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	Neighbourhoods and Housing


REQUEST FOR QUOTATION

MARKET STALL MANAGEMENT SERVICES - HOXTON SATURDAY MARKET
Project Ref:


2016/HPS/005/N&H

	From (Contact Officer):
	Max Philip

	Service Area:
	Markets

	Address:
	Keltan House, 89-115 Mare Street, E8 4RU

	Email:
	max.philips@hackney.gov.uk

	Telephone Number:
	020 8356 8379

	Date:
	17 June 2016


	OPEN ADVERTISMENT
	

	
	

	
	

	Return Quote By:
	8th July 2016

	Return To:
	max.philips@hackney.gov.uk


Please submit your firm, fixed price quotation for the services above as set out in this request.  Prices should be exclusive of VAT.
	Full Description of Services:
	The London Borough of Hackney is looking to establish a new contract with a suitable organisation for the management of setting up and dismantling of market stalls at Hoxton Street Market every Saturday. The London Borough of Hackney has 40No. 3m x 3m gazebos and up to 10 metal frame modular market stalls that are to be setup and dismantled each Saturday before and after the market trading day. 
See attached specification at the end of this document.

	Envisaged Contract Start Date:
	1st September 2016

	Services required for:
	Two (2) years with an option to extend for a further one (1) year.

	Expenses:
	The quoted price must be inclusive of all expenses that may arise from delivery of the services



	Site visit:
	Any potential tenderer is welcome to make a site visit prior to the closing date, to see the market site, the storage area and stalls to be used. Please contact Parris Langridge at parris.langridge@hackney.gov.uk .


Your quotation will imply agreement with the London Borough of Hackney’s Services Conditions of Contract (embedded below) which will apply in the event of an order being placed. No other terms and conditions will apply.
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Please note that the information in relation to this contract should be treated as confidential.
Yours
Max Philip
Authorised to sign for and on behalf of London Borough of Hackney
Hoxton Street Market 

Stall Management Framework 

The London Borough of Hackney is currently looking to establish a new contract with a suitable organisation for the management of setting up and dismantling of market stalls at Hoxton Street Market every Saturday. The London Borough of Hackney will have 40 3m x 3m gazebos and up to 10 metal frame modular market stalls that are to be setup and dismantled each Saturday before and after the market trading day. 
The London Borough of Hackney also reserve the right to approach the provider to introduce another scheme on a short term basis, subject to them being able to demonstrate sufficient resources to cover the main contract plus the additional trail location.
Background

The London Borough of Hackney committed to an investment strategy to help develop Hoxton Street Market which was implemented from May 2013. To attract new traders LBH trialled a scheme by which market stalls were provided and setup for traders, removing the need for traders to bring their own. As this was a trial project the market stalls were hired in before LBH made a decision to invest in purchasing stalls.

Stalls

In combination with other strategic incentives the market has grown steadily and in 2014 LBH invested in purchasing metal frame modular market stalls to reduce the costs to the Service and the traders. The Council have now purchased 40 3m x 3m heavy duty gazebos for the market and are going to retain 10 of the metal frame modular market stalls for use as and when required (see Appendix A for inventory and stall information). The stalls are set up and dismantled each Saturday before and after the market trading day.  

Storage

All stalls are stored in three shipping containers on Stanway Street just off Hoxton Street. The contractor will ensure this area is kept secure at all times and the shipping containers securely locked when not in use. The storage area has lighting for use in the winter months

Requirements

The contractor will be required to safely transport, erect and dismantle the predominately Gazebo stalls along with up to 10 metal framework stalls, PVC covers and weights on a layout for the markets as specified in advance by the Markets Team. The contractor will provide all labour, materials, vehicles and equipment required to carry out the services, with the exception of metal trolleys for transporting the gazebos which are provided and maintained by the Council.

· Safely move and construct the Gazebos/metal frames that makes up the stalls

· Safely move, place and secure the PVC covers/canopies, and walls if required, on all types of stall

· Lift, carry and correctly place the stall weights

· Fit and secure the PVC covers to the metal framework

· Safely lift, carry and fit any wooden table tops that sit in the stalls (does not apply to gazebos)

· Check all stalls fully, safely and securely constructed
· Safely dismantle stalls and PVC covers and transport back to storage

· Place in secure storage and ensure fully locked

· Ensure the market area is clear and safe for public access once all stalls are erected for the commencement of the market day, with no undue hazards

· Ensure all work is carried out safely taking account of both the public and traffic access during setting up and dismantling.

· Ensure that the market area is left clear and fit for safe public access after breaking down with no stalls, fixtures or materials left in situ
· Ensure market area clean from any dirt/waste created from erecting and dismantling the stalls
· Ensure that noise is kept to a minimum so as not to disturb local residents.

Working day

The trading hours for the market are: 0900 to 1600
Maximum time period for erecting stalls 06:00 – 08:00
Maximum time period for dismantling stalls 17:00 – 19:00 

Market Days 

The Market is held every Saturday except where it should fall on a Christmas day or Boxing day.

In addition, the contractor may be required to set up and break down stalls for special market days on an ad hoc basis. The Council will give the contractor a minimum of four weeks’ notice of any special market days and there will be no more than 6 per year. 

Layout
The Markets Team will provide the contractor with a market layout for each market, 36 hours prior to the market. The Council reserves the right to alter the markets layout and increase or decrease the number of stalls at any time, and will inform the contractor when this is required.
Management Commitments
The contractor will commit to making sure the process of erecting and dismantling the stalls is done as quietly and effectively as possible taking utmost consideration of residents on Hoxton Street and the surrounding area.

The contractor will commit to making sure that there is always sufficient staff in place to fulfil the requirements each market day and that the worked is completed within the agreed timeframe.
Contractor staff

All staff employed by the contractor must at all times wear clean clothes and a high visibility vest with the company logo. Safety footwear should be worn and gloves for adequate grip. Contractor staff must also carry a form of company ID with them at all times and the Council or its authorised representatives are entitled to require staff to produce such ID on request.
Equipment and Vehicles
All equipment and vehicles required for the work are to be provided by the contractor and the contractor will be permitted to use such vehicles as deemed necessary provided that all operations fully comply with Health and Safety and other regulatory conditions. All mechanical equipment and vehicles proposed for use in this contract must be approved by the council before the commencement of the contract. Any change to the original vehicles and equipment list throughout the life of the contract should be notified to the Council and approved prior to use. The exception to this is that the Council will provide and maintain the trolleys to transport the gazebos/metal frame stalls to and from the storage area and the market. The contractor will be expected to inform the Council by the Monday following a market if any equipment needs repairing and how and when that equipment was damaged.  It is expected htat the contractor will not misuse the equipment, the cost of any repairs for any damage due to misuse will be charged back to the contractor
Health and Safety
Safety is a priority for the Council within markets, the contractor will therefore agree to abide by the Council health and safety regulations, see below, as well as providing the Council with a copy of their own health and safety policy in the tender response and a full risk assessment prior to being awarded the contract. The Council will also share their risk assessment of the market, along with any risk assessment reviews carried out.
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Emergency Structure
In the event of an emergency or adverse weather conditions, the contractor must be able to take prompt action to secure stalls or take down all stalls from the market as may be directed by the Markets team. The Council will agree with the contractor the process for this eventuality and reasonable timescales to achieve this on the day, in advance of the contract commencing, with a maximum response time of arriving on site to begin dismantling stalls of 90 minutes from callout by the Council.
Maintenance and Repairs
The contractor will also have responsibility for carrying out general assessments on the safety and suitability of each stall, weights and accessories and report immediately to the Market team any defect identified.  

The contractor will provide the necessary support to the market team for ordering or replacing defective stalls or components and will keep an up to date inventory of condition / number of stalls, weights and accessories.  An inventory is attached at Appendix A.
Communication and Reporting
The Contractor will be responsible for setting up the number of stalls each Saturday as required by the market team, in line with the agreed market layout and design.

The contractor will complete a work sheet at the end of each market and send these to the council on a monthly basis. The worksheet will include:

· Details of any breakages or defects and date of any reporting and remedial action taken

· Duration of time on site

· Any complaints received and action taken

· Any problems encountered

· Signature of person in charge

· Market date

Contract Duration and Review

The contract will run for two years with the option to extend for a further year, there will be quarterly contract reviews between the Council and the Contractor to review the operation of the contract.
Inspections

The contractor will permit the Council and any markets inspectors to inspect the stalls at any time on market days and at other time with reasonable notice. A copy of any report from the inspection will be sent to the contractor on the following Monday.

Complaints procedure
The contractor will be required to adhere to the approved procedure for dealing with complaints. Records will be kept of all complaints, action taken and details provided to the Council. The Council complaints procedure is attached at Appendix B.
Payment Terms
Payment will normally be made on receipt of a monthly invoice and payment shall be made within 30 days of receipt of invoice. However the Council are open to considering a more frequent invoicing / payment regime (we can pay weekly for a discounted price). 
RFQ Responses

Responses must include a pricing and quality submission (answers to the questions / requirements posed below):
Evaluation Criteria and Scoring Methodology

The following weightings will be applied to the evaluation of the responses:

· Price: 50% of the final score

· Quality: 50% of the final score
Pricing

This is a fixed price contract for the initial term of 2 years subject to any variations required to accommodate the London Living Wage.  Subject to the Council taking the decision to extend the contract for a further year, consideration will be given to a request for a reasonable increases in the 3rd year. 
The price evaluated will be the total cost over the initial 2 year term of the contract and will be worth a total of 50% of the overall marks for this quotation. 
Please see an illustrated example below for clarity:

Example –     4 Tenders provide their costs to the council
	Tenderer A
	Tenderer B
	Tenderer C
	Tenderer D

	15,849
	17,094
	25,497
	31,246

	50%
	46.36%
	31.08%
	25.36%


 

A = 15,849 and gets the full score available: 50%

 

B divided by A = X     17,094

                                 [image: image2.png]


          = 1.0785

                                  15,849

 

Proportional score        50      

                                  [image: image3.png]


          =   46.36%  =  Score awarded to Tenderer B
                                  1.0785

Quality (50%)
The 50% Quality will be assessed based on the evaluation criteria in table 1 below: 

	Evaluation Criteria
	Components
	Maximum score

	Company information
	Bidders details
	Not scored

	Financial Standing
	Is the company financially sound.  The Council will review the bidders’ credit rating using the Dunn & Bradstreet credit referencing organisation. The Council reserves the right to request further information to establish a company’s financial standing should there be any cause for concern.
	Pass / Fail

	Previous experience 
	What previous experience has the contractor had in setting up market stalls? 
What experience has the contractor had with street markets in general? 
What experience has the contractor had managing staff? 
	10%

5%

5%



	Insurance
	Confirmation that the levels of required insurance can and will be provided
	Pass / Fail

	Social Value
	Commitment to employing Hackney residents
	10%

	Equipment & Vehicles
	Consideration of equipment and vehicles you will be providing to undertake the work
	5%

	Health & Safety
	An appropriate H&S policy
	Pass / Fail

	Risk Assessment
	how you will undertake the risk assessment
	10%

	Maintenance & Repairs
	how you will assess the safety and suitability of each stall prior to the beginning of the market
	5%


Table 1. Evaluation Criteria

The mechanism for scoring the qualitative responses is set out below. 
	Score
	Rationale
	Definition

	0
	Response contains insufficient information to make a judgement, or is otherwise wholly unsatisfactory
	Wholly unsatisfactory

	1
	Response contains significant omissions, weaknesses or concerns, or is otherwise unsatisfactory
	Unsatisfactory

	2
	Response contains some omissions, weaknesses or concerns
	Cause for concern

	3
	Indicates an acceptable response
	Acceptable

	4
	Indicates a very good response
	Very good

	5
	Indicates an excellent response
	Outstanding


Pricing

The price must be inclusive of all expenses and staff must be paid at a rate that is equal to or greater than the London Living Wage (LLW) which is currently £9.40.  Bidders are reminded that this is a fixed cost contract which is subject to change only in consideration of the LLW.
The costs needs to be provided in two ways:

1. For 20, 30, 35, 40, 45, 50, 55 or 60 gazebos, with both a total cost for that number and a breakdown of cost per stall.
2. The individual cost per stall of setting up any of the modular framed stalls. 

Timescale – please add associated timescales of setting up and then dismantling the stalls with each estimate above.

	Gazebos
	Total cost for the day
	Cost per stall
	Number of staff required
	Time required to set up
	Time required to break down

	20
	
	
	
	
	

	30
	
	
	
	
	

	35
	
	
	
	
	

	40
	
	
	
	
	

	45
	
	
	
	
	

	50
	
	
	
	
	

	55
	
	
	
	
	

	60
	
	
	
	
	

	Modular Framed stall
	
	Cost per stall
	
	Time required to set up
	Time required to break down

	Individual stall
	
	
	
	
	


Note: Although we own 40 gazebos, if the market grows we will purchase more gazebos. There will be a maximum of 10 modular framed stalls for use.
Bidders are also required to provide supporting details of their pricing structure clearly setting out any costs in addition to the above if applicable (management, administration, Profit, equipment & Maintenance).  Failure to do so may result in the bid being rejected.
Quality Response Questions
Bidders are required to provide a statement not exceeding 1 x A4 sheet for each question (with the exception of the Health and Safety policy).
1. Company details – All relevant company details including name, registered address, key company contact name, telephone number, email address, Company URL (if available), details of registration with Companies House, makeup of the organisation (number of staff and job roles)

2. Relevant Experience – Please sent out your organisations relevant experience in setting up and taking down market stalls, and managing this process for markets.
3. Insurance – Please confirm that, should you win this contract, you are able to obtain the following insurances.  NOTE – Insurance is not essential at this stage.  However failure to obtain insurance will mean that the London Borough of Hackney will be unable to enter into contract with the organisation and the next highest bidder will be awarded the contract:-
· Public Liability Insurance; minimum £5 million
· Employers Liability Insurance; minimum £5 million
4. Social Value ​– Please set out your recruitment proposals to employ Hackney residents providing a commitment to the percentage of Hackney residents being employed on this contract.
5. Equipment and vehicles – Please set out the equipment and vehicles you will be providing to undertake the work.

6. Health and safety – Please attach a copy of your health and safety policy.
7. Risk Assessment – Please explain how you will undertake the risk assessment of setting up and breaking down the stalls.

8. Maintenance and repairs – please state how you will assess the safety and suitability of each stall prior to the beginning of the market.
Appendix A
Inventory of Market Stalls
Gazebos: 

40 fold up frames

40 roof canopies

80 side walls

40 back walls

160 weights

Modular frames
10 modular frames

10 canopies

10 back walls

20 side walls
Appendix B
Complaints

If you have a complaint, please let us know and we will do our best to resolve the issue. We want to learn from our mistakes and so we can prevent similar problems in the future.

This page is for general complaints. There are separate processes for:

• adult social care complaints

• children's social care complaints

• complaints about schools

• disputing parking tickets

• appealing planning decisions

• disputing housing benefit decisions

•complaints about council staff

•recruitment and employment matters

• complaints about councillors

How to make a complaint

You can also write to us or telephone using the contact details below.

Information you need to provide

We'd like to know:

•what service are you complaining about

•what you think the Council did wrong

•what you think the Council should do to put things right

Help us to help you by providing any relevant dates, names of staff and copies of relevant letters or other documents to support your complaint.

Complaints about council staff

Some complaints include issues about the conduct of council staff or staff working on behalf of the Council. In such cases, the usual complaints procedure will be followed, but there are also separate processes governing these issues which may include the involvement of human resources and a review by our code of conduct officers.

Given the nature of an investigation into staff behaviour and to ensure we comply with data protection rules, it may not be possible to keep you fully informed of any outcome or specific action taken against a member of staff. We will work to the agreed complaints process and address all other issues raised in the agreed timescales.

The officer investigating your complaint will provide you with as much information as allowed but this will be dependent on the nature of the complaint and will be considered on a case by case basis. 

Complaints procedure

How your complaint will be handled

Resolution stage

•when you raise an issue we'll check to see if we can handle it as a complaint

•we'll acknowledge that we have received your complaint, by email, post or phone

•we'll assess how long it will take to resolve your complaint - on average, this is around 15 working days, but we'll let you know if it will be longer

•a senior officer from the service you are complaining about will oversee an investigation, which will focus on resolving the issue(s) you have raised

•we'll contact you to inform you of the outcome of the investigation and the action taken to resolve your complaint

What happens if you aren't satisfied with the response

Review stage

If you're not satisfied with the response you received at the resolution stage, you can request that the corporate director responsible for the service commissions an independent review by specialist officers. We aim to respond within an average of 20 working days but we will let you know if it will be longer.

What happens if you aren't satisfied with the response at the review stage

If you're still not satisfied with our response to your complaint, you can ask the Local Government Ombudsman (LGO) or, if the complaint relates to tenant/landlord functions, the Housing Ombudsman Service (HOS), to investigate your complaint. You will usually need to have completed both stages of the complaints process before the Ombudsman can help.

Local Government Ombudsman

PO Box 4771 

Coventry CV4 OEH

Tel: 0300 061 0614 (8.30am-5pm, Mon-Fri)

Fax: 024 7682 0001
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Dated ………………….. 2016

AGREEMENT


between


the London Borough of Hackney


and


[……………………]

for


______________________________________________


SERVICES AGREEMENT FOR 

STALL MANAGEMENT FOR HOXTON MARKET

_______________________________________________


Yinka Owa

Director for Legal Services


London Borough of Hackney


Hackney Town Hall


Mare Street


London E8 1EA


AGREEMENT FOR SERVICES


Dated the ………… day of ……………………………………….2016

BETWEEN:


(1) The London Borough of Hackney of Hackney Town Hall, Mare Street, London E8 1EA (“the Council”)


and


(2) [……………………………………] (company registration number …………..) of/whose registered office at [……………………………………] (“the Service Provider”)


BACKGROUND

(a) The Council sought proposals for the provision of […………………………….] by means of a public tender exercise.


(b) The Council has, through a competitive process, selected the Service Provider to provide these services and the Service Provider is willing and able to provide the services in accordance with the terms and conditions of this agreement.

(c) The Council wishes to engage the Service Provider to provide the [specific] services (“the Services”) as more fully set out in the Services Specification (Schedule 1).

(d) The Service Provider has agreed with the Council to provide the Services on the terms and conditions of this agreement (“the Agreement”).


TERMS OF AGREEMENT


1. Definitions and Interpretation


1.1 The definitions and rules of interpretation in this clause apply in this agreement.


Authorised Representatives: the persons respectively designated by the Council and the Service Provider, the first such persons being set out in Schedule 3.

Charges: the charges which shall become due and payable by the Council to the Service Provider in respect of the Services in accordance with the provisions of this agreement, as such charges are set out in Schedule 2.

Commencement Date:  means ………………………………

Commercially Sensitive Information: the information relating to the Service Provider, its intellectual property rights or its business or which the Service Provider has indicated to the Council that, if disclosed by the Council, would cause the Service Provider significant commercial disadvantage or material financial loss.


Crown: 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 and government agencies.


Crown Body: any department, office or agency of the Crown.


Data Processor: shall have the same meaning as set out in the Data Protection Act 1998.


Data Protection Legislation: the Data Protection Act 1998 (DPA), the EU Data Protection Directive 95/46/EC, the Regulation of Investigatory Powers Act 2000, the Telecommunications (Lawful Business Practice) (Interception of Communications) Regulations 2000, the Electronic Communications Data Protection Directive 2002/58/EC, the Privacy and Electronic Communications (EC Directive) Regulations 2003 and all applicable laws and regulations relating to processing of personal data and privacy, including where applicable the guidance and codes of practice issued by the Information Commissioner.


Default Notice: is defined in clause 2.5.


Dispute Resolution Procedure: the procedure set out in clause 24.


Environmental Information Regulations: the Environmental Information Regulations 2004 (SI 2004/3391) together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations.


FOIA: the Freedom of Information Act 2000, and any subordinate legislation made under the 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: any cause affecting the performance by a party of its obligations under this agreement arising from acts, events, omissions or non-events beyond its reasonable control, including acts of God, riots, war, acts of terrorism, fire, flood, storm or earthquake and any disaster, but excluding any industrial or labour dispute relating to the Service Provider, the Service Provider's Personnel or any other failure in the Service Provider's supply chain.


Information: has the meaning given under section 84 of FOIA.


Initial Term: the period commencing on the Commencement Date and ending on the ………………… anniversary of the Commencement Date. 


Intellectual Property: any and all intellectual property rights of any nature anywhere in the world whether registered or otherwise, including patents, utility models, trade marks, registered designs and domain names, applications for any of the foregoing, trade or business names, goodwill, copyright and rights in the nature of copyright, design rights, rights in databases, moral rights, know-how and any other intellectual property rights which subsist in computer software, computer programs, websites, documents, information, techniques, business methods, drawings, logos, instruction manuals, lists and procedures and particulars of customers, marketing methods and procedures and advertising literature, including the "look and feel" of any websites.


Necessary Consents: all approvals, certificates, authorisations, permissions, licences, permits, regulations and consents necessary from time to time for the performance of the Service. 


Payment Plan: the plan for payment of the Charges as set out in Schedule 2.


Personal Data: shall have the same meaning as set out in the Data Protection Act 1998.


Prohibited Act: the following constitute Prohibited Acts:


(a) to directly or indirectly offer, promise or give any person working for or engaged by the Council 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 this Agreement;


(c) committing any offence:


(i) under the Bribery Act 2010;


(ii) under legislation creating offences concerning fraudulent acts;


(iii) at common law concerning fraudulent acts relating to this Agreement or any other contract with the Council; or


(iv) defrauding, attempting to defraud or conspiring to defraud the Council.


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


Service Levels: the service levels to which the Services are to be provided, as set out in Schedule 1.


Service Provider's Personnel: all employees, agents, consultants and sub-contractors of the Service Provider and any of the Service Provider’s sub-contractors who are engaged in the provision of the Services from time to time. 


Service Provider's Tender: the tender submitted by the Service Provider and other associated documentation [set out in Schedule 1].

Services: the services to be delivered by or on behalf of the Service Provider under this agreement, as more particularly described in Schedule 1 (Specification).


Term: the period of the Initial Term as may be varied by: 


(a) any extensions to this agreement which are agreed pursuant to clause 2; or


(b) the earlier termination of this agreement in accordance with its terms.


Termination Date: the date of expiry or termination of this agreement.


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


1.2 Clause, schedule and paragraph headings shall not affect the interpretation of this agreement.


1.3 A person includes a natural person, corporate or unincorporated body (whether or not having separate legal personality) and that person's legal and personal representatives, successors and permitted assigns.


1.4 The schedules form part of this agreement and shall have effect as if set out in full in the body of this agreement and any reference to this agreement includes the schedules.


1.5 A reference to a company shall include any company, corporation or other body corporate, wherever and however incorporated or established. 


1.6 Words in the singular shall include the plural and vice versa. 


1.7 A reference to one gender shall include a reference to the other genders. 


1.8 A reference to a statute or statutory provision is a reference to it as it is in force for the time being, taking account of any amendment, extension, or re-enactment and includes any subordinate legislation for the time being in force made under it. 


1.9 A reference to writing or written includes faxes and e-mail.


1.10 Any obligation in this agreement on a person not to do something includes an obligation not to agree or allow that thing to be done.


1.11 A reference to a document is a reference to that document as varied or novated (in each case, other than in breach of the provisions of this agreement) at any time.


1.12 References to clauses and schedules are to the clauses and schedules of this agreement; references to paragraphs are to paragraphs of the relevant schedule.


2. Commencement, Duration and Performance

2.1 This agreement shall take effect on the Commencement Date and shall continue for the Term and the Service Provider agrees to provide the Services to the Council for the Term in accordance with the provisions of this agreement.


2.2 The Council may extend this agreement beyond the Initial Term for further [annual] periods up to a maximum of […………] additional years (“Extension Period(s)”). If the Council wishes to extend this agreement, it shall give the Service Provider […………..] months' written notice of such intention before the expiry of the Initial Term or Extension Period, as the case may be.


2.3 If the Council gives such notice then the Term shall be extended by the period set out in the notice.


2.4 If the Council does not wish to extend this agreement beyond the Initial Term this agreement shall terminate through effluxion of time on the expiry of the Initial Term and the provisions of clause 23 shall apply.


2.5 In the event that the Service Provider does not comply with the provisions of clause 2.1 in any way, the Council may serve the Service Provider with a notice in writing setting out the details of the Service Provider's default (“a Default Notice”).


3. Consents, Service Provider's warranty and due diligence


3.1 The Service Provider shall ensure that all Necessary Consents are in place to provide the Services and the Council shall not (unless otherwise agreed) incur any additional costs associated with obtaining, maintaining or complying with the same.


3.2 Where there is any conflict or inconsistency between the provisions of the agreement and the requirements of a Necessary Consent, then the latter shall prevail, provided that the Service Provider has made all reasonable attempts to obtain a Necessary Consent in line with the requirements of the Services.


3.3 The Service Provider acknowledges and confirms that:

3.3.1 it has had an opportunity to carry out a thorough due diligence exercise in relation to the Services and has asked the Council all the questions it considers to be relevant for the purpose of establishing whether it is able to provide the Services in accordance with the terms of this agreement; 


3.3.2 it has received all information requested by it from the Council pursuant to clause 3.3.1 to enable it to determine whether it is able to provide the Services in accordance with the terms of this agreement;


3.3.3  it has made and shall make its own enquiries to satisfy itself as to the accuracy and adequacy of any information supplied to it by or on behalf of the Council pursuant to clause 3.3.2;


3.3.4 it has raised all relevant due diligence questions with the Council before the Commencement Date; and


3.3.5 it has entered into this agreement in reliance on its own due diligence.


3.4 Save as provided in this agreement, no representations, warranties or conditions are given or assumed by the Council in respect of any information which is provided to the Service Provider by the Council and any such representations, warranties or conditions are excluded, save to the extent that such exclusion is prohibited by law.

3.5  The Service Provider:

3.5.1 as at the Commencement Date, warrants and represents that all information contained in the Service Provider's Tender remains true, accurate and not misleading, save as may have been specifically disclosed in writing to the Council prior to execution of the agreement; and

3.5.2 shall promptly notify the Council in writing if it becomes aware during the performance of this agreement of any inaccuracies in any information provided to it by the Council during such due diligence which materially and adversely affects its ability to perform the Services or meet any specified Service Levels as may be set out herein.


3.6 The Service Provider shall not be entitled to recover any additional costs from the Council which arise from, or be relieved from any of its obligations as a result of, any matters or inaccuracies notified to the Council by the Service Provider in accordance with clause 3.5.2 save where such additional costs or adverse effect on performance have been caused by the Service Provider having been provided with fundamentally misleading information by or on behalf of the Council and the Service Provider could not reasonably have known that the information was incorrect or misleading at the time such information was provided. 


3.7 Nothing in this clause 3 shall limit or exclude the liability of the Council for fraud or fraudulent misrepresentation.


4. The Council’s Obligations


The Council agrees in consideration of the performance by the Service Provider of the Services:


4.1 To afford to the Service Provider the services of such officers to assist in the Service Provider’s performance of the Services as may be reasonably required.


4.2 To pay the Service Provider at the rate set out in Schedule 2 to this Agreement, subject to the satisfactory performance of the Services and the further terms as to payment in clause 7. 

4.3 To comply with any applicable obligations imposed on it by any statutory provision or Code of Practice relating to health, safety and/or welfare at work.


5. The Service Provider’s Obligations


5.1 The Service Provider agrees as terms of this Agreement that:


5.1.1 it will perform the Services in a proper, competent and professional manner and (unless prevented by circumstances outside the Service Provider’s control) within the timescale specified herein and if so stated between the hours and/or the dates specified;


5.1.2 it will provide such tools, equipment and other resources as may be necessary for the proper performance of the Services;

5.1.3 it will familiarise itself with and comply with any applicable provisions of legislation (including Codes of Practice) relating to health, safety and/or welfare and discrimination at work.;

5.1.4 it will familiarise itself with and comply with any applicable policies and procedures of the Council which have been drawn to the Service Provider’s attention, including in particular (but without limitation) the Council’s Equal Opportunities Policy and Code of Conduct;

5.1.5 it will not do anything which could render the Council legally liable to any officer, employee or other person, or could otherwise damage the reputation of the Council or expose it to legal liability;

5.1.6 it will indemnify the Council against any loss occasioned to its property by any willful or negligent act on the Service Provider’s part and against any other liability incurred by the Council as a consequence of the Service Provider’s breach of any of the obligations undertaken by virtue of clauses 5.1.1, 5.1.3, 5.1.4 or 5.1.5 or the use of any resources supplied by the Service Provider pursuant to clause 5.1.2 or otherwise due to any wrongful or negligent act or omission by the Service Provider;

5.1.7 it will not delegate or sub contract the execution of the Service Provider’s duties under this agreement to another person or persons without the Council’s prior written agreement;

5.1.8 where any Service is stated to be subject to a specific Service Level, the Service Provider shall provide that Service in such a manner as will ensure that the achieved Service Level in respect of that Service is equal to or higher than such specific Service Level;


5.1.9 without prejudice to clause 5.1.8, the Service Provider shall provide the Services, or procure that they are provided:


5.1.9.1 in all respects in accordance with the Council's policies; and


5.1.9.2 in accordance with all applicable laws; and

5.1.10 it will account to HM Revenue and Customs for all payments made to it by the Council pursuant to this Agreement in a timely manner, and will pay by the due date any income tax and national insurance contributions to which the Service Provider is properly assessed (without prejudice to the Service Provider’s rights to appeal against such assessments), and the Service Provider will if so required by law register for Value Added Tax.

5.2 The Service Provider warrants that its staff and Authorised Representative have the necessary skills and qualifications to perform the Services.

6. SERVICE PROVIDER’S personnel


6.1 The Service Provider shall ensure that:


6.1.1 each of the Service Provider's Personnel is suitably qualified, adequately trained and capable of providing the applicable Services in respect of which they are engaged; 


6.1.2 there is an adequate number of Service Provider's Personnel to provide the Services properly;


6.1.3 only those people who are authorised by the Service Provider (under the authorisation procedure to be agreed between the parties) are involved in providing the Services; and


6.1.4 all of the Service Provider's Personnel comply with all of the Council's policies including those that apply to persons who are allowed access to the applicable Council's Premises.


6.2 The Council may refuse to grant access to, and remove, any of the Service Provider's Personnel who do not comply with any such policies, or if they otherwise present a security threat.


6.3 The Service Provider shall replace any of the Service Provider's Personnel who the Council reasonably decides have failed to carry out their duties with reasonable skill and care. Following the removal of any of the Service Provider's Personnel for any reason, the Service Provider shall ensure such person is replaced promptly with another person with the necessary training and skills to meet the requirements of the Services. The removal and replacement of any Service Provider Personnel shall be at no additional cost to the Council.

6.4 The Service Provider shall maintain up-to-date personnel records on the Service Provider's Personnel engaged in the provision of the Services and, on request, provide reasonable information to the Council on the Service Provider's Personnel. The Service Provider shall ensure at all times that it has the right to provide these records in compliance with the applicable Data Protection Legislation.  


6.5 The Service Provider shall use its best endeavours to ensure continuity of personnel and to ensure that the turnover rate of its staff engaged in the provision or management of the Services is at least as good at the prevailing industry norm for similar services, locations and environments.


6.6 In the event that

6.6.1 any Service Provider Personnel engaged in the provision of the Services have access to children or vulnerable adults or are responsible for processing Personal Data, the Service Provider shall ensure that they are subject to a valid and appropriate disclosure check undertaken through the Disclosure and Barring Service including a check against the adults' barred list or the children's barred list, as appropriate; and/or


6.6.2 the Service Provider is deemed to be a Regulated Activity Provider within the meaning of the Safeguarding Vulnerable Groups Act 2006 it shall have ultimate responsibility for the management and control of the Regulated Activity provided under this agreement.

6.7 The Service Provider warrants that at all times for the purposes of this agreement it has no reason to believe that any person who is or will be employed or engaged by the Service Provider in the provision of the Services is barred from the activity in accordance with the provisions of the Safeguarding Vulnerable Groups Act 2006 and any regulations made thereunder, as amended from time to time.

7. Payments


The following terms apply as to payments:

7.1 In consideration of the provision of the Services by the Service Provider in accordance with the terms and conditions of this agreement, the Council shall pay the Charges to the Service Provider in accordance with the Payment Plan set out in the Charges and Payment Schedule (Schedule 2). The amount or rate of payment as set out in the Payment Plan may only be varied by agreement in writing between the parties.  The amount or rate so set out and/or as so varied comprises the Service Provider’s entire entitlement to fees.


7.2 The Service Provider shall invoice the Council for payment of the Charges at [the end of each calendar month OR at the time the Charges are expressed to be payable in accordance with the Payment Plan]. All invoices shall be directed to the Council's Authorised Representative.

7.3 The Council shall pay the Charges which have become payable in accordance with the Payment Plan within thirty (30) days of receipt of an undisputed invoice from the Service Provider, subject to the Service Provider providing the Services in accordance with any specified or agreed standard (including any recognized industry standard) or where no standard is specified to a generally acceptable standard.

7.4 Where any party disputes any sum to be paid by it then a payment equal to the sum not in dispute shall be paid and the dispute as to the sum that remains unpaid shall be determined in accordance with clause 24. Provided that the sum has been disputed in good faith, interest due on any sums in dispute shall not accrue until the earlier of 21 days after resolution of the dispute between the parties.


7.5 Subject to clause 7.4, interest shall be payable on the late payment of any undisputed Charges properly invoiced under this agreement in accordance with the Late Payment of Commercial Debts (Interest) Act 1998. The Service Provider shall not suspend the supply of the Services if any payment is overdue unless it is entitled to terminate this agreement under clause 20.6 for failure to pay undisputed charges.


7.6 The Charges are stated exclusive of VAT, which shall be added at the prevailing rate as applicable and paid by the Council following delivery of a valid VAT invoice. The Service Provider shall indemnify the Council against any liability (including any interest, penalties or costs incurred) which is levied, demanded or assessed on the Council at any time in respect of the Service Provider's failure to account for, or to pay, any VAT relating to payments made to the Service Provider under this agreement. 

7.7 Where the Service Provider enters into a sub-contract with a supplier or contractor for the purpose of performing the agreement, it shall cause a term to be included in such a sub-contract that requires payment to be made of undisputed sums by the Service Provider to the sub-contractor within a specified period not exceeding 30 days from the receipt of a valid invoice, as defined by the sub-contract requirements.


7.8 The Council reserves the right to recover any sum the Service Provider owes to it by deduction from or non-payment of invoices rendered by the Service Provider, and the Service Provider hereby authorises such deductions.


7.9 The Service Provider shall maintain complete and accurate records of, and supporting documentation for, all amounts which may be chargeable to the Council pursuant to this agreement. Such records shall be retained for inspection by the Council for six (6) years from the end of the contract year to which the records relate.


7.10 In the event that at any time undisputed Charges have been overdue for payment for a period of sixty (60) days or more, the Council will have committed a “Termination Payment Default”.

8. Contract management


Reporting and meetings


8.1 The Service Provider shall provide such management reports in the form and at the reasonable intervals as shall be specified by the Council.


8.2 The Authorised Representatives shall meet in accordance with the reasonable requirements of the Council.


Monitoring


8.3 The Council may monitor the performance of the Services by the Service Provider.


8.4 The Service Provider shall co-operate, and shall procure that its sub-contractors co-operate, with the Council in carrying out the monitoring referred to in clause 8.3 at no additional charge to the Council.


9. Publicity and Branding


9.1 The Service Provider shall not make any press announcements, publicise this Agreement or its contents in any way or use the Council’s logo without the prior written consent of the Council, which consent shall not be unreasonably withheld or delayed.


9.2 Each party acknowledges to the other that nothing in this Agreement either expressly or by implication constitutes an endorsement of any products or services of the other party and each party agrees not to conduct itself in such a way as to imply or express any such approval or endorsement.


10. Indemnities


The Service Provider shall indemnify and keep indemnified the Council against all actions, proceedings, costs, claims, demands, liabilities, losses and expenses whatsoever whether arising in tort (including negligence) default or breach of this agreement, to the extent that any such loss or claim is due to the breach of contract, negligence, willful default or fraud of itself or of its employees or of any of its representatives or sub-contractors save to the extent that the same is directly caused by or directly arises from the negligence, breach of this agreement or applicable law by the Council or its representatives (excluding the Service Provider).


11. Limitation of liability


11.1 Subject to clause 11.3, neither party shall be liable to the other party (as far as permitted by law) for indirect, special or consequential loss or damage in connection with the agreement which shall include, without limitation, any loss of or damage to profit, revenue, contracts, anticipated savings, goodwill or business opportunities whether direct or indirect.


11.2 Each party shall at all times take all reasonable steps to minimise and mitigate any loss or damage for which the relevant party is entitled to bring a claim against the other party pursuant to this agreement.


11.3 In no circumstances shall the Council be liable to the Service Provider for any consequential, economic or financial loss sustained by the Service Provider in consequence of any failure on the Service Provider’s part to place the volume of orders under the Agreement anticipated by the Service Provider.


11.4 The Service Provider accepts and acknowledges that any information given to the Service Provider by the Council by way of indicative quantities is given only as a guide. No claim shall be brought against the Council in tort, contract or otherwise with regard to such information.


11.5 Notwithstanding any other provision of this agreement neither party limits or excludes its liability for:


11.5.1 fraud or fraudulent misrepresentation;


11.5.2 death or personal injury caused by its negligence; 


11.5.3 breach of any obligation as to title implied by statute; or


11.5.4 any other act or omission, liability for which may not be limited under any applicable law.


11.6 Any clause limiting the Service Provider's liability does not apply in relation to the breach of clause 16.


12. Insurance


12.1 The Service Provider shall at its own cost effect and maintain with a reputable insurance company a policy or policies of insurance providing as a minimum the following levels of cover:


12.1.1 public liability insurance with a limit of indemnity of not less than £2 million (two million pounds) in relation to any one claim or series of claims;

12.1.2 employer's liability insurance with a limit of indemnity in accordance with any legal requirement for the time being in force in relation to any one claim or series of claims;

12.1.3 professional indemnity insurance of not less than £2 million (two million pounds) for each individual claim or series of claims during the term of this Agreement and shall ensure that all professional consultants or sub-contractors involved in the provision of the Services hold and maintain appropriate cover, with such insurance to be maintained for a minimum of six (6) years following the expiration or earlier termination of this Agreement,

(“the Required Insurances”). The cover shall be in respect of all risks which may be incurred by the Service Provider, arising out of the Service Provider's performance of the agreement, including death or personal injury, loss of or damage to property or any other loss. Such policies shall include cover in respect of any financial loss arising from any advice given or omitted to be given by the Service Provider.


12.2 The Service Provider shall give the Council, on request, copies of all insurance policies referred to in this clause or a broker's verification of insurance to demonstrate that the Required Insurances are in place, together with receipts or other evidence of payment of the latest premiums due under those policies.


12.3 If, for whatever reason, the Service Provider fails to give effect to and maintain the Required Insurances, the Council may make alternative arrangements to protect its interests and may recover the costs of such arrangements from the Service Provider. 

12.4 The terms of any insurance or the amount of cover shall not relieve the Service Provider of any liabilities under the agreement.

13. CONFIDENTIALITY


13.1 Subject to clause 13.2, the parties shall keep confidential all matters relating to this agreement and shall use all reasonable endeavours to prevent their representatives from making any disclosure to any person of any matters relating hereto.


13.2 Clause 13.1 shall not apply to any disclosure of information: 


13.2.1 required by any applicable law, provided that clause 15.1 shall apply to any disclosures required under the FOIA or the Environment Information Regulations; 


13.2.2 that is reasonably required by persons engaged by a party in the performance of such party's obligations under this agreement;


13.2.3 where a party can demonstrate that such information is already generally available and in the public domain otherwise than as a result of a breach of clause 13.1;


13.2.4 by the Council of any document to which it is a party and which the parties to this agreement have agreed contains no Commercially Sensitive Information;


13.2.5 to enable a determination to be made under clause 24;


13.2.6 which is already lawfully in the possession of the receiving party, prior to its disclosure by the disclosing party;


13.2.7 by the Council to any other department, office or agency of the Government; and


13.2.8 by the Council relating to this agreement and in respect of which the Service Provider has given its prior written consent to disclosure.


13.3 Notwithstanding the provisions of clause 23, on or before the Termination Date the Service Provider shall ensure that all documents and/or computer records in its possession, custody or control which relate to personal information of the Council’s employees, rate-payers or service users, are delivered up to the Council or securely destroyed.


13.4 Each party shall ensure that its employees, officers, representatives or advisers to whom it discloses the other party's confidential information comply with this clause 13.

14. DATA PROTECTION


14.1 The Service Provider shall (and shall ensure that any Service Provider Personnel involved in the provision of the agreement shall) comply with any notification requirements under the DPA and both parties shall duly observe all their obligations under the DPA, which arise in connection with the agreement.


14.2 Notwithstanding the general obligation in clause 14.1, where the Service Provider is processing Personal Data as a Data Processor for the Council, the Service Provider shall ensure that it has in place appropriate technical and contractual measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA; and 


14.2.1 provide the Council with such information as the Council may reasonably require to satisfy itself that the Service Provider is complying with its obligations under the DPA;


14.2.2 promptly notify the Council of any breach of the security measures required to be put in place pursuant to clause 14.2 ; and


14.2.3 ensure it does not knowingly or negligently do or omit to do anything which places the Council in breach of the Council's obligations under the DPA.


14.3 The provisions of this clause shall apply during the continuance of the agreement and indefinitely after its expiry or termination.


15. FREEDOM OF INFORMATION


15.1 The Service Provider acknowledges that the Council is subject to the requirements of the FOIA and the Environmental Information Regulations and shall assist and co-operate with the Council (at the Service Provider's expense) to enable the Council to comply with these information disclosure requirements.


15.2 The Service Provider shall and ensure that its sub-contractors shall:


15.2.1 transfer the Request for Information to the Council as soon as practicable after receipt and in any event within five Working Days of receiving a Request for Information;


15.2.2 provide the Council with a copy of all Information in its possession or power in the form that the Council requires within five Working Days (or such other period as the Council may specify) of the Council requesting that Information; and


15.2.3 provide all necessary assistance as reasonably requested by the Council to enable the Council to respond to a Request for Information within the time for compliance set out in section 10 of the FOIA or regulation 5 of the Environmental Information Regulations.


15.3 The Council shall be responsible for determining at its absolute discretion whether the Commercially Sensitive Information and/or any other Information:


15.3.1 is exempt from disclosure in accordance with the provisions of the FOIA or the Environmental Information Regulations;  and/or


15.3.2  is to be disclosed in response to a Request for Information.


15.4 In no event shall the Service Provider respond directly to a Request for Information unless expressly authorised to do so by the Council. 

15.5 The Service Provider acknowledges that the Council may, acting in accordance with the Secretary of State for Constitutional Affairs' Code of Practice on the discharge of public authorities' functions under Part 1 of FOIA (issued under section 45 of the FOIA, November 2004), be obliged under the FOIA or the Environmental Information Regulations to disclose Information:


15.5.1 without consulting with the Service Provider; or   


15.5.2 following consultation with the Service Provider and having taken its views into account,


provided always that where clause 15.5.2 applies the Council shall, in accordance with any recommendations of the Code, take reasonable steps, where appropriate, to give the Service Provider advanced notice, or failing that, to draw the disclosure to the Service Provider's attention after any such disclosure.


15.6 The Service Provider shall ensure that all Information produced in the course of the agreement or relating to the agreement is retained for disclosure and shall permit the Council to inspect such records as requested from time to time.

15.7 The Service Provider acknowledges that any lists or Schedules provided by it outlining confidential information are of indicative value only and that the Council may nevertheless be obliged to disclose confidential information in accordance with clause 15.5.


16. Bribery, Corruption and Gratuities


16.1 The Service Provider shall not: 


16.1.1 in connection with this Agreement commit a Prohibited Act and shall procure that all Service Provider Personnel shall not commit a Prohibited Act,


16.1.2 offer or agree to give any person working for or engaged by the Council or any other Crown Body any gift or other consideration, which could act as an inducement or a reward for any act or failure to act connected to this agreement, or any other agreement between the Service Provider and the Council or any Crown Body, including its award to the Service Provider and any of the rights and obligations contained within it; or 


16.1.3 enter into this agreement if it has knowledge that, in connection with it, any money has been, or will be, paid to any person working for or engaged by the Council or any other Crown Body by or for the Service Provider, or that an agreement has been reached to that effect, unless details of any such arrangement have been disclosed in writing to the Council before execution of this agreement.


16.2 The Service Provider warrants, represents and undertakes that it is not aware of any financial or other advantage being given to any person working for or engaged by the Council, or that an agreement has been reached to that effect, in connection with the execution of this Agreement, excluding any arrangement of which full details have been disclosed in writing to the Council before execution of this Agreement.


16.3 If the Service Provider, including any Service Provider employee, sub-contractor or agent, in all cases whether or not acting with the Service Provider's knowledge:


16.3.1 breach Clause 16.1; or


16.3.2 engage in any activity, practice or conduct which would constitute an offence under sections 1, 2 or 6 of the Bribery Act 2010 if such activity, practice or conduct had been carried out in the UK,


in relation to this agreement or any other contract with the Council, the Council may terminate this agreement by written notice with immediate effect and recover from the Service Provider the amount of any loss resulting from such termination, including but not limited to any cost incurred by the Council in re-tendering the service hereunder.


16.4 Any termination under clause 16.3 shall be without prejudice to any right or remedy that has already accrued, or subsequently accrues, to the Council.


16.5 The Service Provider shall if requested, provide the Council with any reasonable assistance to enable the Council to perform any activity required by any relevant government or agency in any relevant jurisdiction for the purpose of compliance with the Bribery Act 2010;


16.6 Notwithstanding clause 24, any dispute relating to:


16.6.1 the interpretation of clause 16.1 to clause 16.3 inclusive; or 


16.6.2 the amount or value of any gift, consideration or commission,

shall be determined by the Council and the decision shall be final and conclusive.


16.7 The Service Provider shall not, whether itself or by any partner or director engaged in the provision of the Services or by any person employed by it to provide the Services, solicit or accept any gratuity, tip or any other form of money taking or reward, collection or charge for any of the Services other than charges properly approved by the Council in accordance with the provisions of this Agreement.


17. DISCRIMINATION


The Service Provider shall not unlawfully discriminate either directly or indirectly on such grounds as race, colour, ethnic or national origin, disability, sex or sexual orientation, religion or belief, or age and without prejudice to the generality of the foregoing the Service Provider shall not unlawfully discriminate within the meaning and scope of the Equality Act 2010 and Equality Act 2006 (as amended), the Human Rights Act 1998 or other relevant or equivalent legislation, or any statutory modification or re-enactment thereof.

18. Audit


18.1 During the Term and for a period of five (5) years after the Termination Date, the Council may conduct or be subject to an audit for the following purposes:


18.1.1 to verify the accuracy of Charges (and proposed or actual variations to them in accordance with this agreement) and/or the costs of all suppliers (including sub-contractors);


18.1.2 to review the integrity, confidentiality and security of any data relating to the Council or any service users;


18.1.3 to review the Service Provider's compliance with the DPA, the FOIA, in accordance with clause 14 (Data Protection) and clause 15 (Freedom of Information) and any other legislation applicable to the Services;


18.1.4 to review any records created during the provision of the Services;


18.1.5 to review any books of account kept by the Service Provider in connection with the provision of the Services; 


18.1.6 to carry out the audit and certification of the Council's accounts; 


18.1.7 to carry out an examination pursuant to sections 44 and 46 of the Audit Commission Act 1998 of the economy, efficiency and effectiveness with which the Council has used its resources;


18.1.8 to verify the accuracy and completeness of any reports delivered or required by this agreement.

18.2 Except where an audit is imposed on the Council by a regulatory body, the Council may not conduct an audit under this clause 18 more than twice in any calendar year.


18.3 The Council shall use its reasonable endeavours to ensure that the conduct of each audit does not unreasonably disrupt the Service Provider or delay the provision of the Services.


18.4 Subject to the Council's obligations of confidentiality, the Service Provider shall on demand provide the Council and any relevant regulatory body (and/or their agents or representatives) with all reasonable co-operation and assistance in relation to each audit, including:


18.4.1 all information requested by the above persons within the permitted scope of the audit;


18.4.2 reasonable access to any sites controlled by the Service Provider and to any equipment used (whether exclusively or non-exclusively) in the performance of the Services; and


18.4.3 access to the Service Provider's Personnel.


18.5 The Council shall endeavour to (but is not obliged to) provide at least fifteen (15) days notice of its or, where possible, a regulatory body's, intention to conduct an audit.


18.6 The parties agree that they shall bear their own respective costs and expenses incurred in respect of compliance with their obligations under this clause, unless the audit identifies a material failure to perform its obligations under this agreement in any material manner by the Service Provider in which case the Service Provider shall reimburse the Council for all the Council's reasonable costs incurred in the course of the audit. 


18.7 If an audit identifies that: 

18.7.1 the Service Provider has failed to perform its obligations under this agreement in any material manner, the parties shall agree and implement a remedial plan. If the Service Provider's failure relates to a failure to provide any information to the Council about the Charges, proposed Charges or the Service Provider's costs, then the remedial plan shall include a requirement for the provision of all such information; 


18.7.2 the Council has overpaid any Charges, the Service Provider shall pay to the Council the amount overpaid within twenty (20) days. The Council may deduct the relevant amount from the Charges if the Service Provider fails to make this payment; and 


18.7.3 the Council has underpaid any Charges, the Council shall pay to the Service Provider the amount of the under-payment less the cost of audit incurred by the Council if this was due to a default by the Service Provider in relation to invoicing within twenty (20) days.


19. Intellectual property


19.1 The parties agree that any trademarks, patents, trade names, logos, trade dress, domain names, copyright or licenses therein, or other enforceable intellectual property rights and whether in hard or electronic copy (collectively, "intellectual property") belonging to the other given to them under this agreement remains at all times the property of the other.


19.2 Upon termination of this agreement for any reason the parties will use reasonable endeavours to ensure that all such trade marks, trade names and material are removed from display and/or destroyed at the request of the other save where such items described at clause 19.1 are held by the parties in compliance with any statutory obligations and/or the maintenance of proper records.


19.3 The parties undertake that they have all necessary permissions, licences and rights to use the intellectual property of third parties for the purposes of this agreement.


19.4 Except as expressly provided in this agreement, no intellectual property rights shall be conveyed, transferred, or assigned by this agreement. Each party reserves the right to approve in advance the use of its intellectual property by the other party in each and every instance. All intellectual property owned by either party will remain the exclusive property of such party and will be returned to such party promptly after the expiration of this agreement or destroyed, at the option of the other party.


19.5 Each party shall indemnify (for the purposes of this clause, “the indemnifying party”) the other party (for the purposes of this clause, “the indemnified party”) against all actions, claims, proceedings, costs and expenses (including legal fees) arising from any actual infringement of intellectual property rights of whatever nature insofar as these relate to the intellectual property rights developed and owned by the indemnifying party or licensed to the indemnifying party which claims, actions or proceedings arise as a result of the indemnified party’s use of any of the services within the United Kingdom except that the indemnity shall not apply to any actions, claims or proceedings which are attributable to any breach of contract or negligent act or omission on the part of the indemnified party or where such actions, claims or proceedings relate to any developments of the services carried out by or at the request of the indemnified party except where the indemnifying party knew or ought to have known that such development of the services requested by the indemnified party would result in an infringement of intellectual property rights.


19.6 The indemnified party shall notify the indemnifying party in writing of any such action, claim or proceeding and shall not make any admission unless the indemnifying party gives prior written consent.


19.7 At the indemnifying party’s request and expense, the indemnified party shall permit the indemnifying party to conduct all negotiations and litigation. The indemnified party shall give all assistance as the indemnifying party may reasonably request and the indemnifying party shall pay the indemnified party’s costs and expenses so incurred.


19.8 The indemnifying party may, at its expense; (i) obtain a licence to enable the indemnified party to continue to use the services, or (ii) modify or replace the services to avoid any alleged or actual infringement or breach or (iii) terminate the provision of the affected elements of the services. Where the indemnifying party exercises options (i) or (ii) the functionality of such modification or replacement shall not materially affect the performance of the services.


20. TERMINATION

20.1 This Agreement will continue in force unless terminated through the effluxion of time or earlier in accordance with the following provisions of this clause 20.


20.2 The Council may terminate this Agreement at any time by giving one month’s notice in writing. 


20.3 The Council may at any time terminate this Agreement by notice in writing with immediate effect or with effect from such date as the notice may state, for Cause as defined in clause 20.4.  The effect of such notice shall be to terminate, with effect from the date stated in the notice, any obligation on the Service Provider’s part to perform services and any right to continue to perform services, and to remove any obligation of the Council to pay for services performed after that date.  The termination of this Agreement for Cause shall not give rise to any obligation by the Council to compensate the Service Provider for any loss arising.


20.4 ‘Cause’ in clause 20.3 means any of the following:


20.4.1 Any serious breach of any obligation owed by the Service Provider to the Council under this Agreement, including without limitation any serious breach of the Code of Conduct.

20.4.2 Any repeated or continuing breach of any obligation following notice in writing identifying a breach of that obligation and requiring the Service Provider to rectify, or not repeat, the breach.

20.4.3 Any conduct on the Service Provider’s part, whether or not in the course of performing services under this Agreement, which is likely to cause damage to the reputation or standing of the Council.

20.4.4 Any act of bankruptcy by the Service Provider.

20.4.5 if a resolution is passed or an order is made for the winding up of the Service Provider (otherwise than for the purpose of solvent amalgamation or reconstruction) or the Service Provider becomes subject to an administration order or a receiver or administrative receiver is appointed over or an encumbrancer takes possession of any of the Service Provider's property or equipment;


20.4.6 if the Service Provider ceases or threatens to cease to carry on business in the United Kingdom;


20.4.7 if there is a change of control (as defined in section 574 of the Capital Allowances Act 2001) of the Service Provider to which the Council reasonably objects.


20.4.8 Conviction of a criminal offence other than an offence under road traffic legislation not resulting in imprisonment or disqualification from driving.


20.5 If this agreement is terminated by the Council for Cause such termination shall be at no loss or cost to the Council and the Service Provider hereby indemnifies the Council against any such losses or costs which the Council may suffer as a result of any such termination for Cause.


20.6 The Service Provider may terminate this agreement in the event that the Council commits a Termination Payment Default (as defined in clause 7.10) by giving thirty (30) days' written notice to the Council. In the event that the Council remedies the Termination Payment Default in the thirty (30) day notice period, the Service Provider's notice to terminate this agreement shall be deemed to have been withdrawn.


20.7 For the avoidance of doubt, subject to the preceding provisions of this clause 20, any provision of this Agreement capable of being performed or of having effect following the termination hereof shall continue in effect notwithstanding the termination of this Agreement.


21. Force majeure


21.1 Subject to the remaining provisions of this clause 21, neither party to this agreement shall be liable to the other for any delay or non-performance of its obligations under this agreement to the extent that such non-performance is due to a Force Majeure event.


21.2 In the event that either party is delayed or prevented from performing its obligations under this agreement by a Force Majeure event, such party shall:


21.2.1 give notice in writing of such delay or prevention to the other party as soon as reasonably possible, stating the commencement date and extent of such delay or prevention, the cause thereof and its estimated duration;


21.2.2 use all reasonable endeavours to mitigate the effects of such delay or prevention on the performance of its obligations under this agreement; and


21.2.3 resume performance of its obligations as soon as reasonably possible after the removal of the cause of the delay or prevention.


21.3 A party cannot claim relief if the Force Majeure event is attributable to that parties wilful act, neglect or failure to take reasonable precautions against the relevant Force Majeure event. 


21.4 The Service Provider cannot claim relief if the Force Majeure event is one where a reasonable service provider should have foreseen and provided for the cause in question.


21.5 As soon as practicable following the affected party's notification, the parties shall consult with each other in good faith and use all reasonable endeavours to agree appropriate terms to mitigate the effects of the Force Majeure event and to facilitate the continued performance of this agreement. Where the Service Provider is the affected party, it shall take and/or procure the taking of all steps to overcome or minimise the consequences of the Force Majeure event in accordance with accepted industry practice.


21.6 The affected party shall notify the other party as soon as practicable after the Force Majeure event ceases or no longer causes the affected party to be unable to comply with its obligations under this agreement. Following such notification, this agreement shall continue to be performed on the terms existing immediately before the occurrence of the Force Majeure event unless agreed otherwise by the parties.


21.7 The Council may, during the continuance of any Force Majeure event, terminate this agreement by written notice to the Service Provider if a Force Majeure event occurs that affects all or a substantial part of the Services and which continues for more than twenty (20) Working Days.


21.8 For the avoidance of doubt, a Force Majeure event shall not include any labour dispute between the Service Provider and its employees or failure to provide the Services by any of its agents, contractors or sub-contractors.


22. NOTICES


22.1 Any notice given under this agreement shall be in writing in English and signed by or on behalf of the party giving it and shall be served by delivering it personally, or sending it by pre-paid recorded delivery or registered post to the relevant party at the address set out at the beginning of this Agreement, or by sending it by fax to the fax number notified by the relevant party to the other party. Any such notice shall be deemed to have been received:


22.1.1 if delivered personally, at the time of delivery;


22.1.2 in the case of pre-paid recorded delivery or registered post, two (2) days from the date of posting; and


22.1.3 in the case of fax, at the time of successful receipt by the recipient,


provided where receipt occurs outside normal office hours (17:00) on a particular day or is not on a Working Day, receipt shall be deemed to have taken place the next Working Day.


22.2 In proving such service it shall be sufficient to prove that the envelope containing the notice was addressed to the address of the other party and delivered either to that address or into the custody of the postal authorities as a pre-paid recorded delivery or registered post or that the notice was transmitted by fax to the fax number or e-mail address of the other party (provided that an automated response does not indicate otherwise).


23. CONSEQUENCES OF TERMINATION


23.1 On the expiry or termination of this agreement whether in whole or in part and for any reason the Service Provider shall co-operate fully with the Council to ensure an orderly migration of the Services to the Council or, at the Council's request, a replacement service provider.


23.2 On termination of this agreement or when so reasonably so required by the Council before such completion, the Service Provider shall procure that all data and other material belonging to the Council (and all media of any nature containing information and data belonging to the Council or relating to the Services), shall be delivered to the Council forthwith and will permanently delete any data or electronic material from any computer equipment not in the possession of the Council on which such copy is recorded, provided that where the Service Provider is required by any law, regulation, or government or regulatory body to retain any documents or materials which it would otherwise be required to return or destroy, it shall notify the Council in writing of such retention, giving details of the documents or materials that it must retain.


23.3 The provisions of clause 10 (Indemnities), clause 12 (Insurance), clause 14 (Data Protection), clause 15 (Freedom of Information), clause 18 (Audit), clause 20 (Termination) and this clause 23 (Consequences of termination) shall survive termination or expiry of this agreement.


24. DISPUTE RESOLUTION


24.1 Either party may call an extraordinary meeting of the parties by service of not less than five (5) Working Days' written notice and each party agrees to procure that its Authorised Representative together with any other personnel requested to attend by the Council (if any) shall attend all extraordinary meetings called in accordance with this clause.


24.2 The members of the relevant meeting shall use their best endeavours to resolve disputes arising out of this agreement. If any dispute referred to a meeting is not resolved at that meeting then either party, by notice in writing to the other, may refer the dispute to senior officers of the two parties who shall co-operate in good faith to resolve the dispute as amicably as possible within fourteen (14) days of service of such notice. If the senior officers fail to resolve the dispute in the allotted time, the parties shall, within that period, on the written request of either party enter into an alternative Dispute Resolution Procedure with the assistance of a mediator agreed by the parties or, in default of such agreement within seven (7) days of receipt of such request, appointed, at the request of either party, by the Centre for Dispute Resolution or such other similar body as is agreed.


24.3 The parties shall then submit to the supervision of the mediation by the Centre for Dispute Resolution or similar body for the exchange of relevant information and for setting the date for negotiations to begin.


24.4 Recourse to this Dispute Resolution Procedure shall be binding on the parties as to submission to the mediation but not as to its outcome. Accordingly all negotiations connected with the dispute shall be conducted in strict confidence and without prejudice to the rights of the parties in any future legal proceedings. Except for any party's right to seek interlocutory relief in the courts, no party may commence other legal proceedings under the jurisdiction of the courts or any other form of arbitration until twenty one (21) days after the parties have failed to reach a binding settlement by mediation (at which point the Dispute Resolution Procedure shall be deemed to be exhausted).


24.5 If, with the assistance of the mediator, the parties reach a settlement, such settlement shall be reduced to writing and, once signed by the duly Authorised Representative of each of the parties, shall remain binding on the parties.


24.6 The parties shall bear their own legal costs of this Dispute Resolution Procedure, but the costs and expenses of mediation shall be borne by the parties equally.


24.7 While the Dispute Resolution Procedure referred to in this clause 24 is in progress and any party has an obligation to make a payment to another party or to allow a credit in respect of such payment, the sum relating to the matter in dispute shall be paid into an interest bearing deposit account to be held in the names of the relevant parties at a clearing bank and such payment shall be a good discharge of the parties' payment obligations under this agreement. Following resolution of the dispute, whether by mediation or legal proceedings, the sum held in such account shall be payable as determined in accordance with the mediation or legal proceedings, and the interest accrued shall be allocated between the parties pro rata according to the split of the principal sum as between the parties.


25. NO PARTNERSHIP OR AGENCY


Nothing in this agreement is intended to, or shall be deemed to, establish any partnership or joint venture between any of the parties, constitute any party the agent of another party, nor authorise any party to make or enter into any commitments for or on behalf of any other party except as may expressly be provided in writing and then only for the purpose set out therein.


26. THIRD PARTY RIGHTS

Nothing in this contract confers or purports to confer on any third party any benefit or any right to enforce any term of this Agreement.


27. Sub-Contracting and assignment


27.1 Subject to clause 27.3, neither party shall be entitled to assign, novate or otherwise dispose of any or all of its rights and obligations under this agreement without the prior written consent of the other party, neither may the Service Provider sub-contract the whole or any part of its obligations under this agreement except with the express prior written consent of the Council.


27.2 In the event that the Service Provider enters into any sub-contract in connection with this agreement it shall remain responsible to the Council for the performance of its obligations under the agreement notwithstanding the appointment of any sub-contractor and be responsible for the acts, omissions and neglects of its sub-contractors as if they were the acts, omissions and neglects of the Service Provider.


27.3 The Council shall be entitled to novate the agreement to any other body which substantially performs any of the functions that previously had been performed by the Council.


28. ENTIRE AGREEMENT

28.1 This Agreement constitutes the complete agreement between the Parties with respect to the subject matter hereof and supersedes all previous communication, representation understandings and any representation promise or condition not incorporated herein shall not be binding on any party.

28.2 No variation of this agreement shall be effective unless it is in writing and signed by the parties.

29. WAIVER AND SEVERANCE


29.1 A waiver of any right or remedy under this agreement is only effective if given in writing and shall not be deemed a waiver of any subsequent breach or default. A failure or delay by a party to exercise any right or remedy provided under this agreement or by law shall not constitute a waiver of that or any other right or remedy, nor shall it preclude or restrict any further exercise of that or any other right or remedy.


29.2 No single or partial exercise of any right or remedy provided under this agreement or by law shall preclude or restrict the further exercise of that or any other right or remedy.

29.3 If any provision of this Agreement is prohibited by law or judged by a court to be unlawful, void or unenforceable, the provision shall, to the extend required, be severed from this Agreement and rendered ineffective as far as possible without modifying the remaining provisions of this Agreement, and shall not in any way affect any other circumstances of or the validity or enforcement of the Agreement.

30. Governing Law and Jurisdiction


30.1 This agreement and any dispute or claim arising out of or in connection with it or its subject matter shall be governed by and construed in accordance with the law of England and Wales.


30.2 The parties irrevocably agree that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with this agreement or its subject matter.


SIGNED BY THE PARTIES


………………………………..


Signed on behalf of the Council


………………………………..


Signed on behalf of the Service Provider

Services Specification

Charges and Payment


1. Charges based on a fixed price


		Service

		Monthly cost (£)



		[INSERT RELEVANT PART OF SERVICES]

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]



		[INSERT RELEVANT PART OF SERVICES]

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]



		[INSERT RELEVANT PART OF SERVICES]

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]



		TOTAL

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]





2. Charges based on hourly rates


		Hours of service in invoice period

		Hourly rate (£)



		[Up to 100]

		[INSERT FIGURE PER HOUR TO BE CHARGED TO COUNCIL]



		[101-200]

		[INSERT FIGURE PER HOUR TO BE CHARGED TO COUNCIL]



		[201-300]

		[INSERT FIGURE PER HOUR TO BE CHARGED TO COUNCIL]





3. Payment triggered by meeting milestones


		Workstream

		Milestone

		Date completion expected

		Charge payable on completion (£)



		[INSERT]

		[INSERT DETAILS]

		[INSERT DATE]

		[INSERT FIGURE]



		[INSERT]

		[INSERT DETAILS]

		[INSERT DATE]

		[INSERT FIGURE]



		[INSERT]

		[INSERT DETAILS]

		[INSERT DATE]

		[INSERT FIGURE]





4. Menu pricing


		Type of Fixed Cost

		Charges (£)



		[INSERT TYPE OF SERVICE TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL FOR THAT SERVICE]



		[INSERT TYPE OF SERVICE OR GOODS TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL  FOR THAT SERVICE]



		[INSERT TYPE OF SERVICE OR GOODS TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL FOR THAT SERVICE]



		[INSERT TYPE OF SERVICE OR GOODS TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL FOR THAT SERVICE]





5. Payment Plan


[INSERT DETAILS OF WHEN INVOICES WILL BE SUBMITTED BY THE SERVICE PROVIDER AND WHEN THEY WILL BE DUE FOR PAYMENT]


6. Termination Payment Default


In the event that at any time undisputed Charges of £[AMOUNT] have been overdue for payment for a period of [60] days or more, the Council will have committed a Termination Payment Default.


SERVICE CREDITS


TBC

Contract Management


7. Authorised representatives


7.1 The Council's initial Authorised Representative: [INSERT DETAILS]


7.2 The Service Provider's initial Authorised Representative: [INSERT DETAILS]

8. Key personnel


[INSERT DETAILS]


9. Meetings


9.1 Type


9.2 Quorum


9.3 Frequency


9.4 Agenda


10. Reports


10.1 Type


10.2 Contents


10.3 Frequency


10.4 Circulation list


Change Control


11. General principles


11.1 Where the Council or the Service Provider sees a need to change this agreement, the Council may at any time request, and the Service Provider may at any time recommend, such Change only in accordance with the Change Control Procedure set out in paragraph 2 of this Schedule 4.


11.2 Until such time as a Change is made in accordance with the Change Control Procedure, the Council and the Service Provider shall, unless otherwise agreed in writing, continue to perform this agreement in compliance with its terms before such Change.


11.3 Any discussions which may take place between the Council and the Service Provider in connection with a request or recommendation before the authorisation of a resultant Change shall be without prejudice to the rights of either party. 


11.4 Any work undertaken by the Service Provider and the Service Provider's Personnel which has not been authorised in advance by a Change, and which has not been otherwise agreed in accordance with the provisions of this Schedule 4, shall be undertaken entirely at the expense and liability of the Service Provider.


12. Procedure


12.1 Discussion between the Council and the Service Provider concerning a Change shall result in any one of the following:


(a) no further action being taken; or


(b) a request to change this agreement by the Council; or


(c) a recommendation to change this agreement by the Service Provider. 


12.2 Where a written request for an amendment is received from the Council, the Service Provider shall, unless otherwise agreed, submit two copies of a Change Control Note signed by the Service Provider to the Council within three weeks of the date of the request.


12.3 A recommendation to amend this agreement by the Service Provider shall be submitted directly to the Council in the form of two copies of a Change Control Note signed by the Service Provider at the time of such recommendation. The Council shall give its response to the Change Control Note within three weeks.


12.4 Each Change Control Note shall contain: 


(a) the title of the Change;


(b) the originator and date of the request or recommendation for the Change; 


(c) the reason for the Change; 


(d) full details of the Change, including any specifications; 


(e) the price, if any, of the Change;


(f) a timetable for implementation, together with any proposals for acceptance of the Change; 


(g) a schedule of payments if appropriate;


(h) details of the likely impact, if any, of the Change on other aspects of this agreement including:


(i) the timetable for the provision of the Change; 


(ii) the personnel to be provided; 


(iii) the Charges;  


(iv) the Documentation to be provided; 


(v) the training to be provided; 


(vi) working arrangements; 


(vii) other contractual issues;


(i) the date of expiry of validity of the Change Control Note; and  


(j) provision for signature by the Council and the Service Provider.


12.5 For each Change Control Note submitted by the Service Provider the Council shall, within the period of the validity of the Change Control Note:


(a) allocate a sequential number to the Change Control Note; and


(b) evaluate the Change Control Note and, as appropriate:


(i) request further information;


(ii) arrange for two copies of the Change Control Note to be signed by or on behalf of the Council and return one of the copies to the Service Provider; or


(iii) notify the Service Provider of the rejection of the Change Control Note. 


12.6 A Change Control Note signed by the Council and by the Service Provider shall constitute an amendment to this agreement.
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Corporate Health & Safety Policy 
 


 
1 Section 1:  Introduction 
_______________________________________________________________________ 
 
1.1 This policy provides a framework for the management of health and safety risks 


arising out of the activities of the Council in order to achieve the aim of ensuring the 
health, safety and welfare at work of all employees and of any other person who 
may be affected by the activities of the Council. 


 
1.2 This policy applies to all Council employees.   
 
1.3 This policy forms part of the Council’s health and safety management system.  


Detailed guidance on aspects of the health and safety management system is 
available in supporting documentation available on the Health & Safety and Human 
Resources & Organisational Development intranet pages. 


_______________________________________________________________________ 
 
2 Section 2:  General Statement of Health & Safety Policy 
 
 This section contains the Council’s general Health & Safety Policy statement and 


outlines the Council’s philosophy and aims and objectives for health and safety 
_______________________________________________________________________ 
 


The London Borough of Hackney attaches great importance to safeguarding the 
health and safety of its employees, service users, visitors and anyone else who 
might be affected by its undertakings.  The Council’s aim is to:- 


 
• Effectively manage all significant health and safety risks arising out of our 


activities by taking a proportionate approach based on robust risk-assessment 
and by focusing our attention on risks that are likely to cause injuries or ill health 
or result in losses due to cost and/or disruptions to the delivery of services to the 
public; 


• Minimise accidents and ill health through the assessment and subsequent control 
of significant health and safety risks and by establishing and maintaining safe 
working practices, by providing safe working environments and equipment, and 
by providing training and information; 


• Comply fully with the Health and Safety at Work Act 1974 and with all other 
health and safety legislation relevant to our business; 


• Provide sufficient resources to managers with responsibilities for implementing 
this policy to do so successfully. 


 
Health and safety is a fundamental management responsibility, of equal importance 
to other management functions, and all managers will take action proportionate to 
the risks that they control to prevent or minimise injuries and ill health. 
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All employees are required to act responsibly, do all that they can to prevent injuries 
to themselves, colleagues and the public, and to always report health and safety 
concerns to their managers. 
 
The achievement of high standards of health and safety at work requires the co-
operation, commitment and engagement of all Council employees.  The Council will 
actively promote the creation of a positive health and safety culture by providing an 
effective consultative and communication framework with our employees and their 
representatives. 
 
A framework of performance standards will be developed which will enable 
measurement of the Council’s health and safety performance.  The Council is 
committed to a culture of continuous improvement in health and safety and will use 
performance management and regular audits to achieve this. 
 
Partners and contractors employed to work with us will be selected and monitored 
to ensure that they are competent and that they conduct their activities so as not to 
expose themselves, our staff, or members of the public to risks to health and safety. 
 
This Policy will be communicated to all our employees via the intranet and staff 
communications forums.   It is the responsibility of all members of staff to read, 
understand and comply with its contents.  Disciplinary action will be taken against 
any employee who flagrantly disregards safety instructions or approved safe 
working practices and in consequence puts at risk either his/her safety or that of 
others. 
 
As Chief Executive Officer, I fully accept the responsibility for formulating, 
developing and implementing the Health & Safety Policy.  At Hackney we wish to 
continuously improve on our health and safety record; it is up to all of us to work 
together in order to achieve that end. 
 


 
 Tim Shields 
 Chief Executive 


________________________________________________________________________ 
 
 Section 3:  Health & Safety Organisation and Arrangements 
 


This section contains information about the organisation and arrangements the 
Council will establish and maintain in order to implement the objectives of the 
Corporate Health & Safety Policy 
 
Details of the Council’s arrangements for health and safety are available within 
specific guidance documents 


________________________________________________________________________ 
 
3 Hackney’s Health & Safety Management Framework 
 
3.1 The Council’s health and safety management framework is summarised in diagram 


1 below:- 
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Policy setting out health 
and safety objectives 


Organisation of people 
and material resources to 


meet policy objectives 


Planning & 
Implementation of 


organisational 
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assessment and control, 
procedures, safety 


performance standards) 


Monitoring, inspection, 
measuring achievement 
of safety performance 


standards 


Reviewing the Council’s 
health and safety 


management systems 


 
Auditing by 


Corporate H&S 
Team 


 


  


Chief Executive & 
Directors 


 
Directors and 
Service Heads 


 
Operational 
Managers 


 
Operational 
Managers & 
Supervisors 


Directors, 
Managers & 


Corporate H&S 
Team 


 
  


Diagram 1 (Above): Summary of Hackney’s H&S management framework and key 
responsibilities 


 
 The key roles and responsibilities within the health and safety management 


framework are outlined below. 
 
3.2 The Cabinet will:- 
 


• Ensure that the Chief Executive produces an effective Corporate Health & Safety 
Policy; 


• Actively support their management team in ensuring the successful 
implementation of the policy; and 


• Take account of the requirements of health, safety and welfare legislation and 
ensure these are appropriately addressed throughout all Council decision-making 
processes. 


 
3.3 The Chief Executive will:- 
 


• Retain overall responsibility for health and safety; 
• Set the Council’s health and safety policy; and 
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• Delegate to Directors and hold them accountable for the implementation of health 
and safety policy objectives within their directorates 


 
3.4 Directors and Service Heads will:- 
 


• Set the direction for health and safety within their directorate and service area; 
and  


• Organise the people and material resources to meet policy objectives 
 


In order to achieve these aims, Directors and Service Heads will:- 
 
• Agree appropriate targets for health and safety performance in order to meet 


directorate aims and ensure continuous improvement;  
• Ensure that health and safety risks are managed effectively; 
• Put appropriate systems and processes in place to monitor and measure the 


effectiveness of health and safety arrangements and performance and hold 
individuals to account for their health and safety performance; 


• Ensure that managers take full account of health, safety and welfare issues when 
planning, developing or introducing new working methods, systems, equipment 
or premises; 


• Ensure that suitable resources are provided to implement health and safety 
measures within their directorate; and 


• Establish effective arrangements for communication with employees and their 
representatives on health and safety issues 


 
3.5 Managers and Supervisors will:- 
 


• Plan and implement the organisational arrangements to ensure the successful 
operation of the health and safety management system on a daily basis.   


 
To do this they will:- 


 
• Understand the health and safety legislation relevant to the work activities for 


which they have responsibility; 
• Assess and manage health and safety risks to minimise risks to employees, 


service users and the public; 
• Provide employees with sufficient information, instruction, training and 


supervision to enable them to undertake their work safely; 
• Investigating all incidents and accidents within their area of responsibility; 
• Provide equipment for use at work that is suitable for its intended use and 


maintained in good working order; and 
• Provide employees with induction training for all staff, including temporary staff, 


is carried out on their first day to ensure that they are aware of the emergency 
procedures and risks within the workplace 


 
4 Arrangements for Consultation and Communication 


 
4.1 Health and safety is the responsibility of all Council employees.  The support and 


involvement of all employees is needed if high standards of health and safety are to 
be achieved.  In order to achieve this objective, the Council will:- 
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• Set clear expectations of employees’ responsibilities with regard to health and 


safety; and 
• Establish an effective framework for consultation with employees and their 


representatives on health and safety issues 
 


4.2 All employees will:- 
  


• Immediately report any situation which represents a serious and imminent 
danger to health and safety to the manager in control of the process/area; 


• Report any accident at work they experience to their manager; 
• Immediately notify their manager if required to carry out work for which they do 


not consider themselves competent; 
• Act responsibly so as not to put themselves or others at risk; 
• Work in accordance with any safety training provided and any established safe 


working practices; 
• Co-operate with management to enable them to carry out any of their health and 


safety responsibilities; 
• Not interfere with or misuse anything provided in the interests of health and 


safety; and 
• Disclose details of any medical condition which makes them unfit for or 


specifically at risk from any particular work activity 
 
4.3 Appointment of Trade Union Safety Representatives 
 
 The Council fully accepts the need for joint consultation between management and 


trade unions on all aspects of health and safety.   
 
 Safety representatives appointed by recognised trade unions will be granted the 


necessary resources to carry out the functions set out in the Safety Representatives 
and Safety Committee Regulations 1977, as modified by the Management of Health 
and Safety at Work Regulations 1999.   


 
 Arrangements for time-off for safety representatives are detailed in the Council’s 


trade union facility time framework. 
 
4.4 Management, Communication and Consultation Process 
 
 The process for managing, communicating and consulting on health and safety is 


shown in diagram 2 below. 
 
4.4.1 Managers will communicate and consult with employees as appropriate when:- 
 


• Undertaking assessments of health and safety risks and determining risk control 
measures, including the selection of personal protective equipment; 


• Introducing changes to working practices and work equipment; 
• Identifying training and development needs necessary to ensure competence for 


health and safety 
 


Communication and consultation may take place as part of scheduled team meetings 
or one-to-ones or as part of specifically called meetings as the manager considers 
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appropriate. 
 
4.4.2 Responsibility for the resolution of operational health and safety issues (i.e. those 


arising from work undertaken) lies with the normal line management chain with its 
established lines of communication and accountability. 


 
 


Management Groups are in 
bold, consultation groups 
are in italics. 
 


ora Council Joint 
Committee (CJC)  


 


Hackney 
Management Team 


Corporate Joint H&S 
Committee 


Local Joint 
Committee/Local 
H&S Committee 


Safety 
Representatives Employee 


Line Managers and 
Supervisors 


Directorate 
Management Team


 
 


Consultation Process 
Management Process 


 
 Diagram 2 (above): Management, Communication & Consultation Process 
 
4.4.2 Formal Consultation Arrangements 
 
 Corporate Joint Health & Safety Committee 
 


The Corporate Joint Health & Safety Committee provides a forum for consultation 
with employee representatives on corporate health and safety matters and resolve 
issues which cannot be dealt with at LJC level or which have corporate significance.   


 
 The remit of the meeting is to:- 
 


• Review the Council’s health and safety performance, including examination of 
audit and inspection reports, accident investigations and statistics, staff training, 
and emergency procedures/drills; 


• Receive and consider LJC-derived corporate issues and make 
recommendations and resolve issues arising from LJC discussions; 


• Inform employees’ representatives of forthcoming corporate issues which have 
health and safety implications; 


• Review the Corporate Health & Safety Policy and associated policies and 
procedures and make recommendations for future policy. 
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 If issues cannot be resolved at the Corporate Joint Health & Safety Committee, they 


are referred to the Council Joint Committee (CJC). 
 


 Directorate Health & Safety Committees/Local Joint Committees 
 
 Local consultation on health and safety issues is conducted either at Directorate 


Health & Safety Committee meetings, or at Local Joint Committee meetings which 
have specific health and safety agenda items. 


 
 Membership consists of local management and recognised trade unions 


representing members within the directorate.  Management and unions shall 
determine the composition of the LJC/H&S Committee so that it is representative of 
the employee groups concerned. 


 
 The function of the LJC is to promote co-operation between management and trade 


unions through meaningful consultation, communication and negotiation.  The remit 
of the LJC is to:- 


 
• Inform, consult and negotiate with trade unions on any matters relating to the 


health and safety of employees in the service area; 
• Seek the trade unions’ views on employment practices, procedures, etc; 
• Assist, where requested by either side, in the resolution of disputes that cannot 


be resolved locally. 
 


 Safety issues which cannot be resolved at the LJC/Local H&S Committee level 
despite every effort and significant consultation and negotiation, or where there are 
corporate implications, will be referred to the Corporate Joint H&S Committee. 


 
 Director with Specific Responsibility for Health & Safety 
 
 The Chief Executive will appoint a Director with specific responsibilities for health 


and safety.  The appointed Director will:- 
 


• Ensure that health and safety issues are considered by the Hackney 
Management Team as appropriate; 


• Act as the chair of the Corporate Health & Safety Committee; 
• Ensure that there is an adequate system for communicating health, safety and 


welfare information throughout the Council; 
• Ensure that there are effective arrangements in place for consulting with 


employees on health, safety and welfare issues and for promoting collaborative 
working with Trade Union appointed Safety Representatives 


 
4.4.3 Arrangements for Internal Communication on Corporate H&S Issues 


 
 The Corporate Health & Safety team will advise the Council’s management and 


Safety Representatives of:- 
 


• Relevant changes in legislation and codes of practice; 
• Major court decisions with relevance to the Council’s undertakings; and 
• Corporate health and safety issues 
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 Copies of all health and safety legislation, guidance notes and codes of practice 


relevant to the Council’s business are available on request from the Corporate 
Health & Safety Team. 


 
4.4.4 Communications with Enforcement Bodies 
 
 Any manager receiving formal communication from the Health & Safety Executive 


and/or the London Fire Brigade must forward a copy to the Corporate Health & 
Safety Team who will:- 


 
• Consult with managers affected and Safety Representatives as appropriate; 
• Circulate any communications to relevant management and Safety 


Representatives. 
 
 The Corporate Health & Safety Team are responsible for reporting of accidents, 


occupational diseases and incidents to the Health & Safety Executive as required 
under the Reporting of Incidents, Diseases and Dangerous Occurrences 
Regulations 1995. 


 
5 Competence 
 
5.1 The Council will ensure that employees are competent (i.e. that they have sufficient 


training, experience and knowledge to undertake safely the work required of them 
without exposing themselves to unacceptable risk).  To achieve this:- 


 
• The Council will assess employees to ensure that they have the necessary 


physical and mental abilities needed to do their job as part of recruitment, 
selection and pre-employment health screening processes; and 


 
• Managers will identify the health and safety training and development needs of 


employees, whether to refresh skills and knowledge or when working practices 
significantly change and provide training and development as appropriate 


 
6 Training  
 
6.1 Managers will ensure that all Council employees are provided with the appropriate 


training to enable them to carry out their responsibilities and work in a safe manner. 
 


6.2 Specific job-related health and safety training will be identified by line managers.  All 
such training will be funded by the relevant directorate.  Where practicable, 
employees will be provided with training before being required to carry out new or 
unfamiliar tasks or operations and/or when required to use new equipment, plant, 
machinery etc. 
 


6.3 A corporate programme of health and safety core competency training will be 
established by HR&OD.  HR& OD will keep records of health and safety training 
attended by employees. 


 
6.4 Line managers must ensure that new members of staff are provided with sufficient 


health and safety information on their first day at work to enable them to work 
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safely.  This will include details of the emergency arrangements in the building and 
information on any specific precautions. 


 
7 Monitoring 
 
7.1 Directors and Service Heads will establish processes to monitor and measure the 


effectiveness of the health and safety arrangements and performance in their 
directorates/service areas and hold individuals to account for their health and safety 
performance. 


 
7.2 Managers and supervisors will put arrangements in place to monitor the 


achievement of specific health and safety plans and objectives and compliance with 
local health and safety standards.  These may include:- 


 
• proactive measures (including the systematic inspection of premises, plant and 


equipment, or health surveillance to check on the effectiveness of health control 
measures and to detect early signs of harm to health); and/or 


• reactive measures (including the investigation of accidents or losses) 
 


8 Provision of Advice and Support 
 
 The following provisions have been established to provide support to those charged 


with responsibilities under this policy in the carrying out of their health and safety 
responsibilities:- 


 
8.1 Corporate Health & Safety Team 
 
 The Corporate Health & Safety Team will:- 
 


• Provide advice on policy, arrangements and good practice; 
• Provide advice and support to managers carrying out risk assessments and 


implementing measures to control health and safety risk and improve health and 
safety performance; 


• Assist managers in the investigation of accidents and incidents; 
• Establish a corporate health and safety training programme; 
• Carry out a programme of audits to ensure that the corporate health, safety and 


welfare policy and best practice is complied with; 
• Keep the Council up to date on health and safety legislation and good practice 


 
8.2 Occupational Health Provision 
 
 The Council will provide an occupational health service that delivers the following 


specialist services:- 
 


• Pre-employment health screening (to ensure fitness for the job requirements or 
advise on reasonable adjustments to the work or work environment where 
appropriate); 


• Provision of advice to managers in the event of employee ill health of their 
fitness to return to work and/or rehabilitation needs; 


• Health assessments for staff on referral; 
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• Provision of health surveillance where required for employees exposed to 
potential harm at work; 


• Provision of fitness testing where required for occupations such as drivers and 
night workers 


 
9 Auditing 
 
9.1 The Council will undertake periodic auditing of its health and safety management 


system and/or of specific elements of its health and safety performance. 
 
9.2 The Corporate Health & Safety Team will:- 
 


• Establish an annual programme of audits of health and safety performance and 
report the findings to Directors and the Corporate Health & Safety Committee; 
and 


• Review this policy at least on a bi-annual basis and recommend changes to the 
Corporate Health & Safety Committee 


  
 
 





		 Immediately report any situation which represents a serious and imminent danger to health and safety to the manager in control of the process/area;




