenance management Service for the Buyer Premises;

The provision of preventative, cyclical and Reactive Maintenance to the Buyer Properties to ensure that the Assets provide full operational functionality at all times;

Provision and maintaining of a Full Asset list of all plant and equipment, kept regularly updated – to a level applicable for performing Planned Preventative Maintenance (PPM) and for also undertaking full condition/ remaining life surveys on all built Assets (in scope);

Ensuring that buildings and associated engineering services and external works shall be sound and operationally safe;

Ensuring that the Asset’s condition remains commensurate with age and life cycle replacement date;

Ensuring that maintainable Assets, including non-fixed plant and equipment, within the Buyer properties and identified from the Asset list and Condition Survey, are maintained to the required ‘fit for function’ performance level, and compliant with all statutory/legal and mandatory obligations; 

Ensuring that the maintenance regime is required to suit the built environment (for in use and also mothballing of vacated facilities) taking due regard for the manufacturers and installers recommendations;

Meeting Reactive Maintenance responsiveness requirements - see the Helpdesk and CAFM System section;

Provision of Asset listing and Condition Surveys to include plant and equipment. This is to be regularly updated to allow for any additions and /or forward maintenance plans - identifying short, medium and long term maintenance proactive maintenance shall include periodic management inspections of Buyer Properties (e.g. plant tours, inspections/monitoring);

Ensuring the management and administration levels to be appropriate to the specific Service Requirements; and

Tailoring the Service to appropriately maintain the relevant Assets to suit the defined functional use of the built environment over the required period of interest (to fulfil technical, commercial and environmental agendas).

All statutory requirements and safety practices shall be adhered to in respect to the method of completing the task and the requirements of the specific Acts, Regulations, British Standards and Guidance Notes currently in force and applicable. 

[bookmark: _Toc396218789]Prior to carrying out tasks within this section, site specific risk assessments shall be produced and where it is identified from them, method statements will also be required. Some tasks due to their nature will require permits and a method statement as a matter of course. This will ensure a safe system of working has been adopted before work commences. Always ensure that the correct Personal Protective Equipment (PPE is made available and worn and that an asbestos register is checked before Works are carried out. Supplier should also be made aware of the Buyer Premises hazard and emergency procedures.

Buildings and Asset Maintenance:

[bookmark: _Toc396218932]The Supplier shall deliver a buildings and Asset maintenance management Service that meets the requirements in Annex E – Service Delivery Response Times:

The Supplier shall deliver a building, installations and Asset maintenance Service that meets, but is not limited, to the following requirements:

Produce a schedule of programmed maintenance in the form of an annual five (5) Year rolling plan or forward maintenance register with respect to planned maintenance. The schedule of programmed maintenance will be updated annually and on a regular basis as maintenance is undertaken, and as lifecycle maintenance items are brought forward or delayed due to worse or better than expected performance.  A general review will be undertaken prior to the end of each Year of the Call-Off Contract and a revised plan presented to the Buyer in accordance with the Call-Off Contract.

Provision of a thirty (30) year lifecycle replacement profile for the Buyer Premises;

Ensure that all statutory tests and inspections are undertaken within the statutory timescales, together within any repair works arising as a result;

Maintain full records of work to be undertaken in an order of priority, and subsequently full records of completed work;

Submit a Monthly report of all works and testing undertaken, whether these be planned or reactive in nature, at the same time as the annual service plan;

State the expected remaining life (if any) of the key building elements, installations and equipment at the end of the Call-Off Contract;

Specify minimum redecoration cycles for internal and external elements. The minimum cycles may be split into various areas around the buildings with front of house and all public areas taking precedence. The aim is to ensure that the facilities are maintained in a reasonable decorative standard through the whole Buyer Premises during the Call-Off Contract;

[bookmark: _Toc396218933]When carrying out Services the Supplier shall:

Discuss the proposed works with the Buyer and Buyer Representative and seek agreement in relation to timescales;

Ensure that any reasonable requirements of the Buyer are taken into account in the proposed works;

Ensure that the operations of Buyer can continue but the extent of maintenance is at the discretion of the Supplier unless governed by statutory requirements;

Confirm the start and completion dates and hours of working;

Protect all Buyer users and their belongings during such works;

Provide advice and instructions on the use of any new equipment and/or installations;

Liaise with the Buyer at the Buyer Premises or the  Buyer Representative on access issues, including restrictions to areas that may be out of use;

Maintain and make good any incidental damage caused;

Remove all rubbish and clean up after completing tasks at the end of each Working Day;

Carry out all works in accordance with statutory requirements, insurance requirements, Health and Safety requirements, British Standards, manufacturer’s instructions and otherwise in compliance with Good Industry Practice.

Undertake all Portable Appliance Testing for both the Supplier's and the Buyer's portable appliances, including all ICT equipment, in accordance with the Electrical Regulations Standards, HSE and Statutory Buyer guidance and all legislative requirements;

Test and service all plant and equipment within the responsibility of the Supplier, as required by legislation;

Provide competent Supplier Staff on an ad hoc basis to undertake New Works (not associated with building maintenance) as requested by the Buyer;

Survey the Buyer Premises in accordance with   the Buyer’s Service Level Requirements to establish condition, hazards, remaining elemental life etc. of the fabric and building services and record the information which will be provided to the Buyer on request or by pre-agreed programme. Findings to be incorporated in next annual service plan; and

Record and periodically update all building development, replacement works and maintenance work undertaken in each in the form of a shared electronic database or any other format agreed with Buyer.

[bookmark: _Toc396218791]Planned Maintenance:

The Supplier shall take cognisance of the Buyer’s Planned Preventative Maintenance schedules. The Supplier shall include all building fabric maintenance tasks currently indicated within these documents in addition to any additional Buyer requirements;

[bookmark: _Toc396218935][bookmark: _Toc396218792]The Supplier shall adopt a proactive approach to preventative and cyclical maintenance and inspections such that breakdowns and failures are minimised. The Supplier shall agree an annual plan of works with the Buyer that complies with the following requirements;

[bookmark: _Toc396218936]The forward maintenance register will be developed and submitted for agreement to the Buyer on an annual basis as part of the Service Delivery Plan at least two (2) months prior to the start of each Year of the Call-Off Contract. Any such agreement will not constitute a limitation on the extent of the maintenance requirement;

[bookmark: _Toc396218937]Modifications to the schedule of programmed maintenance will also be submitted to the Buyer for approval, providing at least four (4) weeks term time notice;

[bookmark: _Toc396218938]The Supplier must comply with the schedule of programmed maintenance which shall be designed to meet SFG20 requirements and ensure compliance with the performance standards;

[bookmark: _Toc396218939]Access for performing maintenance functions and all other works will be restricted in accordance with the performance standards of the Buyer (see also Security).  The Supplier must comply at all times with these access restrictions and ensure that the minimum of disruption is caused to the operations of the Buyer, its staff, Building Users, and the overall Buyer Premises;

A programme of inspection reports shall be submitted to the Buyer one (1) month post the Call-Off Contract Commencement Date;

[bookmark: _Toc396218793]The Supplier shall submit a suggested report format for the reporting of the condition of the Planned Preventative Maintenance activities which shall be agreed with the Buyer prior to the Call-Off Contract Commencement Date;

[bookmark: _Toc396218794]The report shall be submitted electronically to the Buyer within five (5) Working Days of undertaking the inspection;

[bookmark: _Toc396218795]The Supplier shall report via email within twenty-four (24) hours of the inspection any defects of a Health and Safety nature it finds during the course of its inspection together with a recommendation for remedial action if defects cannot be fixed during the inspection;

[bookmark: _Toc396218796]The Supplier shall submit by the end of the Mobilisation Period, its Planned Preventative Maintenance (PPM) Programme, which should include (and clearly identify) all statutory and routine tasks;

[bookmark: _Toc396218797]The Service shall be delivered in line with Appendix I - Property Classification; and

[bookmark: _Toc396218798]All maintenance routines with a frequency:

[bookmark: _Toc396218799]Statutory tasks shall be performed on the date required to maintain statutory compliance in accordance with all appropriate legislation;  

of 2 weeks or less shall be performed +/- 1 Working Day of the due date;

[bookmark: _Toc396218800]of greater than 2 weeks but no greater than 13 weeks shall be performed +/- 4 Working Days of the due date; and

[bookmark: _Toc396218801]of greater than 13 weeks shall be performed +/- 2 weeks of the due date.

[bookmark: _Toc396218940]Replacement Materials:

The Supplier shall ensure that the programmed replacement of materials and components comply with the requirements of the Buyer’s requirements;

[bookmark: _Toc396218941]Replacement materials used shall be of the same quality and specification for existing building facilities with an equivalent life span (as detailed elsewhere) and meet Government Buying  Standards where applicable, taking into account advancements in materials development and Good Industry Practice and embodied carbon and recycled content at the time of replacement, unless the Buyer agrees otherwise.  External materials will maintain the vernacular of the building;

[bookmark: _Toc396218942]Reused or reconditioned parts or replacements will only be used where the Supplier can clearly show that the lifecycle and performance of the item is at least equivalent to a new replacement item and performance will not be affected; and

[bookmark: _Toc396218943]Maintenance and replacement will be affected in accordance with Good Industry Practice, such that at the end of the Call-Off Contract, the remaining life of each element is in line with its anticipated life from new, running from the date of actual replacement.



		Service C:1

		[bookmark: _Toc510771205]SC1: Mechanical and Electrical Maintenance (M&E)



		Standard

		SFG20.

The General Requirements for maintenance management shall apply.

The Supplier shall ensure the successful operation and optimum condition of all of the Buyer’s mechanical, electrical, plumbing and drainage systems. The Supplier shall ensure they are maintained at optimum performance in accordance with manufacturers’ and installers’ recommendations and statutory obligations. The Supplier shall ensure that the Asset register is accurate and all Assets are maintained according to this Standard.

The Supplier shall develop and implement a fifty-two (52) week maintenance planner and associated resource management plan (format and structure to be agreed with the Buyer at the Call-Off Contract Commencement Date) outlining the maintenance requirements for each Buyer Premises. 

The Supplier is to be responsible for meeting or exceeding operational resource efficiency targets including energy and water consumption and waste production as required by the Buyer. 

In line with manufacturers recommendations and common Good Industry Practices.



		Service C:2

		[bookmark: _Toc510771206]SC2: Ventilation and Air Conditioning Systems Maintenance



		Legislation, ACoP or similar industry or Government guidelines



		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

COSHH Regulations 2002;

COSHH Regulations 7, 8 & 9;

COSHH Regulations EH40;

NHS Estates HTM2025;

CIBSE TM26 Hygiene Maintenance of Office ventilation Systems; and 

TR19 Guide to Good Practice – Internal cleanliness of ventilation systems.



		Standard

		The General Requirements for maintenance management shall apply.

The Supplier shall ensure that the insides of ventilation and air conditioning ductwork are kept clean in accordance the relevant and applicable Standards.

In line with manufacturers recommendations and common Good Industry Practices.



		Service C:3

		[bookmark: _Toc510771207]SC3: Environmental Cleaning Services



		Standard

		Environmental cleaning to be undertaken in accordance with current best practice such as:

CIBSE Technical Memorandum TM26;

Hygienic Maintenance of Office Ventilation Ductwork; 

HVCA Guide to Good Practise;

Internal Cleanliness of Ventilation Systems TR19 in order to minimise the build-up of dust, dirt, grease and scale. 

The Supplier shall preserve a satisfactory standard of hygiene within air distribution and extract systems.

The General Requirements for cleaning shall apply.

In line with common Good Industry Practices, guidance should also be sought from the various trade and governing bodies for the sector.

Where treatment for guano and like materials is undertaken the appropriate Health and Safety precautions should be used.



		Service C:4

		[bookmark: _Toc510771208]SC4: Fire Detection and Fire Fighting Systems Maintenance



		Legislation, ACoP or similar industry or Government guidelines



		Fire Safety Regulations, Regulatory Reform (Fire Safety) Order 2005.

BS 5839-1:2017 Fire detection and fire alarm systems for buildings. Code of practice for design, installation, commissioning and maintenance of systems in non-domestic premises.

BS 7989:2001 Specification for re-circulatory filtration fume cupboards. Maintenance, testing and examination of local exhaust ventilation.

BS 5306/3: 2017 Fire Extinguishing installations and equipment on premises. Commissioning and maintenance of portable fire extinguishers.

BS/EN 16750:2017 Fixed firefighting systems. Oxygen reduction systems. Design, installation, planning and maintenance. 



		Standard

		All Fire Fighting equipment and systems shall be tested in accordance with the manufacturer’s recommendations, the relevant applicable British Standards, Approved Codes of Practice and industry best practice.

Fire systems log book shall be checked to ensure completeness and retention of appropriate records and documents including certification; fire risk assessment, test register and zone charts/device listing. 



		Service C:5

		[bookmark: _Toc510771209]SC5: Lifts, Hoists and Conveyance Systems Maintenance 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Lifting Operations and Lifting Equipment Regulations 1998.



		Standard

		The General Requirements for maintenance management shall apply.

Supplier shall operate and maintain all lifts, hoists and conveyance systems in line with manufacturers’ recommendations and common Good Industry Practices.

In accordance with the Statutory/Legal and Mandatory Compliance and Maintenance requirements including Fireman Lifts and Lift evacuation systems.



		Service C:6

		[bookmark: _Toc510771210]SC6: Security, Access and Intruder System Maintenance



		Standard

		The General Requirements for maintenance management shall apply.

Operate and maintain systems in line with manufacturers’ recommendations and common Good Industry Practices, in accordance with statutory/legal compliance and maintenance requirements. This includes Fireman Lifts and Lift evacuation systems.



		Service C:7

		[bookmark: _Toc510771211]SC7: Internal and External Building Fabric Maintenance



		Standard

		The Supplier shall work alongside the Buyer in forward planning and providing cost estimates for financial planning of forward  maintenance activities where requested to do so. 

The Buyer may require BREEAM in-use or similar assessment of the Buyer Premises performance to be carried out at agreed intervals.

The Supplier shall apply the use of BS8544 2013 in relation to Life Cycle Costing and RICS New Rules for Measurement Part 3 for Maintenance (NRM3).

The Supplier shall ensure that ad hoc repairs to the external fabric are carried out in accordance with the Buyer’s requirements.  

Where response times are appropriate these shall be adhered to.



		Service C:8

		[bookmark: _Toc510771212]SC8: Reactive Maintenance



		Standard

		The Supplier shall be responsible for meeting minimum response times as set out in Annex D– Helpdesk Response Times and Annex E – Service Delivery Response Times, or as defined by the Buyer, to ensure that all Reactive Maintenance activities are carried out as outlined, so that any reactive repairs are completed with the least inconvenience or disruption to the Buyer.

The Supplier shall inform the Buyer of all breaches of Health and Safety regulations together with a programme for rectification and measures to safeguard against a repeat.

The Supplier shall inform the local Buyer Representative (in line with the Buyer’s policies e.g. Fire Safety Order 2005) at a Buyer Premises where the Supplier is proposing to undertake maintenance work to the fire safety systems.

The Supplier shall be responsible for meeting minimum response times as required by the Buyer for each Buyer Premises to ensure that all reactive tasks are carried out as outlined, so that any reactive repairs are completed with the least inconvenience or disruption to the workings of the Buyer. Service Requests may fall into three main categories:

Those which involve a Business Critical Event;

Those requests of an emergency nature where the health and safety of any person is threatened or where the incident or activity has an impact on the physical security of the premises or its Building Users; and

Those repair activities required on a daily basis to ensure the functionality of each Buyer Premises, which have not been catered for by the programmed element.

The Supplier shall at all times ensure that sufficient, competent, appropriately trained and skilled Supplier Staff are deployed to cater for the spectrum of planned and unplanned demands on the Maintenance Services. The Supplier shall ensure that only appropriately trained Supplier Staff are dispatched to Reactive Maintenance activities. 

Supplier Staff attending calls, particularly in relation to an emergency call, shall attend with suitable and sufficient equipment and suitable training to respond to the Reactive Maintenance repair in a competent, safe and efficient manner.

Where Reactive Maintenance requires replacement of any plant, equipment or consumable it shall be carried out, so far as is practicable, on a like-for-like or equal-and-approved basis, taking into consideration energy efficiency, aesthetics and reliability;  where this may not be practicable, an equivalent or better standard and specification basis shall be substituted. 

If an out of hours engineer system is to be implemented, the Supplier shall ensure that the rotas do not comprise the core team numbers the following Working Day.

The Service shall be delivered in line with Appendix I - Property Classification.



		Service C:9

		[bookmark: _Toc510771213]SC9: Planned / Group Re-Lamping Services



		Standard

		The Supplier shall provide optimum replacement frequencies for lamps within the first six (6) Months of the Call-Off Contract Commencement date, whilst maintaining the specified lighting levels in accordance with targets published by the Buyer and in accordance with manufacturer’s guidance and any relevant legislation. 



		Service C:10

		[bookmark: _Toc510771214]SC10: Automated Barrier Control Maintenance



		Standard

		The General Requirements for maintenance management shall apply, in line with manufacturer’s recommendations, instructions and common Good Industry Practices.



		Service C:11

		[bookmark: _Toc510771215]SC11: Building Management System (BMS) Maintenance



		Standard

		The Supplier shall ensure that maintenance is performed in accordance with the current version of SFG20 and/or manufacturers recommendations and the Buyer’s requirements.  

Planned maintenance is to include for the periodic upgrade of software as new versions are issued.

The Building Management System (BMS) shall be configured to operate building systems at optimum energy efficiency.

Where possible the BMS shall be integrated or be able to exchange data with the CAFM System.

The BMS shall be to be periodically upgraded as software (& hardware) versions are issued.



		Service C:12

		[bookmark: _Toc510771216]SC12: Standby Power System Maintenance 



		Standard

		The General Requirements for maintenance management shall apply.

Operate and maintain systems In line with manufacturers’ recommendations and common Good Industry Practices.



		Service C:13

		[bookmark: _Toc510771217]SC13: High Voltage (HV) and Switchgear Maintenance



		Standard

		All electrical equipment shall be capable of local isolation in accordance with the current regulations, manufacturer’s recommendations and SFG20. 

Due consideration shall be given to the elevated Health and Safety risk when maintaining HV equipment and all electrical equipment shall be provided with means of isolation, which disconnects the respective item of equipment and any associated control devices and circuits.

The Supplier shall ensure that only HV Approved Persons (HVAP) are allowed to instigate isolations and re-instatements of any HV service.

The Supplier shall ensure there is a qualified named HV AP (High Voltage Approved Person) engineer for the Buyer Premises and that the appropriate Competent Person (CP) is in place.

The Supplier shall ensure that Supplier Staff operating in an HV environment are an authorised person, suitably qualified and competent and shall at the very least:

Be an electrical craftsman;

Be over the age of 23 years; and

Possess sufficient knowledge and experience to avoid danger.

The Permit to Work system shall be used for this Service.



		Service C:14

		[bookmark: _Toc510771218]SC14: Catering Equipment Maintenance



		Standard

		The General Requirements for maintenance management shall apply, in line with manufacturers’ recommendations and common Good Industry Practices. 

The Buyer may state that Catering Equipment Maintenance shall be provided as part of the Catering Services provision. 



		Service C:15

		[bookmark: _Toc510771219]SC15: Audio Visual Equipment Maintenance



		Standard

		The General Requirements for maintenance management shall apply.

The Supplier shall ensure that the required multimedia connectivity is maintained for connection by relevant IT systems and broadcasting services, in line with manufacturers’ recommendations and common Good Industry Practices.



		Service C:16

		[bookmark: _Toc510771220]SC16: Television Cabling Maintenance



		Standard

		The General Requirements for maintenance management shall apply. 

In line with manufacturers recommendations and common Good Industry Practices.

The Supplier may deliver TV Services over the IT data network. Domestic areas or parts of the building may be by conventional cable distribution.

The Supplier shall provide power to mobile phone masts and liaise with mobile phone company staff.



		Service C:17

		[bookmark: _Toc510771221]SC17: Mail Room Equipment Maintenance 



		Legislation, ACoP or similar industry or Government guidelines

		Guidance shall be sought from the various trade and governing bodies for the sector.

In line with manufacturers recommendations and common Good Industry Practices.



		Standard

		The Service must include the operation and maintenance of equipment including:

Franking machines;

Sorters;

Postal scales; and

X-Ray scanners. 

The General Requirements for maintenance management shall apply.

Access for specialist maintenance technicians, including accompanying them to individual machines as necessary and all Reactive Maintenance requests for Mail Room equipment shall be dealt with through the Helpdesk.

All materials and consumables normally associated with the provision of a professional postal service, including ink, special labels, courier bags, packaging materials and trolleys shall be provided.

Please note that Government Buying Standards for sustainability apply to scanners. 



		Service C:18

		[bookmark: _Toc510771222]SC18: Office Machinery Servicing and Maintenance



		Standard

		The General Requirements for maintenance management shall apply.

In line with manufacturers recommendations and common Good Industry Practices.



		Service C:19

		[bookmark: _Toc510771223]SC19: Voice Announcement System Maintenance



		Standard

		There is no recognised Standard for this service.

The General Requirements for Maintenance Services shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service C:20

		[bookmark: _Toc510771224]SC20: Locksmith Services



		Standard

		The Service shall be provided in conjunction with any Handyman Service requests and comply with local security requirements. 

In areas of doubt the Departmental Security Officer (DSO) shall be contacted for clarification.



		Service C:21

		[bookmark: _Toc510771225]SC21: Airport and Aerodrome Maintenance Services



		Standard

		The General Requirements for Maintenance Services shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.

The Supplier shall create and develop a maintenance management plan for the Buyer Premises and signs in accordance with BS EN 61821 within six (6) Months of Contract Award. 

The Supplier shall enforce, maintain and update a maintenance management plan for the AGL and signs in accordance with BS EN 61821 and issue to the Buyer on an annual basis.



		Service C:22

		[bookmark: _Toc396218802][bookmark: _Toc510771226]SC22: Specialist Maintenance Services



		Standard

		The General Requirements for Maintenance Services shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		[bookmark: _Toc510771227][bookmark: _Toc510772343]WORK PACKAGE D: HORTICULTURAL SERVICES



		Service D:1

		[bookmark: _Toc510771228]SD1: Grounds Maintenance Services 



		Legislation, ACoP or similar industry or Government guidelines

		When required BS5837:2012 shall apply.



		Standard



		[bookmark: _Toc396218883]The Landscaping and Grounds Maintenance Service may be integrated with other external Services (such as cleaning and hard landscaping maintenance) so that there shall be no duplication of tasks in external areas. All external areas shall be maintained in order to ensure the maintenance of healthy and vigorous plants with a tidy weed free appearance.

[bookmark: _Toc396218884]All plants in beds and containers shall be maintained so as to ensure a pleasing and tidy appearance. All plants and shrubs shall be maintained so that they are healthy. All plants and shrubs which have died or appear to be dying shall be removed and replaced as soon as possible by a suitable, comparable replacement.  Plants chosen shall be low maintenance plants that require common maintenance to remain healthy and attractive.

[bookmark: _Toc396218885]Grassed areas shall be maintained to a good aesthetic standard at all times with grass cuttings either composted at the Buyer Premises and recycled or taken off-site and recycled.

[bookmark: _Toc396218886]It shall be considered in every instance whether the use of any form of chemical (for uses including fertilizer, pesticide and herbicide) is strictly necessary before application. 

[bookmark: _Toc396218887]The use of chemicals specifically approved for the purpose for which it is intended shall be applied as dictated by the Control of Pesticides Regulations, the conditions of approval for the chemicals and any other relevant code of practice issued by the Department for the Environment, Food and Rural Affairs. 

[bookmark: _Toc396218888]All chemicals shall be applied in accordance with manufacturers’ instructions and in accordance with all relevant Health and Safety codes.

[bookmark: _Toc396218889]A maintenance schedule shall be implemented to ensure:

All plant specimens shall be kept to a height and form which is safe and accords with good horticultural practice;

All pots/ containers are cleaned and replaced where necessary;

213213433uiAll external soft landscaped areas are kept safe, clean and tidy;

Planned and Reactive Maintenance activities maintain areas of soft landscaping and planting safe, free of defects and prevent any dangers or hazards to the Buyer, its staff and Building Users; 

All areas are kept free of an accumulation of leaves, weeds and any other solid matter;

The Supplier is required to undertake pro-active reporting of damaging plant growth, i.e. ivy damaging property, Japanese knotweed etc.;

All external hard surfaces are kept reasonably free of weeds, moss, lichen or any other organic growth and litter so as to present a tidy appearance at all times;

All trees are maintained to ensure the safety of the Buyer, its staff and Building Users; and

In the first twelve (12) Months from the Call-Off Contract Commencement Date a tree survey is to be undertaken documenting as a minimum; species; height/diameter; age of the tree; location; condition; overall health of the tree (known diseases); Tree Preservation Order (TPO) in place, maintenance programme throughout the Call-Off Contract (to include any specific hazards); and life expectancy.  Thereafter, and in agreement with the Buyer, only trees requiring regular maintenance or those at risk (location, disease, health etc.) will require subsequent annual tree surveys.

[bookmark: _Toc396218890]Reactive snow clearance and gritting responsibilities shall be fully outlined as to determine responsibility and extent of Service.

[bookmark: _Toc396218891]The Service shall be delivered in line with Appendix I - Property Classification.

[bookmark: _Toc396218892]When required BS5837:2012 shall apply.



		Service D:2

		[bookmark: _Toc510771229]SD2: Tree Surgery (Arboriculture)



		Standard



		[bookmark: _Toc396218909]The Supplier shall ensure that staff carrying out Tree Surgery Services are National Proficiency Tests Council qualified in arboriculture, and that all work is carried out to the requirements of the relevant British Standard.   

[bookmark: _Toc396218910]Any Sub-Contractor used by the Supplier for performing Tree Surgery Services shall be a full member of the Arboriculture Association.

[bookmark: _Toc396218911]The supplier is required to seek both Buyer and local Authority approval before trimming or felling any trees.

[bookmark: _Toc396218912]The Supplier shall ensure that Supplier Staff carrying out Tree Surgery Services are National Proficiency Tests Council qualified in arboriculture, and that all work is carried out to BS 3998.   Any Sub-Contractor used by the Supplier for performing Tree Surgery Services shall be a full member of the Arboriculture Association.



		Service D:3

		[bookmark: _Toc510771230]SD3: Professional / Planned Snow and Ice Clearance 



		Standard



		Snow clearance and gritting responsibilities shall be fully outlined as to determine responsibility and extent of Service.



		Service D:4

		[bookmark: _Toc510771231]SD4: Reservoirs, Ponds, River Walls and Water Feature Maintenance 



		Standard



		[bookmark: _Toc396218875][bookmark: _Toc396218876]The Supplier shall manage the water levels in lakes and reservoirs in compliance with the Reservoir Act 1975 and subsequent amendments. 

[bookmark: _Toc396218877]The Supplier shall be required to carry out risk assessments on potential erosion or breaching of the lake or reservoir.

The Supplier shall ensure that the discharge of pollutants into waterways is managed in accordance with the energy management and Environmental Management requirements as required by the Buyer.

[bookmark: _Toc396218878]The Supplier shall ensure that water quality testing and reporting is in-line with environment agency best practise, including L8 (The control of legionella bacteria in water systems) testing of water features.



		Service D:5

		[bookmark: _Toc510771232]SD5: Internal Planting 



		Standard



		Internal planting shall only be provided in high traffic areas that are deemed absolutely necessary to decorate.  This shall be agreed on an individual basis with the Buyer.

It shall be considered in every instance whether the use of any form of chemical (for uses including fertilizer, pesticide and herbicide) is strictly necessary before application. The use of chemicals specifically approved for the purpose for which it is intended as dictated by the Control of Pesticides Regulations, the conditions of approval for the chemicals and any other relevant code of practice issued by the Department for the Environment, Food and Rural Affairs may be allowed.  

All chemicals shall be applied in accordance with manufacturers’ instructions and in accordance with all relevant Health and Safety codes.

The Supplier shall ensure that all plant specimens are kept to a height and form which is safe, appropriate for an indoor plant, takes cognisance of its position within the premises and accords with good horticultural practice.

Soil improvers shall not contain peat or sewage sludge. 

All products and services procured shall comply with the latest version of the Horticultural Code of Practice covering invasive non-native plants. 

Growing media should meet quality Standards as set out in PAS100 and the Quality Protocol. 

From 2015 plants shall not be supplied in or with growing media containing peat. It is accepted that a residual amount of peat may remain from its use in the original propagation of a plant.

The Supplier shall consider in every instance whether the use of any form of chemical (for uses including fertilizer, pesticide and herbicide) is strictly necessary before application. The Supplier shall only use chemicals specifically approved for the purpose for which it is intended as dictated by the Control of Pesticides Regulations, the conditions of approval for the chemicals and any other relevant code of practice issued by the Department for the Environment, Food and Rural Affairs. The Supplier shall ensure compliance with the Buyer’s policy on Greening Government Commitments at all times. 

All chemicals shall be applied in accordance with manufacturers’ instructions and in accordance with all relevant Health and Safety codes.

All Supplier Staff delivering the Services must have clean working methods and must remove all debris around the displays prior to leaving site.

The Government Buying Standard for horticulture services shall be used.

Compliance with wider policy on Greening Government Commitments must also be ensured, including in relation to Waste and Water Management.



		Service D:6

		[bookmark: _Toc510771233]SD6: Cut Flowers and Christmas Trees 



		Standard



		[bookmark: _Toc396218968]There is no specific Service Standard for this Service. However, guidance shall be sought from the various trade and governing bodies for the sector including:

Fair Flowers Fair Plants

[bookmark: _Toc396218969]All Supplier Staff delivering this Service shall be fully trained, verified with certificates, within their horticultural speciality and shall have appropriate and approved attire.  All Supplier Staff delivering this Service shall have clean working methods and must remove all debris around the displays prior to leaving the Buyer Premises.  Supplier Staff shall liaise as required with the Helpdesk both during and outside Operational Working Hours (as and when required).

[bookmark: _Toc396218970][bookmark: _Toc396218971]The Supplier shall keep a full record of each visit to the Buyer Premises.



		[bookmark: _Toc510771234][bookmark: _Toc510772344]WORK PACKAGE E – STATUTORY OBLIGATIONS 



		[bookmark: _Toc510771235]General Requirements



		Legislation, ACoP or similar industry or Government guidelines

		The Supplier shall comply with all Legislative Standards, Legislation, Guidance Notes / Codes of Practice, BS/ISO/EN Standards and Building Regulations at Buyer Properties.



		Standard

		The Supplier shall manage compliance through their CAFM system using SFG20.

The Supplier shall recognise Buyer requirements as they affect compliance at Buyer Properties and implement processes that maintain compliance across all Buyer Properties.  



		Service E:1

		[bookmark: _Toc510771236]SE1: Control of Asbestos 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Control of Asbestos Regulations 2012. 



		Standard

		[bookmark: _Toc396218821]The Supplier shall maintain, update and review the Buyer Premises asbestos register in accordance with statutory legislation.

[bookmark: _Toc396218822]The Supplier shall ensure that Supplier Staff are appointed and appropriately trained to carry out inspections.

[bookmark: _Toc396218823]The Supplier shall operate the appropriate Permit to Work scheme.



		Service E:2

		[bookmark: _Toc510771237]SE2: Water Hygiene Services  



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218919]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Water Act 2003;

Water Industry Act 1991; and

The Private Water Supplies Regulations 2009.



		Standard

		[bookmark: _Toc396218920]All water systems shall be subject to a Written Scheme of Examination (WRA) to ensure compliance with the relevant Standards applicable at that time.

[bookmark: _Toc396218921]The Supplier shall provide a water hygiene log book and it shall be the responsibility of the Supplier to ensure this is maintained as current.

[bookmark: _Toc396218922]The Supplier is responsible for ensuring the appointment of trained and competent Supplier Staff specific to the Buyer Premises.



		Service E:3

		[bookmark: _Toc510771238]SE3: Statutory Inspections 



		Standard

		[bookmark: _Toc396219105][bookmark: _Toc396218900]The Supplier shall meet the requirements in respect of Statutory Tests and Inspections. For the avoidance of doubt, the Statutory Tests are to include all of those tasks that are not explicitly mentioned in the relevant Legislation but are recognised within the industry as having complied with duty of care obligations (e.g. The Electricity at Work Act does not specifically require periodic electrical testing of fixed circuits, however carrying these out at five (5) Yearly intervals is generally accepted as having made reasonable endeavours to comply. Similarly, complying with HSE Approved Codes of Practice on water testing and treatment demonstrates exercising a duty of care in terms of preventing the risk of legionella).

The Service shall include:

[bookmark: _Toc396219106]Equality Act 2010 audits (note that in terms of this act, the requirement is to provide disabled people with an equivalent service, so altering the way a Service is delivered may be an alternative option to building works);

[bookmark: _Toc396219107][bookmark: _Toc171435936][bookmark: _Toc184185921][bookmark: _Toc184206017][bookmark: _Toc184618048][bookmark: _Toc184630143][bookmark: _Toc184630473][bookmark: _Toc184631550][bookmark: _Toc184631963][bookmark: _Toc184703915][bookmark: _Toc184809328][bookmark: _Toc185052527]Health and Safety inspections (where not required by the Buyer under specified statutory test and inspections);

[bookmark: _Toc396219108]Pollution audits;

[bookmark: _Toc396219109]Deleterious materials;

[bookmark: _Toc396219110]Environmental audits i.e. kitchens, water, ventilation;

[bookmark: _Toc396219111]Insurance inspections (where not required by the Buyer under specified statutory test and inspections);

[bookmark: _Toc396219112]Fire Risk Assessments (where not required by the Buyer under specified Health and Safety and Fire Safety); and

[bookmark: _Toc396219113]Fire Safety Plans (where not required by the Buyer under Specified Health and Safety and Fire Safety).

The Supplier shall at all times comply with all relevant EC and UK statutory and legislative requirements, including any alterations to policy as may take place, and shall be the sole point of contact for any of the Buyer’s concerns with that aspect of performance.

[bookmark: _Toc396218901]Electrical testing shall be undertaken in accordance with the latest edition of the Wiring Regulations as published by the Institution of Electrical Engineers and any other relevant legislation. 

[bookmark: _Toc396218902]Fixed wiring installations shall be subject to testing at intervals not exceeding five years. Reference to all appropriate Statutory Instruments (S.I.) will be made, e.g. S.I. 1989 No 635, the Electricity at Work Regulations or equivalent and other relevant Standards or legislation. 



		Service E:4

		[bookmark: _Toc510771239]SE4: Portable Appliance Testing 



		Legislation, ACoP or similar industry or Government guidelines

		Health & Safety at Work Act of 1974;

The Electricity at Work Regulations; 

The Provision and Use of Work Equipment Regulations 1998 (PUWER 1998); and 

The Management of Health and Safety at Work Regulations of 1999.



		Standard

		[bookmark: _Toc396218860]The General Requirements for Maintenance Services shall apply.

[bookmark: _Toc396218861]As a minimum, testing shall be implemented to meet the requirements of the Supplier’s Risk Assessments, to meet Buyer requirements and to align with industry requirements and any relevant legislation.

All works shall be carried out in accordance with statutory requirements, insurance requirements, Health and Safety requirements, British Standards, manufacturer’s instructions and otherwise in compliance with Good Industry Practice.

All Portable Appliance Testing for both the Supplier's and the Buyer’s portable appliances, including all ICT equipment, in accordance with the Electrical Regulations Standards, HSE, Buyer guidance and all statutory and legislative requirements.



		Service E:5

		[bookmark: _Toc510771240]SE5: Compliance Plans, Specialist Surveys and Audits  



		Legislation, ACoP or similar industry or Government guidelines

		ISO 9001: 2008 Quality Management Plan (and replacement ISO 9001:2015 when published).

ISO 14001 Environmental Management.

Equality Act 2010.



		Standard

		The Service shall include:

Equality Act 2010 audits (note that in terms of this act, the requirement is to provide disabled people with an equivalent service, so altering the way a Service is delivered may be an alternative option to building works);

Health and Safety inspections (where not required by the Buyer under specified statutory test and inspections);

Pollution audits;

Deleterious materials;

Environmental audits i.e. kitchens, water, ventilation;

Insurance inspections (where not required by the Buyer under specified statutory test and inspections);

Fire Risk Assessments (where not required by the Buyer under specified Health and Safety and Fire Safety); and

Fire Safety Plans (where not required by the Buyer under Specified Health and Safety and Fire Safety)



		Service E:6

		[bookmark: _Toc510771241]SE6: Condition Surveys 



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396219016]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Royal Institute of Chartered Surveyors’ Condition and Building Surveys ;

The main types of surveys fall into three broad sectors:

Land;

Property; and 

Construction.

Chartered Institution of Building Services Engineers’ Guidance for Condition surveys on mechanical and electrical plant.  



		Standard

		[bookmark: _Toc396219017]Condition surveys shall be carried out by competent and qualified Supplier Staff on a frequency to be agreed with the Buyer; the Supplier shall update the Condition Surveys where this is required within five (5) Working Days following upgrade or replacement of Assets.  The Condition Surveys to be available in hard and electronic format.  The Condition Surveys shall form the basis of the forward maintenance register where required.

[bookmark: _Toc396219018]Results from Condition Surveys shall be connected to the relevant Asset and shall have a link to (or be stored in) the CAFM System and any other relevant Buyer databases.

[bookmark: _Toc396219019]The Supplier shall also provide the Condition Survey service on an ad hoc basis as requested by the Buyer and this shall be additional to the Lump Sum Price. 



		Service E:7

		[bookmark: _Toc510771242]SE7: ELCECTRICAL TESTING  



		Legislation, ACoP or similar industry or Government guidelines

		Electricity at Work Regulations 1989 and BS 7671 (as amended).



		Standard

		The Supplier shall undertake electrical testing in accordance with the latest edition of the Wiring Regulations as published by the Institution of Electrical Engineers and any other relevant legislation. 

Fixed wiring installations shall be subject to testing at intervals not exceeding five (5) years.



		Service E:8

		[bookmark: _Toc510771243]SE8: FIRE RISK ASSESSMENTS



		Legislation, ACoP or similar industry or Government guidelines

		Fire Safety Regulations, Regulatory Reform (Fire Safety) Order 2005.

BS 7989:2001 Specification for re-circulatory filtration fume cupboards. Maintenance, testing and examination of local exhaust ventilation.

BS 5306/3: 2017 Fire Extinguishing installations and equipment on premises. Commissioning and maintenance of portable fire extinguishers.

BS/EN 16750:2017 Fixed firefighting systems. Oxygen reduction systems. Design, installation, planning and maintenance.



		Standard

		The Supplier shall manage and deliver fire risk assessments and fire safety plans on behalf of the Buyer.

The Supplier manage compliance with all fire regulations and standards. 



		Service E:9

		[bookmark: _Toc510771244]SE9: Business Information Modelling (BIM) and Government Soft Landings (GSL)  



		Standard

		The Supplier shall have regard to the explanation of BIM and GSL requirements across the industry. 

The supplier should be aware that for the purposes of this framework PAS 1192:2 relates to project delivery within the suite of BIM standards and PAS 1192:3 relates to the management of information in operation of the Asset r shall have re is no standard for this service. 



		[bookmark: _Toc395696523][bookmark: _Toc396218638][bookmark: _Toc510771245][bookmark: _Toc510772345]WORK PACKAGE F - CATERING MANAGEMENT SERVICE



		[bookmark: _Toc396218639][bookmark: _Toc510771246]General Requirements



		Legislation, ACoP or similar industry or Government guidelines



		[bookmark: _Toc396218640]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Waste and Resources Action Programme’s (WRAP) Hospitality and Food Service Voluntary Agreement;

Government Buying Standards;

Food Safety legislation;

Food labelling legislation;

Responsibility Deal;

Greening Government Commitments; 

Food for Life – Catering Mark;

Hazard Analysis and Critical Control Point (HACCP);

Control of Substances Hazardous to Health (CoSHH);

Waste Scotland Regulations (2012) (for all sites within Scotland);

Food Safety (Temperature Control) Regulations 1995;

Food Safety Act 1990;

Manual Handling at Work; and

Health and Safety at Work Act.



		Sustainability,  Nutrition and Procurement





		[bookmark: _Toc396218642]Appendix 1 - Government Buying Standards for food and catering shall be applied to Catering Services. The five broad areas are:

Sustainable food production; meeting high standards of farming and food processing;

Nutrition, including food procurement, menu development and provision, food preparation and food service;

Resource efficiency; ensuring energy efficiency, efficient use of water, waste prevention and good management;

Social and economic value – achieving wider social benefits for the community; and

Quality of service provision.

[bookmark: _Toc396218647]Under the Greening Government Commitments, Buyer’s will be open and transparent on the steps they are taking to address procurement of food and Catering Services: including action taken within the context of overarching priorities of value for money and streamlining procurement, to encourage the procurement of food that meets British or equivalent production Standards insofar as possible and to reduce the environmental impacts of food and Catering Services and support a healthy balanced diet.

Catering Procurement will be treated as a separate Project for identifying a standard procedure and aggregating requirements where possible. Where existing catering operations are in place the Government Buying Standard for food and catering shall be applied.  The catering Standards will be incorporated into the FM Service Standards once they have been developed.



		Service F:1

		[bookmark: _Toc396218655][bookmark: _Toc510771247]SF1: Chilled Potable Water



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218656]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Drinking Water Directive 1998.



		Standard

		[bookmark: _Toc396218657]It is Government policy not to provide bottled water as a method of supplying chilled water at Buyer Properties, and therefore should only be considered by the Supplier where no other system is possible. Where bottled water is to be provided, the Supplier shall provide a cost per bottle prior to order and an indication of expected usage.



		Service F:2

		[bookmark: _Toc510771248]SF1: Convenience Store / Retail Services



		Standard

		The General Requirements for Catering Management shall apply.

The Supplier shall be responsible for the provision of a fully stocked retail outlet located within the building or site as availability of accommodation or space allows. The Supplier shall consider product range to help promote access to products low in energy, fat, saturated fat, salt and sugar. Cash & card options to be available (as appropriate) in line with existing card capable systems.

The Supplier shall integrate payment methods with building passes where required to do so by the Buyer.



		Service F:3

		[bookmark: _Toc396218658][bookmark: _Toc510771249]SF3: Deli/Coffee Bar



		Standard

		[bookmark: _Toc396218659]The General Requirements for Catering Management shall apply.



		Service F:4

		[bookmark: _Toc396218660][bookmark: _Toc510771250]SF4: Events and Functions



		Standard

		[bookmark: _Toc396218661]The General Requirements for Catering Management shall apply.

[bookmark: _Toc396218662]Compliance with Government hospitality policies is essential at all times. 

[bookmark: _Toc396218663]The Supplier shall be responsible for the provision of all equipment to perform the Service. 

[bookmark: _Toc396218664]The Supplier shall be aware of and adhere to the zero waste events guide produced by Waste and Resources Action Programme (WRAP), inspired by the Olympics.



		Service F:5

		[bookmark: _Toc396218665][bookmark: _Toc510771251]SF5: Full Service Restaurant



		Standard

		[bookmark: _Toc396218666]The General Requirements for Catering Management shall apply.

[bookmark: _Toc396218667]The Supplier shall ensure that, as a minimum, a member of the management/supervisory team and/or senior chef is physically present in the serving and dining areas during main meal service periods and at other key times as appropriate.

[bookmark: _Toc396218668]Supplier Staff shall be well presented, wear clean and ironed uniforms and name badges in a style approved by the Buyer, have received appropriate training and undertake their duties in a professional, pleasant and attentive manner.

[bookmark: _Toc396218669]Re-cycle bins shall be regularly checked by the Supplier and refuse shall be removed to the refuse area when full.

[bookmark: _Toc396218670]The Supplier shall ensure that the restaurant is to be open, operational and ready to provide Catering Services between the hours specified in the Service Requirements on each Working Day.



		Service F:6

		[bookmark: _Toc396218671][bookmark: _Toc510771252]SF6: Hospitality and Meetings



		Standard

		[bookmark: _Toc396218672]The General Requirements for Catering Management shall apply.

[bookmark: _Toc396218673]Compliance with Government hospitality policies shall be adhered to at all times. 

[bookmark: _Toc396218674]Pricing shall be via a pass-through arrangement (food, labour & overhead). 

[bookmark: _Toc396218675]The Supplier shall be responsible for the provision of all equipment to perform the Service. 



		Service F:7

		[bookmark: _Toc396218676][bookmark: _Toc510771253]SF7: Outside Catering



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218677]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Food Safety (Temperature Control) Regulations 1995; and 

Food Safety Act 1990.



		Standard

		[bookmark: _Toc396218678]The General Requirements for Catering Management shall apply.

[bookmark: _Toc396218679]Compliance with Government hospitality policies is essential at all times. 

[bookmark: _Toc396218680]The Supplier shall be responsible for the provision of all equipment to perform the Service. 

[bookmark: _Toc396218681]If the food is produced offsite then this shall be undertaken from premises that have been fully vetted, registered and approved by the relevant Buyer prior to commencing the Service.

[bookmark: _Toc396218682]Pricing shall be via a pass through arrangement (food, labour & overhead).



		Service F:8

		[bookmark: _Toc396218683][bookmark: _Toc510771254]SF8: Trolley Service



		Standard

		[bookmark: _Toc396218684]The General Requirements for Catering Management shall apply.

[bookmark: _Toc396218685]The Supplier shall be responsible for the provision of all equipment to perform the Service. 

[bookmark: _Toc396218686]Supplier Staff undertaking the Service should be trained in Manual Handling at Work and general Health and Safety awareness.



		Service F:9

		[bookmark: _Toc396218687][bookmark: _Toc510771255]SF9: Vending (Food and Beverages)



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218688]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Regulation (EC) 852/2004



		Standard

		[bookmark: _Toc396218689]The General Requirements for Catering Management shall apply.

[bookmark: _Toc396218690]Guidance should be sought from the various trade and governing bodies for the sector including: 

The Automatic Vending Association (AVA).

[bookmark: _Toc396218691]The Supplier shall be responsible for ensuring that vending activity complies with Government Buying Solutions guidance.

[bookmark: _Toc396218692]The Supplier shall be responsible for all maintenance of vending machines located at Buyer Properties.

[bookmark: _Toc396218693]Cash & card options to be available (as appropriate).



		Service F:10

		[bookmark: _Toc510771256]SF10: Residential Catering Services



		

		The General Requirements for Catering Management shall apply.

The Supplier shall be responsible for the provision of all equipment to perform the Service. 

Supplier Staff undertaking the Service should be trained in Manual Handling at Work and general Health and Safety awareness.



		[bookmark: _Toc395696520][bookmark: _Toc396218386][bookmark: _Toc510771257][bookmark: _Toc510772346]WORK PACKAGE G – CLEANING SERVICES



		[bookmark: _Toc396218387][bookmark: _Toc510771258]SG: General Requirements



		Legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines



		[bookmark: _Toc396218388]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

British Institute of Cleaning Science (BICS) Edition 6;

Control of Substances Hazardous to Health (CoSHH);

Health and Safety at Work Act1974;

The Solvent Emissions (England and Wales) Regulations 2004 (European Directive 1999/13/EC (the "SED" Regulations));

The Environmental Protection Act 1990 (the “EPA”); 

Pollution Prevention and Control Regulations 2000 (the “PPC” Regulations); 

NLRS – 0473 - national spec - c~iness-NHS-2007-04-v1; 

PAS 5274 – The Specification for the Planning, Application & Measurement of Cleanliness Services in Hospitals; and  

The National Specification for Cleanliness in NHS / The Revised Healthcare Cleaning Manual.



		Sustainability

		[bookmark: _Toc396218389]Compliance with Government Buying Standards for Cleaning Products and Services.



		Standard

		[bookmark: _Toc396218390]Cleaning is to be carried out using cleaning methods which will achieve a good standard of cleaning, leaving the Asset free from dirt, marks and smears, and preserving the original condition and appearance of the Asset, given due consideration of its age and condition.

[bookmark: _Toc396218391]Supplier is to evidence that Supplier Staff are trained and accredited to deliver to BICS Standards and are competent in their duties.

[bookmark: _Toc396218392]The standard of cleaning as specified for each area is to be evident at the start of each Working Day or as specified by the Buyer. To enable the requirements of the Buyer to be met, as well as introducing an opportunity for the Supplier to use their skills and judgement to achieve cost effective and efficient Services in line with the four standards of cleaning outlined within Annex F – Maintenance and Cleaning Standards.

[bookmark: _Toc396218393]To ensure that the Supplier can deliver the required level and quality of Service, a clear desk policy should be considered (where appropriate) and where it can be enforced without undue impact on the daily operation(s) by the Buyer.

[bookmark: _Toc396218394]The Supplier shall develop and implement a resource management plan that will set targets and responsibilities for meeting or exceeding operational resource efficiency targets including energy and water consumption and waste production. The structure and format of the resource management plan shall be agreed by the Buyer at Call-Off Commencement Date.

[bookmark: _Toc396218395]These Standards will be applied across the Buyer Premises which is included in Framework Schedule 6 (Call-Off Contract) as the Standard to be applied to all cleaning activity. 

[bookmark: _Toc396218396]Where appropriate manufacturers guidelines should be followed to preserve the appearance and performance of the item(s) concerned.

Where appropriate the Hazard Analysis and Critical Control Point (HACCP) system should be adopted to ensure the areas cleaned appropriately depending on the circumstances of the food/vending operation.

The Service shall be delivered in line with Appendix I - Property Classification.



		Service G:1

		[bookmark: _Toc510771259]SG1: Routine Cleaning (including secondary areas (not general office spaces or circulation areas))



		Standard

		The General Requirements for cleaning shall apply.

The Supplier shall ensure that environmentally preferable cleaning products and processes comply with the mandatory level of the Government Buying Standard for cleaning products and services: 

Paper products; 

Cleaning products;

Liquid Soap;

Air Fresh products;

Bin Liners; and

Sanitary vending consumables.

Guidance should be sought from the various trade and governing bodies for the sector associated with telephone sanitisation services including:

The Cleaning and Support Services Association (CSSA).

Where appropriate the Hazard Analysis and Critical Control Point (HACCP) system should be adopted to ensure the areas cleaned appropriately depending on the circumstances of the food/vending operation.

First aid rooms and medical facilities are to be cleaned to the Hygiene Standard as described within Annex F - Maintenance and Cleaning Standards or as otherwise detailed by the Buyer. 



		Service G:2

		[bookmark: _Toc510771260]SG2: Barrier Matting



		Standard

		The General Requirements for cleaning shall apply.

Maintenance and cleaning will be in line with Good Industry Practice. 

Where appropriate manufacturers guidelines should be followed to preserve the appearance and performance of the item(s) concerned.

Current BICS (Edition 6) cleaning Standards for soft flooring are to be applied.



		Service G:3

		[bookmark: _Toc510771261]SG3: Mobile Cleaning



		Standard

		The General Requirements for cleaning shall apply.

The Supplier shall ensure that environmentally preferable cleaning products and processes comply with the mandatory level of the Government Buying Standard for cleaning products and services: 

Paper products; 

Cleaning products;

Liquid Soap;

Air Fresh products;

Bin Liners; and

Sanitary vending consumables.

Guidance should be sought from the various trade and governing bodies for the sector associated with telephone sanitisation services including:

The Cleaning and Support Services Association (CSSA).

Where appropriate the Hazard Analysis and Critical Control Point (HACCP) system should be adopted to ensure the areas cleaned appropriately depending on the circumstances of the food/vending operation.

First aid rooms and medical facilities are to be cleaned to the Hygiene Standard as described within Annex F - Maintenance and Cleaning Standards or as otherwise detailed by the Buyer.



		Service G:4

		[bookmark: _Toc510771262]SG4: Deep Cleaning (periodic)



		Standard

		These Standards below will be carried out using the same principles to the General Requirements and for regular cleaning tasks but with a greater level of effort and application with the intention of re-generating the appearance of the item or product being cleaned whether a wall or floor finish or piece of equipment including a baking tray or oven.

Current BICS (Edition 6) cleaning Standards are to be applied.

Where appropriate manufacturers guidelines should be followed to preserve the appearance and performance of the item(s) concerned.

A periodic schedule for the following areas and items shall be drawn up with the agreed Standard applied:

Deep cleaning of hygiene areas (including First Aid rooms, laboratories etc.) and to include fridges, kettles (including water boilers) microwave ovens and soap dispensers;

Hard floors (including tiled, cast, wooden, laminate);

Carpets (including entry matting, barrier matting);

Soft Furnishings (including curtains, cushions);

Blinds/window dressings;

Desks; 

Telephones and IT equipment; and

External areas such as bin sheds/compounds and publicly visible/used areas.

High level ledges and surfaces (generally above 1.8 metres – or as agreed in the Call-Off Contract with the Buyer) including edges, corners, folds and crevices will be cleaned a minimum of six times a Year (or as detailed by the Buyer in the Call-Off Contract to prevent the build-up of dust and debris using appropriate access equipment as necessary.  The process shall render them free from ingrained dirt and dust, void of all stains and markings.

The Supplier shall ensure that Supplier Staff are trained in the use of industrial cleaning equipment including scrubber driers, rotary buffers, steam cleaners and pressure washers.

The Supplier shall ensure that Supplier Staff are trained and/or qualified under the International Powered Access Federation (IPAF) and The Industrial Rope Access Trade Association (IRATA).

Guidance should also be sought from the various trade and governing bodies for the sector including the following:

The Association of Approved Oven Cleaners. .



		Service G:5

		[bookmark: _Toc510771263]SG5: Cleaning of external areas (not covered with any Grounds Maintenance activity)



		Standard

		Supplier shall ensure that Supplier Staff are trained to undertake the tasks demanded of them.  

The cleaning methods will comply with any manufacturer’s recommendation for the cleaning of the external building fabric.

The Supplier shall ensure that Supplier Staff are trained in the use of industrial cleaning equipment including scrubber driers, rotary buffers, steam cleaners and pressure washers.



		Service G:6

		[bookmark: _Toc510771264]SG6: Window Cleaning (Internal)



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

The Environmental Protection Act 1990 (the “EPA”); and 

Pollution Prevention and Control Regulations 2000 (the “PPC” Regulations).



		Standard

		The General Requirements for cleaning shall apply. 

All windows to be left free of any dirt, streaks, smears or runs, and window frames are to be clear of any dirty water marks resulting from the cleaning task.

Guidance should be sought from the various trade and governing bodies for the sector including:

The British Window Cleaning Academy.

The Supplier shall ensure that Supplier Staff are trained in the use of industrial cleaning equipment including high level clean and reach systems, steam cleaners and pressure washers.

Where appropriate, the Supplier shall ensure that all Supplier Staff are trained and qualified under the International Powered Access Federation (IPAF) and The Industrial Rope Access Trade Association (IRATA).

Maintenance procedures will be appropriate to the finish of the fixture or windowpane and will comply with manufacturer’s requirements, in line with Good Industry Practice.



		Service G:7

		[bookmark: _Toc510771265]SG7: Window Cleaning (External)



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

The Environmental Protection Act 1990 (the “EPA”); and

Pollution Prevention and Control Regulations 2000 (the “PPC” Regulations). 



		Standard

		The General Requirements for cleaning shall apply.

All windows to be left free of any dirt, streaks, smears or runs, and window frames are to be clear of any dirty water marks resulting from the cleaning task.

Guidance should be sought from the various trade and governing bodies for the sector including the following:

The British Window Cleaning Academy.

Supplier Staff should be trained in the use of industrial cleaning equipment such as, including high level clean and reach systems, steam cleaners and pressure washers.

Where appropriate Supplier Staff should be trained and qualified under the International Powered Access Federation (IPAF) and The Industrial Rope Access Trade Association (IRATA).

Maintenance procedures will be appropriate to the finish of the fixture or windowpane and will comply with manufacturer’s requirements, in line with Good Industry Practice.



		Service G:8

		[bookmark: _Toc396218397][bookmark: _Toc510771266]SG8: Cleaning of communication and equipment rooms  which includes ‘Comms’ rooms, data centres and any other space related to or supporting IT equipment



		Standard

		[bookmark: _Toc396218398]The General Requirements for cleaning shall apply.



		Service G:9

		[bookmark: _Toc510771267]SG9: Reactive Cleaning



		Standard

		A Reactive Cleaning Service shall be provided in order to maintain the full and safe use of the Buyer Premises.  

The General standards for cleaning shall apply.



		Service G:10

		[bookmark: _Toc510771268]SG10: Housekeeping (including Linen & Laundry)



		Standard

		There is no specific Service Standard for this Service. Guidance should be sought from the various trade and governing bodies for the sector including the following:

The Guild of Cleaners & Launderers;

The National Association of the Launderette Industry (NALI); and

The Textile Services Association (TSA).

The linen used or required to carry out the Service shall, as a minimum, comply with the mandatory level of the Government Buying Standard for textiles.

Supplier shall ensure that the Dry Cleaning Service shall be delivered in line with the following:

The Solvent Emissions (England and Wales) Regulations 2004 (European Directive 1999/13/EC (the "SED" Regulations)); 

The Environmental Protection Act 1990 (the “EPA”); and

Pollution Prevention and Control Regulations 2000 (the “PPC” Regulations).



		Service G:11

		[bookmark: _Toc510771269]SG11: IT Equipment Cleaning (see also cleaning of communication and equipment rooms)



		Standard

		There is no specific Service Standard for this Service. However, guidance should be sought from the various trade and governing bodies for the sector including:

The Cleaning and Support Services Association (CSSA).

The Supplier shall ensure that none of the cleaning operations shall have any detrimental effect on the performance of the Buyer’s IT systems or damage any of the equipment to be cleaned. 



		Service G:12

		[bookmark: _Toc396218399][bookmark: _Toc510771270]SG12: Specialist Cleaning



		Standard

		The General Requirements for cleaning shall apply.

Guidance should be sought from the various trade and governing bodies for the sector including the following:

The British Antique Furniture Restorers’ Association. 

Under no circumstances is the Supplier to authorise the cleaning of antique furniture, display items, mirrors or artefacts, unless the method of cleaning method has been agreed in writing and underwritten by the Buyer.



		Service G:13

		[bookmark: _Toc510771271]SG13: Cleaning of Curtains and Window Blinds 



		Standard

		Where appropriate manufacturers guidelines should be followed to preserve the appearance and performance of the item(s) concerned.

The frequency of cleaning shall be agreed with the Buyer.



		Mobile G:14

		[bookmark: _Toc510771272]SG14: Medical and Clinical Cleaning



		Standard

		The General Requirements for cleaning shall apply.

PAS 5274 – The Specification for the Planning, Application & Measurement of Cleanliness Services in Hospitals. 

The National Specification for Cleanliness in NHS / The Revised Healthcare Cleaning Manual.



		Service G:15

		[bookmark: _Toc510771273]SG15: Pest Control



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Prevention of Damage by Pests Act 1949;

The Control of Pesticides Regulations (COPR) 1986 (SI 1986/1510); and

Protection of Animals (as amended).



		Standard

		There is no specific Service Standard for this Service. Guidance should be sought from the various trade and governing bodies for the sector including the following:

British Pest Control Association (BPCA); and

The Royal Society for Public Health (RSPH).

A risk assessment shall be carried out to determine what pest control methods are to be used.

A Control of Substances Hazardous to Health (CoSHH) register shall be prepared and maintained for all substances used within the pest control function. 



		Service G:16

		[bookmark: _Toc510771274]SG16: Linen and Laundry (including Dry Cleaning)



		Standard

		There is no specific Service Standard for this Service. Guidance should be sought from the various trade and governing bodies for the sector including the following:

The Guild of Cleaners & Launderers;

The National Association of the Launderette Industry (NALI); and

The Textile Services Association (TSA).

The linen used or required to carry out the Service shall, as a minimum, comply with the mandatory level of the Government Buying Standard for textiles

Supplier shall ensure that the Dry Cleaning Service shall be delivered in line with the following:

The Solvent Emissions (England and Wales) Regulations 2004 (European Directive 1999/13/EC (the "SED" Regulations)); 

The Environmental Protection Act 1990 (the “EPA”); and

Pollution Prevention and Control Regulations 2000 (the “PPC” Regulations).



		[bookmark: _Toc510771275][bookmark: _Toc510772347]WORKPACKAGE H: WORKPLACE SERVICES



		Service H:1

		[bookmark: _Toc510771276]SH1: Mail Services



		

		See Internal Messenger Service.



		Service H:2

		[bookmark: _Toc510771277]SH2: Internal Messenger Service



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

HMG Infosec Standard 5 (IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG) – Good Practice Guide No. 53;

The Government Security Classifications Policy (2014); and

The Supplier shall ensure that the paper and paper products such as envelopes used in the delivery of the Service shall be compliant with the requirements of the Government Buying Standard on paper and paper products.



		Standard



		The Supplier shall arrange for the Supplier’s messenger staff to collect messages and other items from the main point of delivery and distribute this to the designated drop off points within each Buyer Premises.

The Supplier shall ensure that the collections and deliveries from collection and drop-off points shall take place at the relevant times determined by the Buyer during Operational Working Hours at all times. 



		Service H:3

		[bookmark: _Toc510771278]SH3: Courier Booking and External Distribution 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

HMG Infosec Standard 5 ( IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG) 

Security Policy Framework; and

The Government Security Classifications Policy (2014).



		Standard

		A national and international courier service shall be provided. 

Couriers and parcel companies sub-contracted by the Supplier for delivering goods and services shall comply with the Government Buying Standard for transport in performance of the contract.

The Supplier shall support the Buyer's policy on Greening Government Commitments by using environmentally preferable forms of transport such as bicycle couriers and Liquid Petroleum Gas (LPG) cars in preference to those which use motor cycles or petrol powered cars.



		Service H:4

		[bookmark: _Toc510771279]SH4: Handyman Services



		Standard



		A Service shall be provided on a site based or mobile basis and be delivered via a planned or ad hoc basis as defined and shall cover a range of duties to be agreed with the Buyer. 



		Service H:5

		[bookmark: _Toc510771280]SH5: Move and Space Management (Internal Moves) 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Current legislation, Government Guidance and best practice (including High Performing Properties, Achieving Excellence, Revitalising Health and Safety, Sustainable Development, Design Quality, and Gateway reviews) shall be adhered to at all times; and

All space planning/management advice must comply with the above policies and with the current version of Appraisal and Evaluation in central Government and “The Green Book” Treasury Guidance.



		Standard



		Where possible, space redesign must provide a working space of no more than eight (8) m2 per workstation.

The following areas shall be included in all move management exercises:

Planning – documented preparation of move plans;

Updating CAD drawings and Asset registers;

Providing full CAD drawings where only paper versions are currently available;

Stakeholder management;

Movement of furniture, equipment and personal effects;

Management of Supplier and Supplier Staff; 

Liaison with other relevant suppliers (e.g. IT and telecommunications, other specialist advisors; and

Post occupancy evaluation.

With regard to disposal of furniture, the relevant Government Buying Standard includes the statement that all Government departments and their agencies are encouraged to meet at least (five) 5 % of the office furniture and (ten) 10 % of the domestic/residential items through reuse/refurbish/re-upholster of their current furniture stock.

This shall be embedded in the Authority’s and the Government Property Unit’s separate centralised commercial vehicle on office furniture.  

As ministerial office and residential accommodation may be involved, the Supplier shall recognize the special security implications affecting any alterations. The Buyer shall work with the Supplier as required in those eventualities to assist in space planning exercises/negotiations.

The Service shall be delivered in line with Appendix I - Property Classification.



		Service H:6

		[bookmark: _Toc510771281]SH6: Porterage 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Manual Handling Operations Regulations 1992 (as amended);

The Management of Health and Safety at Work Regulations 1999;

Provision and Use of Work Equipment Regulations 1998; and

Operations and Lifting Equipment Regulations 1998 (LOLER).



		Standard



		In delivering the Porterage Service, the Supplier shall at all times, seek to optimise staffing arrangements of Supplier Staff, to take advantage of any synergies between other Services delivered at each Buyer Premises  for example: Handyman Services and Flag Flying, therefore demonstrating value for money to the Buyer. 

The Porterage Service shall be controlled entirely by the Helpdesk and shall be subject to the relevant performance measures.  

All Supplier Staff shall have undertaken appropriate training including manual handling course and Buyer service skills and be otherwise appropriately professionally trained for their duties.



		Service H:7

		[bookmark: _Toc510771282]SH7: Clocks



		Standard



		The Supplier shall ensure that clocks are in working order and display the correct time (taking into account British Summer Time (BST) and Greenwich Mean Time (GMT) variations).

Clocks shall be maintained in line with manufacturer’s recommendations and common Good Industry Practices.



		Service H:8

		[bookmark: _Toc510771283]SH8: Signage



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

The Health and Safety (Safety Signs and Signals) Regulations 1996;

BS5499-1:1990;

BS5499-4:2000; and

The Traffic Signs Regulations and General Directions (TSRGD) 2002.



		Standard



		Guidance shall be sought from the various trade and governing bodies for the sector including:

British Approvals for Fire Equipment (BAFE);

Driving Standards Agency (DSA);

British Parking Association;

All timber signage shall comply with the requirements of the Government’s Timber Procurement Policy (see: www.cpet.org.uk); and

All timber and wood-derived products for supply or use in performance of the contract shall be independently verifiable and come from:

a legal source; and

a sustainable source, which can include a Forest Law Enforcement, Governance and Trade (FLEGT) licensed or equivalent source.

The Buyer may reject any Tender that cannot offer to provide independent verification that all timber and wood-derived products used in the contract meets this requirement.

All signage shall be clean and clearly readable up to an acceptable distance.

External signage should not show signs of discolouration due to mould or verdi gris or like deposits. 



		Service H:9

		[bookmark: _Toc510771284]SH9: Archiving (On Site) 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

HMG Infosec Standard 5 ( IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG) 

Security Policy Framework; and

The Government Security Classifications Policy (2014).



		Standard



		Guidance shall be sought from the various trade and governing bodies for the sector including:

The National Archives;

The Archives and Records Association (ARA);

Association of Records Managers and Administrators (ARMA International); and

The International Council on Archives.



		Service H:10

		[bookmark: _Toc510771285]SH10: Furniture Management 



		Standard



		The Government Buying Standards for the sustainable procurement of furniture.

With regard to disposal of furniture, the Government Buying Standard to be published in 2014 requires that furniture is advertised to other Government Authorities for reuse in the first instance

Where furniture cannot be reused or refurbished, general Waste Hierarchy principles should apply to its disposal.

Furniture can be disposed of through the Disposal Services Authority

Buyer Mobile Asset Management Planning for Furniture items.

Maintenance shall be in line with manufacturers’ recommendations and common Good Industry Practices. Furniture shall be recycled where possible.

With regard to disposal of furniture, the Government Buying Standard published in 2013 requires that furniture is advertised to other Central Government Bodies for reuse in the first instance. 

Maintenance is to be in line with manufacturers’ recommendations and common Good Industry Practices.



		Service H:11

		[bookmark: _Toc510771286]SH11: Space Management



		Standard

		See Move and Space Management.



		Service H:12

		[bookmark: _Toc510771287]SH13: Cable Management



		Standard



		The General Requirements for Security Management shall apply.

Install and maintain in line with manufacturers recommendations and common Good Industry Practices.



		Service H:13

		[bookmark: _Toc510771288]SH13: Reprographics Service



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

The Supplier shall ensure that the paper and paper products such as envelopes used in the delivery of the Reprographics Services shall be compliant with the requirements of the Government Buying Standard on paper and paper products.



		Standard



		A central Reprographics Service shall be provided which meets all operational requirements and optimises the potential for synergies with other Services, takes full cognisance of environmental strategies as set out in sustainability policies. The Service shall be regularly reviewed, with proposals made for the introduction of relevant developing technology. 

The following services shall be provided:

Bulk copying; and

Finishing and binding of documents.

Service requirements are detailed in Appendix H - Reprographic Services Response Times.



		Service H:14

		[bookmark: _Toc510771289]SH14: Stores Management



		

		The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service H:15

		[bookmark: _Toc510771290]SH15: Portable Washroom Services 



		

		The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service H:16

		[bookmark: _Toc510771291]SH16: Administrative Support Services



		

		The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		[bookmark: _Toc510771292][bookmark: _Toc510772348]WORK PACKAGE I – RECEPTION SERVICES 



		Service I:1

		[bookmark: _Toc510771293]SI1: Reception Service 



		Standard

		[bookmark: _Toc396219087]The reception area shall be fully staffed by designated and fully competent Supplier Staff at all times during the agreed Operational Working Hours. 

[bookmark: _Toc396219088]The Supplier shall be responsible for providing a seamless and integrated Service within Reception areas in order to receive and manage Supplier Staff, Buyer staff and visitors efficiently and in a professional and friendly manner. The Supplier shall ensure that all enquiries to the Buyer are dealt with professionally and promptly. 

[bookmark: _Toc396219089]Have a good comprehension and understanding of the English language.



		Service I:2

		[bookmark: _Toc510771294]SI2: Taxi Booking Service 



		Standard

		[bookmark: _Toc396219119][bookmark: _Toc396219120]Guidance shall be sought from the various trade and governing bodies for the sector including:

The National Taxi Association.



		Service I:3

		[bookmark: _Toc510771295]SI3: Car Park Management and Booking



		Standard

		[bookmark: _Toc396218710]All designated Buyer and visitor car parking spaces shall be managed and booked entirely by a central system. This includes the facility to accept electronic bookings and confirmations. This Service could be incorporated into either the reception or security regime at the Buyer Premises.



		Service I:4

		[bookmark: _Toc510771296]SI4: Voice Announcement System Operation 



		Standard

		The Supplier shall ensure that Supplier Staff providing this Service have received training and are suitably skilled to operate the voice alarm systems at the Buyer Premises. 

Supplier Staff shall operate the voice alarm systems effectively and in accordance with Buyer requirements during emergency and security events.

Supplier staff shall have good comprehension and understanding of the English Language.



		[bookmark: _Toc510771297][bookmark: _Toc510772349][bookmark: _Toc395696522][bookmark: _Toc396218547]WORK PACKAGE J: SECURITY SERVICES 



		[bookmark: _Toc396218548][bookmark: _Toc510771298]SJ: General Requirements



		Legislation, ACoP or similar industry guidelines



		[bookmark: _Toc396218549]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS EN ISO 9001; 

BS 7799 - Information Security Management; 

Centre for the Protection of the National Infrastructure (CPNI) PAS 97:2009 A Specification for Mail Screening and Security;

BS 25999: Business Continuity Management;

BS 7984;

HMG Infosec Standard 5 (IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG) 

Security Policy Framework;

The Government Security Classifications Policy (2014);

BS 7499-Static Guarding and Mobile Patrols;

BS 7984-Key Holding and Response Services;

BS 7958-CCTV Management and Operation; and

BS7858-Security Screening.



		Standard

		[bookmark: _Toc396218550]The General Requirements for Security Services shall apply.

[bookmark: _Toc396218551]The Supplier shall provide a professionally managed, high quality Security and Guarding Services using Security Industry Buyer (SIA) or equivalent licensed staff.

[bookmark: _Toc396218552]The recommendations from the policy development initiatives being carried out by the Government Security Secretariat, led by the Cabinet Office, will be adopted as the Standard for the delivery of Security Services across the Government and public estate. This will include a common pass system for the Civil Services, opportunities for sharing guarding contracts and other shared security services.  

[bookmark: _Toc396218553]Compliance with Data Protection Legislation and other relevant legislation shall be maintained throughout the throughout the Call-Off Contract.

[bookmark: _Toc396218554]Guidance should be sought from the various trade and governing bodies for the sector including:

Security Systems and Alarms Inspection Board (SSAIB);

[bookmark: _Toc396218555]All Supplier Staff delivering Security Services must have SIA or equivalent accreditation.

[bookmark: _Toc396218556]All Supplier Staff delivering Security Services shall have a good comprehension of the English language and be able to follow direction and orders as necessary. Adequate written abilities shall also be expected (important when making reports in the daily occurrence book).

[bookmark: _Toc396218557]The Service shall be delivered in line with Appendix I - Property Classification.

Screening measures should reflect the risks the Buyer faces and consistent with other security measures in place.

In relation to vehicle screening, similar principles to screening Supplier Staff should be applied when deciding whether, and at what level, to screen vehicles at entrances to Buyer Properties, though processes and equipment will differ from those used for personnel screening.

In relation to screening mail, screening measures should be proportionate to the risks the Buyer faces and consistent with other security measures in place. Processes and equipment will likely differ from those used for personnel and vehicle screening.

Clear procedures and processes shall be in place for responding to incidents.

The Supplier shall agree the Standards (7.1.15 & 7.1.16) with the Buyer and/or the Departmental Security Officer as there will be specific requirements for each Buyer Premises.

The Supplier shall ensure that the Services are delivered in line with BS 25999 – Business Continuity Management. This is as an integral part of any Service offering and will need to be considered and fully scoped by each Buyer Representative. 

The Supplier shall conform to the Buyer’s Business Continuity and Disaster Recovery (BCDR) Plan dealing with recovery from accident and emergency situations, and shall participate fully in the Buyer’s Business Continuity and Disaster Recovery planning for each Business Unit and as described in the relevant BDCR Plan. 

The Supplier shall ensure that regular reporting of the Service shall be captured as part of the Monthly reporting requirements. Incidents should be notified to the Buyer Security Representative within 24 hours or as soon as practicable. The daily occurrence book is to be available for inspection at any time by the Buyer.

The Buyer shall agree the form of dress to be worn by Supplier Staff in each situation.  

Supplier may choose to have its own corporate uniform.  Uniforms to cater for all seasons, e.g. winter patrols as agreed with the Buyer. Other styles will be by agreement with the Buyer.

Purchase of uniforms for staff shall comply with relevant Government Buying Standards.



		Health and Safety

(Buyer Properties that have manned guarding )

		[bookmark: _Toc396218558]All Supplier Staff delivering Security Services shall have successfully attended and possession of a first aid responder qualification. All and any relief staff must carry current certification in this first aid qualification.

[bookmark: _Toc396218559]All Supplier Staff delivering Security Services shall be competent and trained in the response to and use of the fire alarm system and the procedures to be followed in the event of an alarm sounding.



		Service J:1

		[bookmark: _Toc510771299]SJ1: (Manned) Guarding Services



		Legislation, ACoP or similar industry guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7499-Static Guarding and Mobile Patrols



		Standard

		The General Requirements for Security Services shall apply.

The Supplier shall provide a professionally managed, high quality Security and Guarding Service that has BS EN ISO 9001 or equivalent accreditation and complies with all legislation governing the security industry (BS 7799 - Information Security Management). 

The Supplier shall carry out and complete a Baseline Standard Check, and National Security Vetting check if appropriate, of Supplier Staff delivering Guarding Services prior to deployment within each Buyer Premises. 

The Supplier shall ensure that Supplier Staff delivering Guarding Services are SIA licensed (or subsequent approved industry or legal Standard) prior to deployment within each Buyer Premises.

The Supplier shall keep a record on all areas of the Buyer Premises covered by this Service, showing times of inspections, any incidents noted by the Supplier security staff, thefts and any faults to the premises requiring further attention by the Supplier. Problems or faults shall be reported to the Helpdesk on identification.



		Service J:2

		[bookmark: _Toc510771300]SJ2: CCTV / Alarm Monitoring



		Legislation, ACoP or similar industry guidelines



		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7958-CCTV Management and Operation;

HMG Infosec Standard 5 ( IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG); 

Security Policy Framework; 

The Government Security Classifications Policy (2014).



		Standard

		Compliance with the Data Protection Act and other relevant legislation shall be maintained throughout the duration of any Call-Off Contract.

The Supplier shall operate the Buyer’s Closed Circuit Television (CCTV) systems, ensuring a SIA (CCTV Public Space Surveillance) license (or equal approved equivalent) held covering all guards operating CCTV systems.

This Service shall be exclusively used at each Buyer Premises where Guarding Services are provided. Where no such Service is specified the Supplier shall ensure that any panic alarm system remains in operation at all times and should a failure of one of these systems occur, this shall be rectified as an emergency repair item.

Guidance should be sought from the various trade and governing bodies for the sector including:

Security Systems and Alarms Inspection Board (SSAIB).



		Service J:3

		[bookmark: _Toc510771301]SJ3: Control of Access & Security Passes



		Legislation, ACoP or similar industry guidelines



		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7958:1999;

HMG Infosec Standard 5 (IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG) 

Security Policy Framework; and

The Government Security Classifications Policy (2014).



		Standard

		The General Requirements for Security Management shall apply.



		Service J:4

		[bookmark: _Toc510771302]SJ4: Emergency Response



		Standard

		The General Requirements for Security Management shall apply.

Management and supervision of the Security Guarding Service shall form an essential component of the Buyer’s emergency procedures and Supplier Staff delivering Security Services shall familiarise themselves fully with all the Buyer’s emergency procedures and related equipment and participate fully in their testing..



		Service J:5

		[bookmark: _Toc510771303]SJ5: Patrols (fixed or static guarding)



		Legislation, ACoP or similar industry guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7984-Key Holding and Response Services; and

BS 7499-Static Guarding and Mobile Patrols.



		Standard

		The General Requirements for Security Management shall apply.

The Supplier shall provide and utilise an auditable patrol monitoring system which shall monitor frequency and location of patrolling. The Supplier shall report as required in relation to patrolling frequency and patterns.

Patrols shall be recorded in the individual record for each Buyer Premises, including details of areas inspected (time/date) any weaknesses/hazards identified and actions taken to address, as shall identification of any malfunctioning of plant/equipment and potential breaches of security. The Supplier shall regularly check locks and visually scan each area identified to ensure that no unauthorised personnel are on the Buyer Premises.



		Service J:6

		[bookmark: _Toc510771304]SJ6: Management of Visitors and Passes 



		Standard

		The General Requirements for Security Management shall apply.

See Standard SJ3: “Control of Access and Security Passes”.



		Service J:7

		[bookmark: _Toc510771305]SJ7: Reactive Guarding



		Standard

		The General Requirements for Security Management shall apply.

The Supplier shall ensure the appropriate rotation of Supplier Staff to deliver this Service, as required by the length of the reactive guarding requirements.



		Service J:8

		[bookmark: _Toc510771306]SJ8: Additional Security Services (site specific and not covered elsewhere)



		Standard

		The General Requirements for Security Services shall apply.

The Supplier will provide Specialist Security Officer requirements, to be defined by the Buyer at Call Off, these will include:

Court Security Officers as defined in  Courts Act 2003 Section 1 (1); and

Prisoner Custody Officers as defined in The Criminal Justice Act 1991.



		Service J:9

		[bookmark: _Toc510771307]SJ9: Enhanced Security Requirements 



		Standard

		The General Requirements for Security Management shall apply.

The Supplier shall comply with all of the Buyer’s policies and procedures on security and act upon the instructions of the Buyer Security Representative, should there be a change in the Response Level.

There are currently 5 levels of threat (Response Levels):

low - an attack is unlikely;

moderate - an attack is possible but not likely;

substantial - an attack is a strong possibility;

severe - an attack is highly likely; and

critical - an attack is expected imminently.

The Supplier shall be required to implement and enforce all extra security measures that may be required during a major security alert including following a strict procedure as designated by the Buyer on receipt of bomb warning calls, or to search baggage and vehicles on arrival.



		Service J:10

		[bookmark: _Toc510771308]SJ10: Key Holding 



		Legislation, ACoP or similar industry guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7984-Key Holding and Response Services; and

BS 7499-Static Guarding and Mobile Patrols.



		Standard

		The General Requirements for Security Management shall apply.

Keys to general and secure areas, managed by the Supplier Personal delivering Security Services, shall be in accordance with the Buyer’s key management policy. This shall include:

Key numbering;

Key audits; and

Key logs maintained.



		Service J:11

		[bookmark: _Toc510771309]SJ11: Lock up / Open up of premises 



		Legislation, ACoP or similar industry guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7984-Key Holding and Response Services; and

BS 7499-Static Guarding and Mobile Patrols.



		Standard

		The General Requirements for Security Management shall apply.

Security installations and measures recommended by the Supplier shall generally need to be CPNI accredited (Security Equipment Assessment Panel) unless otherwise advised by the Buyer Security Representative. 

The Supplier shall ensure that staff attending the Buyer Property as a key holder are aware of the location of alarm control panels and sensors, the operation of alarm systems, the alarm codes and entry and exit routes once the alarm is set.



		Service J:12

		[bookmark: _Toc510771310]SJ12: Patrols (Mobile via a specific visit using a vehicle)



		Legislation, ACoP or similar industry guidelines



		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

BS 7984-Key Holding and Response Services; and

BS 7499-Static Guarding and Mobile Patrols.



		Standard

		The General Requirements for Security Management shall apply.

The requirement and frequency will be determined by the Buyer and will be building specific and risk based.  Mobile patrols could be required out of hours.

Prior to commencement of the Mobile Security Patrol Service, the Supplier shall ensure that each Buyer Property is fitted with electronic tagging systems adjacent to the identified weak points identified in the security assessment to ensure that these are checked and the Supplier can readily demonstrate that the checks have been carried out at the correct frequencies and within the required monitoring periods.



		[bookmark: _Toc395696521][bookmark: _Toc396218505][bookmark: _Toc510771311][bookmark: _Toc510772350]WORK PACKAGE K - WASTE SERVICE 



		[bookmark: _Toc396218506][bookmark: _Toc510771312]General Requirements



		Legislation, ACoP or similar industry or Government guidelines



		[bookmark: _Toc396218507]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Waste (England and Wales) Regulations 2011;

The Controlled Waste (England and Wales) Regulations 2012;

The Waste (Miscellaneous Provisions) (Wales) Regulations 2011;

The Waste (Scotland) Regulations 2011;

The Environmental Protection Act 1990 (the “EPA”); 

Pollution Prevention and Control Regulations 2000 (the “PPC” Regulations);

2007 Standard Industrial Classification (SIC); 

Waste Electrical and Electronic Equipment (WEEE) Regulations 2006; and

The Government Security Classifications Policy (2014).



		Health and Safety

		[bookmark: _Toc396218508]Dangerous Goods Regulations on labelling, containment and security for transport shall be adhered to.

[bookmark: _Toc396218509]Control of Substances Hazardous to Health Regulations shall be adhered to. 



		Sustainability

		[bookmark: _Toc396218510]In fulfilment of its statutory duty of care, the Supplier and the Buyer shall prevent the escape of waste and provide an accurate description of the waste being stored. The Buyer will require the Supplier to provide full information on the methods of treatment and disposal of waste, showing clear evidence of where the waste is being taken and that consideration has been given to applying the Waste Hierarchy. As much of the waste as possible will be prepared for re-use (especially IT equipment and furniture), recycled or used for energy recovery, rather than sent to landfill.

[bookmark: _Toc396218511]All waste initiatives must at least meet the agreed Greening Government Commitments and any successor framework and including the edict that: 

Government is to reduce the amount of waste it generates by 25% from a 2009/10 baseline;

Government to ensure that redundant IT equipment is re-used (within Government, the public; sector or wider society) or responsibly recycled; and

Food waste shall be source segregated, separately collected and treated according to the best practice level of the Government Buying Standard for Catering Services. 

[bookmark: _Toc396218512]The Supplier shall develop and implement a waste prevention and management plan to commence at handover, which will outline how the waste management service will be provided in accordance with the Waste Hierarchy to reduce the quantity and hazardousness of waste produced, increase re-use and recycling, minimising the amount of waste going to landfill and robustly capture data on waste creation and disposal.

Regular reporting of waste and waste disposal will be captured as part of the Monthly Report. 

Waste transfer information stored in the electronic duty of care (edoc) online system is available for inspection at any time by the Buyer. (The electronic duty of care (edoc) online system is an online system to record waste transfers; the use of edoc eliminates the requirement for paper waste transfer notes).



		Service K:1

		[bookmark: _Toc396218513][bookmark: _Toc510771313]SK1: Classified Waste



		Legislation, ACoP or similar industry or Government guidelines



		[bookmark: _Toc396218514]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

HMG Infosec Standard 5 ( IS5);

Centre for Protection of National Infrastructure (CPNI);

Communications Electronic Security Group (CESG);

Security Policy Framework; and

The Government Security Classifications Policy (2014).



		Standard

		[bookmark: _Toc396218515]All Classified waste shall be disposed of as per the HMG Security Policy Framework.

[bookmark: _Toc396218517]The secure collection, storage, removal and disposal of all classified materials shall be done so that at no time are these materials out of the possession of the Supplier or the Buyer and capable of being deciphered once disposed of. 

[bookmark: _Toc396218518]The Supplier shall provide a confidential waste service in line with the requirements of the Closed Loop requirements as set out by the Buyer where practical and appropriate.

All waste shall be treated in line with the current guidance as held in the revised Government Security Classifications 2014.

[bookmark: _Toc396218519]The Service shall be delivered in line with Appendix I - Property Classification.

Reactive waste services will comply with the response times as detailed within Appendix D – Classification of Waste Disposal will be.

The Supplier shall respond with a Reactive Waste Disposal Service as per the requirements defined by the Buyer. It is expected that this will be an ad hoc service rather than regular or routine and will therefore be treated as such by the Buyer.

Waste reduction strategies shall be included through a waste minimisation plan to include monitoring of the reduction of waste and to reuse products and materials where possible.



		Service K:2

		[bookmark: _Toc396218522][bookmark: _Toc510771314]SK2: General Waste



		Standard

		[bookmark: _Toc396218523]The General Requirements for waste management shall apply.

[bookmark: _Toc396218524]Guidance should be sought from the various trade and governing bodies for the sector including the following:

Chartered Institution of Wastes Management (CIWM).

[bookmark: _Toc396218525]This Service shall consist of the collection, transport, treatment, recovery and disposal of all non-classified waste materials, including foodstuffs and cooking oil.

[bookmark: _Toc396218526]Government targets on waste shall be adhered to with performance reports against these targets included in all Monthly reporting. The Service may be integrated with the general Cleaning Services so that by agreed times all areas are clear of all waste. 

[bookmark: _Toc396218527]Waste reduction strategies shall be included through a waste minimisation plan to include monitoring of the reduction of waste and to reuse products and materials where possible.



		Service K:3

		[bookmark: _Toc396218533][bookmark: _Toc510771315]SK3: Recycled Waste



		Standard

		[bookmark: _Toc396218534]The General Requirements for waste management shall apply.

[bookmark: _Toc396218535]Items that shall be recycled include:

Paper;

Cardboard;

Glass;

Plastic;

Metals;

Toner cartridges;

Organic materials/food waste; and 

Inert materials and timber (if applicable).

[bookmark: _Toc396218536]Weights of all materials recycled on a Monthly basis shall be recorded and made available during normal reporting sessions or upon request and meet current diversion from landfill initiatives.  

[bookmark: _Toc396218537]Guidance should be sought from the various trade and governing bodies for the sector including the following:

The Recycling Association;

British Metals Recycling Association (BMRA);

Textile Recycling Association; and

UK Cartridge Remanufacturers Association.



		Service K:4

		[bookmark: _Toc396218541][bookmark: _Toc510771316]SK4: Hazardous Waste



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218542]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Dangerous Goods Regulations; and

Hazardous Waste (England and Wales) Regulations 2005.



		Standard

		[bookmark: _Toc396218543]The General Requirements for waste management shall apply.

[bookmark: _Toc396218544]All hazardous waste(s) shall be handled, transported, treated and/or disposed of in order to protect human health and the environment and taken to suitably authorised sites acting in compliance with the and taking account of labelling containment and security for transport.

[bookmark: _Toc396218545]The Supplier shall provide a discrete, practical and hygienic disposal service that meets with the expected and demonstrated demand at each site. 

[bookmark: _Toc396218546]Guidance should be sought from the various trade and governing bodies for the sector including:

The Oil Recycling Association; and

The Motor Vehicle Dismantlers Association.



		Service K:5

		[bookmark: _Toc510771317]SK5: Clinical Waste 



		Standard

		The General Requirements for Waste Management and Standard SK4 shall apply.



		Service K:6

		[bookmark: _Toc510771318]SK6: Medical Waste 



		Standard

		The General Requirements for Waste Management and Standard SK4 shall apply.



		Service K:7

		[bookmark: _Toc510771319]SK7: Feminine Hygiene Waste 



		Standard

		The General Requirements for Waste Management and Standard SK4 shall apply.



		[bookmark: _Toc510771320][bookmark: _Toc510772351]WORK PACKAGE L – MISCELLANEOUS FM SERVICES 



		Service L:1

		[bookmark: _Toc510771321]SL1: Childcare Facility



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396219027]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

The Children Act 1989;

The Education Act 2002;

Protection of Children Act 1999;

Sexual Offences Act 2003;

United Nations Convention on the Rights of the Child (UNCRC);

Other Laws that Affect Children;

Data Protection Act 1984;

Equality Act 2010;

Health and Safety at Work Act 1974;

Human Rights Act 1989;

Mental Health Act 1983;

Race Relations Act 1976;

Special Educational Needs and Disability Act 2001;

OfSTED operate a registration and inspection system for the following services:

Childminders;

Crèches;

Day Nurseries;

Out of School Clubs / Holiday Play schemes;

Playgroups; and

Private Nursery Schools. 

Nutritional guidelines commissioned by DfE and available via the Children’s Food Trust website.



		Standard

		[bookmark: _Toc396219028]The Supplier shall provide a Child Care Nursery Service to care for children aged between three (3) months and an age suitable for first entry to school. With the express permission of the Buyer the Supplier may care for children aged between six (6) weeks and three (3) months.

[bookmark: _Toc396219029]As a minimum, Standard 2 of the National Standards apply in the recruitment of Supplier Staff delivering this Service.

[bookmark: _Toc396219030]The Supplier must ensure that the different areas of the nursery are appropriately staffed to meet the needs of the relevant age groups and to comply with all OfSTED National Standards.

[bookmark: _Toc396219031]The Supplier must ensure that all refreshments will be prepared on the nursery premises, in accordance with Food Hygiene Regulations.

[bookmark: _Toc396219032]The Supplier shall:

Undertake to supply information and attain OfSTED registration of the nursery prior to the NEC3 Call-Off Commencement Date and each Year thereafter for the Call-Off Contract (NEC3 Contract used with the consent of Thomas Telford Ltd);

Ensure that the nursery building, equipment and grounds are kept in good order and liaise with the Buyer Representative for fault reporting where appropriate. Ground maintenance, grass cutting and plant upkeep, is the responsibility of the landlord; and

All Supplier Staff with direct contact with children (or vulnerable adults) must pass a Disclosure Barring Service DBS check (formerly CRB) before commencing duty. 



		Service L:2

		[bookmark: _Toc510771322]SL2: Sports and Leisure 



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396219098]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

The Provision and Use of Work Equipment Regulations 1998;

British Standard 1892 Part 1 & 2:1986;

British Standard 5696 Part 3:1979;

British Standards 7188 and 7044; and

Guidance shall be sought from the various trade and governing bodies for the sector including; and British Association of Advisors and Lecturers in Physical Education (BAALPE).



		Standard

		[bookmark: _Toc396219099]The Supplier shall ensure that the care and maintenance of all gym, keep fit equipment and floor surfaces will be in line with manufacturer’s recommendations and common Good Industry Practices.



		Service L:3

		[bookmark: _Toc510771323]SL3: Driver Service 



		Standard

		[bookmark: _Toc396219034]The Supplier shall provide this Service in line with the Buyer’s policy on sustainable development.

[bookmark: _Toc396219035]The Supplier shall provide and maintenance vehicles in line with the Government Buying Standards:

See: The GBS for Transport (vehicles).



		Service L:4

		[bookmark: _Toc510771324]SL4: First Aid and Medical Services 



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396219037]The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

First Aid Regulations 2013;

The Health and Safety (First-Aid) Regulations 1981; and

Diving at Work Regulations 1997.



		Standard

		[bookmark: _Toc396219038]The Supplier shall ensure that Supplier Staff providing this Service are suitably qualified in order to deliver basic First Aid (First Response) and competent to refer casualties to a doctor or dentist if the injury / condition is more serious.



		Service L:5

		[bookmark: _Toc510771325]SL5: Flag Flying Service 



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396219040]The DCMS website indicates the times, dates and types of flags that need to be flown for specific occasions:

Health and Safety at Work Act1974; and

The Work at Height Regulations 2005

[bookmark: _Toc396219041]Where appropriate, staff shall be trained and/or qualified under the International Powered Access Federation (IPAF).



		Standard

		[bookmark: _Toc396219042]The DCMS website indicates the times, dates and types of flags that need to be flown for specific occasions. Certain sensitive sites will raise and lower flags at alternative times due to the presence of media. 

[bookmark: _Toc396219043]The Supplier may explore the synergies between all other services when considering resourcing this Service i.e. Security.

[bookmark: _Toc396219044]The Supplier shall ensure that the appropriate Personal Protective Equipment (PPE) is utilised in every instance of Flag Flying to ensure the safety of Supplier Staff, Buyer staff and Building Users and members of the public at all times.



		Service L:6

		[bookmark: _Toc510771326]SL6: Journal, Magazine and Newspaper Supply



		Standard

		The General Requirements for Contract Management shall apply.

Compliance with Government hospitality policies shall be adhered to at all times. 

Payment shall be via a pass-through basis (unit cost, labour & overhead). 

The Supplier shall be responsible for the provision of all equipment to perform the Service. 



		Service L:7

		[bookmark: _Toc510771327]SL7: Hairdressing Service



		Standard

		There is no recognised Standard for this service.

The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service L:8

		[bookmark: _Toc510771328]SL8: Footwear Cobbling Service 



		Standard

		There is no recognised Standard for this service.

The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service L:9

		[bookmark: _Toc510771329]SL9: Provision of Chaplaincy Support Services 



		Standard

		There is no recognised Standard for this service.

The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service L:10

		[bookmark: _Toc510771330]SL10: Housing and Residential Accommodation Management 



		Standard

		The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service L:11

		[bookmark: _Toc510771331]SL11: Training Estate / Establishment management 



		Standard

		The General Requirements for Contract Management shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		[bookmark: _Toc510771332][bookmark: _Toc510772352]WORK PACKAGE M – CAFM  



		Service M:1

		[bookmark: _Toc510771333]SM1: CAFM 



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218712]Waste and Resources Action Programme’s (WRAP) Mobile Asset Management Planning

Centre for the Protection of the National Infrastructure (CPNI). 

BS 25999: Business Continuity Management.

ISO/IEC 27000:2016 Information technology–Security techniques-Information security management systems-Overarching vocabulary (fourth edition).

ISO/IEC 27001:2013 Information technology–Security techniques-Information security management systems-Requirements (second edition).

ISO/IEC 27002:2013 Information technology–Security techniques-Information security management systems-Security controls (second edition).

ISO/IEC 27003:2017 Information technology–Security techniques-Information security management systems-Guidance.

ISO/IEC 27005:2011 Information technology–Security techniques-Information security Risk Management (second edition).

ISO/IEC 27014:2013 Information technology-Security techniques-Governance for Information security.

The CAFM system shall have the capability to meet the requirements of Government Soft Landings (GSL).

The CAFM system shall have the capability to meet the requirements of Business Information Modelling (BIM) mandated requirements across Central Government (currently BIM Level 2).

PAS 1192:2 relates to project delivery within the suite of BIM standards and PAS 1192:3 relates to the management of information in operation of the Asset and aligns to ISO 55001.

The CAFM system shall have the capability to codify Asset to Uniclass 2015, NRM3 and SFG20 coding. 

Uniclass Classification Tables.

National Rules of Measurement (NRM3).



		Standard

		[bookmark: _Toc396218698]The CAFM System will be bespoke by the very nature in relation to the Buyer activity. The Supplier shall automate the collection of Data and thereby influence the maintenance of the built environment and the delivery of facilities management Services. Typically, they track and maintain the following core facilities activities:

Strategic planning - real estate, business operations, headcount requirements, forecasting future space;

Space planning & management - allocations, inventory, churn;

Planned Preventative Maintenance Programme;

forward maintenance register;

People management – occupancy rates, staff;

Maintenance management - demand (reactive) and scheduled (preventive maintenance);

Emergency management – business continuity;

Disaster planning – business recovery;

Health and safety information – CDM, asbestos;

Capital project management - construction/renovation, large scale move management;

Lease management - property financial data (rentals and insurances);

Asset management – equipment holdings, furniture, telecommunications, cabling management, depreciation of Assets;

Building information management – integration and interaction with other programs;

Sustainability – energy, water and waste performance, building certifications; and

[bookmark: _Toc396218699]Building information.

While CAFM Systems have delivered real benefits and their use has grown, their value has been limited by their ability to distribute information to those beyond facility management. As a result, many CAFM System solutions are relegated to personal productivity or at best, a departmental tool.

[bookmark: _Toc396218700]The Buyer should have real time live access to the Supplier’s CAFM System.

Business Continuity and Disaster Recovery: 

The CAFM System shall be able to provide and support any Business Continuity scenario without any degradation in performance;

[bookmark: _Toc396218708][bookmark: _Toc396218713]In line with common industry practice the CAFM System facilities will have its own Business Continuity contingency plan in place to enable continuity of the Services without degradation;

The Supplier shall ensure that the CAFM System can support the Buyer during any disaster or emergency situation and be able to assist in the resumption of a business as usual (BAU) service as soon as practicable; and

[bookmark: _Toc396218714][bookmark: _Toc396218716]In line with common industry practice the CAFM System will have its own Business Continuity and Disaster Recovery Plan in place to enable continuity of Service without degradation. 

The CAFM System shall have as a minimum the following functional capability to support delivery of the Service provided to the Buyer:

Helpdesk including:

Room Booking;

Car Parking;

Catering;

IT Support; and

Other services as required and defined by the Buyer. 

The Helpdesk shall also: 

Record and report by each Buyer Property or region;

Review work assignment to both maintenance staff and Subcontractors. Track maintenance activity, status updates and the provision of on-screen alerts automate email notifications of work requests;

automated status updates to the Buyer; 

easily search and ensure visibility of calls/activities;

automate associated hazard warnings, including asbestos alerts;

allow cost allocation;

Ensure clear and proactive management of Service Level Agreements;

Log all Calls via intranet/internet; and

Automate prioritisation of work and job escalation when appropriate.

Asset Management:

[bookmark: _Toc396218718]Asset labelling is required either as a bar code or unique number linked into CAFM System;

[bookmark: _Toc396218719]Relevant Assets shall be included in the forward maintenance register, which must then be updated during the life of the contract as Assets are added or deleted;

[bookmark: _Toc396218720]Numerous elements of data storage against Assets including location, warranty, parts and maintenance records;

[bookmark: _Toc396218721]Asset data to be coded to be compliant with the requirements of SFG20, Uniclass:2015 and NRM3;

[bookmark: _Toc396218722]Link between facilities Helpdesk and planned maintenance enables full visibility of an Asset’s service history;

[bookmark: _Toc396218723]Future actions and maintenance requirements will generate alerts at the appropriate time;

[bookmark: _Toc396218724]Integration with other facilities Data provides detailed financial and ownership details;

[bookmark: _Toc396218725]Movement and tracking of Assets within existing or external systems;

[bookmark: _Toc396218726]Association of Assets to personnel departments or locations;

[bookmark: _Toc396218727]Asset contract association for automatic issue of related Service Requests to maintaining Supplier;

[bookmark: _Toc396218728]Easy export of Asset Data to third party applications or generation of an Asset register;

[bookmark: _Toc396218729]Full Asset reporting available for automatic distribution to interested parties;

[bookmark: _Toc396218730]Ability for two-way communication, import data from third party financial software or export to a data file;

[bookmark: _Toc396218731]Asset lifecycle reporting including repair details and costs per Asset;

[bookmark: _Toc396218732]Update of Assets with Condition Survey details to feed into an annual life cycle report for the Buyer consideration; and

[bookmark: _Toc396218733][bookmark: _Toc396218735]Identify Assets that are replaced or retired so that the Buyer can track against its financial records.

Costs:

Costs tracked through multi-level hierarchy of budgets, contracts and projects;

[bookmark: _Toc396218736]Transparent views of full facilities spend and generation of single or multi-line purchase orders;

[bookmark: _Toc396218737]Ability to discount purchase orders or individual line items;

[bookmark: _Toc396218738]Purchase order receipt acknowledgement;

[bookmark: _Toc396218739]Easy to navigate, search and view all budget information;;

[bookmark: _Toc396218740]Projects functionality enables tracking of project spend, key dates and stakeholders;

[bookmark: _Toc396218741]Easy distribution of information to stakeholders;

[bookmark: _Toc396218742]Financial reports available for ad hoc reporting or scheduled generation;

[bookmark: _Toc396218743]Easy to navigate Data tree to ensure simple management and retrieval of all facilities information;

[bookmark: _Toc396218744]Management of Health and Safety equipment and Service Requests; and

Consider applying a purchase threshold over which the Buyer needs to authorise.

[bookmark: _Toc396218747]Property Management:

Dynamic link to property related planned maintenance activities;

[bookmark: _Toc396218748]Storage and maintenance of hazardous element Data such as asbestos;

[bookmark: _Toc396218749]Ability to track condition of building elements including structure, fabric and mechanical;

[bookmark: _Toc396218750]Monitoring of building lifecycle costs and energy efficiency;

[bookmark: _Toc396218751]Storage of all property related documents such as contracts, lease agreements and Health and Safety documents;

[bookmark: _Toc396218752]Easy to navigate storage of all company and building contact information;

[bookmark: _Toc396218753]Generation of property management reports;

[bookmark: _Toc396218754]Use of familiar AutoCAD tools to detail and manage space allocation;

[bookmark: _Toc396218755]Map spaces, Assets and assign attributes;

[bookmark: _Toc396218756]Two-way communication between facilities drawings and the Database; and

[bookmark: _Toc396218757]Easy movement and tracking of Assets.

Management Information:

[bookmark: _Toc396218759]Helpdesk performance management;

[bookmark: _Toc396218760]Automatic generation of reports;

[bookmark: _Toc396218761]Direct email distribution to stakeholders;

[bookmark: _Toc396218762]Specific corporate reporting requirements easily created;

[bookmark: _Toc396218763]Analyse the Data using reporting functionality;

[bookmark: _Toc396218764]Extensive reports provided as standard;

[bookmark: _Toc396218765]Measured performance benchmarking;

[bookmark: _Toc396218766]Cost Control and monitoring;

[bookmark: _Toc396218767]Ensure there is the capability to link ‘parent’ & ‘child’ Service Requests and track Service Requests through the various stages to completion; and

[bookmark: _Toc396218768]Have the capability to produce alerts as reactive or planned works are about to breach their Service Level Agreement, rather than waiting for Service Requests to fail, this will enable proactive management of Service Requests.

Reporting:

The Supplier shall develop the format standard and frequency of reporting with the Buyer and shall deliver it in accordance with the specific Buyer requirements.

Room Booking / Workplace Allocation: 

[bookmark: _Toc396218772]All bookable spaces including meeting rooms, conference rooms, community lettings, event spaces and workplace hubs shall be booked and managed by a room booking system to optimise as far as is practicable the use of space; 

[bookmark: _Toc396218773]The Service shall include the facility to accept electronic online bookings and confirmations;

[bookmark: _Toc396218774]The system shall ensure no double bookings;

[bookmark: _Toc396218775]The system shall have the capability to provide a holistic range of ancillary Services such as hospitality, room set-up and Audio Visual support; and

[bookmark: _Toc396218776]Provide reporting on trends on meeting room utilisation and lettings usage and any income shall be managed through the system hospitality, room set-up and audio visual (AV) support.



		[bookmark: _Toc510771334][bookmark: _Toc510772353]WORK PACKAGE N – HELPDESK SERVICES   



		Service N:1

		[bookmark: _Toc510771335]SN1: Helpdesk 



		Legislation, ACoP or similar industry or Government guidelines

		The following legislation, Approved Codes of Practise (ACoP) or similar industry or Government guidelines shall apply:

Waste and Resources Action Programme’s (WRAP) Mobile Asset Management Planning.



		Standard

		[bookmark: _Toc396218702]The Supplier shall ensure that Supplier Staff manning the Helpdesk, irrespective of the time of day, are capable of handling all Service Requests across all Services likely to be required under the Framework Agreement. 

[bookmark: _Toc396218703]The Supplier shall ensure that all Supplier Staff manning the Helpdesk are provided with documented training, to including:

Extensive training on the CAFM System package; 

Buyer service skills;

Service call management;

Listening skills;

Escalation Procedures;

Supplier site inductions;

Knowledge of Access and Permit to Work procedures; 

Buyer BCDR and Emergency procedures; 

Training in respect of all operational areas of the Buyer’s premises; and

[bookmark: _Toc396218704]Helpdesk Response Times are detailed in Appendix E – Helpdesk Response Times.

The Helpdesk shall also:

Provide a Freephone number from UK landlines to the Buyer;

Record and report by each Buyer Property or region across all Service lines;

Review work assignment to both maintenance staff and Subcontractors;

Track all logged work orders, provide status updates and the provision of on-screen alerts automate email notifications of work requests and provide status updates to the Buyer; and  

Record and manage customer satisfaction processes and complaints.



		[bookmark: _Toc510771336][bookmark: _Toc510772354]WORK PACKAGE O – BILLABLE WORKS    



		[bookmark: _Toc510771337]General Requirements



		Legislation, ACoP or similar industry or Government guidelines

		Compliance with Call-Off Schedule 4a – Billable Works and Projects.  

RIBA Plan of Work 2013.  



		Standard

		The General Requirements for Management Services shall apply.

The Supplier shall develop the Service with the Buyer and shall deliver it in accordance with the specific Buyer requirements.



		Service O:1

		[bookmark: _Toc510771338]SO1: Billable Works  



		Legislation, ACoP or similar industry or Government guidelines

		[bookmark: _Toc396218952]Call-Off Schedule 4a – Billable Works and Projects.

For all minor refurbishments (as defined in BREEAM guidelines, and typically those over £500k) an appropriate environmental assessment process such as BREEAM or an equivalent (e.g. CEEQUAL, DREAM etc.) appropriate to the size, nature and impact of the project shall be carried out on all projects.  Where BREEAM is used, all refurbishment projects are to achieve at least “very good” rating, unless site constraints or project objectives mean that this requirement conflicts with the obligation to achieve value for money.  Where an alternative environmental assessment methodology is used, projects must seek to achieve equivalent ratings.

Further Government Buying Standards also apply to the design and installation of equipment including air conditioning units, boilers, central heating systems, condensing units, lighting, paints and varnishes, showers, taps, toilets, urinal controls, and windows. 

In addition, there are Government Buying Standards for a range of electrical goods.

All Defra guidelines where mandatory shall be adhered to.  Non mandatory requirements shall be adopted where practicable:

[bookmark: _Toc396218957]The Service shall be delivered in line with Appendix I - Property Classification.





2. [bookmark: _Toc510771339][bookmark: _Toc510772905]Legislative standards



2.1. [bookmark: _Toc396219146][bookmark: _Toc510771340]This list of codes of practice is not exhaustive. These legislative standards must be complied with (under the “comply with applicable laws” Framework Agreement provision) in any event and nothing in the Service Requirement or Standards absolve the Supplier from doing so. 



2.2. [bookmark: _Toc396219147][bookmark: _Toc510771341][bookmark: _Toc396219148]From the current issue of maintenance procedures the Authority has identified the Mechanical and Electrical Maintenance procedures and also the Building Fabric Maintenance procedures that have a mandatory, statutory and legislative requirement to undertake. The legislation, Codes of Practice, Standards etc. used as the basis of this identification are identified below:



[bookmark: _Toc510771342]Table 1: Legislation 



		[bookmark: _Toc510771343]No.

		[bookmark: _Toc510771344]Title



		[bookmark: _Toc510771345]1

		[bookmark: _Toc510771346]Workplace (Health, Safety and Welfare) Regulations 1992 (WHSWR)



		[bookmark: _Toc510771347]2

		[bookmark: _Toc510771348]Health and Safety at Work Act 1974 (HSW)



		[bookmark: _Toc510771349]3

		[bookmark: _Toc510771350]Management of Health and Safety at Work Regulations 1999 (MHSWR)



		[bookmark: _Toc510771351]4

		[bookmark: _Toc510771352]Reporting of Injuries, Diseases and Dangerous Occurrences 2013 (RIDDOR)



		[bookmark: _Toc510771353]5

		[bookmark: _Toc510771354]Provision and Use of Work Equipment Regulations 1998 (PUWER)



		[bookmark: _Toc510771355]6

		[bookmark: _Toc510771356]Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)



		[bookmark: _Toc510771357]7

		[bookmark: _Toc510771358]Work at Height Regulations 2005 (WAHR)



		[bookmark: _Toc510771359]8

		[bookmark: _Toc510771360]Waste Electrical and Electronic Equipment Regulations 2006 (WEEE)



		[bookmark: _Toc510771361]9

		[bookmark: _Toc510771362]Construction (Design and Management) Regulations 2015 (CDM)



		[bookmark: _Toc510771363]10

		[bookmark: _Toc510771364]Personal Protective Equipment Regulations 2002 (PPE)



		[bookmark: _Toc510771365]11

		[bookmark: _Toc510771366]Control of Substances Hazardous to Health Regulations 2002 (COSHH)



		[bookmark: _Toc510771367]12

		[bookmark: _Toc510771368]Pollution Prevention and Control (England and Wales) Regulations 2000



		[bookmark: _Toc510771369]13

		[bookmark: _Toc510771370]Equality Act 2010 (Specific Duties and Public Authorities) Regulations 2017 



		[bookmark: _Toc510771371]14

		[bookmark: _Toc510771372]Modern Slavery Act 2015



		[bookmark: _Toc510771373]15

		[bookmark: _Toc510771374]Energy Act 1983



		[bookmark: _Toc510771375]16

		[bookmark: _Toc510771376]The Regulatory Reform (Fire Safety) Order 2015



		[bookmark: _Toc510771377]17

		[bookmark: _Toc510771378]The Wildlife and Countryside Act 1981



		[bookmark: _Toc510771379]18

		[bookmark: _Toc510771380]Boiler (Efficiency) Regulations 1993



		[bookmark: _Toc510771381]19

		[bookmark: _Toc510771382]Clean Air Act 1993



		[bookmark: _Toc510771383]20

		[bookmark: _Toc510771384]The Air Quality Standards Regulations 2010



		[bookmark: _Toc510771385]21

		[bookmark: _Toc510771386]The Air Quality Standards (Amendment) Regulations 2016



		[bookmark: _Toc510771387]22

		[bookmark: _Toc510771388]The Air Quality Standards (Wales) Regulations 2010



		[bookmark: _Toc510771389]23

		[bookmark: _Toc510771390]The Air Quality Standards (Scotland) Regulations 2010



		[bookmark: _Toc510771391]24

		[bookmark: _Toc510771392]The Air Quality Standards (Northern Ireland) Regulations 2010



		[bookmark: _Toc510771393]25

		[bookmark: _Toc510771394]The Air Quality Standards (Amendment) Regulations (Scotland) 2016



		[bookmark: _Toc510771395]26

		[bookmark: _Toc510771396]The Air Quality Standards (Amendment) Regulations (Northern Ireland) 2017



		[bookmark: _Toc510771397]27

		[bookmark: _Toc510771398]Construction (Design and Management) Regulations (CDM) 2015



		[bookmark: _Toc510771399]28

		[bookmark: _Toc510771400]Control of Asbestos at Work 2012



		[bookmark: _Toc510771401]29

		[bookmark: _Toc510771402]Confined Spaces Regulations 1997



		[bookmark: _Toc510771403]30

		[bookmark: _Toc510771404]L8 Approved Code of Practice: The Control of Legionella Bacteria in Water Systems.



		[bookmark: _Toc510771405]31

		[bookmark: _Toc510771406]HSG 274: Legionella Technical Guidance



		[bookmark: _Toc510771407]32

		[bookmark: _Toc510771408]Water Supply (Water Fittings) Regulations 1999



		[bookmark: _Toc510771409]33

		[bookmark: _Toc510771410]Control of Noise at Work Regulations 2005	



		[bookmark: _Toc510771411]34

		[bookmark: _Toc510771412]Control of Pollution (Oil Storage) Regulations 2001



		[bookmark: _Toc510771413]35

		[bookmark: _Toc510771414]Electricity at Work Regulations 1989



		[bookmark: _Toc510771415]36

		[bookmark: _Toc510771416]Electrical Equipment (Safety) Regulations 1994



		[bookmark: _Toc510771417]37

		[bookmark: _Toc510771418]EU product regulation - guidelines on the appointment of UK notified bodies: 2016



		[bookmark: _Toc510771419]38

		[bookmark: _Toc510771420]Electromagnetic Compatibility Regulations 2005



		[bookmark: _Toc510771421]39

		[bookmark: _Toc510771422]Energy Performance of Buildings (Certificates and Inspections) Regulations 2007



		[bookmark: _Toc510771423]40

		[bookmark: _Toc510771424]Energy Performance of Buildings (Certificates and Inspections) (England and Wales) (Amendment) Regulations 2012



		[bookmark: _Toc510771425]41

		[bookmark: _Toc510771426]Pollution Prevention and Control Act 1999 



		[bookmark: _Toc510771427]42

		[bookmark: _Toc510771428]The Environment Act 1995



		[bookmark: _Toc510771429]43

		[bookmark: _Toc510771430]The Environment (Wales) Act 2016



		[bookmark: _Toc510771431]44

		[bookmark: _Toc510771432]The Environmental Protection Act 1990



		[bookmark: _Toc510771433]45

		[bookmark: _Toc510771434]European F-Gas Regulation



		[bookmark: _Toc510771435]46

		[bookmark: _Toc510771436]F Gas Regulations 2015



		[bookmark: _Toc510771437]47

		[bookmark: _Toc510771438]Factories Act 1961



		[bookmark: _Toc510771439]48

		[bookmark: _Toc510771440]Food Safety Act 1990



		[bookmark: _Toc510771441]49

		[bookmark: _Toc510771442]The Food Safety and Hygiene (England) Regulations 2013



		[bookmark: _Toc510771443]50

		[bookmark: _Toc510771444]Fuel and Electrical (Heating) (Control) (Amendment) Order 1980



		[bookmark: _Toc510771445]51

		[bookmark: _Toc510771446]Gas Safety (Management) Regulations 1996 (as amended)



		[bookmark: _Toc510771447]52

		[bookmark: _Toc510771448]Gas Appliances (Safety) Regulations 1995



		[bookmark: _Toc510771449]53

		[bookmark: _Toc510771450]Gas Safety (Installation and Use) Regulations 1998 (GSIUR)



		[bookmark: _Toc510771451]54

		[bookmark: _Toc510771452]Pipelines Safety Regulations 1996 (PSR)



		[bookmark: _Toc510771453]55

		[bookmark: _Toc510771454]Pressure Systems Safety Regulations 2000 (PSSR)



		[bookmark: _Toc510771455]56

		[bookmark: _Toc510771456]Pressure Equipment Regulations 1999



		[bookmark: _Toc510771457]57

		[bookmark: _Toc510771458]Simple Pressure Vessels (Safety) Regulations 1991



		[bookmark: _Toc510771459]58

		[bookmark: _Toc510771460]Health and Safety (Safety Signs and Signals) Regulations 1996 (SSR)



		[bookmark: _Toc510771461]59

		[bookmark: _Toc510771462]Dangerous Substances Explosive Atmospheres Regulations 2002 (DSEAR)



		[bookmark: _Toc510771463]60

		[bookmark: _Toc510771464]Sustainable and Secure Buildings Act 2004



		[bookmark: _Toc510771465]61

		[bookmark: _Toc510771466]Lift Regulations 1997



		[bookmark: _Toc510771467]62

		[bookmark: _Toc510771468]Notification of Cooling Towers and Evaporative Condensers Regulations 1992



		[bookmark: _Toc510771469]63

		[bookmark: _Toc510771470]Ozone Depleting Substances Regulations 2015



		[bookmark: _Toc510771471]64

		[bookmark: _Toc510771472]Energy Performance of Buildings Directive 



		[bookmark: _Toc510771473]65

		[bookmark: _Toc510771474]Private Security Industry Act 2001



		[bookmark: _Toc510771475]66

		[bookmark: _Toc510771476]Courts Act 2003 Section 1 (1) 



		[bookmark: _Toc510771477]67

		[bookmark: _Toc510771478]The Criminal Justice Act 1991



		[bookmark: _Toc510771479]68

		[bookmark: _Toc510771480]Controlled Waste (England & Wales) Regulations 2012



		[bookmark: _Toc510771481]69

		[bookmark: _Toc510771482]The Carriage of Dangerous Goods Regulations 



		[bookmark: _Toc510771483]70

		[bookmark: _Toc510771484]The Safe Management of Healthcare Waste Memorandum (HTM 07-01)



		[bookmark: _Toc510771485]71

		[bookmark: _Toc510771486]Directive 2008/98/EC on Waste (Waste Framework Directive 2008)



		[bookmark: _Toc510771487]72

		[bookmark: _Toc510771488]Waste list Decision 2000/532/EC



		[bookmark: _Toc510771489]73

		[bookmark: _Toc510771490]The Hazardous Waste (England & Wales) Regulations 2005 



		[bookmark: _Toc510771491]74

		[bookmark: _Toc510771492]The List of Wastes (England) Regulations 2005



		[bookmark: _Toc510771493]75

		[bookmark: _Toc510771494]The List of Wastes (Wales) Regulations 2005



		[bookmark: _Toc510771495]76

		[bookmark: _Toc510771496]The Hazardous Waste (Wales) (Amendment) Regulations 2009 SI 2861



		[bookmark: _Toc510771497]77

		[bookmark: _Toc510771498]The Hazardous Waste (England & Wales) (Amendment) Regulations 2009 SI 507



		[bookmark: _Toc510771499]78

		[bookmark: _Toc510771500]The Waste (England & Wales) (Amendment) Regulations 2012



		[bookmark: _Toc510771501]79

		[bookmark: _Toc510771502]Health & Safety Guideline (HSG) – HSG 33 (4th Edition 2012) – Health & Safety in Roof Work



		[bookmark: _Toc510771503]80

		[bookmark: _Toc510771504]Health & Safety Guideline (HSG) – HSG 258 (3rd Edition 2017) – Controlling airborne contaminants at work. A guide to LEV. 













[bookmark: _Toc510771505]Table 2: Guidance Notes and Codes of Practice:  



		[bookmark: _Toc510771506]No.

		[bookmark: _Toc510771507]Title



		[bookmark: _Toc510771508]1

		[bookmark: _Toc510771509]HSE Guidance Note PM5 1989 Automatically controlled steam and hot water boilers (and BS EN 61508)



		[bookmark: _Toc510771510]2

		[bookmark: _Toc396219194][bookmark: _Toc510771511]Prevention and Control of Legionellosis (Including Legionnaires’ Disease) HSE Approved Code of Practice L8 (ACOP L8)



		[bookmark: _Toc510771512]3

		[bookmark: _Toc510771513]Safe use of Pesticides for Non-agricultural Purposes Approved Code of Practice L9 ACoP L9



		[bookmark: _Toc510771514]4

		[bookmark: a9780717662951]ACOP L22 & L33 - Safe use of work equipment. Provision and Use of Work Equipment Regulations 1998



		[bookmark: _Toc510771515]5

		ACOP L122 - Safety of Pressure Systems 



		[bookmark: _Toc510771516]6

		Statutory Instrument 2002 No. 2980, The Waste Incineration (England and Wales) Regulations 2002



		[bookmark: _Toc510771517]7

		NFPA25 – Standard for the Inspection, Testing and Maintenance of water-based fire protection systems 



		[bookmark: _Toc510771518]8

		Food and Hygiene Regulations 2005



		[bookmark: _Toc510771519]9

		Food and Hygiene Regulations 2005



		[bookmark: _Toc510771520]10

		HSG 250 Guidance on Permit to Work Systems 



		[bookmark: _Toc510771521]11

		Crown Premises Inspection Group [and their Scottish equivalent CIFRA (HM Chief Inspector of Fire and Rescue Authorities)] – responsible for fire safety on Crown property



		[bookmark: _Toc510771522]12

		HVCA Internal Cleanliness of Ventilation Systems TR/19



		[bookmark: _Toc510771523]13

		HSG 253 The Safe Isolation of Plant and Equipment 



		[bookmark: _Toc510771524]14

		ACOP L101 Confined Space Regulations 



		[bookmark: _Toc510771525]15

		ACOP L122 Pressure System Safety Systems 2000



		[bookmark: _Toc510771526]16

		[bookmark: _Toc510771527]ACOP L8 The Control of Legionella Bacteria in Water Systems 2013



		[bookmark: _Toc510771528]17

		ACOP L56 Safety in the installation and use of gas systems and appliances – 4th Edition: 2013



		[bookmark: _Toc510771529]18

		UKPLG Code of Practice No. 7



		[bookmark: _Toc510771530]19

		The Horticulture Code of Practice 2011 / Horticultural Code for Scotland





[bookmark: _Toc510771531]Table 3: BS / ISO / EN Standards:   



		[bookmark: _Toc510771532]No.

		[bookmark: _Toc510771533]Title



		[bookmark: _Toc510771534]1

		BS 5266 Part 1:2016 Emergency Lighting. Code of Practice for the Emergency Lighting of Premises Other than Cinemas and Certain Other Specified Premises used for Entertainment 2005



		[bookmark: _Toc510771535]2

		[bookmark: _Toc510771536]BS 5839-1:2013 Fire detection and fire alarm systems for buildings. Code of practice for design, installation, commissioning and maintenance of systems in non-domestic premises



		[bookmark: _Toc510771537]3

		BS 5588 Fire Precautions in the Design, Construction and use of Buildings 1990-2004



		[bookmark: _Toc510771538]4

		BS 6173: 2009 (this Standard requires interlocking of mechanical ventilation systems and gas supplies for all types of appliances in commercial kitchens, preventing a gas appliance from being switched on before the ventilation system is operating)



		[bookmark: _Toc510771539]5

		BS 6700 Specification for Design, Installation, Testing and Maintenance of services supplying water for domestic use within buildings and their cartilages 2006 & A1: 2009



		[bookmark: _Toc510771540]6

		BS 7671 Requirements for Electrical Installations – IEE Wiring Regulations 17th Edition 2009



		[bookmark: _Toc510771541]7

		BS 7430: Code of Practice for Earthing Protection of Electrical Systems 2011



		[bookmark: _Toc510771542]8

		BS EN 62305 (parts 1-5) Protection against lightning



		[bookmark: _Toc510771543]9

		BS 5306 Part 4: 2002 – Fire Extinguishing Installations – CO2 Systems



		[bookmark: _Toc510771544]10

		BS 5306 Part 3: Fire extinguishing installations and equipment on premises. Commissioning and maintenance of portable fire extinguishers 2009



		[bookmark: _Toc510771545]11

		BS EN 3 Portable Extinguishers



		[bookmark: _Toc510771546]12

		BS 5839 Part 1: Fire Detection and Alarm Systems for Buildings 2017



		[bookmark: _Toc510771547]13

		BS EN 671-1: Fixed Fire Fighting Systems 2012



		[bookmark: _Toc510771548]14

		BS EN 131 / BS 2037 / BS 1129 / BS EN 14183 / BS EN 1004 / PAS 250 Ladder and Access Equipment



		[bookmark: _Toc510771549]15

		BS 476 Fire Tests



		[bookmark: _Toc510771550]16

		BS EN 795 Personal Fall Protection Equipment



		[bookmark: _Toc510771551]17

		BS 7883:2005 – Code of practice for the design, selection, installation, use and maintenance of anchor devices conforming to BS EN 795:2012



		[bookmark: _Toc510771552]18

		BS 12094: Fixed Fire Fighting Systems 2003-2006



		[bookmark: _Toc510771553]19

		BS 9251: 2005 Sprinkler systems for residential and domestic occupancies



		[bookmark: _Toc510771554]20

		BS 750: Registered Homes Act 1984 (as a FIR1)



		[bookmark: _Toc510771555]21

		BS EN ISO/IEC 17020: 2012  General criteria for the operation of various types of bodies performing inspections



		[bookmark: _Toc510771556]22

		BS 7036 Part 1-5: 1996 Code of Practice for safety for powered doors for pedestrian use. Revolving doors.



		[bookmark: _Toc510771557]23

		BS 5871: parts 1-4 2005-2007 Specification for the installation and maintenance of gas fires, convector heaters, fire/back boilers and decorative fuel effect gas appliances. Inset live fuel effect gas fires of heat input not exceeding 15 kW, and fire/back boilers (2nd and 3rd family gases)



		[bookmark: _Toc510771558]24

		BS 5837: 2012 Trees in relation to design, demolition and construction – Recommendations



		[bookmark: _Toc510771559]25

		BS 6571 Part 4: Vehicle Parking Control Equipment 1989



		[bookmark: _Toc510771560]26

		BS5925: 1991 Code of Practice – Ventilation Principles and Designs for Natural Ventilation



		[bookmark: _Toc510771561]27

		BS EN 14175-2: 2003 – Fume Cupboards



		[bookmark: _Toc510771562]28

		BS 5726:2005 Microbiological safety cabinets. Information to be supplied by the purchaser to the vendor and to the installer, and siting and use of cabinets. Recommendations and guidance



		[bookmark: _Toc510771563]29

		BS 5726: 2005 & BS EN 12469: 2000 – Microbiological Safety Cabinets.



		[bookmark: _Toc510771564]30

		BS 9999:2008 – Fire precautions in the design, construction and use of buildings. Managing fire safety.



		[bookmark: _Toc510771565]31

		BS 9999:2017 – Fire safety in design, management and use of buildings. Code of practice.



		[bookmark: _Toc510771566]32

		BS 9991:2011 – Fire precautions in the design, construction and use of buildings. Code of Practice for residential buildings.



		[bookmark: _Toc510771567]33

		BS EN ISO 9999:2016 – Assistive products for persons with disability. Classification and Terminology.



		[bookmark: _Toc510771568]34

		BS 6173:2009 – Specification for installation and maintenance of gas-fired catering appliances for use in all catering establishments (2nd & 3rd family gases)



		[bookmark: _Toc510771569]35

		BS EN 795:2012 – Personal fall protection equipment. Anchor devices.



		[bookmark: _Toc510771570]36

		TR19: Internal Cleanliness of Ventilation Systems - Guide to Good Practice



		[bookmark: _Toc510771571]37

		TM46: Hygiene Maintenance of Office Ventilation Systems



		[bookmark: _Toc510771572]38

		NHS Estates HTM 2025



		[bookmark: _Toc510771573]39

		BS 7858 - Code of Practice for Security Screening of Personnel Employed in a Security Environment



		[bookmark: _Toc510771574]40

		BS 7499 - Code of Practice for Static Site Guarding and Mobile Patrol Services



		[bookmark: _Toc510771575]41

		BS 7984 - Code of Practice for Key-holding and Response Services



		[bookmark: _Toc510771576]42

		BS 7958 - Code of Practice for CCTV Management and Operation



		[bookmark: _Toc510771577]43

		BS 7960 - Code of Practice for Door Supervisors



		[bookmark: _Toc510771578]44

		BS 8406 - Code of Practice for Event Stewarding and Crown Safety Services



		[bookmark: _Toc510771579]45

		BS 7872 - Code of Practice for Operation of Cash-in-Transit Services (collection & delivery)



		[bookmark: _Toc510771580]46

		ISO 9001 - Quality Management



		[bookmark: _Toc510771581]47

		ISO 14001 - Environmental Management



		[bookmark: _Toc510771582]48

		BS EN 16636:2015 – Pest management Services 



		[bookmark: _Toc510771583]49 *

		ISO 27001 - Information Security Management System



		[bookmark: _Toc510771584]50 *

		ISO 44001 - Collaborative business relationship management systems – Requirements and framework 



		[bookmark: _Toc510771585]51 *

		ISO 31000 – Risk Management







[bookmark: _Toc510771586]* Where required by the Buyer at Call Off.






[bookmark: _Toc510771587]Table 4: Building Regulations (England & Wales Only):



		[bookmark: _Toc510771588]No.

		[bookmark: _Toc510771589]Title



		[bookmark: _Toc510771590]1

		Building Act 1984



		[bookmark: _Toc510771591]2

		Building Regulations Act 1991 2000 Part B, Approved Document B (2006)



		[bookmark: _Toc510771592]3

		Building Regulations Act 2000 Approved Document F (2010)



		[bookmark: _Toc510771593]4

		Building Regulations Act 2000 Approved Document G (1992) incorp 2000 amendments



		[bookmark: _Toc510771594]5

		Building Regulations Act 2000 Approved Document H (2002)



		[bookmark: _Toc510771595]6

		Building Regulations Act 1991 2000 Approved Document J (2010)



		[bookmark: _Toc510771596]7

		Building Regulations Act 1991, 2000 Approved Part M (2004)



		[bookmark: _Toc510771597]8

		Building Regulations Act 2000 Approved Part L (2010)



		[bookmark: _Toc510771598]9

		Building Regulations Act 2000 Approved Document P (2006)










[bookmark: _Toc510771599]Table 5: Miscellaneous:



		[bookmark: _Toc510771600]No.

		[bookmark: _Toc510771601]Title



		[bookmark: _Toc510771602]1

		At request of Fire Officer 



		[bookmark: _Toc510771603]2

		Local Act 



		[bookmark: _Toc510771604]3

		SFG 20 Guidelines 



		[bookmark: _Toc510771605]4

		Buyer specific work practices and standards 



		[bookmark: _Toc510771606]5

		RIBA (Royal Institute of British Architects) Plan of Work: 2013







[bookmark: _APPENDIX_B_-](Regulations are continually being updated and amended and as such can only be considered valid prior to the day of issue)  




3. [bookmark: _APPENDIX_C_-][bookmark: _Toc395696537][bookmark: _Toc396219200][bookmark: _Ref499637117][bookmark: _Ref499638170][bookmark: _Toc510772906]Classification of waste disposal



3.1. The following table provides for the destruction baseline for protectively marked documents.



		Level 

		Information Assets 

		Physical Assets 



		OFFICIAL 

		· Make retrieval and reconstitution unlikely. 

· Make actual or attempted compromise likely to be detected.

		· Dispose of with care or destroy to make reconstitution unlikely. 

· Make actual or attempted compromise likely to be detected. 



		SECRET

		· Destroy / sanitise to make reconstitution and / or identification of constituent parts highly unlikely. 

· Detect actual or attempted compromise and help identify those responsible. 

		· Destroy / sanitise to make reconstitution and / or identification of constituent parts highly unlikely. 

· Prevent identification of constituent parts. 

· Detect actual or attempted compromise and help identify those responsible. 



		TOP SECRET

		· Do everything necessary to prevent retrieval or reconstitution. 

· Ensure that there are robust measures in place to prevent compromise from sustained attack.  

· Detect actual or attempted compromise and make it likely that those responsible will be identified. 

		· Do everything necessary to: prevent retrieval. 

· Prevent identification of constituent parts. 

· Ensure that there are robust measures in place to prevent compromise from sustained attack.

· Detect actual or attempted compromise and make it likely that those responsible will be identified. 





[bookmark: _APPENDIX_D_–][bookmark: _Toc395696538][bookmark: _Toc396219201]



[bookmark: _Ref499637124]


4. [bookmark: _Toc510772907]Helpdesk response times



4.1. Service requests of any nature shall be acknowledged within fifteen (15) minutes and the caller informed of the action to be taken. The response times for activities managed through the central helpdesk for all Services shall be as follows:



4.1.1. Each Category 'A' work request to be available to both the appropriate Supplier and Buyer Authorised Representative within five (5) minutes of receiving the inbound Service request. Receiving is defined as the end of a call, or receipt of electronic format Service request.



4.1.2. Oral escalation to the Buyer Authorised Representative (within twenty (20) minutes of allocation to the Supplier) of those Category 'A' work requests unacknowledged by the Supplier ten (10) minutes after such allocation.



4.1.3. All Category B reactive work requests and any elective work requests to be available on the Systems to the appropriate Buyer Authorised Representative within fifteen (15) minutes of receiving the inbound Service request. Receiving is defined as the end of a call, or receipt of electronic format Service request.



4.1.4. All Category C reactive work requests and any elective work requests to be available on the Systems to the appropriate Buyer Authorised Representative within thirty (30) minutes of receiving the inbound Service request. Receiving is defined as the end of a call, or receipt of electronic format Service request.



[bookmark: _APPENDIX_E-_SERVICE][bookmark: _Toc395696539][bookmark: _Toc396219202][bookmark: _Ref499637134][bookmark: _Ref499638092][bookmark: _Ref499638104][bookmark: _Ref499638133][bookmark: _Ref499638224]


5. [bookmark: _Toc510772908]Service delivery response times

5.1. [bookmark: _Toc396219203][bookmark: _Toc510771607]Over-arching response requirements

5.1.1. It is required when sending a person/engineer to attend a reactive event, at the time of despatch the person/engineer despatched is suitably qualified and is able to complete the repair or task.

5.1.2. For activities detailed in Tables 1 and 2 below, the activity is defined to be closed or concluded when the helpdesk/CAFM System receives confirmation from the person/engineer that the event is completed, thereby creating an electronic record of the completion.

5.1.3. When the activity in 5.1.2 above is closed or concluded, within fifteen (15) minutes, an email/text/electronic communication is sent to the originator of the event advising that the job is closed and asking via a simple graphical user interface whether the person agrees. Challenges need to be investigated in a timely fashion and appropriate action taken.



5.2. [bookmark: _Toc396219204][bookmark: _Toc510771608]On-site FM service delivery response times

5.2.1. The following Table A describes the reactive response time(s) for Service calls raised or made to the helpdesk where the Service required is supported and Delivered by the Supplier from an on-site facility at the Buyer Premises. 

5.2.2. The Supplier shall meet these reactive response times in relation to the Buyer requirements.






Table A – Response and Rectification Times – On-Site



		

Category

		

Call Type

		

Description

		

Initial Attendance

		

Interim Solution (if applicable)

		

Completion Due



		

A



		

Critical

		Matters giving rise to an immediate health and safety, business critical or security risk.

		

15 minutes

		

2 Hour

		Permanent solutions to health and safety issues to be achieved within 12 hours of notification. Security measures must be permanently rectified within 4 hours.



		

B



		

Emergency

		Matters that prevent or severely restrict the Authority from conducting normal operations.

		

15 minutes

		

2 hours

		1 Working Day



		

C

		

Urgent

		Matters that impinge upon the proper working of the facilities in relation to all users.

		

30 minutes

		

4 hours 

		       1 Working Days



		

D



		

Routine

		

Matters of a routine nature.

		

1 Working Day

		

n/a

		5 Working Days



		

E





		

Billable Works

		

New Work, change or cosmetic requests.

		

n/a

		

n/a

		Initial attend and schedule completion date within 10 Working Days of request (actual completion has no SLA)



		

F

		

Consumables

		Requests for restocking of toilet or other consumables.

		

30 minutes

		

n/a

		Toilet to be restocked within 30 minutes of notification to the Help Desk.



		

G



		

Equipment

		

All requests for assistance with equipment which is in-scope or problems at conferences, meetings etc.

		

15 minutes

		

n/a

		Capable assistance to be in attendance within 15 minutes of notification to the Help Desk.



		

H



		

Small Moves

		

Requests for the booking of porters or drivers.

		

n/a

		

n/a

		

30 minutes of receipt of call.



		

I



		

Messengers



		

Requests for Messengers or Couriers to provide a Service.

		

n/a

		

n/a

		10 minutes of booking.



		

J





		

Complaint

		

A failure in delivery of any Service, at any time.

		



Acknowledgment

2 hours

		



Update

24 hours 

		Written Report (findings & recommendations

3 working days



		

K

		

Ad hoc

		Matters of an Ad hoc or unplanned nature; by the virtue of its category DO NOT require an enhanced response above that of Routine.

		

5 Working Days

		

n/a

		

15 Working Days



		

L





		

Uncompleted task

		A Scheduled task not completed as announced / described requiring a higher than Routine response.

		

3 Working Days

		

n/a

		

5 Working Days



		

M





		

Call Back

		A failure in delivery of any Service, at any time, which requires a re-attendance of the technician / operative to complete the task satisfactorily.

		



2 hours

		



n/a

		4 hours



		

N



		

Reprographics request

		A request for Service; allocated a Call Category dependent on the time frame requested (between [2] & [72] hours).

		

N/A

		

N/A

		N/A













Please note – For the purposes of this procurement, potential providers should review Table A. The buyer may amend figures in square brackets 

[ ] to suit their individual requirements at Call-Off stage. 

























6. [bookmark: _Ref499637143][bookmark: _Toc510772909]Other standards

		

		Table 1 - Planned Maintenance (PPM) Services 

		

		



		

		Standard 

		Synergy with SFG20 

		Description



		

		A

		Red (Statutory tasks which must be carried out at the recommended frequency to ensure legal / statutory compliance). 

		The general or normal Service Level.  

		This Standard includes a fully planned preventative maintenance regime ensuring compliance with all associated statutory, mandatory or regulatory requirements together with sector / organisation compliance needs and will include business critical maintenance activities.



		

		

		Pink (Mandatory tasks which must be carried out to ensure regulatory and sector/organisation compliance, mandatory, regulatory and sector compliance).

		

		



		

		

		Amber (Function critical tasks which must be carried out to maintain business critical assets. By carrying them out at the recommended level of frequency, it will avoid the over or under-maintenance of functional / critical assets).

		

		



		

		B

		Red (Statutory tasks which must be carried out at the recommended frequency to ensure legal / statutory compliance). 

		This is the minimum level of services required. 

		This includes a fully planned preventative maintenance regime ensuring compliance with all associated statutory and mandatory requirements. 



		

		

		Pink (Mandatory tasks which must be carried out to ensure regulatory and sector/organisation compliance, mandatory, regulatory and sector compliance). 

		

		



		

		C

		Green (Discretionary tasks which must be carried out in order to maintain non-critical assets).

		A bespoke or very specific or demanding Service Level.  Typical for highly sensitive or specialist areas such as production or laboratory facilities, data centres etc. Alternatively, this can also be applied to areas or properties or buildings that require a lesser Service Level than the standard Service Level due to the nature of the environment of activity undertaken within the area (e.g. mothballed buildings, garages warehouses, etc.). To include elements of Red (statutory), Pink (mandatory, regulatory, sector and organisational compliance) and Amber (discretionary) as defined by the Buyer.

		Whilst maintaining the core requirements of Standard B, this Standard provides for a bespoke maintenance regime which may include discretionary or non-critical maintenance for specialised properties or circumstances as detailed in the Service Requirements by the Buyer at Call Off. Consequently it will reflect either an enhanced or reduced planned maintenance requirement.



		

		

		

		

		



		

		Table 2 - Internal and External Building Fabric Maintenance Services 

		

		



		

		Standard 

		Description

		



		

		A

		The general or normal Service Level.  Typical for all occupied or generally accessed areas including public access spaces and general office areas.

		This level of maintenance Service this includes a regularly planned maintenance regime which aims to keep all elements of the structure, fabric and finishes and overall appearance of the Property at an acceptable performance level.  This includes both internal and external elements. This would include any statutory requirements including any health and safety activities not already captured as part of the planned maintenance regime.

		



		

		B

		The highest Service Level.  Typical for prestige and high visibility areas. This is classed as exceptional and should only be required in very rare circumstances. 

		This level of Service, which is discretionary, will provide for an enhanced maintenance approach whereby certain elements of fabric require a higher level of attention due to the environment or circumstances in which it is situated.

		



		

		C

		A bespoke or very specific or demanding Service Level.  Typical for highly sensitive or specialist areas such as production or laboratory facilities, data centres etc. Alternatively, this can also be applied to areas or properties or buildings that require a lesser Service Level than the standard Service Level due to the nature of the environment of activity undertaken within the area (e.g. mothballed buildings, garages warehouses, etc.). 

		This level of Service will be bespoke and site or area specific. It is likely to offer unique challenges to the Supplier and require a deviation from the normal or expected approach or regime.  This deviation will reflect either an enhanced or reduced fabric maintenance requirement (an example could be the maintenance of the front door for No 10, Downing Street which is constantly in the public eye).

		








		

		

		

		

		



		

		Table 3 - Cleaning Services 

		

		



		

		Standard 

		Description

		



		

		A

		The general or normal Service Level.  Typical for all occupied or generally accessed areas including public access spaces and general office areas. 

		All areas subject to regular routine cleaning activities should be free from loose debris, dust, fluff and lint on completion of the cleaning task for that area.  There should be an overall even appearance and be odour free.

		



		

		B

		The highest Service Level.  Typical for prestige and high visibility areas. This is classed as exceptional and should only be required in very rare circumstances. 

		All areas subject to regular routine cleaning activities should be free from loose debris, dust, fluff and lint on completion of the cleaning task for that area.  There should be an overall even appearance and be odour free. This standard would be above and beyond the norm expected for general office spaces and public accessible areas.

		



		

		C

		A bespoke or very specific or demanding Service Level.  Typical for highly sensitive or specialist areas such as production or laboratory facilities, data centres etc. Alternatively, this can also be applied to areas or properties or buildings that require a lesser Service Level  than the standard Service Level due to the nature of the environment of activity undertaken within the area e.g. mothballed buildings, garages warehouses, etc. 

		Areas subject to this standard will be specified as requiring a bespoke or unique approach to cleanliness.  This deviation from the normal or expected approach or regime will reflect either an enhanced or reduced cleaning requirement. The standard will be specified as will frequency of Service. This standard could apply to, for example, a laboratory or healthcare environment where specialist procedures are required to limit infection and cross contamination. The standard could also be used to describe activities to be undertaken in buildings or areas that are mothballed or not in use and requiring a very limited Service.   Likewise, areas such as warehouses, storage areas and garages may also require a very limited Service and these would also be specifically described.

		





























[bookmark: _Ref499637159]



7. [bookmark: _Toc510772910]Property classification



Table 1 – Properties categorised as Standard: 



		Building Category

		Business & Occupational Profile

		Description



		1

		General office - Customer Facing

		General office areas and customer facing areas.



		2

		General office - Non Customer Facing

		General office areas and non-customer facing areas.  



		3

		Call Centre Operations

		Call centre operations.



		4

		Warehouses

		Large storage facility with limited office space and low density occupation by Supplier Personnel. 



		5

		Restaurant and Catering Facilities 

		Areas including restaurants, deli-bars and coffee lounges areas used exclusively for consuming food and beverages. 



		6

		Pre-School

		Pre-school, including crèche, nursery and after-school facilities. 



		7

		Primary School

		Primary school facilities. 



		8

		Secondary School

		Secondary school facilities.



		9

		Special Schools 

		Special school facilities. 



		10

		Universities and Colleges

		University and college, including on and off site campus facilities but excluding student residential accommodation facilities. 



		11

		Doctors, Dentists and Health Clinics

		Community led facilities including doctors, dentists and health clinics. 



		12

		Nursery and Care Homes 

		Nursery and care home facilities. 





[bookmark: bmCompoundReference]











Table 2 – Properties categorised as Non-Standard / Other: 



		Building Category

		Business & Occupational Profile

		Description



		1

		Data Centre Operations

		Data centre operation.



		2

		External parks, grounds and car parks

		External car parks and grounds including externally fixed Assets - such as fences, gates, fountains etc.



		3

		Laboratory

		Includes all Government facilities where the standard of cleanliness is high, access is restricted and is not public facing.



		4

		Heritage Buildings 

		Buildings of historical or cultural significance.



		5

		Nuclear Facilities 

		Areas associated with Nuclear activities.



		6

		Animal Facilities 

		Areas associated with the housing of animals such as dog kennels and stables.



		7

		Custodial Facilities 

		Facilities relating to the detention of personnel such as prisons and detention centres. 



		8

		Fire and Police Stations 

		Areas associated with emergency services.



		9

		Production Facilities 

		An environment centred around a fabrication or production facility, typically with restricted access.



		10

		Workshops 

		Areas where works are undertaken such as joinery or metal working facilities



		11

		Garages 

		Areas where motor vehicles are cleaned, serviced, repaired and maintained.



		12

		Shopping Centres

		Areas where retail services are delivered to the Public.



		13

		Museums /Galleries

		Areas are generally open to the public with some restrictions in place from time to time. Some facilities have no public access.



		14

		Fitness / Training Establishments

		Areas associated with fitness and leisure such as swimming pools, gymnasia, fitness centres and internal / external sports facilities.



		15

		Residential Buildings 

		Residential accommodation / areas.



		16

		Port and Airport buildings 

		Areas associated with air and sea transportation and supporting facilities, such as airports, aerodromes and dock areas. 



		17

		List X Property

		A commercial site (i.e. non-Government) on UK soil that is approved to hold UK government protectively marked information marked as 'confidential' and above. It is applied to a company's specific site and not a company as a whole.



		18

		Hospitals 

		Areas including mainstream medical, healthcare facilities such as hospitals and medical centres.



		19

		Mothballed / Vacant / Disposal

		Areas which are vacant or awaiting disposal where no services are being undertaken.





























[bookmark: _Toc510772911]Appendix 1 – Government Buying Standards ("GBS") for Food and Catering



Department for Environment, Food and Rural Affairs



		THE GOVERNMENT BUYING STANDARD FOR FOOD AND CATERING SERVICES1

1 Updated March 2015 to clarify wording regarding sweetened beverages



		Central government procurers directly or through their catering contractors are required to apply this GBS. Others are encouraged to follow it. It includes a set of minimum mandatory standards for inclusion in tender specifications and contract performance conditions.  It also includes some best practice standards which are recommended but not required.



The Balanced Scorecard is a supporting tool to use in order to procure food and catering services. It goes beyond production standards, resource efficiency and nutrition helping provide a comprehensive tool for setting technical specifications and evaluating bids. It includes award criteria to reward good practice, and to further stimulate investment and innovation.



		IMPACT AREA

		MANDATORY STANDARDS



		A. Production, Processing and Distribution

		



		1. Production Standards

		All food served must be produced in a way that meets

UK legislative standards for food production, or equivalent standards. Please refer to Annex for a list of relevant legislation.



If in any particular circumstances, this leads to a significant increase in costs which cannot reasonably be compensated for by savings elsewhere, the procuring authority shall agree with the catering contractor or supplier to depart from this requirement and the reasons for doing so shall be noted and recorded. This decision shall be signed off by the Head of Procurement or equivalent senior official of the government department or other public body.

Procurers or catering contractors must ensure that food is verifiable as meeting these standards by either checking that farm inspection systems meet UK standards of inspection or their equivalent, or if not, that they are subject to an independent assurance system.



		2. Traceability of fresh, chilled and frozen produce

		Catering contractors or food suppliers shall ensure the traceability of fresh, chilled and frozen produce in accordance with current UK legislation or equivalent.2

2Traceability and labelling of beef ,eggs, fish, shellfish, most fruit and vegetables, honey, olive oil, wine and imported poultry is covered by EU regulations. Regulations covering sheep meat, goat meat, swine meat and poultry will come into force in 2015. See here for details.



		3. Authenticity

		The catering contractor or supplier must have systems in place to enable it to check and ensure authenticity of products.



		4. Origin of meat and dairy

		In line with the industry principles on country of origin information3, food and catering service suppliers shall indicate the origin of the meat, meat products and dairy products either on the menu or accompanying literature. If this is not practicable, then at minimum the information must be available and be provided on request to the procuring authority or end consumer.

3http://www.fdf.org.uk/publicgeneral/principles_on_country_of_orig

in_information.pdf



		Animal Welfare

		



		5. Animal welfare

		All food served must be produced in a way that meets UK legislative standards for animal welfare, or equivalent standards. Please refer to:  https://www.gov.uk/animal-welfare

UK standards are generally similar to EU standards for food production. There are, however, differences in animal welfare standards for some aspects of pig meat and broiler chicken production. Broiler chicken, pork and pork products must be compliant with UK standards, as set out in the Welfare of Farmed Animals Regulations 2007 (as amended).

If in any particular circumstances, this leads to a significant increase in costs which cannot reasonably be compensated for by savings elsewhere, the procuring authority shall agree with the catering contractor or supplier to depart from this requirement and the reasons for doing so shall be noted and recorded. This decision shall be signed off by the Head of Procurement or equivalent senior official of the government department or other public body. In such an eventuality, EU standards shall be met at minimum.











		6. Eggs

		All eggs, including fresh in-shell, liquid and powdered eggs, are sourced from systems that do not use conventional cages. If from a caged system, enriched cages must be used.



		Environment

		



		7. Higher environmental Production standards

		At least 10% of the total monetary value of primary commodity (i.e. raw ingredient) food and drink procured shall be inspected and certified to:

i) Publicly available Integrated Production (IP) or Integrated Farm Management (IFM) standards that require the systematic and integrated management, at farm level, of:

· natural habitats & biodiversity;

· prevention and control of pollution;

· energy, water and waste;

· management of soils, landscape and watercourses;

and contain within their scope requirements that are consistent with the definition of Integrated Pest Management (IPM) contained in European Council Directive 2009/128/EC

OR

ii) Publicly available organic standards compliant with European Council Regulation 834/2007 on organic production and labelling of organic products.



NOTE: The 10% is of the total monetary value and can be made up of any combination of commodities allowing the procurer flexibility to find the best solutions for their circumstances.



		8. Palm oil

		From the end of 2015 all palm oil (including palm kernel oil and products derived from palm oil) used for cooking and as an ingredient in food must be sustainably produced.4



4 Support and advice on procuring sustainable palm oil is available from http://www.cpet.org.uk/ (e-mail cpet@efeca.com, telephone 01305 236 100).









		9. Fish

		All fish5 are demonstrably sustainable with all wild-caught fish meeting the FAO Code of Conduct for Responsible Fisheries (includes Marine Stewardship Council certification and Marine Conservation Society ‘fish to eat’, or equivalent).

No ‘red list’ or endangered species of farmed or wild fish shall be used (Marine Conservation Society ‘fish to avoid’).

5 Fish includes all fish including where it is an ingredient in a composite product.



		Variety and seasonality

		



		10.	Seasonal produce

		In respect of the use of fresh produce, menus shall be designed to reflect the natural growing or production period for the UK, and in-season produce shall be highlighted on menus.



		B. Nutrition

		



		11.	Reducing Salt

		Vegetables and boiled starchy foods such as rice, pasta and potatoes, are cooked without salt.



		

		Salt is not available on tables.



		

		At least 50% of meat and meat products, breads, breakfast cereals, soups and cooking sauces, ready meals and pre-packed sandwiches (procured by volume) meet Responsibility Deal salt targets and all stock preparations are lower salt varieties (i.e. below 0.6g/100mls).



		12.	Increasing Fruit and Vegetable Consumption

		At least 50% of the volume of desserts available is based on fruit – which can be fresh, canned in fruit juice, dried or frozen.



		

		A portion of fruit is cheaper than a portion of hot or cold dessert.



		

		Meal deals include a starchy carbohydrate, vegetables and 1 portion of fruit.



		13.	Reducing Saturated Fat

		Meat and meat products, biscuits, cakes and pastries (procured by volume) are lower in saturated fat where available. At least 50% of hard yellow cheese has a maximum total fat content of 25g/100g; at least 75% of ready meals contain less than 6g saturated fat per portion; at least 75% of milk is reduced fat; and at least 75% of oils and spreads are based on unsaturated fats.









		14.	Cereals

		At least 50% of breakfast cereals (procured by volume) are higher in fibre (i.e. more than 6g/100g) and do not exceed 22.5g/100g total sugars.



		15.	Fish

		If caterers serve lunch and an evening meal, fish is provided twice a week, one of which is oily. If caterers only serve lunch or an evening meal, an oily fish is available at least once every 3 weeks.



		C. Resource Efficiency

		



		16.	Water

		Tap water is visible and freely available and such provision is promoted.



		

		Pre-bottled water (mineral or spring) is not included in the hospitality menu.



		17.	Reducing Landfill

		Where waste management is included in the contract, facilities shall be available to staff and customers for recycling cans, bottles, cardboard and plastics.



		18.	Food waste

		Food and catering supplier with off-site meal preparation operations shall provide evidence of a systematic approach to managing and minimising the impacts of waste throughout their direct operations i.e. those operations over which they have direct financial and/or operational control. This shall include evidence of a continual improvement cycle of objective setting, measurement, analysis, review and the implementation of improvements actions.



Catering service suppliers which will supply on-site

catering services shall:

· Take steps to minimise food waste in their on- site operations by creating a food waste minimisation plan, describing what actions they will undertake6

· Review and revise the actions they are taking with suitable regularity so as to continue to reduce food waste wherever possible; and

· Feed back to clients on progress and results with suitable regularity.



6 A list of potential aspects and actions is provided in the guidance for implementing the Government Buying Standard for Food & Catering. See the ‘indicative checklist’ in section 19:  http://sd.defra.gov.uk/documents/GBS-guidance-food.pdf



		

		The contracting authority shall check whether a separate food waste collection service can be provided. If the service can be provided, while achieving value for money, then it shall meet the best practice standard.









		19.	Energy Management

		Energy management policy (off-site catering operations)

Catering service contractors with off-site preparation kitchen operations shall have in place an energy management policy appropriate to the nature and scale of their energy use and consumption. Their policy shall commit the organisation to the continual improvement of its energy performance

Energy management policy (on-site catering operations)

On-site catering operations shall be run in accordance with the host building’s overall energy management policy.



		20.	Catering equipment

		The minimum mandatory Government Buying Standards for catering equipment apply as well as the duty under Article 6 of the Energy Efficiency Directive.



Kitchen taps shall have flow rates of not less than 5l/min delivered through either automatic shut off, screw down/lever, or spray taps; and non-flow rate elements shall meet the Enhanced Capital Allowance Scheme (ECA) Water Technology List criteria.



		21.	Paper products

		The minimum mandatory Government Buying Standards for paper products shall apply where relevant: e.g. kitchen paper, napkins and cardboard cups.



		D. Social-economic

		



		22.	Ethical trading

		At least 50% of tea and coffee is fairly traded







		23.	Inclusion of SMEs

		Provide opportunity for separate contracts for supply and distribution; and advertise all food-related tenders to SMEs.



		24.	Equality and diversity

		The catering contractor or food supplier shall have a written equality and diversity policy to help ensure it and its sub-contractors are compliant with employment law provisions in the UK Equality Act (2010). In addition, to ensure the procuring authority meets its public sector equality duty, the contractor or food supplier shall have a policy in place as to carrying out its business, such as in terms of awarding sub- contracts or procuring goods, in a way that is fair, open and transparent.









		IMPACT AREA

		BEST PRACTICE



		A. Production, Processing and Distribution

		



		25.	Environmental production standards

		At least 40% of the total monetary value of primary commodity (i.e. raw ingredient) food and drink procured shall be inspected and certified to:

· Publicly available Integrated Production standards or Integrated Farm Management standards; or



· Publicly available organic standards compliant with European Council Regulation (EC) No 834/2007 on organic production and labelling of organic products.



		B. Nutrition

		



		26.	Snacks

		Savoury snacks are only available in packet sizes of 30g or less.



		27.	Confectionery

		Confectionery and packet sweet snacks are in the smallest standard single serve portion size available within the market and not to exceed 250kcal.



		28.	Sugar Sweetened Beverages

		All sugar sweetened beverages to be no more than 330ml pack size and no more than 20% of beverages (procured by volume) may be sugar sweetened. No less than 80% of beverages (procured by volume) may be low calorie/no added sugar beverages (including fruit juice and water)



		29.	Menu analysis

		Menu cycles are analysed to meet stated nutrient based standards relevant to the major population subgroup of the catering provision.



		30.	Calorie and allergen labelling

		Menus (for food and beverages) include calorie and allergen labelling.



		C. Resource Efficiency

		



		31.	Environmental Management Systems

		The contractor must prove its technical and professional capability to perform the environmental aspects of the contract through: an environmental management system (EMS) for catering services (such as EMAS, ISO 14001or equivalent).



		32.	Packaging waste

		Packaging waste in delivering food for the catering service is minimised.

i. tertiary and secondary packaging consists of at least 70% recycled cardboard; and

ii. where other materials are used, the tertiary packaging must either be reusable or all materials contain some recycled content.









		33.	Food waste	

		The food waste minimisation plan includes actions and estimated quantifiable reductions.

The supplier ensures that appropriate training is given to staff to ensure best practice in terms of food waste minimisation.

Surplus food that is fit for consumption is distributed for consumption rather than sent for disposal as waste

E.g. gifted to charities / food banks.



		34.	Energy efficiency

		The on-site catering operation is run in accordance with the Carbon Trust food preparation and sector guide (CTV035).



		35.	Waste minimisation

		Food and drink to be consumed in restaurants and canteens must be served using cutlery, glassware, and crockery which are reusable and washable.



		36.	Catering equipment

		The best practice Government Buying Standards for catering equipment apply where relevant:

· Domestic Dishwashers

· Commercial cooking equipment, including ovens, fryers and steam cookers

· Domestic fridge freezers



		37.	Paper products

		Disposable paper products (e.g. napkins, kitchen tissue, and take-away food containers) meet the requirements of the EU Ecolabel, or equivalent.



		D. Social-economic

		



		38.	Ethical trading

		All tea, coffee, cocoa and bananas are certified as fairly traded.



		

		Where food is sourced from states that have not ratified the International Labour Organization Declaration on Fundamental Principles and Rights at Work (1998), or are not covered by the OECD Guidelines for Multinational Enterprise, the supplier of catering and food services shall carry out due diligence against ILO Declaration on Fundamental Principles and Rights at Work (1998).



Risk based audits have been conducted against social

/ ethical supply chain standards e.g. SA8000 compliance, audit evidence for Ethical Trade Initiative (ETI) Base Code compliance, or equivalent.



Working with suppliers to improve conditions through pro-active, direct engagement programmes.









		

		Dairy products meet the Voluntary Code of Practice on Best Practice on Contractual Relationships:  http://www.dairyuk.org/2014-04-23-11-00-42/vcop-  home.



Measures are taken to ensure fair dealing with farmers through, for example, the guidance contained in the Groceries Supply Code of Practice:  https://www.gov.uk/government/publications/groceries-  supply-code-of-practice/groceries-supply-code-of-  practice



		39.	Inclusion of SMEs

		i) Contracts are broken into “lots” to facilitate bids from small producers;

ii) Contract documents are simplified, with a degree of standardisation. Requirements are clearly stated, up front;

iii) Contract lengths are geared to achieve the best combination of price and product;

iv) Longer-term contracts are offered to provide stability;

v) Tenders are widely advertised;

vi) Potential bidders are advised on how to tender for contracts;

vii) Projects to help small producers do business are undertaken;

viii) Social enterprises are encouraged to compete for contracts;

ix) Small producers and suppliers are made aware of sub-contractors/suppliers, so that they know who to do business with;

x) Competition on quality rather than brand

Fair treatment of suppliers

xi) Suppliers of food and catering services provide fair and prompt payment terms for their supply chain

E.g. 30 days maximum.

xii)	Length of contracts and notice period are agreed fairly with suppliers.
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Appendix 2.1 – Process Map 1: Complaints



[image: ]


Appendix 2.2 – Process Map 2: Failure
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Appendix 2.3 – Process Map 3: Recall
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Appendix 3.1 – Process Map 1: Billable Works and Approval Process 
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Appendix 3.2 – Process Map 2: Issuing Quotation by Supplier Process
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Appendix 3.3 – Process Map 3: Issuing Instruction for Quotation for Approved Work Order Process
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Attachment_3___Annex_C___Key_Performance_Indicato~.xlsx
Guidance

				Customer Specific Requirements

				Within this spreadsheet, all cells highlighted in yellow should be completed by the customer based on their KPI requirements. The pre-populated KPIs, Measures and Scoring Scales throughout this spreadsheet are only examples. Customers should look to amend these to better reflect the needs of their requirement, as part of their ITT pack, then remove the shading.





				Within this spreadsheet, all cells highlighted in green should be completed by the supplier/customer on a monthly basis to allow calculation of KPI achievements and potential performance deduction values.





				Performance Criteria sheet

				This sheet shows the summarised position of the value at risk and performance deductions attributed to KPIs, both at a grouped and individual level.

				The information is structured as follows:

				Cell Reference		Description		Customer build instruction (pre ITT)		Monthly instruction (within contract)



				Table 1. Financials

				C5		Defines the percentage of the value at risk for the contract.		Enter the KPI value at risk for your contract. Maximum is 6%.		None

				C6		Defines the monthly value of the contract.		None		Enter/ensure correct value for the period being assessed

				C7		Defines the value of variation events undertaken during the month.		None		Enter/ensure correct value for the period being assessed

				C8		Calculates the total value at risk for the month.		None		None



				Table 2. KPIs

				A13 to A18		Defines the KPI names		Enter up to 10 KPIs titles dependent on your requirements. If using less than ten KPIs just leave some cells blank.		None

				B13 to B18		Defines the weighting attributed to each KPI.		Enter weighting for each KPI. Total must add up to 100%.		None

				C13 to C18		Automatically calculates the value at risk attributable to each KPI.		None		None

				D13 to D18		Automatically calculates the performance deductions for the month attributable to each KPI.		None		None



				Table 3. Measures

				A23 to A36		Defines which KPI the individual Measure is attributed to.		Select (from the drop down box) the KPI you are putting a Measure against. Every KPI needs at least one Measure. We suggest a maximum of 5 Measures per KPI to avoid dilution.		None

				B23 to B36		Defines the Measure Reference for each individual Measure.		Create a Measure Reference code per Measure for easy reference.		None

				C23 to C36		Defines the weighting attributed to each Measure.		Enter a weighting per Measure. Within each KPI, the Measure weightings must add up to 100%.		None

				D23 to D36		Automatically calculates the value at risk attributable to each Measure.		None		None

				E23 to E36		Automatically calculates the performance deductions attributable to each Measure.		None		None



				B19, C37 & D37		These cells contain error checking formulas to ensure that the weightings and value at risk calculations are correct. In the event of an error, a message in red highlighting the problem will be displayed.		None		None



				Measures sheet

				This sheet lists all of the Measures applicable to the contract KPIs. It defines the requirement for each Measure, and states how performance will be measured for the performance calculations.

				The information is structured as follows:

				Cell Reference		Description		Customer build instruction		Monthly instruction

				Column A		Shows the KPI against which individual Measures will be calculated.		None		None

				Column B		Shows the Measure Reference for each individual Measure.		None		None

				Column C		Defines the requirement for each Measure.		Enter a description for each Measure		None

				Column D		Defines how each Measure will be measured for performance purposes.		Enter a description of how each Measure should be calculated monthly		None

				Column E		Defines the unit of measure type to be used for performance calculations. 		Enter the unit of measure applicable to the Measure - should the result be a Percentage, Number or Qualitative (pass/fail)?		None

				Columns F - H		Contains the results received from the supplier in relation to the Measure performance.		None		The monthly result should be entered into the relevant green shaded cell per Measure.

				Column I		Defines which scale is to be used for performance calculations.		Select the scoring scale to be used to calculate the Measure score based on the result entered monthly. 		None

				Column J		Automatically calculates the score achieved based on the relevant result provided in columns F to H.		None		None

				Column K		Automatically calculates the deduction applicable for each Measure based on the score achieved in column J.		None		None



				Scoring Scales sheet

				This sheet contains the various performance scales used against which individual Measures are scored

				Cell Reference		Description		Customer build instruction		Monthly instruction

				Columns B - I		Contains 3 different scoring scales for the 'number' unit of measure.		Select the scoring scale to be used to calculate the Measure score based on the result entered monthly. Example Scoring Scales are already input and can be selected dependent on the result required per Measure, or the scales can be amended by the customer. Ensure the correct scale is chosen to match the unit of measure for each Measure - score tables 1 - 3 are for 'Number', score tables 4 - 6 are for 'percentage', and score table 7 is for 'Pass/Fail' units of measure.		None

				Columns K - R		Contains 3 different scoring scales for the 'percentage' unit of measure.

				Columns T - U		Contains the Pass / Fail scoring scales for the 'qualitative' unit of measure.







Performance Criteria

		Table 1. Financials

		Financial overview

		Percentage of the Call Off Contract value at risk				6.00%

		Call Off Contract Current Month Value

		Value of variation events in this month

		Total Value at risk for the month				£0

		Table 2. KPIs



		KPI Name		KPI Weighting		KPI Value at Risk		KPI Deduction

		CAFM and Helpdesk Services		5%		£0		£0

		Maintenance Services		25%		£0		£0

		Cleaning Services		15%		£0		£0

		Sustainabilty		5%		£0		£0

		Benchmarking & continuous improvement		5%		£0		£0

		General standards		45%		£0		£0

				

		Table 3. Measures



		KPI Name		Measure Reference		Measure Weighting		Measure Value at Risk		Measure Deduction

		CAFM and Helpdesk Services		CFM M1		50%		£0		

		CAFM and Helpdesk Services		CFM M2		50%		£0		

		Maintenance Services		MAINT M1		30%		£0		

		Maintenance Services		MAINT M5		35%		£0		

		Maintenance Services		MAINT M6		35%		£0		

		Cleaning Services		CLEAN M1		50%		£0		

		Cleaning Services		CLEAN M2		50%		£0		

		Sustainabilty		SUS M3		50%		£0		

		Sustainabilty		SUS M4		50%		£0		

		Benchmarking & continuous improvement		BCI M2		100%		£0		

		General standards		GEN M5		25%		£0		

		General standards		GEN M6		25%		£0		

		General standards		GEN M8		25%		£0		

		General standards		GEN M9		25%		£0		

								







Measures

																Pass

																Fail

		KPI Name		Measure Reference		Measure requirement		Measure achievement calculation		Achievement 
Unit of Measure		Achievement value (%)		Achievement value (number)		Achievement value (Input either 'Pass' or 'Fail')		Scoring Scale		Score		Deduction %

		CAFM and Helpdesk Services		CFM M1		Provide a fully functioning and always available Helpdesk system in accordance with the contractual requirements.		Number of instances where failure to provide the Helpdesk resulted in complaints from the customer in accordance with the complaints process.

Measured as the number of service failure complaints raised.		Number								Low						

		CAFM and Helpdesk Services		CFM M2		All telephone calls to the helpdesk must be answered within 6 rings.		Monthly Service Report will stipulate % of calls answered within required timeframe.

Calculated as the number of calls answered within limit divided by the total number of calls received.		Percentage								Med						

		Maintenance Services		MAINT M1		Development of a Planned Maintenance Maintenance Schedule in accordance with the contractual requirements		PPM schedule capturing the requirements of all Authority's assets to be developed, agreed and uploaded on the CAFM system thirty (30) working days prior to contract commencement. 		Qualitative								Pass/Fail						

		Maintenance Services		MAINT M5		Full compliance of all Statutory PPM activities, with all activities completed to specified anniversary dates as detailed within the Planned Preventative Maintenance Schedule on the CAFM system.		All PPM tasks generated via the CAFM system completed satisfactorily to scheduled PPM anniversary dates.
No statutory PPM tasks not completed satisfactorily by the FM Supplier in-month. 		Qualitative								Pass/Fail						

		Maintenance Services		MAINT M6		Respond to reactive breakdowns in compliance with the SLRs and Service Standards.		Failure to respond and rectify  reactive breakdowns in compliance contractual timeframe.

Calculated as the total number of reactive breakdown events completed in-month to agreed time divided by the total number of reactive breakdown events due for completion in-month.		Percentage								High						

		Cleaning Services		CLEAN M1		All areas to satisfy the Service Requirements prior to the commencement of each business day.		All areas of Affected Property meeting the cleaning standards at commencement of business operations each day.		Qualitative								Pass/Fail						

		Cleaning Services		CLEAN M2		All Reactive Requests Cleaning Events will be responded to within the required timeframe and to the required standard as detailed within the SLR's and Service Standards 		No failure to respond and rectify within the required timeframe as detailed within the contract		Number								High						

		Sustainabilty		SUS M3		To provide a report monthly on each energy source in sufficient detail to determine CO2 emissions  via a CO2 emissions report.		Number of failures to provide the CO2 emissions report.

Measured as the number of inadequate or not received reports.		Number								High						

		Sustainabilty		SUS M4		Suppliers are required to drive continuous reduction of carbon emissions and are encouraged to suggest innovative ways to reduce the estates' carbon footprint.		Number of initiatives put forward by Supplier to reduce carbon emissions.

Measured as 'Are the initiatives raised in the Continuous Improvement Plan relevant to Carbon Reduction?'		Qualitative								Pass/Fail						

		Benchmarking & continuous improvement		BCI M2		Number of Continuous Improvement initiatives put forward as a result of new and evolving technologies.		Did the Supplier meet the agreed number of initiatives.		Qualitative								Pass/Fail						

		General standards		GEN M5		Supplier attendance at SMT [Monthly] meetings.		Did the Supplier's Key Staff make themselves, or a suitable replacements available to attend all required Supplier and Call Off Employer meetings, as defined in the contract.		Qualitative								Pass/Fail						

		General standards		GEN M6		All CAFM generated SLA work orders completed within SLA timeframes.		Number of work orders completed within SLA timeframe.

Calculated as the total number of work orders completed within SLA timeframe as a percentage of the total number of work orders.		Percentage								High						

		General standards		GEN M8		Security Clearance - All FM supplier personnel, including third party supplier personnel, employed on the call-off contract, must possess the appropriate level of security clearance (including any specific customer clearance).		Number of personnel without required level of clearance.		Number								High						

		General standards		GEN M9		Monthly report is to contain the information required in the specification.		Number of failures by the Supplier to provide an accurate monthly report to the customer.  The report is not to miss any information that would lead to an incorrect reporting of performance.		Number								High						







Lookup

				Number		Percentage		Qualitative				UnitofMeasurementType								AchievementValueQualitative

				Low		Low		Pass/Fail				UnitofMeasurementTypeSelected								Pass

				Med		Med						Number		Percentage		Qualitative				Fail

				High		High						G		F		H







Scoring Scales

				Scoring Scales for Unit of Measure: Number																		Scoring Scales for Unit of Measure: Percentage (%)																		Scoring Scales for Unit of Measure: Qualitative

				Score Table 1						Score Table 2						Score Table 3						Score Table 4						Score Table 5						Score Table 6						Score Table 7

				Low						Medium						High						Low						Medium						High						Pass		100%

				Value Achieved		Contractor Score				Value Achieved		Contractor Score				Value Achieved		Contractor Score				Value Achieved		Contractor Score				Value Achieved		Contractor Score				Value Achieved		Contractor Score				Fail		0%

				0		100%				0		100%				0		100%				0%		0%				0%		0%				0%		0%

				1		95%				1		90%				1		80%				1%		0%				1%		0%				1%		0%

				2		95%				2		80%				2		50%				2%		5%				2%		0%				2%		0%

				3		90%				3		70%				3		0%				3%		5%				3%		0%				3%		0%

				4		90%				4		60%				4		0%				4%		5%				4%		0%				4%		0%

				5		80%				5		50%				5		0%				5%		10%				5%		0%				5%		0%

				6		80%				6		25%				6		0%				6%		10%				6%		0%				6%		0%

				7		70%				7		10%				7		0%				7%		10%				7%		0%				7%		0%

				8		70%				8		5%				8		0%				8%		10%				8%		0%				8%		0%

				9		60%				9		0%				9		0%				9%		10%				9%		0%				9%		0%

				10		60%				10		0%				10		0%				10%		25%				10%		0%				10%		0%

				11		50%				11		0%				11		0%				11%		25%				11%		0%				11%		0%

				12		50%				12		0%				12		0%				12%		25%				12%		0%				12%		0%

				13		40%				13		0%				13		0%				13%		25%				13%		0%				13%		0%

				14		40%				14		0%				14		0%				14%		25%				14%		0%				14%		0%

				15		20%				15		0%				15		0%				15%		25%				15%		0%				15%		0%

				16		20%				16		0%				16		0%				16%		25%				16%		0%				16%		0%

				17		10%				17		0%				17		0%				17%		25%				17%		0%				17%		0%

				18		10%				18		0%				18		0%				18%		25%				18%		0%				18%		0%

				19		5%				19		0%				19		0%				19%		25%				19%		0%				19%		0%

				20		5%				20		0%				20		0%				20%		40%				20%		10%				20%		0%

				21		0%				21		0%				21		0%				21%		40%				21%		10%				21%		0%

				22		0%				22		0%				22		0%				22%		40%				22%		10%				22%		0%

				23		0%				23		0%				23		0%				23%		40%				23%		10%				23%		0%

				24		0%				24		0%				24		0%				24%		40%				24%		10%				24%		0%

				25		0%				25		0%				25		0%				25%		40%				25%		10%				25%		0%

				26		0%				26		0%				26		0%				26%		40%				26%		10%				26%		0%

				27		0%				27		0%				27		0%				27%		40%				27%		10%				27%		0%

				28		0%				28		0%				28		0%				28%		40%				28%		10%				28%		0%

				29		0%				29		0%				29		0%				29%		40%				29%		10%				29%		0%

				30		0%				30		0%				30		0%				30%		60%				30%		25%				30%		0%

				31		0%				31		0%				31		0%				31%		60%				31%		25%				31%		0%

				32		0%				32		0%				32		0%				32%		60%				32%		25%				32%		0%

				33		0%				33		0%				33		0%				33%		60%				33%		25%				33%		0%

				34		0%				34		0%				34		0%				34%		60%				34%		25%				34%		0%

				35		0%				35		0%				35		0%				35%		60%				35%		25%				35%		0%

				36		0%				36		0%				36		0%				36%		60%				36%		25%				36%		0%

				37		0%				37		0%				37		0%				37%		60%				37%		25%				37%		0%

				38		0%				38		0%				38		0%				38%		60%				38%		25%				38%		0%

				39		0%				39		0%				39		0%				39%		60%				39%		25%				39%		0%

				40		0%				40		0%				40		0%				40%		80%				40%		50%				40%		0%

				41		0%				41		0%				41		0%				41%		80%				41%		50%				41%		0%

				42		0%				42		0%				42		0%				42%		80%				42%		50%				42%		0%

				43		0%				43		0%				43		0%				43%		80%				43%		50%				43%		0%

				44		0%				44		0%				44		0%				44%		80%				44%		50%				44%		0%

				45		0%				45		0%				45		0%				45%		80%				45%		50%				45%		0%

				46		0%				46		0%				46		0%				46%		80%				46%		50%				46%		0%

				47		0%				47		0%				47		0%				47%		80%				47%		50%				47%		0%

				48		0%				48		0%				48		0%				48%		80%				48%		50%				48%		0%

				49		0%				49		0%				49		0%				49%		80%				49%		50%				49%		0%

				50		0%				50		0%				50		0%				50%		100%				50%		60%				50%		0%

				51		0%				51		0%				51		0%				51%		100%				51%		60%				51%		0%

				52		0%				52		0%				52		0%				52%		100%				52%		60%				52%		0%

				53		0%				53		0%				53		0%				53%		100%				53%		60%				53%		0%

				54		0%				54		0%				54		0%				54%		100%				54%		60%				54%		0%

				55		0%				55		0%				55		0%				55%		100%				55%		60%				55%		0%

				56		0%				56		0%				56		0%				56%		100%				56%		60%				56%		0%

				57		0%				57		0%				57		0%				57%		100%				57%		60%				57%		0%

				58		0%				58		0%				58		0%				58%		100%				58%		60%				58%		0%

				59		0%				59		0%				59		0%				59%		100%				59%		60%				59%		0%

				60		0%				60		0%				60		0%				60%		100%				60%		70%				60%		0%

				61		0%				61		0%				61		0%				61%		100%				61%		70%				61%		0%

				62		0%				62		0%				62		0%				62%		100%				62%		70%				62%		0%

				63		0%				63		0%				63		0%				63%		100%				63%		70%				63%		0%

				64		0%				64		0%				64		0%				64%		100%				64%		70%				64%		0%

				65		0%				65		0%				65		0%				65%		100%				65%		70%				65%		0%

				66		0%				66		0%				66		0%				66%		100%				66%		70%				66%		0%

				67		0%				67		0%				67		0%				67%		100%				67%		70%				67%		0%

				68		0%				68		0%				68		0%				68%		100%				68%		70%				68%		0%

				69		0%				69		0%				69		0%				69%		100%				69%		70%				69%		0%

				70		0%				70		0%				70		0%				70%		100%				70%		80%				70%		0%

				71		0%				71		0%				71		0%				71%		100%				71%		80%				71%		0%

				72		0%				72		0%				72		0%				72%		100%				72%		80%				72%		0%

				73		0%				73		0%				73		0%				73%		100%				73%		80%				73%		0%

				74		0%				74		0%				74		0%				74%		100%				74%		80%				74%		0%

				75		0%				75		0%				75		0%				75%		100%				75%		80%				75%		0%

				76		0%				76		0%				76		0%				76%		100%				76%		80%				76%		0%

				77		0%				77		0%				77		0%				77%		100%				77%		80%				77%		0%

				78		0%				78		0%				78		0%				78%		100%				78%		80%				78%		0%

				79		0%				79		0%				79		0%				79%		100%				79%		80%				79%		0%

				80		0%				80		0%				80		0%				80%		100%				80%		90%				80%		0%

				81		0%				81		0%				81		0%				81%		100%				81%		90%				81%		0%

				82		0%				82		0%				82		0%				82%		100%				82%		90%				82%		0%

				83		0%				83		0%				83		0%				83%		100%				83%		90%				83%		0%

				84		0%				84		0%				84		0%				84%		100%				84%		90%				84%		0%

				85		0%				85		0%				85		0%				85%		100%				85%		90%				85%		0%

				86		0%				86		0%				86		0%				86%		100%				86%		90%				86%		0%

				87		0%				87		0%				87		0%				87%		100%				87%		90%				87%		0%

				88		0%				88		0%				88		0%				88%		100%				88%		90%				88%		0%

				89		0%				89		0%				89		0%				89%		100%				89%		90%				89%		0%

				90		0%				90		0%				90		0%				90%		100%				90%		100%				90%		0%

				91		0%				91		0%				91		0%				91%		100%				91%		100%				91%		0%

				92		0%				92		0%				92		0%				92%		100%				92%		100%				92%		0%

				93		0%				93		0%				93		0%				93%		100%				93%		100%				93%		0%

				94		0%				94		0%				94		0%				94%		100%				94%		100%				94%		0%

				95		0%				95		0%				95		0%				95%		100%				95%		100%				95%		10%

				96		0%				96		0%				96		0%				96%		100%				96%		100%				96%		25%

				97		0%				97		0%				97		0%				97%		100%				97%		100%				97%		50%

				98		0%				98		0%				98		0%				98%		100%				98%		100%				98%		75%

				99		0%				99		0%				99		0%				99%		100%				99%		100%				99%		100%

				100		0%				100		0%				100		0%				100%		100%				100%		100%				100%		100%
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Paymech Calc Overview

		Payment Mechanism Calculation













		Payment for month number



		Therefore in Payment Mechanism, Contract Month 'n' = 



		SECTION 1: Calculation of Baseline Monthly Payment



		Contract Base Cost for Month including indexation (excluding TUPE)



		Contract Month Variation Cost including indexation in Month 



		Baseline Monthly Payment =				£0.00



		SECTION 2: Calculation of Monthly Value at Risk 



		Formula for "Monthly Value at Risk" =				Baseline Monthly Payment x Value at Risk %



		Value at Risk % =



		Monthly Total Value at Risk =				£0.00



		Input for Pass Through Costs for Previous Contract Month



		Monthly Pass Through Cost for Month -1		=



		Input of Work Orders for Previous Contract Month



		Monthly Work Order Cost for Month -1		=



		SECTION 3: Input TUPE Risk Premium for Previous Month



		Monthly TUPE Risk Premium for Month -1		=



		SECTION 4: Calculation of Performance Adjustment and Earnback for Previous Month





		Monthly Performance Adjustment for Month -1		=		£0



		Monthly Earnback for Month -1		=		£0



		Monthly Total Performance Adjustment and Earnback =				£0



		SECTION 5: Calculation of the Monthly Payment



		Monthly Payment for Month		 = 		Payment for Month is Blank



		Monthly Payment for Final Contract Month		 = 		Payment for Month is Blank





Performance Deduction Calc



		Table 1: RATCHET OPTIONS		Ratchet Value		Consecutive Failure				Failure over a 12 Month Rolling Period

		Default		1

		Ratchet 1		1.5		2				3

		Ratchet 2		1.75		3				4,5

		Ratchet 3		2		4				6,7,8,9,10,11,12



		`		Contract Year 1																								Contract Year 2																								Contract Year 3																								Contract Year 4																								Contract Year 5

		Table 1: ACTUAL DEDUCTIONS
Copy and paste values from the KPI Model:
'Performance Criteria' tab
Table 2: KPIs
'KPI Deduction' column.		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		56		57		58		59		60

		CAFM and Helpdesk Services

		Maintenance Services

		Cleaning Services

		Sustainabilty

		Benchmarking & continuous improvement

		General standards



		Table 2: Record of KPI Pass/Fail per Service		Contract Year 1																								Contract Year 2																								Contract Year 3																								Contract Year 4																								Contract Year 5

				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		56		57		58		59		60

		CAFM and Helpdesk Services		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass

		Maintenance Services		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass

		Cleaning Services		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass

		Sustainabilty		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass

		Benchmarking & continuous improvement		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass

		General standards		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass		Pass





		Table 3: Calculation of Failure Over a 12 Month Period		Contract Year 1																								Contract Year 2																								Contract Year 3																								Contract Year 4																								Contract Year 5

				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		56		57		58		59		60

		CAFM and Helpdesk Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Maintenance Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Cleaning Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Sustainabilty		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Benchmarking & continuous improvement		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		General standards		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0





		Table 4: Calculation of Consecutive Failure		Contract Year 1																								Contract Year 2																								Contract Year 3																								Contract Year 4																								Contract Year 5

				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		56		57		58		59		60

		CAFM and Helpdesk Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Maintenance Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Cleaning Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Sustainabilty		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Benchmarking & continuous improvement		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		General standards		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0





		Table 5: Calculation of Deduction (uses highest figure from table 3 or table 4 above)		Contract Year 1																								Contract Year 2																								Contract Year 3																								Contract Year 4																								Contract Year 5

				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		56		57		58		59		60

		CAFM and Helpdesk Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Maintenance Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Cleaning Services		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Sustainabilty		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		Benchmarking & continuous improvement		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		General standards		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0





		Table 6:  Monthly Total Value at Risk Cap		Contract Year 1																								Contract Year 2																								Contract Year 3																								Contract Year 4																								Contract Year 5

				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		56		57		58		59		60

		This is capped at 6% of the total of the Baseline Monthly Payment for the month in question.		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0

		TOTAL DEDUCTIONS		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0		£0





Perf Earnback_Retention Calc

		EARNBACK/RETENTION



		Table 1 - Contract Duration

		Contract Month

		0		Contract Annual Period 1 - Month																								Contract Annual Period 2 - Month																								Contract Annual Period 3 - Month																								Contract Annual Period 4 - Month																								Contract Annual Period 5 - Month

		Contract Year 1 - Contract Month Split
ACTUAL DEDUCTIONS		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		56		57		58		59		60		Actual Deductions - Total for Designated Contract Month Period (£)		Earnback Amount Due from Previous Contract Month @ 50% (£)

		CAFM and Helpdesk Services		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£50.00		£50.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£50.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£50.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£50.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0

		Maintenance Services		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0

		Cleaning Services		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0

		Sustainabilty		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0.00		£0
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1.0	Scope



1.1 NDA policy on Personnel Security derives from the Cabinet Office Security Policy Framework (SPF) and Civil Nuclear Personnel Security Standards (CNPSS) which sets out the expectations for all HMG organisations and partners with access to classified information and assets and is subject to inspection by the Civil Nuclear Industry’s Regulator, the Office for Nuclear Regulation Civil Nuclear Sector (ONR CNS).  



1.2 It is HMG’s policy that all individual’s working in posts involving access to, or knowledge or custody of, classified government information and assets have appropriate levels of security clearance.   This requires that anyone accessing NDA classified information, assets, IT network or requiring unescorted access to its premises has minimum security checks of a Baseline Personnel Security Standard (BPSS).



1.3 Where NDA posts and/or access to classified information require a higher level of clearance than BPSS, a National Security Vetting (NSV) clearance must be obtained which comprises a range of additional checks.  There are three difference types of NSV clearances: Counter Terrorist Check (CTC), Security Check (SC) and Developed Vetting (DV).  Before any such clearance is undertaken the requirements of the BPSS must be met.  This applies to any direct recruitment, internal transfer, secondment and contractors.



1.4 The security clearance process is also known as Security Vetting and all references to either are to be considered synonymous.



1.5 No member of staff or contractor will be allowed to start work or have access to classified information or related data of any type, either at an NDA office location or elsewhere, until security clearance, at the correct level, has been issued.  Where exceptional business need is demonstrated the NDA Senior Risk Officer may consider authorising a written risk balanced waiver subject to acceptable mitigations being adopted by the requestor.  Waivers of this type are granted only in extreme circumstances and will not be considered normal business practice.  



1.6 The purpose of this policy is to ensure that all staff, whether permanent, temporary or contractors, are security vetted to the level appropriate to the access they will have when carrying out their duties and that security clearances are maintained to ensure ongoing reliability of individuals and that any vetting caveats are applied and appropriately managed.



1.7 This policy is to be read in conjunction with NDA IT policy ITP05 and HR Resourcing Form HRP 11.













[bookmark: OLE_LINK1][bookmark: OLE_LINK2]2.0	Responsibilities



2.1	Human Resources (HR) are responsible for ensuring that the recruitment and internal transfer appointment processes comply with this policy.  No start date is to be given until an appropriate level of security clearance has been confirmed by the Security Manager or Vetting Advisors.



2.2	The Security Manager, supported by Vetting Advisors, is responsible for ensuring that all staff and contractors are security cleared to the appropriate level before a start date is notified to the individual and the recruiting officer by HR.



2.3	Security Vetting is responsible for approving BPSS clearances, or referring vetting cases to ONR Vetting Authority in line with CNPSS Regulations, undertaking confirmations and transfers, managing mandated vetting reviews and the NDA internal vetting appraisal process.



2.3	All Line Managers are responsible for ensuring that their recruitment plans for new posts or staff and internal appointments allow sufficient time for the correct level of security clearance to be established and for any security clearance necessary to be obtained prior to a start date being notified. Line Managers also have explicit responsibilities for the ongoing personnel security management (aftercare) of their reports and implementing any vetting caveats.



2.4	Contract Leads in conjunction with Procurement are responsible for ensuring that security vetting and ongoing personnel security requirements are met when awarding classified contracts.  



2.5	Line Managers, Contract Leads/Sponsors of contractors are responsible for notifying Security, HR and Procurement as necessary when staff working for them move internally or leave the business; and for the return of all NDA property they have been issued with.



3.0	Approval and Clearance



3.1	Having identified a new post to be filled, an existing post to be re-filled, a requirement for a temporary post, or a requirement to employ a contractor, the Recruiting/Line Manager is responsible for identifying the level of security clearance required (see definitions below) with advice and guidance from the Security Manager if required.  Managers are judged to be most familiar with the work to be undertaken and security value of the assets handled in the roles that report into them and so in the best position to assess the level of security vetting required.  Security clearances should not be undertaken to a higher level than that required for the role.



3.2	The Recruiting/Line Manager must then follow HR recruiting policies for permanent or temporary staff, or the Procurement resourcing procedure for employing contractors.



3.3	For new and temporary (FTC) staff, HR obtains and collates the documentation and references necessary both for HR requirements and for BPSS security clearance checks to be carried out; for  Agency Supplied Workers, Capita obtains and collates documentation and references necessary for BPSS clearance checks to be carried out.  All application packs are then sent to NDA Vetting for authorisation and issue of clearance.



3.4	NDA Security Vetting will verify information provided by applicants and approve BPSS clearance for those applicants who do not have a current valid security clearance, with reference to ONR where applicable.  Where a valid clearance is reported already held by an individual, NDA Security Vetting is responsible for confirming and transferring the clearance as appropriate.  



4.0	Caveats



4.1	When granting SC and DV clearances ONR Vetting Authority will sometimes apply caveats or restrictions to working arrangements or access to information.  Caveats are usually applied where the Vetting Authority considers it necessary to provide precautionary or additional assurance around the protection of classified information and assets.  Line Managers will be informed by Security Vetting of any caveats applied to an individual’s clearance and the implications of the caveat.  It is the Line Manager’s responsibility for ensuring that caveats are implemented, managed appropriately and not discussed outside the immediate line management chain.



5.0	Clearances Refused or Withdrawn



5.1	Only ONR (CNS) Vetting Authority may deny a valid security clearance application or withdraw a security clearance after it has been granted.  The process below applies to both staff and contractors.



5.2	When a BPSS clearance is denied, the individual will be informed in writing by ONR (CNS) stating the reason(s) why a clearance has been denied and the avenue of appeal which is available to the Deputy Chief Inspector (Civil Nuclear Sector) (DCI (CNS)), who will take the final decision.  Concurrently the NDA Security Manager will be informed that the BPSS has been denied but not the reason(s) why.  There is no further appeal other than through judicial review.



5.3	For NSV clearances the individual will be given notice in writing that ONR (CNS) intend to deny the clearance and setting out the opportunity to make representation.  The NDA Security Manager will be informed of the intention to deny clearance but not the reason(s) why.  If the decision to deny the clearance is confirmed, the individual will receive a further letter re-stating the reasons for the denial and offering the right of appeal to the DCI (CNS).  The NDA Security Manager will receive notification that the clearance has been denied but not of the reason why.



5.4	For those already appointed to the civil nuclear industry, following appeal to the DCI (CNS), if the clearance is still confirmed as denied a further avenue of appeal lies through the Security Vetting Appeals Panel (SVAP), which is part of Cabinet Office.  There is no right of appeal to SVAP for candidates where no job offer has been made.  Whether or not an individual appeals to the SVAP, this does not preclude them from having the right to seek a judicial review.



5.5	The process for withdrawing an NSV clearance is the same as that followed for denials.  As the individual will already be working in the civil nuclear industry, there will always be a right of appeal to SVAP.



6.0	Ongoing Personnel Security Management (Aftercare)



6.1	Individuals and their circumstances change and a security clearance is only as good as the background records and other investigations on which it is based at the time the process is undertaken.  It is important that personnel security management continues after the initial clearance is approved and that any new information, vulnerabilities or other concerns that may affect the reliability of a person or the information they have access to are brought promptly to the attention of the Security Manager and involve HR as appropriate.  



6.2	This is achieved through a combination of appropriate ongoing personnel security procedures, such as clearance reviews and appraisals, fostering a strong security culture amongst staff and creating a positive climate in which individuals are encouraged to discuss concerns before they become problems, and through the ongoing implementation of security awareness and reinforcement of individual’s responsibilities concerning security through line management of staff.



6.3	Effective personnel security is very dependent on the support of Line Managers and is an ongoing line management responsibility.  In particular, Managers should brief post holders about the protection of information and assets under their control (see 6.4 ‘need to know’ below); look out for potential difficulties or conflicts of interest among their staff and discuss any concerns identified as soon as possible.  



6.4	The dissemination of sensitive information and assets should be no wider than necessary for the efficient conduct of NDA’s business and, by implication, should be limited to those individuals who are appropriately cleared and authorised to have access to it, this ‘need to know’ principle, supported by other policies, such as Clear Desk, is fundamental to the protection of classified government assets.  



6.5	All staff and contractors who hold an NSV security clearance (ie CTC, SC or DV) are required to report any Change in Personal Circumstances (COPC) in line with responsibilities outlined in the ONR letter issued on approval of clearance.  COPC forms can be obtained from the UKSV official website. 



7.0	Alcohol and Substance Misuse



7.1	No employee or contractor shall, in connection with any work-related activity, report or endeavour to report for duty having consumed drugs or alcohol likely to render them unfit and/or unsafe for work.



7.2	Any employee or contractor holding a security clearance may be required to undertake drug and alcohol testing prior to being granted access to nuclear sites.



7.3	For those employees and contractors holding an NSV (SC or DV) clearance any positive testing for illegal drugs or alcohol (for alcohol a second positive test within 5 years of the first) will be reported to ONR Vetting Authority.



8.0	Reviews



8.1	Mandatory reviews of NSV security clearances Sponsored by the NDA are instigated at the appropriate time by NDA Security Vetting and are undertaken: SC clearances every 10 years for staff and every 7 years for contractors; DV clearances every 7 years for staff and contractors.



8.2	When security clearances are due for review managers will be required to consider whether the level of clearance remains valid for that appointment in accordance with the guidelines above and definitions below.  

  

9.0	Appraisals



9.1	Line Managers and individuals are required to complete annual Security Appraisal Forms (SAFs) for every person whose security clearance is sponsored by the NDA.   This annual process will be initiated by NDA Security Vetting.



10.0	Travel Abroad



10.1	Regulations require that holders of SC and DV clearances inform the NDA Security Team of any proposed travel outside the UK, whether for business or pleasure to enable the appropriate risk assessment and travel briefing to be given.



10.2	In recognising the popularity and relative ease of travel to countries that pose a reduced risk regulations do not require reporting travel to certain countries for example, those in the European Economic Area.  A full list of countries to which travel does not need to be reported can be found on the NDA Intranet.  However, as holders of security clearances, individuals should exercise secure behaviours and if during travel are arrested for any reason, involved in any unusual incident or problem or approached with a request for help with, or information about the NDA, a full report should be made to the Security Team immediately on return to work or earlier if practicable.



11.0	Documentation



11.1	All security vetting documentation is to be retained as required by the applicable Regulations.  Such documentation is subject to inspection by ONR and Regulatory requirements must be applied in destroying those documents not to be kept beyond specified deadlines.



11.2	Documentation concerning any individual that, if released, could cause that individual embarrassment or short-term distress, should be given a marking of Official Sensitive - Personal.  All vetting documentation is to be given a marking of at least Official; some vetting documentation will be Official Sensitive.







12.0	Definitions



BSPSS – Baseline Personnel Security Standard (BPSS) is designed to provide a level of assurance as to the honesty, integrity and values of individuals whose work, in the main, involves uncontrolled access to OFFICIAL and OFFICIAL-SENSITIVE assets (including SNI and NM).  BPSS allows access to UK protectively marked assets up to and including OFFICIAL-SENSITIVE (with occasional access to SECRET) and unescorted access to Outer Areas of Civil Licensed Nuclear Sites and Category III nuclear materials.



The BPSS is an integral part of the CTC, SC and DV clearance process and any NSV application should show that BPSS has been achieved.



CTC – Counter Terrorist Check (CTC) is a formal National Security Vetting (NSV) clearance and includes checks in addition to a BPSS where individuals are required to be employed in posts which involve proximity to public figures or require access to establishments assessed to be at risk from terrorist attack or require access to information or material assessed to be of value to terrorists.



SC and DV – Security Check (SC) and Developed Vetting (DV) are formal National Security Vetting (NSV) clearances obtained through a rigorous security vetting process.  SC allows access to UK protectively marked assets up to and including SECRET (with occasional access to TOP SECRET) and unescorted access to Intermediate Areas of Civil Licensed Nuclear Sites and Category II nuclear materials.

DV allows access to UK protectively marked assets up to and including TOP SECRET and unescorted access to Inner Areas of Civil Licensed Nuclear Sites and Category I nuclear materials.





Associated NDA Policies



This policy is to be read and implemented in conjunction with:

 

HRP11 HR Resourcing Form 

ITP05 IT Policy

IPPRO1 Procurement Procedure 

SCP07 Overseas Travel Policy 





This document has uncontrolled status when printed
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RWP50 HSSEQ Policies
Health, Safety, Security and
Environmental Policy

and

Quality Policy

2 January 2017 Second revision of HSSE Policy and Peter Lock Bruce McKirdy
incorporation of Quality Policy (previously David Batters
RWP02, Rev 0)

1 October 2015 First revision of HSSE Policy Peter Lock Bruce McKirdy

Adrian Simper

0 | April 2014 First issue of HSSE Policy Peter Lock Bruce McKirdy
Adrian Simper
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Foreword

Radioactive Waste Management Limited has been established to deliver a geological disposal
facility and provide radioactive waste management solutions. Achieving this mission requires us to
consistently attain high standards of performance, deliver for our customers and build positive
relationships with our stakeholders. This includes protecting people, assets, including information,
and the environment, while providing value for money for the tax payer.

RWM'’'s HSSE and Quality policies set out our commitment to high standards of health, safety,
security, environmental protection and quality.

The RWM Board and Executive Team will provide the leadership and working environment in
which this commitment can be achieved. Delivering this commitment will also require the active
involvement of our staff and those working with us to deliver our mission.

David Batters, Chairman Bruce McKirdy, Managing Director
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Health, Safety, Security and Environmental

Policy

The health and safety of Radioactive Waste Management Limited’s employees, contractors and
the public, the protection of the environment, and the security of our employees and assets are of
paramount importance in all that we do. Achieving high standards in these areas is critical to the
delivery of our vision and mission.

Our goals are simple:

no accidents;

no harm to the health of our staff or others affected by our work;

no damage to the environment;

no loss, theft or sabotage of our assets, including information; and

no breach of regulation.

To achieve our goals we will:

set high standards for performance in
health, safety, security and
environmental protection, which we
will meet or exceed through a risk
based and proportionate approach.
We will require those supporting us
with our mission to do likewise
engender a culture within our
organisation and supply chain such
that our standards are achieved or
exceeded

provide the capability necessary to
deliver this Policy and take account of
health, safety, security and
environmental protection in business
decisions

clearly identify RWM'’s health, safety,
security and environmental protection
responsibilities and accountabilities,
and ensure all involved are
appropriately informed and trained
provide a healthy, safe and secure
workplace by protecting ourselves
and our assets, including information
and operations, and those who or that
may be affected by our activities,
against risk of injury, loss or damage
manage risks to our staff and assets,
including information, when working
in places outside of our direct control

RWP50, Rev 2, January 2017
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act to minimise the environmental
impact of our activities

operate in an open and transparent
manner, while appropriately
protecting sensitive information
consult and inform employees and
their safety representative on matters
affecting their health, safety, security
and environment and engage with
external stakeholders to ensure we
understand their expectations relating
to these matters

regularly review and develop our
health, safety, security and
environmental protection Policy and
related procedures to ensure their
effectiveness

monitor, audit, review and provide
independent oversight of our health,
safety, security and environmental
performance, learn from experience,
address any deficiencies and seek
sustained improvement

as a minimum comply with all legal
requirements, other compliance
obligations and appropriate
international and national standards,
while striving to have a positive effect
on our workplace and environment
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Quality Policy

Our Commitment to Quality

RWM is committed to achieving high
standards of performance and consistently
delivering on our commitments to customers
and stakeholders. To deliver this RWM wiill:

effectively communicate our values,
policies and objectives

ensure responsibilities and
accountabilities are clearly defined
throughout the organisation

ensure we have the necessary
organisational capability for our work
programme and use it effectively
maintain effective processes for
planning, implementing and
supporting our work programme

set clear and appropriate
performance standards which satisfy
the applicable requirements, through
a risk based and proportionate
approach

work proactively with customers and
stakeholders to establish their
expectations and requirements for
our work programme

maintain a robust and effective
management system that covers
relevant aspects of company
activities and recognises the
importance of people

use appropriate business
improvement tools, national and
international standards, certifications
and awards to deliver business
objectives

comply with our management system
arrangements to ensure consistent
and reliable delivery

maintain effective systems for
continual improvement, sharing good
practice and learning from our own
and others experience

maintain an independent oversight
function and seek 3rd party review to
provide assurance that appropriate
standards are achieved

RWP50, Rev 2, January 2017
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Integrated Management System

In order to achieve the standards critical to
the delivery of our vision and mission, RWM
maintains an integrated management system
which has, at its core, the following:

OFFICIAL

values

governance arrangements,
organisational structure, roles,
responsibilities and accountabilities
arrangements for identifying and
delivering the organisational and
individual capability necessary to
achieve our mission

embedded business objectives which
are periodically monitored, reviewed
and reported against

arrangements for managing both
customer and stakeholder
relationships

application of scientific method and
the Plan, Do, Check, Act cycle
integrated and documented
arrangements for key business
processes

systems for maintaining documents,
records, information, data and
knowledge

routine self-checking, monitoring and
review of the effectiveness of
business processes

application of independent oversight
of the programme to support
improvement and learning

annual performance review of the
effectiveness and suitability of the
management system by the
Executive Team and Board
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RWM Management System

RWM90-WI102
Rev 3

Work Instruction

Harwell Office Fire and Emergency
Evacuation Roles and Responsibilities

Status Approved

Last Review | 20/02/2017

Review 3 Years
period

Revision record

Rev

Date

Description

Owner

Approver

03/03/2017

Updated to integrate wider emergency response
requirements following withdrawal of nuclear
emergency arrangements as a result of ONR
recognition that there is no longer potential for a
reasonably foreseeable radiation emergency from
the Harwell nuclear licenced site.

A Craze

P Lock

17/10/2016

Clarified visitor unescorted pass holder
arrangements

A. Craze

P. Lock

12/12/2011

First Issue

A. Craze

P. Lock
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1 Purpose and Scope

To define the Harwell office fire evacuation and wider emergency response roles and
responsibilities.

2 Key Points

e The first priority in the event of fire is to evacuate all personnel safely and ensure they
stay out of the building until safe to re-enter as determined by the fire service;

o The second priority is to summon the fire service using the (9) 999 service — the primary
responsibility for this is with Reception, but anyone discovering a fire must ensure this is
done or dial (9) 999 themselves;

¢ RWM have arranged for a fire monitoring service to provide additional defence in depth in
the event a fire occurs out of hours but this does not remove the need to directly report
any fire. The monitoring service will contact reception/security to confirm fires have been
reported and if they do not get a response they will report it directly.

e Persons discovering a fire shall immediately sound the alarm using the nearest break-
glass call point and shall also alert those close by to the danger;

o Where practical, Building Wardens’ and Reception are responsible for ensuring that all
personnel are evacuated from their area of responsibility by searching quickly, but
thoroughly, before evacuating the building and then carrying out a roll call for their area’;

e The Senior Building Warden'’s primary responsibility is to co-ordinate the actions of
Building Wardens and liaise with the fire service;

e Evacuation must be via the nearest accessible’ emergency exit;

o The lift shall not be used for emergency evacuation — the lift is programmed to descend to
the ground floor when the fire alarm is initiated;

e The exit barriers in reception automatically release when the fire alarm is initiated;

¢ No member of staff, interim or visitor is required to fight a fire. Fire extinguishers are for
use if persons become trapped by fire or for minor incidents that carry no significant risk;

e There is no longer a reasonably foreseeable radiation emergency from the adjacent
Harwell nuclear site. As a result no proactive action is required in response to the
Harwell Emergency Alarm (klaxon);

¢ Nevertheless Magnox or the Harwell Campus may advise RWM that action is required in
response to events on the Harwell nuclear site or elsewhere on the Harwell Campus, e.g.
closing windows, turning off air conditioning, closing the site etc.;

¢ Should RWM be advised that such action is required in response to off-site event it may
be important that these actions are implemented quickly and for this reason the Senior
Building Warden will coordinate necessary actions supported by Building Wardens and
Reception.

3 Key Roles and Responsibilities

3.1 Senior Building Warden

¢ Coordinate implementation of emergency response actions where notified by Magnox or
the Harwell Campus that action is required as a result of an off-sire event on Harwell
Campus or the Harwell nuclear site;

¢ On hearing the fire alarm leave the building as quickly as possible and proceed to the
Muster Point to co-ordinate the roll-call (see below);

' Reception will do the roll call for those recorded in the visitor book.
% The fire may make some exit routes inaccessible and an alternative route must be used.
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Ensure that Reception, or someone else has summoned the fire service (except in the
case of a fire drill);Collate information from the Building Wardens and Reception, based
on their roll-calls and relevant building information (e.g. location of fire);

Be the key contact with the fire service, providing the necessary information on building
layout, location of the fire and any potential missing personnel,

Assist with management of the incident as directed by the fire service;

Co-ordinate the activities of Building Wardens and Reception with respect to the fire
service’s requirements;

Ensure that no-one re-enters the building until the fire service (or evacuation exercise
organiser) gives permission;

Attend debrief.

3.2 Building Warden

Support the Senior Building Warden in implementing any actions which are required in
response to an off-site event;

If a fire is in your area of responsibility and you are in the vicinity, activate the fire alarm
using the nearest call point;

On hearing the alarm, if you are in the vicinity of your area of responsibility, ensure that all
personnel in your area evacuate the building by the nearest accessible exit, without using
the lift;

Carry out a sweep of your area, closing all doors and windows where possible without
exposing yourself to entrapment or danger;

Collect roll call list for your allocated area;

Leave the building as quickly as possible and carry out roll call duties for your area (see
below);

Inform the Senior Building Warden of any persons unaccounted for and relevant building
information such as location of fire;

Assist with management of the incident as directed by the Senior Building Warden/fire
service;

Ensure that no-one re-enters the building until the fire service and the Senior Building
Warden (or evacuation exercise organiser) gives permission;

Attend debrief.

3.3 Reception (or deputising security staff)

Notify visitors of fire and emergency evacuation arrangements (alarms, muster points
etc.) when they sign into the Office and advise if any fire alarm tests are planned.

On receipt of any notification from the Harwell Campus or Magnox that action is required
as a result of an off-site event record the details and the actions required and immediately
notify the Senior Building Warden;

Support the Senior Building Warden in implementing any actions which are required in
response to an off-site event;

If the fire is in your area, activate the fire alarm using the nearest call point;
Dial 9 999 to alert and inform the fire service®;
Ensure that the access control barrier in reception has opened by fire alarm initiation;

Leave the building as quickly as possible, taking the visitor signing-in book, and proceed
to the Muster Point for the roll-call (see below);

® And other emergency services if required.
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¢ In the case of a fire evacuation exercise, the Receptionist may be asked to assist, e.g. to
time the evacuation from initiation of the alarm to completion of the roll call;

e Attend debrief.

4 Roll call

¢ Building Wardens shall carry out a roll call at the Muster Point by checking off names from
their roll call list. This includes those who have not signed-in as visitors;

o Reception shall carry out a roll call against the visitor signing-in book. This includes NDA
visitors and those contractors/interims who have visitor passes;

e Roll callers shall inform the Senior Building Warden that their allocated area is clear or
advise if there are persons unaccounted for, with the possible whereabouts of those
persons.

5 Re-entry to the Building

e Permission to re-enter the building will be the responsibility of the Senior Building Warden
(on advice from the fire service), or evacuation exercise organiser.

o Before personnel re-enter the building Reception/security staff shall re-instate the access
control barrier system, if possible, or shall check access passes as people re-enter the
building.

e A member of security staff shall ensure that all emergency exits are closed®. If there is a
suspected breach of building security (e.g. unauthorised entry via an emergency exit) this
shall be reported to the Senior Building Warden.

e At an appropriate time, soon after the incident/exercise, the Senior Building Warden shall
arrange a debrief involving Building Wardens, Reception and security staff as
appropriate.

6 General Fire Safety Responsibilities

The following general fire safety responsibilities should be observed by all the persons above:
¢ Maintain staff, interim, visitor awareness of fire hazards and evacuation requirements for
persons within their area of responsibility;

e Attend training sessions when arranged;
e Ensure that your deputy is fully briefed during your absence;
¢ Maintain an up-to-date roll call list and be aware of absences as far as practicable;

o Be aware of any personnel within your allocated area of the building who may require
assistance during an evacuation and identity and keep a list of potential ‘buddies’ who will
be able to assist those requiring assistance in the event of an evacuation;

¢ Be familiar with all exit routes from the building and the Muster Point;

e Be familiar with the location of break-glass fire-call points and portable firefighting
equipment in the building;

e Undertake weekly checks in your allocated area of the building making sure that fire
doors close correctly and maintain stairs, corridors and exits are clear and free from
obstructions;

e Report any concerns to Reception for action;

e Carry out weekly visual checks of portable firefighting equipment in your allocated area of
the building;

o Participate in planned fire evacuations and emergency drills.

* This can be done at any time after roll call, if safe to do so, provided it does not hinder fire service
activities.
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1 Health and Safety Management

1.1 Definitions

Term

Description

Competent Person

A person with the knowledge, skills, experience and training sufficient to
undertake a particular task, e.g. performing a health and safety inspection,
operating a Fork Lift Truck, etc.

Confined Space

A confined space is a place which is substantially enclosed (though not always
entirely), and where serious injury can occur from hazardous substances or
conditions within the space or nearby (e.g. lack of oxygen).

Construction Phase
Plan

For the purposes of the Construction (Design and Management) Regulations
2015, the Construction Phase Plan outlines the health and safety arrangements,
site rules and specific measures concerning all construction work, including that
related to a Geological Disposal Facility.

Designer

For the purposes of the Construction (Design and Management) Regulations
2015, a designer is an organisation or individual who prepares or modifies a
design for a construction project (including the design of temporary works); or
arranges for, or instructs someone else to do so.

With regard to RWM, this applies for all construction projects, including a
Geological Disposal Facility.

DSE

Display Screen Equipment (DSE) — this is any device that has an alphanumeric or
graphic display screen, regardless of the display process involved; it includes both
conventional display screens and those used in emerging technologies such as
laptops, touch-screens and other similar devices.

Employee(s)

Individual(s) employed by RWM under a contract for employment.

Environment
Agency

The enforcing authority for environmental protection. Sometimes referred to as the
EA.

GDF

Geological Disposal Facility. Geological disposal involves isolating radioactive
waste deep inside a suitable rock volume to ensure that no harmful quantities of
radioactivity ever reach the surface environment. This is achieved through the use
of multiple barriers that work together to provide protection over hundreds of
thousands of years.

Hazard

Something with the potential to cause harm.

Health and Safety
File

For the purposes of the Construction (Design and Management) Regulations
2015, a Health and Safety File must be developed by the Principal Designer for all
projects involving more than one contractor. It must contain relevant information
about the project which should be taken into account when any construction work
is carried out on the building after the current project has finished. Information
included should only be that which is needed to plan and carry out future work
safely and without risks to health.

HSE

The Health and Safety Executive, or HSE is the enforcing authority for safety in
the UK.

HSSEQ

HSSEQ stands for Health, Safety, Security, Environment and Quality. The HSSEQ
Department has responsibility over these key areas which are managed together
as part of RWM’s integrated management system.

NDA

Nuclear Decommissioning Authority — RWM is a wholly owned subsidiary of the
NDA. RWM shares, or will sub-lease, the premises in which it operates with / from
NDA, therefore the NDA retain many key safety responsibilities, e.g. in the areas
of facilities management.

New or expectant

A new or expectant mother is a woman who is pregnant, has given birth within the

mother last six months or is breastfeeding.

ONR Office for Nuclear Regulation. Responsible for nuclear safety and security
regulation on, or in relation to, nuclear sites in the UK and regulation of radioactive
materials transport.

PFC Principal Facilities Contractor appointed by NDA or RWM — the PFC acts as the

main contractor responsible for undertaking facilities related work for the offices
for which they provide facilities support. Any subcontractors used report to the
PFC. RWM has appointed Interserve as the PFC for the Harwell Office and NDA
has appointed OneFm as PFC for the offices it manages.
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Term Description

Pre-construction For the purposes of the Construction (Design and Management) Regulations
Information 2015, pre-construction information is information already in the client’s possession
(such as an existing health and safety file, an asbestos survey, and structural

drawings) that it is reasonable to obtain through enquiry.
Principal For the purposes of the Construction (Design and Management) Regulations
Contractor 2015, a principal contractor is the organisation or person that coordinates the work

of the construction phase of a project involving more than one contractor, so it is
carried out in a way that secures health and safety. They are appointed by the
client and must possess the competence (skills, knowledge, capability and
experience) to carry out their role effectively given the scale and complexity of the
project and the nature of the risks involved.

Principal Designer

For the purposes of the Construction (Design and Management) Regulations
2015, a principal designer is the designer with control over the pre-construction
phase of the project. This is the earliest stage from concept design through to
planning the delivery of the construction work. The principal designer must be
appointed in writing by the client.

Risk

The likelihood and consequences of harm being realised from a hazard.

RWM

Radioactive Waste Management Limited (RWM) is a wholly-owned subsidiary of
the Nuclear Decommissioning Authority (NDA), which is an Executive Non-
Departmental Public Body of the Department for Business, Energy and Industrial
Strategy (BEIS). RWM'’s mission is to deliver a geological disposal facility and
provide radioactive waste management solutions.

Staff

Individuals working for RWM, including both RWM employees and interim staff
forming part of RWM’s organisational structure and managed by RWM. This
includes both agency and contractor supplied workers.

VDU

Visual Display Unit — this is any device that can be used with computers to display
visual images. For example, a monitor screen or a projector.

Visitor

For the purposes of this manual, visitors are all those visiting the RWM offices
who are not based at that office (i.e. have not been allocated a workstation at that
office, including NDA and RWM staff based at other locations). Visitors need to
sign in with reception at each visit, even where they have received the site
induction and are allowed unescorted access to the office.

Work at Height

Work at height means work in any place where, if there were no precautions in
place, a person could fall a distance liable to cause personal injury.

Work Related
Driving

Any driving undertaken by an employee that provides benefit to RWM and would
not be undertaken without direct instruction from RWM to do so.

Work-related driving does not include an employee’s round-trip commute from
their home to their normal place of work.

Work Related
Travel

Any travel undertaken by an employee that provides benefit to RWM and would
not be undertaken without direct instruction from RWM to do so.

Work-related travel does not include an employee’s round-trip commute from their
home to their normal place of work.

Young Person

For the purposes of this manual, a young person is any person under the age of
18.

1.2 RWM's Health and Safety Policy
RWM'’s Health and Safety Policy is set out in RWP50 Health, Safety, Security and Environmental

Policy.

1.3 RWM'’s Health and Safety Expectations
In line with RWP50 and RWM'’s Vision and Values, RWM expects leaders at all levels within RWM

to:

o Consistently exhibit behaviours that set the standard for health and safety.

e Use formal and informal communication to convey the importance of health and safety.

¢ Reinforce health and safety standards and expectations and ensure deviations are corrected.
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e Ensure priorities are aligned to reflect safety as the overriding priority.

e Ensure that personnel, equipment, procedures and other resources are adequate for health
and safety.

e Use prudent and systematic approaches to make health and safety-related decisions.

e Respect differing opinions and encourage others to voice concerns, suggestions, and
questions.

e Use fair and objective methods to resolve any conflicts.
RWM expects all individuals within RWM to:

e Demonstrate a commitment to safety, adhere to health and safety standards and expectations
and strive to understand the health and safety implications of their actions at all times.

e Exercise personal accountability for addressing any shortfalls in health and safety standards
which are identified and report events, near misses, hazard observations and suggestions.

o Stop when faced with unexpected conditions. Seek advice where necessary. Ensure health
and safety risks are evaluated and managed before proceeding.

¢ Recognise and plan for the possibility of mistakes, latent problems, and inherent risk, even
while expecting success.

¢ Challenge assumptions and offer opposing views when they believe something is not correct.

e Proactively communicate and coordinate with others to ensure health and safety is maintained.
1.4 Managing Legal Compliance

1.4.1 Health and Safety Responsibilities

RWM and its Board have their own legal responsibilities for health and safety. However, RWM and
NDA will continue to cooperate to meet their respective legal obligations as required by law.

RWNM’s obligations focus on the health and safety performance of its activities and the protection of
its staff and others who could be affected by these activities. It will also include responsibilities with
respect to the management of offices in which it is the lead tenant, e.g. the Harwell Office.

The NDA will continue to have responsibilities for the management and health and safety
performance of the NDA managed offices at which RWM employees are based.

The NDA will continue to ensure the necessary environmental permits, licences and registrations
are in place for NDA offices and will continue to implement and report on any underpinning NDA
improvement programmes relevant to NDA offices and NDA subsidiaries.

1.4.2 Health and Safety Advice

RWM staff should seek advice on health and safety matters from the Head of HSSEQ Systems in
the first instance. RWM can obtain advice on health and safety from NDA as set out in the
Services Agreement. The HSSEQ Department has also put in place its own contract for external
competent advice on health and safety.

1.4.3 Scope of NDA provided services

RWM recognises its obligations under health and safety legislation in its capacity as employer,
occupier of the Harwell Office, the body accountable for facilities services at Harwell, and as a
prospective Site Licence Company (SLC). RWM discharges its responsibilities by taking action
directly, or placing reliance on either the NDA or its own facilities contractor.

Where a facilities management contractor has been identified as the lead with respect to NDA
managed offices where RWM staff are based (such as Herdus House and Hinton House), the NDA
Facilities Manager will be responsible for ensuring that its facilities management contractor
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undertakes those tasks under contract that are required to ensure that RWM can demonstrate
compliance with legislation and best practice guidelines.

Where a facilities management contractor has been identified as the lead with respect to RWM
managed offices where NDA and RWM staff are based (such as the Harwell Office), RWM will be
responsible for ensuring that its facilities management contractor undertakes those tasks under
contract that are required to ensure that NDA and RWM can demonstrate compliance with
legislation and best practice guidelines.

NDA will continue to be responsible for health and safety issues associated with other services
provided by NDA or its contractors, e.g. the IT managed service provided by NDA. Where NDA
has been identified as the lead, the relevant NDA Director identified in RWSAQ01 Scope of NDA
Provided Services will be responsible for ensuring that appropriate support arrangements are in
place to ensure that RWM can demonstrate compliance with legislation and best practice
guidelines.

The scope of support provided by NDA includes making the following NDA led health and safety
programmes available to RWM:

e Driver training including on-road driver training and awareness campaigns.

¢ Training and equipment to RWM first aiders.

e Display Screen Equipment (DSE), which includes provision of an online DSE training and
assessment system, training of DSE Assessors and ad-hoc management of individual
issues.

e Stress awareness training and awareness raising.

e Health and wellbeing promotional campaigns.

RWM recognises that whilst it can delegate responsibility for delivery, it cannot delegate its
accountability. With this in mind, the RWM HSSEQ Director will engage with the appropriate NDA
counterparts, as required, to review these management arrangements.

The tables below contain the health and safety legislation that RWM need to address as a wholly
owned subsidiary of the NDA and as a prospective SLC:

Table 1 - H&S Legislation indicates who will be responsible as lead for each item of
legislation (NDA or RWM) and who will provide support, as required.

Table 2 - Facilities Management lists the aspects of health and safety that will be
managed by the PFC for the office accommodation at Harwell, and other NDA offices.

Table 3 — Information Technology lists the aspects of health and safety relating to the
NDA'’s continued provision of IT support and equipment.

Table 4 - Non-active lists other health and safety legislation reviewed, but not relevant at
this time.

1.4.4 Table 1 - H&S Legislation

The H&S Legislation table below indicates who, from RWM or NDA, will be the responsible lead for
each item (L) and who will provide support (S), as required. Where this relates to specific offices,
the Harwell Office is the basis.

ASPECT REGULATION NDA RWM
MAIN LEGISLATION Health and Safety at Work Act 1974 S L
Management of Health and Safety at Work Regulations S L
1999
Safety Representatives and Safety Committees S L

Regulations 1977 and Health and Safety (Consultation
with Employees) Regulations 1996

The Health and Safety Information for Employees S L
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ASPECT REGULATION NDA RWM
Regulations 1989
Reporting of Injuries, Diseases and Dangerous S L
Occurrences Regulations 1995 (RIDDOR)
ASBESTOS Control of Asbestos at Work Regulations 2012 (CAR) L
REGISTER
CONSTRUCTION Construction (Design & Management) Regulations 2015 L
(RWM SITE (CDM)
CHARACTERISATION
ACTIVITIES)
CONSTRUCTION Construction (Design & Management) Regulations 2015 L
(RWM GEOLOGICAL (CDM)
DISPOSAL FACILITY)
CONSTRUCTION (NDA | Construction (Design & Management) Regulations 2015 L
OFFICE (CDM)
ACCOMMODATION)
COMPULSORY Various S L
DISPLAY OF NOTICES
DISABILITY Equality Act 2010 S L
DISCRIMINATION
FIRE RISK Regulatory Reform (Fire Safety) Order 2005 (RRFSO) L
ASSESSMENT AND
MANAGEMENT
(LANDLORD)
FIRE RISK Regulatory Reform (Fire Safety) Order 2005 (RRFSO) S L
ASSESSMENT AND
MANAGEMENT
(OCCUPIER)
FIRST AID Health and Safety (First Aid) Regulations 1981 S L
HAZARDOUS Control of Substances Hazardous to Health Regulations S L
MATERIALS 2002 (COSHH)
(STORAGE AND USE)
MANUAL HANDLING Manual Handling Operations Regulations (1992) S L
NOISE Noise at Work Regulations 1989 S L
PPE SUPPLY Personal Protective Equipment Regulations 2002 L
SHARED PREMISES Management of Health and Safety at work Regulations L L
(NDA/RWM) 1999 (Regulation 11)
SLIPS AND TRIPS Workplace (Health, Safety and Welfare Regulations 1992) S L
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ASPECT REGULATION NDA RWM
WORKSTATION The Health and Safety (Display Screen Equipment) S L
ASSESSMENT Regulations 1992

1.4.5 Table 2 - Facilities Management
The Facilities Management table below lists the aspects of health and safety that will be managed

by RWM through their PFC at Harwell and by the NDA through their PFC for other NDA offices.

ASPECT

REGULATION

CONFINED SPACES

DUCT HYGIENE (AIR
CONDITIONING,
PLENUM HEATING)

CAR PARKING AND
VEHICLE/PEDESTRIAN
SEGREGATION

CONTRACTOR
QUALIFICATION
CHECK

ELECTRICAL - FIXED
ELECTRICAL
INSTALLATIONS

ELECTRICAL - PAT

EMERGENCY LIGHTING

EXTRACTIONS
SYSTEMS

FIRE DETECTION AND
ALARM SYSTEMS

FIRE DOORS

FIRE FIGHTING
EQUIPMENT

GAS SAFETY,
APPLIANCES AND PIPE
WORK

GLAZING

HAZARDOUS WASTES
LIFTS AND HOISTS

LIGHTING
CONDUCTORS

Confined Spaces Regulations 1997
The Workplace (Health, Safety and Welfare) Regulations 1992

The Workplace (Health, Safety and Welfare) Regulations 1992

Various, such as:

o Electricity at Work Regulations 1989,
e Gas Safety Regulations 1998

Electricity at Work Regulations 1989 and BS 7671 |IEE Wiring Regulations

The Provision and Use of Work Equipment Regulations 1998

Electricity at Work Regulations 1989 and Regulatory Reform (Fire Safety)
Order 2005

Control of Substances Hazardous to Health 2002 (as amended)

Regulatory Reform (Fire Safety) Order 2005

Regulatory Reform (Fire Safety) Order 2005

Regulatory Reform (Fire Safety) Order 2005

The Gas Safety (Installations and Use) Regulations 1998

Workplace (Health, Safety and Welfare Regulations 1992) and Building
Regulation Part M

Hazardous Waste Regulations 2001
The Lifting Operations and Lifting Equipment Regulations 1998
British Standard 6551, 1992 / BS EN 62305, 2006
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ASPECT

REGULATION

PRESSURE SYSTEMS
TREE SAFETY

WATER HYGIENE AND
SAFETY
(LEGIONNAIRES’
DISEASE ETC.)

WORKING AT HEIGHT

Pressure Systems Safety Regulations (2000)

Health and Safety at Work etc. Act 1974

Occupiers Liability Act 1957 and 1984

Health and Safety Act Work Act 1974

Control of Substances Hazardous to Health Regulations 2002

The Notification of Cooling Towers and Evaporative Condensers Regulations

Legionnaires’ Disease — The Control of Legionella Bacteria in Water Systems
Approved Code of Practice

Working at Height Regulations 2005 (as amended)
Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)

1.4.6 Table 3 — Information Technology

The Information Technology table below lists the aspects of health and safety that will be managed
by NDA as part of the provision of IT Support.

ASPECTS

REGULATION

MANAGEMENT OF IT
CONTRACTORS

PROVISION OF IT
EQUIPMENT

ELECTRICAL SAFETY
OF IT EQUIPMENT AND
INSTALLATIONS

LARGE IT
INSTALATIONS

MANAGEMENT OF
SERVER AND
COMMUNCIATIONS
EQUIPMENT

DELIVERY,
MAINTENANCE AND
RETURN OF IT
EQUIPMENT

Health and Safety at Work etc. Act 1974
Management of Health and Safety at Work Regulations 1999

The Provision and Use of Work Equipment Regulations 1998
Health and Safety (Display Screen Equipment) Regulations 1992

Electricity at Work Regulations 1989

Construction (Design & Management) Regulations 2015 (CDM)

Control of Substances Hazardous to Health Regulations 2002

Health and Safety at Work etc. Act 1974

Management of Health and Safety at Work Regulations 1999
The Workplace (Health, Safety and Welfare) Regulations 1992
Regulatory Reform (Fire Safety) Order 2005

Health and Safety at Work etc. Act 1974
Management of Health and Safety at Work Regulations 1999
Manual Handling Operations Regulations (1992)

1.4.7 Table 4 — Non-active
The Non-active table lists other health and safety legislation reviewed but not relevant at this time.

ASPECT REGULATION
CARRIAGE OF Carriage of Dangerous Goods and Transportable Pressure Equipment
DANGEROUS GOODS | Regulations 2009
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ASPECT REGULATION
CHEMICALS Classification, Labelling and Packaging of Substances Regulations 2015

ELECTROMAGNETIC The Control of Electromagnetic Fields at Work Regulations 2016
RADIATION

IONISING RADIATION lonising Radiation Regulations 1999 (IRR)

LEAD Control of Lead at Work Regulations 2002 (CLW)
NUCLEAR Nuclear Installations Act 1965 (NIA)
INSTALLATIONS

RADIOACTIVE Environmental Permitting Regulations 2010 (EPR)
SUBSTANCES

VIBRATION Control of Vibration at Work Regulations 2005

For more information on environmental considerations including air conditioning, permitting, water
and waste, please consult RWM51 Environment Manual.

1.5 Evaluating Compliance
Compliance with this health and safety manual is evaluated through inspections and audits.

1.5.1 HSSEQ Performance Review and Reporting

The HSSEQ Department reports monthly on HSSEQ performance to the RWM Executive and
Board. This includes reporting on health and safety related events, near misses, and performance
indicators as well as reporting on key audit, inspection and other findings, including any non-
conformances identified.

The HSSEQ Department also provides Quarterly HSSEQ performance reports to the Board
HSSEQ Committee, which advises and propose approaches to the Board with respect to ensuring
RWM meets its HSSEQ responsibilities and accountabilities as specified in law, and RWM'’s
strategies, plans and management system. RWM also report periodically to the NDA on HSSEQ
performance.

The HSSEQ Department also undertakes an annual review of HSSEQ Performance to inform
RWM’s Annual Management Review.

Health and safety performance is also routinely reported to the RWM Health and Safety
Committee, which is described in Section 1.8.3.

1.5.2 Audit and Inspection

1.5.2.1 Health and Safety Management System Audit

Health and safety management forms part of RWM'’s integrated Management System. The
System is audited as set out in the independent oversight programme, as described in RWPR54.
This includes regular review of key trends identified by audits and other oversight activities and the
reporting and escalation of findings. The System may also be subject to audit by NDA’s
Independent Audit Function.

Page 10 of 80
OFFICIAL





OFFICIAL RWM52

Health and Safety Manual Rev 0

These audits cover all aspects of the health and safety management system, including:

e Policy

e Planning

¢ Risk Profiling

¢ Organising

¢ |Implementation

¢ Measuring Performance
e Review

¢ Continual Improvement

Any safety related observations, near misses or events must be rectified as a priority and reported
on the ‘See Something Say Something’ system.

Instances of non-conformance must be raised on the non-conformance register and managed in
accordance with RWPR58 Non-conformance and corrective action procedure.

Other audit actions are managed using the RWM action tracking system on the Programme Portal.

1.5.2.2 Health and Safety Inspections

Health and safety inspections of the Harwell Office shall be carried out quarterly and annually at
other offices at which RWM Staff are based to ensure that appropriate health and safety standards
are maintained. RWM safety representatives will be invited to participate.

These inspections are informed by and recorded using the RWM Health and Safety Inspection
Template RWM52-F03. The scope of these inspections includes:

o Fire Safety

o Workplace and Welfare (including slip, trips and falls)
o First Aid

o Display Screen Equipment

e Manual Handling

o Hazardous Substances

o Electrical Safety

e Noise

Any safety related observations, near misses or events must be rectified as a priority and reported
on the ‘See Something Say Something’ system.

Instances of non-conformance must be raised on the non-conformance register and managed in
accordance with RWPR58 Non-conformance and corrective action procedure.

Other inspection actions are managed using the RWM action tracking system on the Programme
Portal.

1.5.3 Facilities Audits and Inspections

PFC Weekly Office Inspection

Weekly inspections of the Harwell Office must be carried out at least once a week by the PFC. Any
safety related observations and findings must be recorded and promptly acted upon by the PFC.

The scope must ensure that:

e All walking and working surfaces, ladders and stairs are free from hazards

e All aisles and walkways (both inside and outside the building) are clean and clear

o All storage areas are well lit and provide for adequate walkways that are free from
obstructions

¢ lcy and snowy walkways are shovelled and sanded or salted
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e Sanitary and washing facilities are clean and in good working order

e Lighting, ventilation and temperature levels are adequate

o Eating facilities are in a clean, hygienic condition

o Fire doors are fully closing, adequately sealed and in good working order
e Exit routes are even, clear and free from hazard

o Fire extinguishers are in-date and situated in the correct locations

o Fire alarms are tested and in good working order

o All facilities are compliant with Section 3 of this manual.

The results of these inspections including instances of non-conformance must be brought to the
attention of RWM in a timely manner. Any safety related observations, near misses or events must
be rectified as a priority and reported on the ‘See Something Say Something’ system. RWM wiill
assure itself that these inspections occur and issues identified are addressed in a timely manner.

The PFC will provide regular reports on health and safety matters to the RWM Health and Safety
Committee.

1.5.3.1 PFC Quarterly Audit

The PFC is required to carry out audits of the Harwell Office periodically to ensure they are
compliant with corporate and regulatory standards. These audits must be carried out by a
competent person appointed by the PFC and findings acted upon in a timely manner. The results
of these audits including instances of non-conformance must be brought to the attention of RWM in
a timely manner. Any safety related observations, near misses or events must be reported on the
‘See Something Say Something system. It is the responsibility of RWM to assure itself that these
quarterly audits occur.

1.6 Assessment and Control of Health and Safety Risks

The RWM Health and Safety Risk Assessment process is structured in accordance with the
Management of Health and Safety at Work Regulations 1999.

A suitable and sufficient generic risk assessment will be maintained by the HSSEQ Department
covering routine operations at RWM Offices, routine business travel and visits to low risk sites.
These must then be made specific for each location they are implemented in, as required. This will
also be supported by more detailed topic specific risk assessments where necessary (e.g. fire,
legionella and asbestos risk assessments for relevant offices). These are recorded in Livelink at LL
23602840.

Activity specific risk assessments will be undertaken to cover activities which fall out with the scope
of these generic assessments, such as larger public events or visits to higher risk sites.

Line managers are responsible for ensuring that suitable and sufficient risk assessments are in
place for activities not covered by these generic assessments and that their staff are familiar with
the hazards, risk and controls required. Line managers are also responsible for stopping work in
the event that, for whatever reason, they have reason to believe risk assessments are no longer
suitable and sufficient to minimise the risks associated with that work, or that additional controls
are required to reduce risk associated with work being undertaken by their staff.

RWM staff are responsible for undertaking work in accordance with the relevant risk assessments
and ensuring they are familiar with the controls necessary to minimise risk to themselves and
others prior to starting work. RWM staff will ensure further proportionate assessment of health and
safety risks is undertaken if they have reason to believe existing risk assessments may no longer
be suitable and sufficient to minimise the risks associated with their work, or that additional controls
are required to reduce risk.

RWM line managers should report any issues identified with respect to the suitability and
sufficiency of risk assessment to the individual responsible for that risk assessment. Where
relevant, safety related observations, near misses or events should be reported on the ‘See
Something Say Something’ system.
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1.6.1 Risk Assessment

All risk assessments at RWM must be completed by a competent person. This is somebody with
the experience, knowledge and skills to complete the assessment properly. Line managers and
staff should seek advice where necessary to ensure that risk assessments are suitable and
sufficient.

All risk assessments must be completed in a level of detail commensurate to the level of risk.

The Head of HSSEQ Systems will ensure relevant health and safety risks are reflected
appropriately on the RWM Risk Register in accordance with the RWM Risk Management
Framework RWSPO05.

All RWM health and safety risk assessments must be completed in following structure:

1.6.1.1 Identify Hazards

All elements of an activity that can potentially cause harm must be considered in the risk
assessment.

1.6.1.2 Decide who might be harmed and how

This includes employees and also non-employees such as contractors, visitors or members of the
public.

Certain groups may be especially at risk such as expecting mothers, young people, or people with
disabilities and if they may be involved in, or affected by, the activity being assessed, then this
should be specifically identified. Such groups may be considered especially vulnerable either
because they could be more severely affected by a specific hazard, or because they are more
likely to be affected by a specific hazard, for example due to a lack of hazard appreciation.

All risk assessments must be completed in a level of detail commensurate to the level of risk.

1.6.1.3 Identify what controls are already in place to reduce risk

This stage of the assessment involves identifying existing arrangements and controls which are
already in place to avoid or mitigate the risks identified in the assessment as being associated with
the activity being assessed. This may include physical controls which are in place such as guards
or barriers around dangerous equipment, safe systems of work which have been developed for
specific activities, general training with respect to specific risks, etc.

This stage of the assessment should include all relevant existing controls which mitigate the risk
identified, whether they have been put in place by RWM or others involved in the activity being
assessed. For example, in an assessment of a visit to a mine, the Mine Rules would be an existing
control.

1.6.1.4 Decide if further controls are required

It must then be decided whether the level of residual risk is acceptable in order to proceed with the
activity or if further controls are required to reduce the residual risk.

All reasonably practicable measures to reduce risk should be implemented. Therefore if further
controls are identified which could further reduce risk, they should be implemented unless the
assessor considers they are not reasonably practicable given the significance of the residual risk
identified.

Control measures selected must be commensurate to the level of risk in order to be sufficient.
Additional controls will be justified as being reasonably practicable to address risks which are more
likely to occur, or risks which if they occur, could have more serious consequences e.g. a risk of
death or life changing injury.

Where groups that may be especially at risk have been identified, then additional control measures
will typically be required to protect such groups. These additional controls may be specific to such
groups given the cause of their special vulnerability, or they may be more generally applicable but

only justified as reasonably practical given the higher level of risk to such groups.
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All control measures must be determined in accordance with the Principles of Prevention as set out
in Schedule 1 of the Management of Health and Safety at Work Regulations 1999:

e avoiding risks

e evaluating the risks which cannot be avoided

e combating the risks at source

e adapting the work to the individual, especially as regards the design of workplaces, the
choice of work equipment and the choice of working and production methods, with a view,
in particular, to alleviating monotonous work and work at a predetermined work-rate and to
reducing their effect on health

e adapting to technical progress

o replacing the dangerous by the non-dangerous or the less dangerous

e developing a coherent overall prevention policy which covers technology, organisation of
work, working conditions, social relationships and the influence of factors relating to the
working environment

e giving collective protective measures priority over individual protective measures

e giving appropriate instructions to employees.

If a risk assessment identifies that further controls are required to reduce risks, these will be
identified in the risk assessment along with a timescale for addressing them. Generally, further
controls necessary to reduce risk to an acceptable level will need to be put in place prior to the
activity being assessed taking place. However, in some cases (particularly with generic risk
assessments) measures which contribute to longer term continuous improvement may be
identified, which do not need to be implemented to adequately control risk and which may therefore
be assigned longer term timescales for completion.

1.6.1.5 Recording and endorsement of the assessment
All risk assessments must be recorded using the RWM Risk Assessment Template.

All risk assessments will be signed by the assessor and endorsed by the Head of HSSEQ systems
or a suitably qualified delegate identified by the Head of HSSEQ systems.

Completed risk assessments must be stored on the Livelink system at LL23602840 and retained
for a period of 1 year from the point the activity to which they relate ceases, or they are superseded
by an updated risk assessment.

1.6.1.6 Review
Risk assessments must be reviewed in the following circumstances:

¢ Following any relevant change to the activity, e.g. new equipment has been installed, etc.

¢ Following any relevant change in personnel, e.g. involvement of new or especially
vulnerable staff

o Following any relevant change in legislation, e.g. a higher level of control is mandated

o If there is any reason to suspect current control measures may be inadequate, e.g.
following a workplace near-miss or accident.

Where no other specific changes in circumstances prompt an update of a risk assessment, live risk
assessments will be reviewed at last every two years.

1.7 Health and Safety Culture Survey

RWM is committed to engendering a culture within our organisation and supply chain that:
promotes high standards of performance in health and safety, and encourages openness, a
questioning attitude, a right first time approach, learning and continuous improvement.

The HSSEQ Department will monitor the development of RWM'’s health and safety culture to
ensure it is appropriate for the current and future stages of the organisation’s programme to
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implement geological disposal and provide waste management solutions. RWM has in the past run
both internal safety culture-related surveys and the Health and Safety Laboratory’s Safety Climate
Tool to evaluate RWM’s safety culture.

1.8 Communicating Safety Information
1.8.1 Health and Safety Training

1.8.1.1 HSSEQ Induction

All new RWM employees must attend a HSSEQ induction. The scope of the HSSEQ Induction
includes:

e RWM’s HSSEQ Strategy and Policy Statement

e RWM'’s management and leadership for safety

¢ RWM standards and expectations

o The main current and future hazards associated with RWM’s mission
e Regulatory scrutiny and permissions schedule

¢ Arrangements for reporting observations, near misses and incidents
e Arrangements for staff consultation for health and safety

o Where to obtain advice on health and safety

All new RWM employees will also attend separate management system and security inductions.

1.8.1.2 Health and Safety Building Induction

All new staff must attend a health and safety building induction for the offices where they will work.
The scope of building inductions covers the following areas:

e Tour of the office building

e Emergency procedures

e Safe systems of work

o Housekeeping rules, e.g. clear-desk policy

o Reporting observations, near-misses, incidents and defective equipment, e.g. ‘See
Something, Say Something’ system.

1.8.1.3 Display Screen Equipment (DSE) Training and Self-assessment — online training
exercise

All new staff (including interims and task based support allocated a desk at RWM offices) are
required to complete the DSE Training and Self-Assessment online exercise. This is done via
computer with findings escalated automatically where appropriate. More information on DSE
procedures can be found in Section 5 of this manual.

1.8.1.4 Manual Handling Training — online training exercise

Staff are required to undertake manual handling training where RWM has identified this as
necessary taking account of potential risks. More information on Manual Handling procedures can
be found in Section 6 of this manual.

1.8.1.5 Safe Driver Training

Staff are required to undertake driver training where this has been identified by RWM as being
necessary taking account of potential risks. Currently all employees expected to drive over 2,000
miles per annum on business are required to complete the RWM Safe Driver Training course.
More information on Driving at Work procedures can be found in Section 8 of this manual.
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1.8.1.6 Additional Safety Training

Additional safety training shall be provided as necessary to satisfy legal obligations and as required
by RWM. RWM employees and line managers will ensure that such additional health and safety
training is included in Personal Development Plans, as appropriate, of employees requiring such
training and that the records of such training are provided to the HR department to be included in
staff training records.

1.8.2 Noticeboards

RWM is responsible for the prominent display of compulsory notices at premises which it controls
in accordance with the Health and Safety Information for Employees Regulations. Notices which
will be displayed in all RWM premised where RWM is the primary occupant include:

¢ RWM HSSE Policy

o RWM Employer’s liability insurance certificate

o Employee Assistance Helpline details

o List of building wardens

o List of first aiders

o Fire safety arrangements

o Health and Safety Law ‘What You Need to Know’ Poster.

RWM will work with the organisations in control of other premises where RWM staff are based to
ensure information required by the Health and Safety Information for Employees Regulations is
displayed appropriately. RWM’'s HSSE Policy and Employer’s liability insurance certificate are also
available to all RWM staff via the intranet.

1.8.3 Health and Safety Committee

The remit of the RWM H&S Committee is to discuss health and safety matters with RWM
employee representatives and consider health and safety performance relating to employees at
work and advise RWM on effective and efficient means of improvement.

For more information on the RWM H&S Committee including the scope, objectives, methods of
working, members and agenda, please consult the Terms of Reference document RWTR90.

1.8.4 Health and Safety Communications
Line managers will cascade relevant health and safety information to their staff as necessary.

Line managers will also ensure that their staff have the necessary health and safety information to
safely undertake their activities, seeking advice from the HSSEQ Department as required.

RWM will also make use of safety noticeboards, briefings, the intranet and email bulletins to
communicate relevant health and safety information to RWM staff.

1.9 Control of Contractors

The Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work
Regulations 1999 impose duties to safeguard the health and safety of those who are not in RWM’s
employment, but who may be affected by RWM’s business activities.

1.9.1 Facilities contractors

1.9.1.1 NDA Remit

o The NDA is accountable for appointing, managing and providing oversight of the Principal
Facilities Contractor (PFC) for NDA offices where it is responsible for facilities
management, and for taking action to address any shortfall in performance identified.
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The NDA is accountable for safeguarding employees from the activities of its contractors at
the offices it manages and in respect to other contractor delivered services which it
continues to provide to RWM, e.g. Information Technology.

While the NDA can delegate responsibility for facilities management activities to its PFC, it
cannot delegate its accountability for protecting employees.

1.9.1.2 RWM Remit

RWM is accountable for appointing, managing and providing oversight of the Principal
Facilities Contractor (PFC) for RWM Offices where it is responsible for facilities
management, and for taking action to address any shortfall in performance identified.
RWM is accountable for safeguarding employees from the activities of its contractors on
site. RWM will endeavour to ensure that only competent contractors are permitted to work
on sites it manages. RWM employees are not permitted to undertake any facilities
management or maintenance tasks.

RWM will provide to its contractors sufficient information on any related restrictions and
hazards that is reasonably obtainable and associated with the task to be completed.
RWM reserves the right to prohibit any work continuing on site on health and safety
grounds. Any person who has reasonable grounds to suspect any working practices taking
place at RWM sites are unsafe has the authority to stop the activity continuing.

If any issues with the performance of the NDA or their PFC or their subcontractors are
identified by RWM, this will be escalated within the terms of the Services Agreement.
While RWM can delegate responsibility for facilities management activities to the PFC or
the NDA, it cannot delegate its accountability for protecting RWM employees.

1.9.1.3 Principal Facilities Contractor (PFC) Remit

The relevant PFC is responsible for the safe conduct of contracted facilities work on the
premises for which it is responsible (in accordance with Table 2 - Facilities Management),
including planned preventative maintenance, statutory examination of pressure systems
and lifting equipment, and legionella control.

The PFC is responsible for the management, control and conduct of any subcontractors
they employ.

The relevant PFC is responsible for providing suitable and sufficient information,
instruction, training and supervision to its employees and any subcontractors they are
employing who are working on site.

The relevant PFC is responsible for ensuring no tasks are undertaken within the scope of
its contract with NDA or RWM without suitable and sufficient risk assessments and method
statements.

Where safe systems of work have been established the relevant PFC is responsible for
ensuring that a valid permit to work is issued as required by the safe system of work.

The relevant PFC is responsible for maintaining their approved subcontractor list.
Subcontractors not on their list are not permitted to be used under any circumstances.
The relevant PFC is responsible for ensuring all subcontractors they are employing are
escorted and supervised at all times to ensure that work is undertaken in accordance with
suitable and sufficient risk assessments.

The relevant PFC is responsible for performing weekly inspections of the premises to
ensure health and safety standards are met; the findings are also to be recorded and acted
upon.

The relevant PFC is responsible for ensuring all health and safety-related observations,
near misses and events associated with contracted facilities work are reported using the
‘See Something Say Something’ system.
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1.9.1.4 Non Facilities Conftractors

The Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work
Regulations 1999 impose duties to safeguard the health and safety of those who are not in RWM'’s
employment, but who may be affected by RWM'’s business activities.

RWM may appoint contractors to support its business activities. However while responsibilities
can be delegated to these contractors ultimate accountability for those activities remains with RWM
and therefore the following requirements apply to the selection and management of such
contractors:

o All contractors appointed must demonstrate they have the required knowledge, experience,
skills and qualifications to carry out their duties in a safe manner.

o All contractors appointed must confirm that they have sufficient resources to deliver the
service required in a safe manner.

o All contractors appointed must demonstrate they employ competent people with the
suitable qualifications and experience to undertake the service required in a safe manner.

1.10 Control of Visitors

The Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work
Regulations 1999 impose duties to safeguard the health and safety of those who are not in RWM'’s
employment, but who may be affected by RWM'’s business activities.

All those visiting the RWM offices, who are not based at that office (including NDA and RWM staff
based at other offices or interims or task based support not allocated a desk in that office) are
considered to be visitors. All such visitors must sign in at reception whenever they arrive at the
office and must sign out when they leave (even if they have an unescorted pass).

RWM, NDA staff, interims and task based contractors working regularly at an RWM Office will
typically receive the office safety and security inductions allowing unescorted access to the site.
However, if they have not been allocated a desk at that an RWM Office they will still need to sign in
as visitors.

All visitors who have not received the office safety and security inductions are subject to the
following additional arrangements:

¢ A host must notify the visit in advance to reception using form LL 1570872.

e All visitors are provided with a visitors pass at reception that must be worn at all times.

e All visitors must be escorted on site at all times in RWM offices.

o All visitors must make RWM aware of any special requirements, ideally prior to, or on
arrival.

The host must also ensure the visitors they are hosting:

¢ Are provided with relevant health and safety information, e.g. information about alarms,
alarm tests and muster points.

e Are provided with relevant information about any specific hazards present on site which
visitors need to be aware of, e.g. if construction or maintenance work is planned.

e Report health and safety related observations, near misses or events affecting or identified
by visitors on the ‘See Something Say Something’ system.

1.11 Incident Reporting, Investigation and Learning

1.11.1 See Something, Say Something

The ‘See Something, Say Something’ system provided by NDA is an online tool that all RWM
employees have access to. Entered information is automatically notified to the Head of HSSEQ
Systems whose responsibility it is to decide the extent of any related investigation.
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1.11.2 Incident, Near Miss and Hazard Reporting

All RWM employees must report any Health and Safety incidents, near-misses, and hazard
observations as soon as reasonably practicable after they are discovered using the ‘See
Something, Say Something’ system.

The Head of HSSEQ Systems will ensure that appropriate information on incidents, near-misses,
and hazard observations is reported to the RWM Executive and Board in accordance with agreed
arrangements for monthly, quarterly and annual HSSEQ performance reporting.

1.11.3 Accident Reporting

All accidents must be reported using the ‘See Something, Say Something’ system. All evidence
and accident data will be recorded and kept for future reference and trend analysis.

1.11.4 RIDDOR Reporting

In accordance with Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR) 2013, all events that fall into the following categories related to RWM'’s undertaking
must be reported to the Health and Safety Executive using the form F2508, dedicated telephone
line (0845 300 9923) or HSE online system.

¢ Any work-related accident/incident that results in death.

¢ Any accident/incident involving a worker that results in seven or more days from work (not
counting the day on which the accident happened). Note — Accidents resulting in more than
3 days of absence from work must be recorded but not reported.

¢ Any accident/incident that results in hospitalisation of a worker for more than 24 hours.

¢ Injuries to members of the public or people not at work where they are taken from the
scene of an accident to hospital for treatment.

¢ Any accident/incident involving a worker that results in a major injury, i.e. amputation, loss
of sight or penetrating injury to the eye, fracture, dislocation, crush of organs, scalds etc.

¢ Any accident/incident that results in an individual contracting a disease, i.e. hand / arm
vibration, dermatitis, occupational asthma or respiratory sensitisation, infections such as
hepatitis, tuberculosis, legionella tetanus etc.

e Any dangerous occurrence associated with RWM'’s undertaking, i.e. the collapse,
overturning or failure of load-bearing parts of lifts / lifting equipment, plant or equipment
coming into contact with overhead line equipment, accidental release of a biological agent /
substance likely to cause severe human iliness, explosion etc.

Should an accident / incident result in death or major injury then the HSE will be notified
immediately using the dedicated telephone number (0845 300 9923) or the online system provided
by HSE. Should the accident / incident be less serious, i.e. accidents resulting in seven days off
work then form F2508 or the online system must be used to report the event within 15 days of the
event occurring.

The Head of HSSEQ Systems is responsible for ensuring all potential RIDDOR incidents are
brought to the attention of the HSSEQ Director as soon as possible.

The HSSEQ Director is responsible for ensuring that all incidents meeting the RIDDOR criteria are
reported appropriately and promptly.

The HSSEQ Director will ensure that a thorough investigation into the causes of all RIDDOR
incidents is completed within 48 hours of the event being identified as being RIDDOR Reportable.

Records relating to RIDDOR reportable events will be retained for at least 3 years including
records of the following as specified in Schedule 1 of The Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013:

¢ the date when the report is made
e the method of reporting
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e the date, time and place of the event
e personal details of those involved
e a brief description of the nature of the event or disease.

1.11.5 Accident / Incident Investigation
Actions identified as part of accident investigations will be managed using the Action Tracking
system which is part of the RWM Programme Portal.

Lessons learned from accident and incident investigations will be recorded on the Lessons
Learned log which is part of the RWM Programme Portal, and appropriately shared.
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2 Fire Safety

2.1 Background

Workplace fires can be caused in numerous ways including faulty electrics, build-up of combustible
material, portable heaters, discarded cigarettes or matches, cooking appliances, flammable
materials and chemicals and even arson. RWM has a duty to ensure that its places of work meet
certain minimum fire safety standards; this is in order to protect employees, contractors and visitors
from the risk arising from fire.

This is achieved through the completion of a suitable and sufficient fire risk assessment,
implementation of appropriate fire safety measures, emergency planning and provision of
information, instruction and training.

2.2 Legislation

The Regulatory Reform (Fire Safety) Order 2005 (RRFSO) — The RRFSO requires employers
(and/or any other person who may have control of any part of a premises) to take action to prevent
fires in the workplace and to protect people should a fire occur. Employers must carry out a fire risk
assessment and keep it up to date. Based on the findings of the assessment, employers need to
ensure that suitable control measures are in place to minimise the risk of injury or loss of life in the
event of a fire.

In summary, the RRFSO requires:

o The appointment of a competent person/persons to carry out preventative and protective
measures.
o Afire risk assessment of the premises to be undertaken focusing on the safety, in case of
fire, of all ‘relevant persons’. This fire risk assessment must:
o Give particular attention to ‘those at special risk’, such as disabled people, those
who you know have special needs and young persons
o Give due consideration of any dangerous substances likely to be on the premises
and the systems for their control
¢ The significant findings of the fire risk assessment must be recorded and necessary fire
precautions put in place ‘where necessary’ and to the extent that it is reasonable and
practicable.

2.3 Responsibility

o Both RWM and their PFC have key responsibilities for the management of fire safety at
RWM managed premises. NDA and their PFC have similar responsibilities for NDA
managed premises, where RWM staff are based.

e RWM is accountable for:

o Ensuring a competent person has undertaken a suitable and sufficient assessment
of fire risks for all of the offices for which it is responsible and the necessary controls
have been implemented.

o Ensuring that a suitable and sufficient Emergency Evacuation Plan is in place for all
of the offices for which it is responsible and this is reviewed at least annually and
drilled at least every six months.

o Ensuring that emergency lighting, fire doors, firefighting equipment and fire
detection are adequately provided for offices it is responsible for.

o Appointing and training a suitable number of Building Wardens and a Lead Building
Warden for each office for which it is responsible.

o Ensuring their PFC carries out their responsibilities with respect to fire safety at
offices for which RWM is responsible.

o Ensuring NDA implements appropriate fire safety arrangements for NDA offices at
which RWM staff are based.

Page 21 of 80
OFFICIAL





Health and Safety Manual

OFFICIAL RWM52
Rev 0

The PFC is responsible for:
Emergency lighting provision and maintenance
Fire door provision and maintenance
Firefighting equipment provision and maintenance
Fire detections and alarm systems
o Maintaining a list of visitors on site and undertaking visitor roll calls as required.
Building Wardens are responsible for:

o Maintaining a list of staff with workstations in the areas for which they are
responsible (including interims and task based contractors who have been allocated
personal workstations in RWM Offices) and undertaking roll calls in the event of a
fire or fire drill.

o Checking for sources of ignition, appropriate housekeeping standards, safety of
emergency egress routes and availability and condition of fire safety equipment.

o Reporting any issues identified to RWM and the PFC as appropriate.

o Raising the alarm in the event of a fire, initiating emergency procedures and
confirming that there area has been evacuated, provided it is safe to do so.
Visitors to RWM offices are responsible for ensuring they are signed in at reception when

they arrive and that they sign out when leaving the office.

@)
O
O
O

2.4 Arrangements

241

24.2

243

Fire Risk Assessment

RWM will ensure the premises for which it is responsible have a suitable and sufficient Fire
Risk Assessment in place which has been undertaken by a competent person.
This must be reviewed following any significant change or in any case annually.

Emergency Evacuation Plan

All RWM sites must have a suitable and sufficient Emergency Evacuation Plan. This must:
o be completed in accordance with the Fire Risk Assessment;

o be brought to the attention of all employees;

o be reviewed following any significant change or in any case annually; and

o be subject to regular drills at least once every six months.

For more information on evacuation arrangements at the Harwell Office, please see
document ‘RWM90-WI02 Harwell Office Fire Evacuation Roles and Responsibilities’.

Minimum Building Requirements
As a minimum requirement RWM premises will have in place the following:

Suitable number of trained / competent Building Wardens;

Suitable protected means of escape to a safe place with related signage;
Suitable number / type of firefighting equipment relative to the risk presented;
Suitable emergency lighting;

Suitable fire detection depending upon the risks presented;

Suitable arrangements for taking a roll call of occupants and visitors;
Suitable method of raising alarm; and

Fire alarm testing at least once a week.

O O O O O O O O

If the risk to staff at a particular premises is higher than normal then the above
requirements may need to be enhanced. This would be identified by the aforementioned
Fire Risk Assessment.
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3 Workplace and Wellbeing

3.1 Background

All employers must provide employees, visitors and contractors with a safe workplace. These
broad requirements include maintaining standards in general housekeeping, ventilation,
temperature, lighting, toilet facilities, washing facilities, drinking water, eating and rest facilities, and
external areas.

A workplace that is uncomfortable for employees harms productivity and can contribute to
occupational stress. Unhygienic facilities can contribute to sickness and ill-health. Lack of access
to drinking water can contribute to heat-stress and poor lighting can cause headaches and eye-
strain.

Slips, trips, and falls are very common incidents in the workplace. Contributing factors can include
poor visibility, blind corners or unsafe behaviour such as running in the workplace.

3.2 Legislation

The Health and Safety at Work etc. Act 1974 requires all employers to ensure, so far as is
reasonably practicable, the health and safety of employees. This includes providing a safe place of
work and a safe working environment for employees.

The Management of Health and Safety at Work Regulations 1999 also require the suitable and
sufficient risk assessment of workplace activities.

Workplace (Health, Safety and Welfare) Regulations 1992 — These regulations require
employers to ensure that adequate welfare facilities are provided for people at work. This includes
adequate ventilation, working temperature, lighting, cleanliness, drinking water, washing and toilet
facilities, and traffic routes.

The Regulatory Reform Fire Safety Order 2005 requires all fire exit routes to be kept clear from
obstacles and for combustible materials to be properly stored and managed.

3.3 Responsibility

e Both RWM and the PFC have key responsibilities for workplace welfare and the prevention
of slips and trips on premises which RWM manages. NDA and their PFC have similar
responsibilities for NDA managed premises where RWM staff are based.

o RWM is responsible for ensuring a safe place of work and working environment.

o RWM is responsible for maintaining housekeeping standards by its staff and within the
premises it is responsible for managing.

o RWM is responsible for reporting all facilities defects that could pose a risk to occupants of,
and visitors to, its premises to the PFC as soon as is practicable and ensuring these are
addressed in a timely manner proportionate to the level of risk presented.

e Occupants or visitors to RWM premises are responsible for reporting all facilities defects to
the PFC or host as soon as is practicable and, where appropriate, reporting these on See
Something Say Something.

e The PFC is responsible for rectifying any defects in a timely manner proportionate to the
level of risk presented by those defects to the occupants of, and visitors to, the premises.

o The relevant PFC is responsible for the facilities management in RWM premises including
all aspects of workplace welfare, including:

o Cleaning of facilities, including toilets, eating areas, washing facilities and offices;

o Maintenance of facilities including lighting, plumbing, ventilation, repairs etc.

o Cleaning and maintenance of window glazing;

o Ensuring work is carried out in a safe manner, including prevention of slip and trip
hazards;

o Management of the car park and traffic routes;
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The PFC is responsible for the weekly inspection of its premises as described in 1.5.3,
including ensuring access and egress routes are safe and free of slip and trip hazards.

3.4 Arrangements

3.4.1

3.4.2

General Housekeeping

All work areas, walkways, storerooms, and outdoor areas on the premises shall be kept
clean, tidy and in a sanitary condition.

All walkways (inside and outside the premises) shall be kept clear, free from obstructions or
trip hazards and in good repair at all times.

Walkways shall be kept sufficiently wide to accommodate disabled access and any
equipment used.

All floors throughout RWM shall be maintained in a clean and, so far as is reasonably
practicable, dry condition. Where wet cleaning processes are used, safety signage must be
erected as required.

The relevant PFC is responsible for the timely maintenance and professional cleaning of
the premises.

RWM staff are responsible for :

o Maintaining their work areas free from slip, trip and fall hazards;

o Addressing any slip, trip and fall hazards they identify immediately where it is safe to

do so.

o Reporting any hazards, unsafe conditions or defects identified immediately both
directly to the relevant responsible person and, as appropriate, on the ‘See
Something, Say Something’ system.

Maintaining a clear-desk in accordance with the ‘RWM Clear-desk policy’.
Conducting themselves with due care and attention and avoiding undue haste;
Using provided hand rails on stairways;

Not carrying drinks, unwieldy items, etc. up and down stairs and

Wearing suitable footwear for their working environment.

O O O O O

Ventilation

All areas of the workplace must have sufficient ventilation to ensure the welfare of
employees.

The PFC is responsible for maintenance of ventilation systems.

Temperature

All areas of the workplace shall be maintained at a reasonable temperature during working
hours.

The PFC is responsible for the maintenance of heating and building control systems.

Lighting

All areas of the workplace shall have sufficient levels of lighting for tasks to be carried out
comfortably and without risks to health and safety.

Lights should provide steady levels of illumination and not flicker.

The workplace shall be so designed to utilise natural light where practicable.

Bulbs shall be replaced regularly.

Employees are responsible for reporting any perceived lighting issues to RWM in a timely
manner.

The PFC is responsible for lighting maintenance.
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3.4.5

3.4.9

Toilet Facilities

All RWM premises shall have adequate toilet facilities provided.

All RWM premises shall have adequate accessible toilet facilities for those with impaired
movement.

The PFC is responsible for plumbing, maintenance and professional cleaning of toilet
facilities.

RWM staff are responsible for ensuring toilets are kept reasonably clean after use and
should leave toilet facilities in the condition they were found in.

Washing Facilities

All RWM premises shall have adequate washing facilities provided.

The PFC is responsible for plumbing, maintenance and professional cleaning of sanitary
conveniences and must be informed as soon as possible should any issues be identified.
RWM staff are responsible for ensuring washing facilities are kept reasonably clean after
use. RWM staff should leave washing facilities in the condition they were found in.

Drinking Water

All RWM premises shall have adequate drinking water facilities provided.
The PFC is responsible for plumbing and maintenance of drinking water facilities.

Eating and Rest Facilities

All RWM premises shall include facilities for employees to take a break and to consume
food safely.

The PFC is responsible for maintenance and professional cleaning of eating and rest
facilities.

RWM staff are responsible for keeping eating and rest facilities reasonably clean after use.
RWM staff should leave eating and rest facilities in the condition they were found in.

External Areas including Car Park and Traffic Routes

Pedestrian and vehicles routes must be segregated so far as is reasonably practicable.
The PFC is responsible for the maintenance and professional cleaning of external areas,
including the clearing of snow, ice and fallen leaves including the application of salt for the
prevention of slips where necessary.
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4 First Aid

4.1 Background

First aid is medical assistance given to somebody suffering a sudden iliness or injury. The aim is to
preserve life, prevent deterioration (the condition from worsening), and promote recovery. First aid

may constitute an initial intervention in a serious condition prior to the emergency services arriving

or the complete treatment of minor conditions.

4.2 Legislation

The Health & Safety (First Aid) Regulations 1981 require that all employers make adequate
provision for First Aid in respect of employees. This includes providing appropriate equipment and
trained first aiders to deal with emergency medical situations.

4.3 Responsibility

¢ RWM and its PFC have key responsibilities for the management of first aid provision at the
premises which RWM manages. NDA and its PFC have similar responsibilities with
respect to first aid provision at NDA managed premises.

o RWM is responsible for ensuring that first aid provision in offices it manages is adequate to
protect the health of its employees, contractors and visitors.

o RWM is responsible for providing training for RWM first aiders in offices it manages.

o RWM is responsible for ensuring NDA and its PFC provide suitable first aid provision at the
NDA managed premises at which RWM staff are based.

o The PFC is responsible for providing training and equipment for their staff.

4.4 Arrangements

4.41 First-aid Provision

¢ RWM shall make sufficient provision for first aid to employees, including those traveling or

working away from our premises. In each office, this shall include as a minimum:
o a suitably stocked first-aid kit;
o an appointed person to take charge of first-aid arrangements; and
o Information for employees about first-aid arrangements.

o RWM shall assess the risks to employees and make appropriate first-aid arrangements. If
there is a change in the workforce, or the hazards to which they are exposed, the company
will reassess the first-aid provisions and implement additional first aid provision as
necessary.

4.4.2 Appointment of First-aiders

o RWM will appoint a sufficient number of first aiders in consideration of travel distances /
times, level of risk and the number of staff in a respective office. The legal minimum
requirement for first aiders in a low-risk environment such as an RWM office is one first
aider per 100 personnel.

e RWM requires Security Guards to be first aid trained and provide 24 hour cover, this
ensures there is first aid cover at all times, even out of normal office hours.

¢ |n addition to this, RWM shall appoint and train additional first aiders within their own staff.
These first aiders shall ensure a level of first aider provision greater than the minimum
required by law.

¢ Human Resources shall arrange for first aiders to receive suitable and sufficient training.

¢ Human Resources shall maintain a list of first aiders, the first aiders list must be reviewed
annually or following any significant change in work activities, environments or personnel.
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443

44.4

The Head of HSSEQ Systems shall ensure that contact details of appointed first aiders are
displayed on the health and safety notice board.

Appointed Persons

An appointed person is someone who is designated to take charge of first aid
arrangements, such as contacting the emergency services or ensuring the first aid kits are
stocked. They can support first aiders carry out their duties but must not attempt to provide
any aid for which they have not had sufficient training.

First-aid Equipment

All RWM premises must have an appropriate number of First Aid Boxes. These will be
under the supervision of the appointed first aiders. Materials other than those specified in
the Health & Safety (First Aid) Regulations 1981 may not be kept in First Aid Boxes.

First aid defibrillator units may be provided as part of the overall first aid provision. Where
this is the case, first aiders should be trained in their use.

First aid boxes must be regularly checked to ensure they remain sufficiently stocked.

The list of first aiders must be displayed at each first aid point.
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5 Display Screen Equipment

5.1 Background
Display Screen Equipment (DSE) includes computer monitors, laptops, touchscreens and other

similar devices (including analogue display devices such as microfiche readers). The use of DSE
can be associated with musculoskeletal injuries, fatigue, stress and eyestrain.

5.2 Legislation

The Display Screen Equipment (DSE) Regulations 1992 — require employers to ensure DSE
assessments are undertaken to assess and reduce risks, providing information and training to
staff, ensuring workstations meet specified minimum requirements, plan work activities to include
breaks or changes of activity, provide eye and eyesight tests on request, and special spectacles if
needed.

5.3 Responsibility

o The NDA, RWM and Employment Agencies have responsibilities for managing DSE risks.
e The NDA is responsible for providing and administering the DSE Training and Self-
Assessment online tool used by both NDA and RWM.
o RWM is responsible for:
o Ensuring employees and temporary workers who are DSE users complete the DSE
Training and Self-Assessment online exercise.
o Providing trained DSE assessors and completing in-depth DSE assessments as
required.
o Implementing measures identified by DSE assessments to reduce risk.
o Referring staff for occupational health as required.
o Providing eye-tests and glasses as necessary to their employees who are DSE
users.
e Any employment agencies used by RWM are responsible for providing eye-tests and
providing glasses as necessary to their employees who are DSE users.
o RWM staff are responsible for advising RWM in a timely manner of any condition which
may make them especially vulnerable to DSE risks or any indication of any health effects
which may be attributable to the use of DSE.

5.4 Arrangements

5.4.1 DSE User Definition

e A DSE useris an employee who habitually uses DSE as a significant part of their normal
work. This will typically include any employee who routinely uses any DSE (whether or not
provided by RWM) for continuous or near-continuous spells of an hour or more at a time.
Advice on whether specific employees are DSE users can be obtained from the Head of
HSSEQ Systems where necessary.
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5.4.2

54.3

544

Three Stage Process

e Initially, all RWM
Stage One - DSE staff (includign

Training and Self-

interims) complete

_ online exercise.
Assessment Online [N,

Exercise unresolved, proceed
to stage two.

*RWM Trained DSE Assessors
Stage Two - In-Depth shall complete an In-Depth

DSE Workstation DSE Workstation
Assessment by RWM [kl

o |f issues are still unresolved,
DSE Assessor proceed to stage three.

Stage Three -

e Refer to occupational
health.

Occupational Health
Support

Stage One - DSE Training and Self-Assessment online exercise Employee Self-
assessment

All RWM staff (including all interims and any task based support staff allocated a
workstation in RWM Offices) are required to complete the DSE Training and Self-
Assessment online exercise. This exercise will enable employees to assess whether their
workstation is safe and complies with the DSE regulations, or if changes are required.

Where specific issues are raised that cannot be resolved by the employee as part of this
initial process, RWM shall assign trained DSE assessors to undertake an in-depth DSE
assessment.

The DSE Training and Self-Assessment online exercise Self-assessments must be retaken
in the following circumstances:

Workstation conditions alter (change in location, office layout);
Work practices or software significantly alter;

Equipment is changed; or

In any case, after three years.

O O O O

New online assessments are not required when hot desking for short periods or when
working remotely during travel, however staff should check that such areas are set up such
that DSE risks are mitigated so far as is reasonably practical. This may include limiting
working periods or taking additional breaks if necessary.

Records of initial DSE assessments are held on the online training and assessment tool.

Stage Two — In-Depth DSE Workstation Assessment by trained RWM Assessor

Following stage one, should some issues remain unresolvable for an employee, an In-
Depth DSE Workstation Assessment must be undertaken by RWM’s trained DSE
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5.4.5

5.4.6

5.4.7

5.4.8

assessors. This assessment shall further attempt to resolve any residual workstation issues
for the employee.

The assessment and any remedial action will be recorded and retained by Human
Resources. If any DSE related issues are still outstanding, the DSE assessor shall refer the
case to the Head of HSSEQ Systems who may advise referral of the employee to
occupational health for further assistance.

As with self-assessments, reassessment is to be undertaken if the:

o Workstation conditions alter (change in location, office layout);

o Work practices or software significantly alter;

o Equipment is changed;

o User is referred to Occupational Health again for DSE related health issues;
o Inany case, after three years.

Stage Three — Occupational Health Support

If issues are still unresolvable following stage two, the HR department shall refer the case
to occupational health where further solutions shall be sought.

Information, Instruction and Training

As a minimum requirement all DSE users at RWM will be provided with information,
instruction and training. All staff will be provided with guidance on the use of DSE
equipment at induction. This guidance includes information on how a workstation should be
arranged and those precautions that can be taken by employees to avoid any ill health
effects.

Provision of Eye Tests and Vision Aids

All employees who use DSE and experience visual difficulties may request, via Human
Resources, an eyesight test with a qualified optician.

RWM will meet reasonable costs of vision/eyesight tests provided that the test has been
arranged through Human Resources. If the optician recommends the use of vision aids for
the use of DSE then the company will again contribute a reasonable amount to the overall
cost of purchase.

Remote Working

While RWM staff do not routinely work from home, staff may occasionally use DSE at home
or while travelling for business. Remote working is covered in the online training and
assessment tool to ensure that RWM staff are provided with information about DSE risks
while working remotely (at home or while travelling on business) and how they can be
addressed.
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6 Manual Handling

6.1 Background

Manual handling relates to people moving items either by lifting, lowering, carrying, pushing or
pulling. Commonly performed manual handling activities include moving files and bundles, dealing
with incoming or outgoing post, moving pieces of office equipment and occasionally even furniture.
Manual handling injuries are some of the most common sustained at work. Musculoskeletal
disorders (MSDs) account for over a third of workplace injuries.

6.2 Legislation:

The Manual Handling Operations Regulations 1992 — These regulations are aimed at reducing
the risks arising from performing manual handling operations at work. They require employers to:

¢ Avoid the need for hazardous manual handling as far as is reasonably practicable;

o Assess the risk of injury from any hazardous manual handling operations that cannot be
avoided; and

¢ Reduce the risk of injury from hazardous manual handling so far as is reasonably
practicable.

6.3 Responsibility

o RWM is responsible for the management of manual handling risks to its employees.
o The PFC is responsible for the management of manual handling risks to its employees.

6.4 Arrangements:

6.4.1 Avoidance of Manual Handling

o RWM shall avoid manual handling operations wherever reasonably practicable.

¢ The only manual handling operations generally permitted to be undertaken by RWM staff
within the company’s office environment are certain low-risk activities.

e Manual handling operations permitted by RWM to be carried out by employees on site are
limited to:

o Lifting and carrying files and papers (trolleys must be used for boxes or bundles);

o Dealing with incoming and outgoing post (trolleys must be used for moving the post-
bag);

o Lifting, carrying, putting together and taking down of marketing stands;

o Lifting and carrying of standard monitor screens, keyboards, computer mice and trays;
and

o Pushing and pulling of standard office wheeled chairs along the floor.

o A full, task-specific manual handling risk assessment is required should there be an
unavoidable business need for RWM staff to undertake additional manual handling activity,
as described below.

e The PFC is responsible for undertaking all other manual handling operations not mentioned
above, including any movement of furniture.

6.4.2 Manual Handling Risk Assessment

o For general low-risk manual handling tasks, please see the RWM Generic Manual Handling
risk assessment (LL25135801).
¢ Where a significant manual handling task cannot be avoided, a manual handling risk
assessment shall be undertaken. This assessment shall follow the TILE approach:
1. Task — the manual handling task itself. Is it lifting, twisting, one-off or repetitive?
2. Individual — the person performing the manual handling. Is the person trained and
competent? Are they physically fit enough?
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6.4.3

6.4.4

6.4.5

6.4.6

6.4.7

3. Load - the load being handled. Is it heavy? It is bulky? Is it unstable and likely to
move around?
4. Environment — the environment within which the operation is taking place. Is it well
lit? Is there an uneven surface? Any restrictions on posture?
The risk assessment must be carried out by a competent person and involve the individual
concerned in the manual handling activity being assessed.

Information, Instruction, Training and Supervision

All RWM employees are required to undertake Manual Handling Training where this has
been identified as necessary by RWM. General manual handling training will include:

o Manual handling risk factors;

o Safe handling technique; and

o Use of mechanical aids.
Where it is identified, through risk assessment that it is necessary to manage more
significant manual handling risks, RWM will provide additional information, instruction,
training and supervision.

Provision of Mechanical Aids

RWM or the PFC shall provide mechanical aids, e.g. trolleys, wherever it is reasonably
practicable to reduce the risks associated with manual handling. These must be used
where available.

Individual Health

RWM HR Department shall maintain records of health conditions, e.g. arthritis, disabilities
e.g. previous back injuries, and other health states that could increase the risk resulting
from manual handling activities, e.g. expectant mothers.

No RWM employee with health conditions which increase the risk of manual handling, such
as those mentioned above, is permitted to undertake manual handling activities unless it is
not reasonably practical to avoid manual handling and a specific risk assessment, in
accordance with section 1.6, shows that additional controls can be introduced to reduce risk
to an acceptable level if those additional controls are in place.

Management Requirements
RWM line managers must ensure:

o RWM staff are not required to complete manual handling tasks to tight deadlines.

o RWAM staff are not given significant work loads of manual handling activities.

o RWM staff have control over the work / working methods associated with manual
handling.

Employee Requirements
All RWM employees must:

o Promptly inform RWM’s HR Department of any health conditions or states which
may adversely affect their ability to carry out manual handling activities safely;

o Promptly inform RWM if they identify any hazardous manual handling activities and
NOT undertake such work until a task specific risk assessment has been
undertaken and any additional controls identified by that assessment implemented;

o Follow any safe system of work put in place by RWM,;

o Use any manual handling aids or safety equipment provided properly.
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7 Travel Risk Management

7.1 Background

Travel presents individuals with safety and security risks not present when working in RWM offices.
These risks can impact the safety of the traveller during their journey, but also following the
completion of the journey, e.g. suffering from fatigue. International travel in particular may pose
more significant risks and may involve working in areas where more limited support is available;
similar to lone working. All business travel must be planned to control the risks involved and
ensure the safety of RWM staff.

7.2 Legislation

The Health and Safety at Work etc. Act 1974 — RWM must ensure, so far as is reasonably
practicable, the health and safety of its employees while undertaking business travel as well as
ensuring that other non-employees are not put at risk by the business travel of RWM staff.

The Management of Health and Safety at Work Regulations 1993 — RWM must undertake a
suitable and sufficient risk assessment of business travel. RWM must also consult its employees
on travel issues.

7.3 Responsibility

o RWM is responsible for the safe management of all work related travel by RWM
employees.

o RWM line managers are responsible for taking reasonable steps to ensure their staff travel
safely in accordance with the requirements of this manual and do not feel pressured into
travelling or completing journeys when they do not believe it is safe to do so, e.g. due to
tiredness or adverse weather conditions.

¢ RWM employees must take reasonable care of their own safety and that of others while
travelling for work and must comply with all RWM safety arrangements at all times.

¢ RWM employees are responsible for taking practical steps to ensure they have a suitable
means of contacting the organisation or summoning assistance while travelling.

o RWM employees are responsible for reporting any hazard observations, near misses of
events identified while travelling using the See Something Say Something System.

7.4 Arrangements

7.41 Avoid/ Minimise Travel

¢ RWM staff should only travel on business where there is a business need which cannot
reasonably be met without travelling. If a meeting can be held effectively remotely via
telephone or video conference, it should be used to avoid the safety, security and
environmental impacts of travel.

¢ RWM line managers should ensure their staff do not travel unnecessarily.

7.4.2 Avoid / Minimise Driving

¢ Where travel cannot be avoided, then rail travel or air travel should be used in preference to
driving where practicable. Both air and rail are considerably safer than road travel.

¢ In line with the Greening Government Commitments which apply to RWM, domestic air
travel should also be minimised due to its greater environmental footprint than rail travel.
Rail travel should be used in preference to domestic air travel unless there are clear cost or
time effectiveness advantages to air travel, e.g. if travelling form Harwell to Dounreay.

¢ In line with the Greening Government Commitments targets to reduce domestic air travel,
cost alone should not be used to justify domestic air travel and when considering the use of
air travel the whole journey from origin to final destination should be considered rather than
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7.4.3

simply the flight itself. In particular, air travel can result in longer journeys by car at each
end of the flight, increasing overall travel risk, while door to door travel time is often similar.
While travelling abroad, as in the UK public transport should be preferred over driving.
Where it is necessary to use hire cars they must meet the criteria set out in Section 8.4.5.
Cycling on business is permitted as an alternative to driving. For more information see
Section 9 of this manual.

No RWM business travel should be undertaken by motorbike, as the risk of serious injury or
death when using this form of travel is significantly higher than for other forms of transport.
When travelling on business, it is expected that when driving is unavoidable, a car will be
used by employees receiving a car allowance, and a hire car by those who don't.

Where road travel cannot be avoided and multiple staff are making the same journey, car
sharing is encouraged and driving should be shared where practical to help reduce the
risks of fatigue.

Travel Time

Where reasonably practical, avoid working days exceeding 13 hour, including travel. If this
is not achieved, e.g. when there is a requirement for long-haul travel, alternatives to driving
should be used at the end of your journey.

Maintain a rest period of at least 11 hours in any 24 hour period and at the end of the day
try to take a break that allows at least 8 hours sleep before you work or travel again.
Consider alternatives to driving if you need to travel when you would normally be asleep.
Do not drive if you feel impaired by fatigue.

Given the relatively high risk involved with driving, additional controls on journeys involving
driving are set out in Section 8 which should also be considered when driving on business.

Plan for Contingency

Journeys should always be scheduled allowing additional travel time for breaks and
potential delays (especially when travelling at times or in locations where delays are
reasonably foreseeable).

In the event of exceptional circumstances or disruption e.g. a vehicle breakdown or major
disruption, it is the responsibility of the traveller to use their discretion as to whether to
continue the journey.

Individuals travelling on business should keep aware of adverse weather conditions. It is
the responsibility of the traveller to use their discretion as to whether to continue the
journey. If the traveller elects to continue their journey they should allow extra time for the
journey as appropriate.

During extreme weather conditions, RWM offices may be closed by the Senior Responsible
Person avoiding the need to travel to work in hazardous conditions or allowing additional
time to return home.

For international travel and domestic journeys longer than the traveller is ordinarily used to,
travellers should agree primary and back-up points of contact prior to travel and should
agree call in schedules with them to help ensure the traveller has arrived safely.

Travellers must ensure their work related contact details are up to date in a) the RWM staff
directory on the intranet, b) in Outlook and c) in their Capita traveller profile.

Irregular business travellers who have not been issued with RWM mobile phones can
obtain mobile phones temporarily when necessary to ensure they can summon
assistance/can be contacted.

Travellers must ensure phones or devices are charged up and ready for use.

Travellers on business are covered by the RWM'’s travel insurance (which is provided by
the NDA). Travellers must keep details of relevant insurance to hand.
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7.4.5

7.4.6

7.4.7

Travellers can also obtain assistance if required through Chubb Assist in the event of
emergencies. Travellers must keep the Chubb Assist contact number and account number
to hand.

Travellers can also register for travel and security alerts from Capita Travel and Red24.
International travellers can also register for advisories from the Foreign and Commonwealth
Office.

Travellers are advised to store an emergency contact in their personal mobile phones as’
ICE’, which stands for ‘In Case of Emergency’ prior to travelling and to use the emergency
contact feature available for work mobile phones so that relevant authorities can quickly
know who to reach out to if you're unable to use your phone.

A small number of basic mobile phones are available from the Harwell Reception for use by
RWM travellers to provide a means of emergency communication while travelling on
business for staff who have not been issued RWM mobile devices and who do not wish to
use a personal mobile phone as a means of emergency contact.

International Travel

When travelling to foreign countries, the traveller must always seek permission from their
line Director and should review travel advice from the Foreign Commonwealth Office (FCO)
https://www.gov.uk/foreign-travel-advice prior to seeking approval to travel.

The line Director should consider any risks identified in travel advice from the FCO in
determining whether or not to approve travel requests Any travel to countries identified as
being high-risk by the FCO must be referred by the relevant Director to the HSSEQ
Director, along with a trip specific risk assessment, for approval prior to proceeding.

Travel to lower risk countries is covered by the General Risk Assessment ref LL23602840.
However, travel to higher risk countries must be in accordance with a trip specific risk
assessment for each journey.

Travel Booking

All train, aircraft and hotel arrangements must be booked through Capita Travel. In
exceptional circumstances where this is not possible (e.g. occasionally where RWM staff
are travelling as part of international delegations and it is not practical to make separate
arrangements), this will be agreed with the relevant Director and the Head of HSSEQ
Systems and the Security Manager will be notified of this.

Capita Travel stores information on who is travelling, how and where as arrangements are
booked, so that travellers can be identified by Capita and contacted if necessary in an
emergency.

Travel Bookers will also add train, aircraft and hotels to both the travellers’ calendar and the
RWM Travel Calendar to enable RWM’s direct access to travel information in an
emergency.

Recording Travel Plans

Where travel is unavoidable, it is the responsibility of the traveller to ensure that all work-
related journeys, regardless of duration or mode of transport are recorded in the traveller’s
Outlook calendar.

RWM Travel Bookers must ensure information about public transport, taxi’s and hotel
bookings are recorded in the RWM Travel Calendar. As a minimum, this should include the
full address of the destination, the relevant contact details, as well as the time and date of
the appointment.

If plans change and the traveller is not able to update their calendar, the traveller must
ensure their agreed point of contact or team admin support knows so that the calendar can
be updated.
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7.4.8 Emergencies

¢ All travellers must ensure that their contact details are recorded on their Traveller Profiles
and in the RWM Intranet Directory to enable them to be contacted in an emergency.

¢ In the event of emergency travellers can seek support from Capita Travel and Events
and/or Chubb Assist via their 24 hour contact numbers as necessary.

e Following an incident or emergency situation, when it is safe to do so please:

o Contact your line manager or agreed travel contacts. Out of normal office hours or if
you are unable to reach these contacts please contact 24 hour security on 01925
802931.

o If you have a mobile phone, update your mobile voicemail so if the call goes straight
to voicemail when people try to reach you they still get updated on your status. If
you are caught up in a larger incident you may wish to do this before other calls in
case of network disruption.

o If relevant, contact RWM’s insurers to report any potential loss or claim in line with
the guidance provided by Business Services on the RWM intranet.
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8 Driving on Business

8.1 Background

Driving on business is likely to be the highest risk activity undertaken by most RWM staff at this
time. Therefore public transport should be used wherever practical in preference to diving for
business travel. However, this section describes the requirements which apply to driving on
business where it cannot practicably be avoided.

8.2 Legislation

The Health and Safety at Work etc. Act 1974 — RWM must ensure, so far as is reasonably
practicable, the health and safety of its employees while driving on business as well as ensuring
that other non-employees are not put at risk by RWM staff driving on business.

The Management of Health and Safety at Work Regulations 1993 — RWM must undertake a
suitable and sufficient risk assessment of business travel. RWM must also consult its employees
regarding issues with driving on business.

The Road Traffic Act 1988 — RWM employees must comply with the Road Traffic Act at all times.
This includes, but is not limited to: wearing a seatbelt, driving with due care and attention, driving
with insurance, driving a road-worthy vehicle with a valid MOT as required, obeying the speed limit
and not using a hand-held device while driving.

Where employees plan to drive outside the UK while travelling on business, additional local legal
obligations may apply and travellers should ensure they understand local requirements prior to
driving.

8.3 Responsibility

o RWM is responsible for ensuring, so far as is reasonably practicable, the health and safety
of its staff and others as a result of driving on RWM business.
e RWM Line managers are responsible for:
o Ensuring staff only drive on RWM business where necessary and alternative public
transport options are not practical.
o Taking reasonable steps to ensure that their staff comply with the requirements of
this manual when driving on RWM business.
¢ RWM Staff are responsible for:
o Only driving when they possess a valid driving licence.
Ensuring they have adequate breakdown cover for all stages of their journeys.
Driving safely and with due care and attention at all times.
Not driving when not fit to do so, e.g. due to fatigue, iliness, medication etc.
Obeying the speed limit and other legal requirements at all times.
Not using either hand held or hands free mobile devices when driving.
Only using roadworthy vehicles when driving.
Ensuring any vehicle has a valid MOT where necessary.
Reporting any hazard observations, near misses or events identified while travelling
on RWM business using the See Something Say Something System.

O O O O O O O O

8.4 Arrangements

8.4.1 Avoid / Minimise Driving

e Public transport should be the preferred means of travel where practical. Employees
receiving a car allowance are still expected to avoid driving where practical, preferring
public transport

e The general expectations with the respect to the length of the working day (including
business travel) set out in Section 7 should be applied to planning any business travel.
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8.4.2

8.4.3

8.4.4

In addition to the requirements set out in section 7, recognising the high risk involved in
road travel and the dangers of fatigue, staff must not plan more than 9 hours of driving in
any working day taking account of likely congestion or delays.

Work-related Driving Risk Assessment

A risk assessment has been undertaken in order to identify the hazards, who might be
harmed, evaluate risks and establish control measures to reduce the risks associated
business driving.

The risk assessment is on Livelink at LL23602840. All employees should read and
understand this risk assessment before driving on business.

Safe Driver Training

RWM has a duty to protect our employees, contractors and the public from the risks arising
from unsafe driving practices, distraction and tiredness on the road.

RWM will provide driver training for staff driving, or expected to drive, over 2,000 miles per
annum on business, and other staff at the discretion of the organisation. RWM staff are
required to attend this driver training every three years and whenever else RWM considers
that it is necessary.

RWM may if necessary prevent individuals driving on business where it has reason to
believe this is necessary to discharge its duty of care to staff and other road users.

Driver Requirements
All RWM employees engaging in work-related driving must:

o Possess a valid licence for the country in which they drive;

o Be competent to operate the vehicle at all times;

o Drive in a safe manner and comply with local legislation and any site rules;

o Use and ensure their passengers use seatbelts;

o Possess breakdown cover for all stages of their journeys;

o After each 2 hours of driving, consider the need to stop and take a minimum of 15
minutes break;

o After 4 hours of driving, stop and take a minimum of 45 minute break;

O .

o Stop driving and make alternative arrangements if for any reason it would be unsafe to
continue to drive, e.g. due to fatigue, iliness or poor conditions.

o If using their own vehicle, possess adequate insurance (including for business use);

o Never allow unauthorised personnel (e.g. hitch-hikers) into the vehicle;

o Never allow any person to travel in cargo-areas;

o Never use any mobile device while the vehicle is in motion, including hands-free kits;

and
o Never drive under the influence of alcohol or drugs.

Employees must inform RWM immediately if they have any reason to suspect they are
unable to meet any of the requirements for safe driving set out in this manual.

At the request of RWM, drivers are required to declare that they have the following in place:

o A valid driving licence for the country in which they drive;

o A valid insurance for the vehicle they drive that includes provision for driving on
business appropriate for the country in which they drive (if using own vehicle); and

o Avalid MOT certificate for the vehicle (if using their own vehicle over three years old).
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8.4.5

RWM will document and maintain records pertaining to driving licences and training. To

support this employees shall be required to:

o Produce valid documentary evidence to RWM upon recruitment and annually; or

o Provide information to allow RWM or an agent designated by RWM to verify training
and license information, as required.

Vehicle Requirements

8.4.5.1 All Vehicles

All vehicles used for work-related driving at RWM (including personal vehicles used for
business travel) must be:

o Suitable for business use

o Registered or certified in accordance with local legislation;

o Inspected and maintained in accordance with manufacturer’s specifications; and
o Fitted with all safety equipment required by legislation (e.g. seatbelts and airbag).

8.4.5.2 Hired Vehicles

Where individuals who are not in receipt of an RWM car allowance need to travel on RWM
business, the preference is that hire cars rather than personal vehicles are used. All hire
cars must meet the RWM Vehicle Requirements listed above.

When using a hire car, the traveller must complete the user-checklist provided by the hire
car company upon first receiving the vehicle from the hire company.

All hire cars used by RWM must have at least a 4 star NCAP Safety Rating.

Car safety kits must be provided in hire vehicles.

All users of hire vehicles must confirm sufficient breakdown cover is in place for all stages
of their journey.

8.4.5.3 Pool Vehicles

8.4.6

RWM may provide pool cars where there is an appropriate business case to do so.

All pool cars must meet the Vehicle Requirements listed above.

In addition to this, when using a pool car, the traveller must complete the user-checklist

provided by RWM (RWPR91 FO1) prior to each use of the vehicle.

All pool cars used by RWM must have at least a 4 star NCAP Safety Rating.

It is the responsibility of RWM to:

o Ensure all pool cars are inspected and maintained in accordance with manufacturer’s
specifications by a designated garage. This includes MOT, servicing and repairs.

o Complete the monthly-checklist for each vehicle.

o Provide sufficient breakdown cover

Car safety kits are provided in pool vehicles.

Pool car arrangements have been established primarily for use in the UK. Travellers should

seek advice from Business Services prior to use of pool cars outside the UK. For more

information on pool cars at RWM, please see RWPR91-G01 Guidance on Travel Safety

and Use of Harwell Pool Car.

Emergencies

8.4.6.1 Car Safety Kits

RWM shall provide car safety kits in RWM pool cars containing the following items:
o Hazard warning triangle

o First-aid kit

o High visibility vest
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o Windshield ice scraper

@)
@)

Emergency foil blanket
Life hammer with seat belt cutter

e Hire cars are provided with an equivalent car safety kit by the supplier.

¢ RWM will make car kits available to be booked out on a journey by journey basis by staff
not in receipt of a car allowance using their own vehicles for business travel.

o Employees in receipt of a car allowance must provide the following (funded via their car
allowance) prior to using their vehicle for business use:
o A car safety kit including as a minimum the items above.

@)
@)

Insurance covering all planned business use of the vehicle.
Breakdown cover for all planned business use of the vehicle.

8.4.6.2 Car Incident Procedure
e Following a road incident, the driver should:

O

Record all known details about the incident using the ‘car accident form’ document
available from the travel section of the intranet or in the pool car folder.

Provide RWM'’s name, the address the car is registered to (individual or company), and
the vehicle registration number to all other parties involved using the detachable slip on
the ‘car accident form’, or by other means.

Obtain witness names and contact details wherever possible. Please also approach
any persons who were in the vicinity of the incident as they could provide valuable
comments on driver behaviour, vehicle locations, impact positions, speed etc.

Provide clear and concise comments regarding the incident circumstances, whilst
commenting on any damage, injury sustained etc. If available please use a camera or
mobile phone to take images of the incident location, and the vehicles involved to
support the reported circumstances.

Confirm the number of passengers in any third party vehicle(s) - this can be crucial in
preventing fraudulent insurance claims.

If particulars have not been exchanged or if there has been injury to a person, report to
the police at the first opportunity and in any case within 24 hours of the incident.
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9 Cycling on Business

9.1 Background

Cycling when undertaken safely offers many advantages as a mode of transport to employees and
RWM. Cycling is a good form of exercise which improves fitness and wellbeing and can reduce
stress. Cycling is also less harmful to the environment than driving. Whether cycling is an
appropriate mode of transportation for a particular journey is to be decided by the traveller and
consideration of legislation.

The Health and Safety at Work etc. Act 1974 — RWM must ensure, so far as is reasonably
practicable, the health and safety of its employees while cycling on business as well as ensuring
that other non-employees are not put at risk by RWM staff cycling on business.

The Management of Health and Safety at Work Regulations 1993 — RWM must undertake a
suitable and sufficient risk assessment of business travel. RWM must also consult its employees
regarding issues with cycling on business.

The Road Traffic Act 1988 and the Highway Code— RWM employees must comply with the
Road Traffic Act and the Highway Code at all times. This includes, but is not limited to: wearing a
helmet, obeying road traffic signs and signals, and having a bicycle with the correct safety lights
and high visibility clothing.

Where employees plan to cycle outside the UK, additional local legal obligations may apply.
Cyclists should ensure they understand local requirements prior to cycling.

9.2 Responsibility

¢ RWM is responsible for ensuring, so far as is reasonably practicable, the health and safety
of its staff and others as a result of cycling on RWM business.
¢ RWM Line managers are responsible for:
o Taking reasonable steps to ensure that their staff comply with the requirement of
this manual when cycling on RWM business.
¢ RWM Staff are responsible for:
o Only cycling when competent and capable;
Wearing a helmet and high visibility clothing while cycling;
Cycling safely and with due care and attention at all times.
Not cycling when not fit to do so, e.g. due to fatigue, illness, medication etc.
Obeying the speed limit and other legal requirements at all times.
Not using either hand held or hands free mobile devices when cycling.
Only using roadworthy bicycles.
Ensuring they have the correct safety lights available in pool light or after dark.
Reporting any hazard observations, near misses or events identified while travelling
on RWM business using the See Something Say Something System.

O O O O O O O O

9.3 Arrangements

9.3.1 Cycling on Business Risk Assessment

e Arisk assessment has been undertaken in order to identify the hazards, who might be
harmed, evaluate risks and establish control measures to reduce the risks associated
business cycling.

e The risk assessment is on the Livelink system at LL23602840. All employees should read
and understand this risk assessment before cycling on business.

9.3.2 Cyclist Requirements
o All RWM Employees engaging in work-related cycling must:
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9.3.3

O O O O O

©)
@)

Be competent and capable of cycling in a way that is safe for them and others;

Be sufficiently fit and healthy to cycle safely and not put themselves and others at risk;
Cycle in a safe manner and comply with local legislation and any site rules;

Always wear an approved helmet and high visibility clothing;

Always apply the general expectations with the respect to the length of the working day
(including business travel) set out in Section 7;

Where practical avoid travelling after dark;

Stop cycling and make alternative arrangements if for any reason they feel it would be
unsafe to continue to cycle, e.g. due to fatigue or illness or poor conditions;

Use cycle routes, advanced stop lines, cycle boxes and toucan crossings as
appropriate, unless at the time it is unsafe to do so;

Never leave bicycles where they could cause an obstruction or hazard to other road
users. Secure it well so that it will not fall over and become an obstruction or hazard;
Never use any mobile devices or hands-free equipment while the bike is in motion;

Never cycle under the influence of alcohol or drugs; and
Never cycle on the pavement.

Employees must inform RWM immediately if they have any reason to suspect they are
unable to meet any of the requirements for safe cycling set out in this manual.

Bicycle Requirements

9.3.3.1 All Bicycles
All bicycles used for work-related driving at RWM must be:

O O O O

Registered or certified in accordance with local legislation;

Inspected and maintained in accordance with manufacturer’s specifications;

Fitted with safety equipment required by legislation (e.g. safety lights;.

At night bicycles MUST have white front and red rear lights lit. Bicycles MUST also be
fitted with a red rear reflector (and amber pedal reflectors, if manufactured after
1/10/85). White front reflectors and spoke reflectors will also help you to be seen.
Flashing lights are permitted, but it is recommended that cyclists who are riding in areas
without street lighting use a steady front light.
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10 Visiting Non-RWM / NDA Office Sites

10.1 Background

RWM employees are occasionally required to visit non-RWM / NDA office sites. The nature of
these sites can be wide ranging and include the likes of offices, laboratories, research centres,
mines and other underground facilities and industrial plants. RWM must be satisfied that all such
sites employees are sent to are sufficiently safe and free from hazard.

10.2 Legislation

The Health and Safety at Work Act 1974 — The act requires employers to ensure so far as is
reasonably practicable, the health, safety and welfare of their employees. This naturally extends to
protecting their health safety and welfare when visiting other sites on RWM business, including
ensuring the sites employees are sent to are sufficiently safe and free from hazard.

The Management of Health and Safety at Work Regulations 1999 — These regulations require
employers to conduct suitable and sufficient risk assessments of their activities. This includes
assessing and controlling the risks of RWM staff visiting other sites. The regulations also require
special consideration to be given to expectant mothers, and young/vulnerable persons.

There may be further specific legal requirements applying to visits to other sites where these
present particular potential hazards, e.g. exposure to radiation, hazardous substances covered by
specific legislation, or specific types of site such as nuclear installations or mines to which specific
legislation applies.

10.3 Responsibility

e RWM is accountable for the safety of RWM staff at work even when visiting other sites.
e The organisation in direct control of the site is responsible for safety standards on the site
and for the safety of visitors to that site.

10.4 Arrangements

10.4.1 Approval Process

e Employees are responsible for seeking approval for visits to sites not covered by the
generic risk assessments described below prior to the visit.

o The traveller's Functional Lead is responsible for approval of visits to higher risk sites
having sought advice from the Head of HSSEQ Systems and in consultation with their
Director.

o Approval to visit higher risk sites must not be granted without a suitable and sufficient risk
assessment having been completed for the proposed visit. The risk assessment for visits to
higher risk sites will include consideration of the safety record of the site being visited.

e Where a sites safety record is not considered good, or if risk assessment identified residual
risks remain unacceptable for other reasons, visits to those sites may not be permitted.

10.4.2 RWM Risk Assessment

o All visits to non-RWM / NDA office sites should be covered by a suitable risk assessment
undertaken at a level commensurate to the nature and level of the risk involved. This is a
prerequisite for approval being granted.

e The general RWM Risk Assessment (LL 23602840) is sufficient for low-risk sites in the UK
e.g. offices, conferences and exhibitions.

e For higher-risk sites such as mines, laboratories or an industrial plant, a full site-specific risk
assessment must be completed by a competent person in accordance with Section 1.6.
This should then be reviewed by the HSSEQ Department prior to approval.
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10.4.3

10.4.4

10.4.5

In some cases, particularly for the higher risk sites, it is unlikely RWM will be in a position to
independently consider all of the risks present. Therefore any RWM risk assessment will
draw heavily on risk assessments created on behalf of the site operator and controls
established in response to them. These should be referenced where relevant in the RWM
risk assessment.

Functional leads are responsible for deciding whether the risk assessment provides a
sufficient basis to approve travel to higher risk sites.

Those co-ordinating visits to higher risk sites will ensure that all RWM visitors are
sufficiently informed of the relevant risks and controls identified prior to the visit.

Travel and Driving

All travel to other sites must be undertaken in accordance with Section 7 of this manual
(Travel Risk Management) and where relevant Section 8 of this manual (Driving on
Business).

Site Induction

It is expected that the host site will provide any RWM visitor with a suitable and sufficient
site induction prior to access at a level commensurate to the risks. RWM Staff will ensure
they have been provided with sufficient information about the risk present on any site to
ensure they remain safe and to allow them to respond appropriately to any emergency.

Information, Instruction, Training and Supervision

No person must visit a non-RWM / NDA office site without having been provided with
sufficient information, instruction, training and supervision.

For lower risk sites such as offices, necessary information may be restricted to the health
and safety induction and fire safety information. For higher risk sites it is typically the case
that visitors will be supervised at all times by a competent person from the host
organisation and made aware of any emergency procedures.
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11 Events

11.1 Background

This section applies to all events that RWM organises. An event organiser has a duty to plan,
manage and monitor the event to make sure that workers and other attendees are not exposed to
health and safety risks. Therefore, where RWM is the organiser of an event, RWM shall be
responsible for the safety of all RWM workers involved in staffing the event, all contractors working
for RWM at the event, and all other attendees, e.g. members of the public.

11.2 Legislation

The Health and Safety at Work Act 1974 — The act requires employers to ensure that overall
safety at the event is maintained so that as far as reasonably practicable, all people (including the
public) involved in setting up, breaking down and attending the event are not exposed to risks to
their health and safety.

The Management of Health and Safety at Work Regulations 1999 — These regulations require
employers to conduct a suitable and sufficient risk assessment of events they manage. The
regulations also require special consideration to be given to expectant mothers, and
young/vulnerable persons.

11.3 Responsibility

¢ RWM is responsible for the events it organises.

¢ RWM is responsible for all RWM staff involved in staffing the event.

¢ RWM is responsible for all contractors it appoints in connection with the event.
¢ RWM is responsible for the safety of attendees of the event.

11.4 Arrangements

11.4.1 Appointing Contractors

o Please see Section 1.9 for more information on Control of Contractors.

o All contractors selected and appointed for the purposes of planning or delivering events
must be competent to carry out assigned tasks safely.

e Prior to appointment, all contractors used must be able to demonstrate their skills,
knowledge and experience of their profession and associated health and safety aspects.

11.4.2 Events Planning
The following requirements apply to the planning of all RWM events:

¢ A competent member of RWM staff must be identified as responsible for the event.

¢ All events must be sufficiently planned. The level of planning required is proportionate to
the scale and level of risk involved.

¢ During the initial planning phase, the following must be considered:

o The scale of the event

Number and type of attendees

Location

Duration of the event

Time of day and year the event will be held

Any specific factors influencing the level of risk involved.

e The HSSEQ department must be consulted while planning any public event. The HSSEQ
department can support the planning through the provision of HSSEQ advice.

e For low risk events, the planning of the event should address the controls and actions
identified by the generic risk assessment undertaken by RWM (see below).

O O O O O
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For higher risk events, an event specific risk assessment must be undertaken by a
competent person (see below) and an event emergency plan established if required (see
below).

RWM staff involved in the event should also be involved in the planning phase of the event,
as should the operator of any proposed venue.

11.4.2.1 Risk Assessment

A suitable and sufficient risk assessment is required covering all events, including those
held by RWM and third party events attended by RWM as a participant.

The risk assessment should be at a level commensurate to the scale and level of risk
involved.

A generic risk assessment has been undertaken by the HSSEQ department which may be
sufficient for small, low risk events and meetings (LL 23602840).

For larger-scale events such as conferences, an event-specific risk assessment must be
completed by a competent person in accordance with Section 1.6.

Any event-specific assessment should take account of any risk assessment and controls
identified by the operator of the venue for the event, where relevant.

Event- specific risk assessments for public events must be reviewed by the HSSEQ
department.

11.4.2.2 Emergency Planning

All events must be covered by a suitable and sufficient emergency plan.
For small, lower-risk events in fixed venues with established emergency procedures
already in place, it may not be necessary for RWM to establish an additional event-specific
emergency plan. However, for larger or higher risk events, an event-specific emergency
plan will need to be drawn up informed by the event specific risk assessment.
Essential aspects of an emergency plan include:

o Means for getting persons away from immediate danger

o Means for summoning emergency responders, e.g. fire brigade

o Means for handling injuries, e.g. first aid room

o Where necessary, means for dealing with displaced / non-injured parties, e.g.

conference evacuation safe muster point

o Arrangements for the protection of property
Emergency plans for public events must be reviewed by the HSSEQ department.
A sufficient number of competent persons must be appointed to implement the emergency
plan, e.g. first-aiders and fire-wardens. These may include a mix of RWM and venue staff.

11.4.2.3 Provision of Information, Instruction and Training

All staff, attendees and contractors must be provided with relevant information on any risks
to their health and safety identified in the generic or event-specific risk assessment.
Staff, attendees and contractors must be given relevant information on:
o Venue and event hazards and control measures
o Venue or event rules and safe systems of work, e.g. speed limits and parking
arrangements
o First aid provisions
The welfare facilities
o Emergency arrangements (information from emergency plan), e.g. the fire muster
point
o Adverse weather forecast news
o Safety signage information

o

Page 46 of 80
OFFICIAL





OFFICIAL RWM52

Health and Safety Manual Rev 0

o Typically staff and contractors will be provided with a venue/event specific induction prior to
event set up, while information will be provided to attendees at the beginning of the event,
e.g. in the event introduction.

11.4.2.4 Supervision of the event
o All staff, contractors and attendees must be provided with sufficient supervision by
competent persons. The level of supervision required must be proportionate to the level of
risk and nature of the work.

Page 47 of 80
OFFICIAL





OFFICIAL RWM52

Health and Safety Manual Rev 0

12 Occupational Stress

12.1 Background

Occupational Stress is a common risk in the modern workplace and in modern life. It refers to the
negative reaction people have to excessive pressures placed on them. There is a clear distinction
between pressure, which can be a motivating factor, and stress, which can occur when this
pressure becomes excessive for the individual. Stress can result from occupational factors,
personal factors or the combination of occupational and personal factors.

12.2 Legislation

Health and Safety at Work Act 1974 — the Act requires employers to take measures to control the
risks to employees as a result of their undertaking so far as is reasonably practicable, including
those associated with occupational stress.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including the risk of stress-related ill
health as a result of occupational factors, or to which such factors contribute.

12.3 Responsibility

o RWM is responsible for controlling the risks of occupational stress to its employees as far
as is reasonably practicable.

12.4 Arrangements

12.4.1 Risk Assessment

e A generic risk assessment for occupational stress has been undertaken by the HSSEQ
department. To control the risks identified in this assessment RWM:

o Has secured access for its staff to an independent Employee Assistance
Programme, which can be used to secure support in dealing with stress arising
either as a result of work for RWM or other personal factors.

o Periodically provides stress awareness training for RWM staff.

o RWM also holds regular Health & Safety Committee meetings where issues relating to
occupational stress can be raised by RWM or staff representatives, with a view of avoiding
the negative effects of stress to individuals and the business.

12.4.2 Employee Assistance Program (EAP)

o The Employee Assistance Program is funded by RWM and is intended to help employees
deal with personal problems that might adversely impact performance, health and
wellbeing.

e The EAP covers employees and their immediate family members who reside at the same
address.

o The service is accessed via the Freephone number 0800 030 5182 and provides access to:

Stress helpline

Structured telephone counselling

Referral to face to face counselling

Referral to serious illness and accident support

Tax advice

Legal advice

Eldercare

Childcare

Medical information.

O O O O O O O O O
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12.4.5

Additional services can be accessed via the Health Assured website
www.healthassuredeap.co.uk. Once you have entered the site you will be prompted for a
username which is NDA and password which is Nuclear._The additional services provided
include:

o Emotional support

o Fitness advice

o Personal coaching tool

o Health assessment

o Medical information.
Information on how to contact the Employee Assistance Programmee is displayed on H&S
noticeboards and the RWM intranet.
The EAP is open 24 hours a day, 7 days a week, and 365 days a year.

Stress Awareness Training

RWM periodically provides stress awareness training to assist RWM staff and line
managers in identifying indications of stress in themselves and others and how to manage
pressures to avoid occupational stress.

RWM staff are required to attend Stress Awareness Training.

Sickness Absence Monitoring

Sickness absence monitoring is carried out by the RWM HR Department.

The RWM Head of HR will seek to identify instances of absence which may be related to
possible occupational stress, with view to providing assistance to the employee.

The HSSEQ Director will be advised of instances where absences are believed to result
from occupational stress, or other occupational factors, to support overall stress
management.

Management Requirements

RWM line managers must provide the employees that they manage with:

12.4.6

Reasonable and realistic demands. This includes issues such as workload, work patterns
and the work environment;

A reasonable amount of control of their work. This includes how much say the employee
has in the way they do their work;

Support. This includes encouragement, sponsorship and resources;

A relationship that promotes positive working to avoid conflict and dealing with
unacceptable behaviour;

A clear role. This includes ensuring that employees understand their roles within the
organisation clearly and do not have conflicting roles; and

Clear management and communication of change.

Employee Requirements

RWM Staff are responsible for:

Supporting their colleagues;

Treating their colleagues in a respectful way; and

Raising any concerns they have about occupational stress with their line manager, staff
representative or RWM HR.
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13 Vulnerable Workers

13.1 Background

Vulnerable workers are any employees who, for number of reasons, may be at an increased level
of risk at work. This includes new and expectant mothers, persons with disabilities, young people,
non-English speaking workers and temporary/agency workers. For the definitions of these
categories, please see Section 1.1 of this manual. There are many reasons why employees may
be more vulnerable at work:

New and expectant mothers - Certain hazards which present a relatively low risk of harm to the
general population can cause serious harm to new and expectant mothers and their unborn
children. Significant safety risks to new and expectant mothers may include exposure to toxic
chemicals and substances, biological infections, travel, stress, passive smoking, personal
protective equipment, manual handling and ergonomics.

Persons with disabilities - There are a wide range of physical and mental disabilities and health
conditions which may require a person to be given special consideration with regards to health and
safety. A person with a mobility impairment may have difficulty travelling up and down stairs during
a fire evacuation. A person with a hearing impairment may be unable to hear the sound of an alarm
and so will need alternative control measures. A person with a learning disability or neurodiversity
related-learning needs may require a different style of safety training.

Young people - Younger persons may lack experience and not be aware of existing or potential
risks. They may react to dangerous situations with less maturity.

Non-English speaking workers - People with a limited understanding of the English language
may not understand certain safety information, instruction or training provided.

Temporary/Agency workers — Temporary workers may not have been to the site previously and
so be less familiar with safety risks. A temporary worker may be unaware of how to report a safety
incident or how to raise the alarm in an emergency scenario.

13.2 Legislation

Management of Health and Safety at Work Regulations 1999 — These regulations require
employers to assess the health and safety risks that their employees are exposed to whilst at work.
This requires the specific needs of employees to be taken into account in order for an assessment
to be sufficient to ensure their safety.

There are also specific requirements relating new and expectant mothers at work. Risk
assessments should include any specific risks to females of childbearing age who could become
pregnant, and any risks to new and expectant mothers. These risks can be from any process,
working conditions, or physical, biological or chemical agents.

The regulations require special consideration to be given to young persons to ensure they are not
placed at increased risk in the workplace due to lack of experience, being unaware of existing or
potential risks and/or lack of maturity.

Workplace (Health, Safety and Welfare) Regulations 1992 — These regulations require
employers to provide suitable rest facilities for workers who are pregnant or breastfeeding. The
facilities should be suitably located (e.g. near to toilets) and where necessary should provide
appropriate facilities for the new or expectant mother to lie down. Facilities must also cater for
persons with disabilities, e.g. accessible toilets, etc.

Equality Act 2010 — The Equality Act gives protective rights to a broad range of employees,
including agency workers and apprentices. It requires equal treatment in access to employment,
regardless of the protected characteristics of age, disability, gender reassignment, marriage and
civil partnership, race, religion or belief, sex, and sexual orientation. There are also special
protections for pregnant women. Health and safety measures must not indirectly discriminate
against those with protected characteristics.
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13.3 Responsibility

RWM is responsible for ensuring the safety of its staff, including any vulnerable persons.
Employment agencies, contractors etc. providing temporary staff to RWM are responsible
for ensuring their staff have been adequately briefed prior to beginning work at RWM and
for advising RWM of any vulnerable staff / special consideration required to ensure the
safety of the staff which they provide to RWM.

Individuals are responsible for advising their employer if they have any reason to believe
that they may be at an increased level of risk at work / that RWM may need to give special
consideration to ensuring their personal safety at work.

RWM employees should advise their line manager or RWM HR in accordance with the
previous paragraph. RWM HR will (in consultation with HSSEQ and/or specialist
occupational health support, as appropriate) ensure special consideration is given to the
protection of vulnerable staff.

13.4 Arrangements

13.4.1

13.4.2

13.4.3

Risk assessment

Special consideration shall be given to the needs of vulnerable workers as required in all
risk assessments.
Person-specific risk assessments shall be undertaken by RWM HR (in consultation with
HSSEQ and/or specialist occupational health support, as appropriate). These assessments
should consider:

o Workplace layout

o Physical, biological and chemical agents a person could become exposed to

o Work equipment

o How work processes are organised

o Health and safety training.

Personal Emergency Evacuation Plans (PEEP)

Personal Emergency Evacuation Plans are created whenever a person is likely to have
difficulty complying with general emergency evacuation procedures. For example: a
wheelchair user may have difficulty going up and down stairwells and cannot use the
elevator during an evacuation. To help ensure the person’s health and safety during a
potential fire, special consideration must be given to their particular needs. Solutions may
include reasonable adjustments to their working practices or special equipment.

Information, Instruction, Training and Supervision

All employees, including vulnerable workers shall be given sufficient information,
instruction, training and supervision.

All signage shall be provided in accordance with legislative requirements.
Young persons are not permitted to be unaccompanied on site.

Line Management Responsibilities

Line managers have the responsibility to ensure vulnerable persons are never asked to
undertake tasks which could put them at undue risk.

Line managers have a responsibility to ensure all their staff are able to evacuate their place
of work swiftly and safely during an emergency. This includes ensuring persons with
disabilities have a valid Personal Emergency Evacuation Plan (PEEP).
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13.4.5 Employee Responsibilities
¢ Employees have a responsibility to inform their line manager or RWM HR at the earliest
opportunity of circumstances likely to put them at additional risk. This includes any
disabilities or health conditions, or pregnancy.
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14 Electrical Safety

14.1 Background

Electricity is an essential part of the modern workplace but can easily prove deadly if safety
standards are not maintained. Electrical equipment may be portable, such as a lap-top computer,
or a fixed installation like the office power supply. Both portable electronic equipment and fixed
installations need to be periodically inspected. Only competent electricians should undertake any
work on fixed or portable electrical equipment

14.2 Legislation

Health and Safety at Work Act 1974 — the Act requires employers to take measures to control the
risks to employees so far as is reasonably practicable, including those associated with electricity.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including those related to electricity.

Electricity at Work Regulations 1989 — These regulations require employers to take precautions
against the risk of death or personal injury from electricity in work activities. Precautions are wide
ranging and include electrical systems being of sufficient strength and capability, being well
maintained and being inspected periodically by a competent person.

14.3 Responsibility

e The relevant PFC is responsible for the management of fixed electrical installations and
electrical safety for the premises for which they are responsible.

¢ The relevant PFC is responsible for arranging the periodic testing of portable electronic
appliances (Portable Appliance Testing (PAT) testing) at offices where RWM staff work.

e The PFC is responsible for ensuring that electrical work is carried out by competent,
qualified and experienced electricians.

o NDA is responsible for the electrical safety of the installed communications and IT
infrastructure provided by the NDA and its IT manged service provider.

o RWM staff are responsible for exercising reasonable caution to avoid use of / contact with
electrical equipment with obvious signs of damage.

14.4 Arrangements

14.4.1 Fixed Electrical Testing

¢ All premises occupied by RWM must be subject to fixed electrical system tests completed
by a qualified electrician appointed and supervised by the PFC.

e This testing of fixed electrical systems will be completed every five years or when
alterations to the electrical infrastructure have been made.

o Where premises are serviced by a third party, RWM will obtain documentation to confirm
fixed electrical systems have been completed and maintained in accordance with legal
requirements.

14.4.2 Competent Persons
o All electrical work at RWM premises will be undertaken by competent electricians appointed
and supervised by the PFC.
e A competent electrician must have the technical knowledge, experience and qualifications
necessary to prevent danger when undertaking electrical work.
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14.4.3

14.4.4

14.4.6

Secure Access

All areas containing Electrical High Voltage and / or Distribution equipment must be
secured in a locked enclosure with relevant warning signage.

PAT Testing

The PFC is responsible for undertaking Portable Appliance Testing (PAT) on all portable
appliances. PAT testing shall be undertaken every two years. Records of the PAT will be
displayed on the appliances and held on file by the PFC.

Staff checks
RWM staff will inspect electrical equipment for obvious signs of damage prior to use.
RWM staff will exercise reasonable caution to identify obvious signs of faults during use.

RWM staff will not use any equipment they believe to be damaged or faulty and will avoid
contact with damaged or faulty equipment.

Information, Instruction and Training

All staff will be provided with information on electrical safety including how to visually check
items before use and identification of the item’s last PAT.
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15 Noise

15.1 Background

There are many sources of noise in the modern workplace, ranging from construction and
maintenance activities, vehicles and other work equipment. High levels of noise can result in
temporary or permanent hearing-problems. These include tinnitus, which is characterised by a high
pitched ringing sensation in the ear of the sufferer, and Noise Induced Hearing Loss (NIHL), an
irreversible reduction in hearing ability. Hearing problems can be the result of sudden loud noises
or prolonged exposure to elevated noise levels.

15.2 Legislation
Health and Safety at Work Act 1974 — the Act requires employers to take measures to control the
risks to employees so far as is reasonably practicable, including those associated with noise.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including those related to noise.

The Control of Noise at Work Regulations 2005 - these regulations require employers to take
reasonably practicable steps to reduce the harmful effects of noise on hearing.

15.3 Responsibility

¢ The PFC is responsible for the control of noise risks associated with facilities management.

e The PFC is responsible for protecting its own contractors from noise and also others who
may be exposed to noise by their activities, including RWM personnel.

¢ RWM is responsible for assessing and controlling noise risks resulting from its activities.

o RWM staff will report equipment or areas resulting in high noise levels and will seek advice
from HSSEQ prior to procuring equipment or services likely to result in high noise levels.

15.4 Arrangements

15.4.1 Noise Risk Assessment

¢ A suitable and sufficient noise risk assessment must be undertaken wherever there is
reason to suspect noise levels have the potential to reach or exceed the Lower Exposure
Action Value (see below);

e All control measures selected in the risk assessment must be commensurate to the level of
risk;

¢ All control measures selected must take into account the principles of prevention; and

o Noise assessments must be carried out by a competent person using suitable equipment.

15.4.2 Noise Exposure Action values

e The threshold of noise at which control measures are required is known as the Lower
Exposure Action Value.

80 dB = Lower Exposure Action Value
This is the daily or weekly average noise level at which the organisation/person responsible must:

o Provide information, instruction and training; and
o Provide hearing protection.

85 dB = Upper Exposure Action Value
This is the daily or weekly average noise level above which the person responsible must:

o Implement engineering controls and other technical measures to reduce noise; and
o Provide mandatory hearing protection where noise cannot be controlled.
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87 dB = Exposure Limit Value

o This is the noise exposure limit, above which no person can be exposed, taking
hearing protection into account.

e There are no areas of RWM'’s Offices where noise levels are believed exceed the Lower
Exposure Action Value during routine operations. The position does however need to be
kept under review in the event new or mobile equipment is brought into use on a temporary
or permanent basis.

15.4.3 Equipment Procurement
o Wherever new equipment is procured that could reasonably generate elevated noise levels,
e.g. a generator, noise levels must be considered thoroughly prior to purchase.
o All PPE purchased must be sufficiently compatible with other required pieces of Personal
Protective Equipment.

15.4.4 Equipment Maintenance

e All equipment under the control of RWM must be maintained in accordance with
manufacturer’s specifications. This shall help ensure noise levels generated from operation
are kept to a minimum.

15.4.5 Health surveillance

o Health surveillance shall be provided as required by the risk assessment.
o Health surveillance shall be carried out by a competent occupational health professional.
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16 Work at Height

16.1 Background

Work at height means work in any place where, if there were no precautions in place, a person
could fall a distance liable to cause personal injury. Falls from height are one of the main causes of
workplace fatalities.

16.2 Legislation

Health and Safety at Work Act 1974 — the Act requires employers to take measures to control the
risks to employees so far as is reasonably practicable, including those associated with work at
height.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including those related to work at height.

Work at Height Regulations 2005 — these regulations require employers to reduce the risks from
work at height using the avoid, prevent, minimise approach:

¢ Avoid work at height so far as is reasonably practicable;

o Prevent falls using an existing place of work that is already safe or the right type of
equipment, e.g. Mobile Elevated Working Platform; and

¢ Minimise the distance and consequences of a fall, by using the right type of equipment
where the risk cannot be eliminated. This includes for example, a safety harness.

16.3 Responsibility

o The relevant PFC is responsible for the assessment and management of work-at-height
risks associated with its activities.

o RWM staff are not permitted to undertake any Work at Height. If a business need for RWM
staff to undertake work at height is identified, this should be discussed with the Head of
HSSEQ Systems as soon as practical and in any case well before this work needs to be
undertaken. .
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17 Confined Spaces

17.1 Background

A confined space is a place which is substantially enclosed (though not always entirely enclosed),
and where serious injury can occur from a specified hazard. These include:

o Alack of oxygen.

e Poisonous gas, fume or vapour.

¢ Liquids and solids which can suddenly fill the space, or release gases into it.

e Fire and explosions (e.g. from flammable vapours, excess oxygen etc.).

o Residues left in tanks, vessels etc., or remaining on internal surfaces, which can give off
gas, fume or vapour.

e Dust present in high concentrations, e.g. in flour silos.

e Hot conditions leading to a dangerous increase in body temperature.

Work in confined spaces is therefore dangerous and the risks arising from it must be rigorously
controlled.

17.2 Legislation
Health and Safety at Work Act 1974 — the Act requires employers to take measures to control the

risks to employees so far as is reasonably practicable, including those associated with confined
spaces.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including those related to confined
spaces.

Confined Spaces Regulations 1997 — These regulations require employers to avoid entry to
confined spaces. If entry to a confined space is unavoidable, a safe system of work must be
followed with adequate emergency arrangements put in place before the work begins.

Note: Although mines are not within the scope of the Confined Spaces Regulation 1997, many of
the hazards relevant to confined spaces are potentially relevant to the mining industry and mining
legislation imposes a range of requirements to address these.

17.3 Responsibility

e The PFC is responsible for undertaking a suitable and sufficient assessment of confined
space risks associated with its activities and ensuring entry to confined spaces is avoided
where practical, and where access is unavoidable safe systems of work and emergency
arrangements are established to protect the safety of its staff and others.

o RWM employees are not permitted to undertake any work in confined spaces. If a business
need for RWM staff to undertake work in confined spaces, or with the potential to create
confined spaces, is identified, this should be discussed with the Head of HSSEQ Systems
as soon as practical and in any case well before this work needs to be undertaken. ..

¢ Visits to confined spaces are not typically permitted due to the requirement to avoid access
to such sites where reasonably practical. Similar hazards affecting mines and other
underground facilities must be considered in a visit specific risk assessment, as described
in section 1.6, and prior RWM approval is required for such visits as described in section
10.
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18 Hazardous Chemicals and Substances Assessment (COSHH)

18.1 Background

All reasonable steps will be taken to ensure that exposure of RWM staff and others to substances
hazardous to health is prevented or as a minimum controlled to within statutory limits.

In accordance with the Control of Substances Hazardous to Health (COSHH) Regulations 2002,
the company will undertake to control exposure to hazardous substances and where possible
eliminate exposure entirely. Where exposure primarily cannot be eliminated through substitution or
adequately controlled by engineering means, appropriate Personal Protective Equipment (PPE)
will be provided free of charge and after consultation with employees and/or their representatives.

18.2 Legislation

Health and Safety at Work Act 1974 — requires employers to take measures to control the risks to
employees so far as is reasonably practicable, including those related to substances hazardous to
health.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including those related to substances
hazardous to health.

Control of Substances Hazardous to Health Regulations 2002 — These regulations require
employers to assess the risk to their employees arising from substances hazardous to health, and
to prevent or adequately control those risks.

18.3 Responsibility
¢ RWM is accountable for ensuring the safe management of substances hazardous to health
associated with its activities and will ensure a record of all substances hazardous to health
at each of its premises is maintained.
o The relevant PFC is responsible for the management of substances hazardous to health
associated with its activities and will maintain a record of all substances hazardous to
health used as part of its management of each RWM premises.

18.4 Arrangements

18.4.1 COSHH Inventory
¢ Aninventory of all substances hazardous to health used by RWM will be maintained within
each office/site, including appropriate hazard information.
e The inventory shall be reviewed at least annually, or following any change of process.

18.4.2 COSHH Risk Assessment

e Competent persons will be appointed to undertake an assessment of the exposure to
substances hazardous to health, the risks associated with such exposure and to provide
advice on their elimination, substitution or control.

o All operations that involve, or may involve, exposure to substances hazardous to health will
be assessed and appropriate control measures will be implemented where elimination or
substitution of the hazardous substance is not possible.

o Each assessment will be reviewed annually and all operations using hazardous substances
will be reassessed every three years.

18.4.3 Storage and Segregation

¢ All substances hazardous to health shall be stored appropriately in marked and secure
containers.
¢ Incompatible substances shall be sufficiently segregated.
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18.4.4

18.4.5

18.4.6

18.4.7

18.4.8

Personal Protective Equipment (PPE)

PPE will be used only as a last resort or as a back-up measure during testing or
modification of other controls.

The type and use of PPE will be carefully assessed and maintained according to
manufacturers' instructions. Where possible, the number of different types will be minimised
to prevent mistakes with servicing or replacement.

Emergency Procedures

Safety Data Sheets for all substances hazardous to health that are used shall be provided
in an accessible place, as they may be required by emergency responders in an
emergency.

Sufficient spill mitigation equipment shall be provided so as to prevent contamination of the
environment and ensure health and safety so far as is reasonably practicable.

Health Surveillance
Qualified professionals, where indicated to be necessary by the assessment, will carry out
health surveillance of employees.

Employee health records will be kept of all exposure to substances hazardous to health for
a minimum of 40 years.

Information, Instruction and Training

All employees will be provided with comprehensible information and appropriate training on
the nature of the hazardous substances with which they are working and they will be
informed about any monitoring and health surveillance results.

All changes to control measures and changes of PPE will be properly assessed and no new
substances will be introduced into the workplace without prior assessment.

Substances Hazardous to Health Pictograms

All substances hazardous to health produced after 2015 must be marked with one of the
pictograms below.

Acute toxicity Explosive

Health hazard/ Hazardous to the Flammable
ozone layer

Corrosive ﬁ‘ Oxidising

Serious health hazard Gas Under Pressure

&SP D

Harmful to the environment
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19 Managing Asbestos

19.1 Background

Asbestos is a naturally occurring carcinogenic fibre that was widely used in construction until 2000
when it was banned in the UK. Inhalation of the fibres can lead to asbestosis and mesothelioma,
an often terminal form of cancer. Asbestos was used for its heat resistant qualities and can often
be found around boilers, in roof insulation and tiles. Materials that contain asbestos are referred to
as ACMs (Asbestos Containing Materials). ACMs that are in good condition pose little risk unless
disturbed, however damaged ACMs pose a far greater risk of releasing loose asbestos fibres into a
breathable atmosphere.

19.2 Legislation

Health and Safety at Work Act 1974 — requires employers to take measures to control the risks to
employees so far as is reasonably practicable, including those related to the presence of asbestos.

Management of Health and Safety at Work Regulations 1999 — these regulations require
employers to assess the risks arising from work activities, including those related to the presence
of asbestos.

Control of Asbestos at Work Regulations 2012 - These regulations require employers to identify
the presence of asbestos before any building maintenance, demolition or other work liable to
disturb asbestos starts. An asbestos survey must be undertaken if the existing information on the
presence of asbestos in the premises is incomplete.

19.3 Responsibility

o The NDA is responsible for the identification and management of asbestos in the premises
it owns.

¢ The NDA fulfils the legal role of the ‘Dutyholder’ with regards to asbestos for the premises it
owns. This role will be fulfilled by RWM'’s landlord for non-NDA owned buildings. The
dutyholder is the owner of the non-domestic premises or the person or organisation that
has clear responsibility for the maintenance or repair of non-domestic premises, for
example through an explicit agreement such as a tenancy agreement or contract. The
extent of the duty will depend on the nature of that agreement.

¢ RWM is accountable for the control and management of its PFC to ensure that it effectively
manages risks associated with asbestos.

o RWM is responsible for ensuring that the risks arising from asbestos to its employees,
contractors and visitors are managed adequately by the relevant duty holder.

¢ RWM will work with the NDA, or its landlord, to ensure the presence of asbestos in the
offices in which its staff are based is identified and a suitable and sufficient risk assessment
and asbestos management plan is developed and implement where necessary.

e The PFC is responsible for providing information about any asbestos identified or
suspected in the premises within which it operates, to its staff and the sub-contractors
which it employs.

o The PFC is responsible for ensuring that any work undertaken under its control is managed
such that the risks arising from asbestos present in its premises to its employees,
contractors, RWM employees and visitors are managed adequately.

19.4 Arrangements

19.4.1 Asbestos Surveys

o All premises constructed prior to 2000 require an asbestos survey undertaken by a
competent person.
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19.4.2

19.4.3

Any property constructed in 2000 or later is likely to be asbestos free as the material was
banned from this time. In this case confirmation should be sought that no asbestos was
used during construction.

If asbestos containing materials are identified during the asbestos survey, then an asbestos
plan or asbestos register must be produced to identify the location and condition of such
materials.

Asbestos Risk Assessment & Management Plan

If asbestos containing materials are identified then an asbestos risk assessment must be
undertaken and an asbestos management plan must be completed and implemented by a
competent person.

The management plan must be adhered to by all persons and kept up to date.

Asbestos containing materials in good condition must be monitored and may need to be
visibly marked. If damaged, such materials will need to be repaired or removed by
competent persons.

Communication with Contractors

In areas where asbestos containing materials (ACMs) or potential ACMs have been
positively identified, or where ACMs could conceivably be present, all contractors must read
the asbestos survey and management plan thoroughly prior to undertaking any work that
could conceivably disturb the fabric of the building or fittings in anyway.

All contractors must sign the management plan to confirm they have read and understood
the information, prior to undertaking any work that is liable to disturb the fabric of the
building in any way.
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20 Legionella — Management of Water System

20.1 Background

Legionella is a type of bacteria that can cause a potentially fatal pneumonia-type iliness called
Legionnaires disease, as well as a flu-like illness ‘Pontiac fever’. These ilinesses are collectively
known as Legionellosis.

Legionellosis is normally contracted through the inhalation of small droplets of water (aerosols),
suspended in the air, containing the legionella bacteria. Legionella bacteria can proliferate in man-
made water systems, such as air conditioning units, spa pools, cooling towers and condensers. It
is important to assess and control the risk legionella bacteria poses to human health in
environments where it may be found.

Factors that increase the risk of legionella exposure include:

e Temperature range of 20—45 °C where legionella grows most effectively;

o Presence of deposits that support bacterial growth, e.g. rust, sludge, scale etc.
Storage and/or recirculation of water; and

e Processes allowing the creation and dispersal of water droplets.

Therefore, controlling these factors can be an effective way to reduce the risks of Legionella
exposure.

20.2 Legislation

Health and Safety at Work Act 1974 —requires employers to take measures to control the risks to
employees so far as is reasonably practicable, including those related to the presence of
Legionella.

The Management of Health and Safety at Work Regulations 1999 place a duty on employers to
carry out a suitable risk assessment of workplace hazards and to set out adequate procedures for
controlling risks, including those presented by Legionella.

The Control of Substances Hazardous to Health Regulations 2002 (COSHH) requires
employers to control the risks arising from a range of hazardous substances, including biological
agents like Legionella.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
(RIDDOR) requires employers to report certain instances of disease including Legionellosis to the
Health and Safety Executive.

20.3 Responsibility

o RWM is responsible for ensuring that the risks arising from legionella to its employees,
contractors and other persons arising from premises which it manages are adequately
managed by its relevant PFC.

e The PFC is responsible for the management of water hygiene and legionella control.

e The PFC is responsible for taking reasonable actions to detect the presence of legionella.

e The PFC is responsible for producing suitable and sufficient risk assessments and
developing and implementing a legionella control scheme as necessary.

¢ RWM is responsible for ensuring NDA takes appropriate action to manage the risks to its
employees based in offices managed by the NDA.

20.4 Arrangements

20.4.1 Legionella Risk Assessment

o All water systems in premises occupied or under the control of RWM must be subject to a
suitable and sufficient legionella risk assessment.
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This risk assessment shall assess the extent to which legionella exposure is reasonably
foreseeable.

If legionella exposure is reasonably foreseeable, suitable control measures must be
identified and implemented to control the risks arising from Legionella.

The legionella risk assessments must be implemented in the following stages:

1.

20.4.2

Identify Hazards — Hazards may include the presence of legionella bacteria, water
temperatures conducive to legionella proliferation (between 20 °C - 45 °C), water deposits
that encourage legionella growth including rust, algae, biofilms, scale, sludge etc., creation
and dispersal of water droplets, and many more hazards.

Decide who might be harmed — Numbers and location of people who may be exposed to
legionella and how they might be harmed, e.g. inhalation of water droplets while using
emergency shower or cleaning water tank.

Evaluate the risks and establish control measures — Calculating the likelihood and
consequences of exposure to legionella. Control measures will include establishing a
written legionella control scheme.

Record Findings — Record all findings of legionella risk assessments and store them on
file.

Review Risk Assessment — Review legionella risk assessments following:

¢ significant changes to working practices;

¢ significant changes to equipment or water systems;

e awareness of significant new information about risks or control measures;

¢ any event that suggests control measures are no longer effective;

e changes in legislation;

e changes to key personnel; or

e any case of legionnaires disease/legionellosis.

Legionella Control Scheme

Following a legionella risk assessment, a suitable and sufficient legionella control scheme
shall be put in place by a competent person to manage the risks arising from legionella.
The scheme control measures may include, but are not limited to:

designing water systems to reduce risk, e.g. removing redundant pipework and tanks;
water temperature control to avoid temperatures between 20 °C and 45 °C;

chemical treatment of water;

avoiding water stagnation, e.g. running seldom-used taps periodically;

using approved water fittings and appliances;

controlling the release of water spray;

maintaining the cleanliness of water and systems;

providing information, instruction, training and supervision to employees;

monitoring schedule and sampling arrangements; and

emergency procedures.

O O 0O O O o0 O o0 O O
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21 Construction

21.1 Background

Construction remains one of the most dangerous industries in the UK. Many varied and serious
hazards are encountered during construction activities, including falls from height, use of vehicles,
use of heavy equipment, lifting operations, manual handling, exposure to noise and vibration,
management of asbestos, use of substances hazardous to health and many more. It is therefore
essential that construction projects are properly managed to help control risks and ensure the
health and safety of everybody involved. Construction projects include any design, construction,
demolition or modification activities carried by RWM or carried out on any premises at which RWM
operates.

21.2 Legislation

Health and Safety at Work Act 1974 — requires employers to take measures to control the risks to
employees so far as is reasonably practicable, including those associated with design,
construction, demolition and maintenance.

The Management of Health and Safety at Work Regulations 1999 - place a duty on employers
to carry out a suitable risk assessment of workplace hazards and to set out adequate procedures
for controlling risks, including those associated with design, construction, demolition and
maintenance.

The Construction (Design & Management) Regulations 2015 — these regulations apply to all
construction projects. A construction project is any project which includes or is intended to include
construction work and includes all planning, design, management or other work involved in a
project until the end of the construction phase. CDM 2015, like previous versions of the
regulations, establishes a management framework for the control of construction projects including:

¢ the appointment of individuals or organisations to discharge defined roles;

e imposing general duties to minimise risks in construction work and share information;
¢ development of a health and safety plan for construction work; and

o keeping of a health and safety file containing relevant information.

Generally, all parties involved must conduct their work in a way that helps ensure health and
safety. The regulations also set out clearly defined roles for all involved as detailed below.

21.3 CDM Roles

21.3.1 Clients

Clients are organisations or individuals for whom a construction project is carried out. They are
responsible for making suitable arrangements for managing a project, including making sure other
duty holders are appointed as appropriate and sufficient time and resources are allocated. They
also have a duty to ensure:

¢ relevant information is prepared and provided to other duty holders;
o the principal designer and principal contractor carry out their duties; and
e welfare facilities are provided.

21.3.2 Principal Designers

Principal Designers are designers appointed by the client in projects involving more than one
contractor. They are required to plan, manage, monitor and coordinate health and safety in the pre-
construction phase of a project. This includes:

¢ identifying, eliminating or controlling foreseeable risks;
e ensuring designers carry out their duties; and
e preparing and providing relevant information to other duty holders.
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Principle designers are also required to liaise with the principal contractor to help in the planning,
management, monitoring and coordination of the construction phase.

21.3.3 Designers

Designers are those, who as part of a business, prepare or modify designs for a building, product
or system relating to construction work. When preparing or modifying designs they are required to
eliminate, reduce or control foreseeable risks that may arise during construction and the
maintenance and use of a building once it is built. They are also required to provide information to
other members of the project team to help them fulfil their duties.

21.3.4 Principal Contractors

Principal Contractors are appointed by the client to coordinate the construction phase of a project
where it involves more than one contractor. They are required to plan, manage, monitor and
coordinate health and safety in the construction phase of a project including:

¢ liaising with the client and principal designer;
e preparing the construction phase plan;
e organising cooperation between contractors and coordinating their work.

They are also required to ensure:

e suitable site inductions are provided;

e reasonable steps are taken to prevent unauthorised access;

e workers are consulted and engaged in securing their health and safety;
e welfare facilities are provided.

21.3.5 Contractors

Contractors are required to plan, manage and monitor construction work under their control, so that
it is carried out without risks to health and safety. They have duties to coordinate with others where
there are multiple contractors and to prepare the construction phase plan where there is only a
single contractor involved.

21.3.6 Workers

The regulations also impose duties on individual workers involved in construction work. These
include:

e Workers must only carry out construction work if they have the relevant skills, knowledge,
training and experience - or they are provided with the training and supervision that enables
them to do it safely and without risk to health and safety;

o Workers must make themselves aware of the health and safety risks involved in work on
every site and the way those risks are managed;

¢ Workers must always follow site rules and procedures;

o Workers must cooperate with other duty holders, such as the contractor in control of their
work and the principal contractor (who controls the overall project when there is more than
one contractor); and

e Workers must report any risks they find to whoever controls the work on site, whether the
risks affect their own health and safety or anyone else, including other workers and
members of the public.

21.4 RWM Geological Disposal Facility

These responsibilities and arrangements apply to the design and construction of a geological
disposal facility and any associated developments (for example transport and services
infrastructure, or construction work commissioned by RWM as part of any community investment).
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21.4.1 Responsibilities

These responsibilities apply only to construction projects related to the design and
construction of a Geological Disposal Facility (GDF).

Accountability for CDM compliance resides with the Technology Director.

RWM shall fulfil the legal role of the ‘Client’. RWM must make suitable arrangements for
managing a project and maintaining and reviewing these arrangements throughout, so the
project is carried out in a way that manages the health and safety risks. RWM is also
responsible for appointing a principal designer and a principal contractor and making sure
they carry out their duties.

The RWM Design Authority organisation shall fulfil the role of ‘Principal Designer’. The
Principal Designer must eliminate, reduce or control foreseeable health and safety risks
through the design process in order to minimise the risks arising during GDF construction,
operation and closure.

The RWM Design Authority organisation shall fulfil the role of ‘Principal Contractor’ until an
appropriate stage is reached for RWM to appoint a Principal Contractor to prepare for GDF
construction. The Principal Contractor must prepare, review and revise the construction
phase plan and health and safety file, as required. During the construction phase, the main
duty is to plan, manage, monitor and coordinate health and safety.

RWM is responsible for ensuring the safety of its employees during construction projects.

21.4.2 Arrangements

21.4.2.1 Notification Requirements

RWM must notify the HSE if construction work is scheduled to:
o Last longer than 30 working days or have more than 20 workers working
simultaneously at any point on the project; or
o Exceed 500 person days.
Where a project is notifiable, RWM must give notice in writing to the HSE as soon as is
practicable before the construction phase begins. This notice must include:
o The date of forwarding the notice.

o The address of the construction site or precise description of its location.

o The name of the local authority where the construction site is located.

o A brief description of the project and the construction work that it entails.

o The contact details of the client (name, address, telephone number and email
address).

o The contact details of the principal designer (as above).

o The contact details of the principal contractor (as above).

o The date planned for the start of the construction phase.

o The time allocated by the client under regulation 4(1) for the construction work.

o The planned duration of the construction phase.

o The estimated maximum number of people at work on the construction site.

o The planned number of contractors on the construction site.

o The name and address of any contractor already appointed.

o The name and address of any designer already appointed.

o A declaration, signed by or on behalf of the client, that the client is aware of the

client duties
This notice must be clearly displayed in the construction site office in a comprehensible
form where it can be read by any worker engaged in the construction work.
This notice must be updated if necessary.
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21.4.2.2 Project Management Arrangements

¢ RWM project management arrangements must be commensurate to the scale and level of

risk involved in a project and must include:
o Appointment of designers and contractors.

Clear allocation of roles and responsibilities to the project team.

Allocation of sufficient resources to the project.

Effective communication arrangements.

Expected health and safety standards.

How expectations on the design team will be addressed, including how risks are to

be controlled once the project is completed, where necessary.

o Taking reasonable steps to ensure separate duties of the project team are complied
with.

o Establishing measures to ensure health and safety performance is maintained.

Ensuring workers are provided with suitable welfare facilities.

o Establishing commissioning arrangements for the completed building and the
handover procedure.

O O O O O

o

21.4.2.3 Client Brief
¢ RWM may prepare a client brief for the Project Team if deemed necessary. This shall
include:

o Function and requirements of the completed project
o Health and Safety risk management expectations

o Budget and timeframe requirements

o Points of contact throughout the process.

21.4.2.4 Project Team

¢ RWM must appoint a:
o Principal Designer
o Principal Contractor
o All contractors and designers involved on RWM projects must be competent. That means
having sufficient skills, knowledge, training and capability to manage health and safety
risks.

21.4.2.5 Pre-construction Information

o RWM shall provide pre-construction information to the project team as soon as reasonably
practicable. This must be relevant to the project and proportionate to the level of risk
involved.

21.4.2.6 Construction Phase Plan

¢  RWM must ensure the Principal Contractor prepares the Construction Phase Plan
including:
o Health and safety arrangements
o Siterules
o Specific measures concerning any construction work.

21.4.2.7 Health and Safety File

¢ RWM must ensure that the principal designer prepares a health and safety file. To do so
RWM must:
o provide the principal designer with any existing file produced as part of an earlier
project, so the information it contains can be used to plan the preconstruction phase
of the project;
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ensure the principal designer prepares a new file (or revises any existing one);
ensure the principal designer reviews and revises the file regularly and passes the
completed file back at the end of the project;

ensure the file is handed to the principal contractor, if the principal designer’s
appointment finishes before the end of the project;

ensure the file is kept available for anyone who needs it to comply with relevant
legal requirements; and

pass the file to whoever takes over the structure and takes on the client duties if the
client decides to dispose of their interest in it.

21.5 RWM Site Characterisation Activities

These responsibilities and arrangements apply to all construction work as part of site
characterisation (for example the construction of drilling pads and installation of drilling rigs and
associated services), as they are not likely to fall within the exemption within the regulations for site

survey.

21.5.1 Responsibilities

o These responsibilities apply only to construction projects related to RWM Site
Characterisation Activities.

e Accountability for CDM compliance shall reside with the GDF Siting and Engagement
Director.

e Decisions on the allocation of Principal Designer and Principal Contractor roles will need to
be considered in deciding the commercial model for site characterisation, as well as the
general expectation that RWM will be in day to day control of the activities which will be
undertaken under its environmental permits for intrusive investigations.

¢ RWM is responsible for ensuring the safety of its employees while construction projects are
ongoing.

21.5.2 Arrangements

21.5.2.1 Notification Requirements
e RWM must notify the HSE if construction work is scheduled to:

O

O

Last longer than 30 working days or have more than 20 workers working
simultaneously at any point on the project; or
Exceed 500 person days.

¢ Where a project is notifiable, RWM must give notice in writing to the HSE as soon as is
practicable before the construction phase begins. This notice must include:

O

O O O O

O O O O O O O O O

The date of forwarding the notice.

The address of the construction site or precise description of its location.

The name of the local authority where the construction site is located.

A brief description of the project and the construction work that it entails.

The contact details of the client (name, address, telephone number and email
address).

The contact details of the principal designer (as above).

The contact details of the principal contractor (as above).

The date planned for the start of the construction phase.

The time allocated by the client under regulation 4(1) for the construction work.
The planned duration of the construction phase.

The estimated maximum number of people at work on the construction site.
The planned number of contractors on the construction site.

The name and address of any contractor already appointed.

The name and address of any designer already appointed.
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o A declaration signed by or on behalf of the client that the client is aware of the client
duties.

o This notice must be clearly displayed in the construction site office in a
comprehensible form where it can be read by any worker engaged in the
construction work.

e This notice must be updated if necessary.

21.5.2.2 Project Management Arrangements

¢ RWM project management arrangements must be commensurate to the scale and level of

risk involved in a project and must include:
o Appointment of designers and contractors.

Clear allocation of roles and responsibilities to the project team.

Allocation of sufficient resources to the project.

Effective communication arrangements.

Expected health and safety standards.

How expectations of on the design team will be addressed,, including how risks are

to be controlled once the project is completed, where necessary.

o Taking reasonable steps to ensure separate duties of the project team are complied
with.

o Establishing measures to ensure health and safety performance is maintained.

Ensuring workers are provided with suitable welfare facilities.

o Establishing commissioning arrangements for the completed structure and the
handover procedure.

O O O O O

o

21.5.2.3 Client Brief
o RWM may prepare a client brief for the Project Team if deemed necessary. This shall
include:

o Function and requirements of the completed project
o Health and Safety risk management expectations

o Budget and timeframe requirements

o Points of contact throughout the process.

21.5.2.4 Project Team

e For projects involving more than one contractor, RWM must appoint a:
o Principal Designer
o Principal Contractor
e All contractors and designers involved on RWM projects must be competent. That means
having sufficient skills, knowledge, training and capability to manage health and safety
risks.

21.5.2.5 Pre-construction Information

¢ RWM shall provide pre-construction information to the project team as soon as reasonably
practicable. This must be relevant to the project and proportionate to the level of risk
involved.

21.5.2.6 Construction Phase Plan

o RWM must ensure that the Principal Contractor prepares a Construction Phase Plan.
e The Construction Phase Plan must include an outline of:

o Health and safety arrangements

o Site rules

o Specific measures concerning any construction work.
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21.5.2.7 Health and Safety File

RWM must ensure that the principal designer prepares a health and safety file. To do so
RWM must:

o provide the principal designer with any existing file produced as part of an earlier
project, so the information it contains can be used to plan the preconstruction
phase;

o ensure the principal designer prepares a new file (or revises any existing one);

o ensure the principal designer reviews and revises the file regularly and passes the
completed file back at the end of the project;

o ensure the file is handed to the principal contractor if the principal designer’s
appointment finishes before the end of the project;

o ensure the file is kept available for anyone who needs it to comply with relevant
legal requirements; and

o pass the file to whoever takes over the structure and takes on the client duties if the
client decides to dispose of their interest in it.

21.6 NDA Office Activities

These responsibilities and arrangements apply to all construction projects for which the NDA is the
client that are not related to the Geological Disposal Facility or Site Characterisation activities and
that occur at NDA offices that RWM occupies.

For more information on how CDM applies to the NDA, please consult document HSWI07 -
Guidance on the application of CDM 2015 when NDA act as the Client on Non-Nuclear sites.

21.6.1 Responsibilities

These responsibilities apply to all construction projects NOT related to the Geological Disposal
Facility (GDF) or RWM Site Characterisation activities that occur at NDA offices that RWM
occupies.

The NDA shall fulfil the legal role of the ‘Client’. As a Client, NDA has a major influence
over the way projects are procured, planned and managed. NDA is committed to ensuring,
in line with Government policy, that the top priority is to ensure the health, safety and
welfare of personnel and others, involved in, or affected by the construction, commissioning
and subsequent operation and demolition of the facility. This will be achieved by putting in
place suitable arrangements for the effective management of construction projects to
ensure that the work is carried out in such a way as to secure the health and safety of the
personnel throughout the lifetime of the facility.

The relevant PFC shall fulfil the role of ‘Principal Contractor’ for construction projects they
undertake. As the Principal Contractor, the PFC must prepare, review and revise the
construction phase plan and health and safety file as required. During the construction
phase, their main duty is to plan, manage, monitor and coordinate health and safety. The
PFC must also ensure suitable site inductions and welfare facilities are provided, as well as
consulting and engaging with workers or their representatives.

RWM is responsible for ensuring the safety of its employees during construction projects on
NDA sites at which it operates.

21.6.2 Arrangements

RWM shall cooperate with safety arrangements mandated by NDA during construction
activities on NDA sites, e.g. complying with an exclusion zone around the construction
area.

NDA will procure specialist independent Health and Safety expertise where appropriate to
support delivery of construction projects.
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21.7 RWM Office Activities

These responsibilities and arrangements apply to all construction projects not related to the
Geological Disposal Facility or Site Characterisation Activities for which RWM is the client.

21.71

21.7.2

Responsibilities

RWM shall fulfil the legal role of the ‘Client’. As a Client, RWM has a major influence over
the way projects are procured, planned and managed. RWM is committed to ensuring, in
line with Government policy, that the top priority is to ensure the health, safety and welfare
of personnel and others, involved in, or affected by the construction, commissioning and
subsequent operation and demolition of the facility. This will be achieved by putting in place
suitable arrangements for the effective management of construction projects to ensure that
the work is carried out in such a way as to secure the health and safety of the personnel
throughout the lifetime of the facility.

Where the PFC fulfils the role of the Principal Contractor, the PFC must prepare, review
and revise the construction phase plan and health and safety file as required. During the
construction phase, their main duty is to plan, manage, monitor and coordinate health and
safety. The PFC must also ensure suitable site inductions and welfare facilities are
provided, as well as consulting and engaging with workers or their representatives.

Arrangements

RWM staff identifying a potential need for construction activities will advise the Head of
HSSEQ Systems of this as soon as practical and in any case well before construction
activities need to take place, so that arrangements for compliance with CDM can be
developed.

The Head of HSSEQ Systems will consult with the function responsible for the construction
activity to ensure suitable and sufficient arrangements for compliance with the requirements
of CDM 2015 are implemented and, where appropriate, external competent advice is
secured.

RWM staff and other tenants of RWM premises where construction work is taking place
shall cooperate with safety arrangements mandated during construction activities, e.g.
complying with an exclusion zone around the construction area.

RWM will procure specialist independent Health and Safety expertise where appropriate to
support delivery of construction projects.
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22 Personal Protective Equipment (PPE)

22.1 Background

Personal Protective Equipment (PPE) is equipment that will protect a person against health or
safety risks at work. It can include helmets, gloves, eye protection, high-visibility clothing, safety
footwear and safety harnesses. It also includes respiratory protective equipment (RPE).

PPE should only ever be used as a last resort wherever risks cannot be adequately controlled by
other means. Other control measures such as elimination, reduction or engineering controls are
more effective at preventing harm and therefore should always be considered first. Nevertheless
there remain many situations where PPE is an essential part of the overall risk control framework.

22.2 Legislation

Personal Protective Equipment Regulations 2002 - These regulations require that PPE is
properly assessed before use to make sure it is fit for purpose. They also require that PPE is
maintained and stored properly, provided with instructions on how to use it safely and used
correctly by employees.

22.3 Responsibility

o RWM is responsible for the provision of PPE to RWM employees.

o RWM is responsible for the provision of adequate storage arrangements for PPE.

o RWM is responsible for ensuring its staff have PPE and use and store it correctly.

o The PFC is responsible for providing PPE to its staff and ensuring it is used and stored
correctly by its staff.

22.4 Arrangements

22.4.1 Assessment

e Prior to procurement of PPE, RWM Business Services will consult the Head of HSSEQ
Systems or their delegate to ensure it is fit for purpose.

e The Head of HSSEQ Systems will ensure all PPE is adequately assessed by RWM to
ensure that it is fit for its intended use before being issued to RWM staff.

e The Head of HSSEQ Systems will ensure a list of issued PPE is maintained by RWM.

22.4.2 PPE Provision

e PPE for RWM Staff is ordered through RWM Business Services.
e PPE available to RWM employees includes:
o Safety boots
o Hard hats
o High visibility clothing
o All PPE provided shall be mutually compatible so as to ensure the safety of the wearer, so
far as is reasonably practicable.
¢ All employees shall be provided with suitable and sufficient information, instruction and
training regarding PPE.
e The Head of HSSEQ Systems will ensure records of PPE issued to RWM staff are
maintained.
e |ssues with PPE should be reported on See Something Say Something.
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22.4.3 RWM Employee Responsibilities
Employees must:

Identify the need for PPE, or engage with the Head of HSSEQ Systems to establish if it is
required, to request its provision well in advance of its intended use.

Wear all PPE as instructed by RWM.

Keep PPE reasonably clean and properly maintained.

Report any defects to their line manager.

Report any issues with PPE on See Something Say Something.

Return PPE at the end of its recommended life as set out in the manufacturer’s
recommendations.

22.4.4 RWM line Manager Responsibilities
Line Managers must take reasonable steps to ensure that their staff:

Wear all PPE as instructed by RWM.

Keep PPE reasonably clean and properly maintained.

Report any defects to their line manager.

Report any issues with PPE on See Something Say Something.

Return PPE at the end of its recommended life as set out in the manufacturer’s
recommendations.
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23 Safety Signage

23.1 Background

Health and safety signs play a crucial part in communicating safety information. They offer a
simple, easy and universally understood method of getting the message across. Safety signs are
available in all shapes and sizes, however it is essential that signage used complies with UK
legislation. This will help ensure people understand the messages being conveyed clearly. Safety
signs come in a variety of colours which denote the type of message being communicated.

Signage Example Description
Type
Warning Warning signs are triangular in shape with a yellow

background with a black pictogram in the centre. They are
used to warn people about nearby danger. In this case, a wet
floor. Other examples of warning signs include electricity and
fork lift trucks.

>

Caution
Wet floor

Prohibition Prohibition signs are circular, white with red borders with a
diagonal line crossing through the centre. They signify
prohibited activities in the vicinity, conveying a ‘Do not’
message. In this example: no smoking. Other examples

include the prohibition of food and drink and no dogs allowed.

Mandatory Mandatory signage is circular and blue with a white pictogram
and signifies conditions that are mandatory in the vicinity.
This is often the mandatory wearing of PPE, in this example,
high-vis clothing. Other examples include the mandatory

closing of fire doors or the use of guard rails on stairwells.

High visibility
clothing must be
worn in this area

Safe
Condition

Safe condition signage consists of white pictograms on a
green background and signify escape routes, emergency
exits, first aid equipment and emergency showers etc.

FIRST AID

23.2 Legislation

The Health and Safety (Safety Signs and Signals) Regulations 1996 — these regulations
require employers to ensure that safety signs are provided and maintained wherever there is a
significant risk to health and safety that has not been removed or controlled by other methods. This
is only appropriate where use of a sign can further reduce the risk. The other methods may include
engineering controls or safe systems of work and may be required under other relevant legislation.
Safety signs are not a substitute for those other methods of control.

The Health and Safety at Work Act 1974 — the Act requires employers to provide sufficient
information and instruction to employees so far as is reasonably practicable to ensure their health
and safety. The provision of sufficient safety signage constitutes a key element of this information.
Employees will also need suitable and sufficient information, instruction and training to interpret
safety signage properly.
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The Management of Health and Safety at Work Regulations 1999 — these regulations require
suitable and sufficient risk assessment of work place activities; sufficient safety signage is a
common control measure recommended throughout these risk assessments.

23.3 Responsibility

o RWM and the NDA are accountable for ensuring the provision of safety signage in the
offices they manage as part of their responsibility to provide a safe place of work.

o The relevant PFC is responsible for the provision of the necessary safety signage in the
premises which they manage on behalf of RWM or the NDA.

o RWM staff are responsible for reporting any defects with safety signage to the PFC as soon
as is practical and reporting this on See Something Say Something.

e The PFC is responsible for rectifying defects in safety signage as soon as is practical.

23.4 Arrangements

23.4.1 Risk Assessment

¢ All signage provided shall be based on the findings of the suitable and sufficient risk
assessment of the premises.

23.4.2 Compliance

o All signage shall be designed and installed in accordance with UK legislation and other
relevant standards.

23.4.3 Information, Instruction and Training

e Signage shall be included in the health and safety induction training provided to all new
starters and also on-the-job training as required.

23.4.4 Suppliers

¢ RWM shall only purchase safety signage from companies on the approved suppliers
database.
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24 Mechanical Plant and Lifting Equipment Safety

24.1 Background

There are various pieces of mechanical plant and lifting equipment operational at RWM premises.
These pose a variety of mechanical hazards including crushing, shearing, cutting, entanglement,

puncture, abrasion and injection of high-pressure fluid. Other hazards posed by mechanical plant
include electrical, heat, noise, vibration and exposure to hazardous substances.

24.2 Legislation

The Provision and Use of Work Equipment Regulations 1998 (PUWER) — These regulations
set out minimum standards for work equipment safety. All work equipment must be suitable for
purpose, properly marked, properly maintained and have adequate safety measures such as
guarding and emergency stop controls.

The Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) — These regulations
cover lifting equipment and activities. As with PUWER, LOLER requires that all equipment used for
lifting is fit for purpose, appropriate for the task, correctly marked and subject to statutory periodic
'thorough examination'. Records must be kept of all thorough examinations and any defects found
must be reported to both the ‘person’ responsible for the equipment (in this case, the person is the
NDA) and the HSE.

Management of Health and Safety at Work Regulations 1999 (MHSWR) — These regulations
present many requirements relevant to this area. Among other things, they require suitable and
sufficient risk assessment of all workplace activities. This includes the operation of lifting
equipment and mechanical plant, both of which present significant risks to health and safety.

24.3 Responsibility

o RWM and the NDA are accountable for ensuring the safety of mechanical plant and lifting
equipment provided by them or used in the premises for which they are responsible.

o The PFC is responsible for the operation and maintenance of mechanical plant and lifting
equipment in the premises within which RWM operates.

o The PFC is responsible for ensuring mechanical plant is adequately maintained and
examined.

o The PFC is responsible for ensuring mechanical plant and lifting equipment is suitable for
its intended purpose.

e RWM is responsible for reporting all mechanical plant and lifting equipment defects
discovered to the PFC as soon as is practicable.

o RWM staff are responsible for reporting any defects with mechanical plant and lifting
equipment to the PFC as soon as is practical and reporting this on See Something Say
Something.

o The PFC is responsible for rectifying defects in mechanical plant and lifting equipment as
soon as is practical and ensuring equipment is removed from service pending repair or
replacement.

24.4 Arrangements

24.4.1 Training and competence

e All use of plant is restricted to those who are suitably trained and competent and duly
authorised by a system recognised by the PFC.

24.4.2 Statutory inspection

o All equipment shall be inspected in accordance with legal requirements and the
manufacturer’s specifications;
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o Allinspections must be undertaken by a competent person;
¢ All lifting equipment must be inspected:

o prior to using it for the first time — unless the equipment has an EC Declaration of
Conformity less than one year old and was not assembled on site. If it was
assembled on site, it must be examined by a competent person to establish the
assembly was correct and safe;

o after assembly and before use at each location for equipment that requires
assembly or installation before use, e.g. tower cranes;

o regularly in service if the equipment is exposed to conditions causing deterioration
that is likely to result in dangerous situations. If this applies to your equipment you
have a choice (see Table 2). You can arrange for the thorough examination to be
carried out at regular intervals (either at least every 6 months or 12 months
depending on whether the lifting equipment is for lifting people or not); or in
accordance with an examination scheme drawn up by a competent person.

24.4.3 Guarding

o Guards must be correctly fitted and used and, unless fixed, must not be readily removed.
Where removal is possible, they must be interlocked with the power supply.

24.4.4 Emergency Stop

o All plant must have adequate means of control and an emergency stop, readily accessible
to an operator.

24.4.5 Isolation

o There must be means for isolation from the power supply to enable maintenance to be
carried out safely.

24.4.6 Line Management Responsibilities

e Only authorised persons shall be permitted to use plant.

¢ Only authorised persons may carry out maintenance or repairs. Unsafe equipment must be
reported to the PFC contractor and the HSSEQ department as soon as possible.

o Office users need to be reminded that no equipment presenting mechanical hazards should
be brought on site without due authorisation, and then only with clear evidence that it was
subject to testing by a competent person and that it remains within the test period.
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25 lonising Radiation

25.1 Background

lonising radiation occurs as either electromagnetic rays (such as X-rays and gamma rays) or
particles (such as alpha and beta particles). It occurs naturally (e.g. from the radioactive decay of
natural radioactive substances such as radon gas and its decay products), but can also be
produced artificially. Exposure to ionising radiation can result in radiation sickness, cancer and
death.

25.2 Legislation

The lonising Radiation Regulations 1999 (IRR99) — These regulations apply to workplaces
where radioactive substances and ionising radiation are used. They also apply to work with natural
radiation, including work in which people are exposed to naturally occurring radon gas and its
decay products. Any employer who undertakes work with ionising radiation must comply with
IRR99. Under IRR99 employers who work with ionising radiation are called radiation employers.

RWM is not a radiation employer as it does not undertake any work with ionising radiation.

25.3 Responsibility
¢ RWM is responsible for the safety of its employees on its sites and also for ensuring its
employees are not put at risk when visiting non-RWM sites.
¢ Any radiation employer of the non-RWM site is responsible for safety standards on the site
and for the safety of visitors to that site.

25.4 Arrangements

25.4.1 RWM Sites

e RWM is not currently a radiation employer.
e Any enquiries relating to work with ionising radiation should be referred to the HSSEQ
department.

25.4.2 Non-RWM Sites

RWM employees may be required to visit non-RWM sites which are radiation employers. In this
case, staff must comply with the radiation safety measures enforced on the visited site.

Where RWM staff are provided dose records by sites which they visit these should be provided to
the HSSEQ Director’s Personal Assistant so that they can be logged by RWM.

A risk assessment may need to be carried out prior to visits to sites presenting higher levels of risk
from ionising radiation, e.g. if RWM staff were to visit the Chernobyl or Fukushima exclusion zones,
to ensure controls are adequate to protect the traveller in accordance with Section 7 of this
manual.
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26 Documentation & Records

List of documentation and records it is expected that the manual will generate.

Document/Record Responsible Minimum
Retention Period
Car accident form Business Services 6 years
Department
RIDDOR records HSSEQ Department 6 years
Non-RIDDOR Accident/Incident record HSSEQ Department 6 years
(See something, say something)
Health surveillance Human Resources Function 60 years
(including medical reports)
Air Monitoring Records HSSEQ Department 5 years
Monitoring /health surveillance records | Human Resources Function / 60 years
where exposure may lead to disease HSSEQ Department
many years later, e.g. asbestos,
radiation etc.
RWM vehicle user-checklist Business Services 6 years
Risk Assessments HSSEQ Department 6 years

Health and Safety File
(if RWM is the client)

Project Manager

Lifetime of building

Health and Safety File

Project Manager

Until the Project is

(if RWM is the principal contractor) completed
Health and Safety File Project Manager Until the Project is
(if RWM is the principal designer) completed
Maintenance records Principal Facilities Contractor Lifetime of
(RWM owned equipment) Equipment
Statutory Inspection records e.g. Principal Facilities Contractor Lifetime of
Pressure Systems, LOLER Equipment
(RWM owned equipment)
Method Statements Project Manager/Principal 6 years
Facilities Contractor
EHS Checklists e.g. fire exits, fire Principal Facilities Contractor 6 years
extinguishers
Fire evacuation records HSSEQ Department 6 years
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· Space Management - Utilisation Studies of two buildings to determine the potential future usage manage minor office moves between buildings, work with client to manage potential project to turn existing technical display area into office space should the need arise in the future.



· This will also include the development of occupancy utilisation survey and reporting, workplace design solutions, connected workplace solutions, strategic accommodation workshops and delivery of an accommodation strategy for RWM. 



· Connected workspace – designing smarter more intelligent meeting space, meeting pods, audio visual improvements, help to reduce travel through better use of technological connectivity. 



· Reactive Works - This work scope group encompasses the unplanned or emergent works, not identified elsewhere in this project scope.  An allowance per year has been made to deliver emergent work, outside RWM’s immediate control. This primarily includes, but is not limited to, reactive tasks and unforeseen events e.g. damaged/replacement windows, replacement floor coverings doors painting, furniture etc. -  



· Manage specialist sub-contractor(s) and any specialist equipment required to undertake Deliverables/Service requirements as in Annex A
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Deliverables: Washroom services



		Work Package - Washrooms

		G.1

		71.2.In addition, the following Standards Ref apply to this Service SG1.

		 

		 



		Work Package - Washrooms

		G.1

		71.3.The Supplier shall undertake all tasks associated with professional washrooms service including supply of soap dispensers, gel dispensers, toilet roll holder, hand towel receptacles, hand driers, water saving technology, air fresheners/purifiers and sanitary products.  Ensure equipment is fit for purpose, clean and in full working order, replacement  of damaged or broken units to be replaced in timely manner.

		YES

		Yes - Std



		Work Package - Washrooms

		G.1

		71.4.The Supplier shall be responsible for  procuring soaps, gels, paper and sanitary products from a cost effective source and where possible use the most environmentally friendly products possible.

		YES

		Yes - Std



		Work Package - Washrooms

		G.1

		71.5.Within specialist or public areas the supplier shall be responsible for supply, removal, cleaning  and replacement of barrier matting as identified by the client.

		YES

		Yes - Std
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Deliverables: Reception services



		Work Package – Reception 

		I.1

		103.2.  In addition, the following Standards Ref apply to this Service SI1.

		 

		 



		

		I.1

		Meeting room  management, the Supplier will act as the gatekeeper through the internal systems to manage meeting room bookings; taxi bookings

		YES

		Yes - Std







image1.gif

Radioactive Waste
Management






image2.png

o
Crown

Commercial
Service







image19.emf
Attachment_3___An nex_L___Corporate_Social_Respons~.pdf


Attachment_3___Annex_L___Corporate_Social_Respons~.pdf
OFFICIAL
Radioactive Waste
M Management

RWP03
Corporate Social
Responsibility Policy

0 | March 2017 First issue of Corporate Social Ivan Stone Bruce McKirdy
Responsibility Policy .
David Batters






OFFICIAL
Radioactive Waste
B Management

Foreword

Radioactive Waste Management Limited has been established to deliver a geological disposal
facility and provide radioactive waste management solutions. Achieving this mission requires us to
be a ‘good neighbour’ and actively live our values for the benefit of both the UK and the
communities within which we operate. RWM’s Corporate Social Responsibility Policy helps us
achieve these aims.

The RWM Board and Executive Team will provide the leadership and working environment to
deliver the Policy. This will also require the active involvement of our staff and those working with
us to deliver our mission.

Our Corporate Social Responsibility Policy applies to how we operate and deliver a geological
disposal facility.

David Batters, Chairman Bruce McKirdy, Managing Director
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B Management

Corporate Social Responsibility Policy

The Corporate Social responsibility Policy will help us enhance the positive impacts and minimise
the negative impacts of our operations and activities.

To realise this goal we will:

¢ Implement geological disposal
sustainably by:

O

Embedding sustainability
objectives within our
practices, plans, operations
and procurement

Communicating, informing,
encouraging engagement and
inviting feedback on our work

Working with communities
engaged in the siting process
to understand and support
achievement of their
sustainability needs and
aspirations as part of their
community vision

Maximising the use of local
suppliers where it is
appropriate

Evaluating the potential social,
economic and environmental
impacts of our work and
developing ways to minimise
the potential negative impacts
and maximise the positive
impacts

Requiring our supply chain to
adopt approaches to assist in
achieving our sustainability
objectives

Applying an Environmental
Management System

Monitoring, measuring and
evaluating the sustainability
effects of our operations and
activities.

RWP03, Rev 0, March 2017
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Support the development of the UK
skill base by:

o Developing training and
development programmes to
skill local people so that they
can work in the geological
disposal implementation
programme

o Advancing equality, diversity
and inclusion across our
workforce

o Participating in the Nuclear
Graduate Scheme

o Sponsoring training and PhDs

o Giving talks at schools,
colleges and universities

o Supporting Science,
Technology, Engineering and
Mathematics (STEM)

o Supporting our supply chain to
develop its skills base.

Support staff to undertake voluntary
activities in communities by:

o Allowing staff paid leave to
undertake voluntary activities

o Participating in charity events
at our offices.

Periodically review the effectiveness
of this Policy and its implementation.
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						RCL				Risk				10				 Residual Risk				6

		RISK IDENTIFICATION 								RISK ASSESSMENT								REVISED RISK						COMMENTS

		Ref		Owner 		Risk		Potential Impact		Likelihood		Severity		Risk Score/ Category		Risk Mitigation 		Likelihood		Severity		Risk Score/ Category

		RCL001		HR /HSEQ		Training requirements not meeting standards for regulations & compliance		Risk to service standards, non-delivery, potential cost increases to cover deficiencies.		3		1		3		Review training records, conduct an initial review & agree the short, medium & long term training plans		3		1		3

		RCL002		Legal & Commercial		Delay in the signing of formal contracts between client & RCL		Difficulties in resolving contractual issues resulting in ambiguous interpretations which may lead to compliance failures.		2		3		6		Both parties working diligently to ensure completion		1		3		3

		RCL003		Legal, Commercial 		Scope of works, service specifications, SLA's & KPI's not completed		Difficulties in resolving contractual issues resulting in ambiguous interpretations which may lead to compliance failures		3		1		3		Both parties working diligently to ensure completion		2		1		2

		RCL004		Procurement / Mobilisation Manager 		Specialist Suppliers / contractors not set up due to PQQ process not being completed or delay in engagement with Procurement		Individual contracts will not be in place which may affect service delivery / reactive breakdowns and call outs leading to failure of KPI's SLA's. 		3		4		12		Identify key sub contractors / suppliers and ensure they are set up as early as practicable. Where necessary ensure interim arrangements are in place until supplier is fully set up with RCL.		2		3		6

		RCL005		Contract Manager 		Insufficient or incorrect Tools / equipment.		Staff unable to complete maintenance tasks / repairs leading to failure of KPI's / SLA's. 		2		3		6		Identify early as possible tools / equipment required and hire / purchase as necessary.		1		3		3

		RCL006		HR / Contract Manager		Transfer of incumbent security pass cards & issue for new staff		Staff will be unable to access site & specific areas at site which will effect service delivery		3		3		9		Early request for passes		2		3		6

		RCL007		IT 		Late issue of phones, laptops, PC's.		Risk of poor communication / unable to effectively contact engineers 		2		3		6		Assess requirements and order equipment as soon as possible. 		1		3		3

		RCL008		Contract / Mobilisation Manager 		Not being passed existing and historical maintenance records including statutory information 		There is a risk of not retaining complete service records including statutory records which could lead to failure of SLA's / KPI's. 		3		4		12		Liaise with current service provider  and client to retain and provide copies of service records		2		3		6

		RCL009		Contract / Mobilisation Manager 		Water Risk Assessment (WRA) not in evidence or not currently  up to date.		Risk of failure of maintenance regime leading to increased risk of  legionella bacteria proliferating to sufficient levels creating potential of an outbreak / infection.		3		3		9		Liaise with Client to get WHRA carried out asap, and regime underway		1		3		3

		RCL010		Contract / Mobilisation Manager 		Asbestos register / management plan not in evidence or is not currently  up to date.		There is a risk of working within a building or areas where the suspected presence and or type of asbestos present cannot be verified or ruled out. 		3		3		9		Inform client of requirements to  provide up to date information and carry out risk assessment for any specific high risk areas or activities. 		2		3		6

		RCL011		Contract / Mobilisation Manager 		No fire risk assessment in evidence / is not currently up to date.		There is a risk or working in building or areas where there is inadequate fire prevention / precaution measures. 		3		3		9		Inform client of requirements to  provide up to date fire risk assessment. Carry out specific risk assessment on any high risk areas or activities.		2		3		6

		RCL012		Contract / Mobilisation Manager 		CAFM system not fully operational at go -live of the contract. 		Risk of maintenance staff unable to complete effectively complete PPM/ reactive tasks / repairs leading to failure of KPI's / SLA's. 		4		3		12		Arrange existing CAFM system to be utilised or agree the use of interim  manual based system to be utilised until  CAFM system goes live.		3		3		9

		RCL013		Contract / Engineer		Not having a operational handover and induction to plant and equipment		Lack of knowledge and understanding of inherent issues and critical plant from the off-set		4		3		12		Try to arrange for a handover, if this can't be arranged, technical experts to visit site with engineer to evaluate.		1		3		3

		RCL014		RWM Procurement Business Partner 		Quality of staff appointed during the mobilisation period		Potential impact on the quality of service provided.		4		3		12		RWM representative to be integral to interview / appointment process.  		3		3		9

		RCL015		RWM Procurement Business Partner / Contract Mobilisation Manager 		Completion of BPSS vetting process		Impeded service delivery caused by RCL staff / sub contractors requiring escorts to deliver services across Harwell site. 		4		4		16		Close liaison with The Security Manager, and Vetting Advisors, 		3		4		12

		RCL016		RWM Procurement Business Partner / Contract Mobilisation Manager 		Prolongation of TUPE process 		Delay in transferring former Supplier employees		3		4		12		Completion of early due diligence and regular monitoring to ensure each party performs and discharges all its obligations in respect of the process		3		3		9

		RCL017		RWM Procurement Business Partner / Contract Mobilisation Manager 		Unforeseen costs associated with TUPE process 		Increase in long-term cost of staff transfer(s)		3		5		15		Early provision of all financial data relating to transfer process 		2		4		8

		RCL018		RWM Procurement Business Partner / Contract Mobilisation Manager 		Staff recruitment  		Potential impact on timeliness and quality of service provided.		4		4		16		Early liaison with incumbent supplier to understand any potential issues		3		3		9

		RCL019																				

		RCL020																				

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						










































































image21.emf
Core_Terms_v1.0.do cx


Core_Terms_v1.0.docx


[bookmark: gjdgxs][bookmark: _30j0zll][image: ]





































Core Terms






Crown Copyright 2018 			Version: 3.0.2

Core Terms









22

1.	Definitions used in the contract 

1.1	Interpret this Contract using Joint Schedule 1 (Definitions).


2.	How the contract works 

2.1	The Supplier is eligible for the award of Call-Off Contracts during the Framework Contract Period.


2.2	CCS doesn’t guarantee the Supplier any exclusivity, quantity or value of work under the Framework Contract.


2.3	CCS has paid one penny to the Supplier legally to form the Framework Contract. The Supplier acknowledges this payment. 


2.4	If the Buyer decides to buy Deliverables under the Framework Contract it must use Framework Schedule 7 (Call-Off Award Procedure) and must state its requirements using Framework Schedule 6 (Order Form Template and Call-Off Schedules). If allowed by the Regulations, the Buyer can:



· makes changes to Framework Schedule 6 (Order Form Template and Call-Off Schedules)

· create new Call-Off Schedules

· exclude optional template Call-Off Schedules 

· use Special Terms in the Order Form to add or change terms



2.5	Each Call-Off Contract:


· is a separate Contract from the Framework Contract

· is between a Supplier and a Buyer

· includes Core Terms, Schedules and any other changes or items in the completed Order Form

· survives the termination of the Framework Contract


2.6	Where the Supplier is approached by an eligible buyer requesting Deliverables or substantially similar goods or services, the Supplier must tell them about this Framework Contract before accepting their order. The Supplier will promptly notify CCS if the eligible buyer won’t use this Framework Contract.


2.7	The Supplier acknowledges it has all the information required to perform its obligations under each Contract before entering into a Contract. When information is provided by a Relevant Authority no warranty of its accuracy is given to the Supplier.


2.8	The Supplier won’t be excused from any obligation, or be entitled to additional Costs or Charges because it failed to either:


· verify the accuracy of the Due Diligence Information

· properly perform its own adequate checks



2.9	CCS and the Buyer won’t be liable for errors, omissions or misrepresentation of any information.



2.10 	The Supplier warrants and represents that all statements made and documents submitted as part of the procurement of Deliverables are and remain true and accurate. 



[bookmark: _1fob9te]3.	What needs to be delivered 

3.1	All deliverables

3.1.1	The Supplier must provide Deliverables:


· that comply with the Specification, the Framework Tender Response and, in relation to a Call-Off Contract, the Call-Off Tender (if there is one)

· to a professional standard

· using reasonable skill and care

· using Good Industry Practice

· using its own policies, processes and internal quality control measures as long as they don’t conflict with the Contract

· on the dates agreed 

· [bookmark: _3znysh7]that comply with Law 



3.1.2	The Supplier must provide Deliverables with a warranty of at least 90 days from Delivery against all obvious defects.


[bookmark: _2et92p0]3.2	Goods clauses

3.2.1	All Goods delivered must be new, or as new if recycled, unused and of recent origin.


3.2.2	All manufacturer warranties covering the Goods must be assignable to the Buyer on request and for free.


3.2.3	The Supplier transfers ownership of the Goods on Delivery or payment for those Goods, whichever is earlier.


3.2.4	Risk in the Goods transfers to the Buyer on Delivery of the Goods, but remains with the Supplier if the Buyer notices damage following Delivery and lets the Supplier know within 3 Working Days of Delivery.



3.2.5	The Supplier warrants that it has full and unrestricted ownership of the Goods at the time of transfer of ownership.


3.2.6	The Supplier must deliver the Goods on the date and to the specified location during the Buyer’s working hours.


3.2.7	The Supplier must provide sufficient packaging for the Goods to reach the point of Delivery safely and undamaged.


3.2.8	All deliveries must have a delivery note attached that specifies the order number, type and quantity of Goods.


3.2.9	The Supplier must provide all tools, information and instructions the Buyer needs to make use of the Goods.


[bookmark: _tyjcwt]3.2.10	The Supplier must indemnify the Buyer against the costs of any Recall of the Goods and give notice of actual or anticipated action about the Recall of the Goods. 


3.2.11	The Buyer can cancel any order or part order of Goods which has not been Delivered. If the Buyer gives less than 14 days notice then it will pay the Supplier’s reasonable and proven costs already incurred on the cancelled order as long as the Supplier takes all reasonable steps to minimise these costs.


3.2.12	The Supplier must at its own cost repair, replace, refund or substitute (at the Buyer’s option and request) any Goods that the Buyer rejects because they don’t conform with Clause 3. If the Supplier doesn’t do this it will pay the Buyer’s costs including repair or re-supply by a third party.


[bookmark: _3dy6vkm]3.3	Services clauses

3.3.1	Late Delivery of the Services will be a Default of a Call-Off Contract. 


3.3.2	The Supplier must co-operate with the Buyer and third party suppliers on all aspects connected with the Delivery of the Services and ensure that Supplier Staff comply with any reasonable instructions.


3.3.3	The Supplier must at its own risk and expense provide all Supplier Equipment required to Deliver the Services.


3.3.4	The Supplier must allocate sufficient resources and appropriate expertise to each Contract.


3.3.5	The Supplier must take all reasonable care to ensure performance does not disrupt the Buyer’s operations, employees or other contractors.


3.3.6	The Supplier must ensure all Services, and anything used to Deliver the Services, are of good quality and free from defects.


3.3.7	The Buyer is entitled to withhold payment for partially or undelivered Services, but doing so does not stop it from using its other rights under the Contract. 


4	Pricing and payments

4.1	In exchange for the Deliverables, the Supplier must invoice the Buyer for the Charges in the Order Form.


4.2	CCS must invoice the Supplier for the Management Charge and the Supplier must pay it using the process in Framework Schedule 5 (Management Charges and Information). 


4.3	All Charges and the Management Charge:


· exclude VAT, which is payable on provision of a valid VAT invoice

· include all costs connected with the Supply of Deliverables



4.4	The Buyer must pay the Supplier the Charges within 30 days of receipt by the Buyer of a valid, undisputed invoice, in cleared funds to the Supplier’s account stated in the Order Form. 


4.5	A Supplier invoice is only valid if it:


· includes all appropriate references including the Contract reference number and other details reasonably requested by the Buyer

· includes a detailed breakdown of Delivered Deliverables and Milestone(s) (if any)

· doesn’t include any Management Charge (the Supplier must not charge the Buyer in any way for the Management Charge)



4.6	The Buyer may retain or set-off payment of any amount owed to it by the Supplier if notice and reasons are provided.


[bookmark: _1t3h5sf]4.7	The Supplier must ensure that all Subcontractors are paid, in full, within 30 days of receipt of a valid, undisputed invoice. If this doesn’t happen, CCS or the Buyer can publish the details of the late payment or non-payment.


[bookmark: _4d34og8][bookmark: LASTCURSORPOSITION]4.8	If CCS or the Buyer can get more favourable commercial terms for the supply of any materials, goods or services used by the Supplier to provide the Deliverables at cost and that cost is reimbursable by the Buyer, then CCS or the Buyer may either:


· require the Supplier to replace its existing commercial terms with the more favourable terms offered for the relevant items

· enter into a direct agreement with that Subcontractor or third party for the relevant item


4.9	If CCS or the Buyer uses Clause 4.8 then the Framework Prices (and where applicable, the Charges) must be reduced by an agreed amount by using the Variation Procedure.


4.10	CCS and the Buyer's right to enter into a direct agreement for the supply of the relevant items is subject to both:



· the relevant item being made available to the Supplier if required to provide the Deliverables

· any reduction in the Framework Prices (and where applicable, the Charges) excludes any unavoidable costs that must be paid by the Supplier for the substituted item, including any licence fees or early termination charges


4.11	The Supplier has no right of set-off, counterclaim, discount or abatement unless they’re ordered to do so by a court.	


5.	The buyer’s obligations to the supplier 

[bookmark: _2s8eyo1]5.1	If Supplier Non-Performance arises from an Authority Cause:


· neither CCS or the Buyer can terminate a Contract under Clause 10.4.1

· the Supplier is entitled to reasonable and proven additional expenses and to relief from Delay Payments,  liability and Deduction under this Contract

· the Supplier is entitled to additional time needed to make the Delivery

· the Supplier cannot suspend the ongoing supply of Deliverables


5.2	Clause 5.1 only applies if the Supplier:


· gives notice to the Party responsible for the Authority Cause within 10 Working Days of becoming aware

· demonstrates that the Supplier Non-Performance only happened because of the Authority Cause

· mitigated the impact of the Authority Cause



[bookmark: _17dp8vu]6.	Record keeping and reporting 

6.1	The Supplier must attend Progress Meetings with the Buyer and provide Progress Reports when specified in the Order Form.


6.2	The Supplier must keep and maintain full and accurate records and accounts on everything to do with the Contract for 7 years after the End Date. 


6.3	The Supplier must allow any Auditor access to their premises to verify all contract accounts and records of everything to do with the Contract and provide copies for an Audit.


6.4	The Supplier must provide information to the Auditor and reasonable co-operation at their request.



6.5	If the Supplier is not providing any of the Deliverables, or is unable to provide them, it must immediately: 



· tell the Relevant Authority and give reasons

· propose corrective action 

· provide a  deadline for completing the corrective action



6.6  	The Supplier must provide the Authority with a Self Audit Certificate supported by a report at the end of each Contract Year. The report must contain:



· the methodology used

· the sampling techniques applied

· details of any issues

· any remedial action taken



6.7	The Self Audit Certificate must be completed and signed by an auditor or senior member of the Supplier’s management team that is either qualified in a relevant audit or financial discipline. 


7.	Supplier staff 

7.1	The Supplier Staff involved in the performance of each Contract must:


· be appropriately trained and qualified

· be vetted using Good Industry Practice and the Security Policy

· comply with all conduct requirements when on the Buyer’s Premises



[bookmark: _3rdcrjn]7.2	Where a Buyer decides one of the Supplier’s Staff isn’t suitable to work on a contract, the Supplier must replace them with a suitably qualified alternative.


[bookmark: _26in1rg]7.3	If requested, the Supplier must replace any person whose acts or omissions have caused the Supplier to breach Clause 27. 


[bookmark: _lnxbz9]7.4	The Supplier must provide a list of Supplier Staff needing to access the Buyer’s Premises and say why access is required. 


[bookmark: _35nkun2]7.5	The Supplier indemnifies CCS and the Buyer against all claims brought by any person employed by the Supplier caused by an act or omission of the Supplier or any Supplier Staff. 


8.	Rights and protection 

[bookmark: _1ksv4uv]8.1	The Supplier warrants and represents that:


· it has full capacity and authority to enter into and to perform each Contract

· each Contract is executed by its authorised representative

· it is a legally valid and existing organisation incorporated in the place it was formed 

· there are no known legal or regulatory actions or investigations before any court, administrative body or arbitration tribunal pending or threatened against it or its Affiliates that might affect its ability to perform each Contract

· it maintains all necessary rights, authorisations, licences and consents to perform its obligations under each Contract

· it doesn’t have any contractual obligations which are likely to have a material adverse effect on its ability to perform each Contract

· it is not impacted by an Insolvency Event

· it will comply with each Call-Off Contract



8.2	The warranties and representations in Clauses 2.10 and 8.1 are repeated each time the Supplier provides Deliverables under the Contract.


8.3	The Supplier indemnifies both CCS and every Buyer against each of the following:



· [bookmark: _44sinio]wilful misconduct of the Supplier, Subcontractor and Supplier Staff that impacts the Contract

· [bookmark: _2jxsxqh]non-payment by the Supplier of any tax or National Insurance

[bookmark: _z337ya]

8.4	All claims indemnified under this Contract must use Clause 26.


8.5	CCS or a Buyer can terminate the Contract for breach of any warranty or indemnity where they are entitled to do so.


8.6	If the Supplier becomes aware of a representation or warranty that becomes untrue or misleading, it must immediately notify CCS and every Buyer.


8.7	All third party warranties and indemnities covering the Deliverables must be assigned for the Buyer’s benefit by the Supplier. 


[bookmark: _3j2qqm3]9.	Intellectual Property Rights (IPRs)

[bookmark: _1y810tw]9.1	Each Party keeps ownership of its own Existing IPRs. The Supplier gives the Buyer a non-exclusive, perpetual, royalty-free, irrevocable, transferable worldwide licence to use, change and sub-license the Supplier’s Existing IPR to enable it to both:

[bookmark: _4i7ojhp]

· receive and use the Deliverables

· make use of the deliverables provided by a Replacement Supplier



[bookmark: _2xcytpi]9.2	Any New IPR created under a Contract is owned by the Buyer. The Buyer gives the Supplier a licence to use any Existing IPRs and New IPRs for the purpose of fulfilling its obligations during the Contract Period.


9.3	Where a Party acquires ownership of IPRs incorrectly under this Contract it must do everything reasonably necessary to complete a transfer assigning them in writing to the other Party on request and at its own cost.


9.4	Neither Party has the right to use the other Party’s IPRs, including any use of the other Party’s names, logos or trademarks, except as provided in Clause 9 or otherwise agreed in writing.


[bookmark: _1ci93xb]9.5	If there is an IPR Claim, the Supplier indemnifies CCS and each Buyer against all losses, damages, costs or expenses (including professional fees and fines) incurred as a result.


9.6	If an IPR Claim is made or anticipated the Supplier must at its own expense and the Buyer’s sole option, either:



· obtain for CCS and the Buyer the rights in Clause 9.1 and 9.2 without infringing any third party IPR 

· replace or modify the relevant item with substitutes that don’t infringe IPR without adversely affecting the functionality or performance of the Deliverables

 

10.	Ending the contract

10.1	The Contract takes effect on the Start Date and ends on the End Date or earlier if required by Law.


10.2	The Relevant Authority can extend the Contract for the Extension Period by giving the Supplier no less than 3 Months' written notice before the Contract expires.


[bookmark: _3whwml4]10.3	Ending the contract without a reason 

10.3.1	CCS has the right to terminate the Framework Contract at any time without reason or liability by giving the Supplier at least 30 days' notice and if it’s terminated Clause 10.5.2 to 10.5.7 applies.


10.3.2	Each Buyer has the right to terminate their Call-Off Contract at any time without reason or liability by giving the Supplier not less than 90 days' written notice and if it’s terminated Clause 10.5.2 to 10.5.7 applies.


[bookmark: _2bn6wsx]10.4	When CCS or the buyer can end a contract 

[bookmark: _qsh70q]10.4.1	If any of the following events happen, the Relevant Authority has the right to immediately terminate its Contract by issuing a Termination Notice to the Supplier:

[bookmark: _3as4poj]

· there’s a Supplier Insolvency Event

· there’s a Contract Default that is not corrected in line with an accepted Rectification Plan 

· the Relevant Authority rejects a Rectification Plan or the Supplier does not provide it within 10 days of the request

· there’s any material default of the Contract

· there’s a Default of Clauses 2.10, 9, 14, 15, 27, 32 or Framework Schedule 9 (Cyber Essentials) (where applicable) relating to any Contract

· there’s a consistent repeated failure to meet the Performance Indicators in Framework Schedule 4 (Framework Management)

· there’s a Change of Control of the Supplier which isn’t pre-approved by the Relevant Authority in writing

· there’s a Variation to a Contract which cannot be agreed using Clause 24 (Changing the contract) or resolved using Clause 34 (Resolving disputes)

· if the Relevant Authority discovers that the Supplier was in one of the situations in 57 (1) or 57(2) of the Regulations at the time the Contract was awarded

· the Court of Justice of the European Union uses Article 258 of the Treaty on the Functioning of the European Union (TFEU) to declare that the Contract should not have been awarded to the Supplier because of a serious breach of the TFEU or the Regulations 

· the Supplier or its Affiliates embarrass or bring CCS or the Buyer into disrepute or diminish the public trust in them



10.4.2	CCS may terminate the Framework Contract if a Buyer terminates a Call-Off Contract for any of the reasons listed in Clause 10.4.1. 



10.4.3	If there is a Default, the Relevant Authority can, without limiting its other rights, request that the Supplier provide a Rectification Plan.



10.4.4	When the Relevant Authority receives a requested Rectification Plan it can either:



· reject the Rectification Plan or revised Rectification Plan, giving reasons

· accept the Rectification Plan or revised Rectification Plan (without limiting its rights) and the Supplier must immediately start work on the actions in the Rectification Plan at its own cost, unless agreed otherwise by the Parties



10.4.5	Where the Rectification Plan or revised Rectification Plan is rejected, the Relevant Authority:



· must give reasonable grounds for its decision

· may request that the Supplier provides a revised Rectification Plan within 5 Working Days



10.4.6  If any of the events in 73 (1) (a) to (c) of the Regulations happen, the Relevant Authority has the right to immediately terminate the Contract and Clause 10.5.2 to 10.5.7 applies.





[bookmark: _1pxezwc]10.5	What happens if the contract ends

Where the Relevant Authority terminates a Contract under Clause 10.4.1 all of the following apply:


10.5.1	The Supplier is responsible for the Relevant Authority’s reasonable costs of procuring  Replacement Deliverables for the rest of the Contract Period.

10.5.2	The Buyer’s payment obligations under the terminated Contract stop immediately.

[bookmark: _49x2ik5]10.5.3	Accumulated rights of the Parties are not affected.

[bookmark: _2p2csry]10.5.4	The Supplier must promptly delete or return the Government Data except where required to retain copies by law.

[bookmark: _147n2zr]10.5.5	The Supplier must promptly return any of CCS or the Buyer’s property provided under the terminated Contract.

[bookmark: _3o7alnk]10.5.6	The Supplier must, at no cost to CCS or the Buyer, co-operate fully in the handover and re-procurement (including to a Replacement Supplier).

[bookmark: _23ckvvd]10.5.7	The following Clauses survive the termination of each Contract: 3.2.10, 6, 7.2, 9, 11, 14, 15, 16, 17, 18, 34, 35 and any Clauses and Schedules which are expressly or by implication intended to continue.

[bookmark: _ihv636]

[bookmark: _32hioqz]10.6	When the supplier can end the contract 

[bookmark: _1hmsyys]10.6.1	The Supplier can issue a Reminder Notice if the Buyer does not pay an undisputed invoice on time. The Supplier can terminate a Call-Off Contract if the Buyer fails to pay an undisputed invoiced sum due and worth over 10% of the total Contract Value or £1,000, whichever is the lower, within 30 days of the date of the Reminder Notice. 

[bookmark: _41mghml]

[bookmark: _2grqrue]10.6.2	If a Supplier terminates a Call-Off Contract under Clause 10.6.1:



· the Buyer must promptly pay all outstanding Charges incurred to the Supplier

· the Buyer must pay the Supplier reasonable committed and unavoidable Losses as long as the Supplier provides a fully itemised and costed schedule with evidence - the maximum value of this payment is limited to the total sum payable to the Supplier if the Contract had not been terminated

· Clauses 10.5.4 to 10.5.7 apply



[bookmark: _vx1227]10.7	When subcontracts can be ended 

At the Buyer’s request, the Supplier must terminate any Subcontracts in any of the following events:



· there is a Change of Control of a Subcontractor which isn’t pre-approved by the Relevant Authority in writing

· the acts or omissions of the Subcontractor have caused or materially contributed to a right of termination under Clause 10.4

· a Subcontractor or its Affiliates embarrasses or brings into disrepute or diminishes the public trust in the Relevant Authority



[bookmark: _3fwokq0]10.8	Partially ending and suspending the contract 

10.8.1	Where CCS has the right to terminate the Framework Contract it can suspend the Supplier's ability to accept Orders (for any period) and the Supplier cannot enter into any new Call-Off Contracts during this period. If this happens, the Supplier must still meet its obligations under any existing Call-Off Contracts that have already been signed.



10.8.2	Where CCS has the right to terminate a Framework Contract it is entitled to terminate all or part of it.



10.8.3	Where the Buyer has the right to terminate a Call-Off Contract it can terminate or suspend (for any period), all or part of it. If the Buyer suspends a Contract it can provide the Deliverables itself or buy them from a third party. 



10.8.4	The Relevant Authority can only partially terminate or suspend a Contract if the remaining parts of that Contract can still be used to effectively deliver the intended purpose.


10.8.5	The Parties must agree any necessary Variation required by Clause 10.8 using the Variation Procedure, but the Supplier may not either:



· reject the Variation

· increase the Charges, except where the right to partial termination is under Clause 10.3



10.8.6	The Buyer can still use other rights available, or subsequently available to it if it acts on its rights under Clause 10.8.



[bookmark: _1v1yuxt]11.	How much you can be held responsible for 

[bookmark: _4f1mdlm]11.1	Each Party's total aggregate liability in each Contract Year under this Framework Contract (whether in tort, contract or otherwise) is no more than £100,000. 


[bookmark: _2u6wntf]11.2	Each Party's total aggregate liability in each Contract Year under each Call-Off Contract (whether in tort, contract or otherwise) is no more than the greater of £5 million or 150% of the Estimated Yearly Charges unless specified in the Call-Off Order Form


11.3	No Party is liable to the other for:



· any indirect Losses

· Loss of profits, turnover, savings, business opportunities or damage to goodwill (in each case whether direct or indirect)


11.4	In spite of Clause 11.1 and 11.2, neither Party limits or excludes any of the following:



· its liability for death or personal injury caused by its negligence, or that of its employees, agents or Subcontractors

· its liability for bribery or fraud or fraudulent misrepresentation by it or its employees

· any liability that cannot be excluded or limited by Law

· its obligation to pay the required Management Charge or Default Management Charge 

· any liability that is covered by a Required Insurance 



11.5	In spite of Clauses 11.1 and 11.2, the Supplier does not limit or exclude its liability for any indemnity given under Clauses 7.5, 8.3, 9.5, 12.2 or 14.9 or Call-Off Schedule 2 (Staff Transfer) of a Contract. 


11.6	Each Party must use all reasonable endeavours to mitigate any Loss or damage which it suffers under or in connection with each Contract, including any indemnities. 



11.7	When calculating the Supplier’s liability under Clause 11.1 or 11.2 the following items will not be taken into consideration:



· Deductions

· any items specified in Clause 11.5



11.8	If more than one Supplier is party to a Contract, each Supplier Party is fully responsible for both their own liabilities and the liabilities of the other Suppliers. 



[bookmark: _19c6y18]12.	Obeying the law

[bookmark: _3tbugp1]12.1	The Supplier must use reasonable endeavours to comply with the provisions of Joint Schedule 5 (Corporate Social Responsibility).


[bookmark: _28h4qwu]12.2	The Supplier indemnifies CCS and every Buyer against any costs resulting from any Default by the Supplier relating to any applicable Law to do with a Contract.


12.3	The Supplier must appoint a Compliance Officer who must be responsible for ensuring that the Supplier complies with Law, Clause 12.1 and Clauses 27 to 32.


13.	Insurance

The Supplier must, at its own cost, obtain and maintain the Required Insurances in Joint Schedule 3 (Insurance Requirements) and any Additional Insurances in the Order Form.


[bookmark: _mq7lp4k0gsgx]14.	Data protection

14.1	The Relevant Authority is the Controller and the Supplier is the Processor for the purposes of the Data Protection Legislation. 



14.2  	The Supplier must process Personal Data and ensure that Supplier Staff process Personal Data only in accordance with Joint Schedule 11 (Processing Data).



14.3	The Supplier must not remove any ownership or security notices in or relating to the Government Data.


14.4	The Supplier must make accessible back-ups of all Government Data, stored in an agreed off-site location and send the Buyer copies every 6 Months. 



14.5	The Supplier must ensure that any Supplier system holding any Government Data, including back-up data, is a secure system that complies with the Security Policy and any applicable Security Management Plan.



14.6	If at any time the Supplier suspects or has reason to believe that the Government Data provided under a Contract is corrupted, lost or sufficiently degraded, then the Supplier must notify the Relevant Authority and immediately suggest remedial action.



14.7	If the Government Data is corrupted, lost or sufficiently degraded so as to be unusable the Relevant Authority may either or both:


· tell the Supplier to restore or get restored Government Data as soon as practical but no later than 5 Working Days from the date that the Relevant Authority receives notice, or the Supplier finds out about the issue, whichever is earlier

· restore the Government Data itself or using a third party


14.8	The Supplier must pay each Party’s reasonable costs of complying with Clause 14.7 unless CCS or the Buyer is at fault. 



14.9	The Supplier:


· must provide the Relevant Authority with all Government Data in an agreed open format within 10 Working Days of a written request

· must have documented processes to guarantee prompt availability of Government Data if the Supplier stops trading

· must securely destroy all Storage Media that has held Government Data at the end of life of that media using Good Industry Practice

· securely erase all Government Data and any copies it holds when asked to do so by CCS or the Buyer unless required by Law to retain it

· indemnifies CCS and each Buyer against any and all Losses incurred if the Supplier breaches Clause 14 and any Data Protection Legislation.



[bookmark: _3l18frh]15.	What you must keep confidential

15.1	Each Party must:


· keep all Confidential Information it receives confidential and secure

· not disclose, use or exploit the Disclosing Party’s Confidential Information without the Disclosing Party's prior written consent, except for the purposes anticipated under the Contract 

· immediately notify the Disclosing Party if it suspects unauthorised access, copying, use or disclosure of the Confidential Information


15.2	In spite of Clause 15.1, a Party may disclose Confidential Information which it receives from the Disclosing Party in any of the following instances:


· where disclosure is required by applicable Law or by a court with the relevant jurisdiction if the Recipient Party notifies the Disclosing Party of the full circumstances, the affected Confidential Information and extent of the disclosure

· if the Recipient Party already had the information without obligation of confidentiality before it was disclosed by the Disclosing Party

· if the information was given to it by a third party without obligation of confidentiality

· if the information was in the public domain at the time of the disclosure

· if the information was independently developed without access to the Disclosing Party’s Confidential Information

· to its auditors or for the purposes of regulatory requirements

· on a confidential basis, to its professional advisers on a need-to-know basis

· to the Serious Fraud Office where the Recipient Party has reasonable grounds to believe that the Disclosing Party is involved in activity that may be a criminal offence under the Bribery Act 2010



15.3	The Supplier may disclose Confidential Information on a confidential basis to Supplier Staff on a need-to-know basis to allow the Supplier to meet its obligations under the Contract. The Supplier Staff must enter into a direct confidentiality agreement with the Relevant Authority at its request.


15.4	CCS or the Buyer may disclose Confidential Information in any of the following cases:


· on a confidential basis to the employees, agents, consultants and contractors of CCS or the Buyer

· on a confidential basis to any other Central Government Body, any successor body to a Central Government Body or any company that CCS or the Buyer transfers or proposes to transfer all or any part of its business to

· if CCS or the Buyer (acting reasonably) considers disclosure necessary or appropriate to carry out its public functions

· where requested by Parliament

· under Clauses 4.7 and 16



15.5	For the purposes of Clauses 15.2 to 15.4 references to disclosure on a confidential basis means disclosure under a confidentiality agreement or arrangement including terms as strict as those required in Clause 15.


15.6	Transparency Information and any Information which is exempt from disclosure by Clause 16 is not Confidential Information.


15.7	The Supplier must not make any press announcement or publicise the Contracts or any part of them in any way, without the prior written consent of the Relevant Authority and must take all reasonable steps to ensure that Supplier Staff do not either. 



[bookmark: _206ipza]16.	When you can share information 

16.1	The Supplier must tell the Relevant Authority within 48 hours if it receives a Request For Information.


16.2	Within the required timescales the Supplier must give CCS and each Buyer full co-operation and information needed so the Buyer can:


· publish the Transparency Information 

· comply with any Freedom of Information Act (FOIA) request

· comply with any Environmental Information Regulations (EIR) request


16.3	The Relevant Authority may talk to the Supplier to help it decide whether to publish information under Clause 16. However, the extent, content and format of the disclosure is the Relevant Authority’s decision, which does not need to be reasonable. 



[bookmark: _4k668n3]17.	Invalid parts of the contract 

[bookmark: _2zbgiuw]If any part of a Contract is prohibited by Law or judged by a court to be unlawful, void or unenforceable, it must be read as if it was removed from that Contract as much as required and rendered ineffective as far as possible without affecting the rest of the Contract, whether it’s valid or enforceable.


[bookmark: _1egqt2p]18.	No other terms apply 

The provisions incorporated into each Contract are the entire agreement between the Parties. The Contract  replaces all previous statements and agreements whether written or oral. No other provisions apply. 


19.	Other people’s rights in a contract 

No third parties may use the Contracts (Rights of Third Parties) Act (CRTPA) to enforce any term of the Contract unless stated (referring to CRTPA) in the Contract. This does not affect third party rights and remedies that exist independently from CRTPA. 


[bookmark: _3ygebqi]20.	Circumstances beyond your control 

20.1	Any Party affected by a Force Majeure Event is excused from performing its obligations under a Contract while the inability to perform continues, if it both:



· provides a Force Majeure Notice to the other Party

· uses all reasonable measures practical to reduce the impact of the Force Majeure Event



20.2	Either party can partially or fully terminate the affected Contract if the provision of the Deliverables is materially affected by a Force Majeure Event which lasts for 90 days continuously. 


[bookmark: _2dlolyb]20.3	Where a Party terminates under Clause 20.2: 

[bookmark: _sqyw64]

· each party must cover its own Losses

· Clause 10.5.2 to 10.5.7 applies


[bookmark: _3cqmetx]21.	Relationships created by the contract 

No Contract creates a partnership, joint venture or employment relationship. The Supplier must represent themselves accordingly and ensure others do so.


22.	Giving up contract rights

A partial or full waiver or relaxation of the terms of a Contract is only valid if it is stated to be a waiver in writing to the other Party.


23.	Transferring responsibilities 

23.1	The Supplier can not assign a Contract without the Relevant Authority’s written consent.


[bookmark: _1rvwp1q]23.2	The Relevant Authority can assign, novate or transfer its Contract or any part of it to any Crown Body, public or private sector body which performs the functions of the Relevant Authority.


23.3	When CCS or the Buyer uses its rights under Clause 23.2 the Supplier must enter into a novation agreement in the form that CCS or the Buyer specifies. 


23.4	The Supplier can terminate a Contract novated under Clause 23.2 to a private sector body that is experiencing an Insolvency Event.


23.5	The Supplier remains responsible for all acts and omissions of the Supplier Staff as if they were its own.



23.6  	If CCS or the Buyer asks the Supplier for details about Subcontractors, the Supplier must provide details of Subcontractors at all levels of the supply chain including:



· their name

· the scope of their appointment

· the duration of their appointment


24.	Changing the contract

[bookmark: _4bvk7pj]24.1	Either Party can request a Variation to a Contract which is only effective if agreed in writing and signed by both Parties


24.2	The Supplier must provide an Impact Assessment either:



· with the Variation Form, where the Supplier requests the Variation

· within the time limits included in a Variation Form requested by CCS or the Buyer



24.3	If the Variation to a Contract cannot be agreed or resolved by the Parties, CCS or the Buyer can either:



· agree that the Contract continues without the Variation

· terminate the affected Contract, unless in the case of a Call-Off Contract, the Supplier has already provided part or all of the provision of the Deliverables, or where the Supplier can show evidence of substantial work being carried out to provide them

· refer the Dispute to be resolved using Clause 34 (Resolving Disputes) 



[bookmark: _2r0uhxc]24.4	CCS and the Buyer are not required to accept a Variation request made by the Supplier.


24.5	If there is a General Change in Law, the Supplier must bear the risk of the change and is not entitled to ask for an increase to the Framework Prices or the Charges.


24.6	If there is a Specific Change in Law or one is likely to happen during the Contract Period the Supplier must give CCS and the Buyer notice of the likely effects of the changes as soon as reasonably practical. They must also say if they think any Variation is needed either to the Deliverables, Framework Prices or a Contract and provide evidence: 



· that the Supplier has kept costs as low as possible, including in Subcontractor costs

· of how it has affected the Supplier’s costs


24.7	Any change in the Framework Prices or relief from the Supplier's obligations because of a Specific Change in Law must be implemented using Clauses 24.1 to 24.4.


25.	How to communicate about the contract 

25.1	All notices under the Contract must be in writing and are considered effective on the Working Day of delivery as long as they’re delivered before 5:00pm on a Working Day. Otherwise the notice is effective on the next Working Day. An email is effective when sent unless an error message is received.


25.2	Notices to CCS must be sent to the CCS Authorised Representative’s address or email address in the Framework Award Form.


25.3	Notices to the Buyer must be sent to the Buyer Authorised Representative’s address or email address in the Order Form. 


25.4	This Clause does not apply to the service of legal proceedings or any documents in any legal action, arbitration or dispute resolution. 


[bookmark: _1664s55]26.	Dealing with claims 

26.1	If a Beneficiary is notified of a Claim then it must notify the Indemnifier as soon as reasonably practical and no later than 10 Working Days.


[bookmark: _3q5sasy]26.2	At the Indemnifier’s cost the Beneficiary must both:

[bookmark: _25b2l0r]

· [bookmark: _kgcv8k]allow the Indemnifier to conduct all negotiations and proceedings to do with a Claim 

· [bookmark: _34g0dwd]give the Indemnifier reasonable assistance with the claim if requested


[bookmark: _1jlao46]26.3	The Beneficiary must not make admissions about the Claim without the prior written consent of the Indemnifier which can not be unreasonably withheld or delayed.


[bookmark: _43ky6rz]26.4	The Indemnifier must consider and defend the Claim diligently using competent legal advisors and in a way that doesn’t damage the Beneficiary’s reputation.


[bookmark: _2iq8gzs]26.5	The Indemnifier must not settle or compromise any Claim without the Beneficiary's prior written consent which it must not unreasonably withhold or delay.


26.6	Each Beneficiary must take all reasonable steps to minimise and mitigate any losses that it suffers because of the Claim.


26.7	If the Indemnifier pays the Beneficiary money under an indemnity and the Beneficiary later recovers money which is directly related to the Claim, the Beneficiary must immediately repay the Indemnifier the lesser of either:



· the sum recovered minus any legitimate amount spent by the Beneficiary when recovering this money 

· the amount the Indemnifier paid the Beneficiary for the Claim


[bookmark: _xvir7l]27.	Preventing fraud, bribery and corruption

[bookmark: _3hv69ve]27.1	The Supplier must not during any Contract Period: 

[bookmark: _1x0gk37]

· commit a Prohibited Act or any other criminal offence in the Regulations 57(1) and 57(2)

· do or allow anything which would cause CCS or the Buyer, including any of their employees, consultants, contractors, Subcontractors or agents to breach any of the Relevant Requirements or incur any liability under them


[bookmark: _4h042r0]27.2	The Supplier must during the Contract Period:


· [bookmark: _2w5ecyt]create, maintain and enforce adequate policies and procedures to ensure it complies with the Relevant Requirements to prevent a Prohibited Act and require its Subcontractors to do the same

· keep full records to show it has complied with its obligations under Clause 27 and give copies to CCS or the Buyer on request

· if required by the Relevant Authority, within 20 Working Days of the Start Date of the relevant Contract, and then annually, certify in writing to the Relevant Authority, that they have complied with Clause 27, including compliance of Supplier Staff, and provide reasonable supporting evidence of this on request, including its policies and procedures



[bookmark: _1baon6m]27.3	The Supplier must immediately notify CCS and the Buyer if it becomes aware of any breach of Clauses 27.1 or 27.2 or has any reason to think that it, or any of the Supplier Staff, has either:

[bookmark: _3vac5uf]

· been investigated or prosecuted for an alleged Prohibited Act

· been debarred, suspended, proposed for suspension or debarment, or is otherwise ineligible to take part in procurement programmes or contracts because of a Prohibited Act by any government department or agency 

· received a request or demand for any undue financial or other advantage of any kind related to a Contract

· suspected that any person or Party directly or indirectly related to a Contract has committed or attempted to commit a Prohibited Act


27.4	If the Supplier notifies CCS or the Buyer as required by Clause 27.3, the Supplier must respond promptly to their further enquiries, co-operate with any investigation and allow the Audit of any books, records and relevant documentation.


27.5	 In any notice the Supplier gives under Clause 27.4 it must specify the:


· Prohibited Act

· identity of the Party who it thinks has committed the Prohibited Act 

· action it has decided to take


28.	Equality, diversity and human rights

28.1	The Supplier must follow all applicable equality Law when they perform their obligations under the Contract, including:



· protections against discrimination on the grounds of race, sex, gender reassignment, religion or belief, disability, sexual orientation, pregnancy, maternity, age or otherwise

· any other requirements and instructions which CCS or the Buyer reasonably imposes related to equality Law


28.2	The Supplier must take all necessary steps, and inform CCS or the Buyer of the steps taken, to prevent anything that is considered to be unlawful discrimination by any court or tribunal, or the Equality and Human Rights Commission (or any successor organisation) when working on a Contract.



29.	Health and safety 

29.1	The Supplier must perform its obligations meeting the requirements of:



· all applicable Law regarding health and safety

· the Buyer’s current health and safety policy while at the Buyer’s Premises, as provided to the Supplier 


29.2	The Supplier and the Buyer must as soon as possible notify the other of any health and safety incidents or material hazards they’re aware of at the Buyer Premises that relate to the performance of a Contract. 



30.	Environment

30.1	When working on Site the Supplier must perform its obligations under the Buyer’s current Environmental Policy, which the Buyer must provide.


30.2	The Supplier must ensure that Supplier Staff are aware of the Buyer’s Environmental Policy.



31.	Tax 

31.1	The Supplier must not breach any tax or social security obligations and must enter into a binding agreement to pay any late contributions due, including where applicable, any interest or any fines. CCS and the Buyer cannot terminate a Contract where the Supplier has not paid a minor tax or social security contribution.


31.2	Where the Charges payable under a Contract with the Buyer are or are likely to exceed £5 million at any point during the relevant Contract Period, and an Occasion of Tax Non-Compliance occurs, the Supplier must notify CCS and the Buyer of it within 5 Working Days including:


· the steps that the Supplier is taking to address the Occasion of Tax Non-Compliance and any mitigating factors that it considers relevant

· other information relating to the Occasion of Tax Non-Compliance that CCS and the Buyer may reasonably need


[bookmark: _2afmg28]31.3	Where the Supplier or any Supplier Staff are liable to be taxed or to pay National Insurance contributions in the UK relating to payment received under a Call-Off Contract, the Supplier must both:


· [bookmark: _pkwqa1]comply with the Income Tax (Earnings and Pensions) Act 2003 and all other statutes and regulations relating to income tax, the Social Security Contributions and Benefits Act 1992 (including IR35) and National Insurance contributions 

· [bookmark: _39kk8xu]indemnify the Buyer against any Income Tax, National Insurance and social security contributions and any other liability, deduction, contribution, assessment or claim arising from or made during or after the Contract Period in connection with the provision of the Deliverables by the Supplier or any of the Supplier Staff


[bookmark: _1opuj5n]31.4	If any of the Supplier Staff are Workers who receive payment relating to the Deliverables, then the Supplier must ensure that its contract with the Worker contains the following requirements:

[bookmark: _48pi1tg]

· [bookmark: _2nusc19]the Buyer may, at any time during the Contract Period, request that the Worker provides information which demonstrates they comply with Clause 31.3, or why those requirements do not apply, the Buyer can specify the information the Worker must provide and the deadline for responding

· [bookmark: _1302m92]the Worker’s contract may be terminated at the Buyer’s request if the Worker fails to provide the information requested by the Buyer within the time specified by the Buyer

· [bookmark: _3mzq4wv]the Worker’s contract may be terminated at the Buyer’s request if the Worker provides information which the Buyer considers isn’t good enough to demonstrate how it complies with Clause 31.3 or confirms that the Worker is not complying with those requirements

· the Buyer may supply any information they receive from the Worker to HMRC for revenue collection and management


[bookmark: _2250f4o]32.	Conflict of interest

[bookmark: _haapch]32.1	The Supplier must take action to ensure that neither the Supplier nor the Supplier Staff are placed in the position of an actual or potential Conflict of Interest.


32.2	The Supplier must promptly notify and provide details to CCS and each Buyer if a Conflict of Interest happens or is expected to happen.


[bookmark: _319y80a]32.3	CCS and each Buyer can terminate its Contract immediately by giving notice in writing to the Supplier or take any steps it thinks are necessary where there is or may be an actual or potential Conflict of Interest.


33.	Reporting a breach of the contract 

33.1	As soon as it is aware of it the Supplier and Supplier Staff must report to CCS or the Buyer any actual or suspected breach of:



· Law

· Clause 12.1 

· Clauses 27 to 32



33.2	The Supplier must not retaliate against any of the Supplier Staff who in good faith reports a breach listed in Clause 33.1 to the Buyer or a Prescribed Person. 


34.	Resolving disputes 

34.1	If there is a Dispute, the senior representatives of the Parties who have authority to settle the Dispute will, within 28 days of a written request from the other Party, meet in good faith to resolve the Dispute.


34.2	If the Dispute is not resolved at that meeting, the Parties can attempt to settle it by mediation using the Centre for Effective Dispute Resolution (CEDR) Model Mediation Procedure current at the time of the Dispute. If the Parties cannot agree on a mediator, the mediator will be nominated by CEDR. If either Party does not wish to use, or continue to use mediation, or mediation does not resolve the Dispute, the Dispute must be resolved using Clauses 34.3 to 34.5.



34.3	Unless the Relevant Authority refers the Dispute to arbitration using Clause 34.4, the Parties irrevocably agree that the courts of England and Wales have the exclusive jurisdiction to: 



· determine the Dispute

· grant interim remedies

· grant any other provisional or protective relief


[bookmark: _1gf8i83]34.4	The Supplier agrees that the Relevant Authority has the exclusive right to refer any Dispute to be finally resolved by arbitration under the London Court of International Arbitration Rules current at the time of the Dispute. There will be only one arbitrator. The seat or legal place of the arbitration will be London and the proceedings will be in English.


[bookmark: _40ew0vw]34.5	The Relevant Authority has the right to refer a Dispute to arbitration even if the Supplier has started or has attempted to start court proceedings under Clause 34.3, unless the Relevant Authority has agreed to the court proceedings or participated in them. Even if court proceedings have started, the Parties must do everything necessary to ensure that the court proceedings are stayed in favour of any arbitration proceedings if they are started under Clause 34.4.


34.6	The Supplier cannot suspend the performance of a Contract during any Dispute.



35.	Which law applies

This Contract and any issues arising out of, or connected to it, are governed by English law.


[bookmark: _2fk6b3p]
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JOINT SCHEDULE 1

DEFINITIONS

In each Contract, unless the context otherwise requires, capitalised expressions shall have the meanings set out in this Joint Schedule 1 (Definitions) or the relevant Schedule in which that capitalised expression appears.

[bookmark: _Hlt362969523]If a capitalised expression does not have an interpretation in this Schedule or any other Schedule, it shall, in the first instance, be interpreted in accordance with the common interpretation within the relevant market sector/industry where appropriate. Otherwise, it shall be interpreted in accordance with the dictionary meaning.

In each Contract, unless the context otherwise requires:

the singular includes the plural and vice versa;

reference to a gender includes the other gender and the neuter;

references to a person include an individual, company, body corporate, corporation, unincorporated association, firm, partnership or other legal entity or Crown Body;

a reference to any Law includes a reference to that Law as amended, extended, consolidated or re-enacted from time to time;

the words "including", "other", "in particular", "for example" and similar words shall not limit the generality of the preceding words and shall be construed as if they were immediately followed by the words "without limitation";

references to "writing" include typing, printing, lithography, photography, display on a screen, electronic and facsimile transmission and other modes of representing or reproducing words in a visible form, and expressions referring to writing shall be construed accordingly;

references to "representations" shall be construed as references to present facts, to "warranties" as references to present and future facts and to "undertakings" as references to obligations under the Contract; 

references to "Clauses" and "Schedules" are, unless otherwise provided, references to the clauses and schedules of the Core Terms and references in any Schedule to parts, paragraphs, annexes and tables are, unless otherwise provided, references to the parts, paragraphs, annexes and tables of the Schedule in which these references appear; 

references to "Paragraphs" are, unless otherwise provided, references to the paragraph of the appropriate Schedules unless otherwise provided;

references to a series of Clauses or Paragraphs shall be inclusive of the clause numbers specified; and

the headings in each Contract are for ease of reference only and shall not affect the interpretation or construction of a Contract.

In each Contract, unless the context otherwise requires, the following words shall have the following meanings:





 

		DEFINITION

		MEANING



		“Accessed Contracts”

		Government Frameworks which are available to the Buyer and which the Buyer can grant access to the Supplier, as per paragraph 4 of Call Off Schedule 4;



		"Achieve"

		in respect of a Test, to successfully pass such Test without any Test Issues and in respect of a Milestone, the issue of a Satisfaction Certificate in respect of that Milestone and "Achieved", "Achieving" and "Achievement" shall be construed accordingly;



		"Additional Insurances"

		insurance requirements relating to a Call-Off Contract specified in the Order Form additional to those outlined in Schedule J3 (Insurance Requirements);



		"Admin Fees"

		“Admin Fees” means the costs incurred by CCS in dealing with MI Failures calculated in accordance with the tariff of administration charges published by the CCS on: http://CCS.cabinetoffice.gov.uk/i-am-supplier/management-information/admin-fees;



		"Affected Party"

		the party seeking to claim relief in respect of a Force Majeure Event;



		"Affiliates"

		in relation to a body corporate, any other entity which directly or indirectly Controls, is Controlled by, or is under direct or indirect common Control of that body corporate from time to time;



		“Annex”

		extra information which supports a Schedule;



		"Appropriate Safeguards"

		means appropriate safeguards for the purposes of, and that meet the standards required by, GDPR;



		"Approval"

		the prior written consent of the Buyer and "Approve" and "Approved" shall be construed accordingly;



		“Asset”

		any item or equipment owned by the Buyer which is maintained as part of the Services;



		“Assessed Value”

		the estimated value of the Call Off Contract, used in order to determine the appropriate Lot, and is calculated by using the average of the following inputs provided by the Buyer (where available):

a) Unit of Measure of Deliverables required; and

b) current costs or estimated annual costs;

c) benchmarked costs;



		"Audit"

		the Relevant Authority’s right to:

a) verify the accuracy of the Charges and any other amounts payable by a Buyer under a Call-Off Contract (including proposed or actual variations to them in accordance with the Contract);

b) verify the costs of the Supplier (including the costs of all Subcontractors and any third party suppliers) in connection with the provision of the Services;

c) verify the Open Book Data;

d) verify the Supplier’s and each Subcontractor’s compliance with the applicable Law;

e) identify or investigate actual or suspected breach of Clauses 29 to 35 and/or Joint Schedule 5 (Corporate Social Responsibility), impropriety or accounting mistakes or any breach or threatened breach of security and in these circumstances the Relevant Authority shall have no obligation to inform the Supplier of the purpose or objective of its investigations;

f) identify or investigate any circumstances which may impact upon the financial stability of the Supplier, any Guarantor, and/or any Subcontractors or their ability to provide the Deliverables;

g) obtain such information as is necessary to fulfil the Relevant Authority’s obligations to supply information for parliamentary, ministerial, judicial or administrative purposes including the supply of information to the Controller and Auditor General;

h) review any books of account and the internal contract management accounts kept by the Supplier in connection with each Contract;

i) carry out the Relevant Authority’s internal and statutory audits and to prepare, examine and/or certify the Relevant Authority's annual and interim reports and accounts;

j) enable the National Audit Office to carry out an examination pursuant to Section 6(1) of the National Audit Act 1983 of the economy, efficiency and effectiveness with which the Relevant Authority has used its resources;

k) verify the accuracy and completeness of any Management Information delivered or required by the Framework Contract;



		"Auditor"

		c) the Buyer’s internal and external auditors;

d) the Buyer’s statutory or regulatory auditors;

e) the Controller and Auditor General, their staff and/or any appointed representatives of the National Audit Office;

f) HM Treasury or the Cabinet Office;

g) any party formally appointed by the Buyer to carry out audit or similar review functions; and

h) successors or assigns of any of the above;



		"Authority"

		   CCS and each Buyer;



		"Authority Cause"

		any breach of the obligations of the Relevant Authority or any other default, act, omission, negligence or statement of the Relevant Authority, of its employees, servants, agents in connection with or in relation to the subject-matter of the Contract and in respect of which the Relevant Authority is liable to the Supplier;





		"BACS"

		the Bankers’ Automated Clearing Services, which is a scheme for the electronic processing of financial transactions within the United Kingdom;





		"BCDR Plan"

		shall contain the information as per Call Off Schedule 8;



		"Beneficiary"

		a Party having (or claiming to have) the benefit of an indemnity under this Contract;



		“Beyond Economic Repair”

		has the meaning given to it in paragraph 29.8 of Framework Schedule 1 (Specification);



		"Baseline Monthly Payment"

		means the payment payable in respect of a Service Month as set by reference to the Fixed Price Pricing Matrix.



		"Billable Works"

		mean Deliverables including Small Works, Projects, and Reactive Maintenance Works in excess of the Inclusive Repair Threshold but excluding Reactive Maintenance Works below the Inclusive Repair Threshold or Deliverables that become billable due to falling into the exclusions identified in paragraph 5.7 of Call Off Schedule 4a.  For the avoidance of doubt, Billable Works are raised in accordance with the Billable Works and Approval Process and are not included in the Baseline Monthly Payment;



		"Billable Works and Approval Process"

		means the process described as such in Framework Schedule 1 (Specification) - Appendix 3 – Billable Works and Approvals Process;



		"Billable Works Management Uplift"

		the maximum permitted rate of uplift as set out in the Pricing Matrix;





		"Breach of Security"

		the occurrence of:

a) any unauthorised access to or use of the Deliverables, the Sites and/or any Information and Communication Technology ("ICT"), information or data (including the Confidential Information and the Government Data) used by the Buyer and/or the Supplier in connection with this Contract; and/or

b) the loss and/or unauthorised disclosure of any information or data (including the Confidential Information and the Government Data), including any copies of such information or data, used by the Buyer and/or the Supplier in connection with this Contract,

in either case as more particularly set out in the Security Policy;



		"Business Continuity Plan"

		shall contain the information as per section 3.2 of Call Off Schedule 8;



		"Business Critical Events"

		means any event: (i) described as such in the Order Form; (ii)  which relates to the immediate security or health and safety of Buyer Premises; or (iii) which triggers the invocation of the Business Continuity and Disaster Recovery Plan;





		"Buyer"

		the relevant public sector purchaser identified as such in the Order Form;



		"Buyer Assets"

		the Buyer’s infrastructure, data, software, materials, assets, equipment or other property owned by and/or licensed or leased to the Buyer and which is or may be used in connection with the provision of the Deliverables;



		"Buyer Authorised Representative"

		the representative appointed by the Buyer from time to time in relation to the Call-Off Contract initially identified in the Order Form;



		“Buyer Equipment”

		any Buyer Assets at any Site on the Start Date;



		“Buyer Inputs”

		the range of information provided by the Buyer in order to create the Supplier Brief;



		"Buyer Premises"

		premises owned, controlled or occupied by the Buyer which are made available for use by the Supplier or its Subcontractors for the provision of the Deliverables (or any of them);



		"CAFM System"

		the computer aided faculties management system operated by the Supplier in connection with the provision of the Deliverables; 



		"Call-Off Contract"

		has the meaning given in the Order Form;



		"Call-Off Contract Period"

		the term of the Call-Off Contract from the Effective Date until the applicable End Date;



		"Call-Off Expiry Date"

		the date of the end of a Call-Off Contract as stated in the Order Form;



		"Call-Off Incorporated Terms"

		the contractual terms applicable to the Call-Off Contract specified under the relevant heading in the Order Form;



		"Call-Off Initial Period"

		the initial period of provision of the Services (following the Mobilisation Period) as specified in the Order Form;



		"Call-Off Optional Extension Period"

		such period or periods beyond which the Call-Off Initial Period may be extended up to a maximum of the number of years in total specified in the Order Form;



		"Call-Off Procedure"

		the process for awarding a Call-Off Contract pursuant to Core Terms clause 2 (How the contract works) and Framework Schedule 7 (Call-Off Procedure and Award Criteria);



		"Call-Off Special Terms"

		any additional terms and conditions specified in the Order Form incorporated into the applicable Call-Off Contract;



		"Call-Off Start Date"

		the date from which the provision of the Services is to commence as stated in the Order Form;



		"Call-Off Tender"

		the tender submitted by the Supplier in response to the Buyer’s Statement of Requirements following a Further Competition Procedure and set out at Call-Off Schedule 22 (Call-Off Tender);



		"CCS"

		the Minister for the Cabinet Office as represented by Crown Commercial Service, which is an executive agency and operates as a trading fund of the Cabinet Office, whose offices are located at 9th Floor, The Capital, Old Hall Street, Liverpool L3 9PP;



		"CCS Authorised Representative"

		the representative appointed by CCS from time to time in relation to the Framework Contract initially identified in the Framework Award Form;



		"Central Government Body"

		a body listed in one of the following sub-categories of the Central Government classification of the Public Sector Classification Guide, as published and amended from time to time by the Office for National Statistics:

a) Government Department;

b) Non-Departmental Public Body or Assembly Sponsored Public Body (advisory, executive, or tribunal);

c) Non-Ministerial Department; or

d) Executive Agency;



		"Change in Law"

		any change in Law which impacts on the supply of the Deliverables and performance of the Contract which comes into force after the Start Date;



		"Change of Control"

		a change of control within the meaning of Section 450 of the Corporation Tax Act 2010;



		"Charges"

		the prices (exclusive of any applicable VAT), payable to the Supplier by the Buyer under the Call-Off Contract, as set out in the Order Form, for the full and proper performance by the Supplier of its obligations under the Call-Off Contract less any Deductions;



		"Claim"

		any claim which it appears that a Beneficiary is, or may become, entitled to indemnification under this Contract;



		"Commercially Sensitive Information"

		the Confidential Information listed in the Framework Award Form or Order Form (if any) comprising of commercially sensitive information relating to the Supplier, its IPR or its business or which the Supplier has indicated to the Authority that, if disclosed by the Authority, would cause the Supplier significant commercial disadvantage or material financial loss;



		"Comparable Supply"

		the supply of Deliverables to another buyer of the Supplier that are the same or similar to the Deliverables;



		"Compliance Officer"

		the person(s) appointed by the Supplier who is responsible for ensuring that the Supplier complies with its legal obligations;



		“Condition Survey”

		means a periodic lease-driven survey and/or formal periodic survey;



		"Confidential Information"

		means any information, however it is conveyed, that relates to the business, affairs, developments, trade secrets, Know-How, personnel and suppliers of the CCS, the Buyer or the Supplier, including IPRs, together with information derived from the above, and any other information clearly designated as being confidential (whether or not it is marked as "confidential") or which ought reasonably to be considered to be confidential;



		"Conflict of Interest"

		a conflict between the financial or personal duties of the Supplier or the Supplier Staff and the duties owed to CCS or any Buyer under a Contract, in the reasonable opinion of the Buyer or CCS;



		"Contract"

		either the Framework Contract or the Call-Off Contract, as the context requires;



		"Contract Management Plan"

		means the contract management plan to be provided by the Supplier in accordance with Call-Off Schedule 15 (Contract Management);



		"Contract Period"

		in the case of the Framework Contract, its term from the earlier of the:

a) applicable Start Date; or

b) the Effective Date

until the applicable End Date and, in the case of a Call-Off Contract, the Call-Off Contract Period;



		"Contract Value"

		the higher of the expected Contract value and the total Charges paid or payable under a Contract where all obligations are met by the Supplier;



		"Contract Year"

		a consecutive period of twelve (12) Months commencing at the start of the Call Off Initial Period on the Start Date or each anniversary thereof;



		"Control"

		control in either of the senses defined in sections 450 and 1124 of the Corporation Tax Act 2010 and "Controlled" shall be construed accordingly;



		“Controller”

		has the meaning given to it in the GDPR;



		“Core Terms”

		CCS’ standard terms and conditions for common goods and services which govern how Supplier must interact with CCS and Buyers under Framework Contracts and Call-Off Contracts;



		“Corporate Overhead”

		has the meaning given to it in Overhead;



		"Costs"

		the following costs (without double recovery) to the extent that they are reasonably and properly incurred by the Supplier in providing the Deliverables:

a) the cost to the Supplier or the Key Subcontractor (as the context requires), calculated per Man Day, of engaging the Supplier Staff, including:

i) base salary paid to the Supplier Staff;

ii) employer’s National Insurance contributions;

iii) pension contributions;

iv) car allowances;

v) any other contractual employment benefits;

vi) staff training;

vii) work place accommodation;

viii) work place IT equipment and tools reasonably necessary to provide the Deliverables (but not including items included within limb (b) below); and

ix) reasonable recruitment costs, as agreed with the Buyer;

b) costs incurred in respect of Supplier Assets which would be treated as capital costs according to generally accepted accounting principles within the UK, which shall include the cost to be charged in respect of Supplier Assets by the Supplier to the Buyer or (to the extent that risk and title in any Supplier Asset is not held by the Supplier) any cost actually incurred by the Supplier in respect of those Supplier Assets;

c) operational costs which are not included within (a) or (b) above, to the extent that such costs are necessary and properly incurred by the Supplier in the provision of the Deliverables;

d) Reimbursable Expenses to the extent these have been specified as allowable in the Order Form and are incurred in delivering any Deliverables;

but excluding:

a) Overhead;

b) financing or similar costs;

c) maintenance and support costs to the extent that these relate to maintenance and/or support Deliverables provided beyond the Call-Off Contract Period whether in relation to Supplier Assets or otherwise;

d) taxation;

e) fines and penalties;

f) amounts payable under Call-Off Schedule 16 (Benchmarking) where such Schedule is used; and

g) non-cash items (including depreciation, amortisation, impairments and movements in provisions);



		"Credit Rating Threshold"

		the minimum credit rating level for the Supplier as set out in Annex 2 of Joint  Schedule 7 and for each Key Subcontractor (if applicable);



		"Crown Body"

		the government of the United Kingdom (including the Northern Ireland Assembly and Executive Committee, the Scottish Executive and the National Assembly for Wales), including, but not limited to, government ministers and government departments and particular bodies, persons, commissions or agencies from time to time carrying out functions on its behalf;



		"CRTPA"

		the Contract Rights of Third Parties Act 1999;



		“Data Loss Event”

		any event that results, or may result, in unauthorised access to Personal Data held by a Party under this Contract, and/or actual or potential loss and/or destruction of Personal Data in breach of this Contract, including any Personal Data Breach;



		"Data Protection Legislation"

		(i) the GDPR, the LED and any applicable national implementing Laws as amended from time to time (ii) the Data Protection Act 2018 subject to Royal Assent to the extent that it relates to processing of personal data and privacy; (iiii) all applicable Law about the processing of personal data and privacy;



		“Data Protection Impact Assessment”

		an assessment by the Controller of the impact of the envisaged processing on the protection of Personal Data;



		"Data Protection Officer"

		has the meaning given to it in the GDPR;



		"Data Subject"

		has the meaning given to it in the GDPR;



		"Data Subject Access Request"

		a request made by, or on behalf of, a Data Subject in accordance with rights granted pursuant to the Data Protection Legislation to access their Personal Data;



		"Deductions"

		all KPI Credits, Delay Payments or any other deduction which the Buyer is paid or is payable to the Buyer under a Call-Off Contract;



		"Default"

		any breach of the obligations of the Supplier (including abandonment of a Contract in breach of its terms) or any other default (including material default), act, omission, negligence or statement of the Supplier, of its Subcontractors or any Supplier Staff howsoever arising in connection with or in relation to the subject-matter of a Contract and in respect of which the Supplier is liable to the Relevant Authority;



		"Default Management Charge"

		has the meaning given to it in Paragraph 7.1.1 of Framework Schedule 5 (Management Charges and Information);



		"Delay Payments"

		the amounts (if any) payable by the Supplier to the Buyer in respect of a delay in respect of a Milestone as specified in the Mobilisation Plan;



		"Deliverables"

		Goods and/or Services that may be ordered under the Contract including the Documentation; 



		"Delivery"

		delivery of the relevant Deliverable or Milestone in accordance with the terms of a Call-Off Contract as confirmed and accepted by the Buyer by either (a) confirmation in writing to the Supplier; or (b) where Call-Off Schedule 13 (Mobilisation Plan and Testing) is used, issue by the Buyer of a Satisfaction Certificate. "Deliver" and "Delivered" shall be construed accordingly;



		"Disaster"

		the occurrence of one or more events which, either separately or cumulatively, mean that the Deliverables, or a material part thereof will be unavailable (or could reasonably be anticipated to be unavailable) for the period specified in the Order Form (for the purposes of this definition the "Disaster Period");



		"Disaster Recovery Plan"

		shall contain the information as per paragraph 4.2 of Section 4  of Call Off Schedule 8;



		"Disaster Recovery System"

		the system embodied in the processes and procedures for restoring the provision of Deliverables following the occurrence of a Disaster;



		"Disaster Recovery Deliverables"

		the Deliverables embodied in the processes and procedures for restoring the provision of Deliverables following the occurrence of a Disaster;



		"Disclosing Party"

		the Party directly or indirectly providing Confidential Information to the other Party in accordance with Core Terms clause 15 (What you must keep confidential);



		“Direct Award”

		means the award of a Contract directly to a supplier without the need for a Further Competition as per the process detailed in Framework Schedule 7;



		“Direct Award Mobilisation”

		Direct Award Mobilisation is calculated at Further Competition using the Direct Award Mobilisation Percentage, captured in the Pricing Matrix.

It is payable during the first year of the contract, split equally into 12 monthly payments. The standard Mobilisation term is 3 months. This cost will attract Management and Corporate Overhead and Profit;



		"Direct Award Price"

		means the price to deliver the Standard Service using the direct award rates, as per the Pricing Matrix, per annum;



		“Direct Award Process”

		the process as described in Framework Schedule 7 – Call Off Procedure and Award Criteria;



		"Direct Award TUPE Risk Percentage"

		means the direct award TUPE risk percentage figure set out in Framework Schedule 3 (Framework Prices);



		"Direct Award TUPE Risk Premium"

		means the % of the total price of the Deliverables as submitted by the Supplier within Framework Schedule 3 – Annex 1 ( Rates and Prices) to cover the risk of employees transferring on terms which are protected by Employment Regulations;



		"Dispute"

		any claim, dispute or difference arising out of or in connection with the Contract or in connection with the negotiation, existence, legal validity, enforceability or termination of the Contract, whether the alleged liability shall arise under English law or under the law of some other country and regardless of whether a particular cause of action may successfully be brought in the English courts;



		"Dispute Resolution Procedure"

		the dispute resolution procedure set out in Core Terms clause 34 (Resolving disputes);



		"Documentation"

		descriptions of the Services and KPIs, technical specifications, user manuals, training manuals, operating manuals, process definitions and procedures, system environment descriptions and all such other documentation (whether in hardcopy or electronic form) is required to be supplied by the Supplier to the Buyer under a Contract as:

a) would reasonably be required by a competent third party capable of Good Industry Practice contracted by the Buyer to develop, configure, build, deploy, run, maintain, upgrade and test the individual systems that provide the Deliverables;

b) is required by the Supplier in order to provide the Deliverables; and/or

c) has been or shall be generated for the purpose of providing the Deliverables;



		"DOTAS"

		the Disclosure of Tax Avoidance Schemes rules which require a promoter of tax schemes to tell HMRC of any specified notifiable arrangements or proposals and to provide prescribed information on those arrangements or proposals within set time limits as contained in Part 7 of the Finance Act 2004 and in secondary legislation made under vires contained in Part 7 of the Finance Act 2004 and as extended to National Insurance Contributions;



		"Due Diligence Information"

		any information supplied to the Supplier by or on behalf of the Authority prior to the Start Date;



		"Earn Back Amount"

		is the earn back amount as calculated in accordance with Call-Off Schedule 14 (Key Performance Indicators);



		"Effective Date"

		the date on which the final Party has signed the Contract;



		"EIR"

		the Environmental Information Regulations 2004;



		"Employee Liability"

		all claims, actions, proceedings, orders, demands, complaints, investigations (save for any claims for personal injury which are covered by insurance) and any award, compensation, damages, tribunal awards, fine, loss, order, penalty, disbursement, payment made by way of settlement and costs, expenses and legal costs reasonably incurred in connection with a claim or investigation including in relation to the following:

a) redundancy payments including contractual or enhanced redundancy costs, termination costs and notice payments; 

b) unfair, wrongful or constructive dismissal compensation;

c) compensation for discrimination on grounds of  sex, race, disability, age, religion or belief, gender reassignment, marriage or civil partnership, pregnancy and maternity  or sexual orientation or claims for equal pay; 

d) compensation for less favourable treatment of part-time workers or fixed term employees;

e) outstanding debts and unlawful deduction of wages including any PAYE and National Insurance Contributions in relation to payments made by the Buyer or the Replacement Supplier to a Transferring Supplier Employee which would have been payable by the Supplier or the Subcontractor if such payment should have been made prior to the Service Transfer Date and also including any payments arising in respect of pensions;

f) claims whether in tort, contract or statute or otherwise; and/or

g) any investigation by the Equality and Human Rights Commission or other enforcement, regulatory or supervisory body and of implementing any requirements which may arise from such investigation;



		"Employer Pension Contribution Cap"

		means the 6% maximum rate of employer pension contribution used in the calculation of the TUPE Risk Premium;



		"Employment Regulations"

		the Transfer of Undertakings (Protection of Employment) Regulations 2006 (SI 2006/246) as amended or replaced or any other Regulations implementing the European Council Directive 77/187/EEC;



		"End Date"

		the earlier of:

a) the Expiry Date (as extended by any Extension Period exercised by the Authority under Core Terms clause 10.2); or

b) if a Contract is terminated before the date specified in (a) above, the date of termination of the Contract;



		"Environmental Policy"

		to conserve energy, water, wood, paper and other resources, reduce waste and phase out the use of ozone depleting substances and minimise the release of greenhouse gases, volatile organic compounds and other substances damaging to health and the environment, including any written environmental policy of the Buyer;



		"Equality and Human Rights Commission"

		the UK Government body named as such as may be renamed or replaced by an equivalent body from time to time;



		"Equipment Beyond Economic Repair"

		see "Beyond Economic Repair" definition



		“Estimated Year One Contract Charges”

		the anticipated total charges payable by the Buyer in the first Contract Year specified in the Call-Off Order Form;



		“Estimated Yearly Charge”

		    means for the purposes of calculating each Party’s annual liability under clause 11.2  in relation to defaults:

 i)  in the first Contract Year, the Estimated Year One Contract Charges; or

 ii) in the any subsequent Contract Years, the Charges paid or payable in the previous Call-off Contract Year;

     iii) after the end of the Call Off Contract, the largest Charges paid or payable in the last Contract Year during the Call Off Contract Period.



		"Exclusive Assets"

		Supplier Assets used exclusively by the Supplier or a Key Subcontractor in the provision of the Deliverables;



		"Existing IPR"

		any and all IPR that are owned by or licensed to either Party and which are or have been developed independently of the Contract (whether prior to the Start Date or otherwise);



		"Exit Information"

		has the meaning given to it in Paragraph 2.1 of Call Off Schedule 10;



		"Exit Manager"

		the person appointed by each Party to manage their respective obligations under Call Off Schedule 10;



		"Expiry Date"

		the Framework Expiry Date or the Call-Off Expiry Date (as the context dictates);



		"Extension Period"

		the Framework Optional Extension Period or the Call-Off Optional Extension Period as the context dictates;



		"Fixed Fee TUPE Risk Premium"

		means the amount payable  on an annual basis based on the difference between:

a) the costs to employ Transferring Former Supplier Employees or  where the Former Supplier becomes the Supplier those Former Supplier employees providing the Services at the Call-Off Start Date and/or Transferring Buyer Employees (as the case may be); and

b) the equivalent costs to employ staff used by the Supplier at Further Competition,

in respect of payments due under contracts of employment in respect of the following: 

i)	annual salary;

ii)	annual national insurance cost;

iii)	Annual Pension Cost;

iv)	annual life insurance cost;

v)	annual sick pay entitlement;

vi)	maternity/paternity costs; and

vii)	any other cost arising directly from the contract of employment of the Transferring Former Supplier Employee and or Transferring Buyer Employee, 

as set out in paragraph 3 of Call Off Schedule 6 (TUPE Surcharge);





		"FOIA"

		the Freedom of Information Act 2000 as amended from time to time and any subordinate legislation made under that 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;



		"Force Majeure Event"

		any event, occurrence, circumstance, matter or cause affecting the performance by either the Relevant Authority or the Supplier of its obligations arising from:

a) acts, events, omissions, happenings or non-happenings beyond the reasonable control of the Affected Party which prevent or materially delay the Affected Party from performing its obligations under a Contract;

b) riots, civil commotion, war or armed conflict, acts of terrorism, nuclear, biological or chemical warfare;

c) acts of a Crown Body, local government or regulatory bodies;

d) fire, flood or any disaster; or

e) an industrial dispute affecting a third party for which a substitute third party is not reasonably available but excluding:

i) any industrial dispute relating to the Supplier, the Supplier Staff (including any subsets of them) or any other failure in the Supplier or the Subcontractor's supply chain;

ii) any event, occurrence, circumstance, matter or cause which is attributable to the wilful act, neglect or failure to take reasonable precautions against it by the Party concerned; and

iii) any failure of delay caused by a lack of funds;



		"Force Majeure Notice"

		a written notice served by the Affected Party on the other Party stating that the Affected Party believes that there is a Force Majeure Event;



		"Former Supplier"

		a supplier supplying the Deliverables to the Buyer before the Relevant Transfer Date that are the same as or substantially similar to the Deliverables (or any part of the Deliverables) and shall include any Subcontractor of such supplier (or any Subcontractor of any such Subcontractor);



		“Forward Maintenance Register”

		means a schedule of equipment showing its life expectancy, repair and replacement costs based on location, environmental conditions, level of maintenance and operational hours to inform a phased replacement programme. It is sometimes known as a PPM survey and is a Register identifying short, medium and long term maintenance requirements and renewal works activities over the course of the maintenance contract, including any hand back obligations where necessary;



		"Framework Award Form"

		the document outlining the Framework Incorporated Terms and crucial information required for the Framework Contract, to be executed by the Supplier and CCS;



		"Framework Contract"

		the framework agreement established between CCS and the Supplier in accordance with Regulation 33 by the Framework Award Form for the provision of the Deliverables to Buyers by the Supplier pursuant to the OJEU Notice;



		"Framework Contract Period"

		the period from the Framework Start Date until the End Date or earlier termination of the Framework Contract;



		"Framework Discount Prices"

		means the discounted price as per the Pricing Matrix;



		"Framework Expiry Date"

		the date of the end of the Framework Contract as stated in the Framework Award Form;



		"Framework Incorporated Terms"

		the contractual terms applicable to the Framework Contract specified in the Framework Award Form;



		"Framework Initial Period"

		the initial term of the Framework Contract as specified in the Framework Award Form;



		"Framework Optional Extension Period"

		such period or periods beyond which the Framework Initial Period may be extended up to a maximum of the number of years in total specified in the Framework Award Form;



		"Framework Price(s)"

		the price(s) applicable to the provision of the Deliverables set out in Framework Schedule 3 (Framework Prices);



		"Framework Start Date"

		the date of start of the Framework Contract as stated in the Framework Award Form;



		"Framework Special Terms"

		any additional terms and conditions specified in the Framework Award Form incorporated into the Framework Contract;



		"Framework Tender Response"

		the tender submitted by the Supplier to CCS and annexed to or referred to in Framework Schedule 2 (Framework Tender Response);



		“Further Competition”

		means a competition carried out in accordance with the Further Competition Procedure;



		“Further Competition Award Criteria”

		means the criteria as defined in Annex B of Framework Schedule 7;



		"Further Competition Procedure"

		the further competition procedure described in Framework Schedule 7 (Call-Off Procedure and Award Criteria);



		“Further Competition Mobilisation Cost”

		Further Competition Mobilisation Cost is priced, competed and evaluated at Further Competition.

There is a Buyer option to select the payment term – milestone payments, single payment on completion of mobilisation, payment during first 12 months of contract, or payment through entire contract including an amortisation percentage uplift. 

The standard Mobilisation term is 6 months but is defined at Further Competition stage;



		"Further Competition TUPE Risk Premium"

		means the amount payable  on an annual basis based on the difference between:

a)	the costs to employ Transferring Former Supplier Employees or  where the Former Supplier becomes the Supplier those Former Supplier employees providing the Services at the Call-Off Start Date and/or Transferring Buyer Employees (as the case may be); and

b)	the equivalent costs to employ staff used by the Supplier at Further Competition,

in respect of payments due under contracts of employment in respect of the following: 

i)	annual salary;

ii)	annual national insurance cost;

iii)	Annual Pension Cost;

iv)	annual life insurance cost;

v)	annual sick pay entitlement;

vi)	maternity/paternity costs; and

vii)	any other cost arising directly from the contract of employment of the Transferring Former Supplier Employee and or Transferring Buyer Employee, 

as set out in paragraph 2 of Call Off Schedule 6 (TUPE Surcharge);





		"GDPR"

		the General Data Protection Regulation (Regulation (EU) 2016/679);



		"General Anti-Abuse Rule"

		a) the legislation in Part 5 of the Finance Act 2013; and

b) any future legislation introduced into parliament to counteract tax advantages arising from abusive arrangements to avoid National Insurance contributions;



		"General Change in Law"

		a Change in Law where the change is of a general legislative nature (including taxation or duties of any sort affecting the Supplier) or which affects or relates to a Comparable Supply;



		“Geographical Boundary”

		means the geographical boundary coverage areas, using the relevant boundary codes, as stated in Framework Schedule 2;



		“Goods”

		Goods specified in the Order Form that are to be purchased by the Supplier on behalf of the Buyer under a Call-Off Contract excluding but excluding any Replacement Equipment;



		"Good Industry Practice"

		standards, practices, methods and procedures conforming to the Law and the exercise of the degree of skill and care, diligence, prudence and foresight which would reasonably and ordinarily be expected from a skilled and experienced person or body engaged within the relevant industry or business sector;



		"Government"

		the government of the United Kingdom (including the Northern Ireland Assembly and Executive Committee, the Scottish Executive and the National Assembly for Wales), including government ministers and government departments and other bodies, persons, commissions or agencies from time to time carrying out functions on its behalf;



		“Government Buying Standards”

		means product specifications in line with the European Commission’s Green Public Procurement initiative. The current Government Buying Standards are owned by DEFRA;



		"Government Data"

		a) the data, text, drawings, diagrams, images or sounds (together with any database made up of any of these) which are embodied in any electronic, magnetic, optical or tangible media, including any of the Authority’s Confidential Information, and which:

i) are supplied to the Supplier by or on behalf of the Authority; or

ii) the Supplier is required to generate, process, store or transmit pursuant to a Contract; or

b) any Personal Data for which the Authority is the Data Controller;



		"Government Procurement Card"

		the Government’s preferred method of purchasing and payment for low value goods or services https://www.gov.uk/government/publications/government-procurement-card--2;



		“Greening Government Commitments”

		means the UK policy commitments to greening operations and procurement set by the Department for the Environment, Food and Rural Affairs (DEFRA);



		"Guarantor"

		the person (if any) who has entered into a guarantee in the form set out in Joint Schedule 8 (Guarantee) in relation to this Contract;



		"Halifax Abuse Principle"

		the principle explained in the CJEU Case C-255/02 Halifax and others;



		"HMRC"

		Her Majesty’s Revenue and Customs;



		"ICT Policy"

		the Buyer's policy in respect of information and communications technology, referred to in the Order Form, which is in force as at the Call-Off Start Date (a copy of which has been supplied to the Supplier), as updated from time to time in accordance with the Variation Procedure;



		"Impact Assessment"

		an assessment of the impact of a Variation request by the Relevant Authority completed in good faith, including:

a) details of the impact of the proposed Variation on the Deliverables and the Supplier's ability to meet its other obligations under the Contract;

b) details of the cost of implementing the proposed Variation;

c) details of the ongoing costs required by the proposed Variation when implemented, including any increase or decrease in the Framework Prices/Charges (as applicable), any alteration in the resources and/or expenditure required by either Party and any alteration to the working practices of either Party;

d) a timetable for the implementation, together with any proposals for the testing of the Variation; and

e) such other information as the Relevant Authority may reasonably request in (or in response to) the Variation request;



		"Inclusive Repair Threshold"

		means the financial threshold as specified in the Order Form, under which the costs of individual Reactive Maintenance Works are included in the Baseline Monthly Payment and which it shall apply per event and not, for example, per trade;



		"Indemnifier"

		a Party from whom an indemnity is sought under this Contract;



		"Indexation"

		the adjustment of an amount or sum in accordance with Framework Schedule 3 (Framework Prices) and the relevant Order Form;



		"Information"

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



		"Information Commissioner"

		the UK’s independent authority which deals with ensuring information relating to rights in the public interest and data privacy for individuals is met, whilst promoting openness by public bodies;



		"Initial Period"

		in the case of the Framework Contract, the initial term specified in the Framework Award Form and, in the case of a Call-Off Contract, the Call-Off Initial Period;



		"Insolvency Event"

		in respect of a person:

a) a proposal is made for a voluntary arrangement within Part I of the Insolvency Act 1986 or of any other composition scheme or arrangement with, or assignment for the benefit of, its creditors; or

b) a shareholders' meeting is convened for the purpose of considering a resolution that it be wound up or a resolution for its winding-up is passed (other than as part of, and exclusively for the purpose of, a bona fide reconstruction or amalgamation); or

c) a petition is presented for its winding up (which is not dismissed within fourteen (14) Working Days of its service) or an application is made for the appointment of a provisional liquidator or a creditors' meeting is convened pursuant to section 98 of the Insolvency Act 1986; or

d) a receiver, administrative receiver or similar officer is appointed over the whole or any part of its business or assets; or

e) an application order is made either for the appointment of an administrator or for an administration order, an administrator is appointed, or notice of intention to appoint an administrator is given; or

f) it is or becomes insolvent within the meaning of section 123 of the Insolvency Act 1986; or

g) being a "small company" within the meaning of section 382(3) of the Companies Act 2006, a moratorium comes into force pursuant to Schedule A1 of the Insolvency Act 1986; or

h) where the person is an individual or partnership, any event analogous to those listed in limbs (a) to (g) (inclusive) occurs in relation to that individual or partnership; or

i) any event analogous to those listed in limbs (a) to (h) (inclusive) occurs under the law of any other jurisdiction;



		"Installation Works"

		the decommissioning, removal and disposal of Buyer Equipment, the design, manufacture, ordering, purchase, delivery, installation, testing and commissioning of Replacement Equipment undertaken in accordance with a Call Off Contract;



		"Intellectual Property Rights" or "IPR"

		a) copyright, rights related to or affording protection similar to copyright, rights in databases, patents and rights in inventions, semi-conductor topography rights, trade marks, rights in internet domain names and website addresses and other rights in trade or business names, goodwill, designs, Know-How, trade secrets and other rights in Confidential Information;

b) applications for registration, and the right to apply for registration, for any of the rights listed at (a) that are capable of being registered in any country or jurisdiction; and

c) all other rights having equivalent or similar effect in any country or jurisdiction;



		"Invoicing Address"

		the address to which the Supplier shall Invoice the Buyer as specified in the Order Form;



		"IPR Claim"

		any claim of infringement or alleged infringement (including the defence of such infringement or alleged infringement) of any IPR, used to provide the Deliverables or otherwise provided and/or licensed by the Supplier (or to which the Supplier has provided access) to the Relevant Authority in the fulfilment of its obligations under a Contract;



		"IR35"

		the off-payroll rules requiring individuals who work through their company pay the same tax and National Insurance contributions as an employee which can be found online at: https://www.gov.uk/guidance/ir35-find-out-if-it-applies;



		"Key Personnel"

		the individuals (if any) identified as such in the Order Form;



		“Key Roles”

		means the roles stated in the Order Form;



		“Key Staff”

		the Key Staff will fulfil the Key Roles as listed in the Order Form;



		"Key Sub-Contract"

		each Sub-Contract with a Key Subcontractor;



		"Key Subcontractor"

		any Subcontractor:

a) which is relied upon to deliver any work package within the Deliverables in their entirety; and/or

b) which, in the opinion of CCS or the Buyer performs (or would perform if appointed) a critical role in the provision of all or any part of the Deliverables; and/or

c) with a Sub-Contract with a contract value which at the time of appointment exceeds (or would exceed if appointed) 10% of the aggregate Charges forecast to be payable under the Call-Off Contract,

and the Supplier shall list all such Key Subcontractors in the Framework Award Form and in the Key Subcontractor Section in Order Form;



		"Know-How"

		all ideas, concepts, schemes, information, knowledge, techniques, methodology, and anything else in the nature of know-how relating to the Deliverables but excluding know-how already in the other Party’s possession before the applicable Start Date;



		"KPI Credits"

		any KPI credits specified in Schedule 14 (Key Performance Indicators) as being payable by the Supplier to the Buyer in respect of any failure by the Supplier to meet one or more KPIs;



		"KPIs"

		any key performance indicator applicable to the provision of the Deliverables under the Call-Off Contract (which, where Call-Off Schedule 14 (Key Performance Indicators) is used in this Contract, are referred to in such Schedule);



		"Labour Count"

		means the total number of Transferring Former Supplier Employees and/or Transferring Employer Employees identified in the Supplier's solution;



		"Law"

		any law, subordinate legislation within the meaning of Section 21(1) of the Interpretation Act 1978, bye-law, enforceable right within the meaning of Section 2 of the European Communities Act 1972, regulation, order, regulatory policy, mandatory guidance or code of practice, judgment of a relevant court of law, or directives or requirements with which the Supplier is bound to comply;



		“LED”

		Law Enforcement Directive (Directive (EU) 2016/680);



		"Lots"

		the number of lots specified in Framework Schedule 1 (Specification), if applicable;



		"Losses"

		all losses, liabilities, damages, costs, expenses (including legal fees), disbursements, costs of investigation, litigation, settlement, judgment, interest and penalties whether arising in contract, tort (including negligence), breach of statutory duty, misrepresentation or otherwise and "Loss" shall be interpreted accordingly;



		"Man Day"

		7.5 Man Hours, whether or not such hours are worked consecutively and whether or not they are worked on the same day;



		"Man Hours"

		the hours spent by the Supplier Staff properly working on the provision of the Deliverables including time spent travelling (other than to and from the Supplier's offices, or to and from the Sites) but excluding lunch breaks;



		"Management Information"

		the management information specified in Specified in Framework Schedule 5 (Management Charges and Information);



		"MI Failure"

		“MI Failure”      means when an MI report:

a)         contains any material errors or material omissions or a missing mandatory field; or 

b)         is submitted using an incorrect MI reporting Template; or

c)         is not submitted by the reporting date(including where a Nil Return should have been filed);



		"MI Reports"

		“MI Reports” means a report containing Management Information submitted to the Authority in accordance with Framework Schedule 5 (Management Charges and Information);



		"Management Charge"

		the sum specified in the Framework Award Form payable by the Supplier to CCS in accordance with Framework Schedule 5 (Management Charges and Information);



		“Management Overhead”

		has the meaning given to it in Overhead;



		Mandatory Deliverable

Or

Mandatory Service

		the services as defined in Framework Schedule 1 – Specification that all Suppliers must be capable of providing on this Framework;



		“Mandatory Wage”

		means either: 


a) the statutory minimum hourly rate of pay including the National Living Wage and National Minimum Wage as set by the Crown; or

b) in the case of a Call-off Contract the introduction of a requirement by the Buyer that the Supplier pay Supplier Personnel a non-statutory minimum hourly rate of pay (such as the Living Wage or London Living Wage as set by the Living Wage Foundation)





		"Marketing Contact"

		shall be the person identified in the Framework Award Form;



		"Milestone"

		an event or task described in the Mobilisation Plan;



		"Milestone Date"

		the target date set out against the relevant Milestone in the Mobilisation Plan by which the Milestone must be Achieved;



		“Mobilisation Period”

		has the meaning given to it in Call Off Schedule 13;



		"Mobilisation Plan"

		the plan for provision of the Deliverables set out in Call-Off Schedule 13 (Mobilisation Plan and Testing) where that Schedule is used or otherwise as agreed between the Supplier and the Buyer;



		"Month"

		a calendar month and "Monthly" shall be interpreted accordingly;



		"Monthly Payments"

		has the meaning set out in paragraph 1.1.3 of Call Off Schedule 5;



		"Monthly TUPE Risk Premium"

		has the meaning set out in paragraph 1.2 of Call Off Schedule 5;



		"National Insurance"

		contributions required by the National Insurance Contributions Regulations 2012 (SI 2012/1868) made under section 132A of  the Social Security Administration Act 1992;



		"Net Book Value"

		the current net book value of the relevant Supplier Asset(s) calculated in accordance with the Framework Tender or Call-Off  Tender (if stated) or (if not stated) the depreciation policy of the Supplier (which the Supplier shall ensure is in accordance with Good Industry Practice);



		"New IPR"

		a) IPR in items created by the Supplier (or by a third party on behalf of the Supplier) specifically for the purposes of a Contract and updates and amendments of these items including (but not limited to) database schema; and/or

b) IPR in or arising as a result of the performance of the Supplier’s obligations under a Contract and all updates and amendments to the same;

but shall not include the Supplier’s Existing IPR;



		"Non-Exclusive Assets"

		those Supplier Assets used by the Supplier or a Key Subcontractor in connection with the Deliverables but which are also used by the Supplier or Key Subcontractor for other purposes;



		Non Mandatory Service

Or

Non Mandatory Deliverable

		the Services as defined in Framework Schedule 1 – Specification that Suppliers may elect to provide under this Framework;



		“Notifiable Default”

		



		"Occasion of Tax Non –Compliance"

		where:

a) any tax return of the Supplier submitted to a Relevant Tax Authority on or after 1 October 2012 which is found on or after 1 April 2013 to be incorrect as a result of:

i) a Relevant Tax Authority successfully challenging the Supplier under the General Anti-Abuse Rule or the Halifax Abuse Principle or under any tax rules or legislation in any jurisdiction that have an effect equivalent or similar to the General Anti-Abuse Rule or the Halifax Abuse Principle;

ii) the failure of an avoidance scheme which the Supplier was involved in, and which was, or should have been, notified to a Relevant Tax Authority under the DOTAS or any equivalent or similar regime in any jurisdiction; and/or

b) any tax return of the Supplier submitted to a Relevant Tax Authority on or after 1 October 2012 which gives rise, on or after 1 April 2013, to a criminal conviction in any jurisdiction for tax related offences which is not spent at the Start Date or to a civil penalty for fraud or evasion;



		"Open Book Data "

		complete and accurate financial and non-financial information which is sufficient to enable the Buyer to verify the Charges already paid or payable and Charges forecast to be paid during the remainder of the Call-Off Contract, including details and all assumptions relating to:

a) the Supplier’s Costs broken down against each Good and/or Service and/or Deliverable, including actual capital expenditure (including capital replacement costs) and the unit cost and total actual costs of all Deliverables;

b) operating expenditure relating to the provision of the Deliverables including an analysis showing:

i) the unit costs and quantity of Goods and any other consumables and bought-in Deliverables;

ii) manpower resources broken down into the number and grade/role of all Supplier Staff (free of any contingency) together with a list of agreed rates against each manpower grade; and

iii) a list of Costs underpinning those rates for each manpower grade, being the agreed rate less the Supplier Profit Margin; 

c) Overheads;

d) all interest, expenses and any other third party financing costs incurred in relation to the provision of the Deliverables;

e) the Supplier Profit achieved over the Framework Contract Period and on an annual basis;

f) confirmation that all methods of Cost apportionment and Overhead allocation are consistent with and not more onerous than such methods applied generally by the Supplier;

g) an explanation of the type and value of risk and contingencies associated with the provision of the Deliverables, including the amount of money attributed to each risk and/or contingency; and

the actual Costs profile for each Service Period;



		"Order"

		means an order for the provision of the Deliverables placed by a Buyer with the Supplier under a Contract;



		"Order Form"

		a completed Order Form Template (or equivalent information issued by the Buyer) used to create a Call-Off Contract;



		"Order Form Template"

		the template in Framework Schedule 6 (Order Form Template and Call-Off Schedules);



		"Other Contracting Authority"

		any actual or potential Buyer under the Framework Contract;



		"Overhead"

		Overhead includes the following elements.

Management Overhead

Management Overhead includes, but is not limited to, activities relating to supervisory/management and administration activities of the service delivery. All the requirements within Work Package A must also be accounted for within Management Overhead.

Management Overhead is captured at Framework level in the form of a percentage uplift, and forms part of the price evaluation. 

At Further Competition the Framework rates are used as maximum rates, and bidders are invited to reduce the rates for each specific Further Competition.

Corporate Overhead

means those amounts which are intended to recover a proportion of the Supplier’s or the Key Sub-Contractor’s (as the context requires) indirect corporate costs (including financing, marketing, advertising, research and development and insurance costs and any fines or penalties) but excluding allowable indirect costs apportioned to facilities and administration in the provision of Supplier Personnel and accordingly included within limb (a) of the definition of “Costs”;

Corporate Overhead is captured at Framework level in the form of a percentage uplift, and forms part of the price evaluation. At Further Competition the Framework rates are used as maximum rates, and bidders are invited to reduce the rates for each specific Further Competition;



		"Parliament"

		takes its natural meaning as interpreted within by Law;



		"Party"

		in the context of the Framework Contract, CCS or the Supplier, and in the in the context of a Call-Off Contract the Buyer or the Supplier. "Parties" shall mean both of them where the context permits;



		"Partial Termination"

		   the partial termination of the relevant Contract to the extent that it relates to the provision of any part of the Services as further provided for in Core Terms clause 10.4 (When CCS or the Buyer can end this contract ) or 10.6 (When the Supplier can end the contract);



		"Pass Through Costs"

		third party costs incurred by the Supplier necessarily in connection with the provision of the Deliverables;



		"Payment Index"

		is the index identified as such in the Order Form;



		"Performance Indicators" or "PIs"

		the performance measurements and targets in respect of the Supplier’s performance of the Framework Contract set out in Framework Schedule 4 (Framework Management);



		“Permit to Work”

		means a system that is in place where strict controls are required due to the proposed work being identified as having a high risk. The work must be carried out against previously agreed safety procedures, a ‘permit-to-work' system;



		"Personal Data"

		has the meaning given to it in the GDPR;



		“Personal Data Breach”

		has the meaning given to it in the GDPR;



		"Planned Maintenance"

		planned maintenance as described in the Specification;



		"Prescribed Person"

			a legal adviser, an MP or an appropriate body which a whistle-blower may make a disclosure to as detailed in ‘Whistleblowing: list of prescribed people and bodies’, 24 November 2016, available online at: https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2/whistleblowing-list-of-prescribed-people-and-bodies



		"Previous Service Month"

		is the Service Month (referred to as “n-1”) immediately prior to the Service Month “n”;



		"Pricing Matrix"

		means the Fixed Fee Pricing Matrix or Target Charge Pricing Model as applicable (each defined in Call-Off schedule 5 (Call-Off Prices));



		"Progress Meeting"

		a meeting between the Buyer Authorised Representative and the Supplier Authorised Representative;



		"Progress Meeting Frequency"

		the frequency at which the Supplier shall conduct a Progress Meeting in accordance with Core Terms clause 6.1 as specified in the Order Form;



		“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 in accordance with Core Terms clause 6.1 as specified in the Order Form;



		“Prohibited Acts”

		a) to directly or indirectly offer, promise or give any person working for or engaged by a Buyer or any other public body a financial or other advantage to:

i) induce that person to perform improperly a relevant function or activity; or

ii) reward that person for improper performance of a relevant function or activity;

b) 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 each Contract; or

c) committing any offence:

i) under the Bribery Act 2010 (or any legislation repealed or revoked by such Act); or

ii) under legislation or common law concerning fraudulent acts; or

iii) defrauding, attempting to defraud or conspiring to defraud a Buyer or other public body; or

d) any activity, practice or conduct which would constitute one of the offences listed under (c) above if such activity, practice or conduct had been carried out in the UK;



		"Project"

		means Billable Works that the Buyer elects to treat as a project in accordance with paragraph 4 of Call Off Schedule 4a;



		"Project Stage Uplift"

		the maximum permitted rate of uplift as set out in the Pricing Matrix;



		“Protective Measures”

		appropriate technical and organisational measures which may include: pseudonymising and encrypting Personal Data, ensuring confidentiality, integrity, availability and resilience of systems and services, ensuring that availability of and access to Personal Data can be restored in a timely manner after an incident, and regularly assessing and evaluating the effectiveness of the such measures adopted by it;



		“PSA Schedule of Rates”

		the PSA Schedule of Rates for Building Works is a rate guide in the construction industry and is the standard document used in public sector construction work;



		"Reactive Maintenance Works"

		works arising as a result of a failure of an Asset or a service which is in the scope of the Call-Off Agreement (and for the avoidance of doubt are not Small Works or Projects);



		“Recall”

		a request by the Supplier or manufacturer to return Goods or Replacement Equipment to the Supplier or the manufacturer after the discovery of safety issues or defects (including defects in the right IPR rights) that might endanger health or hinder performance;



		"Recipient Party"

		the Party which receives or obtains directly or indirectly Confidential Information;



		"Rectification Plan"

		the Supplier’s plan (or revised plan) to rectify it’s breach using the template in Joint Schedule 10 (Rectification Plan Template) which shall include:

a) full details of the Default that has occurred, including a root cause analysis; 

b) the actual or anticipated effect of the Default; and

c) the steps which the Supplier proposes to take to rectify the Default (if applicable) and to prevent such Default from recurring, including timescales for such steps and for the rectification of the Default (where applicable);



		"Rectification Plan Process"

		the process set out in Core Terms clause 10.4.3 (Rectification Plan Process);



		"Registers"

		the register and configuration database referred to in Paragraph 1.2 of Call Off Schedule 10;



		"Regulations"

		the Public Contracts Regulations 2015 and/or the Public Contracts (Scotland) Regulations 2015 (as the context requires) as amended from time to time;



		"Related Supplier"

		any person who provides Deliverables to the Buyer which are related to the Deliverables from time to time;



		"Relevant Authority"

		the Authority which is party to the Contract to which a right or obligation is owed, as the context requires;



		"Relevant Authority's Confidential Information"

		a) all Personal Data and any information, however it is conveyed, that relates to the business, affairs, developments, property rights, trade secrets, Know-How and IPR of the Relevant Authority (including all Relevant Authority Existing IPR and New IPR);

b) any other information clearly designated as being confidential (whether or not it is marked "confidential") or which ought reasonably be considered confidential which comes (or has come) to the Relevant Authority’s attention or into the Relevant Authority’s possession in connection with a Contract; and

c) information derived from any of the above;



		"Relevant   Requirements"

		all applicable Law relating to bribery, corruption and fraud, including the Bribery Act 2010 and any guidance issued by the Secretary of State for Justice pursuant to section 9 of the Bribery Act 2010;



		"Relevant Tax Authority"

		HMRC, or, if applicable, the tax authority in the jurisdiction in which the Supplier is established;



		"Relevant Transfer"

		    a transfer of employment to which the Employment Regulations applies, and for the purposes of Schedule 6 (TUPE Surcharge) paragraphs 2.1.1 & 2.2.2 only shall include the situation where the Former Supplier becomes the Supplier on the Start Date;



		"Relevant Transfer Date"

		   in relation to a Relevant Transfer, the date upon which the Relevant Transfer takes place, and for the purposes of Part D: Pensions, shall include the Start Date, where appropriate;



		"Reminder Notice"

		a notice sent in accordance with Core Terms clause 10.6 given by the Supplier to the Buyer providing notification that payment has not been received on time;



		“Replacement Equipment”

		plant, spare parts, equipment, replacement parts, materials and other items (whether or not reused or reconditioned) supplied by the Supplier in order to deliver construction works, maintenance, repair or replacement Services, but excluding Goods specified in the Order Form (if any);



		"Replacement Deliverables"

		any deliverables which are substantially similar to any of the Deliverables and which the Buyer receives in substitution for any of the Deliverables following the Call-Off Expiry Date, whether those goods are provided by the Buyer internally and/or by any third party;



		"Replacement Goods"

		any goods which are substantially similar to any of the Goods and which the Buyer receives in substitution for any of the Goods following the End Date, whether those goods are provided by the Buyer internally and/or by any third party;



		"Replacement Subcontractor"

		a Subcontractor of the Replacement Supplier to whom Transferring Supplier Employees will transfer on a Service Transfer Date (or any Subcontractor of any such Subcontractor);



		"Replacement Services"

		any services which are substantially similar to any of the Services and which the Buyer receives in substitution for any of the Services following the End Date, whether those goods are provided by the Buyer internally and/or by any third party;



		"Replacement Supplier"

		any third party provider of Replacement Deliverables appointed by or at the direction of the Buyer from time to time or where the Buyer is providing Replacement Deliverables for its own account, shall also include the Buyer;



		"Request For Information"

		a request for information or an apparent request relating to a Contract for the provision of the Deliverables or an apparent request for such information under the FOIA or the EIRs;



		"Required Insurances"

		the insurances required by Joint Schedule 3 (Insurance Requirements) or any additional insurances specified in the Order Form;



		"Resource Rates"

		means those rates set out in the Pricing Matrix;



		"Review Report"

		has the meaning given to it in Paragraph 6.2 of Call Off Schedule 6;



		"Satisfaction Certificate"

		the certificate (materially in the form of the document contained in Annex 2 of Part B of Call-Off Schedule 13 (Mobilisation Plan and Testing) or as agreed by the Parties where Call-Off Schedule 13 is not used in this Contract) granted by the Buyer when the Supplier has met all of the requirements of an Order, Achieved a Milestone or a Test;



		“Schedules"

		any attachment to a Framework or Call-Off Contract which contains important information specific to each aspect of buying and selling;



		“Schedule of Rates”

		Labour rates are captured in Framework Schedule 3 – Framework Prices and detail the hourly rates for the different trades the supplier will use to fulfil all Mandatory Services, and Non Mandatory services indicated. Labour rates should be proportionally linked to the Standard Service Rates.

Labour rates should take into account all costs involved in supplying that trade, other than Management and Corporate Overhead, and Profit, which will be added when the rates are used.

Costs should include but not be limited to: salary, on-costs, employers NI, employers’ pension and life insurance, holiday & sickness cover. Materials are not included. Labour rates (£ per hour) will be detailed to show the First Hour (including cost to travel to site) and Subsequent hourly rates for:

·       Operational Working Hours;

·       Out of hours Monday to Friday and Saturday morning;

·       Out of hours Saturday afternoon, Sunday and Bank Holidays.

Labour rates will be used, where appropriate, to price Billable Works, Projects, New Works, and where Work Orders exceed the Inclusive Repairs Threshold, where the work is to be completed by the labour resources allocated to the Call Off Contract;



		"Security Management Plan"

		the Supplier's security management plan prepared pursuant to Call Off Schedule 9, a draft of which has been provided by the Supplier to the Buyer and as updated from time to time;



		"Security Policy"

		the Buyer's security policy, referred to in the Order Form, in force as at the Call-Off Start Date (a copy of which has been supplied to the Supplier), as updated from time to time and notified to the Supplier;



		"Self-Audit Certificate"

		means the certificate in the form as set out in Framework Schedule 8 (Self Audit Certificate) Buyer to provide schedule number which shall be based on tests completed against a representative sample of 10% of transactions carried out during the period of being audited or 100 transactions (whichever is less) and must provide assurance that:

a)	Orders are clearly identified as such in the order processing and invoicing systems and, where required, Orders are correctly reported in the MI Reports;

b)	all related invoices are completely and accurately included in the MI Reports;

c)	all Charges to Buyers comply with any requirements under this Framework Contract on maximum mark-ups, discounts, charge rates, fixed quotes (as applicable); and

d)	a number of additional sample of public sector orders identified in Framework Schedule 8 (Self Audit Certificate) from the Supplier’s order processing and invoicing systems as orders not placed under this Framework Contract have been correctly identified as such and that an appropriate and legitimately tendered procurement route has been used to place those orders, and those orders should not otherwise have been routed via centralised mandated procurement processes executed by CCS;



		"Serious Fraud Office"

		the UK Government body named as such as may be renamed or replaced by an equivalent body from time to time;



		“Service Delivery Plan”

		means the plan to be provided by the Supplier which details how the Supplier will deliver all elements of the Services to be delivered under the Contract;



		“Service Bundle”

		complementary services that have been bundled together to allow customers to purchase multiple services lines using a bundle price as per the Pricing Matrix;



		"Service Month"

		each Monthly period (or part of a Month at the start and end of the Contract Period where applicable) during the Contract Period when the Supplier provides Deliverables;



		"Service Period"

		has the meaning given to it in the Order Form;



		"Services"

		services made available by the Supplier as specified in Framework Schedule 1 (Specification) and in relation to a Call-Off Contract as specified in the Order Form;



		"Service Transfer"

		any transfer of the Deliverables (or any part of the Deliverables), for whatever reason, from the Supplier or any Subcontractor to a Replacement Supplier or a Replacement Subcontractor;



		"Service Transfer Date"

		the date of a Service Transfer;



		"Sites"

		any premises (including the Buyer Premises, the Supplier’s premises or third party premises) from, to or at which:

a) the Deliverables are (or are to be) provided; or

b) the Supplier manages, organises or otherwise directs the provision or the use of the Deliverables;



		"Small Works"

		means elective works which are not Projects;



		“SME”

		“Small and Medium Enterprises” (SME) means an organisation or entity:

(a)        having less than 250 employees; and

(b)        having an annual turnover of less than forty million pounds (£40,000,000); or

(c)        having a balance sheet of less than thirty five million pounds (£35,000,000); and

(d)        is totally independent of other enterprises; or 

(e)        holds less than 25% of the capital or voting rights in one or more other enterprises and other enterprises do not each own more than 25% of its capital or voting rights;



		"Social Impact Strategy"

		a strategy that enables and supports resilient economies and  thriving communities;



		"Social Value Chains"

		the focusing on upstream and downstream (suppliers – customers) relationships for adding value to social gain;



		"Special Terms"

		any additional Clauses set out in the Framework Award Form or Order Form which shall form part of the respective Contract;



		"Specific Change in Law"

		a Change in Law that relates specifically to the business of the Buyer and which would not affect a Comparable Supply where the effect of that Specific Change in Law on the Deliverables is not reasonably foreseeable at the Start Date;



		"Specification"

		the specification set out in Framework Schedule 1 (Specification), as may, in relation to a Call-Off Contract, be supplemented by the Order Form;



		"Staffing Information"

		in relation to all persons identified on the Supplier's Provisional Supplier Personnel List or Supplier's Final Supplier Personnel List, as the case may be, such information as the Buyer may reasonably request (subject to all applicable provisions of the Data Protection Laws), but including in an anonymised format:

(a)	their ages, dates of commencement of employment or engagement, gender and place of work;

(b)	details of whether they are employed, self employed contractors or consultants, agency workers or otherwise;

(c)	the identity of the employer or relevant contracting Party;

(d)	their relevant contractual notice periods and any other terms relating to termination of employment, including redundancy procedures, and redundancy payments;

(e)	their wages, salaries, bonuses and profit sharing arrangements as applicable;

(f)	details of other employment-related benefits, including (without limitation) medical insurance, life assurance, pension or other retirement benefit schemes, share option schemes and company car schedules applicable to them;

(g)	any outstanding or potential contractual, statutory or other liabilities in respect of such individuals (including in respect of personal injury claims);

(h)	details of any such individuals on long term sickness absence, parental leave, maternity leave or other authorised long term absence; 

(i)	copies of all relevant documents and materials relating to such information, including copies of relevant contracts of employment (or relevant standard contracts if applied generally in respect of such employees); and

(j)	any other "employee liability information" as such term is defined in regulation 11 of the Employment Regulations;



		"Standards"

		any:

a) standards published by BSI British Standards, the National Standards Body of the United Kingdom, the International Organisation for Standardisation or other reputable or equivalent bodies (and their successor bodies) that a skilled and experienced operator in the same type of industry or business sector as the Supplier would reasonably and ordinarily be expected to comply with;

b) standards detailed in the specification in Schedule 1 (Specification);

c) standards detailed by the Buyer in the Order Form or agreed between the Parties from time to time;

d) relevant Government codes of practice and guidance applicable from time to time;



		“Standard Service”

		means delivery of the service to the defined standard as per Framework Schedule 1 – Specification;



		“Standard Service Pricing”

		means the price to deliver the Standard Service using the rates, as per the Pricing Matrix, per annum;



		"Start Date"

		in the case of the Framework Contract, the date specified on the Framework Award Form, and in the case of a Call-Off Contract, the Call-Off Start Date;



		"Statement of Requirements"

		a statement issued by the Buyer detailing its requirements in respect of Deliverables issued in accordance with the Call-Off Procedure;



		"Storage Media"

		the part of any device that is capable of storing and retrieving data;



		"Sub-Contract"

		any contract or agreement (or proposed contract or agreement), other than a Call-Off Contract or the Framework Contract, pursuant to which a third party:

a) provides the Deliverables (or any part of them);

b) provides facilities or services necessary for the provision of the Deliverables (or any part of them); and/or

c) is responsible for the management, direction or control of the provision of the Deliverables (or any part of them);



		"Subcontractor"

		any person other than the Supplier, who is a party to a Sub-Contract and the servants or agents of that person;



		"Subprocessor"

		any third party appointed to process Personal Data on behalf of the Supplier or the Buyer related to a Contract;



		"Supporting Documentation"

		sufficient information in writing to enable the Buyer to reasonably assess whether the Charges, Reimbursable Expenses and other sums due from the Buyer under the Call-Off Contract detailed in the information are properly payable;



		"Supplier"

		the person, firm or company identified in the Framework Award Form;



		"Supplier Assets"

		all assets and rights used by the Supplier to provide the Deliverables in accordance with the Call-Off Contract but excluding the Buyer Assets;



		"Supplier Authorised Representative"

		the representative appointed by the Supplier named in the Framework Award Form, or later defined in a Call-Off Contract;



		"Supplier Brief"

		information that the Buyers will provide in order to outline their requirements	as per Framework Schedule 7;	



		"Supplier's Confidential Information"

		a) any information, however it is conveyed, that relates to the business, affairs, developments, IPR of the Supplier (including the Supplier Existing IPR) trade secrets, Know-How, and/or personnel of the Supplier;

b) any other information clearly designated as being confidential (whether or not it is marked as "confidential") or which ought reasonably to be considered to be confidential and which comes (or has come) to the Supplier’s attention or into the Supplier’s possession in connection with a Contract;

c) Information derived from any of the above;



		"Supplier Equipment"

		the Supplier's hardware, computer and telecoms devices, equipment, plant, materials and such other items used by the Supplier (but not hired, leased or loaned from the Buyer) in the performance of its obligations under this Call-Off Contract but excluding Replacement Equipment;  



		"Supplier Non-Performance"

		where the Supplier has failed to:

a) Achieve a Milestone by its Milestone Date;

b) provide the Goods and/or Services in accordance with the KPIs; and/or

c) comply with an obligation under a Contract;



		"Supplier Personnel"

		means Supplier Staff;



		"Supplier Profit"

		in relation to a period, the difference between the total Charges (in nominal cash flow terms but excluding any Deductions and total costs (in nominal cash flow terms) in respect of a Call-Off Contract for the relevant period;



		"Supplier Profit Margin"

		in relation to a period or a Milestone (as the context requires), the Supplier Profit for the relevant period or in relation to the relevant Milestone divided by the total Charges over the same period or in relation to the relevant Milestone and expressed as a percentage;



		"Supplier Review Meetings"

		has the meaning given to it in Paragraph 2.9 of Framework Schedule 4;



		"Supplier Staff"

		all directors, officers, employees, agents, consultants and contractors of the Supplier and/or of any Subcontractor engaged in the performance of the Supplier’s obligations under a Contract;



		"Supplier's Final Supplier Personnel List"

		a list provided by the Supplier of all Supplier Personnel who will transfer under the Employment Regulations on the Service Transfer Date;



		"Supplier's Provisional Supplier Personnel List"

		a list prepared and updated by the Supplier of all Supplier Personnel who are at the date of the list  wholly or mainly engaged in or assigned to the provision of the Services or any relevant part of the Services which it is envisaged as at the date of such list will no longer be provided by the Supplier;



		"Termination Assistance"

		the activities to be performed by the Supplier pursuant to the Exit Plan, and other assistance required by the Buyer pursuant to the Termination Assistance Notice;



		"Termination Assistance Notice"

		has the meaning given to it in Paragraph 4.1 of Call Off Schedule 10;



		"Termination Assistance Period"

		the period specified in a Termination Assistance Notice for which the Supplier is required to provide the Termination Assistance as such period may be extended pursuant to Paragraph 4.1 of Call Off Schedule 10;



		"Termination Notice"

		a written notice of termination given by one Party to the other, notifying the Party receiving the notice of the intention of the Party giving the notice to terminate a Contract on a specified date and setting out the grounds for termination;



		"Test Issue"

		any variance or non-conformity of the Deliverables or Deliverables from their requirements as set out in a Call-Off Contract;



		"Test Plan"

		a plan:

a) for the Testing of the Deliverables; and

b) setting out other agreed criteria related to the achievement of Milestones;



		"Tests and Testing"

		any tests required to be carried out pursuant to a Call-Off Contract as set out in the Test Plan or elsewhere in a Call-Off Contract and "Tested" shall be construed accordingly;



		"Third Party IPR"

		Intellectual Property Rights owned by a third party which is or will be used by the Supplier for the purpose of providing the Deliverables;



		"Tier One Billable Works"

		means Billable Works within the associated total estimated value range as set out in the Order Form;



		"Tier Two Billable Works"

		means Billable Works within the associated total estimated value range as set out in the Order Form;



		"Tier Three Billable Works"

		means Billable Works within the associated total estimated value range as set out in the Order Form;



		"Tier Four Billable Works"

		means Billable Works within the associated total estimated value range as set out in the Order Form;



		“Total Contract Value”

		has the same meaning as “Charges”



		"Transferable Assets"

		exclusive Assets which are capable of legal transfer to the Buyer;



		"Transferable Contracts"

		Sub-Contracts, licences for Supplier's Software, licences for Third Party Software or other agreements which are necessary to enable the Buyer or any Replacement Supplier to provide the Deliverables or the Replacement Goods and/or Replacement Services, including in relation to licences all relevant Documentation;



		"Transferring Assets"

		has the meaning given to it in Paragraph 7.2.1 of Call Off Schedule 10;



		"Transferring Buyer Employees"

		those employees of the Buyer to whom the Employment Regulations will apply on the Relevant Transfer Date and whose names are provided to the Supplier on or prior to the Relevant Transfer Date;



		"Transferring Contracts"

		has the meaning given to it in Paragraph 7.2.3 of Call Off Schedule 10;



		"Transferring Former Supplier Employees"

		in relation to a Former Supplier, those employees of the Former Supplier to whom the Employment Regulations will apply on the Relevant Transfer Date and whose names are provided to the Supplier on or prior to the Relevant Transfer Date;



		"Transferring Supplier Employees"

		those employees of the Supplier and/or the Supplier’s Subcontractors to whom the Employment Regulations will apply on the Service Transfer Date; 



		"Transparency Information"

		has the meaning given to it in Core Terms clause 15 (What you must keep confidential);



		"Transparency Reports"

		the information relating to the Deliverables and performance of the Contracts which the Supplier is required to provide to the Buyer in accordance with the reporting requirements in Call-Off Schedule 1 (Transparency Reports);



		"TUPE Count"

		means the total number of Transferring Former Supplier Employees and/or Transferring Employer Employees identified in the TUPE Information;



		"TUPE Risk Premium"

		means either the:

a)	Direct Award TUPE Risk Premium;

b)	Further Competition TUPE Risk Premium; or

c)	Fixed Fee TUPE Risk Premium,

as the context requires;



		"TUPE Risk Premium Adjustment"

		means an adjustment to the Further Competition TUPE Risk Premium;



		"TUPE Risk Premium Average"

		means the average  calculated by dividing the Further Competition TUPE Risk Premium by the lower of either:

a)	Labour Count; or

b)	the TUPE Count.



		UOM

		the applicable unit of measure as defined in Framework Schedule F3 – Framework Prices;



		"US-EU Privacy Shield Register"

		a list of companies maintained by the United States of America Department for Commence that have self-certified their commitment to adhere to the European legislation relating to the processing of personal data to non-EU countries which is available online at: https://www.privacyshield.gov/list; 



		"Variation"

		means a variation to the Call-Off Contract in accordance with Core Terms Clause 24 (Changing the contract);



		"Variation Form"

		the form set out in Joint Schedule 2 (Variation Form);



		"Variation Procedure"

		the procedure set out in Core Terms clause 24 (Changing the contract);



		"Variation Threshold"

		has the value set out in the Order Form, and is the value which when exceeded (on an aggregate basis) the Supplier shall be entitled to include the effect the variation(s) has had on other elements of the Call-Off Contract within any impact assessment and the Buyer will consider this as part of the Variation Procedure;



		"VAT"

		value added tax in accordance with the provisions of the Value Added Tax Act 1994;



		“Waste Hierarchy”

		has the meaning given to it in the Waste (England and Wales) Regulations 2011, as amended from time to time;



		“Works Arising from Planned Maintenance”

		means Reactive Maintenance Works identified by either the Supplier or Buyer which are required to be completed. These works may be identified during Planned Maintenance activities, building fabric inspections, audits or other non-reactive activities;



		"Worker"

		any one of the Supplier Staff which the Buyer, in its reasonable opinion, considers is an individual to which Procurement Policy Note 08/15 (Tax Arrangements of Public Appointees) (https://www.gov.uk/government/publications/procurement-policy-note-0815-tax-arrangements-of-appointees) applies in respect of the Deliverables;



		"Working Day"

		any day other than a Saturday or Sunday or public holiday in England and Wales unless specified otherwise by the Parties in the Order Form;



		“Working Hours”

		standard hours of business of the Buyer at each Buyer Premises as defined by the Buyer at Further Competition, and “Operational Working Hours” shall be construed accordingly;



		"Work Order"

		means a written instruction by the Buyer to carry out Billable Works;



		“Work Package”

		a group of Services as defined in Framework Schedule 1 - Specification.
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JOINT SCHEDULE 2

VARIATION FORM

		CONTRACT DETAILS



		This variation is between:

		[insert name of Authority] ("Authority")

And 

[insert name of Supplier] ("the Supplier")



		Contract name:

		[                                  ]



		Contract reference number:

		[                                  ]



		DETAILS OF PROPOSED VARIATION



		Variation initiated by:

		[Authority/Supplier]



		Variation number:

		[                                  ]



		Date variation is raised:

		[                                  ]



		Reason for the variation:

		[                                  ]



		An Impact Assessment shall be provided within:

		[X] days



		IMPACT OF VARIATION



		Likely impact of the proposed variation:

		[                                  ]



		IMPACT ASSESSMENT REVIEW PERIOD



		An Impact Assessment shall be reviewed within:

		[x] days



		OUTCOME OF VARIATION



		Contract variation:

		This Contract Ref: RM [ ] is varied as follows:

· [insert]



		Financial variation:

		Original Contract Value:

		£[insert]



		

		Additional cost due to variation:

		£[insert]



		

		New Contract value:

		£[insert]





1. This Variation must be agreed and signed by both Parties to the Contract and shall only be effective from the date it is signed by the Authority.

2. Words and expressions in this Variation shall have the meanings given to them in the Contract. 

3. The Contract, including any previous Variations, shall remain effective and unaltered except as amended by this Variation.


Signed by an authorised signatory for and on behalf of the Authority

		Signature

		



		Date

		



		Name (in Capitals)

		



		Address

		



		

		





Signed by an authorised signatory to sign for and on behalf of the Supplier

		Signature

		



		Date

		



		Name (in Capitals)

		



		Address
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FACILITIES MANAGEMENT MARKETPLACE CONTRACT

JOINT SCHEDULE 3

INSURANCE REQUIREMENTS

OBLIGATION TO MAINTAIN INSURANCES

The Supplier shall take out and maintain, or procure the taking out and maintenance of the insurances as set out in the Annex to this Schedule, any additional insurances required under a Call-Off Contract (specified in the applicable Order Form) ("Additional Insurances") and any other insurances as may be required by applicable Law (together the “Insurances”).  The Supplier shall ensure that each of the Insurances is effective no later than: 

the Framework Start Date in respect of those Insurances set out in the Annex to this Schedule and those required by applicable Law; and 

the Call-Off Contract Effective Date in respect of the Additional Insurances.

The Insurances shall be: 

maintained in accordance with Good Industry Practice; 

(so far as is reasonably practicable) on terms no less favourable than those generally available to a prudent contractor in respect of risks insured in the international insurance market from time to time;

taken out and maintained with insurers of good financial standing and good repute in the international insurance market; and

maintained for at least six (6) years after the End Date.

The Supplier shall ensure that the public and products liability policy contain an indemnity to principals clause under which the Relevant Authority shall be indemnified in respect of claims made against the Relevant Authority in respect of death or bodily injury or third party property damage arising out of or in connection with the Deliverables and for which the Supplier is legally liable.

GENERAL OBLIGATIONS

Without limiting the other provisions of this Contract, the Supplier shall:

take or procure the taking of all reasonable risk management and risk control measures in relation to Deliverables as it would be reasonable to expect of a prudent contractor acting in accordance with Good Industry Practice, including the investigation and reports of relevant claims to insurers;

promptly notify the insurers in writing of any relevant material fact under any Insurances of which the Supplier is or becomes aware; and

hold all policies in respect of the Insurances and cause any insurance broker effecting the Insurances to hold any insurance slips and other evidence of placing cover representing any of the Insurances to which it is a party.

FAILURE TO INSURE

The Supplier shall not take any action or fail to take any action or (insofar as is reasonably within its power) permit anything to occur in relation to it which would entitle any insurer to refuse to pay any claim under any of the Insurances.

Where the Supplier has failed to purchase or maintain any of the Insurances in full force and effect, the Relevant Authority may elect (but shall not be obliged) following written notice to the Supplier to purchase the relevant Insurances and recover the reasonable premium and other reasonable costs incurred in connection therewith as a debt due from the Supplier.

EVIDENCE OF POLICIES

The Supplier shall upon the Start Date and within 15 Working Days after the renewal of each of the Insurances, provide evidence, in a form satisfactory to the Relevant Authority, that the Insurances are in force and effect and meet in full the requirements of this Schedule.

AGGREGATE LIMIT OF INDEMNITY 

[bookmark: _Ref492564700]The Supplier shall ensure that any Insurances which are stated to have a minimum limit "in the aggregate" are maintained at all times for the minimum limit of indemnity specified in this Contract and if any claims are made which do not relate to this Contract then the Supplier shall notify the Relevant Authority and provide details of its proposed solution for maintaining the minimum limit of indemnity.

CANCELLATION

The Supplier shall notify the Relevant Authority in writing at least five (5) Working Days prior to the cancellation, suspension, termination or non-renewal of any of the Insurances.

The Supplier shall ensure that nothing is done which would entitle the relevant insurer to cancel, rescind or suspend any insurance or cover, or to treat any insurance, cover or claim as voided in whole or part.  The Supplier shall use all reasonable endeavours to notify the Relevant Authority (subject to third party confidentiality obligations) as soon as practicable when it becomes aware of any relevant fact, circumstance or matter which has caused, or is reasonably likely to provide grounds to, the relevant insurer to give notice to cancel, rescind, suspend or void any insurance, or any cover or claim under any insurance in whole or in part.

INSURANCE CLAIMS 

The Supplier shall promptly notify to insurers any matter arising from, or in relation to, the Deliverables, or each Contract for which it may be entitled to claim under any of the Insurances.  In the event that the Relevant Authority receives a claim relating to or arising out of a Contract or the Deliverables, the Supplier shall co-operate with the Relevant Authority and assist it in dealing with such claims including without limitation providing information and documentation in a timely manner.

Except where the Relevant Authority is the claimant party, the Supplier shall give the Relevant Authority notice within twenty (20) Working Days after any insurance claim in excess of 10% of the sum required to be insured pursuant to Paragraph 5.1 relating to or arising out of the provision of the Deliverables or this Contract on any of the Insurances or which, but for the application of the applicable policy excess, would be made on any of the Insurances and (if required by the Relevant Authority) full details of the incident giving rise to the claim.

Where any Insurance requires payment of a premium, the Supplier shall be liable for and shall promptly pay such premium.

Where any Insurance is subject to an excess or deductible below which the indemnity from insurers is excluded, the Supplier shall be liable for such excess or deductible.  The Supplier shall not be entitled to recover from the Relevant Authority any sum paid by way of excess or deductible under the Insurances whether under the terms of this Contract or otherwise.


ANNEX: REQUIRED INSURANCES

1. [bookmark: LASTCURSORPOSITION]The following insurances should be held in relating to the specific lots. Where a supplier provides Deliverables in more than one lot the Supplier must ensure that it provides the highest level of Required Insurances.

		Lots

		Insurance requirements



		1A



		Professional Indemnity insurance with cover (for a single event or a series of related events and in the aggregate) of not less than five million pounds (£5,000,000);



Public liability insurance with cover (for a single event or a series of related events and in the aggregate) of not less than five million pounds (£5,000,000); and



Employers’ liability insurance with cover (for a single event or a series of related events and in the aggregate) of not less than five million pounds (£5,000,000). It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance. Please note this requirement is not applicable to Sole Traders.
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JOINT schedule 4

commercially sensitive information

INTRODUCTION

In this Schedule the Parties have sought to identify the Supplier's Confidential Information that is genuinely commercially sensitive and the disclosure of which would be the subject of an exemption under the FOIA and the EIRs. 

Where possible, the Parties have sought to identify when any relevant Information will cease to fall into the category of Information to which this Schedule applies in the table below and in the Buyer Contract Details (which shall be deemed incorporated into the table below).

Without prejudice to the Relevant Authority's obligation to disclose Information in accordance with FOIA or Core Terms Clause 16 (When you can share information), the Relevant Authority will, in its sole discretion, acting reasonably, seek to apply the relevant exemption set out in the FOIA to the following Information:



		No.

		Date

		Item(s)

		Duration of Confidentiality



		1

2

3

4

5

6

7

		02.12.19 

02.12.19 

02.12.19 

02.12.19 

02.12.19 

02.12.19 

02.12.19 



		Attachment 5. Price Matrix 

AQB1 Management Structure 

AQB2 Mobilisation & Transition 

AQB3 Waste Management 

AQB4 Facilities Management Delivery

AQB5 Supply Chain Management 

AQB6 Opportunities for Improvement & Innovation 

		36 months 

36 months

36 months 

36 months 

36 months 

36 months 

36 months 
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JOINT schedule 5

Corporate Social Responsibility 

Corporate Social Responsibility

INTRODUCTION

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/file/646497/2017-09-13_Official_Sensitive_Supplier_Code_of_Conduct_September_2017.pdf) 

CCS expects its suppliers and subcontractors to meet the standards set out in that Code. In addition, CCS expects its suppliers and subcontractors to comply with the standards set out in this Schedule.

The Supplier acknowledges that the Buyer may have additional requirements in relation to corporate social responsibility.  The Buyer expects that the Supplier and its Subcontractors will comply with such corporate social responsibility requirements as the Buyer may notify to the Supplier from time to time.

Equality AND ACCESSIBILITY

In addition to legal obligations, the Supplier shall support CCS and the Buyer 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:

eliminate discrimination, harassment or victimisation of any kind; and

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.

Modern Slavery, Child Labour & Inhumane Treatment

"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.

The Supplier:

shall not use, nor allow its Subcontractors to use forced, bonded or involuntary prison labour;

shall not require any Supplier Staff or Subcontractor Staff to lodge deposits or identity papers with the Employer and shall be free to leave their employer after reasonable notice;  

warrants and represents that it has not been convicted of any slavery or human tracking offenses anywhere around the world.  

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.  

shall make reasonable enquires to ensure that its officers, employees and Subcontractors have not been convicted of slavery or human tracking offenses anywhere around the world.

shall have and maintain throughout the term of each Contract its own policies and procedures to ensure its compliance with the Modern Slavery Act and include in its contracts with its subcontractors anti-slavery and human trafficking provisions;

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 a Contract;

shall prepare and deliver to CCS, an annual 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 its annual certification of compliance with Paragraph 3;

shall not use, nor allow its employees or Subcontractors 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 Subcontractors;

shall not use or allow child or slave labour to be used by its Subcontractors;

shall report the discovery or suspicion of any slavery or trafficking by it or its Subcontractors to CCS, the Buyer and Modern Slavery Helpline.

Income Security   

The Supplier shall:

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;

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;

not make deductions from wages:

as a disciplinary measure 

except where permitted by law; or

without expressed permission of the worker concerned;

record all disciplinary measures taken against Supplier Staff; and

ensure that Supplier Staff are engaged under a recognised employment relationship established through national law and practice.

working hours

The Supplier shall:

ensure that the working hours of Supplier Staff comply with national laws, and any collective agreements;

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;

ensure that use of overtime is used responsibly, taking into account:

the extent;

frequency; and 

hours worked; 

by individuals and by the Supplier Staff as a whole;

The total hours worked in any seven day period shall not exceed 60 hours, except where covered by Paragraph 5.3  below.

[bookmark: _Ref492316913][bookmark: _Ref492661505]Working hours may exceed 60 hours in any seven day period only in exceptional circumstances where all of the following are met:

this is allowed by national law;

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

the employer can demonstrate that exceptional circumstances apply such as unexpected production peaks, accidents or emergencies.

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.



Sustainability

The supplier shall meet the applicable Government Buying Standards applicable to Deliverables which can be found online at: 

https://www.gov.uk/government/collections/sustainable-procurement-the-government-buying-standards-gbs
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JOINT SCHEDULE 6 

key Subcontractors

KEY SUBCONTRACTORS 

The Supplier is entitled to sub‑contract its obligations under the Framework Contract to the Key Subcontractors set out in the Framework Award Form. 

[bookmark: _Ref364871032]The Supplier is entitled to sub-contract its obligations under a Call-Off Contract to Key Subcontractors listed in the Framework Award Form who are specifically nominated in the Order Form.

Where during the Contract Period the Supplier wishes to enter into a new Key Sub‑contract or replace a Key Subcontractor, it must obtain the prior written consent of CCS and the Buyer and the Supplier shall, at the time of requesting such consent, provide CCS and the Buyer with the information detailed in Paragraph 1.4.  The decision of CCS and the Buyer to consent or not will not be unreasonably withheld or delayed.  Where CCS consents to the appointment of a New Key Subcontractor then they will be added to section 18 of the Framework Award Form.  Where the Buyer consents to the appointment of a New Key Subcontractor then they will be added to Key Subcontractor section of the Order Form.  CCS and the Buyer may reasonably withhold their consent to the appointment of a Key Subcontractor if it considers that:

the appointment of a proposed Key Subcontractor may prejudice the provision of the Deliverables or may be contrary to its interests;

the proposed Key Subcontractor is unreliable and/or has not provided reliable goods and or reasonable services to its other Buyers; and/or

the proposed Key Subcontractor employs unfit persons.

[bookmark: _Ref365014689]The Supplier shall provide CCS and the Buyer with the following information in respect of the proposed Key Subcontractor:

the proposed Key Subcontractor’s name, registered office and company registration number;

the scope/description of any Deliverables to be provided by the proposed Key Subcontractor; 

where the proposed Key Subcontractor is an Affiliate of the Supplier, evidence that demonstrates to the reasonable satisfaction of the CCS and the Buyer that the proposed Key Sub‑Contract has been agreed on "arm’s‑length" terms;

for CCS, the Key Sub‑Contract price expressed as a percentage of the total projected Framework Price over the Framework Contract Period; 

for the Buyer, the Key Sub‑Contract price expressed as a percentage of the total projected Charges over the Call Off Contract Period; and

(where applicable) Credit Rating Threshold (as defined in Joint Schedule 7 (Financial Distress)) of the Key Subcontractor.

[bookmark: _Ref490034530]If requested by CCS and/or the Buyer, within ten (10) Working Days of receipt of the information provided by the Supplier pursuant to Paragraph 1.4, the Supplier shall also provide:

a copy of the proposed Key Sub‑Contract; and 

any further information reasonably requested by CCS and/or the Buyer.

[bookmark: _Ref379879118]The Supplier shall ensure that each new or replacement Key Sub‑Contract shall include: 

provisions which will enable the Supplier to discharge its obligations under the Contracts;

a right under CRTPA for CCS and the Buyer to enforce any provisions under the Key Sub-Contract which confer a benefit upon CCS and the Buyer respectively;

a provision enabling CCS and the Buyer to enforce the Key Sub‑Contract as if it were the Supplier; 

a provision enabling the Supplier to assign, novate or otherwise transfer any of its rights and/or obligations under the Key Sub‑Contract to CCS and/or the Buyer; 

obligations no less onerous on the Key Subcontractor than those imposed on the Supplier under the Framework Contract in respect of:

the data protection requirements set out in Core Terms Clause 14(Data protection);

the FOIA and other access request requirements set out in Core Terms Clause 16 (When you can share information);

the obligation not to embarrass CCS or the Buyer or otherwise bring CCS or the Buyer into disrepute; 

the keeping of records in respect of the goods and/or services being provided under the Key Sub‑Contract, including the maintenance of Open Book Data; and

the conduct of audits set out in Core Terms Clause 6 (Record keeping and reporting);

provisions enabling the Supplier to terminate the Key Sub‑Contract on notice on terms no more onerous on the Supplier than those imposed on CCS and the Buyer under Core Terms Clause 10.4 (When CCS or the Buyer can end this contract) and 10.5 (What happens if the contract ends) of this Contract; and

a provision restricting the ability of the Key Subcontractor to sub‑contract all or any part of the provision of the Deliverables provided to the Supplier under the Key Sub‑Contract without first seeking the written consent of CCS and the Buyer. 
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JOINT SCHEDULE 7 

FINANCIAL DISTRESS

[bookmark: _Ref490147412]INTRODUCTION

The Parties shall comply with the provisions of this Schedule in relation to the assessment of the financial standing of the Supplier and the consequences of a change to that financial standing.

The terms of this Schedule shall survive termination or expiry of this Contract. 



DEFINITIONS

In this Schedule, the following words shall have the following meanings and they shall supplement Schedule J1 (Definitions):

		"Financial Distress  Event"

		the occurrence or one or more of the following events:

the credit rating of the Supplier or any Key Sub-Contractor dropping below the applicable Credit Rating Threshold;

the Supplier or any Key Sub-Contractor issuing a profits warning to a stock exchange or making any other public announcement about a material deterioration in its financial position or prospects;

there being a public investigation into improper financial accounting and reporting, suspected fraud or any other impropriety of the Supplier or any Key Sub-Contractor; 

the Supplier or any Key Sub-Contractor committing a material breach of covenant to its lenders; 

a Key Sub-Contractor (where applicable) notifying the Buyer that the Supplier has not satisfied any sums properly due under a specified invoice and not subject to a genuine dispute; or

any of the following:

commencement of any litigation against the Supplier or any Key Sub-Contractor with respect to financial indebtedness or obligations under a contract; 

non-payment by the Supplier or any Key Sub-Contractor of any financial indebtedness;

any financial indebtedness of the Supplier or any Key Sub-Contractor becoming due as a result of an event of default; or

the cancellation or suspension of any financial indebtedness in respect of the Supplier or any Key Sub-Contractor, 

in each case which the Buyer reasonably believes (or would be likely reasonably to believe) could directly impact on the continued performance and delivery of the Deliverables in accordance with any Call Off Contract;



		"Credit Rating Threshold"

		the minimum credit rating level for the Supplier as set out in Annex 2 and for each Key Sub-Contractor (if applicable); and



		"Financial Distress Service Continuity Plan"

		a plan setting out how the Supplier will ensure the continued performance and delivery of the Deliverables in accordance with any Call Off Contract in the event that a Financial Distress Event occurs;



		

		the rating agencies listed in Annex 1.







CREDIT RATING AND DUTY TO NOTIFY

[bookmark: _Ref64470397]The Supplier warrants and represents to the Buyer that as at the Start Date the long term credit ratings issued for the Supplier by each of the Rating Agencies are as set out in Annex 2. 

The Supplier shall promptly (and in any event within five (5) Working Days) notify the Buyer in writing if there is any downgrade in the credit rating issued by any Rating Agency for the Supplier.

If there is any downgrade credit rating issued by any Rating Agency for the Supplier the Supplier shall ensure that the Supplier’s auditors thereafter provide the Buyer within 10 Working Days of the end of each Contract Year and within 10 Working Days of written request by the Buyer (such requests not to exceed 4 in any Contract Year) with written calculations of the quick ratio for the Supplier as at the end of each Contract Year or such other date as may be requested by CCS.  For these purposes the "quick ratio" on any date means:

[image: ][image: ]

where:

		A

		is the value at the relevant date of all cash in hand and at the bank of the Supplier; 



		B

		is the value of all marketable securities held by the Supplier determined using closing prices on the Working Day preceding the relevant date; 



		C

		is the value at the relevant date of all account receivables of the Supplier; and



		D

		is the value at the relevant date of the current liabilities of the Supplier. 





[bookmark: _Ref366055935][bookmark: _Ref228788222]The Supplier shall: 

regularly monitor the credit ratings of the Supplier and each Key Subcontractor with the Rating Agencies; and 

promptly notify (or shall procure that its auditors promptly notify) the Buyer in writing following the occurrence of a Financial Distress Event or Key Subcontractor Financial Distress Event or any fact, circumstance or matter which could cause a Financial Distress Event or a Key Subcontractor Financial Distress Event (and in any event, ensure that such notification is made within 10 Working Days of the date on which the Supplier first becomes aware of the Financial Distress Event, the Key Subcontractor Financial Distress Event or the fact, circumstance or matter which could cause a Financial Distress Event or a Key Subcontractor Financial Distress Event.

For the purposes of determining whether a Financial Distress Event has occurred, the credit rating of the Supplier, the (as the case may be) shall be deemed to have dropped below the applicable Credit Rating Threshold if any of the Rating Agencies have rated the Supplier or relevant Key Subcontractor (as the case may be) at or below the applicable Credit Rating Threshold.

[bookmark: _Ref184577585]CONSEQUENCES OF A FINANCIAL DISTRESS EVENT

[bookmark: _Ref184577481]In the event of a Financial Distress Event then, immediately upon notification of the Financial Distress Event (or if the Buyer] becomes aware of the Financial Distress Event without notification and brings the event to the attention of the Supplier), the Supplier shall have the obligations and the Buyer shall have the rights and remedies as set out in Paragraphs 4.3 to 4.6.

[bookmark: _Ref366053840]In the event that a Financial Distress Event arises due to a Key Subcontractor notifying the Buyer that the Supplier has not satisfied any sums properly due under a specified invoice and not subject to a genuine dispute then, the Buyer shall not exercise any of its rights or remedies under Paragraph 4.3 without first giving the Supplier ten (10) Working Days to:

rectify such late or non-payment; or 

demonstrate to the Buyer’s reasonable satisfaction that there is a valid reason for late or non-payment.

[bookmark: _Ref184577622][bookmark: _Ref228774405]The Supplier shall (and/or any relevant Key Subcontractor shall):

[bookmark: _Ref230266896]at the request of the Buyer meet the Buyer as soon as reasonably practicable (and in any event within three (3) Working Days of the initial notification (or awareness) of the Financial Distress Event) to review the effect of the Financial Distress Event on the continued performance and delivery of the Deliverables in accordance any Call-Off Contract; and

[bookmark: _Toc139079947][bookmark: _Ref184578818][bookmark: _Ref230414686]where the Buyer] reasonably believes (taking into account the discussions and any representations made under Paragraph 4.3.1) that the Financial Distress Event could impact on the continued performance and delivery of the Deliverables in accordance with any Call-Off Contract: 

submit to the Buyer for its Approval, a draft Financial Distress Service Continuity Plan as soon as reasonably practicable (and in any event, within ten (10) Working Days of the initial notification (or awareness) of the Financial Distress Event); and

[bookmark: _Ref236310875][bookmark: _Ref236311614]provide such financial information relating to the Supplier as the Buyer may reasonably require.

[bookmark: _Toc139079948][bookmark: _Ref228774109][bookmark: _Ref230417548]If the Buyer does not (acting reasonably) approve the draft Financial Distress Service Continuity Plan, it shall inform the Supplier of its reasons and the Supplier shall take those reasons into account in the preparation of a further draft Financial Distress Service Continuity Plan, which shall be resubmitted to the Buyer within five (5) Working Days of the rejection of the first or subsequent (as the case may be) drafts. This process shall be repeated until the Financial Distress Service Continuity Plan is Approved by the Buyer or referred to the Dispute Resolution Procedure.

[bookmark: _Ref196127887]If the Buyer considers that the draft Financial Distress Service Continuity Plan is insufficiently detailed to be properly evaluated, will take too long to complete or will not remedy the relevant Financial Distress Event, then it may either agree a further time period for the development and agreement of the Financial Distress Service Continuity Plan or escalate any issues with the draft Financial Distress Service Continuity Plan using the Dispute Resolution Procedure. 

[bookmark: _Ref228793691][bookmark: _Toc139079949][bookmark: _Ref184578843][bookmark: _Ref196127916]Following Approval of the Financial Distress Service Continuity Plan by the Buyer, the Supplier shall:

[bookmark: _Ref228786877]on a regular basis (which shall not be less than Monthly), review the Financial Distress Service Continuity Plan and assess whether it remains adequate and up to date to ensure the continued performance and delivery of the Deliverables in accordance with any Call-Off Contract;

[bookmark: _Ref230416300]where the Financial Distress Service Continuity Plan is not adequate or up to date in accordance with Paragraph 4.6.1, submit an updated Financial Distress Service Continuity Plan to the Buyer for its Approval, and the provisions of Paragraphs 4.5 and 4.6 shall apply to the review and Approval process for the updated Financial Distress Service Continuity Plan; and 

[bookmark: _Ref228869754][bookmark: _Ref124238983]comply with the Financial Distress Service Continuity Plan (including any updated Financial Distress Service Continuity Plan).

[bookmark: _Ref228869227]Where the Supplier reasonably believes that the relevant Financial Distress Event (or the circumstance or matter which has caused or otherwise led to it) no longer exists, it shall notify the Buyer and subject to the agreement of the Parties, the Supplier may be relieved of its obligations under Paragraph 4.6. 

At Framework, CCS shall be able to share any information it receives from the Supplier in accordance with this Paragraph with any Buyer who has entered into a Call-Off Contract with the Supplier.

TERMINATION RIGHTS

[bookmark: _Ref490148056]CCS shall be entitled to terminate this Contract and Buyers shall be entitled to terminate their Call-Off Contracts for material Default if: 

the Supplier fails to notify the Buyer of a Financial Distress Event in accordance with Paragraph 3.4; 

the Buyer and the Supplier fail to agree a Financial Distress Service Continuity Plan (or any updated Financial Distress Service Continuity Plan) in accordance with Paragraphs 4.3 to 4.5; and/or

the Supplier fails to comply with the terms of the Financial Distress Service Continuity Plan (or any updated Financial Distress Service Continuity Plan) in accordance with Paragraph 4.6.3.

[bookmark: _Ref118884397]PRIMACY OF CREDIT RATINGS

Without prejudice to the Supplier’s obligations and the Buyer’s rights and remedies under Paragraph 4, if, following the occurrence of a Financial Distress Event, the Rating Agencies review and report subsequently that the credit ratings do not drop below the relevant Credit Rating Threshold, then:

the Supplier shall be relieved automatically of its obligations under Paragraphs 4.3 to 4.6; and

the Buyer shall not be entitled to require the Supplier to provide financial information in accordance with Paragraph 4.3.2(b). 



[bookmark: _Toc366085203][bookmark: _Toc380428763][bookmark: _Toc414636905][bookmark: _Toc431549099]


[bookmark: _Toc480359536]ANNEX 1: RATING AGENCIES

Dun and Bradstreet

Experian

Fitch

Standard & Poor 

Moody’s

Rapid Ratings

[bookmark: _Toc366085204][bookmark: _Toc380428764][bookmark: _Toc414636906][bookmark: _Toc431549100][bookmark: _Toc480359537]
ANNEX 2: CREDIT RATINGS & CREDIT RATING THRESHOLDS

Part 1: Current Rating

		Entity

		Credit rating (long term)



		Supplier

		87







Part 2: Lot Specific Credit Rating Threshold 

Lot 1A

		Entity

		Credit Rating Threshold



		Supplier

		40
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Joint Schedule 10

RECTIFICATION PLAN

		[bookmark: _Hlt362516481][bookmark: _Hlt365627344][bookmark: _Hlt365627374][bookmark: _Hlt365648611][bookmark: _Hlt359518577][bookmark: _Hlt359518605][bookmark: _Hlt359518616][bookmark: _Hlt359518621][bookmark: _Hlt359518625][bookmark: _Hlt359518630][bookmark: _Hlt359518591][bookmark: _Hlt359518608][bookmark: _Hlt359518611][bookmark: _Hlt359518614][bookmark: _Hlt359518618][bookmark: _Hlt359518623][bookmark: _Hlt359518628][bookmark: _Hlt359518632][bookmark: _Hlt359518640][bookmark: _Hlt359518645][bookmark: _Hlt359518668][bookmark: _Hlt359518593][bookmark: _Hlt359518596][bookmark: _Hlt359518600][bookmark: _Hlt359518654][bookmark: _Hlt359518634][bookmark: _Hlt359518643][bookmark: _Hlt359518647][bookmark: _Hlt359518637][bookmark: _Hlt359518663][bookmark: _Hlt358390397][bookmark: _Hlt359518665][bookmark: _Hlt359518670][bookmark: _Hlt359518672][bookmark: _Hlt360696975][bookmark: _Hlt359343263][bookmark: _Hlt359519055][bookmark: _Hlt359519846][bookmark: _Hlt365630092][bookmark: _Hlt365648931]Request for [Revised] Rectification Plan



		Details of the Default:

		[Guidance: Explain the Default, with clear schedule and clause references as appropriate]



		Deadline for receiving the [Revised] Rectification Plan:

		[  DATE, (minimum 10 days from request)   ]





		Signed by [CCS/Buyer] :

		

		Date:

		



		Supplier [Revised] Rectification Plan



		Cause of the Default

		



		Anticipated impact assessment: 

		



		Actual effect of Default:

		[                                  ]



		Steps to be taken to rectification:

		Steps

		Timescale 



		

		1.

		[date]



		

		2.

		[date]



		

		3.

		[date]



		

		4.

		[date]



		

		[…]

		[date]



		Timescale for complete Rectification of Default 

		[X] Working Days 



		Steps taken to prevent recurrence of Default

		Steps

		Timescale 



		

		1.

		[date]



		

		2.

		[date]



		

		3.

		[date]



		

		4.

		[date]



		

		[…]

		[date]



		Signed by the Supplier:

		

		Date:

		



		Review of Rectification Plan [CCS/Buyer]



		Outcome of review 

		Plan Accepted]

[Plan Rejected][Revised Plan Requested]



		Reasons for Rejection (if applicable) 

		[Authority must state why the plan is being rejected]

[bookmark: LASTCURSORPOSITION][eg. timescales are too lengthy]



		Signed by the [CCS/Buyer]

		

		Date:
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JOINT SCHEDULE 11



Processing DATA



1. Only the Relevant Authority can decide what processing of Personal Data a Supplier can do under a Contract and must specify it for each Contract using the template in Annex 1 (Authorised Processing) to this Schedule.



2. The Supplier must only process Personal Data if authorised to do so in Annex 1 (Authorised Processing) by the Relevant Authority. Any further written instructions relating to the processing of Personal Data are incorporated into Annex 1 to this Schedule. 



3. The Supplier must give all reasonable assistance to the Relevant Authority in the preparation of any Data Protection Impact Assessment before starting any processing, including:



· a systematic description of the expected processing and its purpose

· the necessity and proportionality of the processing operations

· the risks to the rights and freedoms of Data Subjects

· the intended measures to address the risks, including safeguards, security measures and mechanisms to protect Personal Data

4. The Supplier must notify the Relevant Authority immediately if it thinks the Relevant Authority's instructions breach the Data Protection Legislation.



5. The Supplier must put in place appropriate Protective Measures to protect against a Data Loss Event which must be approved by the Relevant Authority.



6. If lawful to notify the Relevant Authority, the Supplier must notify it if the Supplier is required to process Personal Data by Law promptly and before processing it. 



7. The Supplier must take all reasonable steps to ensure the reliability and integrity of any Supplier Staff who have access to the Personal Data and ensure that they:



· are aware of and comply with the Supplier’s duties under this Schedule

· are subject to appropriate confidentiality undertakings with the Supplier or any Sub processor

· are informed of the confidential nature of the Personal Data and do not provide any of the Personal Data to any third Party unless directed in writing to do so by the Relevant Authority or as otherwise allowed by a Contract

· have undergone adequate training in the use, care, protection and handling of Personal Data



8. The Supplier must not transfer Personal Data outside of the EU unless all of the following are true:



· it has obtained prior written consent of the Relevant Authority

· the Relevant Authority has decided that there are Appropriate Safeguards

· the Data Subject has enforceable rights and effective legal remedies when transferred

· the Supplier meets its obligations under the Data Protection Legislation by providing an adequate level of protection to any Personal Data that is transferred

· where the Supplier is not bound by Data Protection Legislation it must use its best endeavours to help the Relevant Authority meet its own obligations under Data Protection Legislation

· the Supplier complies with the Relevant Authority’s reasonable prior instructions about the processing of the Personal Data. 



9. 	The Supplier must notify the Relevant Authority immediately if it:



· receives a Data Subject Access Request (or purported Data Subject Access Request)

· receives a request to rectify, block or erase any Personal Data

· receives any other request, complaint or communication relating to either Party's obligations under the Data Protection Legislation

· receives any communication from the Information Commissioner or any other regulatory authority in connection with Personal Data processed under this Contract

· receives a request from any third Party for disclosure of Personal Data where compliance with the request is required or claims to be required by Law

· becomes aware of a Data Loss Event



10. Any requirement to notify under Paragraph 9 includes the provision of further information to the Relevant Authority in stages as details become available.



11. The Supplier must promptly provide the Relevant Authority with full assistance in relation to any Party's obligations under Data Protection Legislation and any complaint, communication or request made under Paragraph 9. This includes giving the Relevant Authority:



· full details and copies of the complaint, communication or request

· reasonably requested assistance so that it can comply with a Data Subject Access Request within the relevant timescales in the Data Protection Legislation 

· any Personal Data it holds in relation to a Data Subject on request 

· assistance that it requests following any Data Loss Event

· assistance that it requests relating to a consultation with, or request from, the Information Commissioner’s Office 



12. The Supplier must maintain full, accurate records and information to show it complies with this Schedule. This requirement does not apply where the Supplier employs fewer than 250 staff, unless either the Relevant Authority determines that the processing:



· is not occasional

· includes special categories of data as referred to in Article 9(1) of the GDPR or Personal Data relating to criminal convictions and offences referred to in Article 10 of the GDPR

· is likely to result in a risk to the rights and freedoms of Data Subjects



13. The Supplier must appoint a Data Protection Officer responsible for observing its obligations in this Schedule and give CCS and each Buyer their contact details.



14. Before allowing any Sub processor to process any Personal Data, the Supplier must:



· notify the Relevant Authority in writing of the intended Sub processor and processing

· obtain the written consent of the Relevant Authority

· enter into a written contract with the Sub processor so that this Schedule applies to the Sub processor

· provide the Relevant Authority with any information about the Sub processor that the Relevant Authority reasonably requires



15. The Supplier remains fully liable for all acts or omissions of any Sub processor.



16. At any time the Relevant Authority can, with 30 Working Days notice to the Supplier, change this Schedule to:



· [bookmark: LASTCURSORPOSITION]replace it with any applicable standard clauses (between the controller and processor) or similar terms forming part of an applicable certification scheme under GDPR Article 42

· ensure it complies with guidance issued by the Information Commissioner’s Office



17.  The Parties agree to take account of any non-mandatory guidance issued by the Information Commissioner’s Office.








ANNEX 1 

[bookmark: bmCompoundReference]				      AUTHORISED PROCESSING

		[Framework][Call-Off] Contract:

		RM 3830



		Date: 

		



		Description Of Authorised Processing

		Details



		Subject matter of the processing

		RWM Email addresses, phone numbers, vision of cctv images of staff and public, access to Outlook via NDA laptop, visitor information (name address, photo ID, signatures), access to photographic images. 



		Duration of the processing

		5 year contract plus 3 plus 2 years based on performance.

6 permanent on site staff who will be vetted prior to employment as of April 2020.



		Nature and purposes of the processing

		Helping RWM with facilities services, assisting with security man guarding personnel for breaks and patrols.  Use of email and telephone



		Type of Personal Data

		Name, telephone number, email addresses , photo ID, signatures 



		Categories of Data Subject

		There are no special categories of data subjects exposed at any point of this contract. 
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CALL-OFF SCHEDULE 1



TRANSPARENCY REPORTS

1.1 	The Supplier recognises that the Buyer is subject to PPN 01/17 (Updates to transparency principles v1.1 (https://www.gov.uk/government/publications/procurement-policy-note-0117-update-to-transparency-principles). The Supplier shall comply with the provisions of this Schedule in order to assist the Buyer with its compliance with its obligations under that PPN.



1.2	Without prejudice to the Supplier's reporting requirements set out in the Framework Contract, within three (3) Months of the Start Date the Supplier shall submit to the Buyer for Approval (such Approval not to be unreasonably withheld or delayed) draft Transparency Reports consistent with the content requirements and format set out in the Annex of this Schedule.



1.3 	If the Buyer rejects any proposed Transparency Report submitted by the Supplier, the Supplier shall submit a revised version of the relevant report for further Approval within five (5) days of receipt of any notice of rejection, taking account of any recommendations for revision and improvement to the report provided by the Buyer. If the Parties fail to agree on a draft Transparency Report the Buyer shall determine what should be included. Any other disagreement in connection with Transparency Reports shall be treated as a Dispute.



1.4 	The Supplier shall provide accurate and up-to-date versions of each Transparency Report to the Buyer at the frequency referred to in the Annex of this Schedule.



[bookmark: _Toc461012441][bookmark: _Toc461021246]ANNEX: LIST OF TRANSPARENCY REPORTS

		Title 

		Content 

		Format 

		Frequency 



		[Performance]	

		

[ ]

		

[ ]

		

[ ]



		[Call-Off  Contract Charges] 

		

[ ]

		

[ ]

		

[ ]



		[Key Subcontractors] 

		

[ ]

		

[ ]

		

[ ]



		[Technical]

		

[ ]

		

[ ]

		

[ ]



		[Performance management]

		

[ ]

		

[ ]

		

[ ]





[bookmark: bmCompoundReference]
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CALL‑OFF SCHEDULE 2

STAFF TRANSFER

INTERPRETATION and definition

Where a provision in this Schedule imposes any obligation on the Supplier including (without limit) to comply with a requirement or provide an indemnity, undertaking or warranty, the Supplier shall procure that each of its Subcontractors shall comply with such obligation and provide such indemnity, undertaking or warranty to the CCS, the Buyer, Former Supplier, Replacement Supplier or Replacement Subcontractor, as the case may be and where the Subcontractor fails to satisfy any claims under such indemnities the Supplier will be liable for satisfying any such claim as if it had provided the indemnity itself.

The following definition shall apply to this Call-Off Schedule 2 (Staff Transfer):

		"Term"

		means the period commencing on the Start Date and ending on the expiry of the Initial Period or any Extension Period or on earlier termination of the relevant Contract;







APPLICATION OF THIS SCHEDULE

The Parts of this Schedule which shall apply to the Contract are specified in the Buyer Contract Details.


PART A: STAFF TRANSFER AT START DATE – OUTSOURCING FROM THE BUYER - NOT USED

[bookmark: _Hlt283195311][bookmark: _Hlt330487205][bookmark: _Hlt331772441][bookmark: _Hlt330487230][bookmark: _Hlt305079896][bookmark: _Ref450746708][bookmark: _Ref311726534]PART B: STAFF TRANSFER AT START DATE – TRANSFER FROM FORMER SUPPLIER ON REPROCUREMENT 

1. RELEVANT TRANSFERS

The Buyer and the Supplier agree that:

the commencement of the provision of the Services or of any relevant part of the Services will be a Relevant Transfer in relation to the Transferring Former Supplier Employees; and 

as a result of the operation of the Employment Regulations, the contracts of employment between each Former Supplier and the Transferring Former Supplier Employees (except in relation to any terms disapplied through the operation of regulation 10(2) of the Employment Regulations) shall have effect on and from the Relevant Transfer Date as if originally made between the Supplier and/or any Subcontractor and each such Transferring Former Supplier Employee.

[bookmark: _Ref311726465][bookmark: _Ref321320538]The Buyer shall procure that each Former Supplier shall comply with all its obligations under the Employment Regulations and shall perform and discharge all its obligations in respect of all the Transferring Former Supplier Employees in respect of the period up to (but not including) the Relevant Transfer Date including (without limit) the payment of all remuneration, benefits, entitlements, PAYE, national insurance contributions and pension contributions.

[bookmark: _Ref346030309][bookmark: _Ref311726598]FORMER SUPPLIER INDEMNITIES

[bookmark: _Ref492895878][bookmark: _Ref339036408]If any employee of a Former Supplier who is not identified as a Transferring Former Supplier Employee and claims, and/or it is determined, in relation to such person that his/her contract of employment has been transferred from a Former Supplier to the Supplier and/or any Notified Subcontractor pursuant to the Employment Regulations then: 

[bookmark: _Ref492895862]the Supplier will within 5 Working Days of becoming aware of that fact notify the Buyer and the relevant Former Supplier in writing;

[bookmark: _Ref492895855]the Former Supplier may offer employment to such person, or take such other steps as it considers appropriate to resolve the matter, within 10 Working Days of receipt of notice from the Supplier;

if such offer of employment is accepted, the Supplier shall immediately release the person from its employment;

[bookmark: _Ref492895868]if after the period referred to in Paragraph 2.1.2 no such offer has been made, or such offer has been made but not accepted, the Supplier may within 5 Working Days give notice to terminate the employment of such person.

If the Supplier and/or any Subcontractor at any point accept the employment of any person as is described in Paragraph 2.1, such person shall be treated as having transferred to the Supplier and/or any Subcontractor and the Supplier shall comply with such obligations as may be imposed upon it under applicable Law.

[bookmark: _Ref357688215][bookmark: _Ref357686784][bookmark: _Ref311726553]SUPPLIER INDEMNITIES AND OBLIGATIONS

[bookmark: _Ref357687893]Subject to Paragraph 3.2, the Supplier shall indemnify the Buyer and  each Former Supplier against any Employee Liabilities arising from or as a result of any act or omission by the Supplier or any Subcontractor in respect of any Transferring Former Supplier Employee or any appropriate employee representative (as defined in the Employment Regulations) of any Transferring Former Supplier Employee whether occurring before, on or after the Relevant Transfer Date.

The indemnity in Paragraph 3.1 shall not apply to the extent that the Employee Liabilities arise or are attributable to an act or omission of the Former Supplier whether occurring or having its origin before, on or after the Relevant Transfer Date including, without limitation, any Employee Liabilities arising from the Former Supplier’s failure to comply with its obligations under the Employment Regulations.

The Supplier shall and shall procure that any Subcontractor shall comply with all its/their obligations under the Employment Regulations and shall perform and discharge all its/their obligations in respect of all the Transferring Former Supplier Employees, on and from the Relevant Transfer Date including (without limit) the payment of all remuneration, benefits, entitlements, PAYE, national insurance contributions and pension contributions and all such sums due under Part D: Pensions. The Supplier shall indemnify the Buyer and each Former Supplier against any Employee Liabilities arising from any failure by the Supplier and/or any Subcontractor to comply with its/their obligations under this Paragraph 3.3 (including, but not limited to, any failure to comply with Regulation 13(4) of the Employment Regulations.

The Supplier shall indemnify the Buyer and each Former Supplier against any Employee Liabilities arising from any proposal by the Supplier or any Subcontractor prior to the Relevant Transfer Date to make material changes to the terms and conditions of employment or working conditions of any Transferring Former Supplier Employees to their material detriment on or after their transfer to the Supplier or any Subcontractor (as the case may be) on the Relevant Transfer Date, or to change the terms and conditions of employment or working conditions of any person who would have been a Transferring Former Supplier Employee but for their resignation (or decision to treat their employment as terminated under regulation 4(9) of the Employment Regulations) before the Relevant Transfer Date as a result of or for a reason directly connected to such proposed changes.

INFORMATION

The Supplier shall and shall procure that any Subcontractor shall promptly provide to the Buyer and/or at the Buyer’s direction, each Former Supplier, in writing such information as is necessary to enable the Buyer and/or each Former Supplier to carry out their respective duties under regulation 13 of the Employment Regulations. The Buyer shall use its reasonable endeavours to procure that each Former Supplier shall promptly provide to the Supplier in writing such information as is necessary to enable the Supplier and any Subcontractor to carry out their respective duties under regulation 13 of the Employment Regulations. For the avoidance of doubt, the Buyer gives no warranty as to the accuracy or completeness of any such information provided by each Former Supplier. 

PRINCIPLES OF GOOD EMPLOYMENT PRACTICE

The Supplier shall comply with any requirement notified to it by the Buyer relating to pensions in respect of any Transferring Former Supplier Employee as set down in (i) the Cabinet Office Statement of Practice on Staff Transfers in the Public Sector of January 2000, revised 2007; (ii) HM Treasury's guidance "Staff Transfers from Central Government: A Fair Deal for Staff Pensions of 1999; (iii) HM Treasury's guidance: "Fair deal for staff pensions:  procurement of Bulk Transfer Agreements and Related Issues" of June 2004; and/or (iv) the New Fair Deal.

Any changes embodied in any statement of practice, paper or other guidance that replaces any of the documentation referred to in Paragraph 5.1 shall be agreed in accordance with the Change Control Procedure.

PROCUREMENT OBLIGATIONS

Notwithstanding any other provisions of this Part B, where in this Part B the Buyer accepts an obligation to procure that a Former Supplier does or does not do something, such obligation shall be limited so that it extends only to the extent that the Buyer’s contract with the Former Supplier contains a contractual right in that regard which the Buyer may enforce, or otherwise so that it requires only that the Buyer’s must use reasonable endeavours to procure that the Former Supplier does or does not act accordingly.

PENSIONS

The Supplier shall comply with:

all statutory pension obligations in respect of all Transferring Former Supplier Employees; and

the provisions in Part D: Pensions.



PART C: NO STAFF TRANSFER ON START DATE (OPTIONAL)

[bookmark: _GoBack][bookmark: _Ref311726687][bookmark: _Ref339619543][bookmark: _Ref490491607]As the Supplier is the incumbent provider of the Services, the parties agree that the Employment Regulations will not apply upon commencement of this Agreement and so will not have the effect of transferring any contracts of employment to the Supplier. 
PART D: PENSIONS

1. [bookmark: _NN54]Definitions

		“Actuarial Methods and Assumptions”

		actuarial methods and assumptions will be provided in a letter from the incumbent Actuaries if necessary in respect of each Nuclear Pension Scheme



		“Brighton Statement”

		the joint statement relating to the protection of pensions dated 22 September 2006, a copy of which is at https://www.nda.gov.uk/news/pensions-update.cfm.



		“Broadly Comparable”

		(a)	in respect of a pension scheme, a status satisfying the condition that there are no identifiable employees who will suffer material detriment overall in terms of future accrual of pension benefits as assessed in accordance with Annex A of the Fair Deal Code and demonstrated by the issue by the Government Actuary’s Department of a broad comparability certificate; and

(b)	in respect of benefits provided for or in respect of a member under a pension scheme, benefits that are consistent with that pension scheme’s certificate of broad comparability issued by the Government Actuary’s Department,

and "Broad Comparability" shall be construed accordingly.



		“CSPS Admission Agreement”

		an admission agreement in the form available on the Civil Service Pensions website immediately prior to the Relevant Transfer Date to be entered into for the CSPS in respect of the Services.



		“CSPS Eligible Employee”

		any Fair Deal Employee who at the relevant time is an eligible employee as defined in the CSPS Admission Agreement.



		“CSPS”

		the Principal Civil Service Pension Scheme available to civil servants and employees of bodies under Schedule 1 of the Superannuation Act 1972 (and eligible employees of other bodies admitted to participate under a determination under section 25 of the Public Service Pensions Act 2013), as governed by rules adopted by Parliament; the Partnership Pension Account and its (i) Ill health Benefits Scheme and (ii) Death Benefits Scheme; the Civil Service Additional Voluntary Contribution Scheme; the Designated Stakeholder Pension Scheme (which is scheduled to close to new members in September 2018) and "alpha" introduced under The Public Service (Civil Servants and Others) Pensions Regulations 2014.



		“Combined Nuclear Pension Plan”

		the Combined Nuclear Pension Plan which was established by a trust deed dated 1 October 2006 and is now governed by the third definitive trust deed dated 28 March 2012 (as amended).



		“Combined Pension Scheme”

		the UKAEA Combined Pension Scheme which is a statutory pension scheme established under the authority of the Atomic Energy Authority Act 1954 (as amended).



		“Consenting Members”

		those Protected Employees who:

(a) on the day prior to the Call-Off Start Date are active members of the Current Pension Scheme; 

(b) become members of the Supplier’s Scheme; and

(c) consent in writing to payment of a Transfer Value to the Supplier’s Scheme under paragraph 6 of this Schedule.



		“Current Pension Scheme”

		in respect of a Protected Employee, the registered pension scheme which the Protected Employee is an active member of immediately before the Relevant Transfer Date.



		“Electricity Regulations”

		the Electricity (Protected Persons) (England and Wales) Pensions Regulations 1990 and/or the Electricity (Protected Persons) (Scotland) Pensions Regulations 1990 (as appropriate).



		“Electricity Supply Pension Scheme”

		the Electricity Supply Pension Scheme which was established by a resolution of the Electricity Council dated 20th January 1983.



		“ESPS Protected Person”

		a “protected person” for the purposes of the Electricity Regulations.



		“Fair Deal Code”

		the principles contained in HM Treasury guidance entitled “Fair Deal for Staff Pensions: staff transfers from central government” issued in October 2013, including any amendments to that guidance prior to the Call-Off Start Date. 



		“Fair Deal Employees”

		those:

(a)	Transferring Buyer Employees; and/or

(b)	Transferring Former Supplier Employees; and/or

(c)	employees who are not Transferring Buyer Employees or Transferring Former Supplier Employees but to whom the Employment Regulations apply on the Relevant Transfer Date to transfer their employment to the Supplier or a Subcontractor, and whose employment is not terminated in accordance with the provisions of Paragraphs 2.1.4 of Part B;

(d)	where the Former Supplier becomes the Supplier those employees;

who at the Call-Off Start Date or Relevant Transfer Date (as appropriate) are or become entitled to Fair Deal Code protection in respect of the CSPS.



		“GPS Pension Scheme”

		the pension scheme known as the GPS Pension Scheme (formerly the BNFL Group Pension Scheme). 



		“Initial Transfer Date ”

		in application to a Protected Employee means the date his employment was first subject to a “transfer arrangement” as defined in Schedule 8 of the Energy Act 2004.



		“NDA Facing Work”

		employment “for NDA purposes” as defined in Schedule 8 of the Energy Act 2004.



		“Nuclear Pension Scheme”

		in respect of a Protected Employee, means one of the following:

(a) the Combined Pension Scheme and/or the Combined Nuclear Pension Plan; 

(b) the GPS Pension Scheme;  or

(c) the Electricity Supply Pension Scheme;

dependent on which of these schemes the Protected Employee was a member of or eligible to become a member of, or would have become eligible to become a member of, immediately before the Initial Transfer Date.



		“Past Service Reserve Basis”

		means bulk transfer terms calculated allowing for projected final salary at the assumed date of retirement, leaving service or death (in the case of final salary benefits), or allowing for the active service revaluation rate to be applied up to the assumed date of retirement, leaving service or death (in the case of career average salary benefits). The actuarial basis for the past service reserve should be aligned to the funding requirements of the pension scheme paying the transfer at that time, subject to an underpin. The underpin shall operate in relation to any service credits awarded in the pension scheme paying the transfer as a consequence of the bulk transfer and shortfall payments (if any) made when the member first transferred their past service benefits from their previous pension scheme into the Current Pension Scheme. The underpin is such that the element of the past service reserve which relates to such service credits can be no lower than that required by the original bulk transfer terms used to determine any transfer into the Current Pension Scheme (with the ‘vesting date’ used to determine the actuarial assumptions being the last day of employment of the member by the Supplier).



		“Protected Employees”

		those of the Transferring Buyer Employees and Transferring Supplier Employees who are subject to protection of their pension benefits by virtue of:

(a) Part 4 of Schedule 8 to the Energy Act 2004;

(b) the Electricity Regulations;

commitments having been made to them that their pension benefits would be protected in accordance with the Fair Deal Code; 

(a) the Brighton Statement; and/or

(e)     existing contractual provisions governing the relevant Protected Employee’s prior transfer or transfers under the Employment Regulations.



		“Subcontractor’s Scheme”

		one or more pension schemes established by the Subcontractor or in which it participates for the purposes of this Part D.



		“Successor Employer”

		the Replacement Supplier or the Replacement Subcontractor to whom any Protected Employees are transferred from the Supplier or the Subcontractor on the Service Transfer Date, where in respect of Protected Employees who are not ESPS Protected Persons, such employees continue to undertake NDA Facing Work.  



		“Successor Employer’s Scheme”

		the one or more pension schemes established by a Successor Employer or in which it participates for the purposes of this Schedule. A reference to the Successor Employer’s Scheme will, where appropriate, include a reference to its trustees or administrators.



		“Supplier’s Scheme”

		the one or more registered pension schemes established by the Supplier or in which it participates for the purposes of this Schedule. A reference to the Supplier’s Scheme will, where appropriate, include a reference to its trustees or administrators.



		“Transfer Value”

		the value of the retirement and death benefits under the Current Pension Scheme including any benefits based on added years of pensionable service secured by the additional voluntary contributions made by Consenting Members (but excluding any money purchase benefits), which are prospectively and contingently payable to and in respect of the Consenting Members as calculated on a Past Service Reserve Basis in accordance with the Actuarial Methods and Assumptions and agreed in accordance with paragraph 6.2 of this Schedule.





[bookmark: _Ref453957207]

1. [bookmark: _Ref521595212][bookmark: _NN55]Establishing Supplier’s Scheme 

In relation to the Protected Employees the Supplier will not later than three months before the Call-Off Start Date:

nominate to the NDA in writing the occupational pension scheme(s) which it proposes will be the Supplier’s Scheme for the purposes of this paragraph 2; and

provide the NDA in writing with such information requested by the NDA to enable it to be satisfied that the Supplier’s Scheme satisfies the requirements of this Schedule.

[bookmark: _Ref453957564]The Supplier undertakes to procure that the Supplier’s Scheme:

is established at least one month prior to the Call-Off Start Date and maintained until the date of termination or expiry of this Contract;

[bookmark: _Ref453957411]is a scheme which, for the purposes of part 4 of schedule 8 to the Energy Act 2004 and to the satisfaction of the NDA and as certified by the Government Actuary’s Department, provides benefits which, when taking into account other benefits available to the Protected Employees from the  Call-Off Start Date, are “no less favourable” than the benefits under the provisions (taken as a whole) of the Nuclear Pension Scheme of which the relevant Protected Employee was (or was eligible to be) a member on the day immediately before the Initial Transfer Date;

[bookmark: _Ref453959745]will be an “alternative scheme” for the purposes of the Electricity Regulations in respect of any Protected Employees who are ESPS Protected Persons; and

contains provisions enabling it to accept a bulk transfer payment from the Current Pension Scheme in respect of the Protected Employees.

1. [bookmark: _Ref453958072][bookmark: _NN56]Membership of the Supplier’s Scheme

Offer of membership

Notwithstanding, its obligations to comply with Part 1 of the Pensions Act 2008, the Supplier undertakes to the NDA that:

[bookmark: _Ref453957811]it will, at least one month before the Call-Off Start Date: 

offer all Protected  Employees, in writing, membership of the Supplier’s Scheme with effect on and from the Call-Off Start Date; and shall procure that all Protected Employees who have not opted out are automatically enrolled into the Supplier’s Scheme with effect on and from the Call-Off Start Date; and

offer Transferring Buyer Employees and Transferring Former Supplier Employees who are not Protected Employees membership in writing of a pension arrangement with effect from and including the Call-Off Start Date which complies with the provisions of sections 257 to 258 of the Pensions Act 2004;  

it shall ensure that as a term of their contracts of employment, the Protected Employees shall be able to enforce their right to such “no less favourable” benefits as described in paragraph 2.2.2 of this Schedule against the Supplier for so long as they are employed by the Supplier in connection with the Services (but subject to paragraph 7 of this Schedule);

it will provide the Protected Employees with the opportunity to transfer their accrued rights under the relevant Current Pension Scheme to the Supplier’s Scheme in accordance with paragraph 6 of this Schedule;

membership of the Supplier’s Scheme for Protected Employees will not be conditional on their either giving consent or declining consent to payment of a bulk transfer payment in respect of them from the Current  Pension Scheme; and

the Protected Employees will be entitled to remain active members of the Supplier’s Scheme for so long as they are employed by the Supplier in connection with the Services and it will procure that the Supplier’s Scheme will continue to provide for and in respect of the Protected Employees benefits as described in paragraph 2.2 of this Schedule (but subject to paragraph 7 of this Schedule).

If, at any time before a Relevant Transfer Date:

the Supplier’s Scheme ceases to satisfy the conditions set out in paragraph 2.2 of this Schedule (but subject to paragraph 7 of this Schedule);

any of the Protected Employees cease to accrue pensionable service under the Supplier’s Scheme, while remaining employed by the Supplier in connection with the Services; or

the Supplier’s Scheme is wound up,

the Supplier undertakes that it will: (i) promptly notify the NDA in writing, (ii) use reasonable endeavours to agree with the NDA the necessary steps to restore the rights and benefits of such Protected Employees to such a level so as to enable the NDA to satisfy themselves that the Supplier’s Scheme or any replacement scheme satisfies the pension protection provisions set out in paragraph 2.2 of this Schedule (but subject to paragraph 7 of this Schedule) and then take those agreed steps and (iii) if agreement is not reached within one month (or such longer period agreed between the parties) do all things necessary and take all steps, as directed by the NDA to restore the rights and benefits of such Protected Employees to such a level so as to enable the NDA to satisfy itself that the Supplier’s Scheme or any replacement scheme satisfies the pension protection provisions set out in paragraph 2.2 (but subject to paragraph 7).

1. Claims from Protected Employees or Trade Unions

The Supplier hereby agrees to hold the NDA harmless against all Employee Liability suffered which arises from claims by Protected Employees and / or any trade union, elected employees or staff associations where such Employee Liability arises out of the failure of the Supplier to comply with the provisions of this Schedule or otherwise the provisions which apply by virtue of the Electricity Regulations and/or Schedule 8 of the Energy Act 2004 (as applicable).  

1. [bookmark: _Ref453957914][bookmark: _Ref521595389][bookmark: _NN57][bookmark: _Toc453959919]Transfers to a Subcontractor 	

[bookmark: _Ref453956978]Save on a Service Transfer Date if the employment of any Protected Employee transfers by way of a transfer under the Employment Regulations from the Supplier to a Subcontractor  the Supplier shall:

consult with and inform those Protected Employees of the pension provisions relating to that transfer; 

[bookmark: _Ref521595357]procure that the sub-contract contains obligation on the Subcontractor which, in addition to the other obligations provided by this paragraph 5.1.2 are in all material respects of the same nature as those which apply to the Supplier under this Schedule in respect of the Protected Employees which shall then be read so that references to the “Supplier” will become reference to the Subcontractor, reference to “Relevant Transfer Date” will become references to the date of transfer to the Subcontractor, references to the “Supplier’s Scheme” will become references to the Subcontractor’s Scheme and references to “Protected Employees” will become references to the Protected Employees transferred to the Subcontractor; and

procure that the Subcontractor:

will provide to the NDA such information about the Subcontractor’s Scheme (as appropriate) and the other benefits to which Protected Employees are entitled from the Subcontractor, as the NDA may require from time to time;

will do such things as the NDA determines to be necessary to enable the NDA to satisfy itself that its duties and obligations in respect of the Protected Employees under schedule 8 to the Energy Act 2004 are met;

will do anything which the NDA determines to be necessary to enable the NDA to satisfy itself that the Subcontractor’s Scheme satisfies the pension protection provisions set out in paragraph 2.2 of this Schedule above; and 

shall procure any Successor Employer to comply with the obligations of this Part D including doing anything which the NDA determines to be necessary to enable the NDA to satisfy itself that any Successor Employer’s Scheme satisfies the pension protection provisions set out in paragraph 2.2 of this Schedule. 

If there is a breach of the provisions of this paragraph 5:

the Supplier will do all things necessary; and

will procure that the Subcontractor (and in turn any Successor Employer) does all things necessary, 

in either case as the NDA may direct, to restore the rights and benefits of such Protected Employees so as to enable the NDA to satisfy itself that the Subcontractor’s Scheme / Successor Employer’s Scheme as appropriate fulfils the pension protection provisions set out in this Schedule.

The provisions of Part E: Pensions on Exit apply in relation to pension issues on expiry or termination of this Contract.  

1. [bookmark: _Ref453956807][bookmark: _NN58][bookmark: _Toc453959920]Transfer Value	

[bookmark: _Ref453958082]Offer of a Transfer Value 

[bookmark: _Ref453959471][bookmark: _Ref521595407]The Supplier shall invite each Protected Employee who joins the Supplier’s Scheme in accordance with paragraph 3 of this Schedule to transfer benefits from the relevant Current Pension Scheme to the Supplier’s Scheme (and shall procure that each relevant Subcontractor and Successor Employer shall invite or shall procure an invitation for each such Protected Employee who joins its scheme to consent to a transfer of benefits being made from the Supplier’s Scheme to the Subcontractor’s Scheme and on any onward transfer from the Subcontractor’ Scheme to the Successor Employer’s Scheme.

The invitations to be issued in accordance with paragraph 6.1.1 will be in writing no later than 3 months after the Call-Off Start Date.

Protected Employees who are not ESPS Protected Persons, will be given three months from the date on which the invitations are issued to return their written consents to the Supplier, the Subcontractor or Successor Employer respectively (as the case may be).

For ESPS Protected Employees, the transfers must comply with the requirements of the Electricity Regulations. 

[bookmark: _Ref521595428]Actuaries to be instructed

[bookmark: _Ref453957168]The Buyer and the Supplier undertakes that, as soon as reasonably practicable following the Call-Off Start Date, all such information which the trustees or managers of each Current Pension Scheme and their respective actuaries may reasonably require for the purposes of calculating or verifying the Transfer Value or for any other purpose of this paragraph 6 will be made available promptly to them.

The Buyer and the Supplier each warrant that the information that they shall provide pursuant to this paragraph 6.2 will be true, complete and accurate in all material respects.

The Buyer shall use its reasonable endeavours to procure that:

[bookmark: _Ref521595441]as soon as reasonably practicable after the trustees or managers of the  Current Pension Scheme have been provided with the necessary data and information, each respective Current Pension Scheme actuary shall calculate the Transfer Value as at the Call-Off Start Date, together with a sample calculation of the Transfer Value as at a later date (i.e. after the investment adjustment) in accordance with the Actuarial Methods and Assumptions; and

[bookmark: _Ref453958381]within one week of completing this calculation, each respective Current Pension Scheme Actuary shall notify the Supplier’s Actuary and the Buyer’s Actuary in writing of the particulars of the calculation and the data on which the calculation is based.

[bookmark: _Ref453959395]The Supplier’s Actuary and the Buyer’s Actuary will have three months following the notification set out in paragraph 6.2.3(a) (or such longer period as the Supplier’s Actuary and the Buyer’s Actuary may agree) to object in writing to the other that the calculation is incorrect or not in accordance with the Actuarial Methods and Assumptions.  The calculation shall be final and binding on the parties if neither the Supplier’s Actuary nor the Buyer’s Actuary raises an objection within this stated period.

[bookmark: _Ref453957181]If, under paragraph 6.2.4, the Supplier’s Actuary or the Buyer’s Actuary objects in writing to a calculation, then the Supplier and the Buyer shall use reasonable endeavours to procure that the Supplier’s Actuary and the Buyer’s Actuary agree the Transfer Value.  If agreement is not reached within one month (or such longer period agreed between the parties) then the amount shall be determined by an independent actuary to be nominated by the Buyer and the Supplier jointly or, if they cannot agree, by the President of the Institute of Actuaries on application by the Buyer or the Supplier.  The independent actuary shall act as an expert and not as an arbitrator and his decision shall be final and binding on all parties.  The independent actuary’s costs shall be met by the Buyer and the Supplier in equal shares.

[bookmark: _Ref521595494]Payment of the Transfer Value

Provided the conditions set out at paragraph 6.3.2 below are and remain satisfied, the Buyer shall use reasonable endeavours to ensure that the trustees or managers of each of the Current  Pension Schemes transfer to the Supplier’s Scheme (or the Subcontractor’s Scheme or Successor Employer’s Scheme as appropriate) assets equal to the Transfer Value in respect of the relevant Consenting Members’ accrued rights in each Current Pension Scheme before the Call-Off Start Date calculated in accordance with the Actuarial Methods and Assumptions.

[bookmark: _Ref453957097]Such transfer will take effect within 28 days of the last Condition being satisfied.  The Conditions for the purposes of this clause are:

the Transfer Value has been agreed or determined under paragraphs 6.2 to 6.3 (inclusive) of this Schedule;

the Supplier has complied with all of its obligations under this Schedule; and

the trustees of the Supplier’s Scheme (or the Subcontractor’s  Scheme or Successor Employer’s Scheme, as appropriate) have confirmed to the Buyer in writing that they will accept:

payment of the Transfer Value on the terms set out in this Schedule; 

liability for each Consenting Member’s accrued benefits under the relevant Current  Pension Scheme, including the contracted out rights under the Current  Pension Scheme; and

the Transfer Value (whether by a transfer payment to the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme, as appropriate) from the Current Pension Scheme in full and final settlement of all claims against the Current Pension Scheme in respect of each Consenting Member.

[bookmark: _Ref521595536]Benefits in respect of the Transfer Value

[bookmark: _Ref453959459]The Supplier will procure that, subject to receipt of the Transfer Value (whether by a transfer payment to the Supplier’s Scheme, the Subcontractor’s Scheme or the Successor Employer’s Scheme, as appropriate) from the Current Pension Scheme:

[bookmark: _Ref453959510]the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme) provides in respect of each Consenting Member benefits (in the form of transfer credits) which are a day for day service credit on identical terms to those in the transferring scheme, or where there is a difference in scheme benefit structure, benefits which are of actuarially equivalent value (in accordance with the Actuarial Methods and Assumptions) to, and no less favourable than, the benefits which would have been payable under the Current  Pension Scheme in respect of the Consenting Member’s service before the Call-Off Start Date if he had remained a member of the Current  Pension Scheme as determined under paragraph 6.2 of this Schedule; 

[bookmark: _Ref453959518]for the purpose of calculating benefits for and in respect of each Consenting Member under the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme), the pensionable service so credited and the pensionable service which each of the Consenting Members accrues in the Supplier’s Scheme from the Call-Off Start Date are treated in the Supplier’s Scheme as a single unbroken period; and

[bookmark: _Ref453959527]for Consenting Members who are ESPS Protected Persons, the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme) shall provide benefits in accordance with regulation 6 of the Electricity Regulations.

Subsequent transfer requests by ESPS Protected Persons

The Buyer agrees that the transfer payment to be made from the Electricity Supply Pension Scheme to the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme) in respect of an ESPS Protected Person who receives but does not accept an invitation to transfer in accordance with paragraph 6.1 of this Schedule but then makes a request to transfer within two years of the Call-Off Start Date shall be calculated in accordance with the Actuarial Methods and Assumptions.  Such a transfer payment (and the benefits to be provided) shall be determined in accordance with paragraph 6.1 to 6.4 of this Schedule.

Supplier obligations in respect of Subcontractors

The Supplier shall procure that the Subcontractor’s Scheme (or Successor Employer’s Scheme) provides in respect of each Protected Employee who transfers to the Subcontractor’s Scheme or Successor Employer’s Scheme benefits calculated on terms which are no less favourable than the bulk transfer terms on a Past Service Reserve Basis calculated in accordance with the Actuarial Methods and Assumptions.

For the avoidance of doubt, the Supplier shall procure that the Subcontractor and any Successor Employer complies with the terms of this Schedule (except that references to Supplier should be read to refer to the Subcontractor and/or the Successor Employer as appropriate) and references to the Call-Off Start Date will become references to the date of transfer to the Subcontractor or Successor Employer.

Bulk transfer terms on onward transfer

[bookmark: _Ref453957302]The Supplier undertakes to the Buyer and to the NDA that on:

the expiry of the Initial Period or any Extended Period; or

the employment of any Protected Employee transferring to a Subcontractor or Successor Employer in accordance with this Schedule (or otherwise),

the Supplier will (and will procure that each relevant subcontractor or Successor Employer will) use all reasonable endeavours to procure that the trustees of the Supplier’s Scheme (or the Subcontractor’s Scheme or Successor Employer’s Scheme) offer bulk transfer terms on a Past Service Reserve Basis in respect of the relevant Protected Employees’ service in the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme) to the pension scheme of the Buyer or any Replacement Supplier (as applicable) which are no less favourable than the bulk transfer terms calculated in accordance with the Actuarial Methods and Assumptions as determined under paragraph 6.3.2 of this Schedule.  

[bookmark: _Ref453959651]The Supplier will, if requested, procure that the Supplier’s Actuary (and will procure that the Subcontractor or Successor Employer will procure that the Subcontractor’s Actuary or Successor Employer’s Actuary) will provide to the Buyer all information which the Buyer may reasonably require to enable the Buyer‘s Actuary to verify that the bulk transfer terms comply with the provisions of this Schedule, and that the bulk transfer payment actually proposed has been correctly calculated (together, the Bulk Transfer Provisions).  If requested by the Buyer, the Supplier shall use reasonable endeavours to procure that the Supplier’s Actuary and the Buyer’s Actuary agree the Bulk Transfer Provisions, however, if no agreement is reached within one month (or such later date agreed between the parties), the Bulk Transfer Provisions shall be determined by an independent actuary to be nominated by the Buyer and the Supplier jointly or, if they cannot agree, by the President of the Institute of Actuaries on application by the parties.  The independent actuary shall act as an expert and not as an arbitrator and his decision shall be final and binding on the parties.  The independent actuary’s costs shall be met by the parties in equal shares.

If the transfer payment paid by the trustees of the Supplier’s Scheme (or the Subcontractor’s Scheme or the Successor Employer’s Scheme) is less than the full Past Service Reserve Basis, the Supplier will (and/or shall procure that each relevant Subcontractor or Successor Employer will) pay the amount of the difference to the Buyer or any Replacement Supplier (as appropriate) (or as such person shall direct).

1. [bookmark: _Ref521595242][bookmark: _NN62][bookmark: _Toc453959924]Third party rights and changes to pension protection	

Notwithstanding any provision of the Contract to the contrary, but subject to paragraph 7 of this Schedule, any Protected Employee may enforce their right to such no less favourable benefits as described in paragraph 2.2.2 against the Supplier and/or the Subcontractor and/or the Successor Employer (as the case may be) under the Contracts (Rights of Third Parties Act) 1999.

[bookmark: _Ref453957466]The NDA agree that, if as a result of:

any change in legislation; and/or

any change in the recognised interpretation of the Energy Act 2004 and/or the Electricity Regulations by the European or national courts, 

the NDA is satisfied (in its sole discretion) that the level of benefits for future service required by the provisions of paragraph 2.2.2 or 2.2.3 of this Schedule no longer reflect the legal obligations to, and the Brighton Statement undertakings made in respect of, the Protected Employees then the NDA will consider in good faith (and will not unreasonably withhold their consent to) any proposals made by the Supplier to amend the provisions of paragraph 2.2.2 or 2.2.3 in a manner which would (in the NDA’s sole discretion) comply with the legal obligations to, and the Brighton Statement undertakings made in respect of, the Protected Employees following such a change.  Any amendment agreed between the NDA and the Supplier shall:

0. be made in writing;

0. require the prior written consent of the NDA;

0. shall not require the consent of any Protected Employee; and

0. shall be subject to any consultation requirements in any relevant collective agreements with any recognised trade unions and/or applicable by law.

1. [bookmark: _NN63][bookmark: _Toc453959925]Electricity Regulations	

Notwithstanding any provision in this Contract to the contrary, the Supplier shall, and will procure that any Subcontractor shall, comply with the provisions of the Electricity Regulations in respect of any Protected Employee who is an ESPS Protected Person and shall indemnify the Buyer and any Successor Employer from and against all Employee Liability suffered or incurred by it or them which arise from any claim by any such ESPS Protected Person that the Supplier or any Subcontractor has not complied with the provisions of the Electricity Regulations.

1. Principal Civil Service Pension Scheme

This paragraph 9 shall apply in respect of all of the Fair Deal Employees (if any).

The Supplier undertakes to do all such things and execute any documents (including any CSPS Admission Agreement, if necessary) as may be required to enable the Supplier to participate in the CSPS in respect of the Fair Deal Employees and shall bear its own costs in such regard.

The Supplier shall procure that the Fair Deal Employees, shall be either admitted into, or offered continued membership of, the relevant section of the CSPS that they currently contribute to, or were eligible to join immediately prior to the Relevant Transfer Date or became eligible to join on the Relevant Transfer Date and the Supplier shall procure that the Fair Deal Employees continue to accrue benefits in accordance with the provisions governing the relevant section of the CSPS for service from (and including) the Relevant Transfer Date.

The Supplier undertakes that should it cease to participate in the CSPS for whatever reason at a time when it has CSPS Eligible Employees, that it will, at no extra cost to the Buyer, provide to any Fair Deal Employee who immediately prior to such cessation of participation remained a CSPS Eligible Employee with access to a pension scheme which is Broadly Comparable to the CSPS on the date the CSPS Eligible Employees ceased to participate in the CSPS.

The Supplier undertakes:

to pay to the CSPS all such amounts as are due under the relevant CSPS Admission Agreement or otherwise and shall deduct and pay to the CSPS such employee contributions as are required; and

to be fully responsible for all other costs, contributions, payments and other amounts relating to its participation in the CSPS, including for the avoidance of doubt any exit payments and the costs of providing any bond, indemnity or guarantee required in relation to such participation.

The Supplier undertakes to the Buyer to indemnify and keep indemnified CCS, the Buyer and/or any Replacement Supplier and/or any Replacement Subcontractor on demand from and against all and any Losses whatsoever arising out of or in connection with any liability towards all and any Fair Deal Employees arising in respect of service on or after the Relevant Transfer Date which arise from any breach by the Supplier of this Part D, and/or the CSPS Admission Agreement or relate to the payment of benefits under and/or participation in an occupational pension scheme (within the meaning provided for in section 1 of the Pension Schemes Act 1993). 

[bookmark: _Ref321833613]The Supplier hereby indemnifies the CCS, the Buyer and/or any Replacement Supplier and/or Replacement Subcontractor from and against all Losses suffered or incurred by it or them which arise from claims by Fair Deal Employees of the Supplier and/or of any Subcontractor or by any trade unions, elected employee representatives or staff associations in respect of all or any such Fair Deal Employees which Losses:

[bookmark: _Ref321833614]relate to pension rights in respect of periods of employment on and after the Relevant Transfer Date until the date of termination or expiry of this Contract; or

[bookmark: _Ref321833615]arise out of the failure of the Supplier and/or any relevant Subcontractor to comply with the provisions of this Part D before the date of termination or expiry of this Contract. 

Notwithstanding any provision of the Contract to the contrary, any Fair Deal Employee will have the right to enforce any obligation owed to him or her or it by the Supplier and/or the Subcontractor and/or the Successor Employer (as the case may be) under the Contracts (Rights of Third Parties Act) 1999. 

Save on expiry or termination of this Contract, if the employment of any Fair Deal Employee transfers to another employer (by way of a transfer under the Employment Regulations) the Supplier shall and shall procure that any relevant Subcontractor shall:

consult with and inform those Fair Deal Employees of the pension provisions relating to that transfer; and

procure that the employer to which the Fair Deal Employees are transferred (the "New Employer") complies with the provisions of this Part D provided that references to the "Supplier" will become references to the New Employer, references to "Relevant Transfer Date" will become references to the date of the transfer to the New Employer and references to "Fair Deal Employees" will become references to the Fair Deal Employees so transferred to the New Employer.

The provisions of Part E: Staff Transfer on Exit (Mandatory) apply in relation to pension issues on expiry or termination of this Contract.

If either:

the terms of paragraph 9.4 above apply; and/or

the Buyer agrees, having considered the exceptional cases provided for in the Fair Deal Code, (such agreement not to be unreasonably withheld) that the Supplier (and/or its Subcontractors, if any) need not continue to provide the Fair Deal Employees, who continue to qualify for protection under the Fair Deal Code, with access to the CSPS,

the Supplier must (and must, where relevant, procure that each of its Subcontractors will) ensure that, with effect from the Relevant Transfer Date or if later cessation of participation in the CSPS until the day before the Service Transfer Date, the relevant Fair Deal Employees will be eligible for membership of a pension scheme under which the benefits are Broadly Comparable to those provided under the CSPS, and then on such terms as may be decided by the Buyer.

Where the Supplier has set up a Broadly Comparable pension scheme or schemes pursuant to the provisions of paragraph 9.11, the Supplier shall (and shall procure that any of its Subcontractors shall):

supply to the Buyer details of its (or its Subcontractor’s) Broadly Comparable pension scheme and provide a full copy of the valid certificate of broad comparability covering all relevant Fair Deal Employees, as soon as it is able to do so and in any event no later than 28 days before the Relevant Transfer Date or if later 28 days before cessation of participation in the CSPS;

fully fund any such Broadly Comparable pension scheme in accordance with the funding requirements set by that Broadly Comparable pension scheme’s actuary or by the Government Actuary’s Department for the period ending on the Service Transfer Date;

instruct any such Broadly Comparable pension scheme’s actuary to, and to provide all such co-operation and assistance in respect of any such Broadly Comparable pension scheme as the Replacement Supplier and/or CCS and/or CSPS and/or the Buyer may reasonably require, to enable the Replacement Supplier to participate in the CSPS in respect of any Fair Deal Employees that remain eligible for protection under the Fair Deal Code following a Service Transfer;

provide a replacement Broadly Comparable pension scheme with immediate effect for those Fair Deal Employees who are still employed by the Supplier and/or relevant Subcontractor and are still eligible for protection under the Fair Deal Code in the event that the Supplier and/or Subcontractor's Broadly Comparable pension scheme is terminated; 

allow and make all necessary arrangements to effect, in respect of any Fair Deal Employee that remains eligible for protection under the Fair Deal Code, following a Service Transfer, the bulk transfer of past service from any such Broadly Comparable pension scheme into the CSPS and as is relevant on a day for day service basis and to give effect to any transfer of accrued rights required as part of participation under the Fair Deal Code. For the avoidance of doubt, should the amount offered by the Broadly Comparable pension scheme be less than the amount required by the CSPS to fund day for day service ("Shortfall"), the Supplier or the Subcontractor (as agreed between them) must pay the CSPS as required, provided that in the absence of any agreement between the Supplier and any Subcontractor, the Shortfall shall be paid by the Supplier; and

indemnify CCS and/or the Buyer and/or CSPS on demand for any failure to pay the Shortfall as required under paragraph 9.12.5 above.

1. Indemnities

The indemnities in this Part D:

shall survive termination of this Contract; and

shall not be affected by the caps on liability contained in Clause 11 (How much you can be held responsible for) of the Core Terms.

1. Breach

The Supplier agrees to notify the Buyer should it breach any obligations it has under this Part D and agrees that the Buyer shall be entitled to terminate its Contract for material Default in the event that the Supplier:

commits an irremediable breach of any provision or obligation it has under this Part D; or

commits a breach of any provision or obligation it has under this Part D which, where capable of remedy, it fails to remedy within a reasonable time and in any event within 28 days of the date of a notice from the Buyer giving particulars of the breach and requiring the Supplier to remedy it.

[bookmark: m_-8489134049374141372__Ref508053797]













PART E: STAFF TRANSFER ON EXIT

1. PRE-SERVICE TRANSFER OBLIGATIONS

[bookmark: _Ref492896638]The Supplier agrees that within 20 Working Days of the earliest of:

[bookmark: _Ref492896666]receipt of a notification from the Buyer of a Service Transfer or intended Service Transfer; 

[bookmark: _Ref492896672]receipt of the giving of notice of early termination or any Partial Termination of the relevant Contract; 

[bookmark: _Ref492896681]the date which is 12 Months before the end of the Term; and

receipt of a written request of the Buyer at any time (provided that the Buyer shall only be entitled to make one such request in any 6 Month period),

it shall and shall procure that any Subcontractor shall provide to the Buyer, or at the direction of the Buyer, to any Replacement Supplier and/or any Replacement Subcontractor in a suitably anonymised format so as to comply with the Data Protection Laws, the Supplier's Provisional Supplier Personnel List, together with the Staffing Information in relation to the Supplier's Provisional Supplier Personnel List and it shall provide an updated Supplier's Provisional Supplier Personnel List at such intervals as are reasonably requested by the Buyer. 

[bookmark: _Ref492896645]At least 20 Working Days prior to the Service Transfer Date, the Supplier shall and shall procure that any Subcontractor shall provide to the Buyer or at the direction of the Buyer to any Replacement Supplier and/or any Replacement Subcontractor (i) the Supplier's Final Supplier Personnel List, which shall identify the basis upon which they are Transferring Supplier Employees and (ii) the Staffing Information in relation to the Supplier’s Final Supplier Personnel List (insofar as such information has not previously been provided).

The Buyer shall be permitted to use and disclose information provided by the Supplier under Paragraphs 1.1 and 1.2 for the purpose of informing any prospective Replacement Supplier and/or Replacement Subcontractor. 

The Supplier warrants, for the benefit of the Buyer, any Replacement Supplier, and any Replacement Subcontractor that all information provided by the Supplier and any Subcontractor pursuant to Paragraphs 1.1 and 1.2 shall be true and accurate in all material respects at the time of providing the information.

From the date of the earliest event referred to in Paragraph 1.1.1, 1.1.2 and 1.1.3, the Supplier agrees that it shall not and shall procure that any Subcontractor shall not assign any person to the provision of the Services who is not listed on the Supplier’s Provisional Supplier Personnel List and shall, unless otherwise instructed by the Buyer (acting reasonably):

not replace or re-deploy any Supplier Personnel listed on the Supplier Provisional Supplier Personnel List other than where any replacement is of equivalent grade, skills, experience and expertise and is employed on the same terms and conditions of employment as the person he/she replaces;

not make, promise, propose, permit or implement any material changes to the terms and conditions of (i) employment and/or (ii) pensions, retirement and death benefits (including not to make pensionable any category of earnings which were not previously pensionable or reduce the pension contributions payable) of the Supplier Personnel (including any payments connected with the termination of employment); 

not increase the proportion of working time spent on the Services (or the relevant part of the Services) by any of the Supplier Personnel save for fulfilling assignments and projects previously scheduled and agreed;

not introduce any new contractual or customary practice concerning the making of any lump sum payment on the termination of employment of any employees listed on the Supplier's Provisional Supplier Personnel List;

not increase or reduce the total number of employees so engaged, or deploy any other person to perform the Services (or the relevant part of the Services);

not terminate or give notice to terminate the employment or contracts of any persons on the Supplier's Provisional Supplier Personnel List save by due disciplinary process;

not dissuade or discourage any employees engaged in the provision of the Services from transferring their employment to the Buyer and/or the Replacement Supplier and/or Replacement Subcontractor;

give the Buyer and/or the Replacement Supplier and/or Replacement Subcontractor reasonable access to Supplier Personnel and/or their employee representatives to inform them of the intended transfer and consult about any measures envisaged by the Buyer, Replacement Supplier and/or Replacement Subcontractor in respect of persons expected to be Transferring Supplier Employees;

	co-operate with the Buyer and/or the Replacement Supplier and/or Replacement Subcontractor to ensure an effective consultation process and smooth transfer in respect of Transferring Supplier Employees in line with good employee relations and the effective continuity of the Services, and to allow for participation in any pension arrangements to be put in place to comply with New Fair Deal;

promptly notify the  Buyer or, at the direction of the Buyer, any Replacement Supplier and any Replacement Subcontractor of any notice to terminate employment given by the Supplier or received from any persons listed on the Supplier's Provisional Supplier Personnel List regardless of when such notice takes effect;

not for a period of 12 Months from the Service Transfer Date seek to re-employ or re-engage or entice any Supplier Personnel to work for the Supplier and/or any Subcontractor whose employment or engagement has been transferred to the Buyer and/or the Replacement Supplier and/or Replacement Subcontractor (unless otherwise instructed by the Buyer (acting reasonably));

not to adversely affect pension rights accrued by all and any Fair Deal Employees in the period ending on the Service Transfer Date; 

fully fund any Broadly Comparable pension schemes set up by the Supplier;

maintain such documents and information as will be reasonably required to manage the pension aspects of any onward transfer of any person engaged or employed by the Supplier or any Subcontractor in the provision of the Services on the expiry or termination of this Contract (including without limitation identification of the Fair Deal Employees);

promptly provide to the Buyer such documents and information mentioned in Paragraph 3.1.1 of Part D: Pensions which the Buyer may reasonably request in advance of the expiry or termination of this Contract; and

fully co-operate (and procure that the trustees of any Broadly Comparable pension scheme shall fully co-operate) with the reasonable requests of the Supplier relating to any administrative tasks necessary to deal with the pension aspects of any onward transfer of any person engaged or employed by the Supplier or any Subcontractor in the provision of the Services on the expiry or termination of this Contract.

During the Term, the Buyer may make written requests to the Supplier for information relating to the manner in which the Services are organised.  Within 20 Working Days of receipt of any such written request the Supplier shall and shall procure that any Subcontractor shall provide such information as the Buyer may reasonably require which shall include:

the numbers of employees engaged in providing the Services;

the percentage of time spent by each employee engaged in providing the Services;

the extent to which each employee qualifies for membership of any of the Fair Deal Schemes (as defined in Part D: Pensions); and

a description of the nature of the work undertaken by each employee by location.

The Supplier shall and shall procure that any Subcontractor shall provide all reasonable cooperation and assistance to the Buyer, any Replacement Supplier and/or any Replacement Subcontractor to ensure the smooth transfer of the Transferring Supplier Employees on the Service Transfer Date including providing sufficient information in advance of the Service Transfer Date to ensure that all necessary payroll arrangements can be made to enable the Transferring Supplier Employees to be paid as appropriate.  Without prejudice to the generality of the foregoing, within 5 Working Days following the Service Transfer Date, the Supplier shall provide to the Buyer or, at the direction of the Buyer, to any Replacement Supplier and/or any Replacement Subcontractor (as appropriate), in respect of each person on the Supplier's Final Supplier Personnel List who is a Transferring Supplier Employee:

the most recent month's copy pay slip data;

details of cumulative pay for tax and pension purposes;

details of cumulative tax paid;

tax code;

details of any voluntary deductions from pay; and

bank/building society account details for payroll purposes.

EMPLOYMENT REGULATIONS EXIT PROVISIONS

A change in the identity of the supplier of the Services (or part of the Services), howsoever arising, may constitute a Relevant Transfer to which the Employment Regulations will apply.  The Buyer and the Supplier agree that where a Relevant Transfer occurs, the contracts of employment between the Supplier and the Transferring Supplier Employees (except in relation to any contract terms disapplied through operation of regulation 10(2) of the Employment Regulations) will have effect on and from the Service Transfer Date as if originally made between the Replacement Supplier and/or a Replacement Subcontractor (as the case may be) and each such Transferring Supplier Employee.

The Supplier shall and shall procure that any Subcontractor shall comply with all its/their obligations in respect of the Transferring Supplier Employees arising under the Employment Regulations in respect of the period up to (and including) the Service Transfer Date including (without limit) the payment of all remuneration, benefits, entitlements, PAYE, national insurance contributions and pension contributions and all such sums due as a result of any Fair Deal Employees' participation in the Fair Deal Schemes (as defined in Part D: Pensions).  

[bookmark: _Ref492896697]Subject to Paragraph 2.4, the Supplier shall indemnify the Buyer and/or the Replacement Supplier and/or any Replacement Subcontractor against any Employee Liabilities arising from or as a result of any act or omission of the Supplier or any Subcontractor in respect of any Transferring Supplier Employee or any appropriate employee representative (as defined in the Employment Regulations) of any Transferring Supplier Employee whether occurring before, on or after the Service Transfer Date.

[bookmark: _Ref492896694]The indemnity in Paragraph 2.3 shall not apply to the extent that the Employee Liabilities arise or are attributable to an act or omission of the Buyer, Replacement Supplier and/or any Replacement Subcontractor whether occurring or having its origin before, on or after the Service Transfer Date. 

[bookmark: _Ref492896737]Subject to Paragraphs 2.6 and 2.7, if any employee of the Supplier and/or Subcontractor who is not identified in the Supplier's Final Transferring Supplier Employee List claims, or it is determined in relation to any employees of the Supplier and/or Subcontractor, that his/her contract of employment has been transferred from the Supplier and/or any Subcontractor (as the case may be) to the Buyer, Replacement Supplier and/or Replacement Subcontractor pursuant to the Employment Regulations then:

[bookmark: _Ref492896726]the Buyer will or will procure than any Replacement Supplier and/or Replacement Subcontractor will, within 5 Working Days of becoming aware of that fact, notify the Supplier in writing;

[bookmark: _Ref492896721]the Supplier may offer  or may procure that any Subcontractor may offer employment to such person, or take such other steps as it considered appropriate to resolve the matter, within 10 Working Days of receipt of notice from the Buyer, Replacement Supplier and/or Replacement Subcontractor;

if such offer of employment is accepted, the Buyer, Replacement Supplier and/or Replacement Subcontractor shall immediately release the person from its employment;

[bookmark: _Ref492896730]if after the period referred to in Paragraph 2.5.2 no such offer has been made, or such offer has been made but not accepted, the Buyer, Replacement Supplier and/or Replacement Subcontractor may within 5 Working Days give notice to terminate the employment of such person;

and subject to the Buyer's Replacement Supplier's and/or Replacement Subcontractor's compliance with Paragraphs 2.5.1 to 2.5.4 the Supplier will indemnify the Buyer Replacement Supplier and/or Replacement Subcontractor against all Employee Liabilities arising out of the termination of the employment of any of the Supplier's and/or any Subcontractor's  employees referred to in Paragraph 2.5. 

[bookmark: _Ref492896705]The indemnity in Paragraph 2.5 shall not apply to:

any claim for discrimination, including on the grounds of sex, race, disability, age, gender reassignment, marriage or civil partnership, pregnancy and maternity or sexual orientation, religion or belief, or equal pay or compensation for less favourable treatment of part-time workers or fixed-term employees, arising as a result of any alleged act or omission of the Buyer, Replacement Supplier and/or Replacement Subcontractor, or

any claim that the termination of employment was unfair because the Buyer Replacement Supplier and/or Replacement Subcontractor neglected to follow a fair dismissal procedure.

[bookmark: _Ref492896709]The indemnity in Paragraph 2.5 shall not apply to any termination of employment occurring later than 3 Months from the Service Transfer Date.

If at any point the Buyer, Replacement Supplier and/or Replacement Sub-contractor accepts the employment of any such person as is described in Paragraph 2.5, such person shall be treated as a Transferring Supplier Employee and Paragraph 2.5 shall cease to apply to such person.

[bookmark: _Ref492896770]The Supplier shall and shall procure that any Subcontractor shall promptly provide the Buyer and any Replacement Supplier and/or Replacement Subcontractor, in writing such information as is necessary to enable the Buyer, the Replacement Supplier and/or Replacement Subcontractor to carry out their respective duties under regulation 13 of the Employment Regulations. The Buyer shall use its reasonable endeavours to procure that the Replacement Supplier and/or Replacement Subcontractor, shall promptly provide to the Supplier and each Subcontractor in writing such information as is necessary to enable the Supplier and each Subcontractor to carry out their respective duties under regulation 13 of the Employment Regulations.

[bookmark: _Ref492896779]Subject to Paragraph 2.11, the Buyer shall use its reasonable endeavours to procure that the Replacement Supplier indemnifies the Supplier and its Subcontractors on its own behalf and on behalf of any Replacement Subcontractor against any Employee Liabilities arising from or as a result of any act or omission, whether occurring before, on or after the Service Transfer Date, of the Replacement Supplier and/or Replacement Subcontractor in respect of any Transferring Supplier Employee or any appropriate employee representative (as defined in the Employment Regulations) of any such Transferring Supplier Employee.

The indemnity in Paragraph 2.10 shall not apply to the extent that the Employee Liabilities arise or are attributable to an act or omission of the Supplier and/or any Subcontractor (as applicable) whether occurring or having its origin before, on or after the Service Transfer Date, including any Employee Liabilities arising from the failure by the Supplier and/or any Subcontractor (as applicable) to comply with its obligations under the Employment Regulations, or to the extent the Employee Liabilities arise out of the termination of employment of any person who is not identified in the Supplier’s Final Supplier Personnel List in accordance with Paragraph 2.5 ( subject to the limitations set out in Paragraphs 2.6 and 2.7 above).

The Buyer shall use its reasonable endeavours to procure that the Replacement Supplier shall comply with all its obligations under the Employment Regulations and shall perform and discharge all its obligations in respect of all the Transferring Supplier Employees, on and from the Service Transfer Date including (without limit) the payment of all remuneration, benefits, entitlements, PAYE, national insurance contributions and pension contributions. The Buyer shall use its reasonable endeavours to procure that the Replacement Supplier shall indemnify the Supplier and its Subcontractors against any Employee Liabilities arising from any failure by the Replacement Supplier to comply with its obligations under this Paragraph 2.12 (including, but not limited to, any failure to comply with Regulation 13(4) of the Employment Regulations.

The Buyer shall use its reasonable endeavours to procure that the Replacement Supplier shall indemnify the Supplier and its Subcontractors against any Employee Liabilities arising from any proposal by the Replacement Supplier prior to the Service Transfer Date to make material changes to the terms and conditions of employment or working conditions of any Transferring Supplier Employees to their material detriment on or after their transfer to the Replacement Supplier on the Service Transfer Date, or to change the terms and conditions of employment or working conditions of any person who would have been a Transferring Supplier Employee but for their resignation (or decision to treat their employment as terminated under regulation 4(9) of the Employment Regulations) before the Service Transfer Date as a result of or for a reason directly connected to such proposed changes.

The parties agree that the Contracts (Rights of Third Parties) Act 1999 shall apply to this Part E to the extent necessary to ensure that the Replacement Supplier and/or any Replacement Subcontractor shall have the right to enforce the obligations owed by the Supplier and/or its Subcontractors, and warranties and indemnities given by the Supplier (on its own behalf and on behalf of its Subcontractors), in their own right pursuant to section 1(1) of the Contracts (Rights of Third Parties) Act 1999. 
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[bookmark: _Ref453957543]PART F: PENSIONS ON EXIT

1. [bookmark: _NN61]Pension issues on termination

[bookmark: _Ref453959565]The Supplier agrees that within 20 Working Days of the earliest of:

receipt of a notification from the NDA of a Service Transfer or intended Service Transfer;

receipt of the giving of notice of early termination or any Partial Termination of the relevant Contract; 

the date which is 12 Months before the end of the Term; and 

receipt of a written request from the NDA at any time (provided that the NDA shall only be entitled to make one such request in any 6 Month period),

it shall provide the NDA with:

a complete and accurate list of all Transferring Buyer Employees and/or Transferring Former Supplier Employees remaining in its employment;

a complete and accurate list of all Protected Employees and Fair Deal Employees (if any) remaining in its employment; and

a complete and accurate list of all the Protected Employees remaining in its employment who have undertaken NDA Facing Work since the Relevant Transfer Date and continue to do so.

The Supplier, Subcontractor and/or any Successor Employer will notify the NDA promptly of any derogations to the lists/confirmations provided under paragraph 1.1.5 – 1.1.7 of this Part E and confirm the position to the NDA 6 Months prior to and 3 Months prior to termination or expiry of this Contract.

[bookmark: _Ref453959574]The Supplier, Subcontractor  and/or any Successor Employer will maintain such documents and information as will be reasonably required to manage the pension rights on any onward transfer of any person engaged or employed by the Supplier (or the Subcontractor  or any Successor Employer, as appropriate) in the provision of the Services on the Relevant Transfer Date and will:

promptly provide to the NDA such documents and information mentioned in paragraphs 1.1.5 to 1.1.7 of this Part E which the NDA may reasonably request in advance of the Relevant Transfer Date; and

fully co-operate (and use all reasonable endeavours to procure that the trustees of the Supplier’s Scheme, the Subcontractor’s Scheme and/or the Successor Employer’s Scheme, as appropriate, will fully co-operate) with the reasonable requests of the NDA relating to any administrative tasks necessary to deal with the pension aspects of any onward transfer of any person engaged or employed by the Supplier, the Subcontractor and/or any Successor Employer in the provision of the Services on the termination of this Contract. 

The Supplier warrants that all information provided under paragraphs 1.1.5 to 1.1.7 of this Part E will be, in all material respects, true, complete and accurate.
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CALL-OFF SCHEDULE 3



CONTINUOUS IMPROVEMENT

GENERAL

The Buyer and the Supplier recognise that, where specified in Framework Schedule 4 (Framework Management), CCS shall have the right to enforce the Buyer's rights under this Schedule.

[bookmark: _Ref489968445]CONTINUOUS IMPROVEMENT

[bookmark: _Ref489967435][bookmark: _Ref359247340][bookmark: _Ref359253242][bookmark: _Ref365989197]The Supplier shall, throughout the Contract Period, identify new or potential improvements to the provision of the Deliverables with a view to reducing the Buyer’s costs (including the Charges) and/or improving the quality and efficiency of the Deliverables and their supply to the Buyer.  

The Supplier shall adopt a policy of continuous improvement in relation to the Deliverables pursuant to which it will regularly review with the Buyer the Deliverables and the manner in which it is providing the Deliverables with a view to reducing the Buyer's costs (including the Charges) and/or improving the quality and efficiency of the Deliverables.  The Supplier and the Buyer will provide to each other any information which may be relevant to assisting in fulfilling these objectives.

[bookmark: _Ref365989609]Without limiting Paragraph 2.1, the Supplier shall produce at the start of each Contract Year a plan for improving the provision of Deliverables and/or reducing the Charges (without adversely affecting the performance of this Contract) during that Contract Year ("Continuous Improvement Plan") for the Buyer's Approval.  The Continuous Improvement Plan shall include, as a minimum, proposals in respect of the following:

identifying the emergence of relevant new and evolving technologies;

[bookmark: _Toc139080068][bookmark: _Ref489946319]changes in business processes of the Supplier or the Buyer and ways of working that would provide cost savings and/or enhanced benefits to the Buyer (such as methods of interaction, supply chain efficiencies, reduction in energy consumption and methods of sale);

new or potential improvements to the provision of the Deliverables including the quality, responsiveness, procedures, benchmarking methods, likely performance mechanisms and Buyer support services in relation to the Deliverables; and

measuring and reducing the sustainability impacts of the Supplier's operations and supply-chains pertaining to the Deliverables, and identifying opportunities to assist the Buyer in meeting their sustainability objectives.

The initial Continuous Improvement Plan for the first (1st) Contract Year shall be submitted by the Supplier to the Buyer for Approval within one hundred (100) Working Days of the first Order or six (6) Months following the Start Date, whichever is earlier.  

[bookmark: _Ref63840710][bookmark: _Toc139080069]The Buyer shall notify the Supplier of its Approval or rejection of the proposed Continuous Improvement Plan or any updates to it within twenty (20) Working Days of receipt.  If it is rejected then the Supplier shall, within ten (10) Working Days of receipt of notice of rejection, submit a revised Continuous Improvement Plan reflecting the changes required.  If this revised Continuous Improvement Plan is also rejected the Supplier shall provide a second revised Continuous Improvement Plan for approval. Should this second revised Continuous Improvement Plan not be approved the Parties may refer this to dispute resolution. 

Where a Continuous Improvement Plan is Approved, it shall constitute the Continuous Improvement Plan for the purposes of this Contract.

[bookmark: _Toc139080072][bookmark: _Ref63840778][bookmark: _Ref63841800][bookmark: _Ref359247360]The Supplier shall provide sufficient information with each suggested improvement to enable a decision on whether to implement it. The Supplier shall provide any further information as requested.

If the Buyer wishes to incorporate any improvement into this Contract, it shall request a Variation in accordance with the Variation Procedure and the Supplier shall implement such Variation at no additional cost to the Buyer or CCS.

Once the first Continuous Improvement Plan has been Approved in accordance with Paragraph 2.5:

the Supplier shall use all reasonable endeavours to implement any agreed deliverables in accordance with the Continuous Improvement Plan; and

the Parties agree to meet as soon as reasonably possible following the start of each quarter (or as otherwise agreed between the Parties) to review the Supplier's progress against the Continuous Improvement Plan.

The Supplier shall update the Continuous Improvement Plan as and when required but at least once every Contract Year (after the first (1st) Contract Year) in accordance with the procedure and timescales set out in Paragraph 2.3. 

All costs relating to the compilation or updating of the Continuous Improvement Plan and the costs arising from any improvement made pursuant to it and the costs of implementing any improvement, shall have no effect on and are included in the Charges.

Should the Supplier's costs in providing the Deliverables to the Buyer be reduced as a result of any changes implemented, all of the cost savings shall be passed on to the Buyer by way of a consequential and immediate reduction in the Charges for the Deliverables.

At any time during the Contract Period of the Call-Off Contract, the Supplier may make a proposal for gainshare. If the Buyer deems gainshare to be applicable then the Supplier shall update the Continuous Improvement Plan so as to include details of the way in which the proposal shall be implemented in accordance with an agreed gainshare ratio.
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CALL-OFF SCHEDULE 4 

FACILITIES MANAGEMENT 

The following facilities management specific provisions shall apply to the Call-Off Contract.  If the provisions in this schedule conflict with any Clauses in the Core Terms then the provisions in this schedule shall prevail.

[bookmark: _Hlt360695020][bookmark: _Hlt365630798][bookmark: _Hlt360633260][bookmark: _Hlt360694959]BUYER REMEDIES FOR DEFAULT 

Remedies

Without prejudice to any other right or remedy of the Buyer howsoever arising (including under Framework Schedule 6 (Order Form and Call-Off Schedules Template) and subject to the exclusive financial remedy provisions in Paragraph 2.4 of Call-Off Schedule 14 (Key Performance Indicators) and Paragraph 9.1.2 concerning Delay Payments of Part A of Call-Off Schedule 13 (Mobilisation Plan and Testing), if the Supplier commits any Default of this Call-Off  Contract then the Buyer may (whether or not any part of the Deliverables have been Delivered) do any of the following:

at the Buyer's option, give the Supplier the opportunity (at the Supplier's expense) to remedy the Default together with any damage resulting from such Default (where such Default is capable of remedy) or to supply Replacement Deliverables and carry out any other necessary work to ensure that the terms of this Call-Off  Contract are fulfilled, in accordance with the Buyer's instructions;

where the option to remedy has been provided but the Supplier failed to remedy the Default the Buyer may itself carry out, at the Supplier's expense, any work necessary to make the provision of the Deliverables comply with this Call-Off Contract

if the Default is a material Default that is capable of remedy (and for these purposes a material Default may be a single material Default or a number of Defaults or repeated Defaults - whether of the same or different obligations and regardless of whether such Defaults are remedied - which taken together constitute a material Default):

instruct the Supplier to comply with the Rectification Plan Process;  

[bookmark: _Ref498080343]suspend this Call-Off Contract (whereupon the relevant provisions of Clause 10.8 Core Terms (Partially ending and suspending the contract) shall apply) and step-in to itself supply or procure a third party to supply (in whole or in part) the Deliverables;

[bookmark: _Ref498080357]without terminating or suspending the whole of this Call-Off  Contract, terminate or suspend this Call-Off  Contract in respect of part of the provision of the Deliverables only (whereupon the relevant provisions of Clauses 10.8 Core Terms (Partially ending and suspending the contract) and step-in to itself supply or procure a third party to supply (in whole or in part) such part of the Deliverables; 

Where the Buyer exercises any of its step-in rights under Paragraphs 1.1.1(c)(ii) or 1.1.1(c)(iii), the Buyer shall have the right to charge the Supplier for and the Supplier shall on demand pay any Costs reasonably incurred by the Buyer (including any reasonable administration costs) in respect of the supply of any part of the Deliverables by the Buyer or a third party and provided that the Buyer uses its reasonable endeavours to mitigate any additional expenditure in obtaining Replacement Deliverables.

payments DUE on TERMINATION

Upon termination of the Contract by the Buyer in accordance with clause 10.3.2 Core Terms (and for the avoidance of doubt including partial termination under 10.8), the amount that is due for payment will be as set out below:

the Charges for Deliverables which have been properly provided by the Supplier in accordance with the terms of the Contract; 

any reasonable and proven direct costs incurred by the Supplier for removing Supplier Equipment and/or demobilising;

any reasonable and proved unrecovered investment costs directly applicable to the provision of the Deliverables, if applicable; and

any other Costs reasonably incurred in expectation of completing the whole of the Services and any amounts retained by the Suppler,

provided that such amounts shall only be recoverable if and to the extent that the Supplier has used all reasonable endeavours to minimise them.

SMALL AND MEDIUM SIZED ENTERPRISES ("smES")

The Supplier shall take all reasonable steps to engage SMEs as Subcontractors and use best endeavours to ensure that no less than the percentage of the Subcontractors stated in the Order Form are SMEs ("SME Percentage") are SMEs or that a similar proportion of the Deliverables of the service is undertaken by SMEs

The Supplier shall report to the Buyer on the number of SMEs which it appoints as Subcontractors and the value of the cost of the Deliverables undertaken by those SMEs within its normal reporting procedures. 

[bookmark: _Toc275429858][bookmark: _Ref498549530]Accessed Contracts

The Supplier acknowledges that the Buyer may from time to time notify the Supplier of contracts ("Government Frameworks") which are available to the Buyer and which the Buyer can grant access to the Supplier to use or which the Supplier shall use in connection with the supply of the Deliverables.  

[bookmark: _Ref274764907]The Supplier will consider the use of the Government Frameworks as part of its provision of the Deliverables and will prior to the Start Date and at reasonable intervals thereafter liaise with the Buyer to agree which Government Frameworks it will actually use in connection with the supply of the Deliverables.

Where the Buyer and the Supplier agree on the use by the Supplier of a Government Framework then the Buyer shall endeavour to facilitate such use by the Supplier.  Any such use by the Supplier shall be as agent on behalf of the Buyer. 

The Supplier shall ensure that all benefits (including volume rebates and enhanced discounts) gained through or in connection with use of a Government Framework shall be passed on for the benefit of the Buyer.

Where the Supplier intends to use a Government Framework the Supplier shall:

act in accordance with such procedures, rules and guidance as the Buyer may from time to time notify the Supplier;

[bookmark: _Ref273977114]with the prior written agreement of the Buyer, directly award a contract to a supplier under the Government Framework or run a further competition to obtain the most economically advantageous offer; and

manage all contracts it enters into pursuant to Paragraph 4.5.2 as agent on behalf of the Buyer, and the Supplier's obligations and responsibilities in this regard shall be to:

not terminate or otherwise amend the terms of the Accessed Contract or enter into any new or replacement agreements in addition to or in substitution for the Accessed Contract without obtaining the prior written consent of the Buyer;

advise the Buyer of the steps to be taken to avoid or mitigate any event which may adversely affect the performance of Accessed Contracts and where required by the Buyer the Supplier shall take such steps;

provide to the Buyer such other information as the Buyer may from time to time reasonably require in relation to the performance by the parties pursuant to an Accessed Contract; and

notify the Buyer of any changes to the prices charged under the Accessed Contract.  For the avoidance of doubt, the Supplier shall not be entitled to negotiate or accept any changes to the price without obtaining the Buyer's prior written consent.

In addition, at all times in carrying out its obligations and responsibilities under this Paragraph 4 the Supplier shall:

comply with all Laws, rules and guidance that apply to the Buyer including, without limitation, public procurement rules;

act towards the Buyer dutifully and in good faith, not allow its interests to conflict with the duties that it owes to the Buyer under this Contract and generally to carry out its agency in the way which it thinks best to promote the interests of the Buyer;

except as authorised by the Buyer, not act in a way which will incur any liabilities on behalf of the Buyer, nor pledge the credit of the Buyer;

comply with all reasonable and lawful instructions from the Buyer from time to time concerning its duties under the Accessed Contracts;

describe itself in all dealings with suppliers under Government Frameworks and on all correspondence, marketing and advertising material as the agent of the Buyer;

use all reasonable endeavours to ensure that each supplier under an Accessed Contract performs its relevant obligations in accordance with each Accessed Contract; and

discharge the obligations of the Buyer under each Accessed Contract (including, where required by the Buyer, making payments thereunder) as though it were the Buyer and in accordance with the terms of each such Accessed Contract.

The parties acknowledge that the Government Frameworks or Accessed Contracts may through the effluxion of time expire or may terminate during the Contract Period.  Prior to any Government Framework or Accessed Contract expiring or otherwise terminating where the Supplier receives notice of such termination it shall immediately notify the Buyer of the same.

Throughout and after the Contract Period the Supplier shall indemnify the Buyer and keep the Buyer indemnified against all losses, claims, damages, costs and expenses (including reasonable legal fees) incurred by the Buyer arising from the Supplier's breach of any Government Framework or Accessed Contract and from the acts or omissions of the Supplier which may put the Buyer or another person in breach of any Government Framework.

For the avoidance of doubt, the Supplier shall not be entitled to use any Government Framework or Accessed Contract for its own benefit or for any purpose other than as set out in this Paragraph 4.

The Buyer shall be entitled to terminate this Contract, in accordance with Clause 10.4 Core Terms, if the Supplier breaches any of the provisions of this Clause 4.

COnstruction CONTRACTS 

Where a Call Off Contract is a construction contract within the meaning of the Housing Grants, Construction and Regeneration Act 1996 as amended by the Local Democracy, Economic Development and Construction Act 2009, the following provisions shall apply to the Deliverables which constitute construction operations:

Notice of Intention to Pay Less 

If the Buyer wants to pay less than the amount specified in an invoice or exercise its rights under Clause 4.6 it must, not less than seven days before the final date for payment of the invoice set out in Clause 4.4, give the Supplier notice that it intends to pay less than the sum invoiced  specifying:

the sum that the Buyer considers to be due and intends to pay under the invoice; and

the basis on which that sum is calculated.

(a “Pay Less Notice”)

Where the Buyer has given a notice to pay less in accordance with Paragraph 5.2 the obligation to pay the invoiced sum applies only in respect of the sum specified in that Pay Less Notice.



Suspension of Performance

Notwithstanding Clause 5 (the Buyer’s obligations to the Supplier) the Supplier may suspend the provision of construction works under S112 of the Construction Act by giving at least seven days’ notice (excluding bank holidays) of non-payment stating the grounds relied upon to suspend performance if the Buyer has:

issued a Pay Less Notice and failed to pay the amount specified in the Pay Less Notice by the final date for payment specified in Clause 4; or

where no Pay Less Notice has been issued the Buyer has failed to pay the amount specified in an invoice by the final date for payment specified in Clause 4.4 

  

Requirement to Adjudicate

In addition to Core Terms the Clause 34 (Resolving Disputes) the Parties may at any time during a Call Off Contract refer a Dispute to adjudication under Part 1 of the Scheme for Construction Contracts (England and Wales) Regulations 1998/649.

Replacement Equipment  

All Replacement Equipment delivered must be new, or (with the Buyer’s written approval at its sole discretion) as new if recycled, reconstructed, unused and of recent origin.

 All manufacturer warranties covering the Replacement Equipment must be assignable to the Buyer on request and at no cost.  

Unless otherwise required in the Call Off Contract or from time to time by the Buyer, title of the Replacement Equipment shall transfer to the Buyer on completion of the Installation Works requiring the Replacement Equipment.  

Unless otherwise agreed by the Buyer in writing the risk in any Replacement Equipment shall remain with the Supplier during the term of the Contract.

The Supplier warrants that title in any Replacement Equipment is capable of transferring to the Buyer in accordance with the provisions of this Paragraph 6.

[bookmark: _1fob9te]The Supplier must recall Replacement Equipment where the manufacturer has requested a recall and indemnify the Buyer against the costs of any Recall of the Replacement Equipment and give notice of actual or anticipated action about the Recall of the Replacement Equipment.  

The Replacement Equipment must comply with the Framework Schedule 1 (Specification), Call-Off Contract and any additional requirements agreed between the Supplier and the Buyer from time to time. 

The Supplier must at its own cost repair, replace, refund or substitute (at the Buyer’s option and request) any Replacement Equipment that the Buyer rejects because it does not conform to this Paragraph 6. If the Supplier doesn’t do this, it will pay the Buyer’s costs including repair, replacement or re-supply by a third party.

Installation works

The Supplier shall carry out Installation Works in accordance with any installation programme agreed by the Buyer and the Supplier.

The Installation Works shall be executed in the manner set out in the Call Off Contract or, where not so set out, to the reasonable satisfaction of the Buyer, and all work on any Site shall be carried out in accordance with such reasonable directions as the Buyer may give.

The Buyer or an authorised representative or adviser of the Buyer shall have, at all reasonable times and upon giving reasonable notice, the right to inspect the state and progress of the Installation Works and to ascertain whether they are being properly executed.

[bookmark: _Ref490057544]The Supplier shall carry out the testing and commissioning of the Installation Works in accordance with the testing and commissioning requirements of the Call Off Schedule 13 Part B (Testing).	

No rights of estoppel or waiver shall arise as a result of the acceptance by the Buyer of the Installation Works.

Throughout the Call-Off Contract Period, the Supplier shall be responsible for procuring and maintaining (at its own cost) at all times all licences, approvals and consents necessary to enable the Supplier and the Supplier Staff to carry out the Installation Works.
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CALL-OFF SCHEDULE 4A 

BILLABLE WORKS AND PROJECTS

Introduction

This schedule prescribes the procedure, calculations and rates to be used by the Buyer and Supplier when assessing the Charges for Work Orders.

Billable Works

All Billable Works shall be authorised in accordance with the Billable Works and Approvals Process.  The Buyer may at its discretion require Billable Works to be:

managed and executed by the Supplier;

managed by a third party nominated by the Buyer and executed by the Supplier; 

managed by the Supplier and executed by any third party nominated by the Buyer.

Any estimate/quotation for Billable Works shall breakdown the costs in the categories below:

labour;

parts;

replacement Assets; 

materials; 

profit; 

relevant Billable Works Management Uplift (which includes Overhead); and

such other applicable cost categories as the Buyer may notify to the Supplier from time to time. 

Quotation and Tenders for Billable Works

[bookmark: _Ref499731058]Where the Buyer gives instructions to the Supplier to manage and/or execute Billable Works according to applicable value thresholds:

Tier One Billable Works shall be managed and executed by the Supplier. Where the Billable Works are to be delivered directly by the Supplier, the Supplier shall provide an estimate of costs in accordance with the rates set out in Call Off Schedule 5 – (Call-Off Pricing) or P.S.A. Schedule of Rates if requested by the Buyer. Where Works are to be undertaken by others, the Supplier shall provide at least one written quotation. The Supplier shall not commence any Tier One Billable Works until approval has been granted by the Buyer to proceed to completion. 

Tier Two Billable Works shall be managed and/or executed by the Supplier. Where instructed by the Buyer, the Supplier shall obtain at least three written quotations. The Supplier shall not commence any Tier Two Billable Works until approval has been granted by the Buyer to proceed to completion. 

Tier Three Billable Works shall be managed and/or executed by the Supplier.  Where instructed by the Buyer, the Supplier shall obtain at least three formal tenders under the defined procurement process as agreed between the Supplier and the Buyer from time to time. The Supplier shall not commence any Tier Three Billable Works until approval has been granted by the Buyer to proceed to completion. 

Tier Four Billable Works shall be managed and/or executed by the Supplier. Where instructed by the Buyer, the Supplier shall obtain at least five formal tenders under the Supplier’s defined procurement process. The Supplier shall not commence any Tier Four Billable Works until approval has been granted by the Buyer to proceed to completion. 

The Supplier shall seek prior written approval from the Buyer prior to proceeding to provide any Billable Works with the exception of:

Billable Works up to the value specified in the Order Form; or

Billable Works required as a consequence of a Business Critical Event,

and the Buyer shall not unreasonably withhold approval to the costs associated with such Billable Works; however the Supplier shall retrospectively commence the relevant approval process set out in paragraph 3.1 by the next Working Day and complete such process as soon as reasonably practicable.

Where Billable Works arise as a result of any: 

Reactive Maintenance Works where the costs exceed the Inclusive Repair Threshold;

Works that are Small Works; or 

Works arising from Planned Maintenance 

the Billable Works shall not proceed until an instruction is received from the Buyer in writing or via the CAFM System.  

Quotations for Billable Works may include the Billable Works Management Uplift (if applicable) as per the rates submitted in the Pricing Matrix.

If Billable Works are aborted by the Buyer prior to completion, any claim for costs up to the point of it being aborted shall be limited to costs actually, reasonably and properly incurred and they shall be evidenced as part of any quote for the Buyer to consider. 

Projects

[bookmark: _Ref499533452]If the Buyer decides at its sole discretion that the scope of any Billable Works are such that they require a defined management approach such that the RIBA “Plan of Work” management principles shall apply then the Billable Works will be deemed to be a Project. 

If it is deemed as a Project, the Project Stage fee will apply as stated in the Pricing Matrix. 

It is agreed that the Project Stage fee shall always be applied to the value of a Project prior to any profit.

If a Project is aborted by the Buyer prior to completion, if applicable, the relevant Project Stage Uplift will be applied up to the point at which it is aborted based on the agreed estimated cost of the Project.

The Supplier shall provide evidence of the resource allocation required to provide any Project at the time of quotation or tender and such associated costs must be agreed as acceptable by the Buyer prior to any Works which are part of a Project commencing. 

Inclusive Repair Threshold 

The Supplier shall note that with the exception of emergencies or Business Critical Events, no activity with a value in excess of the agreed Inclusive Repair Threshold shall be undertaken without a Work Order.  

Where the costs of Reactive Maintenance Works exceed the Inclusive Repair Threshold, only the cost above this value shall be billed to the Buyer through the approval process as detailed in the Billable Works and Approvals Process.

The Supplier shall supply and install all parts associated with Reactive Maintenance Works at its own cost. The Supplier shall note that, for the avoidance of doubt, this requirement includes the replacement of entire Assets as well as component part of Assets where replacement is deemed appropriate.

The Supplier shall maximise the benefits of its own buying power by being granted access to and exploring other CCS frameworks and benchmarking against these before looking to their own supply agreements to offer the most advantageous commercial position to the Buyer to ensure value for money. Any negotiated discounts applied against current trade price levels shall be passed to the Buyer in full. Where appropriate the Supplier shall utilise the Buyer’s parts agreements, where any such agreements exist. 

The Supplier shall source parts at the most cost effective terms having regard to quality and delivery time requirements. The Supplier and the Buyer shall agree in advance the use of refurbished parts where they are deemed to be cost beneficial without any loss of service or as required in order to achieve required return to full operational service.

In the event of emergencies or Business Critical Events, the Supplier may proceed with remedial action without prior approval from the Buyer. The Supplier shall seek formal approval from the Buyer by email and/or telephone as soon as is operationally possible, and shall keep the Buyer advised at all times on the technical and financial status of the task. The Buyer shall not unreasonably withhold approval of costs arising from emergencies and Business Critical Events; however the Supplier shall retrospectively commence  the relevant approval process set out in paragraph 3.1 by the next Working Day and complete such process as soon as reasonably practicable.

[bookmark: _Ref498967224]Where works fall into the following categories, they are exclusions to Inclusive Repair Threshold and charges will be subject to review and agreement between the Supplier and the Buyer during Monthly contract performance meetings. Where charges apply, they will be considered via the Billable Works and Approvals Process. This will include but not be limited to:

Equipment Beyond Economic Repair, where costs, excluding management overhead and profit, exceed the Inclusive Repair Threshold;

misuse of an Asset and/or abuse of an Asset where this can be proven by the Supplier;

vandalism; 

damage or failure if due to continued use by the Buyer or building user after fault has been diagnosed and the Supplier has advised the Buyer not to use the Asset;

the building user not following the Buyer or manufacturer’s operating procedural standards;

other unapproved suppliers repairing Assets;

water or cleaning fluid damage due to incorrect cleaning procedures by building users; 

damage or failure due to electrical supplies being interrupted or altered by others;

access denied to the Supplier where access had been agreed and prearranged;

buyer specifies a price variation;

fire, leaks, act of god, storm damage, floods or similar force majeure; unless caused by an act or failure of the Supplier;

Billable Works;

that part of the cost of the Reactive Maintenance Works for an event which exceeds the Inclusive Repair Threshold; and

operator error by a building user, where this can be proven by the Supplier. 

The above listed works include works arising from Planned Maintenance.

A schedule of works arising from events listed in paragraph 5.6 above shall be provided to the Buyer on a monthly basis and payment will be made through the defined approval process as agreed between the Buyer and the Supplier. 
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CALL-OFF SCHEDULE 5

	

CALL-OFF PRICING



PART A - FIXED FEE PRICING



This part of this schedule shall apply where the fixed pricing option is selected in the Order Form.

		

		





[bookmark: _DV_M61]CALCULATION OF THE CHARGES

The fixed fee Charges shall be: 

calculated on the basis of the rates and prices specified in the Fixed Fee Pricing Matrix as submitted at Further Competition, and based on the principles in Annex 1 ; 

paid in respect of Service Months for full and proper performance by the Supplier of its obligations under the Call-Off Contract; and

[bookmark: _Ref499713076]paid by way of monthly payments ("Monthly Payments") which shall be calculated in accordance with paragraph 1.2 below.

[bookmark: _Ref499676815]Subject to paragraphs 1.3 and 1.4 below, the Monthly Payment (MPn), in respect of a Service Month “n” shall be calculated in accordance with the following formula:





where:

		MPn

		is the Monthly Payment to be determined in respect of the Service Month “n”;



		BMPn

		is the Baseline Monthly Payment for Service Month “n” which is calculated in accordance with paragraph 2 below;



		PTCn-1	

		is the Pass Through Costs due in respect of the Previous Service Month which is calculated in accordance with paragraph 3 below; 



		WO n-1

		is the total price for Work Orders which have been completed in the Previous Service Month which shall be calculated in accordance with paragraph 4 below;



		TRP n-1

		is the monthly TUPE risk premium payable for the Previous Service Month calculated in accordance with Call-Off Schedule 6 (TUPE Surcharge) ("Monthly TUPE Risk Premium") and



		PAn-1

		is the KPI Credit in respect of the Previous Service Month set off against the Earn Back Amount due (if applicable) for the current Service Month (or where the Order Form states that KPIs are not applicable then PAn-1 shall be deemed to be £0).







[bookmark: _Ref499712079]The Monthly Charge due in the final Service Month during the Contract Period will be calculated in accordance with the following formula which will supersede the formula in paragraph 1.2 above (and all terminology used in the following formula will have the same meaning as provided for in paragraph 1.2 above):





[bookmark: _Ref499712081]Following the final Service Month during the Contract Period a balancing payment will be calculated to account for:

the KPI Credit calculated in respect of the final Service Month;

the Pass Through Costs incurred within the final Service Month; 

the Monthly TUPE Risk Premium payable in respect of the final Service Month;

any Earn Back Amount payable in respect of the final Service Month; and

the total price for Work Orders which have been completed in the final Service Month,

and such balancing payment will be paid to, or deducted from, the sums due to the Supplier following the assessment of the Supplier’s performance in the final Service Month. 

The Baseline Monthly Payment shall include all costs and expenses relating to the Deliverables and/or the Supplier's performance of its obligations under this Call-Off Contract and no further amounts shall be payable by the Buyer to the Supplier in respect of such performance except in relation to any amounts which are expressly recoverable as part of a Work Order payment or Pass Through Cost.

[bookmark: _DV_M62][bookmark: _DV_M64][bookmark: _DV_M65][bookmark: _DV_M63][bookmark: _DV_M66][bookmark: _DV_M67][bookmark: _DV_M69][bookmark: _DV_M70][bookmark: _DV_M71][bookmark: _DV_M72][bookmark: _DV_M73][bookmark: _DV_M74][bookmark: _DV_M75][bookmark: _DV_M77][bookmark: _DV_M78][bookmark: _Ref179897621][bookmark: _Ref185821201][bookmark: _Ref456025663]BASELINE MONTHLY PAYMENT

[bookmark: _DV_M79][bookmark: _Ref499713676]The baseline monthly payment ("Baseline Monthly Payment") payable in respect of a Service Month shall be set by reference to the Fixed Price Pricing Matrix as submitted at Further Competition.

[bookmark: _DV_M81][bookmark: _DV_M83][bookmark: _DV_M84][bookmark: _DV_M85][bookmark: _DV_M86][bookmark: _DV_M87][bookmark: _DV_M88][bookmark: _DV_M89][bookmark: _DV_M91][bookmark: _DV_M95][bookmark: _DV_M96][bookmark: _Ref499678791][bookmark: _Ref499712148][bookmark: _Toc191744719][bookmark: _Toc292714621][bookmark: _Ref456025784]PASS THROUGH COSTS

Where the Order Form indicates that the Supplier is entitled to claim Pass Through Costs  then:

only those types of Pass Through Costs set out in the Order Form shall be recoverable;

the Pass Through Costs shall only be recoverable where they are incurred in accordance with the guidelines that the Buyer may issue to the Supplier from time to time; 

the Supplier shall not be entitled to charge any additional amount on top of the Pass Through Costs including any margin, mark up or uplift costs; and

any claim for Pass Through Costs shall be supported by such documentation as the Buyer may request from time to time.

[bookmark: _DV_M103][bookmark: _Ref499712138][bookmark: _Ref456025562]WORK ORDERS

The price for Work Orders shall be calculated using the mechanism set out in Schedule 4A (Billable Works & Projects).

[bookmark: _Ref499678881]INDEXATION

Any amounts or sums in this Call-Off Contract which are expressed in the Order Form to be "subject to Indexation" shall be adjusted in accordance with the provisions of this Paragraph 5 to reflect the effects of inflation.  

Where Indexation applies, the relevant adjustment shall be:

applied on the dates set out in the Order Form (each such date an "Adjustment Date"); and

[bookmark: _DV_M168][bookmark: _DV_M169][bookmark: _Ref67231532]determined by multiplying the relevant amount or sum by the percentage increase or changes in the Payment Index published since the previous Adjustment Date. 

[bookmark: _DV_M171][bookmark: _DV_M172]Except as set out in this Paragraph 5, neither the Charges nor any other costs, expenses, fees or charges shall be adjusted to take account of any inflation, change to exchange rate, change to interest rate or any other factor or element which might otherwise increase the cost to the Supplier or Subcontractors of the performance of their obligations.

If the Payment Index has not been published for the relevant month as required for this calculation then the last published value of the index available at the Adjustment Date shall be used.

Where the Payment Index is no longer published, the Buyer and the Supplier shall agree a fair and reasonable replacement that will have substantially the same effect.

PRICING FOR VARIATIONS

In addition to the process outlined in paragraph 24 of the Core Terms, any change in the Charges in relation to a change in the number of buildings within the Buyer Premises or changes to a Deliverable within a building, shall be aligned with and shall use the rates and prices set out in the Fixed Fee Pricing Matrix as submitted at Further Competition.

Where any variation to the fixed fee Charges results in the Variation Threshold being exceeded, the Supplier shall be entitled to include the effect this has had on other elements of the Call-Off Contract within any impact assessment which is provided as part of any associated Variation Procedure. The Buyer will consider this as part of the Variation Procedure. 

The Supplier is responsible for ensuring that a Service and/or Asset data validation exercise is undertaken and completed during the Mobilisation Period to verify the Due Diligence Information, all costs associated with this shall be borne by the Supplier. Call-Off Pricing revisions for any / all inaccuracies in the Due Diligence Information identified outside of the Mobilisation Period are not permitted.

Notwithstanding Clause 2.8, where inaccuracies in the Service or Asset data provided by the Buyer prior to signature of a Call-Off Contract are identified by the Supplier during the Call-Off Contract Mobilisation Period and could not reasonably been discovered prior to entering into the Call Off Contract, the following shall apply: 

Where Mandatory Services under a Call-Off Contract have been priced in accordance with the maximum Framework Price unit-of-measure rate (i.e. the capped rate) under Framework Schedule 3, the Supplier may, using the Variation procedure, request an adjustment to the Call-Off Contract pricing where  the Supplier can present written evidence that the Standard Service Pricing classification for the Service, which was provided by the Buyer prior to entering into the  Call-Off Contract, was incorrect; 

Where Mandatory Services under a Call-Off Contract have been priced beneath the maximum Framework Price unit-of-measure rate under Framework Schedule 3 (i.e. a more competitive rate has been submitted by the Supplier based on data provided at Call Off) , the Supplier may, using the Variation procedure, request an adjustment to the Call-Off Contract pricing where  the Supplier can present written evidence that the  Due Diligence Information provided by the Buyer prior to entering into the Call-Off Contract contained inaccuracies that led to incorrect pricing by the Supplier. Where a variation is agreed the Call Off price shall not exceed the capped unit-of-measure rates provided at Framework; and

Where Non-Mandatory Services are ordered under a Call-Off Contract (i.e. prices for Services where no Framework Contract Pricing unit-of-measure rate applies) the Supplier may, using the Variation procedure, request an adjustment to the Call-Off Contract pricing where the Supplier can present written evidence that the Due Diligence Information provided by the Buyer prior to entering into the Call-Off Contract contained inaccuracies that led to incorrect pricing by the Supplier. 

[bookmark: _Ref158445397]CHANGES TO MINIMUM/LIVING WAGE

Notwithstanding Clause 24.5 (Change in Law),where the Supplier can provide evidence in the form of an Impact Assessment that a percentage increase to the Mandatory Wage in a given period has exceeded any percentage increase for the same period in the Payment Index detailed in the Order Form, the Supplier may request an increase in the Charges by using the Variation process under Clause 24

Suppliers must include in their Impact Assessment evidence of the:

Supplier Personnel affected by the Mandatory Wage Increase and the Services that they provide; 

affected Supplier Personnel’s current hourly rate of pay; and

the number of hours worked by each of the affected Supplier Personnel.  

The Buyer is not required to accept the Variation request under this Paragraph 7 and must not accept any variation request that:

exceeds the difference between the Indexation Rate and the current Mandatory Wage rate increase for each member of the Supplier Personnel affected by the Mandatory Wage increase;

seeks to increases in the Charges which go beyond the Services affected by the Mandatory Wage increase; and 

increases the Charges in respect of those Supplier Personnel on an hourly rate already in excess of the Mandatory Wage (whether or not to maintain differentials between the affected Supplier Personnel and higher paid Supplier Personnel). 

INVOICING

In addition to its obligations in clause 4 in the Core Terms (Price and payments) the Supplier shall ensure that each invoice it prepares in relation to the Charges:

specifies the period to which the invoice relates;

specifies the Deliverables to which the invoice relates;

sets out the calculations used to reach the amount of the Charges that are being invoiced;

separately itemises any expense or taxes said to be payable by the Buyer; and

specifies the Supplier's VAT code.

The Supplier shall prepare a draft of each invoice and supporting information for each Service Month and submit it to the Buyer within 14 days (or such other period as the Buyer agrees) following the start of the Service Month.  Following receipt of such draft invoice the Buyer shall be entitled to reject it where it does not comply with the requirements of this Call-Off Contract.  The Supplier will promptly respond to any queries that the Buyer has in relation to a draft invoice.  If the Buyer approves the invoice (such approval not to be unreasonably withheld) then it will notify the Buyer and the Buyer shall be entitled to prepare a final form of that invoice in the approved form.  The Supplier shall only be entitled to issue and the Buyer shall not be obliged to pay for any final form invoice which has been issued in accordance with this Call-Off Contract and specifically this procedure.

9. Extension Period

9.1 In the event that the Buyer exercises its right under clause 10.2 of the Core Terms to extend the Call-Off Contract for the Extension Period, the pricing methods, indexation methods and payment provisions set out in the Call-Off Schedule 5 Part A shall continue to apply for the duration of the Extension Period.  
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Annex 1

Further Competition Pricing Matrix principles1a

Automated price input per building for:

Mandatory Services with standard requirements 

2

Automated London Location Percentage Variance applied

 (if applicable) 

3

Manual pricing adjustment

Bidder option to adjust pricing, for example based on exact service specification, competitive strategy, mix of building types



9b

Mobilisation Cost applied

9a

TUPE Risk Premium Cost (including Carry Cost) applied

13

Total Charges formed

12

Profit applied

11

Management Overhead & Corporate Overhead combined and applied

10

Total Deliverables + TUPE Risk Premium & Mobilisation Value Formed

8

Total Deliverables Value formed

7

Year 1 Deliverables multiplied by Contract length and any Efficiency Savings applied (if applicable)



6

Year 1 Deliverables Value Formed

5

Year 1 Inclusive Repair Threshold price applied

 (if applicable)



4

Year 1 Planned Deliverables value formed



1b

Manual price input per building for:

- Non-Mandatory Services 

- Mandatory Service with non-standard requirements
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[bookmark: _Toc414636351]CALL-OFF SCHEDULE 6 

TUPE SURCHARGE





		IN THIS SCHEDULE, THE FOLLOWING WORDS SHALL HAVE THE FOLLOWING MEANINGS AND THEY SHALL SUPPLEMENT (I) JOINT SCHEDULE 1 (DEFINITIONS) AND (II) CALL –OFF SCHEDULE 2 (STAFF TRANSFER):



		DEFINITION

		MEANING



		“Annual Pension Cost”

		means Employer Pension Contributions, subject to the Employer Pension Contribution Cap;



		“Cost of Change”

		means any costs that will be incurred in managing the transition of an individual who is listed as a TUPE employee, and will not be required to fulfil a role as part of the new contract, within the Call Off Pricing Matrix. Examples could include but not be limited to: staff consultation, redeployment costs, short-term salary cover associated with redeployment or release of labour, and temporary staffing;



		"Employer Pension Contribution"

		means standard employer pension contributions paid in accordance with the relevant pension scheme rules and used in the calculation of the TUPE Risk Premium) less any costs recoverable under paragraph 6 of Annex D3: LGPS of Part D Pensions of Schedule 2 Staff Transfer;



		"Employer Pension Contribution Cap"

		means the 6% maximum rate of Employer Pension Contribution used in the calculation of the TUPE Risk Premium;



		“Fixed Fee TUPE Risk Premium”

		means the amount payable  on an annual basis based on the difference between:

a)	the costs to employ Transferring Former Supplier Employees or  where the Former Supplier becomes the Supplier those Former Supplier employees providing the Services at the Commencement Date and/or Transferring Buyer Employees (as the case may be); and

b)	the equivalent costs to employ staff used by the Supplier at Further Competition,

in respect of payments due under contracts of employment in respect of the following: 

i)	annual salary;

ii)	annual national insurance cost;

iii)	Annual Pension Cost;

iv)	annual life insurance cost;

v)	annual sick pay entitlement;

vi)	maternity/paternity costs; and

vii)	any other cost arising directly from the contract of employment of the Transferring Former Supplier Employee and or Transferring Buyer Employee, 

as set out in paragraph 3 of Call Off Schedule 6 (TUPE Surcharge);





		"Further Competition TUPE Risk Premium"

		means the amount payable  on an annual basis based on the difference between:

a)	the costs to employ Transferring Former Supplier Employees or  where the Former Supplier becomes the Supplier those Former Supplier employees providing the Services at the Commencement Date and/or Transferring Buyer Employees (as the case may be); and

b)	the equivalent costs to employ staff used by the Supplier at Further Competition,

in respect of payments due under contracts of employment in respect of the following: 

i)	annual salary;

ii)	annual national insurance cost;

iii)	Annual Pension Cost;

iv)	annual life insurance cost;

v)	annual sick pay entitlement;

vi)	maternity/paternity costs; and

vii)	any other cost arising directly from the contract of employment of the Transferring Former Supplier Employee and or Transferring Buyer Employee, 

as set out in paragraph 2 of Call Off Schedule 6 (TUPE Surcharge);





		"Other Pension Cost"

		means:

a)    in respect of CSPS Eligible Employees those sums set out at Clauses 7.1.1 (annual administration charges covering core services), 7.1.5 (employer contributions), 7.1.7 (the ASLC) and 7.1.8 (flat charges applicable to the Partnership Pension Account) of the CSPS Admission Agreement;

b)    in respect of NHSPS Eligible Employees, the standard employer contribution rate applicable to NHS Pensions employers during the Contract Period and payable by the Supplier (but no other costs, contributions, charges or surcharges payable by the Supplier to or in respect of NHS Pensions or in respect of any NHS Premature Retirement Rights, unless otherwise agreed in writing by the Buyer);

c)    in respect of LGPS Eligible Employees, the standard employer contribution rate applicable to LGPS Eligible Employees during the Contract Period and payable by the Supplier such sums expressed and set out in the rates and adjustments certificate under regulation 62 of the LGPS Regulations (but no other costs, contributions, charges or surcharges payable by the Supplier to or in respect of the LGPS unless otherwise agreed in writing by the Authority) less any costs recoverable under paragraph 6 of Annex D3: LGPS of Part D Pensions of Schedule 2 Staff Transfer; and 

d)    such other pension contributions, charges or costs incurred by the Supplier which have been expressly agreed by the Buyer in writing to constitute “Other Pension Costs”



		"TUPE Count"

		means the total number of Transferring Former Supplier Employees and/or Transferring Buyer Employees identified in the Employee Liability  Information;



		"TUPE Risk Premium"

		means either the:

a)	Direct Award TUPE Risk Premium;

b)	Further Competition TUPE Risk Premium; or

c)	Fixed Fee TUPE Risk Premium,

as the context requires;



		"TUPE Risk Premium Average"

		means the average  calculated by dividing the Further Competition TUPE Risk Premium by the lower of either:

a)	Labour Count; or

b)	the TUPE Count.







[bookmark: _Ref498973662]


1. OPTION 1 – DIRECT AWARD – TUPE RISK PREMIUM

1.1. The Direct Award TUPE Risk Premium shall be as set out in Annex 1 - Framework Schedule 3 (Framework Prices). 

1.2. The Direct Award TUPE Risk Premium shall apply for the Call Off Contract Period and no changes shall be permitted except as set out in paragraph 4 of this Schedule 6 (TUPE Surcharge).

2. [bookmark: _Ref498973674]OPTION 2 - FURTHER COMPETITION TUPE RISK PREMIUM

2.1. The Further Competition TUPE Risk Premium shall be priced for at Further Competition as set out in Annex 1 - Call Off Schedule 5 (Call-Off Pricing).

Where a Relevant Transfer takes place, or will take place, the Supplier shall, no later than 20 Working Days after the Relevant Transfer Date, submit to the Buyer:

notice that no adjustment is required and the Further Competition TUPE Risk Premium submitted at Call-Off Tender will be used. 

or

its updated calculation of the Further Competition TUPE Risk Premium together with a breakdown and supporting evidence as may be reasonably required for the Buyer to corroborate and assess the calculation of the Further Competition TUPE Risk Premium.



2.2. Further Competition TUPE Risk Premium, when Post Award Adjustment

[bookmark: _Ref498967978]The Supplier may request a Further Competition TUPE Risk Premium adjustment, and the Buyer may grant the request, if:

the Supplier can evidence any inaccuracies or omissions in the information in the following areas provided during the Further Competition: 

TUPE Count; 

any costs covered by the  Further Competition TUPE Risk Premium; and/or

there are any other unknown costs arising directly from the contract of employment of the Transferring Former Supplier Employee and/or Transferring Buyer Employee, 

and where a full breakdown and supporting evidence is submitted in support of a request to adjust the Further Competition TUPE Risk Premium. 

receipt of the Suppliers calculation of the Further Competition TUPE Risk Premium and, if applicable, a request for a Further Competition TUPE Risk Premium adjustment, the Buyer shall either:

Notify the Supplier in writing of acceptance of the Further Competition TUPE Risk Premium and, if applicable, the Further Competition TUPE Risk Premium adjustment relating to the Relevant Transfer; 

Request further information/evidence; and/or

Request a meeting to discuss/clarify the evidence provided.

Where the Further Competition TUPE Risk Premium is agreed following the receipt of further information/evidence or following a meeting, the Buyer shall notify the Supplier in writing and confirm the Further Competition TUPE Risk Premium to apply. 

Where the Supplier requests a Further Competition TUPE Risk Premium adjustment and it is agreed by the Buyer, the Further Competition TUPE Risk Premium shall be adjusted accordingly.

In the event that the Parties are unable to agree either the Further Competition TUPE Risk Premium or, if applicable, the Further Competition TUPE Risk Premium adjustment the Parties shall follow the Dispute Resolution Procedure.

On agreement of the Further Competition TUPE Risk Premium the Further Competition TUPE Risk Premium Average shall be calculated and this will be used as the basis for the annual review of the Further Competition TUPE Risk Premium.

2.3. Annual Review of Further Competition TUPE Risk Premium

The Further Competition TUPE Risk Premium shall be reviewed by the Buyer at the commencement of each Contract Year.

[bookmark: _Ref498968032]The Supplier shall submit to the Buyer, no later than 20 Working Days prior to the beginning of each Contract Year, evidence of any change to the TUPE Count in the previous Contract Year or since it was last adjusted. 

Where the TUPE Count is less than the TUPE Count in the previous Contract Year, the Further Competition TUPE Risk Premium shall be adjusted using the following calculation:

Difference in TUPE Count (Previous Contract Year less current Contract Year) x TUPE Risk Premium Average.

The Buyer shall cease to be liable to pay the Further Competition TUPE Risk Premium Average in respect of a particular Transferring Former Supplier Employee or a Transferring Buyer Employee from the date upon which they cease to be employed by the Supplier or engaged on this Contract (whichever occurs the earliest).

2.3.4.1 If an employee ceases to be employed part way through the year the TUPE Risk Premium Average allocated to that employee will be deducted on a pro rata basis.

On receipt of the Supplier’s calculation of the Further Competition TUPE Risk Premium submitted pursuant to paragraph 2.3.2 the Buyer shall either:

Notify the Supplier in writing of acceptance of the adjusted Further Competition TUPE Risk Premium; or 

Request further information/evidence; and/or

Request a meeting to discuss/clarify the evidence provided.

Where the adjustment to the Further Competition TUPE Risk Premium is agreed following the receipt of further information/evidence or following a meeting, the Buyer shall notify the Supplier in writing and confirm the Further Competition TUPE Risk Premium that will apply. 

In the event that the Supplier and the Buyer are unable to agree the adjustment to the Further Competition TUPE Risk Premium, they shall follow the Dispute Resolution Procedure.

The adjusted Further Competition TUPE Risk Premium shall be used as the benchmark in the subsequent annual review of the Further Competition TUPE Risk Premium.

Where the adjusted Further Competition TUPE Risk Premium is more than the Further Competition TUPE Risk Premium in the previous Contract Year, the Further Competition TUPE Risk Premium shall not be adjusted.

2.4. Right of Audit

The Buyer reserves the right to review and audit the calculation of the Further Competition TUPE Risk Premium at any time. 

Where an overpayment of the Further Competition TUPE Risk Premium is identified following a review and/or audit carried out or by any other means, the Supplier shall repay to the Buyer any over payment of the Further Competition TUPE Risk Premium within 20 Working Days of being notified or becoming aware of the overpayment.

3. [bookmark: _Ref498973681]OPTION 3 – FURTHER COMPETITION - FIXED FEE TUPE RISK PREMIUM

The Fixed Fee TUPE Risk Premium shall be priced for at Further Competition as set out in Annex 1 - Call Off Schedule 5 (Call-Off Pricing) and no further adjustments shall be permitted except as set out in paragraph 4 of this Schedule 6 (TUPE Surcharge).

4. EMPLOYER PENSIONS CONTRIBUTION CAP & OTHER PENSION COST

4.1. For all options detailed at paragraphs 1, 2 and 3 above the following shall apply.



4.1.1. Where any Annual Pension Cost would have included Employer Pension Contribution in excess of the 6% Employer Pension Contribution Cap or Other Pension Costs, the Supplier may request a pension adjustment to cover the additional cost. Such request for a pension adjustment to be must be submitted to the Buyer, no later than 20 Working Days after the end of the relevant Contract Year.

4.1.2. If the Supplier requests a pension adjustment in accordance with the provisions of paragraph 4.1.1. above to the TUPE Risk Premium they must provide sufficient evidence to the Buyer to justify the pension adjustment.

4.1.3. On receipt of the Supplier's calculation of the  pension adjustment the Buyer shall either:

Notify the Supplier in writing of acceptance of the  pension  adjustment; 

Request further information/evidence; and/or

Request a meeting to discuss/clarify the evidence provided.

4.1.4. Where the pension adjustment in Paragraph 4.1.1 is agreed following the receipt of further information/evidence or following a meeting, the Buyer shall notify the Supplier in writing. 

4.1.5. In the event that the Supplier and the Buyer are unable to agree the pension adjustment, they shall follow the Dispute Resolution Procedure. 

4.1.6. If paragraph 4.1.4 above applies, the excess amount calculated for the pension adjustment is not included in any calculation of the TUPE Risk Premium Average.

4.1.7. Any pension adjustment agreed by the Buyer over the Employer Pension Contribution Cap or in respect of Other Pension Cost shall be paid within timescales as agreed between Buyer and Supplier.

5. COST OF CHANGE

Option 1 - Direct Award TUPE Risk Premium. 

There shall be no Cost of Change.

Option 2 – Further Competition TUPE Risk Premium.

If the Supplier requests a post award adjustment they must provide sufficient evidence to the Buyer to justify the post award adjustment.

On receipt of the Suppliers calculation of the post award adjustment the Buyer shall either:

Notify the Supplier in writing of acceptance of the Cost of Change adjustments, or

Request further information/evidence; and/or

Request a meeting to discuss/clarify the evidence provided.

Option 3 – Further Competition Fixed Fee TUPE Risk Premium

There shall be no post award adjustment to Cost of Change.
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CALL-OFF SCHEDULE 7 

KEY STAFF

1.1	The Order Form lists the key roles (“Key Roles”) and names of the persons who the Supplier shall appoint to fill those Key Roles at the Start Date. 

1.2	The Supplier shall ensure that the Key Staff fulfil the Key Roles at all times during the Contract Period.

1.3	The Buyer may identify any further roles as being Key Roles and, following agreement to the same by the Supplier, the relevant person selected to fill those Key Roles shall be included on the list of Key Staff.  

1.4	The Supplier shall not and shall procure that any Subcontractor shall not remove or replace any Key Staff unless:

1.4.1	requested to do so by the Buyer or the Buyer Approves such removal or replacement (not to be unreasonably withheld or delayed);

1.4.2	the person concerned resigns, retires or dies or is on maternity or long-term sick leave; or

1.4.3	the person’s employment or contractual arrangement with the Supplier or Subcontractor is terminated for material breach of contract by the employee.

1.5	The Supplier shall:

1.5.1	notify the Buyer promptly of the absence of any Key Staff (other than for short-term sickness or holidays of two (2) weeks or less, in which case the Supplier shall ensure appropriate temporary cover for that Key Role); 

1.5.2	ensure that any Key Role is not vacant for any longer than ten (10) Working Days; 

1.5.3	give as much notice as is reasonably practicable of its intention to remove or replace any member of Key Staff and, except in the cases of death, unexpected ill health or a material breach of the Key Staff’s employment contract, this will mean at least three (3) Months’ notice;

1.5.4	ensure that all arrangements for planned changes in Key Staff provide adequate periods during which incoming and outgoing staff work together to transfer responsibilities and ensure that such change does not have an adverse impact on the provision of the Deliverables; and

1.5.5	ensure that any replacement for a Key Role has a level of qualifications and experience appropriate to the relevant Key Role and is fully competent to carry out the tasks assigned to the Key Staff whom he or she has replaced.

[bookmark: LASTCURSORPOSITION]1.6	The Buyer may require the Supplier to remove or procure that any Subcontractor shall remove any Key Staff that the Buyer considers in any respect unsatisfactory. The Buyer shall not be liable for the cost of replacing any Key Staff.
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[bookmark: _Toc414636351]CALL-OFF SCHEDULE 8

BUSINESS CONTINUITY AND DISASTER RECOVERY

[bookmark: _Ref72255205]BCDR PLAN

[bookmark: _Ref490032444]The Buyer and the Supplier recognise that, where specified in Schedule 4 (Framework Management), CCS shall have the right to enforce the Buyer's rights under this Schedule.

[bookmark: _GoBack]At least thirty (30) Working Days prior to the Start Date the Supplier shall prepare and deliver to the Buyer for the Buyer’s written approval a plan, which shall detail the processes and arrangements that the Supplier shall follow to:

ensure continuity of the business processes and operations supported by the Services following any failure or disruption of any element of the Deliverables; and

the recovery of the Deliverables in the event of a Disaster ("BCDR Plan").

The BCDR Plan shall be divided into three sections:

[bookmark: _Hlt365641371][bookmark: _Ref365641163][bookmark: _Ref144353370]Section 1 which shall set out general principles applicable to the BCDR Plan; 

[bookmark: _Hlt365902512][bookmark: _Ref144353343]Section 2 which shall relate to business continuity (the "Business Continuity Plan"); and

[bookmark: _Hlt365641393][bookmark: _Ref144353357][bookmark: _Ref65989073]Section 3 which shall relate to disaster recovery (the "Disaster Recovery Plan").

[bookmark: _Ref365641451][bookmark: _Ref491100935]Following receipt of the draft BCDR Plan from the Supplier, the Parties shall use reasonable endeavours to agree the contents of the BCDR Plan. If the Parties are unable to agree the contents of the BCDR Plan within twenty (20) Working Days of its submission, then such Dispute shall be resolved in accordance with the Dispute Resolution Procedure.

[bookmark: _Ref127783136][bookmark: _Ref54102610]Section 1 OF THE BCDR PLAN - GENERAL PRINCIPLES 

Section 1 of the BCDR Plan shall:

set out how the business continuity and disaster recovery elements of the BCDR Plan link to each other;

provide details of how the invocation of any element of the BCDR Plan may impact upon the provision of the Deliverables and any goods and/or services provided to the Buyer by a Related Supplier;

contain an obligation upon the Supplier to liaise with the Buyer and any Related Suppliers with respect to business continuity and disaster recovery;

detail how the BCDR Plan interoperates with any overarching disaster recovery or business continuity plan of the Buyer and any of its other Related Supplier in each case as notified to the Supplier by the Buyer from time to time;

contain a communication strategy including details of an incident and problem management service and advice and help desk facility which can be accessed via multiple channels;

contain a risk analysis, including:

failure or disruption scenarios and assessments of likely frequency of occurrence;

identification of any single points of failure within the provision of Deliverables and processes for managing those risks;

identification of risks arising from the interaction of the provision of Deliverables with the goods and/or services provided by a Related Supplier; and

a business impact analysis of different anticipated failures or disruptions;

provide for documentation of processes, including business processes, and procedures;

set out key contact details for the Supplier (and any Subcontractors) and for the Buyer;

identify the procedures for reverting to "normal service";

set out method(s) of recovering or updating data collected (or which ought to have been collected) during a failure or disruption to minimise data loss;

identify the responsibilities (if any) that the Buyer has agreed it will assume in the event of the invocation of the BCDR Plan; and

provide for the provision of technical assistance to key contacts at the Buyer as required by the Buyer to inform decisions in support of the Buyer’s business continuity plans.

The BCDR Plan shall be designed so as to ensure that:

the Deliverables are provided in accordance with this Contract at all times during and after the invocation of the BCDR Plan;

the adverse impact of any Disaster is minimised as far as reasonably possible; 

it complies with the relevant provisions of ISO/IEC 27002; ISO22301/ISO22313   and all other industry standards from time to time in force; and

it details a process for the management of disaster recovery testing.

The BCDR Plan shall be upgradeable and sufficiently flexible to support any changes to the Deliverables and the business operations supported by the provision of Deliverables.

The Supplier shall not be entitled to any relief from its obligations under the KPIs or to any increase in the Charges to the extent that a Disaster occurs as a consequence of any breach by the Supplier of this Contract.

[bookmark: _Ref490231905]Section 2 OF THE BCDR PLAN - BUSINESS CONTINUITY 

[bookmark: _Ref54104278]The Business Continuity Plan shall set out the arrangements that are to be invoked to ensure that the business processes facilitated by the provision of Deliverables remain supported and to ensure continuity of the business operations supported by the Services including:

the alternative processes, options and responsibilities that may be adopted in the event of a failure in or disruption to the provision of Deliverables; and

the steps to be taken by the Supplier upon resumption of the provision of Deliverables in order to address the effect of the failure or disruption.

The Business Continuity Plan shall:

address the various possible levels of failures of or disruptions to the provision of Deliverables;

[bookmark: _Hlt365641390][bookmark: _Ref365641209]set out the goods and/or services to be provided and the steps to be taken to remedy the different levels of failures of and disruption to the Deliverables;

specify any applicable KPIs with respect to the provision of the Business Continuity Services and details of any agreed relaxation to the KPIs in respect of the provision of other Deliverables during any period of invocation of the Business Continuity Plan; and

set out the circumstances in which the Business Continuity Plan is invoked.

[bookmark: _Ref127783143][bookmark: _Ref490231913]Section 3 OF THE BCDR PLAN - DISASTER RECOVERY 

[bookmark: _Ref139426394]The Disaster Recovery Plan (which shall be invoked only upon the occurrence of a Disaster) shall be designed to ensure that upon the occurrence of a Disaster the Supplier ensures continuity of the business operations of the Buyer supported by the Services following any Disaster or during any period of service failure or disruption with, as far as reasonably possible, minimal adverse impact.

The Supplier's BCDR Plan shall include an approach to business continuity and disaster recovery that addresses the following:

loss of access to the Buyer Premises;

loss of utilities to the Buyer Premises;

loss of the Supplier's helpdesk or CAFM system;

loss of a Subcontractor;

emergency notification and escalation process;

contact lists;

staff training and awareness;

BCDR Plan testing; 

post implementation review process; 

any applicable KPI with respect to the provision of the disaster recovery services and details of any agreed relaxation to the KPIs in respect of the provision of other Deliverables during any period of invocation of the Disaster Recovery Plan;

details of how the Supplier shall ensure compliance with security standards ensuring that compliance is maintained for any period during which the Disaster Recovery Plan is invoked;

access controls to any disaster recovery sites used by the Supplier in relation to its obligations pursuant to this Schedule; and

testing and management arrangements.

[bookmark: _Ref76273541]REVIEW AND AMENDMENT OF THE BCDR PLAN

[bookmark: _Ref71085729]The Supplier shall review the BCDR Plan:

[bookmark: _Ref72315121]on a regular basis and as a minimum once every six (6) Months;

[bookmark: _Ref72315138]within three (3) calendar Months of the BCDR Plan (or any part) having been invoked pursuant to Paragraph 7; and

[bookmark: _Ref127783211]where the Buyer requests in writing any additional reviews (over and above those provided for in Paragraphs 6.1.1 and 6.1.2 of this Schedule) whereupon the Supplier shall conduct such reviews in accordance with the Buyer’s written requirements. Prior to starting its review, the Supplier shall provide an accurate written estimate of the total costs payable by the Buyer for the Buyer’s approval.  The costs of both Parties of any such additional reviews shall be met by the Buyer except that the Supplier shall not be entitled to charge the Buyer for any costs that it may incur above any estimate without the Buyer’s prior written approval. 

[bookmark: _Hlt365641256][bookmark: _Hlt365641397][bookmark: _Ref365641241][bookmark: _Ref71562248]Each review of the BCDR Plan pursuant to Paragraph 6.1 shall assess its suitability having regard to any change to the Deliverables or any underlying business processes and operations facilitated by or supported by the Services which have taken place since the later of the original approval of the BCDR Plan or the last review of the BCDR Plan, and shall also have regard to any occurrence of any event since that date (or the likelihood of any such event taking place in the foreseeable future) which may increase the likelihood of the need to invoke the BCDR Plan. The review shall be completed by the Supplier within such period as the Buyer shall reasonably require.  

[bookmark: _Hlt365641401][bookmark: _Ref365641249]The Supplier shall, within twenty (20) Working Days of the conclusion of each such review of the BCDR Plan, provide to the Buyer a report (a "Review Report") setting out the Supplier's proposals (the "Supplier's Proposals") for addressing any changes in the risk profile and its proposals for amendments to the BCDR Plan.

[bookmark: _Ref365641604][bookmark: _Ref491101095]Following receipt of the Review Report and the Supplier’s Proposals, the Parties shall use reasonable endeavours to agree the Review Report and the Supplier's Proposals. If the Parties are unable to agree Review Report and the Supplier's Proposals within twenty (20) Working Days of its submission, then such Dispute shall be resolved in accordance with the Dispute Resolution Procedure. 

The Supplier shall as soon as is reasonably practicable after receiving the approval of the Supplier's Proposals effect any change in its practices or procedures necessary so as to give effect to the Supplier's Proposals. Any such change shall be at the Supplier’s expense unless it can be reasonably shown that the changes are required because of a material change to the risk profile of the Deliverables.

[bookmark: _Ref67461440][bookmark: _Ref490232604][bookmark: _Toc65568226][bookmark: _Toc65584446][bookmark: _Toc65656963][bookmark: _Ref65668317][bookmark: _Ref65668424][bookmark: _Toc65984317][bookmark: _Ref65990049][bookmark: _Ref66094954][bookmark: _Ref66165746][bookmark: _Ref66169873][bookmark: _Toc66261921]TESTING OF THE BCDR PLAN

[bookmark: _Ref52105329][bookmark: _Toc139080397]The Supplier shall test the BCDR Plan: 

regularly and in any event not less than once in every Contract Year;

in the event of any major reconfiguration of the Deliverables

at any time where the Buyer considers it necessary (acting in its sole discretion).  

[bookmark: _Ref63738703][bookmark: _Toc139080398]If the Buyer requires an additional test of the BCDR Plan, it shall give the Supplier written notice and the Supplier shall conduct the test in accordance with the Buyer’s requirements and the relevant provisions of the BCDR Plan.  The Supplier's costs of the additional test shall be borne by the Buyer unless the BCDR Plan fails the additional test in which case the Supplier's costs of that failed test shall be borne by the Supplier.

The Supplier shall undertake and manage testing of the BCDR Plan in full consultation with and under the supervision of the Buyer and shall liaise with the Buyer in respect of the planning, performance, and review, of each test, and shall comply with the reasonable requirements of the Buyer. 

The Supplier shall ensure that any use by it or any Subcontractor of "live" data in such testing is first approved with the Buyer. Copies of live test data used in any such testing shall be (if so required by the Buyer) destroyed or returned to the Buyer on completion of the test.

The Supplier shall, within twenty (20) Working Days of the conclusion of each test, provide to the Buyer a report setting out:

the outcome of the test;

any failures in the BCDR Plan (including the BCDR Plan's procedures) revealed by the test; and

the Supplier's proposals for remedying any such failures.

[bookmark: _Ref71563056]Following each test, the Supplier shall take all measures requested by the Buyer to remedy any failures in the BCDR Plan and such remedial activity and re-testing shall be completed by the Supplier, at its own cost, by the date reasonably required by the Buyer.

[bookmark: _Ref71085594]INVOCATION OF THE BCDR PLAN

In the event of a complete loss of service or in the event of a Disaster, the Supplier shall immediately invoke the BCDR Plan (and shall inform the Buyer promptly of such invocation). In all other instances the Supplier shall invoke or test the BCDR Plan only with the prior consent of the Buyer.

FORCE MAJEURE 

The Supplier will not be entitled to rely on the Force Majeure provisions, if the Supplier would not have been impacted by the Force Majeure event had it complied with the Business Continuity Schedule.
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CALL-OFF SCHEDULE 9: 

SECURITY 

PART A: SHORT FORM SECURITY REQUIREMENTS (applicable to Lot 1a and 1b)

INTRODUCTION

The Buyer and the Supplier recognise that, where specified in Framework Schedule 4 (Framework Management), CCS shall have the right to enforce the Buyer's rights under this Schedule.

The Supplier shall comply with the Security Policy and the requirements in this Schedule including the Security Management Plan and shall ensure that the Security Management Plan produced by the Supplier fully complies with the Security Policy. 

The Buyer shall notify the Supplier of any changes or proposed changes to the Security Policy.

If the Supplier believes that a change or proposed change to the Security Policy will have a material and unavoidable cost implication to the provision of the Deliverables it may propose a Variation to the Buyer. In doing so, the Supplier must support its request by providing evidence of the cause of any increased costs and the steps that it has taken to mitigate those costs.  Any change to the Charges shall be subject to the Variation Procedure.

Until and/or unless a change to the Charges is agreed by the Buyer pursuant to the Variation Procedure the Supplier shall continue to provide the Deliverables in accordance with its existing obligations.

[bookmark: _Toc348712389][bookmark: _Ref378078920]PRINCIPLES OF SECURITY

The Supplier acknowledges that the Buyer places great emphasis on the reliability of the performance of the Deliverables, confidentiality, integrity and availability of information and consequently on security.

[bookmark: _Ref378071134]The Supplier shall be responsible for the effective performance of its security obligations and shall at all times provide a level of security which:

is in accordance with the Law and this Contract; 

as a minimum demonstrates Good Industry Practice;

meets any specific security threats of immediate relevance to the Deliverables and/or the Government Data; and

complies with the Security Policy and the ICT Policy.

The references to standards, guidance and policies contained or set out in Paragraph 3.2 shall be deemed to be references to such items as developed and updated and to any successor to or replacement for such standards, guidance and policies, as notified to the Supplier from time to time.

In the event of any inconsistency in the provisions of the above standards, guidance and policies, the Supplier should notify the Buyer's Representative of such inconsistency immediately upon becoming aware of the same, and the Buyer's Representative shall, as soon as practicable, advise the Supplier which provision the Supplier shall be required to comply with.

[bookmark: _Ref311745599][bookmark: _Toc348712398]SECURITY MANAGEMENT PLAN

[bookmark: _Toc348712399][bookmark: _Ref490128894]Introduction

[bookmark: _Toc348712400]The Supplier shall develop and maintain a Security Management Plan in accordance with this Schedule. The Supplier shall thereafter comply with its obligations set out in the Security Management Plan.

[bookmark: _Ref321324153][bookmark: _Toc348712407]Content of the Security Management Plan

[bookmark: _Toc348712408]The Security Management Plan shall:

comply with the principles of security set out in Paragraph 3 and any other provisions of this Contract relevant to security;

identify the necessary delegated organisational roles for those responsible for ensuring it is complied with by the Supplier;

detail the process for managing any security risks from Subcontractors and third parties authorised by the Buyer with access to the Deliverables, processes associated with the provision of the Deliverables, the Buyer Premises, the Sites and any ICT, Information and data (including the Buyer’s Confidential Information and the Government Data) and any system that could directly or indirectly have an impact on that Information, data and/or the Deliverables;

be developed to protect all aspects of the Deliverables and all processes associated with the provision of the Deliverables, including the Buyer Premises, the Sites, and any ICT, Information and data (including the Buyer’s Confidential Information and the Government Data) to the extent used by the Buyer or the Supplier in connection with this Contract or in connection with any system that could directly or indirectly have an impact on that Information, data and/or the Deliverables;

set out the security measures to be implemented and maintained by the Supplier in relation to all aspects of the Deliverables and all processes associated with the provision of the Goods and/or Services and shall at all times comply with and specify security measures and procedures which are sufficient to ensure that the Deliverables comply with the provisions of this Contract;

[bookmark: _Toc348712409]set out the plans for transitioning all security arrangements and responsibilities for the Supplier to meet the full obligations of the security requirements set out in this Contract and the Security Policy; and

[bookmark: _Toc348712410]be written in plain English in language which is readily comprehensible to the staff of the Supplier and the Buyer engaged in the provision of the Deliverables and shall only reference documents which are in the possession of the Parties or whose location is otherwise specified in this Schedule.

[bookmark: _Toc348712404][bookmark: _Ref349210623]Development of the Security Management Plan

[bookmark: _Ref378082723][bookmark: _Toc348712405][bookmark: _Ref378077588]Within twenty (20) Working Days after the Start Date and in accordance with Paragraph 3.4, the Supplier shall prepare and deliver to the Buyer for Approval a fully complete and up to date Security Management Plan which will be based on the draft Security Management Plan. 

[bookmark: _Ref378081114][bookmark: _Toc348712406][bookmark: _Ref349211056][bookmark: _Ref349211087]If the Security Management Plan submitted to the Buyer in accordance with Paragraph 3.3.1, or any subsequent revision to it in accordance with Paragraph 3.4, is Approved it will be adopted immediately and will replace the previous version of the Security Management Plan and thereafter operated and maintained in accordance with this Schedule.  If the Security Management Plan is not Approved, the Supplier shall amend it within ten (10) Working Days of a notice of non-approval from the Buyer and re-submit to the Buyer for Approval.  The Parties will use all reasonable endeavours to ensure that the approval process takes as little time as possible and in any event no longer than fifteen (15) Working Days from the date of its first submission to the Buyer.  If the Buyer does not approve the Security Management Plan following its resubmission, the matter will be resolved in accordance with the Dispute Resolution Procedure. 

[bookmark: _Ref378081122]The Buyer shall not unreasonably withhold or delay its decision to Approve or not the Security Management Plan pursuant to Paragraph 3.3.2.  However a refusal by the Buyer to Approve the Security Management Plan on the grounds that it does not comply with the requirements set out in Paragraph 3.2 shall be deemed to be reasonable.

Approval by the Buyer of the Security Management Plan pursuant to Paragraph 3.3.2 or of any change to the Security Management Plan in accordance with Paragraph 3.4 shall not relieve the Supplier of its obligations under this Schedule. 

[bookmark: _Ref321324115][bookmark: _Toc348712411]Amendment and Revision of the Security Management Plan

[bookmark: _Toc348712412][bookmark: _Ref378081351]The Security Management Plan shall be fully reviewed and updated by the Supplier at least annually to reflect:

emerging changes in Good Industry Practice;

any change or proposed change to the Deliverables and/or associated processes; 

any change to the Security Policy; 

any new perceived or changed security threats; and

any reasonable change in requirements requested by the Buyer.

[bookmark: _Toc348712413]The Supplier shall provide the Buyer with the results of such reviews as soon as reasonably practicable after their completion and amendment of the Security Management Plan at no additional cost to the Buyer. The results of the review shall include, without limitation:

suggested improvements to the effectiveness of the Security Management Plan;

updates to the risk assessments; and

suggested improvements in measuring the effectiveness of controls.

[bookmark: _Toc348712415]Subject to Paragraph 3.4.4, any change or amendment which the Supplier proposes to make to the Security Management Plan (as a result of a review carried out in accordance with Paragraph 3.4.1, a request by the Buyer or otherwise) shall be subject to the Variation Procedure.

[bookmark: _Ref378082914]The Buyer may, acting reasonably, Approve and require changes or amendments to the Security Management Plan to be implemented on timescales faster than set out in the Variation Procedure but, without prejudice to their effectiveness, all such changes and amendments shall thereafter be subject to the Variation Procedure for the purposes of formalising and documenting the relevant change or amendment.

[bookmark: _Toc348712416]BREACH OF SECURITY

[bookmark: _Ref321324276][bookmark: _Toc348712417]Either Party shall notify the other in accordance with the agreed security incident management process (as detailed in the Security Management Plan) upon becoming aware of any Breach of Security or any potential or attempted Breach of Security.

[bookmark: _Toc348712418]Without prejudice to the security incident management process, upon becoming aware of any of the circumstances referred to in Paragraph 4.1, the Supplier shall:

[bookmark: _Toc348712419]immediately take all reasonable steps (which shall include any action or changes reasonably required by the Buyer) necessary to:

minimise the extent of actual or potential harm caused by any Breach of Security;

remedy such Breach of Security to the extent possible and protect the integrity of the Buyer and the provision of the Goods and/or Services to the extent within its control against any such Breach of Security or attempted Breach of Security; 

prevent an equivalent breach in the future exploiting the same cause failure; and

as soon as reasonably practicable provide to the Buyer, where the Buyer so requests, full details (using the reporting mechanism defined by the Security Management Plan) of the Breach of Security or attempted Breach of Security, including a cause analysis where required by the Buyer.

In the event that any action is taken in response to a Breach of Security or potential or attempted Breach of Security that demonstrates non-compliance of the Security Management Plan with the Security policy or the requirements of this Schedule, then any required change to the Security Management Plan shall be at no cost to the Buyer. 

 




PART B: LONG FORM SECURITY REQUIREMENTS (applicable to Lot 1c)

1. [bookmark: _Toc379795828][bookmark: _Toc379796024][bookmark: _Toc379805388][bookmark: _Toc379807182]DEFINITIONS

In this Schedule the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):

		"Breach of Security"

		means the occurrence of:

any unauthorised access to or use of the Goods and/or Deliverables, the Sites and/or any Information and Communication Technology ("ICT"), information or data (including the Confidential Information and the Government Data) used by the Buyer and/or the Supplier in connection with this Contract; and/or

the loss and/or unauthorised disclosure of any information or data (including the Confidential Information and the Government Data), including any copies of such information or data, used by the Buyer and/or the Supplier in connection with this Contract,

in either case as more particularly set out in the security requirements in the Security Policy;



		"ISMS"

		the information security management system and process developed by the Supplier in accordance with Paragraph 3 (ISMS) as updated from time to time in accordance with this Schedule; and



		"Security Tests"

		tests to validate the ISMS and security of all relevant processes, systems, incident response plans, patches to vulnerabilities and mitigations to Breaches of Security.





[bookmark: _Ref490128572][bookmark: _Ref350283308]INTRODUCTION

The Buyer and the Supplier recognise that, where specified in Framework Schedule 4 (Framework Management), CCS shall have the right to enforce the Buyer's rights under this Schedule.

The Parties acknowledge that the purpose of the ISMS and Security Management Plan are to ensure a good organisational approach to security under which the specific requirements of this Contract will be met.

The Parties shall each appoint a security representative to be responsible for Security.  The initial security representatives of the Parties are:

Lee Caines, RWM Security Manager

[bookmark: _GoBack]Rob East, Technical Director

The Buyer shall clearly articulate its high level security requirements so that the Supplier can ensure that the ISMS, security related activities and any mitigations are driven by these fundamental needs.

Both Parties shall provide a reasonable level of access to any members of their staff for the purposes of designing, implementing and managing security.

The Supplier shall use as a minimum Good Industry Practice in the day to day operation of any system holding, transferring or processing Government Data and any system that could directly or indirectly have an impact on that information, and shall ensure that Government Data remains under the effective control of the Supplier at all times.

The Supplier shall ensure the up-to-date maintenance of a security policy relating to the operation of its own organisation and systems and on request shall supply this document as soon as practicable to the Buyer. 

The Buyer and the Supplier acknowledge that information security risks are shared between the Parties and that a compromise of either the Supplier or the Buyer’s security provisions represents an unacceptable risk to the Buyer requiring immediate communication and co-operation between the Parties.

[bookmark: _Ref378241335]ISMS

[bookmark: _Ref365640440]The Supplier shall develop and submit to the Buyer for the Buyer’s Approval, within twenty (20) Working Days after the Start Date, an information security management system for the purposes of this Contract and shall comply with the requirements of Paragraphs 3.3 to 3.5.

The Supplier acknowledges that the Buyer places great emphasis on the reliability of the performance of the Deliverables, confidentiality, integrity and availability of information and consequently on the security provided by the ISMS and that the Supplier shall be responsible for the effective performance of the ISMS.

[bookmark: _Ref365640311]The ISMS shall:

unless otherwise specified by the Buyer in writing, be developed to protect all aspects of the Deliverables and all processes associated with the provision of the Deliverables, including the Buyer Premises, the Sites, the Supplier System, the Buyer System (to the extent that it is under the control of the Supplier) and any ICT, information and data (including the Buyer’s Confidential Information and the Government Data) to the extent used by the Buyer or the Supplier in connection with this Contract; 

meet the relevant standards in ISO/IEC 27001 and ISO/IEC27002 in accordance with Paragraph 7;

at all times provide a level of security which:

is in accordance with the Law and this Contract;

complies with the Baseline Security Requirements;

as a minimum demonstrates Good Industry Practice;

complies with the Security Policy and the ICT Policy;

complies with at least the minimum set of security measures and standards as determined by the Security Policy Framework (Tiers 1-4)	 (https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/255910/HMG_Security_Policy_Framework_V11.0.pdf);

takes account of guidance issued by the Centre for Protection of National Infrastructure https://www.cpni.gov.uk/

complies with HMG Information Assurance Maturity Model and Assurance Framework (http://www.cesg.gov.uk/publications/Documents/iamm-assessment-framework.pdf);

meets any specific security threats of immediate relevance to the ISMS, the Deliverables and/or Government Data;

addresses issues of incompatibility with the Supplier’s own organisational security policies; and

complies with ISO/IEC27001 and ISO/IEC27002 in accordance with Paragraph 7;

document the security incident management processes and incident response plans;

[bookmark: _Ref380767831]document the vulnerability management policy including processes for identification of system vulnerabilities and assessment of the potential impact on the Deliverables of any new threat, vulnerability or exploitation technique of which the Supplier becomes aware, prioritisation of security patches, testing of security patches, application of security patches, a process for Buyer approvals of exceptions, and the reporting and audit mechanism detailing the efficacy of the patching policy; and

be certified by (or by a person with the direct delegated authority of) a Supplier’s main board representative, being the "Chief Security Officer", "Chief Information Officer", "Chief Technical Officer" or "Chief Financial Officer" (or equivalent as agreed in writing by the Buyer in advance of issue of the relevant Security Management Plan).

Subject to Paragraph 2 the references to Standards, guidance and policies contained or set out in Paragraph 3.3 shall be deemed to be references to such items as developed and updated and to any successor to or replacement for such standards, guidance and policies, as notified to the Supplier from time to time.

[bookmark: _Ref365640316]In the event that the Supplier becomes aware of any inconsistency in the provisions of the standards, guidance and policies set out in Paragraph 3.3, the Supplier shall immediately notify the Buyer Representative of such inconsistency and the Buyer Representative shall, as soon as practicable, notify the Supplier as to which provision the Supplier shall comply with.

[bookmark: _Ref365640480]If the ISMS submitted to the Buyer pursuant to Paragraph 3.1 is Approved by the Buyer, it shall be adopted by the Supplier immediately and thereafter operated and maintained in accordance with this Schedule. If the ISMS is not Approved by the Buyer, the Supplier shall amend it within ten (10) Working Days of a notice of non-approval from the Buyer and re-submit it to the Buyer for Approval. The Parties shall use all reasonable endeavours to ensure that the Approval process takes as little time as possible and in any event no longer than fifteen (15) Working Days from the date of the first submission of the ISMS to the Buyer. If the Buyer does not Approve the ISMS following its resubmission, the matter shall be resolved in accordance with the Dispute Resolution Procedure.  No Approval to be given by the Buyer pursuant to this Paragraph 3 may be unreasonably withheld or delayed. However any failure to approve the ISMS on the grounds that it does not comply with any of the requirements set out in Paragraphs 3.3 to 3.5 shall be deemed to be reasonable.

Approval by the Buyer of the ISMS pursuant to Paragraph 3.6 or of any change to the ISMS shall not relieve the Supplier of its obligations under this Schedule.

[bookmark: _Ref365637318]SECURITY MANAGEMENT PLAN

[bookmark: _Hlt365637335][bookmark: _Ref492662840]Within twenty (20) Working Days after the Start Date, the Supplier shall prepare and submit to the Buyer for Approval in accordance with Paragraph 4 fully developed, complete and up-to-date Security Management Plan which shall comply with the requirements of Paragraph 4.2. 

[bookmark: _Ref365640662]The Security Management Plan shall:

be based on the initial Security Management Plan set out in Annex 2 (Security Management Plan);

comply with the Baseline Security Requirements and Security Policy;

identify the necessary delegated organisational roles defined for those responsible for ensuring this Schedule is complied with by the Supplier;

detail the process for managing any security risks from Subcontractors and third parties authorised by the Buyer with access to the Goods and/or Services, processes associated with the delivery of the Goods and/or Services, the Buyer Premises, the Sites, the Supplier System, the Buyer System (to the extent that it is under the control of the Supplier) and any ICT, Information and data (including the Buyer’s Confidential Information and the Government Data) and any system that could directly or indirectly have an impact on that information, data and/or the Deliverables;

unless otherwise specified by the Buyer in writing, be developed to protect all aspects of the Deliverables and all processes associated with the delivery of the Deliverables, including the Buyer Premises, the Sites, the Supplier System, the Buyer System (to the extent that it is under the control of the Supplier) and any ICT, Information and data (including the Buyer’s Confidential Information and the Government Data) to the extent used by the Buyer or the Supplier in connection with this Contract or in connection with any system that could directly or indirectly have an impact on that Information, data and/or the Deliverables;

set out the security measures to be implemented and maintained by the Supplier in relation to all aspects of the Deliverables and all processes associated with the delivery of the Deliverables and at all times comply with and specify security measures and procedures which are sufficient to ensure that the Deliverables comply with the provisions of this Schedule (including the requirements set out in Paragraph 3.3);

demonstrate that the Supplier’s approach to delivery of the Deliverables has minimised the Buyer and Supplier effort required to comply with this Schedule through consideration of available, appropriate and practicable pan-government accredited services (for example, ‘platform as a service’ offering from the G-Cloud catalogue);

set out the plans for transitioning all security arrangements and responsibilities from those in place at the Start Date to those incorporated in the ISMS within the timeframe agreed between the Parties;

set out the scope of the Buyer System that is under the control of the Supplier;

be structured in accordance with ISO/IEC27001 and ISO/IEC27002, cross-referencing if necessary to other Schedules which cover specific areas included within those standards; and

be written in plain English in language which is readily comprehensible to the staff of the Supplier and the Buyer engaged in the Deliverables and shall reference only documents which are in the possession of the Parties or whose location is otherwise specified in this Schedule.

[bookmark: _Ref365640496]If the Security Management Plan submitted to the Buyer pursuant to Paragraph 4.1 is Approved by the Buyer, it shall be adopted by the Supplier immediately and thereafter operated and maintained in accordance with this Schedule. If the Security Management Plan is not approved by the Buyer, the Supplier shall amend it within ten (10) Working Days of a notice of non-approval from the Buyer and re-submit it to the Buyer for Approval. The Parties shall use all reasonable endeavours to ensure that the Approval process takes as little time as possible and in any event no longer than fifteen (15) Working Days from the date of the first submission to the Buyer of the Security Management Plan. If the Buyer does not Approve the Security Management Plan following its resubmission, the matter shall be resolved in accordance with the Dispute Resolution Procedure. No Approval to be given by the Buyer pursuant to this Paragraph may be unreasonably withheld or delayed. However any failure to approve the Security Management Plan on the grounds that it does not comply with the requirements set out in Paragraph 4.2 shall be deemed to be reasonable.

Approval by the Buyer of the Security Management Plan pursuant to Paragraph 4.3 or of any change or amendment to the Security Management Plan shall not relieve the Supplier of its obligations under this Schedule.

[bookmark: _Ref127964064][bookmark: _Ref350283413]AMENDMENT AND REVISION OF THE ISMS AND SECURITY MANAGEMENT PLAN

[bookmark: _Ref365640750]The ISMS and Security Management Plan shall be fully reviewed and updated by the Supplier and at least annually to reflect:

emerging changes in Good Industry Practice;

any change or proposed change to the Supplier System, the Deliverables and/or associated processes; 

any new perceived or changed security threats; 

any changes to the Security Policy;

any new perceived or changed security threats; and

any reasonable change in requirement requested by the Buyer.

[bookmark: _Ref124762233]The Supplier shall provide the Buyer with the results of such reviews as soon as reasonably practicable after their completion and amend the ISMS and Security Management Plan at no additional cost to the Buyer.  The results of the review shall include, without limitation: 

suggested improvements to the effectiveness of the ISMS;

updates to the risk assessments;

proposed modifications to the procedures and controls that affect information security to respond to events that may impact on the ISMS; and

suggested improvements in measuring the effectiveness of controls.

[bookmark: _Ref127683148]Subject to Paragraph 5.4, any change which the Supplier proposes to make to the ISMS or Security Management Plan (as a result of a review carried out pursuant to Paragraph 5.1, a Buyer request, a change to Annex 1 (Security) or otherwise) shall be subject to the Variation Procedure and shall not be implemented until Approved in writing by the Buyer.

[bookmark: _Ref365640691]The Buyer may, acting reasonably, Approve and require changes or amendments to the ISMS or Security Management Plan to be implemented on timescales faster than set out in the Variation Procedure but, without prejudice to their effectiveness, all such changes and amendments shall thereafter be subject to the Variation Procedure for the purposes of formalising and documenting the relevant change or amendment.

[bookmark: _Ref127683363]SECURITY TESTING 

[bookmark: _Ref127682806]The Supplier shall conduct Security Tests from time to time (and at least annually across the scope of the ISMS) and additionally after any change or amendment to the ISMS (including security incident management processes and incident response plans) or the Security Management Plan.  Security Tests shall be designed and implemented by the Supplier so as to minimise the impact on the delivery of the Deliverables and the date, timing, content and conduct of such Security Tests shall be agreed in advance with the Buyer.  Subject to compliance by the Supplier with the foregoing requirements, if any Security Tests adversely affect the Supplier’s ability to deliver the Deliverables so as to meet the KPIs, the Supplier shall be granted relief against any resultant under-performance for the period of the Security Tests.

[bookmark: _Ref127682959]The Buyer shall be entitled to send a representative to witness the conduct of the Security Tests. The Supplier shall provide the Buyer with the results of such Security Tests (in a form approved by the Buyer in advance) as soon as practicable after completion of each Security Test.

[bookmark: _Ref127682975]Without prejudice to any other right of audit or access granted to the Buyer pursuant to this Contract, the Buyer and/or its authorised representatives shall be entitled, at any time upon giving reasonable notice to the Supplier, to carry out such tests (including penetration tests) as it may deem necessary in relation to the ISMS and the Supplier's compliance with the ISMS and the Security Management Plan. The Buyer may notify the Supplier of the results of such tests after completion of each such test.  If any such Buyer’s test adversely affects the Supplier’s ability to deliver the Deliverables so as to meet the KPIs, the Supplier shall be granted relief against any resultant under-performance for the period of the Buyer’s test.

[bookmark: _Ref128195074]Where any Security Test carried out pursuant to Paragraphs 6.2 or 6.3 reveals any actual or potential Breach of Security or weaknesses (including un-patched vulnerabilities, poor configuration and/or incorrect system management), the Supplier shall promptly notify the Buyer of any changes to the ISMS and to the Security Management Plan (and the implementation thereof) which the Supplier proposes to make in order to correct such failure or weakness. Subject to the Buyer's prior written Approval, the Supplier shall implement such changes to the ISMS and the Security Management Plan and repeat the relevant Security Tests in accordance with the timetable agreed with the Buyer or, otherwise, as soon as reasonably possible.  For the avoidance of doubt, where the change to the ISMS or Security Management Plan is to address a non-compliance with the Security Policy or security requirements (as set out in Annex 1 (Baseline Security Requirements) to this Schedule) or the requirements of this Schedule, the change to the ISMS or Security Management Plan shall be at no cost to the Buyer.

If any repeat Security Test carried out pursuant to Paragraph 6.4 reveals an actual or potential Breach of Security exploiting the same root cause failure, such circumstance shall constitute a material Default of this Contract. 

[bookmark: _Ref124755735][bookmark: _Ref378239756][bookmark: _Ref380750303]isms COMPLIANCE 

The Buyer shall be entitled to carry out such security audits as it may reasonably deem necessary in order to ensure that the ISMS maintains compliance with the principles and practices of ISO 27001 and/or the Security Policy.

[bookmark: _Ref138742549]If, on the basis of evidence provided by such security audits, it is the Buyer's reasonable opinion that compliance with the principles and practices of ISO/IEC 27001 and/or the Security Policy are not being achieved by the Supplier, then the Buyer shall notify the Supplier of the same and give the Supplier a reasonable time (having regard to the extent and criticality of any non-compliance and any other relevant circumstances) to implement and remedy.  If the Supplier does not become compliant within the required time then the Buyer shall have the right to obtain an independent audit against these standards in whole or in part.

If, as a result of any such independent audit as described in Paragraph the Supplier is found to be non-compliant with the principles and practices of ISO/IEC 27001 and/or the Security Policy then the Supplier shall, at its own expense, undertake those actions required in order to achieve the necessary compliance and shall reimburse in full the costs incurred by the Buyer in obtaining such audit.

BREACH OF SECURITY

[bookmark: _Ref138742829]Either Party shall notify the other in accordance with the agreed security incident management process as defined by the ISMS upon becoming aware of any breach of security or any potential or attempted Breach of Security.

Without prejudice to the security incident management process, upon becoming aware of any of the circumstances referred to in Paragraph 8.1, the Supplier shall:

immediately take all reasonable steps (which shall include any action or changes reasonably required by the Buyer) necessary to:

minimise the extent of actual or potential harm caused by any Breach of Security; 

remedy such Breach of Security or any potential or attempted Breach of Security in order to protect the integrity of the Buyer Property and/or Buyer Assets and/or ISMS to the extent that this is within the Supplier’s control; 

apply a tested mitigation against any such Breach of Security or attempted Breach of Security and provided that reasonable testing has been undertaken by the Supplier, if the mitigation adversely affects the Supplier’s ability to provide the Deliverables so as to meet the relevant KPI Performance Measures, the Supplier shall be granted relief against any resultant under-performance for such period as the Buyer, acting reasonably, may specify by written notice to the Supplier;

prevent a further Breach of Security or any potential or attempted Breach of Security in the future exploiting the same root cause failure; and

supply any requested data to the Buyer (or the Computer Emergency Response Team for UK Government ("GovCertUK")) on the Buyer’s request within two (2) Working Days and without charge (where such requests are reasonably related to a possible incident or compromise); and

as soon as reasonably practicable provide to the Buyer full details (using the reporting mechanism defined by the ISMS) of the Breach of Security or attempted Breach of Security, including a root cause analysis where required by the Buyer.

In the event that any action is taken in response to a Breach of Security or potential or attempted Breach of Security that demonstrates non-compliance of the ISMS with the Security Policy or the requirements of this Schedule, then any required change to the ISMS shall be at no cost to the Buyer.

VULNERABILITIES AND CORRECTIVE ACTION

The Buyer and the Supplier acknowledge that from time to time vulnerabilities in the ICT Environment will be discovered which unless mitigated will present an unacceptable risk to the Buyer’s information.

The severity of threat vulnerabilities for Supplier COTS Software and Third Party COTS Software shall be categorised by the Supplier as ‘Critical’, ‘Important’ and ‘Other’ by aligning these categories to the vulnerability scoring according to the agreed method in the ISMS and using the appropriate vulnerability scoring systems including:

the ‘National Vulnerability Database’ ‘Vulnerability Severity Ratings’: ‘High’, ‘Medium’ and ‘Low’ respectively (these in turn are aligned to CVSS scores as set out by NIST http://nvd.nist.gov/cvss.cfm); and

Microsoft’s ‘Security Bulletin Severity Rating System’ ratings ‘Critical’, ‘Important’, and the two remaining levels (‘Moderate’ and ‘Low’) respectively.

[bookmark: _Ref380768210]The Supplier shall procure the application of security patches to vulnerabilities within a maximum period from the public release of such patches with those vulnerabilities categorised as ‘Critical’ within 14 days of release, ‘Important’ within 30 days of release and all ‘Other’ within 60 Working Days of release, except where:

the Supplier can demonstrate that a vulnerability is not exploitable within the context of any Service (e.g. because it resides in a software component which is not running in the service) provided vulnerabilities which the Supplier asserts cannot be exploited within the context of a Service must be remedied by the Supplier within the above timescales if the vulnerability becomes exploitable within the context of the Service;

the application of a ‘Critical’ or ‘Important’ security patch adversely affects the Supplier’s ability to deliver the Services in which case the Supplier shall be granted an extension to such timescales of 5 days, provided the Supplier had followed and continues to follow the security patch test plan agreed with the Buyer; or

the Buyer agrees a different maximum period after a case-by-case consultation with the Supplier under the processes defined in the ISMS.

The Specification and Mobilisation Plan (if applicable) shall include provisions for major version upgrades of all Supplier COTS Software and Third Party COTS Software to be upgraded within 6 Months of the release of the latest version, such that it is no more than one major version level below the latest release (normally codified as running software no older than the ‘n-1 version’) throughout the Contract Period unless:

where upgrading such Supplier COTS Software and Third Party COTS Software reduces the level of mitigations for known threats, vulnerabilities or exploitation techniques, provided always that such upgrade is made within 12 Months of release of the latest version; or

is agreed with the Buyer in writing. 

The Supplier shall:

implement a mechanism for receiving, analysing and acting upon threat information supplied by GovCertUK, or any other competent Central Government Body;

ensure that the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier) is monitored to facilitate the detection of anomalous behaviour that would be indicative of system compromise;

ensure it is knowledgeable about the latest trends in threat, vulnerability and exploitation that are relevant to the ICT Environment by actively monitoring the threat landscape during the Contract Period;

pro-actively scan the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier) for vulnerable components and address discovered vulnerabilities through the processes described in the ISMS as developed under Paragraph 3.3.5;

from the date specified in the Security Management Plan provide a report to the Buyer within five (5) Working Days of the end of each Month detailing both patched and outstanding vulnerabilities in the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier) and any elapsed time between the public release date of patches and either time of application or for outstanding vulnerabilities the time of issue of such report;

propose interim mitigation measures to vulnerabilities in the ICT Environment known to be exploitable where a security patch is not immediately available;

remove or disable any extraneous interfaces, services or capabilities that are not needed for the provision of the Services (in order to reduce the attack surface of the ICT Environment); and

inform the Buyer when it becomes aware of any new threat, vulnerability or exploitation technique that has the potential to affect the security of the ICT Environment and provide initial indications of possible mitigations.

If the Supplier is unlikely to be able to mitigate the vulnerability within the timescales under this Paragraph 9, the Supplier shall immediately notify the Buyer.

A failure to comply with Paragraph 9.3 shall constitute a Default, and the Supplier shall comply with the Rectification Plan Process.

[bookmark: _Toc461012428][bookmark: _Toc461021235][bookmark: _Toc414636348][bookmark: annex1]
Part B - ANNEX 1: BASELINE SECURITY REQUIREMENTS



1. Higher Classifications

The Supplier shall not handle Buyer information classified SECRET or TOP SECRET except if there is a specific requirement and in this case prior to receipt of such information the Supplier shall seek additional specific guidance from the Buyer.

End User Devices

When Government Data resides on a mobile, removable or physically uncontrolled device it must be stored encrypted using a product or system component which has been formally assured through a recognised certification process of the UK Government Communications Electronics Security Group ("CESG") to at least Foundation Grade, for example, under the CESG Commercial Product Assurance scheme ("CPA"). 

Devices used to access or manage Government Data and services must be under the management authority of Buyer or Supplier and have a minimum set of security policy configuration enforced. These devices must be placed into a ‘known good’ state prior to being provisioned into the management authority of the Buyer. Unless otherwise agreed with the Buyer in writing, all Supplier devices are expected to meet the set of security requirements set out in the CESG End User Devices Platform Security Guidance (https://www.ncsc.gov.uk/guidance/end-user-device-security). Where the guidance highlights shortcomings in a particular platform the Supplier may wish to use, then these should be discussed with the Buyer and a joint decision shall be taken on whether the residual risks are acceptable. Where the Supplier wishes to deviate from the CESG guidance, then this should be agreed in writing on a case by case basis with the Buyer.

Data Processing, Storage, Management and Destruction

The Supplier and Buyer recognise the need for the Buyer’s information to be safeguarded under the UK Data Protection regime or a similar regime. To that end, the Supplier must be able to state to the Buyer the physical locations in which data may be stored, processed and managed from, and what legal and regulatory frameworks Government Data will be subject to at all times.

The Supplier shall agree any change in location of data storage, processing and administration with the Buyer in accordance with Clause 14 (Data protection).

The Supplier shall:

provide the Buyer with all Government Data on demand in an agreed open format;

have documented processes to guarantee availability of Government Data in the event of the Supplier ceasing to trade;

securely destroy all media that has held Government Data at the end of life of that media in line with Good Industry Practice; and

securely erase any or all Government Data held by the Supplier when requested to do so by the Buyer.

Networking

The Buyer requires that any Government Data transmitted over any public network (including the Internet, mobile networks or un-protected enterprise network) or to a mobile device must be encrypted using a product or system component which has been formally assured through a certification process recognised by CESG, to at least Foundation Grade, for example, under CPA or through the use of pan-government accredited encrypted networking services via the Public Sector Network ("PSN") framework (which makes use of Foundation Grade certified products).

The Buyer requires that the configuration and use of all networking equipment to provide the Services, including those that are located in secure physical locations, are at least compliant with Good Industry Practice.

Security Architectures

The Supplier shall apply the ‘principle of least privilege’ (the practice of limiting systems, processes and user access to the minimum possible level) to the design and configuration of IT systems which will process or store Government Data. 

When designing and configuring the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier) the Supplier shall follow Good Industry Practice and seek guidance from recognised security professionals with the appropriate skills and/or a CESG Certified Professional certification (https://www.ncsc.gov.uk/content/files/protected_files/article_files/Guidance_to_CESG_Cerification_for_Cyber_Security_IA_Professionals_-_issue_2.2_-_Oct_16%20-%20version.pdf) for all bespoke or complex components of the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier). 

Personnel Security

Supplier Staff shall be subject to pre-employment checks that include, as a minimum: identity, unspent criminal convictions and right to work.

The Supplier shall agree on a case by case basis Supplier Staff roles which require specific government clearances (such as ‘SC’) including system administrators with privileged access to IT systems which store or process Government Data. 

The Supplier shall prevent Supplier Staff who are unable to obtain the required security clearances from accessing systems which store, process, or are used to manage Government Data except where agreed with the Buyer in writing.

All Supplier Staff that have the ability to access Government Data or systems holding Government Data shall undergo regular training on secure information management principles. Unless otherwise agreed with the Buyer in writing, this training must be undertaken annually.

Where the Supplier or Subcontractors grants increased ICT privileges or access rights to Supplier Staff, those Supplier Staff shall be granted only those permissions necessary for them to carry out their duties. When staff no longer need elevated privileges or leave the organisation, their access rights shall be revoked within one (1) Working Day.

Identity, Authentication and Access Control

The Supplier shall operate an access control regime to ensure all users and administrators of the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier) are uniquely identified and authenticated when accessing or administering the Services. Applying the ‘principle of least privilege’, users and administrators shall be allowed access only to those parts of the ICT Environment that they require. The Supplier shall retain an audit record of accesses. 

[bookmark: _Ref381109906]Audit and Monitoring

The Supplier shall collect audit records which relate to security events in the systems or that would support the analysis of potential and actual compromises. In order to facilitate effective monitoring and forensic readiness such Supplier audit records should (as a minimum) include:

Logs to facilitate the identification of the specific asset which makes every outbound request external to the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier). To the extent the design of the Deliverables allows such logs shall include those from DHCP servers, HTTP/HTTPS proxy servers, firewalls and routers. 

Security events generated in the ICT Environment (to the extent that the ICT Environment is within the control of the Supplier) and shall include: privileged account logon and logoff events, the start and termination of remote access sessions, security alerts from desktops and server operating systems and security alerts from third party security software.

The Supplier and the Buyer shall work together to establish any additional audit and monitoring requirements for the ICT Environment. 

The Supplier shall retain audit records collected in compliance with this Paragraph 8 for a period of at least 6 Months.


Part B - ANNEX 2: Security Management Plan



[To be inserted]
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CALL-OFF SCHEDULE 10 

EXIT MANAGEMENT

OBLIGATIONS DURING THE CONTRACT PERIOD TO FACILITATE EXIT

[bookmark: _Ref492297382]The Supplier shall within 30 days from the Start Date provide to the Buyer a copy of its depreciation policy to be used for the purposes of calculating Net Book Value.

[bookmark: _Ref492660626]During the Contract Period, the Supplier shall promptly:

[bookmark: _Hlt364348582][bookmark: _Ref364241015]create and maintain a detailed register of all Supplier Assets (including description, condition, location and details of ownership and status as either Exclusive Assets or Non-Exclusive Assets and Net Book Value) and Sub-contracts and other relevant agreements required in connection with the Deliverables; and

[bookmark: _Hlt364348591][bookmark: _Hlt365641905][bookmark: _Ref364241031]create and maintain a configuration database detailing the technical infrastructure and operating procedures through which the Supplier provides the Deliverables 

("Registers").

The Supplier shall:

ensure that all Exclusive Assets listed in the Registers are clearly physically identified as such; and

[bookmark: _Ref62027068]procure that all licences for Third Party Software and all Sub-Contracts shall be assignable and/or capable of novation (at no cost or restriction to the Buyer) at the request of the Buyer to the Buyer (and/or its nominee) and/or any Replacement Supplier upon the Supplier ceasing to provide the Deliverables (or part of them) and if the Supplier is unable to do so then the Supplier shall promptly notify the Buyer and the Buyer may require the Supplier to procure an alternative Subcontractor or provider of Deliverables. 

[bookmark: _Hlt364348563][bookmark: _Hlt365641888][bookmark: _Hlt365641892][bookmark: _Ref364241382]Each Party shall appoint an Exit Manager within three (3) Months of the Start Date. The Parties' Exit Managers will liaise with one another in relation to all issues relevant to the expiry or termination of this Contract.

OBLIGATIONS TO ASSIST ON RE-TENDERING OF Deliverables

[bookmark: _Hlt364348558][bookmark: _Hlt365641855][bookmark: _Ref364242404]The Supplier shall, on reasonable notice, provide to the Buyer and/or its potential Replacement Suppliers (subject to the potential Replacement Suppliers entering into reasonable written confidentiality undertakings), such information (including any access) as the Buyer shall reasonably require in order to facilitate the preparation by the Buyer of any invitation to tender and/or to facilitate any potential Replacement Suppliers undertaking due diligence (the "Exit Information").

[bookmark: _Ref364242981]The Supplier acknowledges that the Buyer may disclose the Supplier's Confidential Information (excluding the Supplier’s or its Subcontractors’ prices or costs) to an actual or prospective Replacement Supplier to the extent that such disclosure is necessary in connection with such engagement.

The Supplier shall provide complete updates of the Exit Information on an as-requested basis as soon as reasonably practicable and notify the Buyer within five (5) Working Days of any material change to the Exit Information which may adversely impact upon the provision of any Deliverables (and shall consult the Buyer in relation to any such changes).

The Exit Information shall be accurate and complete in all material respects and shall be sufficient to enable a third party to prepare an informed offer for those Deliverables; and not be disadvantaged in any procurement process compared to the Supplier.

[bookmark: _Ref496628150]EXIT PLAN

[bookmark: _Ref496627172][bookmark: _Ref349211738]The Supplier shall, within three (3) Months after the Start Date, deliver to the Buyer an Exit Plan which complies with the requirements set out in Paragraph 3.3 of this Schedule and is otherwise reasonably satisfactory to the Buyer.

[bookmark: _Ref496628051]The Parties shall use reasonable endeavours to agree the contents of the Exit Plan. If the Parties are unable to agree the contents of the Exit Plan within twenty (20) Working Days of the latest date for its submission pursuant to Paragraph 3.1, then such Dispute shall be resolved in accordance with the Dispute Resolution Procedure. 

[bookmark: _Ref364270026]The Exit Plan shall set out, as a minimum:

a detailed description of both the transfer and cessation processes, including a timetable; 

how the Deliverables will transfer to the Replacement Supplier and/or the Buyer;

details of any contracts which will be available for transfer to the Buyer and/or the Replacement Supplier upon the Expiry Date together with any reasonable costs required to effect such transfer;

proposals for the training of key members of the Replacement Supplier’s staff in connection with the continuation of the provision of the Deliverables following the Expiry Date;

proposals for providing the Buyer or a Replacement Supplier copies of all documentation relating to the use and operation of the Deliverables and required for their continued use; 

proposals for the assignment or novation of all services utilised by the Supplier in connection with the supply of the Deliverables;

proposals for the identification and return of all Buyer property in the possession of and/or control of the Supplier or any third party;

proposals for the disposal of any redundant Deliverables and materials;

how the Supplier will ensure that there is no disruption to or degradation of the Deliverables during the Termination Assistance Period; and

any other information or assistance reasonably required by the Buyer or a Replacement Supplier.

[bookmark: _Ref496628056]The Supplier shall:

maintain and update the Exit Plan (and risk management plan) no less frequently than: 

every six (6) months throughout the Contract Period; and

[bookmark: _Ref181034216]no later than twenty (20) Working Days after a request from the Buyer for an up-to-date copy of the Exit Plan; 

as soon as reasonably possible following a Termination Assistance Notice, and in any event no later than ten (10) Working Days after the date of the Termination Assistance Notice;

as soon as reasonably possible following, and in any event no later than twenty (20) Working Days following, any material change to the Deliverables (including all changes under the Variation Procedure); and  

jointly review and verify the Exit Plan if required by the Buyer and promptly correct any identified failures.

Only if (by notification to the Supplier in writing) the Buyer agrees with a draft Exit Plan provided by the Supplier under Paragraph 3.2 or 3.4 (as the context requires), shall that draft become the Exit Plan for this Contract.  

A version of an Exit Plan agreed between the parties shall not be superseded by any draft submitted by the Supplier.

TERMINATION ASSISTANCE

[bookmark: _Hlt365641916][bookmark: _Ref364348408][bookmark: _Hlt364348453]The Buyer shall be entitled to require the provision of Termination Assistance at any time during the Contract Period by giving written notice to the Supplier (a "Termination Assistance Notice") at least four (4) Months prior to the Expiry Date or as soon as reasonably practicable (but in any event, not later than one (1) Month) following the service by either Party of a Termination Notice. The Termination Assistance Notice shall specify:

the nature of the Termination Assistance required; and

the start date and period during which it is anticipated that Termination Assistance will be required, which shall continue no longer than twelve (12) Months after the date that the Supplier ceases to provide the Deliverables.

[bookmark: _Hlt365641931][bookmark: _Ref364352273]The Buyer shall have an option to extend the Termination Assistance Period beyond the Termination Assistance Notice period provided that such extension shall not extend for more than six (6) Months beyond the end of the Termination Assistance Period and provided that it shall notify the Supplier of such this extension no later than twenty (20) Working Days prior to the date on which the provision of Termination Assistance is otherwise due to expire. The Buyer shall have the right to terminate its requirement for Termination Assistance by serving not less than (20) Working Days' written notice upon the Supplier.

In the event that Termination Assistance is required by the Buyer but at the relevant time the parties are still agreeing an update to the Exit Plan pursuant to Paragraph 3, the Supplier will provide the Termination Assistance in good faith and in accordance with the principles in this Schedule and the last Buyer approved version of the Exit Plan (insofar as it still applies).

TERMINATION ASSISTANCE PERIOD 

Throughout the Termination Assistance Period the Supplier shall:

continue to provide the Deliverables (as applicable) and otherwise perform its obligations under this Contract and, if required by the Buyer, provide the Termination Assistance;

[bookmark: _Ref364349372]provide to the Buyer and/or its Replacement Supplier any reasonable assistance and/or access requested by the Buyer and/or its Replacement Supplier including assistance and/or access to facilitate the orderly transfer of responsibility for and conduct of the Deliverables to the Buyer and/or its Replacement Supplier;

[bookmark: _Ref364349633]use all reasonable endeavours to reallocate resources to provide such assistance without additional costs to the Buyer;

[bookmark: _Ref139191739]subject to Paragraph 5.3, provide the Deliverables and the Termination Assistance at no detriment to the KPIs, the provision of the Management Information or any other reports nor to any other of the Supplier's obligations under this Contract; 

[bookmark: _Hlt365642050][bookmark: _Ref27372751][bookmark: _Ref127426020]at the Buyer's request and on reasonable notice, deliver up-to-date Registers to the Buyer;

seek the Buyer's prior written consent to access any Buyer Premises from which the de-installation or removal of Supplier Assets is required.

If it is not possible for the Supplier to reallocate resources to provide such assistance as is referred to in Paragraph 5.1.2 without additional costs to the Buyer, any additional costs incurred by the Supplier in providing such reasonable assistance shall be subject to the Variation Procedure.

[bookmark: _Ref27371932][bookmark: _Ref364349594]If the Supplier demonstrates to the Buyer's reasonable satisfaction that the provision of the Termination Assistance will have a material, unavoidable adverse effect on the Supplier's ability to meet one or more particular KPI(s), the Parties shall vary the relevant KPI(s) and/or the applicable KPI Credits accordingly.

TERMINATION OBLIGATIONS

[bookmark: _Ref127352385]The Supplier shall comply with all of its obligations contained in the Exit Plan.

[bookmark: _Ref127952817]Upon termination or expiry or at the end of the Termination Assistance Period (or earlier if this does not adversely affect the Supplier's performance of the Deliverables and the Termination Assistance), the Supplier shall:

vacate any Buyer Premises;

remove the Supplier Equipment together with any other materials used by the Supplier to supply the Deliverables and shall leave the Sites in a clean, safe and tidy condition. The Supplier is solely responsible for making good any damage to the Sites or any objects contained thereon, other than fair wear and tear, which is caused by the Supplier; 

[bookmark: _DV_M565]provide access during normal working hours to the Buyer and/or the Replacement Supplier for up to twelve (12) Months after expiry or termination to:

such information relating to the Deliverables as remains in the possession or control of the Supplier; and

[bookmark: _Ref364350038]such members of the Supplier Staff as have been involved in the design, development and provision of the Deliverables and who are still employed by the Supplier, provided that the Buyer and/or the Replacement Supplier shall pay the reasonable costs of the Supplier actually incurred in responding to such requests for access.

[bookmark: _Ref127350585]Except where this Contract provides otherwise, all licences, leases and authorisations granted by the Buyer to the Supplier in relation to the Deliverables shall be terminated with effect from the end of the Termination Assistance Period.

[bookmark: _Ref127425445]ASSETS, SUBCONTRACTS AND SOFTWARE

[bookmark: _Ref127425768]Following notice of termination of this Contract and during the Termination Assistance Period, the Supplier shall not, without the Buyer's prior written consent:

terminate, enter into or vary any Sub-contract or licence for any software in connection with the Deliverables; or

(subject to normal maintenance requirements) make material modifications to, or dispose of, any existing Supplier Assets or acquire any new Supplier Assets.

[bookmark: _Ref127426626]Within twenty (20) Working Days of receipt of the up-to-date Registers provided by the Supplier, the Buyer shall notify the Supplier setting out:

[bookmark: _Hlt365641934][bookmark: _Hlt366775972][bookmark: _Hlt366775990][bookmark: _Ref364352534][bookmark: _Ref27373383]which, if any, of the Transferable Assets the Buyer requires to be transferred to the Buyer and/or the Replacement Supplier ("Transferring Assets"); 

[bookmark: a301038][bookmark: _Ref364350801][bookmark: _Ref127958943]which, if any, of:

the Exclusive Assets that are not Transferable Assets; and 

the Non-Exclusive Assets,

the Buyer and/or the Replacement Supplier requires the continued use of; and

[bookmark: _Hlt364353982][bookmark: _Ref364353977]which, if any, of Transferable Contracts the Buyer requires to be assigned or novated to the Buyer and/or the Replacement Supplier (the "Transferring Contracts"),

in order for the Buyer and/or its Replacement Supplier to provide the Deliverables from the expiry of the Termination Assistance Period. The Supplier shall provide all reasonable assistance required by the Buyer and/or its Replacement Supplier to enable it to determine which Transferable Assets and Transferable Contracts are required to provide the Deliverables or the Replacement Goods and/or Replacement Services.

[bookmark: _Ref127425863]With effect from the expiry of the Termination Assistance Period, the Supplier shall sell the Transferring Assets to the Buyer and/or the Replacement Supplier for their Net Book Value less any amount already paid for them through the Charges. 

Risk in the Transferring Assets shall pass to the Buyer or the Replacement Supplier (as appropriate) at the end of the Termination Assistance Period and title shall pass on payment for them.

[bookmark: _Ref127425261]Where the Buyer and/or the Replacement Supplier requires continued use of any Exclusive Assets that are not Transferable Assets or any Non-Exclusive Assets, the Supplier shall as soon as reasonably practicable:

procure a non-exclusive, perpetual, royalty-free licence for the Buyer and/or the Replacement Supplier to use such assets (with a right of sub-licence or assignment on the same terms); or failing which

procure a suitable alternative to such assets, the Buyer or the Replacement Supplier to bear the reasonable proven costs of procuring the same.

[bookmark: _Ref127426673]The Supplier shall as soon as reasonably practicable assign or procure the novation of the Transferring Contracts to the Buyer and/or the Replacement Supplier.  The Supplier shall execute such documents and provide such other assistance as the Buyer reasonably requires to effect this novation or assignment.

[bookmark: _Ref37322775]The Buyer shall:

accept assignments from the Supplier or join with the Supplier in procuring a novation of each Transferring Contract; and

once a Transferring Contract is novated or assigned to the Buyer and/or the Replacement Supplier, discharge all the obligations and liabilities created by or arising under that Transferring Contract and exercise its rights arising under that Transferring Contract, or as applicable, procure that the Replacement Supplier does the same.

The Supplier shall hold any Transferring Contracts on trust for the Buyer until the transfer of the relevant Transferring Contract to the Buyer and/or the Replacement Supplier has taken place.

[bookmark: _Ref364757086][bookmark: _Ref490132304]The Supplier shall indemnify the Buyer (and/or the Replacement Supplier, as applicable) against each loss, liability and cost arising out of any claims made by a counterparty to a Transferring Contract which is assigned or novated to the Buyer (and/or Replacement Supplier) pursuant to Paragraph 7.6 in relation to any matters arising prior to the date of assignment or novation of such Transferring Contract. Clause 19 Core Terms (Other people's rights in this contract) shall not apply to this Paragraph 7.9 which is intended to be enforceable by Third Parties Beneficiaries by virtue of the CRTPA.

[bookmark: _DV_M564][bookmark: _DV_M566][bookmark: _DV_M567][bookmark: _Ref127425458]CHARGES 

Unless otherwise stated, the Buyer shall not be obliged to pay for costs incurred by the Supplier in relation to its compliance with, this Schedule.

APPORTIONMENTS 

[bookmark: _Ref364351843][bookmark: _Ref127426852]All outgoings, expenses, rents, royalties and other periodical payments receivable in respect of the Transferring Assets and Transferring Contracts shall be apportioned between the Buyer and/or the Replacement and the Supplier as follows:

the amounts shall be annualised and divided by 365 to reach a daily rate;

the Buyer or Replacement Supplier (as applicable) shall be responsible for or entitled to (as the case may be) that part of the value of the invoice pro rata to the number of complete days following the transfer, multiplied by the daily rate; and

the Supplier shall be responsible for or entitled to (as the case may be) the rest of the invoice.
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CALL-OFF SCHEDULE 12

ICT Services Contracts

1. Definitions

1.1. [bookmark: _Ref492645326]In this Schedule, the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):

		"Buyer Property" 

		the property, other than real property and IPR, including the Buyer System, any equipment issued or made available to the Supplier by the Buyer in connection with this Contract;



		"Buyer Software"

		any software which is owned by or licensed to the Buyer and which is or will be used by the Supplier for the purposes of providing the Deliverables;



		"Buyer System"

		the Buyer's computing environment (consisting of hardware, software and/or telecommunications networks or equipment) used by the Buyer or the Supplier in connection with this Contract which is owned by or licensed to the Buyer by a third party and which interfaces with the Supplier System or which is necessary for the Buyer to receive the Deliverables;



		"Defect"

		any of the following: 

any error, damage or defect in the manufacturing of a Deliverable; or

any error or failure of code within the Software which causes a Deliverable to malfunction or to produce unintelligible or incorrect results; or



		

		any failure of any Deliverable to provide the performance, features and functionality specified in the requirements of the Buyer or the Documentation (including any adverse effect on response times) regardless of whether or not it prevents the relevant Deliverable from passing any Test required under this Call-Off Contract; or

any failure of any Deliverable to operate in conjunction with or interface with any other Deliverable in order to provide the performance, features and functionality specified in the requirements of the Buyer or the Documentation (including any adverse effect on response times) regardless of whether or not it prevents the relevant Deliverable from passing any Test required under this Contract;



		"Emergency Maintenance"

		ad hoc and unplanned maintenance provided by the Supplier where either Party reasonably suspects that the ICT Environment or the Services, or any part of the ICT Environment or the Services, has or may have developed a fault;



		"ICT Environment"

		the Buyer System and the Supplier System;



		"Licensed Software"

		all and any Software licensed by or through the Supplier, its Subcontractors or any third party to the Buyer for the purposes of or pursuant to this Call-Off Contract, including any Supplier Software and/or any Third Party Software;



		"Maintenance Schedule"

		has the meaning given to it in Paragraph 8 of this Schedule;



		"Malicious Software"

		any software program or code intended to destroy, interfere with, corrupt, or cause undesired effects on program files, data or other information, executable code or application software macros, whether or not its operation is immediate or delayed, and whether the malicious software is introduced wilfully, negligently or without knowledge of its existence;



		"New Release"

		an item produced primarily to extend, alter or improve the Software and/or any Deliverable by providing additional functionality or performance enhancement (whether or not defects in the Software and/or Deliverable are also corrected) while still retaining the original designated purpose of that item;



		"Open Source Software"

		computer software that has its source code made available subject to an open-source licence under which the owner of the copyright and other IPR in such software provides the rights to use, study, change and distribute the software to any and all persons and for any and all purposes free of charge;



		"Operating Environment"

		means the Buyer System and any premises (including the Buyer Premises, the Supplier’s premises or third party premises) from, to or at which:

0. the Deliverables are (or are to be) provided; or 

0. the Supplier manages, organises or otherwise directs the provision or the use of the Deliverables; or

0. where any part of the Supplier System is situated;



		"Permitted Maintenance"

		has the meaning given to it in Paragraph 8.2 of this Schedule;



		"Quality Plans"

		has the meaning given to it in Paragraph 6.1 of this Schedule;



		"Sites"

		has the meaning given to it in Joint Schedule 1 (Definitions), but shall also include any premises from, to or at which physical interface with the Buyer System takes place;



		"Software"

		Specially Written Software, Supplier Software and Third Party Software;



		"Software Supporting Materials"

		has the meaning given to it in Paragraph 9.1 of this Schedule;



		"Source Code"

		computer programs and/or data in eye-readable form and in such form that it can be compiled or interpreted into equivalent binary code together with all related design comments, flow charts, technical information and documentation necessary for the use, reproduction, maintenance, modification and enhancement of such software;



		"Specially Written Software"

		any software (including database software, linking instructions, test scripts, compilation instructions and test instructions) created by the Supplier (or by a Subcontractor or other third party on behalf of the Supplier) specifically for the purposes of this Contract, including any modifications or enhancements to Supplier Software or Third Party Software. For the avoidance of doubt Specially Written Software does not constitute New IPR;



		"Supplier Software"

		any software which is proprietary to the Supplier (or an Affiliate of the Supplier) and identified as such in the Annex to this Schedule together with all other such software which is not identified in the Annex to this Schedule but which is or will be used by the Supplier or any Subcontractor for the purposes of providing the Deliverables or is embedded in and in respect of such other software as required to be licensed in order for the Buyer to receive the benefit of and/or make use of the Deliverables;



		"Supplier System"

		the information and communications technology system used by the Supplier in supplying the Deliverables, including the Supplier Software, the Supplier Equipment, configuration and management utilities, calibration and testing tools and related cabling (but excluding the Buyer System);



		"Third Party Software"

		any software identified as such in Annex to this Schedule together with all other software which is not listed in the Annex to this Schedule which is proprietary to any third party (other than an Affiliate of the Supplier) or any Open Source Software which is or will be used by the Supplier for the purposes of providing the Deliverables).





2. General

2.1. This Schedule is designed to provide additional provisions necessary to facilitate the provision of ICT Services falling part of the Deliverables.

3. ADDITIONAL BUYER DUE DILIGENCE REQUIREMENTS

3.1. The Supplier shall satisfy itself of all relevant details, including details relating to the following;

3.1.1. [bookmark: _Hlt362516481][bookmark: _Hlt365627344][bookmark: _Hlt365627374][bookmark: _Hlt365648611][bookmark: _Ref361842380]suitability of the existing and (to the extent that it is defined or reasonably foreseeable at the Start Date) future Operating Environment; 

3.1.2. operating processes and procedures and the working methods of the Buyer; 

3.1.3. ownership, functionality, capacity, condition and suitability for use in the provision of the Deliverables of the Buyer Assets; and

3.1.4. existing contracts (including any licences, support, maintenance and other contracts relating to the Operating Environment) referred to in the Due Diligence Information which may be novated to, assigned to or managed by the Supplier under this Contract and/or which the Supplier will require the benefit of for the provision of the Deliverables.

3.2. The Supplier confirms that it has advised the Buyer in writing of:

3.2.1. each aspect, if any, of the Operating Environment that is not suitable for the provision of the ICT Services;

3.2.2. the actions needed to remedy each such unsuitable aspect; and

3.2.3. a timetable for and the costs of those actions.

4. WARRANTY OVER LICENSED SOFTWARE 

4.1. [bookmark: _Ref358969714]The Supplier represents and warrants that:

4.1.1. it has and shall continue to have all necessary rights in and to the Licensed Software made available by the Supplier (and/or any Subcontractor) to the Buyer which are necessary for the performance of the Supplier’s obligations under this Contract including the receipt of the Deliverables by the Buyer;

4.1.2. all components of the Specially Written Software shall:

4.1.2.1. be free from material design and programming errors;

4.1.2.2. perform in all material respects in accordance with the relevant specifications contained in Call-Off Schedule 14 (Key Performance Indicators) and Documentation; and

4.1.2.3. not infringe any IPR.

5. PROVISION OF ICT SERVICES

5.1. The Supplier shall:

5.1.1. ensure that the release of any new Supplier Software or upgrade to any Supplier Software complies with the interface requirements of the Buyer and (except in relation to new Software or upgrades which are released to address Malicious Software) shall notify the Buyer three (3) Months before the release of any new Supplier Software or Upgrade;

5.1.2. ensure that all Software including upgrades, updates and New Releases used by or on behalf of the Supplier are currently supported versions of that Software and perform in all material respects in accordance with the relevant specification;

5.1.3. ensure that the Supplier System will be free of all encumbrances;

5.1.4. ensure that the Deliverables are fully compatible with any Buyer Software, Buyer System, or otherwise used by the Supplier in connection with this Contract;

5.1.5. minimise any disruption to the Services and the ICT Environment and/or the Buyer's operations when providing the Deliverables;

6. STANDARDS & QUALITY REQUIREMENTS FOR ICT SERVICES

6.1. [bookmark: _Ref490042996]The Supplier shall develop, in the timescales specified in the Order Form, quality plans that ensure that all aspects of the Deliverables are the subject of quality management systems and are consistent with BS EN ISO 9001 or any equivalent standard which is generally recognised as having replaced it ("Quality Plans").

6.2. The Supplier shall seek Approval from the Buyer (not be unreasonably withheld or delayed) of the Quality Plans before implementing them. Approval shall not act as an endorsement of the Quality Plans and shall not relieve the Supplier of its responsibility for ensuring that the Deliverables are provided to the standard required by this Contract.

6.3. Following the approval of the Quality Plans, the Supplier shall provide all Deliverables in accordance with the Quality Plans.

6.4. The Supplier shall ensure that the Supplier Staff shall at all times during the Call-Off Contract Period:

6.4.1. be appropriately experienced, qualified and trained to supply the Deliverables in accordance with this Contract;

6.4.2. apply all due skill, care, diligence in faithfully performing those duties and exercising such powers as necessary in connection with the provision of the Deliverables; and

6.4.3. obey all lawful instructions and reasonable directions of the Buyer (including, if so required by the Buyer, the ICT Policy) and provide the Deliverables to the reasonable satisfaction of the Buyer.

7. ADDITIONAL RECORDS AUDIT ACCESS FOR ICT SERVICE CONTRACTS

7.1. The Supplier shall allow any auditor access to the Supplier premises to:

7.1.1. inspect the ICT Environment and the wider service delivery environment (or any part of them);

7.1.2. review any records created during the design and development of the Supplier System and pre-operational environment such as information relating to Testing;

7.1.3. review the Supplier’s quality management Systems including all relevant Quality Plans.

8. [bookmark: _Ref490042953]MAINTENANCE OF THE ICT ENVIRONMENT 

8.1. If specified by the Buyer in the Order Form, the Supplier shall create and maintain a rolling schedule of planned maintenance to the ICT Environment ("Maintenance Schedule") and make it available to the Buyer for Approval in accordance with the timetable and instructions specified by the Buyer.

8.2. [bookmark: _Ref490042986]Once the Maintenance Schedule has been Approved, the Supplier shall only undertake such planned maintenance (which shall be known as "Permitted Maintenance") in accordance with the Maintenance Schedule.

8.3. The Supplier shall give as much notice as is reasonably practicable to the Buyer prior to carrying out any Emergency Maintenance.

8.4. The Supplier shall carry out any necessary maintenance (whether Permitted Maintenance or Emergency Maintenance) where it reasonably suspects that the ICT Environment and/or the Services or any part thereof has or may have developed a fault. Any such maintenance shall be carried out in such a manner and at such times so as to avoid (or where this is not possible so as to minimise) disruption to the ICT Environment and the provision of the Deliverables.

9. SPECIAL INTELLECTUAL PROPERTY RIGHTS CLAUSE RELATED TO ICT SERVICES

9.1. [bookmark: _Hlt359518577][bookmark: _Ref490043091][bookmark: _Ref358107952]Assignments granted by the Supplier: Specially Written Software 

9.1.1. [bookmark: _Hlt359518605][bookmark: _Hlt359518616][bookmark: _Hlt359518621][bookmark: _Hlt359518625][bookmark: _Hlt359518630][bookmark: _Ref358108259][bookmark: _Ref380155521][bookmark: _Ref459280023]The Supplier assigns (by present assignment of future rights to take effect immediately on it coming into existence) to the Buyer with full guarantee (or shall procure assignment to the Buyer), title to and all rights and interest in the Specially Written Software together with and including:

9.1.1.1. [bookmark: _Ref379808778]the Documentation, Source Code and the Object Code of the Specially Written Software; and

9.1.1.2. [bookmark: _Ref358126911]all build instructions, test instructions, test scripts, test data, operating instructions and other documents and tools necessary for maintaining and supporting the Specially Written Software and the New IPR (together the "Software Supporting Materials").

9.1.2. The Supplier shall:

9.1.2.1. inform the Buyer of all Specially Written Software or New IPRs that are a modification, customisation, configuration or enhancement to Supplier Software or Third Party Software; 

9.1.2.2. [bookmark: _Ref490056117][bookmark: _Ref358105846]deliver to the Buyer the Specially Written Software and any computer program elements of the New IPRs in both Source Code and Object Code forms together with relevant Documentation and all related Software Supporting Materials within seven days of completion or, if a relevant Milestone has been identified in a Mobilisation Plan, Achievement of that Milestone and shall provide updates of them promptly following each new release of the Specially Written Software, in each case on media that is reasonably acceptable to the Buyer and the Buyer shall become the owner of such media upon receipt; and

9.1.2.3. without prejudice to Paragraph 9.1.2.2, provide full details to the Buyer of any of the Supplier’s Existing IPRs or Third Party IPRs which are embedded or which are an integral part of the Specially Written Software or New IPR and the Supplier hereby grants to the Buyer and shall procure that any relevant third party licensor shall grant to the Buyer a perpetual, irrevocable, non-exclusive, assignable, royalty-free licence to use, sub-license and/or commercially exploit such Supplier’s Existing IPRs and Third Party IPRs to the extent that it is necessary to enable the Buyer to obtain the full benefits of ownership of the Specially Written Software and New IPRs.

9.1.3. The Supplier shall promptly execute all such assignments as are required to ensure that any rights in the Specially Written Software and New IPRs are properly transferred to the Buyer.

9.2. [bookmark: _Ref431240731]Licences granted by the Supplier: Supplier Software and Supplier Existing IPR

9.2.1. [bookmark: _Hlt359518591][bookmark: _Hlt359518608][bookmark: _Hlt359518611][bookmark: _Hlt359518614][bookmark: _Hlt359518618][bookmark: _Hlt359518623][bookmark: _Hlt359518628][bookmark: _Hlt359518632][bookmark: _Hlt359518640][bookmark: _Hlt359518645][bookmark: _Hlt359518668][bookmark: _Ref358106827][bookmark: _Ref431239815][bookmark: _Ref490056344]The Supplier hereby grants to the Buyer a perpetual, royalty-free and non-exclusive licence to use adapt, and sub-license:

9.2.1.1. [bookmark: _Hlt359518593][bookmark: _Ref349137965][bookmark: _Ref358106895][bookmark: _Ref358106894]the Supplier Software; and

9.2.1.2. the Supplier Existing IPR, 

for any purpose relating to the Deliverables (or substantially equivalent deliverables) or for any purpose relating to the exercise of the Buyer’s (or, if the Buyer is a Central Government Body, any other Central Government Body’s) business or function including (in relation to Supplier Software) the right to load, execute, store, transmit, display and copy (for the purposes of archiving, backing-up, loading, execution, storage, transmission or display)).

9.2.2. [bookmark: _Hlt359518596][bookmark: _Hlt359518600][bookmark: _Hlt359518654][bookmark: _Ref431239896]The Supplier may terminate a licence granted under Paragraph 9.2.1 by giving at least thirty (30) days’ notice in writing if there is a Buyer Cause which constitutes a material Default which, if capable of remedy, is not remedied within twenty (20) Working Days after the Supplier gives the Buyer written notice specifying the breach and requiring its remedy.

9.3. [bookmark: _Ref490056911]Buyer’s right to assign/novate licences

9.3.1. [bookmark: _Hlt359518634][bookmark: _Ref358110973][bookmark: _Hlt359518643][bookmark: _Hlt359518647]The Buyer may assign, novate or otherwise transfer its rights and obligations under the licences granted pursuant to Paragraph 9.2 (Licences granted by the Supplier: Supplier Software) to:

9.3.1.1. a Central Government Body; or

9.3.1.2. to any body (including any private sector body) which performs or carries on any of the functions and/or activities that previously had been performed and/or carried on by the Buyer.

9.3.2. [bookmark: _Hlt359518637][bookmark: _Ref358110606][bookmark: _Ref365629205]If the Buyer ceases to be a Central Government Body, the successor body to the Buyer shall still be entitled to the benefit of the licences granted in Paragraph 9.2.

9.4. [bookmark: _Ref379809086][bookmark: _Ref366775213]Third Party IPR and Third Party Software

9.4.1. [bookmark: _Ref378954550]The Supplier shall procure that the owners or the authorised licensors of any Third Party Software which is not commercial off-the-shelf software grant a direct licence to the Buyer on terms at least equivalent to those set out in Paragraph 9.2 and 9.3. If the Supplier cannot obtain such a licence, the Supplier shall:

9.4.1.1. notify the Buyer in writing giving details of what licence terms can be obtained and whether there are alternative software providers which the Supplier could seek to use; and

9.4.1.2. only use such Third Party IPR if the Buyer Approves the terms of the licence from the relevant third party.

9.4.2. [bookmark: _Hlt359518663][bookmark: _Ref358111294][bookmark: _Ref379809105]The Supplier shall procure that the owners or the authorised licensors of any Third Party Software which is commercial off-the-shelf software grants a direct licence to the Buyer on terms no less favourable than those on which such software is usually made available.

9.5. [bookmark: _Ref431241108]Licence granted by the Buyer

9.5.1. [bookmark: _Hlt358390397][bookmark: _Hlt359518665][bookmark: _Hlt359518670][bookmark: _Hlt359518672][bookmark: _Ref358121937][bookmark: _Hlt358625662][bookmark: _Hlt358390295]The Buyer grants to the Supplier a royalty-free, non-exclusive, non-transferable licence during the Contract Period to use the Buyer Software and the Specially Written Software solely to the extent necessary for providing the Deliverables in accordance with this Contract, including the right to grant sub-licences to Subcontractors provided that any relevant Subcontractor has entered into a confidentiality undertaking with the Supplier on the same terms as set out in Clause 15 (What you must keep confidential).

9.6. [bookmark: _Hlt360696975][bookmark: _Hlt359343263][bookmark: _Hlt359519055][bookmark: _Hlt359519846][bookmark: _Hlt365630092][bookmark: _Hlt365648931][bookmark: _Ref450058770]Open Source Publication

9.6.1. [bookmark: _Ref490057183]Unless the Buyer otherwise agrees in advance in writing (and subject to Paragraph 9.6.3) all Specially Written Software and computer program elements of New IPR shall be created in a format, or able to be converted (in which case the Supplier shall also provide the converted format to the Buyer) into a format, which is:

9.6.1.1. suitable for publication by the Buyer as Open Source; and 

9.6.1.2. based on Open Standards (where applicable),

[bookmark: _Ref490057096]                  and the Buyer may, at its sole discretion, publish the same as Open Source.

9.6.2. [bookmark: _Ref459286279]The Supplier hereby warrants that the Specially Written Software and the New IPR:

9.6.2.1. are suitable for release as Open Source and that the Supplier has used reasonable endeavours when developing the same to ensure that publication by the Buyer will not enable a third party to use them in any way which could reasonably be foreseen to compromise the operation, running or security of the Specially Written Software, New IPRs or the Buyer System;

9.6.2.2. have been developed using reasonable endeavours to ensure that their publication by the Buyer shall not cause any harm or damage to any party using them;

9.6.2.3. do not contain any material which would bring the Buyer into disrepute;

9.6.2.4. can be published as Open Source without breaching the rights of any third party; 

9.6.2.5. will be supplied in a format suitable for publication as Open Source ("the Open Source Publication Material") no later than the date notified to by the Buyer to the Supplier; and

9.6.2.6. do not contain any Malicious Software.

9.6.3. [bookmark: _Ref459287601]Where the Buyer has Approved a request by the Supplier for any part of the Specially Written Software or New IPRs to be excluded from the requirement to be in an Open Source format due to the intention to embed or integrate Supplier Existing IPRs and/or Third Party IPRs (and where the Parties agree that such IPRs are not intended to be published as Open Source), the Supplier shall:

9.6.3.1. [bookmark: _Ref459287505]as soon as reasonably practicable, provide written details of the nature of the IPRs and items or Deliverables based on IPRs which are to be excluded from Open Source publication; and 

9.6.3.2. include in the written details and information about the impact that inclusion of such IPRs or Deliverables based on such IPRs, will have on any other Specially Written Software and/or New IPRs and the Buyer’s ability to publish such other items or Deliverables as Open Source.

9.7. Malicious Software

9.7.1. [bookmark: _Ref490057316]The Supplier shall, throughout the Contract Period, use the latest versions of anti-virus definitions and software available from an industry accepted anti-virus software vendor to check for, contain the spread of, and minimise the impact of Malicious Software.

9.7.2. [bookmark: _Ref490057322]If Malicious Software is found, the Parties shall co-operate to reduce the effect of the Malicious Software and, particularly if Malicious Software causes loss of operational efficiency or loss or corruption of Buyer Data, assist each other to mitigate any losses and to restore the provision of the Deliverables to its desired operating efficiency.

9.7.3. Any cost arising out of the actions of the Parties taken in compliance with the provisions of Paragraph 9.7.2 shall be borne by the Parties as follows:

9.7.3.1. by the Supplier, where the Malicious Software originates from the Supplier Software, the Third Party Software supplied by the Supplier or the Buyer Data (whilst the Buyer Data was under the control of the Supplier) unless the Supplier can demonstrate that such Malicious Software was present and not quarantined or otherwise identified by the Buyer when provided to the Supplier; and

9.7.3.2. by the Buyer, if the Malicious Software originates from the Buyer Software or the Buyer Data (whilst the Buyer Data was under the control of the Buyer).






Annex: Software

SUPPLIER SOFTWARE

o	Concept Evolution – v 3.6.3.1_RTM_20131231.1

o	Contract number: CNR-01545-B5V7

o	License: Operational Concurrent Users (No License numbers)

THIRD PARTY SOFTWARE

Not used
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Call-Off SCHEDULE 13

PART A

Mobilisation PLAN

1. definitions

In this Schedule, the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):

		"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 a Deliverable by the relevant date set out in the Mobilisation Plan;



		"Deliverable Item"

		an item or feature in the supply of the Deliverables delivered or to be delivered by the Supplier at or before a Milestone Date listed in the Mobilisation Plan;



		"Milestone Payment"

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



		"Mobilisation Period"

		has the meaning given to it in Paragraph 3.1; 



		"Planned Preventative Maintenance" 

		has the meaning given to it in Paragraph 7.1;



		["Service Delivery Plan"]

		[has the meaning given to it in Paragraph 7.1.] 





1. Formation of Mobilisation Plan

A draft of the Mobilisation Plan is set out in the Annex to part of this Schedule.  The Supplier shall provide a further draft Mobilisation Plan 14 days after the Call-Off Contract Effective Date.

The draft Mobilisation Plan:

must contain information at the level of detail necessary to manage the implementation stage effectively and as the Buyer may otherwise require; and

it shall take account of all dependencies known to, or which should reasonably be known to, the Supplier.

[bookmark: _Ref365641451]Following receipt of the draft Mobilisation Plan from the Supplier, the Parties shall use reasonable endeavours to agree the contents of the Mobilisation Plan.  If the Parties are unable to agree the contents of the Mobilisation Plan within twenty (20) Working Days of its submission, then such Dispute shall be resolved in accordance with the Dispute Resolution Procedure.

The Supplier shall provide each of the Deliverable Items identified in the Mobilisation Plan by the date assigned to that Deliverable Item in the Mobilisation Plan so as to ensure that each Milestone identified in the Mobilisation Plan is Achieved on or before its Milestone Date.

The Supplier shall monitor its performance against the Mobilisation Plan and Milestones (if any) and report to the Buyer on such performance.

1. Mobilisation Plan 

[bookmark: _Ref498548909]The Mobilisation Period will commence on the Effective Date and end immediately prior to the Call-Off Start Date.

During the Mobilisation Period, the incumbent supplier shall retain full responsibility for all existing services until the Call-Off Start Date or as otherwise formally agreed with the Buyer. The Supplier's full service obligations shall formally be assumed on the Call-Off Start Date as set out in Order Form. 

In accordance with the Mobilisation Plan, the Supplier shall: 

work cooperatively and in partnership with the Buyer, incumbent supplier, and other Framework Supplier(s), where applicable, to understand the scope of Services to ensure a mutually beneficial handover of the Services; 

work with the incumbent supplier and Buyer to assess the scope of the Services and prepare a plan which demonstrates how they will mobilise the Services; 

liaise with the incumbent Supplier to enable the full completion of the Mobilisation Period activities; and 

produce a Mobilisation Plan, to be agreed by the Buyer, for carrying out the requirements within the Mobilisation Period including, key Milestones and dependencies.

The Mobilisation Plan will include detail stating:

how the Supplier will work with the incumbent Supplier and the Buyer Authorised Representative to capture and load up information such as asset data ; and

a communications plan, to be produced and implemented by the Supplier, but to be agreed with the Buyer, including the frequency, responsibility for and nature of communication with the Buyer and end users of the Services. 

In Addition, the Supplier shall: 

appoint a Supplier Authorised Representative who shall be responsible for the management of the Mobilisation Period, to ensure that the Mobilisation Period is planned and resourced adequately, and who will act as a point of contact for the Buyer;

mobilise all the Services specified in the Specification within the Call-Off Contract;

produce a mobilisation report for each Buyer Premises to encompass programmes that will fulfil all the Buyer's obligations to landlords and other tenants:

the format of reports and programmes shall be in accordance with the Buyer's requirements and particular attention shall be paid to establishing the operating requirements of the occupiers when preparing these programmes which are subject to the Buyer's approval; and

the Parties shall use reasonable endeavours to agree the contents of the report but if the Parties are unable to agree the contents within twenty (20) Working Days of its submission by the Supplier to the Buyer, then such Dispute shall be resolved in accordance with the Dispute Resolution Procedure.

manage and report progress against the Mobilisation Plan;

construct and maintain a mobilisation risk and issue register in conjunction with the Buyer detailing how risks and issues will be effectively communicated to the Buyer in order to mitigate them;

attend progress meetings (frequency of such meetings shall be as set out in the Order Form) in accordance with the Buyer's requirements during the Mobilisation Period. Mobilisation meetings shall be chaired by the Buyer and all meeting minutes shall be kept and published by the Supplier; and

ensure that all risks associated with the Mobilisation Period are minimised to ensure a seamless change of control between incumbent provider and the Supplier. 

1. Control of and changes to Mobilisation Plan

Subject to Paragraph 4.3, the Supplier shall keep the Mobilisation Plan under review in accordance with the Buyer’s instructions and ensure that it is updated on a regular basis.

The Buyer shall have the right to require the Supplier to include any reasonable changes or provisions in each version of the Mobilisation Plan.

[bookmark: _Ref490056215]Changes to any Milestones, Milestone Payments and Delay Payments shall only be made in accordance with the Variation Procedure.

Time in relation to compliance with the Mobilisation Plan shall be of the essence and failure of the Supplier to comply with the Mobilisation Plan shall be a material Default.

1. Interaction with Stakeholders during the mobilisation period

In order for the Supplier to be able to assume its duties, during the Mobilisation Period the Supplier shall undertake the routine examinations and inspections of the Buyer Premises and consider the Deliverables that it will provide during the Contract Period. 

The Supplier shall familiarise itself within 2 months before the Call-Off Start Date with the Buyer Premises and the needs of the building users. 

As a result of the familiarisation, The Supplier shall ensure that it is appropriately equipped to deal with the level of liaison and stakeholder management required, to include, but not be limited to: 

liaison;

reporting;

co-ordination and provision of services;

attendance at meetings; and

management and resolution of stakeholder issues.

By the end of the Mobilisation Period, the Supplier shall ensure that all the necessary arrangements to facilitate the continuous performance of its obligations under the Contract are assessed, and if required implemented, at and/or within the Buyer Premises.

The Supplier shall conduct site visits to Buyer Premises where weaknesses in asset data have been identified, to reassess the accuracy of the data. 

1. Security during the Mobilisation Period 

The Supplier shall note that it is incumbent upon them to understand the lead-in period for security clearances and ensure that all Supplier Staff have the necessary security clearance in place before the Call-Off Start Date. The Supplier shall ensure that this is reflected in their Mobilisation Plans. 

The Supplier shall ensure that all Supplier Staff and Subcontractors do not access the Buyer's IT systems, or any IT systems linked to the Buyer, unless they have satisfied the Buyer's security requirements.

The Supplier shall be responsible for providing all necessary information to the Buyer to facilitate security clearances for Supplier Staff and Subcontractors in accordance with the Buyer's requirements.

The Supplier shall provide the names of all Supplier Staff and Subcontractors and inform the Buyer of any alterations and additions as they take place throughout the Call-Off  Contract.

The Supplier shall ensure that all Supplier Staff and Subcontractors requiring access to the Buyer Premises have the appropriate security clearance. It is the Supplier's responsibility to establish whether or not the level of clearance will be sufficient for access. Unless prior approval has been received from the Buyer, the Supplier shall be responsible for meeting the costs associated with the provision of security cleared escort services.

If a property requires Supplier Staff or Subcontractors to be accompanied by the Buyer’s Authorised Representative, the Buyer must be given reasonable notice of such a requirement, except in the case of emergency access.

1. Planned Preventative Maintenance during the Mobilisation Period 

[bookmark: _Ref498549300]During the Mobilisation Period, the Supplier shall detail in a Service Delivery Plan any specific requirements requested by the Buyer, and the Supplier may be required to create a Planned Preventative Maintenance schedule. 

The Service Delivery Plan shall be presented to the Buyer within 30 days after the Effective Date and the Buyer shall confirm whether it agrees with the proposed plan.

The Supplier shall ensure that for all Buyer Premises a fully compliant and accurate Planned Preventative Maintenance schedule which details all required maintenance activities for the first twelve (12) Months of the Call-Off Contract is uploaded to the CAFM System.

1. Rectification of Delay in Mobilisation 

If the Supplier becomes aware that there is, or there is reasonably likely to be, a Delay under this Contract it shall: 

notify the Buyer as soon as practically possible and no later than within two (2) Working Days from becoming aware of the Delay or anticipated Delay; 

include in its notification an explanation of the actual or anticipated impact of the Delay;

comply with the Buyer’s instructions in order to address the impact of the Delay or anticipated Delay; and

use all reasonable endeavours to eliminate or mitigate the consequences of any Delay or anticipated Delay.

1. [bookmark: _Ref490056998]Delay Payments

If Delay Payments have been included in the Mobilisation Plan and a Milestone has not been achieved by the relevant Milestone Date, the Supplier shall pay to the Buyer such Delay Payments (calculated as set out by the Buyer in the Mobilisation Plan) and the following provisions shall apply:

the Supplier acknowledges and agrees that any Delay Payment is a price adjustment and not an estimate of the Loss that may be suffered by the Buyer as a result of the Supplier’s failure to Achieve the corresponding Milestone;

[bookmark: _Ref492316239]Delay Payments shall be the Buyer's exclusive financial remedy for the Supplier’s failure to Achieve a Milestone by its Milestone Date except where:

the Buyer is otherwise entitled to or does terminate this Contract pursuant to Core Terms Clause 10.4 (When CCS or the Buyer can end this contract); or 

the delay exceeds the number of days (the "Delay Period Limit") specified in the Mobilisation Plan commencing on the relevant Milestone Date;

the Delay Payments will accrue on a daily basis from the relevant Milestone Date until the date when the Milestone is Achieved;

no payment or other act or omission of the Buyer shall in any way affect the rights of the Buyer to recover the Delay Payments or be deemed to be a waiver of the right of the Buyer to recover any such damages; and

Delay Payments shall not be subject to or count towards any limitation on liability set out in Core Terms Clause 11 (How much you can be held responsible for).




ANNEX: MOBILISATION PLAN

The Mobilisation Plan is set out below and the Milestones to be Achieved are identified below:



		Applicable Milestones

		Deliverable Items

		Duration

		Start Date

		Milestone Date

		Buyer Responsibilities

		Milestone Payments

 [% of mobilisation cost]

		Delay Payments [% of mobilisation cost]



		1

		Mobilisation Set Up

		60

		01/10/2019

		02/12/2019

		Agree meeting schedule & provide RWM contact details

		20%

		1%



		2

		Due Diligence

		90

		02/12/2019

		29/02/2020

		Agree process commencement date

		25%

		1%



		3

		TUPE / Human Resources 

		59

		01/02/2020

		31/03/2020

		Timely provision of relevant TUPE data

		40%

		1%



		4

		CAFM System

		30

		01/03/2020

		31/03/2020

		Confirm security protocol to enable CAFM interface with RWM intranet and facilitate process.

		10%

		1%



		5

		Mobilisation Close Out

		30

		01/03/2020

		31/03/2020

		Agreement of Transition Plan

		5%

		1%



		The Milestones will be Achieved in accordance with this Call-Off Schedule 13: (Mobilisation Plan and Testing)

For the purposes of Paragraph 9.1.2 the Delay Period Limit shall be 7 days.
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[bookmark: _Toc461012416][bookmark: _Toc461021224]PART b

TESTING

1. DEFINITIONS 

In this Schedule, the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):

		"Component"

		any constituent parts of the Deliverables;



		"Material Test Issue"

		a Test Issue of Severity Level 1 or Severity Level 2;



		"Satisfaction Certificate"

		a certificate materially in the form of the document contained in Annex 2 issued by the Buyer when a Deliverable and/or Milestone has satisfied its relevant Test Success Criteria;



		"Severity Level"

		the level of severity of a Test Issue, the criteria for which are described in Annex 1;



		"Test Issue Management Log"

		a log for the recording of Test Issues as described further in Paragraph 8.1 of this Schedule;



		"Test Issue Threshold"

		in relation to the Tests applicable to a Milestone, a maximum number of Severity Level 3, Severity Level 4 and Severity Level 5 Test Issues as set out in the relevant Test Plan; 



		"Test Reports"

		the reports to be produced by the Supplier setting out the results of Tests;



		"Test Specification"

		the specification that sets out how Tests will demonstrate that the Test Success Criteria have been satisfied, as described in more detail in Paragraph 6 of this Schedule;



		"Test Strategy"

		a strategy for the conduct of Testing as described further in Paragraph 3 of this Schedule;



		"Test Success Criteria"

		in relation to a Test, the test success criteria for that Test as referred to in Paragraph 5 of this Schedule;



		"Test Witness"

		any person appointed by the Buyer pursuant to Paragraph 9 of this Schedule; and



		"Testing Procedures"

		the applicable testing procedures and Test Success Criteria set out in this Schedule.





1. TESTING OVERVIEW

All Tests conducted by the Supplier shall be conducted in accordance with the Test Strategy, Test Specification and the Test Plan.

The Supplier shall not submit any Deliverable for Testing:

unless the Supplier is reasonably confident that it will satisfy the relevant Test Success Criteria;

until the Buyer has issued a Satisfaction Certificate in respect of any prior, dependant Deliverable(s); and

until the Parties have agreed the Test Plan and the Test Specification relating to the relevant Deliverable(s).

The Supplier shall use reasonable endeavours to submit each Deliverable for Testing or re-Testing by or before the date set out in the Implementation Plan for the commencement of Testing in respect of the relevant Deliverable.

Prior to the issue of a Satisfaction Certificate, the Buyer shall be entitled to review the relevant Test Reports and the Test Issue Management Log.

1. [bookmark: _Ref364417457]TEST STRATEGY

The Supplier shall develop the final Test Strategy as soon as practicable after the Start Date but in any case no later than twenty (20) Working Days after the Start Date.

The final Test Strategy shall include:

an overview of how Testing will be conducted in relation to the Implementation Plan;

the process to be used to capture and record Test results and the categorisation of Test Issues;

the procedure to be followed should a Deliverable fail a Test, fail to satisfy the Test Success Criteria or where the Testing of a Deliverable produces unexpected results, including a procedure for the resolution of Test Issues;

the procedure to be followed to sign off each Test; 

the process for the production and maintenance of Test Reports and a sample plan for the resolution of Test Issues; 

the names and contact details of the Buyer and the Supplier's Test representatives;

a high level identification of the resources required for Testing including Buyer and/or third party involvement in the conduct of the Tests;

[bookmark: _Ref349210858]the technical environments required to support the Tests; and

the procedure for managing the configuration of the Test environments.

1. [bookmark: _Ref364417418]TEST PLANs

The Supplier shall develop Test Plans and submit these for Approval as soon as practicable but in any case no later than twenty (20) Working Days prior to the start date for the relevant Testing as specified in the Implementation Plan.

Each Test Plan shall include as a minimum:

the relevant Test definition and the purpose of the Test, the Milestone to which it relates, the requirements being Tested and, for each Test, the specific Test Success Criteria to be satisfied; and

a detailed procedure for the Tests to be carried out.

The Buyer shall not unreasonably withhold or delay its approval of the Test Plan provided that the Supplier shall implement any reasonable requirements of the Buyer in the Test Plan.

1. [bookmark: _Hlt365639035][bookmark: _Ref364417515]TEST SUCCESS CRITERIA

The Test Success Criteria for all Tests shall be agreed between the Parties as part of the relevant Test Plan pursuant to Paragraph 4.

1. [bookmark: _Ref492660080]TEST SPECIFICATION

Following approval of a Test Plan, the Supplier shall develop the Test Specification for the relevant Deliverables as soon as reasonably practicable and in any event at least 10 Working Days prior to the start of the relevant Testing (as specified in the Implementation Plan).

Each Test Specification shall include as a minimum:

the specification of the Test data, including its source, scope, volume and management, a request (if applicable) for relevant Test data to be provided by the Buyer and the extent to which it is equivalent to live operational data;

a plan to make the resources available for Testing;

Test scripts;

Test pre-requisites and the mechanism for measuring them; and

expected Test results, including:

a mechanism to be used to capture and record Test results; and

a method to process the Test results to establish their content.

1. TESTING

[bookmark: _Ref364416994]Before submitting any Deliverables for Testing the Supplier shall subject the relevant Deliverables to its own internal quality control measures.

The Supplier shall manage the progress of Testing in accordance with the relevant Test Plan and shall carry out the Tests in accordance with the relevant Test Specification. Tests may be witnessed by the Test Witnesses in accordance with Paragraph 9.

The Supplier shall notify the Buyer at least 10 Working Days in advance of the date, time and location of the relevant Tests and the Buyer shall ensure that the Test Witnesses attend the Tests.

The Buyer may raise and close Test Issues during the Test witnessing process.

The Supplier shall provide to the Buyer in relation to each Test:

a draft Test Report not less than 2 Working Days prior to the date on which the Test is planned to end; and

the final Test Report within 5 Working Days of completion of Testing.

Each Test Report shall provide a full report on the Testing conducted in respect of the relevant Deliverables, including:

an overview of the Testing conducted;

identification of the relevant Test Success Criteria that have/have not been satisfied together with the Supplier's explanation of why any criteria have not been met;

the Tests that were not completed together with the Supplier's explanation of why those Tests were not completed;

the Test Success Criteria that were satisfied, not satisfied or which were not tested, and any other relevant categories, in each case grouped by Severity Level in accordance with Paragraph 8.1; and

the specification for any hardware and software used throughout Testing and any changes that were applied to that hardware and/or software during Testing.

When the Supplier has completed a Milestone it shall submit any Deliverables relating to that Milestone for Testing.

Each party shall bear its own costs in respect of the Testing.  However, if a Milestone is not Achieved the Buyer shall be entitled to recover from the Supplier, any reasonable additional costs it may incur as a direct result of further review or re-Testing of a Milestone.

If the Supplier successfully completes the requisite Tests, the Buyer shall issue a Satisfaction Certificate as soon as reasonably practical following such successful completion.  Notwithstanding the issuing of any Satisfaction Certificate, the Supplier shall remain solely responsible for ensuring that the Deliverables are implemented in accordance with this Contract. 

1. TEST ISSUES

[bookmark: _Hlt365638762][bookmark: _Hlt365638769][bookmark: _Hlt365639020][bookmark: _Hlt365639073][bookmark: _Ref364417058]Where a Test Report identifies a Test Issue, the Parties shall agree the classification of the Test Issue using the criteria specified in Annex 1 and the Test Issue Management Log maintained by the Supplier shall log Test Issues reflecting the Severity Level allocated to each Test Issue.

The Supplier shall be responsible for maintaining the Test Issue Management Log and for ensuring that its contents accurately represent the current status of each Test Issue at all relevant times.  The Supplier shall make the Test Issue Management Log available to the Buyer upon request.

The Buyer shall confirm the classification of any Test Issue unresolved at the end of a Test in consultation with the Supplier.  If the Parties are unable to agree the classification of any unresolved Test Issue, the Dispute shall be dealt with in accordance with the Dispute Resolution Procedure using the Expedited Dispute Timetable.

1. [bookmark: _Ref364417931]TEST WITNESSING

The Buyer may, in its sole discretion, require the attendance at any Test of one or more Test Witnesses selected by the Buyer, each of whom shall have appropriate skills to fulfil the role of a Test Witness.

The Supplier shall give the Test Witnesses access to any documentation and Testing environments reasonably necessary and requested by the Test Witnesses to perform their role as a Test Witness in respect of the relevant Tests.

The Test Witnesses:

shall actively review the Test documentation;

will attend and engage in the performance of the Tests on behalf of the Buyer so as to enable the Buyer to gain an informed view of whether a Test Issue may be closed or whether the relevant element of the Test should be re-Tested;

shall not be involved in the execution of any Test;

shall be required to verify that the Supplier conducted the Tests in accordance with the Test Success Criteria and the relevant Test Plan and Test Specification; 

may produce and deliver their own, independent reports on Testing, which may be used by the Buyer to assess whether the Tests have been Achieved; 

may raise Test Issues on the Test Issue Management Log in respect of any Testing; and

may require the Supplier to demonstrate the modifications made to any defective Deliverable before a Test Issue is closed.

1. TEST QUALITY AUDIT

[bookmark: _Ref349211301]The Buyer or an agent or contractor appointed by the Buyer may perform on-going quality audits in respect of any part of the Testing (each a "Testing Quality Audit") subject to the provisions set out in the agreed Quality Plan.

The Supplier shall allow sufficient time in the Test Plan to ensure that adequate responses to a Testing Quality Audit can be provided.

The Buyer will give the Supplier at least 5 Working Days' written notice of the Buyer’s intention to undertake a Testing Quality Audit.

The Supplier shall provide all reasonable necessary assistance and access to all relevant documentation required by the Buyer to enable it to carry out the Testing Quality Audit.

[bookmark: _Ref492662443]If the Testing Quality Audit gives the Buyer concern in respect of the Testing Procedures or any Test, the Buyer shall prepare a written report for the Supplier detailing its concerns and the Supplier shall, within a reasonable timeframe, respond in writing to the Buyer’s report.

In the event of an inadequate response to the written report from the Supplier, the Buyer (acting reasonably) may withhold a Satisfaction Certificate until the issues in the report have been addressed to the reasonable satisfaction of the Buyer.

1. OUTCOME OF TESTING

[bookmark: _Hlt365639198][bookmark: _Ref364420628]The Buyer will issue a Satisfaction Certificate when the Deliverables satisfy the Test Success Criteria in respect of that Test without any Test Issues.

If the Deliverables (or any relevant part) do not satisfy the Test Success Criteria then the Buyer shall notify the Supplier and:

the Buyer may issue a Satisfaction Certificate conditional upon the remediation of the Test Issues; 

the Buyer may extend the Test Plan by such reasonable period or periods as the Parties may reasonably agree and require the Supplier to rectify the cause of the Test Issue and re-submit the Deliverables (or the relevant part) to Testing; or

where the failure to satisfy the Test Success Criteria results, or is likely to result, in the failure (in whole or in part) by the Supplier to meet a Milestone, then without prejudice to the Buyer’s other rights and remedies, such failure shall constitute a material Default. 

[bookmark: _Ref364420459]The Buyer shall be entitled, without prejudice to any other rights and remedies that it has under this Contract, to recover from the Supplier any reasonable additional costs it may incur as a direct result of further review or re-Testing which is required for the Test Success Criteria for that Deliverable to be satisfied.

The Buyer shall issue a Satisfaction Certificate in respect of a given Milestone as soon as is reasonably practicable following:

the issuing by the Buyer of Satisfaction Certificates and/or conditional Satisfaction Certificates in respect of all Deliverables related to that Milestone which are due to be Tested; and

performance by the Supplier to the reasonable satisfaction of the Buyer of any other tasks identified in the Implementation Plan as associated with that Milestone.

The grant of a Satisfaction Certificate shall entitle the Supplier to the receipt of a payment in respect of that Milestone in accordance with the provisions of any Implementation Plan and Clause 4 (Pricing and payments).

If a Milestone is not Achieved, the Buyer shall promptly issue a report to the Supplier setting out the applicable Test Issues any other reasons for the relevant Milestone not being Achieved.

If there are Test Issues but these do not exceed the Test Issues Threshold, then provided there are no Material Test Issues, the Buyer shall issue a Satisfaction Certificate. 

If there is one or more Material Test Issue(s), the Buyer shall refuse to issue a Satisfaction Certificate and, without prejudice to the Buyer’s other rights and remedies, such failure shall constitute a material Default.

If there are Test Issues which exceed the Test Issues Threshold but there are no Material Test Issues, the Buyer may at its discretion (without waiving any rights in relation to the other options) choose to issue a Satisfaction Certificate conditional on the remediation of the Test Issues in accordance with an agreed Rectification Plan provided that: 

any Rectification Plan shall be agreed before the issue of a conditional Satisfaction Certificate unless the Buyer agrees otherwise (in which case the Supplier shall submit a Rectification Plan for approval by the Buyer within 10 Working Days of receipt of the Buyer’s report pursuant to Paragraph 10.5); and

where the Buyer issues a conditional Satisfaction Certificate, it may (but shall not be obliged to) revise the failed Milestone Date and any subsequent Milestone Date.

1. RISK

The issue of a Satisfaction Certificate and/or a conditional Satisfaction Certificate shall not:

operate to transfer any risk that the relevant Deliverable or Milestone is complete or will meet and/or satisfy the Buyer’s requirements for that Deliverable or Milestone; or

affect the Buyer’s right subsequently to reject all or any element of the Deliverables and/or any Milestone to which a Satisfaction Certificate relates. 

[bookmark: _Toc414636339][bookmark: _Toc461012417][bookmark: _Toc461021225]
ANNEX 1: TEST ISSUES – SEVERITY LEVELS 

1. SEVERITY 1 ERROR

This is an error that causes non-recoverable conditions, e.g. it is not possible to continue using a Component.

1. SEVERITY 2 ERROR

This is an error for which, as reasonably determined by the Buyer, there is no practicable workaround available, and which:

causes a Component to become unusable; 

causes a lack of functionality, or unexpected functionality, that has an impact on the current Test; or 

has an adverse impact on any other Component(s) or any other area of the Deliverables;

1. SEVERITY 3 ERROR

This is an error which:

causes a Component to become unusable; 

causes a lack of functionality, or unexpected functionality, but which does not impact on the current Test; or 

has an impact on any other Component(s) or any other area of the Deliverables;

but for which, as reasonably determined by the Buyer, there is a practicable workaround available;

1. SEVERITY 4 ERROR

This is an error which causes incorrect functionality of a Component or process, but for which there is a simple, Component based, workaround, and which has no impact on the current Test, or other areas of the Deliverables; and

1. SEVERITY 5 ERROR

This is an error that causes a minor problem, for which no workaround is required, and which has no impact on the current Test, or other areas of the Deliverables.

[bookmark: _Toc414636341][bookmark: _Toc461012419][bookmark: _Toc461021227]
ANNEX 2: SATISFACTION CERTIFICATE

To:		[insert name of Supplier] 

From:		[insert name of Buyer]

[Insert Date dd/mm/yyyy]



Dear Sirs,

SATISFACTION CERTIFICATE

Deliverable/Milestone(s): [Insert relevant description of the agreed Deliverables/Milestones].

We refer to the agreement ("Call-Off Contract") [insert Call-Off Contract reference number] relating to the provision of the [insert description of the Deliverables] between the [insert Buyer name] ("Buyer") and [insert Supplier name] ("Supplier") dated [insert Call-Off Start Date dd/mm/yyyy].

The definitions for any capitalised terms in this certificate are as set out in the Call-Off Contract.

[We confirm that all the Deliverables relating to [insert relevant description of Deliverables/agreed Milestones and/or reference number(s) from the Implementation Plan] have been tested successfully in accordance with the Test Plan [or that a conditional Satisfaction Certificate has been issued in respect of those Deliverables that have not satisfied the relevant Test Success Criteria].

[OR]

[This Satisfaction Certificate is granted on the condition that any Test Issues are remedied in accordance with the Rectification Plan attached to this certificate.]

[You may now issue an invoice in respect of the Milestone Payment associated with this Milestone in accordance with Clause 4 (Pricing and payments)].



Yours faithfully

[Insert Name]

[Insert Position]

acting on behalf of [insert name of Buyer]
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CALL-OFF SCHEDULE 14 

 KEY PERFORMANCE INDICATORS 

definitions

In this Schedule, the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):

		"At Risk %"

		means the percentage figure identified as such in the Order Form;



		"At Risk Amount"

		means in respect of a Service Period, the amount calculated in accordance with Paragraph 3.1 of Part A of this Schedule; 



		"Earn back"

		shall have the meaning in Part A of this Schedule; 



		"Earn Back %"

		means the percentage figure identified as such in the Order Form and which shall be used determine the proportion of a KPI Credit which may be the subject of any Earn back;



		"KPI Model"

		means the model comprised in the Excel worksheet - KPI Model, and attached in the Annex A to Part A of this Schedule to be used for calculating any adjustments to the  Charges as a result of the operation of the KPI regime in this Schedule;



		"KPI At Risk Amount"

		means in relation to a KPI in respect of a Service Period, the amount calculated in accordance with Paragraph 3.3 of Part A of this Schedule; 



		"KPI Category" 

		means each of the categories in the column headed KPI Name in the Performance Criteria tab of the KPI Model;



		"KPI Category At Risk Amount"

		means in relation to a KPI Category in respect of a Service Period, the amount calculated in accordance with Paragraph 3.2 of Part A of this Schedule; 



		"KPI Failure"

		means a failure to meet the KPI Performance Measure in respect of a KPI;



		"KPI Performance Measure"

		shall be 100%; 



		"Performance Monitoring Reports"

		shall have the meaning in Part B of this Schedule; 



		"Performance Review Meetings"

		shall have the meaning in Part B of this Schedule; 



		"Persistent KPI Failure"

		means the Supplier's actual performance against the KPIs falls to or below the standard to which Paragraph 4 of Part A of this Schedule refers; and



		"Ratchet"

		shall have the meaning in Part A of this Schedule.





KPI Agreement

[bookmark: _Ref490067258]The Supplier shall at all times provide the Deliverables to meet or exceed the KPI Performance Measure for each KPI.

The Supplier acknowledges that any KPI Failure shall entitle the Buyer to the rights set out in Part A of this Schedule including the right to any KPI Credits and that any KPI Credit is a price adjustment and not an estimate of the Loss that may be suffered by the Buyer as a result of the Supplier’s failure to meet any KPI Performance Measure.

The Supplier shall send Performance Monitoring Reports to the Buyer (detailing the level of service performance which was actually achieved by the Supplier) in accordance with the provisions of Part B (Performance Monitoring) of this Schedule.

A KPI Credit shall be the Buyer’s exclusive financial remedy for a KPI Failure except where:

the KPI Failure:

has arisen due to a Prohibited Act or wilful Default by the Supplier; 

results in the corruption or loss of any Government Data; and/or

results in the Buyer being required to make a compensation payment to one or more third parties; and/or

a Persistent KPI Failure occurs and/or the Buyer is otherwise entitled to or does terminate this Contract pursuant to Clause 10.4 (When CCS or the Buyer can end this contract).

[bookmark: _Ref490067308]Not more than once in each Contract Year, the Buyer may, on giving the Supplier at least three (3) Months’ notice, change the weighting of the KPI Performance Measure in respect of one or more KPIs and the Supplier shall not be entitled to object to, or increase the Charges as a result of such changes, provided that:

the total number of KPIs for which the weighting is to be changed does not exceed the number applicable as at the Start Date; and

the principal purpose of the change is to reflect changes in the Buyer's business requirements and/or priorities or to reflect changing industry standards; and

there is no change to the At Risk %.

[bookmark: _Ref492661388]Persistent KPI FAILURE 

[bookmark: _Ref492314340]On the occurrence of a Persistent KPI Failure:

any KPI Credits that would otherwise have accrued during the relevant Service Period shall not accrue; and

the Buyer shall 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 ("Compensation for Persistent KPI Failure"),

Provided that the operation of this Paragraph 3 shall be without prejudice to the right of the Buyer to terminate this Contract and/or to claim damages from the Supplier for material Default.




PART A: KPIS AND KPI CREDITS 

1. [bookmark: _Ref426455066]KPIS

[bookmark: _Hlt365637504]If the level of performance of the Supplier:

is likely to or fails to meet any KPI Performance Measure; or

is likely to cause or causes a Persistent KPI Failure to occur, 

the Supplier shall immediately notify the Buyer in writing and the Buyer, in its absolute discretion and without limiting any other of its rights, may:

[bookmark: _Ref364421540]require the Supplier to immediately take all preventative and/or remedial action that is reasonable to mitigate the impact on the Buyer and to rectify or prevent a KPI Failure or Persistent KPI Failure from taking place or recurring; 

[bookmark: _Ref364239094]instruct the Supplier to comply with the Rectification Plan Process; 

if a KPI Failure has occurred, deduct the applicable KPI Credits payable by the Supplier to the Buyer; and/or

if a Persistent KPI Failure has occurred, exercise its right to Compensation for Persistent KPI Failure (including the right to terminate for material Default).

KPI CREDITS

[bookmark: _Hlt365637641]The Buyer shall use the Performance Monitoring Reports supplied by the Supplier to verify the calculation and accuracy of the KPI Credits, if any, applicable to each Service Period.  

KPI Credits are a reduction of the amounts payable in respect of the Deliverables and do not include VAT. The Buyer shall recover the value of any KPI Credits in accordance with Call-Off Schedule 5 (Call-Off Pricing). 

KPI Credit calculation

[bookmark: _Ref496537961]At Risk Amount

[bookmark: _Ref496545402]For a Service Period, the At Risk Amount shall be calculated in accordance with Section 2 - Calculation of Monthly Value at Risk, of the Paymech Calc Overview tab of the Payment Mechanism.

[bookmark: _Ref496540476][bookmark: _Ref496539925]KPI Category At Risk Amount 

[bookmark: _Ref497921602]The KPI Category At Risk Amount shall be calculated as follows: for each KPI Category, the At Risk Amount shall be apportioned to it in accordance with the KPI Category Weightings in the column headed KPI Weighting in the KPI Table 2 of the Performance Criteria tab of the KPI Model.

KPI At Risk Amount 

[bookmark: _Ref496540638]The KPI At Risk Amount shall be calculated as follows: the KPI Category At Risk Amount that applies to the KPI Category in which the relevant KPI resides, shall be further apportioned in accordance with the KPI Measure Weightings in the column headed KPI Weighting in the Measures - Table 3 of the Performance Criteria tab of the KPI Model.

KPI Credit 

The KPI Credit to be applied to a KPI in a Service Period for a KPI Failure shall be calculated in accordance with the Measures tab of the KPI Model by:

deducting from 100% the actual standard of performance (as a percentage, calculated using the Scoring Scales tab of the KPI Model) achieved by the Supplier against the KPI Performance Measure in that Service Period; and 

multiplying the resultant percentage by the KPI At Risk Amount.

[bookmark: _Ref497920156][bookmark: _Ref496543154]KPI CREDIT RATCHET

A ratchet will apply to the calculation of KPI Credits for frequent and repeated KPI Failures ("Ratchet").

[bookmark: _Ref497923255]The Ratchet will be applied to the calculation of KPI Credits if one or both of the following circumstances occur:

KPI Failures occur in relation to any one or more of the KPIs comprised in the same KPI Category in consecutive Service Periods; and

KPI Failures occur in relation to any one or more of the KPIs comprised in the same KPI Category in any four (4) or more of the immediately preceding twelve (12) Service Periods.

The value of the Ratchet and when it is to be applied pursuant to Paragraph 4.2, is set out in the Performance Deduction Calc tab of the Payment Mechanism.

When the Ratchet is to be applied, the relevant KPI Credit shall be the number of KPI Credits that would normally accrue for an initial KPI Failure multiplied by the value of the Ratchet, for example:

if a KPI Failure in respect of any one or more KPIs comprised in the same KPI Category occurs in two (2) consecutive Service Periods, the KPI Credits for each of the KPI Failures in the second of such Service Periods will be 1.5 times the KPI Credit that would have been applicable to them for an initial KPI Failure; and

if a KPI Failure in respect of any one or more KPIs comprised in the same KPI Category occurs in any four (4) Service Periods in the immediately preceding twelve (12) Service Periods, the KPI Credits for each of the KPI Failures in that fourth Service Period will be 1.75 times the KPI Credit that would have been applicable to them for an initial KPI Failure.

If more than one Ratchet applies to a KPI Failure in the same Service Period, the Ratchet resulting in the higher KPI Credit will be used.

[bookmark: _Ref498598254]kpi cREDIT EARN BACK

[bookmark: _Ref497921246]If:

[bookmark: _Ref497920933]in respect of a Service Period the Supplier has been liable to pay (and has paid) a KPI Credit in relation to a KPI Category; and

[bookmark: _Ref497920935]in the next Service Period, the Supplier is not liable to pay a KPI Credit in relation to the same KPI Category that was the subject of such KPI Credits in the previous Service Period,

The Supplier shall be entitled to recover a proportion of such KPI Credit ("Earn back").

The amount of the Earn back shall be calculated as the product of the KPI Credit paid in the previous Service Period in relation to the relevant KPI Category and the Earn back %.

The Supplier shall recover any Earn back to which it is entitled under this Paragraph 5 in accordance with Call-Off Schedule 5 (Call-Off Pricing).

Persistent KPI failure

A Persistent KPI Failure shall arise when one or both of the following takes place:

[bookmark: _Ref498076689]a KPI Failure in respect of any one or more of the KPIs comprised in the same KPI Category occurs in five (5) consecutive Service Periods;

a KPI Failure in respect of any one or more of the KPIs comprised in the same KPI Category occurs in any seven (7) Service Periods in the immediately preceding twelve (12) Service Periods.

A Persistent KPI Failure shall constitute a material Default of this Contract by the Supplier.



[bookmark: _Toc414636343][bookmark: _Toc461012423][bookmark: _Toc461021230][bookmark: _Hlt364693831]
ANNEXes TO PART A: 



Annex – A - KPI Model





ANNEX – B – PAYMENT MECHANISM





[bookmark: _Toc414636344][bookmark: _Toc461012424][bookmark: _Toc461021231]

PART B: PERFORMANCE MONITORING

1. [bookmark: _Hlt365636904]PERFORMANCE MONITORING AND PERFORMANCE REVIEW

[bookmark: _Hlt365636907][bookmark: _Ref365636898]The Supplier shall provide the Buyer with accurate and complete performance monitoring reports in the same format as that in the KPI Model ("Performance Monitoring Reports") which shall contain, as a minimum, the following information in respect of the relevant Service Period just ended:

for each KPI, the actual performance achieved in respect of that KPI over the relevant Service Period;

a summary of all KPI Failures that occurred during that Service Period;

details of any Persistent KPI Failures;

for any repeat failures, actions taken to resolve the underlying cause and prevent recurrence;

the KPI Credits to be applied in respect of the relevant Service Period, indicating the KPI Failures to which the KPI Credits relate; and

[bookmark: _Ref498079685]such other details as the Buyer may reasonably require from time to time.

The Parties shall attend meetings to discuss Performance Monitoring Reports ("Performance Review Meetings") on a Monthly basis. The Performance Review Meetings will be the forum for the review by the Supplier and the Buyer of the Performance Monitoring Reports.  The Performance Review Meetings shall:

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 Buyer shall reasonably require;

be attended by the Supplier's Representative and the Buyer’s Representative; and

be fully minuted by the Supplier and the minutes will be circulated by the Supplier to all attendees at the relevant meeting and also to the Buyer’s Representative and any other recipients agreed at the relevant meeting.  

The minutes of the preceding Month's Performance Review Meeting will be agreed and signed by both the Supplier's Representative and the Buyer’s Representative at each meeting.

[bookmark: _Ref498079686]The Supplier shall provide to the Buyer such documentation and information as the Buyer may reasonably require in order to verify the level of the performance by the Supplier and to calculate the amount of KPI Credits for any specified Service Period.

SATISFACTION SURVEYS

[bookmark: _Hlt365637459][bookmark: _Ref365637440][bookmark: _Toc349230508][bookmark: _Toc349230509][bookmark: _Toc349230615][bookmark: _Toc349230624][bookmark: _Toc349230661][bookmark: _Toc349230715][bookmark: _Toc349230717][bookmark: _Toc349231564][bookmark: _Toc348712421][bookmark: _Toc348712423][bookmark: _Toc348712425][bookmark: _Toc349230720][bookmark: _Toc349231566][bookmark: _Toc348712427][bookmark: _Toc348712429][bookmark: _Toc349230723][bookmark: _Toc348712431][bookmark: _Toc349230725][bookmark: _Toc349231569][bookmark: _Toc349230741][bookmark: _Toc349231585][bookmark: _Toc349232221][bookmark: _Toc349230757][bookmark: _Toc349230765][bookmark: _Toc349231607][bookmark: _Toc349232238][bookmark: _Toc349230785][bookmark: _Toc349231627][bookmark: _Toc349230790][bookmark: _Toc349231632][bookmark: _Toc349230792][bookmark: _Toc349230803][bookmark: _Toc349231642][bookmark: _Toc349232261][bookmark: _Toc349230813][bookmark: _Toc349231652][bookmark: _Toc349232271][bookmark: _Toc349230815][bookmark: _Toc349231654][bookmark: _Toc349232273][bookmark: _Toc349230822][bookmark: _Toc349231661][bookmark: _Toc349232279][bookmark: _Toc349230832][bookmark: _Toc348712442][bookmark: _Toc349230834][bookmark: _Toc349231671][bookmark: _Toc349230841][bookmark: _Toc349231678][bookmark: _Toc349232291][bookmark: _Toc349230869][bookmark: _Toc348712444][bookmark: _Toc348712446][bookmark: _Toc348712448][bookmark: _Toc349230895][bookmark: _Toc349231722][bookmark: _Toc349230912][bookmark: _Toc349230938][bookmark: _Toc349231748][bookmark: _Toc348712500][bookmark: _Toc349231028][bookmark: _Toc349231805][bookmark: _Toc348712594][bookmark: _Toc349231076][bookmark: _Toc349231179][bookmark: _Toc349231185][bookmark: _Toc348712710][bookmark: _Toc348712716][bookmark: _Toc349231204]The Buyer may undertake satisfaction surveys in respect of the Supplier's provision of the Deliverables. The Buyer shall be entitled to notify the Supplier of any aspects of their performance of the provision of the Deliverables which the responses to the Satisfaction Surveys reasonably suggest are not in accordance with this Contract.

Ref: RWM200

Attachment 3 -Annex C - Key Performance Indicators (RWM) v0.1 no Data.xlsx

Guidance


						Customer Specific Requirements


						Within this spreadsheet, all cells highlighted in yellow should be completed by the customer based on their KPI requirements. The pre-populated KPIs, Measures and Scoring Scales throughout this spreadsheet are only examples. Customers should look to amend these to better reflect the needs of their requirement, as part of their ITT pack, then remove the shading.








						Within this spreadsheet, all cells highlighted in green should be completed by the supplier/customer on a monthly basis to allow calculation of KPI achievements and potential performance deduction values.








						Performance Criteria sheet


						This sheet shows the summarised position of the value at risk and performance deductions attributed to KPIs, both at a grouped and individual level.


						The information is structured as follows:


						Cell Reference			Description			Customer build instruction (pre ITT)			Monthly instruction (within contract)





						Table 1. Financials


						C5			Defines the percentage of the value at risk for the contract.			Enter the KPI value at risk for your contract. Maximum is 6%.			None


						C6			Defines the monthly value of the contract.			None			Enter/ensure correct value for the period being assessed


						C7			Defines the value of variation events undertaken during the month.			None			Enter/ensure correct value for the period being assessed


						C8			Calculates the total value at risk for the month.			None			None





						Table 2. KPIs


						A13 to A18			Defines the KPI names			Enter up to 10 KPIs titles dependent on your requirements. If using less than ten KPIs just leave some cells blank.			None


						B13 to B18			Defines the weighting attributed to each KPI.			Enter weighting for each KPI. Total must add up to 100%.			None


						C13 to C18			Automatically calculates the value at risk attributable to each KPI.			None			None


						D13 to D18			Automatically calculates the performance deductions for the month attributable to each KPI.			None			None





						Table 3. Measures


						A23 to A36			Defines which KPI the individual Measure is attributed to.			Select (from the drop down box) the KPI you are putting a Measure against. Every KPI needs at least one Measure. We suggest a maximum of 5 Measures per KPI to avoid dilution.			None


						B23 to B36			Defines the Measure Reference for each individual Measure.			Create a Measure Reference code per Measure for easy reference.			None


						C23 to C36			Defines the weighting attributed to each Measure.			Enter a weighting per Measure. Within each KPI, the Measure weightings must add up to 100%.			None


						D23 to D36			Automatically calculates the value at risk attributable to each Measure.			None			None


						E23 to E36			Automatically calculates the performance deductions attributable to each Measure.			None			None





						B19, C37 & D37			These cells contain error checking formulas to ensure that the weightings and value at risk calculations are correct. In the event of an error, a message in red highlighting the problem will be displayed.			None			None





						Measures sheet


						This sheet lists all of the Measures applicable to the contract KPIs. It defines the requirement for each Measure, and states how performance will be measured for the performance calculations.


						The information is structured as follows:


						Cell Reference			Description			Customer build instruction			Monthly instruction


						Column A			Shows the KPI against which individual Measures will be calculated.			None			None


						Column B			Shows the Measure Reference for each individual Measure.			None			None


						Column C			Defines the requirement for each Measure.			Enter a description for each Measure			None


						Column D			Defines how each Measure will be measured for performance purposes.			Enter a description of how each Measure should be calculated monthly			None


						Column E			Defines the unit of measure type to be used for performance calculations. 			Enter the unit of measure applicable to the Measure - should the result be a Percentage, Number or Qualitative (pass/fail)?			None


						Columns F - H			Contains the results received from the supplier in relation to the Measure performance.			None			The monthly result should be entered into the relevant green shaded cell per Measure.


						Column I			Defines which scale is to be used for performance calculations.			Select the scoring scale to be used to calculate the Measure score based on the result entered monthly. 			None


						Column J			Automatically calculates the score achieved based on the relevant result provided in columns F to H.			None			None


						Column K			Automatically calculates the deduction applicable for each Measure based on the score achieved in column J.			None			None





						Scoring Scales sheet


						This sheet contains the various performance scales used against which individual Measures are scored


						Cell Reference			Description			Customer build instruction			Monthly instruction


						Columns B - I			Contains 3 different scoring scales for the 'number' unit of measure.			Select the scoring scale to be used to calculate the Measure score based on the result entered monthly. Example Scoring Scales are already input and can be selected dependent on the result required per Measure, or the scales can be amended by the customer. Ensure the correct scale is chosen to match the unit of measure for each Measure - score tables 1 - 3 are for 'Number', score tables 4 - 6 are for 'percentage', and score table 7 is for 'Pass/Fail' units of measure.			None


						Columns K - R			Contains 3 different scoring scales for the 'percentage' unit of measure.


						Columns T - U			Contains the Pass / Fail scoring scales for the 'qualitative' unit of measure.











Performance Criteria


			Table 1. Financials


			Financial overview


			Percentage of the Call Off Contract value at risk						6.00%


			Call Off Contract Current Month Value


			Value of variation events in this month


			Total Value at risk for the month						£0


			Table 2. KPIs





			KPI Name			KPI Weighting			KPI Value at Risk			KPI Deduction


			CAFM and Helpdesk Services			5%			£0			£0


			Maintenance Services			25%			£0			£0


			Cleaning Services			15%			£0			£0


			Sustainabilty			5%			£0			£0


			Benchmarking & continuous improvement			5%			£0			£0


			General standards			45%			£0			£0


						


			Table 3. Measures





			KPI Name			Measure Reference			Measure Weighting			Measure Value at Risk			Measure Deduction


			CAFM and Helpdesk Services			CFM M1			50%			£0			


			CAFM and Helpdesk Services			CFM M2			50%			£0			


			Maintenance Services			MAINT M1			30%			£0			


			Maintenance Services			MAINT M5			35%			£0			


			Maintenance Services			MAINT M6			35%			£0			


			Cleaning Services			CLEAN M1			50%			£0			


			Cleaning Services			CLEAN M2			50%			£0			


			Sustainabilty			SUS M3			50%			£0			


			Sustainabilty			SUS M4			50%			£0			


			Benchmarking & continuous improvement			BCI M2			100%			£0			


			General standards			GEN M5			25%			£0			


			General standards			GEN M6			25%			£0			


			General standards			GEN M8			25%			£0			


			General standards			GEN M9			25%			£0			


												











Measures


																								Pass


																								Fail


			KPI Name			Measure Reference			Measure requirement			Measure achievement calculation			Achievement 
Unit of Measure			Achievement value (%)			Achievement value (number)			Achievement value (Input either 'Pass' or 'Fail')			Scoring Scale			Score			Deduction %


			CAFM and Helpdesk Services			CFM M1			Provide a fully functioning and always available Helpdesk system in accordance with the contractual requirements.			Number of instances where failure to provide the Helpdesk resulted in complaints from the customer in accordance with the complaints process.

Measured as the number of service failure complaints raised.			Number												Low									


			CAFM and Helpdesk Services			CFM M2			All telephone calls to the helpdesk must be answered within 6 rings.			Monthly Service Report will stipulate % of calls answered within required timeframe.

Calculated as the number of calls answered within limit divided by the total number of calls received.			Percentage												Med									


			Maintenance Services			MAINT M1			Development of a Planned Maintenance Maintenance Schedule in accordance with the contractual requirements			PPM schedule capturing the requirements of all Authority's assets to be developed, agreed and uploaded on the CAFM system thirty (30) working days prior to contract commencement. 			Qualitative												Pass/Fail									


			Maintenance Services			MAINT M5			Full compliance of all Statutory PPM activities, with all activities completed to specified anniversary dates as detailed within the Planned Preventative Maintenance Schedule on the CAFM system.			All PPM tasks generated via the CAFM system completed satisfactorily to scheduled PPM anniversary dates.
No statutory PPM tasks not completed satisfactorily by the FM Supplier in-month. 			Qualitative												Pass/Fail									


			Maintenance Services			MAINT M6			Respond to reactive breakdowns in compliance with the SLRs and Service Standards.			Failure to respond and rectify  reactive breakdowns in compliance contractual timeframe.

Calculated as the total number of reactive breakdown events completed in-month to agreed time divided by the total number of reactive breakdown events due for completion in-month.			Percentage												High									


			Cleaning Services			CLEAN M1			All areas to satisfy the Service Requirements prior to the commencement of each business day.			All areas of Affected Property meeting the cleaning standards at commencement of business operations each day.			Qualitative												Pass/Fail									


			Cleaning Services			CLEAN M2			All Reactive Requests Cleaning Events will be responded to within the required timeframe and to the required standard as detailed within the SLR's and Service Standards 			No failure to respond and rectify within the required timeframe as detailed within the contract			Number												High									


			Sustainabilty			SUS M3			To provide a report monthly on each energy source in sufficient detail to determine CO2 emissions  via a CO2 emissions report.			Number of failures to provide the CO2 emissions report.

Measured as the number of inadequate or not received reports.			Number												High									


			Sustainabilty			SUS M4			Suppliers are required to drive continuous reduction of carbon emissions and are encouraged to suggest innovative ways to reduce the estates' carbon footprint.			Number of initiatives put forward by Supplier to reduce carbon emissions.

Measured as 'Are the initiatives raised in the Continuous Improvement Plan relevant to Carbon Reduction?'			Qualitative												Pass/Fail									


			Benchmarking & continuous improvement			BCI M2			Number of Continuous Improvement initiatives put forward as a result of new and evolving technologies.			Did the Supplier meet the agreed number of initiatives.			Qualitative												Pass/Fail									


			General standards			GEN M5			Supplier attendance at SMT [Monthly] meetings.			Did the Supplier's Key Staff make themselves, or a suitable replacements available to attend all required Supplier and Call Off Employer meetings, as defined in the contract.			Qualitative												Pass/Fail									


			General standards			GEN M6			All CAFM generated SLA work orders completed within SLA timeframes.			Number of work orders completed within SLA timeframe.

Calculated as the total number of work orders completed within SLA timeframe as a percentage of the total number of work orders.			Percentage												High									


			General standards			GEN M8			Security Clearance - All FM supplier personnel, including third party supplier personnel, employed on the call-off contract, must possess the appropriate level of security clearance (including any specific customer clearance).			Number of personnel without required level of clearance.			Number												High									


			General standards			GEN M9			Monthly report is to contain the information required in the specification.			Number of failures by the Supplier to provide an accurate monthly report to the customer.  The report is not to miss any information that would lead to an incorrect reporting of performance.			Number												High									











Lookup


						Number			Percentage			Qualitative						UnitofMeasurementType												AchievementValueQualitative


						Low			Low			Pass/Fail						UnitofMeasurementTypeSelected												Pass


						Med			Med									Number			Percentage			Qualitative						Fail


						High			High									G			F			H











Scoring Scales


						Scoring Scales for Unit of Measure: Number																											Scoring Scales for Unit of Measure: Percentage (%)																											Scoring Scales for Unit of Measure: Qualitative


						Score Table 1									Score Table 2									Score Table 3									Score Table 4									Score Table 5									Score Table 6									Score Table 7


						Low									Medium									High									Low									Medium									High									Pass			100%


						Value Achieved			Contractor Score						Value Achieved			Contractor Score						Value Achieved			Contractor Score						Value Achieved			Contractor Score						Value Achieved			Contractor Score						Value Achieved			Contractor Score						Fail			0%


						0			100%						0			100%						0			100%						0%			0%						0%			0%						0%			0%


						1			95%						1			90%						1			80%						1%			0%						1%			0%						1%			0%


						2			95%						2			80%						2			50%						2%			5%						2%			0%						2%			0%


						3			90%						3			70%						3			0%						3%			5%						3%			0%						3%			0%


						4			90%						4			60%						4			0%						4%			5%						4%			0%						4%			0%


						5			80%						5			50%						5			0%						5%			10%						5%			0%						5%			0%


						6			80%						6			25%						6			0%						6%			10%						6%			0%						6%			0%


						7			70%						7			10%						7			0%						7%			10%						7%			0%						7%			0%


						8			70%						8			5%						8			0%						8%			10%						8%			0%						8%			0%


						9			60%						9			0%						9			0%						9%			10%						9%			0%						9%			0%


						10			60%						10			0%						10			0%						10%			25%						10%			0%						10%			0%


						11			50%						11			0%						11			0%						11%			25%						11%			0%						11%			0%


						12			50%						12			0%						12			0%						12%			25%						12%			0%						12%			0%


						13			40%						13			0%						13			0%						13%			25%						13%			0%						13%			0%


						14			40%						14			0%						14			0%						14%			25%						14%			0%						14%			0%


						15			20%						15			0%						15			0%						15%			25%						15%			0%						15%			0%


						16			20%						16			0%						16			0%						16%			25%						16%			0%						16%			0%


						17			10%						17			0%						17			0%						17%			25%						17%			0%						17%			0%


						18			10%						18			0%						18			0%						18%			25%						18%			0%						18%			0%


						19			5%						19			0%						19			0%						19%			25%						19%			0%						19%			0%


						20			5%						20			0%						20			0%						20%			40%						20%			10%						20%			0%


						21			0%						21			0%						21			0%						21%			40%						21%			10%						21%			0%


						22			0%						22			0%						22			0%						22%			40%						22%			10%						22%			0%


						23			0%						23			0%						23			0%						23%			40%						23%			10%						23%			0%


						24			0%						24			0%						24			0%						24%			40%						24%			10%						24%			0%


						25			0%						25			0%						25			0%						25%			40%						25%			10%						25%			0%


						26			0%						26			0%						26			0%						26%			40%						26%			10%						26%			0%


						27			0%						27			0%						27			0%						27%			40%						27%			10%						27%			0%


						28			0%						28			0%						28			0%						28%			40%						28%			10%						28%			0%


						29			0%						29			0%						29			0%						29%			40%						29%			10%						29%			0%


						30			0%						30			0%						30			0%						30%			60%						30%			25%						30%			0%


						31			0%						31			0%						31			0%						31%			60%						31%			25%						31%			0%


						32			0%						32			0%						32			0%						32%			60%						32%			25%						32%			0%


						33			0%						33			0%						33			0%						33%			60%						33%			25%						33%			0%


						34			0%						34			0%						34			0%						34%			60%						34%			25%						34%			0%


						35			0%						35			0%						35			0%						35%			60%						35%			25%						35%			0%


						36			0%						36			0%						36			0%						36%			60%						36%			25%						36%			0%


						37			0%						37			0%						37			0%						37%			60%						37%			25%						37%			0%


						38			0%						38			0%						38			0%						38%			60%						38%			25%						38%			0%


						39			0%						39			0%						39			0%						39%			60%						39%			25%						39%			0%


						40			0%						40			0%						40			0%						40%			80%						40%			50%						40%			0%


						41			0%						41			0%						41			0%						41%			80%						41%			50%						41%			0%


						42			0%						42			0%						42			0%						42%			80%						42%			50%						42%			0%


						43			0%						43			0%						43			0%						43%			80%						43%			50%						43%			0%


						44			0%						44			0%						44			0%						44%			80%						44%			50%						44%			0%


						45			0%						45			0%						45			0%						45%			80%						45%			50%						45%			0%


						46			0%						46			0%						46			0%						46%			80%						46%			50%						46%			0%


						47			0%						47			0%						47			0%						47%			80%						47%			50%						47%			0%


						48			0%						48			0%						48			0%						48%			80%						48%			50%						48%			0%


						49			0%						49			0%						49			0%						49%			80%						49%			50%						49%			0%


						50			0%						50			0%						50			0%						50%			100%						50%			60%						50%			0%


						51			0%						51			0%						51			0%						51%			100%						51%			60%						51%			0%


						52			0%						52			0%						52			0%						52%			100%						52%			60%						52%			0%


						53			0%						53			0%						53			0%						53%			100%						53%			60%						53%			0%


						54			0%						54			0%						54			0%						54%			100%						54%			60%						54%			0%


						55			0%						55			0%						55			0%						55%			100%						55%			60%						55%			0%


						56			0%						56			0%						56			0%						56%			100%						56%			60%						56%			0%


						57			0%						57			0%						57			0%						57%			100%						57%			60%						57%			0%


						58			0%						58			0%						58			0%						58%			100%						58%			60%						58%			0%


						59			0%						59			0%						59			0%						59%			100%						59%			60%						59%			0%


						60			0%						60			0%						60			0%						60%			100%						60%			70%						60%			0%


						61			0%						61			0%						61			0%						61%			100%						61%			70%						61%			0%


						62			0%						62			0%						62			0%						62%			100%						62%			70%						62%			0%


						63			0%						63			0%						63			0%						63%			100%						63%			70%						63%			0%


						64			0%						64			0%						64			0%						64%			100%						64%			70%						64%			0%


						65			0%						65			0%						65			0%						65%			100%						65%			70%						65%			0%


						66			0%						66			0%						66			0%						66%			100%						66%			70%						66%			0%


						67			0%						67			0%						67			0%						67%			100%						67%			70%						67%			0%


						68			0%						68			0%						68			0%						68%			100%						68%			70%						68%			0%


						69			0%						69			0%						69			0%						69%			100%						69%			70%						69%			0%


						70			0%						70			0%						70			0%						70%			100%						70%			80%						70%			0%


						71			0%						71			0%						71			0%						71%			100%						71%			80%						71%			0%


						72			0%						72			0%						72			0%						72%			100%						72%			80%						72%			0%


						73			0%						73			0%						73			0%						73%			100%						73%			80%						73%			0%


						74			0%						74			0%						74			0%						74%			100%						74%			80%						74%			0%


						75			0%						75			0%						75			0%						75%			100%						75%			80%						75%			0%


						76			0%						76			0%						76			0%						76%			100%						76%			80%						76%			0%


						77			0%						77			0%						77			0%						77%			100%						77%			80%						77%			0%


						78			0%						78			0%						78			0%						78%			100%						78%			80%						78%			0%


						79			0%						79			0%						79			0%						79%			100%						79%			80%						79%			0%


						80			0%						80			0%						80			0%						80%			100%						80%			90%						80%			0%


						81			0%						81			0%						81			0%						81%			100%						81%			90%						81%			0%


						82			0%						82			0%						82			0%						82%			100%						82%			90%						82%			0%


						83			0%						83			0%						83			0%						83%			100%						83%			90%						83%			0%


						84			0%						84			0%						84			0%						84%			100%						84%			90%						84%			0%


						85			0%						85			0%						85			0%						85%			100%						85%			90%						85%			0%


						86			0%						86			0%						86			0%						86%			100%						86%			90%						86%			0%


						87			0%						87			0%						87			0%						87%			100%						87%			90%						87%			0%


						88			0%						88			0%						88			0%						88%			100%						88%			90%						88%			0%


						89			0%						89			0%						89			0%						89%			100%						89%			90%						89%			0%


						90			0%						90			0%						90			0%						90%			100%						90%			100%						90%			0%


						91			0%						91			0%						91			0%						91%			100%						91%			100%						91%			0%


						92			0%						92			0%						92			0%						92%			100%						92%			100%						92%			0%


						93			0%						93			0%						93			0%						93%			100%						93%			100%						93%			0%


						94			0%						94			0%						94			0%						94%			100%						94%			100%						94%			0%


						95			0%						95			0%						95			0%						95%			100%						95%			100%						95%			10%


						96			0%						96			0%						96			0%						96%			100%						96%			100%						96%			25%


						97			0%						97			0%						97			0%						97%			100%						97%			100%						97%			50%


						98			0%						98			0%						98			0%						98%			100%						98%			100%						98%			75%


						99			0%						99			0%						99			0%						99%			100%						99%			100%						99%			100%


						100			0%						100			0%						100			0%						100%			100%						100%			100%						100%			100%
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Paymech Calc Overview


			Payment Mechanism Calculation




















			Payment for month number





			Therefore in Payment Mechanism, Contract Month 'n' = 





			SECTION 1: Calculation of Baseline Monthly Payment





			Contract Base Cost for Month including indexation (excluding TUPE)





			Contract Month Variation Cost including indexation in Month 





			Baseline Monthly Payment =						£0.00





			SECTION 2: Calculation of Monthly Value at Risk 





			Formula for "Monthly Value at Risk" =						Baseline Monthly Payment x Value at Risk %





			Value at Risk % =





			Monthly Total Value at Risk =						£0.00





			Input for Pass Through Costs for Previous Contract Month





			Monthly Pass Through Cost for Month -1			=





			Input of Work Orders for Previous Contract Month





			Monthly Work Order Cost for Month -1			=





			SECTION 3: Input TUPE Risk Premium for Previous Month





			Monthly TUPE Risk Premium for Month -1			=





			SECTION 4: Calculation of Performance Adjustment and Earnback for Previous Month








			Monthly Performance Adjustment for Month -1			=			£0





			Monthly Earnback for Month -1			=			£0





			Monthly Total Performance Adjustment and Earnback =						ERROR:#VALUE!





			SECTION 5: Calculation of the Monthly Payment





			Monthly Payment for Month			 = 			Payment for Month is Blank





			Monthly Payment for Final Contract Month			 = 			Payment for Month is Blank








Performance Deduction Calc





			Table 1: RATCHET OPTIONS			Ratchet Value			Consecutive Failure						Failure over a 12 Month Rolling Period


			Default			1


			Ratchet 1			1.5			2						3


			Ratchet 2			1.75			3						4,5


			Ratchet 3			2			4						6,7,8,9,10,11,12





			`			Contract Year 1																																				Contract Year 2																																				Contract Year 3																																				Contract Year 4																																				Contract Year 5


			Table 1: ACTUAL DEDUCTIONS
Copy and paste values from the KPI Model:
'Performance Criteria' tab
Table 2: KPIs
'KPI Deduction' column.			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			56			57			58			59			60


			CAFM and Helpdesk Services


			Maintenance Services


			Cleaning Services


			Sustainabilty


			Benchmarking & continuous improvement


			General standards





			Table 2: Record of KPI Pass/Fail per Service			Contract Year 1																																				Contract Year 2																																				Contract Year 3																																				Contract Year 4																																				Contract Year 5


						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			56			57			58			59			60


			CAFM and Helpdesk Services			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass


			Maintenance Services			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass


			Cleaning Services			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass


			Sustainabilty			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass


			Benchmarking & continuous improvement			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass


			General standards			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass			Pass








			Table 3: Calculation of Failure Over a 12 Month Period			Contract Year 1																																				Contract Year 2																																				Contract Year 3																																				Contract Year 4																																				Contract Year 5


						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			56			57			58			59			60


			CAFM and Helpdesk Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Maintenance Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Cleaning Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Sustainabilty			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Benchmarking & continuous improvement			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			General standards			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0








			Table 4: Calculation of Consecutive Failure			Contract Year 1																																				Contract Year 2																																				Contract Year 3																																				Contract Year 4																																				Contract Year 5


						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			56			57			58			59			60


			CAFM and Helpdesk Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Maintenance Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Cleaning Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Sustainabilty			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Benchmarking & continuous improvement			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			General standards			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0








			Table 5: Calculation of Deduction (uses highest figure from table 3 or table 4 above)			Contract Year 1																																				Contract Year 2																																				Contract Year 3																																				Contract Year 4																																				Contract Year 5


						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			56			57			58			59			60


			CAFM and Helpdesk Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Maintenance Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Cleaning Services			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Sustainabilty			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			Benchmarking & continuous improvement			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			General standards			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0








			Table 6:  Monthly Total Value at Risk Cap			Contract Year 1																																				Contract Year 2																																				Contract Year 3																																				Contract Year 4																																				Contract Year 5


						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			56			57			58			59			60


			This is capped at 6% of the total of the Baseline Monthly Payment for the month in question.			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0


			TOTAL DEDUCTIONS			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0			£0








Perf Earnback_Retention Calc


			EARNBACK/RETENTION





			Table 1 - Contract Duration


			Contract Month


			0			Contract Annual Period 1 - Month																																				Contract Annual Period 2 - Month																																				Contract Annual Period 3 - Month																																				Contract Annual Period 4 - Month																																				Contract Annual Period 5 - Month


			Contract Year 1 - Contract Month Split
ACTUAL DEDUCTIONS			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			56			57			58			59			60			Actual Deductions - Total for Designated Contract Month Period (£)			Earnback Amount Due from Previous Contract Month @ 50% (£)


			CAFM and Helpdesk Services			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£50.00			£50.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£50.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£50.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£50.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0


			Maintenance Services			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0


			Cleaning Services			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0


			Sustainabilty			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0


			Benchmarking & continuous improvement			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0


			General standards			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0.00			£0


																																																																																																																																																																																										£0.00			£0.00
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CALL-OFF SCHEDULE 15



CONTRACT MANAGEMENT

1. Definitions

1.1 [bookmark: _Ref492645326]In this Schedule, the following words shall have the following meanings and they shall supplement Joint Schedule 1 (Definitions):

		"Supplier's Contract Manager 

		The person appointed by the Supplier to oversee the operation of the Call-Off Contract and any alternative person whom the Supplier intends to appoint to the role, provided that the Supplier informs the Buyer prior to the appointment. 





2. MANAGEMENT OF THE Deliverables

2.1 The Parties shall ensure that appropriate resource is made available on a regular basis such that the aims, objectives and specific provisions of this Contract can be fully realised.

3. Contract Management Mechanisms

3.1 Both Parties shall pro-actively manage risks attributed to them under the terms of this Call-Off  Contract.

3.2 The Supplier shall develop, operate, maintain and amend, as agreed with the Buyer, processes for:

the identification and management of risks;

3.2.1 the identification and management of issues; and

3.2.2 monitoring and controlling project plans (including Mobilisation Plan, Test Plan, Rectification Plan and Security Management Plan).

3.3 The Supplier allows the Buyer's Authorised Representative to inspect at any time within working hours the accounts and records which the Supplier is required to keep.

3.4 The Supplier will maintain a Risk Register which is a register of the risks which are listed in the Order Form and the risks which the Buyer's Authorised Representative and/ or the Supplier have identified. 

4. SUPPLIER'S CONTRACT MANAGER'S RESPONSIBILITIES

4.1 The Supplier's Contract Manager's shall be:

the primary point of contact to receive communication from the Buyer and will also be the person primarily responsible for providing information to the Buyer; 

able to delegate his position to another person at the Supplier but must inform the Buyer before proceeding with the delegation and it will be delegated person's responsibility to fulfil the Contract Manager's responsibilities and obligations; 

able to cancel any delegation and recommence the position himself; and

replaced only after the Buyer has received notification of the proposed change. 

4.2 The Buyer may provide revised instructions to the Supplier's Contract Manager's in regards to the Contract and it will be the Supplier's Contract Manager's responsibility to ensure the information is provided to the Supplier and the actions implemented. 

4.3 Receipt of communication from the Supplier's Contract Manager's by the Buyer does not absolve the Supplier from its responsibilities, obligations or liabilities under the Contract.



































































Annex 1 



1. [bookmark: bmCompoundReference]Supplier Meetings

1.1.   Contract review meetings shall take place at the Buyer’s premises on a monthly basis during the first week of each calendar month or otherwise agreed between the Buyer and the Supplier;

1.2.  The Supplier shall prepare a monthly progress report and issue to the Buyer one week prior to the contract review meeting. The monthly progress report will contain as minimum financial information, performance against agreed KPI’s, risks and any other criteria agreed between the Supplier and the Buyer; and 

1.3.   The Supplier shall collate and distribute minutes from the contract review meetings.



[bookmark: bmCompoundReference_1]
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CALL-OFF SCHEDULE 16



BENCHMARKING

DEFINITIONS

In this Schedule, the following expressions shall have the following meanings:

		"Benchmarked Rates"

		the Charges for the Benchmarked Deliverables;



		"Benchmarker"

		1. a neutral and independent third party with knowledge and experience of financial matters in relation to the Benchmarked Deliverables;



		"Benchmark Review"

		a review of the Deliverables carried out in accordance with this Schedule to determine whether those Deliverables represent Good Value;



		"Benchmarked Deliverables"

		any Deliverables included within the scope of a Benchmark Review pursuant to this Schedule;



		"Comparable Rates"

		rates payable by the Comparison Group for Comparable Deliverables that can be fairly compared with the Charges;



		"Comparable Deliverables"

		deliverables that are identical or materially similar to the Benchmarked Deliverables (including in terms of scope, specification, volume and quality of performance) provided that if no identical or materially similar Deliverables exist in the market, the Supplier shall propose an approach for developing a comparable Deliverables benchmark;



		"Comparison Group"

		a sample group of organisations providing Comparable Deliverables which consists of organisations which are either of similar size to the Supplier or which are similarly structured in terms of their business and their service offering so as to be fair comparators with the Supplier or which, are best practice organisations;



		"Equivalent Data"

		data derived from an analysis of the Comparable Rates and/or the Comparable Deliverables (as applicable) provided by the Comparison Group;



		"Good Value"

		that the Benchmarked Rates are within the Upper Quartile; and



		"Upper Quartile"

		in respect of Benchmarked Rates, that based on an analysis of Equivalent Data, the Benchmarked Rates, as compared to the range of prices for Comparable Deliverables, are within the top 25% in terms of best value for money for the recipients of Comparable Deliverables.





GENERAL

The Supplier acknowledges that the Buyer wishes to ensure that the Deliverables, represent value for money to the taxpayer throughout the Contract Period.  

This Schedule sets out the following processes to ensure the Contracts represent value for money throughout and the Buyer may terminate the Contract by issuing a Termination Notice to the Supplier if the Supplier refuses or fails to comply with its obligations as set out in Paragraphs 3 of this Schedule.

BENCHMARKING

Frequency, Purpose, Cost, Nomination and Scope of Benchmark Review

The Buyer may, by written notice to the Supplier, require a Benchmark Review of any or all of the Deliverables.

The Buyer shall not be entitled to request a Benchmark Review during the first twelve (12) Month period from the Contract Start Date or at intervals of less than twelve (12) Months after any previous Benchmark Review. 

The purpose of a Benchmark Review will be to establish whether the Benchmarked Deliverables are, individually and/or as a whole, Good Value.

The Deliverables that are to be the Benchmarked Deliverables will be identified by the Buyer in writing.

The Buyer’s request for a Benchmark Review shall nominate a Benchmarker.  The Supplier must approve the nomination within ten (10) Working Days unless the Supplier provides a reasonable explanation for rejecting the appointment.   If the appointment is rejected then the Buyer may propose an alternative Benchmarker.  If the Parties cannot agree the appointment within twenty (20) days of the initial request for Benchmark review then a Benchmarker shall be selected by the Royal Institution of Chartered Surveyors. 

The cost of a Benchmarker shall be borne by the Buyer (provided that each Party shall bear its own internal costs of the Benchmark Review) except where the Benchmark Review demonstrates that the Benchmarked Service and/or the Benchmarked Deliverables are not Good Value, in which case the Parties shall share the cost of the Benchmarker is such proportions as the Parties agree (acting reasonably). Invoices by the Benchmarker shall be raised against the Supplier and the relevant portion shall be reimbursed by the Buyer.

Benchmarking Process

[bookmark: _Ref365988031]The Benchmarker shall produce and send to the Buyer, for Approval, a draft plan for the Benchmark Review which must include:

a proposed cost and timetable for the Benchmark Review;

a description of the benchmarking methodology to be used which must demonstrate that the methodology to be used is capable of fulfilling the benchmarking purpose; and

a description of how the Benchmarker will scope and identify the Comparison Group. 

[bookmark: _Ref365987948]The Benchmarker, acting reasonably, shall be entitled to use any model to determine the achievement of value for money and to carry out the benchmarking. 

[bookmark: _Ref492661344]The Buyer must give notice in writing to the Supplier within ten (10) Working Days after receiving the draft plan, advising the Benchmarker and the Supplier whether it Approves the draft plan, or, if it does not approve the draft plan, suggesting amendments to that plan (which must be reasonable). If amendments are suggested then the Benchmarker must produce an amended draft plan and this Paragraph 3.2.3 shall apply to any amended draft plan.

Once both Parties have approved the draft plan then they will notify the Benchmarker.  No Party may unreasonably withhold or delay its Approval of the draft plan.

Once it has received the Approval of the draft plan, the Benchmarker shall:

finalise the Comparison Group and collect data relating to Comparable Rates. The selection of the Comparable Rates (both in terms of number and identity) shall be a matter for the Supplier's professional judgment using:

market intelligence;

the Benchmarker’s own data and experience;

relevant published information; and

pursuant to Paragraph 3.2.7 below, information from other suppliers or purchasers on Comparable Rates;

by applying the adjustment factors listed in Paragraph 3.2.7 and from an analysis of the Comparable Rates, derive the Equivalent Data;

using the Equivalent Data, calculate the Upper Quartile;

determine whether or not each Benchmarked Rate is, and/or the Benchmarked Rates as a whole are, Good Value.

[bookmark: _Ref365988113]The Supplier shall use all reasonable endeavours and act in good faith to supply information required by the Benchmarker in order to undertake the benchmarking.  The Supplier agrees to use its reasonable endeavours to obtain information from other suppliers or purchasers on Comparable Rates.

[bookmark: _Ref366091348]In carrying out the benchmarking analysis the Benchmarker may have regard to the following matters when performing a comparative assessment of the Benchmarked Rates and the Comparable Rates in order to derive Equivalent Data:

the contractual terms and business environment under which the Comparable Rates are being provided (including the scale and geographical spread of the Buyers);

exchange rates;

any other factors reasonably identified by the Supplier, which, if not taken into consideration, could unfairly cause the Supplier's pricing to appear non-competitive.

Benchmarking Report:

For the purposes of this Schedule "Benchmarking Report" shall mean the report produced by the Benchmarker following the Benchmark Review and as further described in this Schedule;

The Benchmarker shall prepare a Benchmarking Report and deliver it to the Buyer, at the time specified in the plan Approved pursuant to Paragraph 3.2.3, setting out its findings.  Those findings shall be required to:

include a finding as to whether or not a Benchmarked Service and/or whether the Benchmarked Deliverables as a whole are, Good Value;

if any of the Benchmarked Deliverables are, individually or as a whole, not Good Value, specify the changes that would be required to make that Benchmarked Service or the Benchmarked Deliverables as a whole Good Value; and 

include sufficient detail and transparency so that the Party requesting the Benchmarking can interpret and understand how the Supplier has calculated whether or not the Benchmarked Deliverables are, individually or as a whole, Good Value.

The Parties agree that any changes required to this Contract identified in the Benchmarking Report shall be implemented at the direction of the Buyer in accordance with Core Terms Clause 24 (Changing the contract).
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