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INTRODUCTION	
The Home Office Centre for Applied Science and Technology (CAST) carry out their own portable appliance testing and inspection in between the contracted suppliers formal regime, and require a supplier to provide a series of training courses for those individuals who will be performing the inspections.  
[bookmark: _Toc407636072]PURPOSE
[bookmark: _Toc407636073][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]2.1	To enable staff to work effectively and safely, using the correct equipment, and having the appropriate knowledge when carrying our tests and inspections both theoretically and practically.  
background to the authority
We are a unique team of scientists and engineers at the heart of the Home Office providing expert advice, innovation and frontline support. We are the primary science and technology interface between Home Office ministers and policy makers, frontline delivery partners, and the suppliers of science and technology. Understanding the policy and operational context of Home Office business allows us to operate where others cannot for reasons of impartiality, national security or market failure.
We support the full range of Home Office interests in policing and tackling crime, counterterrorism, border security and controlling immigration. Our extensive in-house skills and expertise, coupled with access to industrial, academic and international networks, ensures that we are able to provide the right advice and support, irrespective of the problem. 
We have a diverse work environment including offices, and a variety of technical facilities and laboratories.
[bookmark: _Toc407636074]Background to requirement/OVERVIEW of requirement
[bookmark: _Toc297554774]CAST have a number of staff who are trained in portable appliance, and the testing internally has been done on an ad hoc basis.  The intention is to re-train these individuals and setup an on-going arrangement for refresher training. 
It is anticipated that up to 5 persons will be trained every year but not guaranteed. 
[bookmark: _Toc407636075]Scope of Requirements
The successful supplier(s) will be expected to provide all elements of the requirement as per section (5.2 to 5.9.4.3).
It is anticipated that a successful supplier will provide the requirements at 5.10.3 and 5.10.4, requirements at 5.10.1 and 5.10.2 may be provided for separately.
Accreditations and Approvals
The supplier must be authorised to carry out training services of Seaward products.
The supplier must be accredited to the National Inspection Council for Electrical Installation Contracting (NICEIC) and optionally one of the following: 
CHAS
Constructionline
Supply Hertfordshire
Training requirements
The service should be provided for a three year period from date of award with the option to extend for one year.
The service provider should adhere to the appropriate health and safety related legislation and best practice but not limited to including subject specific legislation The Electricity at Work Regulations 1989 and Provision and Use of Work Equipment Regulations 1998.
Individuals will receive the majority of the training at the supplier’s facility, however on the annual refresher training should be provided at the St Albans and/or Horsham CAST sites, exact locations noted in section 8.  
The requirement is for four courses that cover theory and practical aspects: a formal qualification, on-line refresher plus equipment with compatible software training: 
City & Guilds 2377-22 Portable Appliance Testing: A Basic Introduction & Practical Guide
Objectives
Unit 1: Legislation and responsibility
Health & Safety at Work Act & Regulations
Electricity at Work Regulations
Housing Act
Who Has Responsibility
Unit 2: Competence, training and experience
The User
The Duty Holder
The Test Operative
Unit 3: Types of equipment and equipment construction
Types of Equipment
Classes of Equipment
Unit 4: The Inspection process and testing procedure
Performing Product Inspections
Safety Considerations
Testing After Repair
Unit 5: Risk assessment and record keeping
Assessing the Risk
Maintenance Intervals
Record Keeping
The course should be classroom based and this part should last for no more than 3 days.
The course should be assessed by an on-line multiple choice examination (1hr 45mins in duration, with 50 questions) and a practical assessment.
Successful candidates will receive a City & Guilds certificate.
Portable Appliance Testing - A Practical Guide
Objectives
Unit 1: Legislation
Unit 2: Responsibilities
Unit 3: Competence, training and experience
Unit 4: Types of equipment
Unit 5: Classed of equipment construction
Unit 6: Inspection process
Unit 7: Combined inspection and testing procedure
Unit 8: Electrical tests
Unit 9: Frequency of inspection and testing based on risk assessment
Unit 10: Record keeping
Online course based on industry guidance, and should be no more than 4 hours.
All candidates will undertake an online assessment, and once successful will receive a certificate to confirm their completion of the course.
Apollo 500 Training Course
Objectives
Unit 1: An introduction to PAT Testing
Brief overview of the requirements for electrical safety testing in the workplace
Unit 2: Identifying the appliance
Skills to identify appliances by type as defined by the Code of Practice and defines which tests that are necessary to ensure safe and comprehensive testing
Unit 3: Commonly used tests
Commonly used tests required to comply with PAT testing best practice
All aspects of testing from visual inspection through to functional checks and polarity testing
How to comply with the IET Code of Practice 4th Edition
Unit 4: Understanding & setting up Apollo 500
Identifying and utilising the features of Apollo 500
How to configure Apollo 500 to meet your specific requirements
Unit 5: Using Apollo 500
Manual and automatic testing demonstration, followed by a supervised practical session
Managing test results, with label downloads & results storage
The course should be classroom based and this part should last for no more than 1 day.
All candidates will receive a certificate to confirm their attendance and completion of the course.
PATGuard 3 Software Training Course
Objectives
Unit 1: An introduction to PATGuard 3
A brief overview of the requirements as to why electrical safety testing is required
Unit 2: Understanding the database structure
How test results are stored in the database and how recording additional information will help you become more efficient and make the most of the reports
Unit 3: Importing legacy databases
How to transfer other supported existing record based systems into PATGuard
Unit 4: Personalising your database
How to use the test record options to record additional asset information
Unit 5: Uploading and downloading
How to download results from the tester into the database, and then when required upload the data back to the tester for re-testing
Unit 6: Re-tests and e-mail alerts
How to set and manage the re-test period
How to schedule, configure and trigger email alerts to their clients when re-tests are due
Unit 7: Managing the PA resource
How to monitor the PAT tester's usage from minute to minute
The course should be classroom based and this part should last for no more than 1 day.
All candidates will receive a certificate to confirm their attendance and completion of the course.
[bookmark: _Toc398795275][bookmark: _Toc302637211][bookmark: _Toc407636076]service levels and performance
The Authority will measure the quality of the Supplier’s delivery by 
Receiving positive feedback greater than 50% from the delegates.
Acting on any feedback given by the Authority for the purpose of Continuous Improvement. 
[bookmark: _Toc407636077]Additional Requirements

In order to achieve complete automation of the Procure to Pay process, payment can only be made for services rendered, interim payments will not be considered unless previously agreed prior to contract award.  Suppliers should take this into consideration when outlining their costs and payment terms.

Each invoice MUST state a valid purchase order number as issued by the Home Office. 

Each invoice should list an elemental breakdown of services supplied.

Payment will be made 30 days following receipt of a correctly submitted invoice.

All invoices should be submitted for the attention of Accounts Payable at the following address(s):

Home Office Shared Service Centre
PO Box 5015
Newport
Gwent
NP20 9BB

Tel:      01633 581644
E:         post-room-rescan@homeoffice.gsi.gov.uk

[bookmark: _Toc407636078]Location
Individuals will receive the majority of the training at the supplier’s facility, however on an annual basis a refresher training is required to be delivered at CAST sites,
The full addresses are
St Albans – Woodcock Hill, Sandridge, St Albans, Herts AL4 9HQ.
Horsham – Langhurst House, Langhurstwood Road, Horsham, West Sussex RH12 4WX.
[bookmark: _Toc407636079]Security requirements
The successful organisation is required to inform CAST at least 24 hours in advance of the individuals who will be visiting site to ensure they have appropriate access and escort.
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