National Institute for Health and Care Excellence

Requirements specification for NICE Manchester 
Office Cleaning Services Contract
Level 1A, City Tower


1.	Introduction
The National Institute for Health and Care Excellence (NICE) provides national guidance and advice to improve health and social care. In April 2013 we were established in primary legislation, becoming a Non Departmental Public Body (NDPB) and placing us on a solid statutory footing as set out in the Health and Social Care Act 2012.

NICE's role is to improve outcomes for people using the NHS and other public health and social care services. We do this by:
· Producing evidence-based guidance and advice for health, public health and social care practitioners.
· Developing quality standards and performance metrics for those providing and commissioning health, public health and social care services.
· Providing a range of information services for commissioners, practitioners and managers across the spectrum of health and social care.
Further information describing the methods and process employed by NICE are available from NICE’s website (www.nice.org.uk).

The Estates and Facilities Manager is responsible for ensuring that the working environment is clean and safe for NICE staff, tenants and visitors.

The Manchester office comprises 508 workstations, 28 meeting rooms and 8 meeting pods. The average occupancy is 300 staff per day due to our flexible working arrangements. Visitor numbers can range from 0 to 150 people per day.

Through this invitation to tender, NICE is seeking tenders to select a contractor to supply Office Cleaning Services. The premises are in Manchester (UK) and the service shall include additional services (listed in 7. Additional services required) for a period of 3 years from contract award.
NICE requires tenderers to supply the full services set out in the specification. The total budget for this contract is £235,000 (excluding VAT). 

2. Scope of work
Areas to be cleaned:
Common areas, meeting rooms, reception, ground floor breakout area, café, catering kitchen, brew areas , toilets, showers, first aid room, lifts, cellular offices and open plan area incorporating 508 workstations. 
Total floor space is 4306m2 /46350ft2. Floor plans are attached. 
The contract will allow for 26 hours per day/130 hours per week allocated as follows:
· one working supervisor working for 3 hours per day from 5pm to 8pm
· three cleaning staff working for 2.5 hours per day from 5pm to 7.30pm
· three cleaning staff working for 2.5 hours per day from 5.30pm to 8pm
· two day cleaning staff working 8 hours (shared) per day from 8am to 4pm
It is up to the successful contractor to ensure staff have the right to work in UK and that necessary background checks are undertaken by their organisation prior to staff commencing work. The tenderer is responsible for undertaking these checks on the staff provided and costs associated with the checks shall be borne by the contractor.
Passport photos of each cleaner will be required to be submitted to NICE by the successful contractor for identification purposes. The Estates and Facilities Manager (or delegate) must be notified in writing of changes to cleaning staff. The written notification must contain:
· The name of the person leaving
· The name of their replacement
· The leaving date of the person leaving
· The start date of their replacement
· Details of staff cover provided for staff absence

The above information must be provided in writing to the Estates and Facilities Manager (or delegate) before the start date of the replacement member of staff. Failure to do so may result in the replacement not being allowed on site.

Cleaning Times:
The main working hours of NICE staff are from 8am until 5pm, Monday to Friday. Daily cleaning must be scheduled outside of these hours other than the daily 8 hour daytime cleaners. Noise must be kept to a minimum until 6pm, therefore vacuuming cannot commence until after this time. The office is accessible by NICE staff from 6am until 12am (midnight), 7 days a week.

Monitoring of the Service:
The contractors management team shall be required to check that the cleaning staff are carrying out the tasks as requested and that points raised by NICE are resolved to NICE’s satisfaction. An effective communication route is required between NICE and the contractor. These aspects shall be part of the performance measurement programme. 

NICE and the contractor will meet on an agreed schedule to monitor and discuss progress and potential issues. A performance measurement programme will be agreed between NICE and the contractor after contract award. 
3. Security
No Disclosure and Barring Service (DBS) checks are required for staff that TUPE across to the contractor. DBS checks shall be required as part of recruitment of new staff taken on during the contract. The contractor shall undertake the DBS checks and be responsible for costs associated with this process. No costs whatsoever will be passed onto NICE.

4. Training
The contractor shall assess the training needs of TUPE’d and new staff by means of a training needs analysis. The contractor will ensure that staff working on the NICE contract will have annual appraisal and personal development plan which is regularly reviewed throughout the year. The following training shall be available to staff:
· NVQ Level 2 or equivalent training
· In-house training to include COSHH training
· Relevant update/refresher training 
· First aid training
· Manual handling training

5. Transfer of Undertaking of Protection of Employment (TUPE)
The contractor shall ensure that it complies with TUPE legislation 2006 and subsequent amendments when transferring existing staff to their employment. No costs whatsoever associated with the TUPE activity for this contract shall be passed to NICE. The contractor shall bear costs associated with TUPE activity.

NICE shall provide a copy of the TUPE data relating to the current cleaning operation on receipt of expressions of interest from potential tenderers. 

6. Specification 
Details of the service are outlined below, however, tenderers must ensure that they have sufficient information on which to base their proposals. A site visit has been arranged for 2.30pm on Monday 5 March 2018 and tenderers must attend, return your site viewing form attached to your expression of interest email to gillian.watson@nice.org.uk.

Those who tender and do not attend the full site viewing will not be taken through to the tender assessment.
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Week commencing …………………………………………….
	Duties of out of hours cleaning staff for all areas

	Daily
	M
	Tu
	W
	Th
	F

	Wipe clean tables and desks.

Check chairs for debris and remove, reset chairs neatly.

Spot vacuum carpeted areas.

Sweep and mop hard floor surfaces.

Spot clean stains to carpets.

Flick dust photocopiers and other equipment.

Take crockery, glasses or cutlery to the kitchen for washing.

Remove finger marks from light switches, doors, door finger plates and door frames and internal glazing (not windows).

Empty waste bins and remove to disposal point in loading bay 3.

Empty recycling bins and remove to disposal point in loading bay 3 and dispose into correct container.

Dispose of cardboard in recycling bin in loading bay 3.

Clean walls and surfaces around bins.

	
	
	
	
	

	Weekly
	M
	Tu
	W
	Th
	F

	Twice weekly, vacuum carpeted areas.

Twice weekly, wipe clean surfaces in open plan area.

Flick dust monitor screens.

Wipe clean low level sills, ledges, skirting’s, wood panels, etc.

Undertake high level clean to remove loose dust from sills, ledges, door frames and closures, etc. 

Dust telephones and sanitise telephone handsets.

Dust and damp wipe furniture bases, supports and chair legs.

Polish mirrors, picture glass and frames, glass tables.

Clean signs.

Vacuum upholstered furniture (not desk chairs)
	
	
	
	
	



Week commencing …………………………………………….
	Reception, landing & lifts

	Daily
	M
	Tu
	W
	Th
	F

	Remove finger marks from:

· entrance doors 
· internal vision panels
· internal partition glazing
· reception glazing
· glass tables
· security gate consoles
· lift consoles

Vacuum upholstered furniture.
	
	
	
	
	



	Toilets, showers and first aid room

	Daily
	M
	Tu
	W
	Th
	F

	Clean and disinfect toilets, showers and sink units. 

Replenish toilet rolls, hand soap and towels.

Clean and buff sinks, taps and shower heads ensuring no build-up of scale.

Mop and dry tiled floor in toilet and shower blocks.

Lift drain grids in showers and clean filters.
	
	
	
	
	

	Weekly
	M
	Tu
	W
	Th
	F

	Polish mirrors and remove smears or marks.

Clean and disinfect extractor fan units.
	
	
	
	
	










Week commencing …………………………………………….
	Café, catering kitchen and brew areas including ground floor breakout area

	Daily
	M
	Tu
	W
	Th
	F

	Clean worktops and table surfaces using sanitising solution. 

Damp wipe catering trollies and ensure they are kept in the catering kitchen. 

Clean and buff sinks and taps ensuring no build-up of scale.

Clean kitchen appliances including boilers, coffee machines and microwaves.

Spot clean splash marks to walls and other surfaces.

Empty hot beverage flasks, rinse and return to designated area.

Load, set off and empty dishwashers. Replenish detergent and rinse aid and clean filters.

Ensure crockery and cutlery are distributed equally between the kitchens and brew areas and items are placed in correct cupboards.

Ensure catering equipment is returned to the catering kitchen.

Replenish hand soap, paper towels and washing up liquid in each kitchen and brew area.
	
	
	
	
	

	Weekly
	M
	Tu
	W
	Th
	F

	Fridays’, dispose of out of date and undated foodstuffs from fridges.

Clean interior and exterior of fridges.

Damp wipe drawer and cupboard fronts etc.

Clean and disinfect kitchen bins.

Strip and vacuum soft furnishings

	
	
	
	
	

	Monthly
	M
	Tu
	W
	Th
	F

	Clean dishwashers internally and externally.

Clean kitchen cupboards and dispose of out-of-date and undated food.
	
	
	
	
	







Week commencing …………………………………………….
	Daytime cleaning staff duties

	Daily
	M
	Tu
	W
	Th
	F

	On arrival, collect milk and newspapers from service tunnel and distribute via NICE trolley to café and brew areas. Complete milk delivery record sheet.

Attend toilet blocks before 8.30am to clean, wipe down surfaces, mop, disinfect handles and empty bins.

Attend toilet blocks every 2 hours to top up consumables and ensure cleanliness.

Ensure dishwashers are emptied from previous day.

Load, set off and empty dishwashers. Replenish detergent and rinse aid and clean filters.

Ensure crockery and cutlery are distributed equally between the kitchens and brew areas and items are placed in correct cupboards.

Clean and mop showers, between 10.30am and 12pm (noon).

Maintain café, other brew areas and breakout areas particularly after breaks and lunch times, replenish consumable stock (coffee, tea, hand towels, soap, etc.), wipe down surfaces and tables. Ensure catering stock rotation to avoid out of date stock.

Low catering stock levels to be reported to reception as soon as identified.

Empty drip trays from water and coffee machines throughout the day.

Empty full waste bins and remove to disposal point in loading bay 3.

Empty full recycling bins and remove to disposal point in loading bay 3 and dispose into correct container.

Provide a spot cleaning and vacuuming service when required.

Assist with emptying meeting rooms of used crockery and cutlery as room bookings permit.
	


	
	
	
	

	Weekly
	M
	Tu
	W
	Th
	F

	Vacuum outer area to revolving door in ground floor breakout area (with assistance from NICE Facilities staff).
	
	
	
	
	






Week commencing …………………………………………….
	Supervisor duties

	Daily
	M
	Tu
	W
	Th
	F

	Be a point of contact between NICE and the contractor.

Monitor and update this cleaning checklist.

Supervise cleaning staff and ensure cleaning is completed to a high standard.

Complete final check of high profile areas (committee rooms, reception, catering kitchen, toilets) at the end of each shift.

Record number of waste bags by category and report to contractor for monthly reporting to NICE.
	
	
	
	
	














7. 
8. Additional services required

	Service
	Frequency

	7.1 Glass cleaning
Undertake internal cleaning to windows on external office perimeter, glazing on cellular offices and meeting rooms including ground floor areas. The contractor will be responsible for providing its own equipment for this service. 
	Bi-annually

	7.2 Carpet deep clean
Deep clean of carpeted areas.
	Annually

	7.3 Shower block deep clean
Deep clean of shower block cubicles and lockers.
	4 monthly

	7.4 Reception areas
Dusting and ad-hoc removal of rubbish from the tops of office booths and high window ledges.
	Bi-annually

	7.5 Feminine hygiene units
Supply of 14 feminine hygiene units and collection of waste, contractor to manage collections.
	3 weekly

	7.6 Air freshener units
Supply of 9 air freshener units and refills, contractor to manage refills. 
	Monthly

	7.7 IT clean
Clean of keyboards, mice, screens and telephones.
	Bi-annually

	7.8 Meeting room chairs deep clean
Deep clean of meeting room chairs (x200) within main meeting room suite.
	Annually



9. Consumables 
The following consumables are to be supplied by the contractor: 
· Bin bags – clear for recyclable waste, black for general waste, opaque for office bins
· Domestic toilet rolls
· Liquid hand soap (5 litre)
· 2 ply Z fold handtowels (biodegradable and recyclable)
· Sponges for café and brew areas 
· Washing up liquid for café and brew areas 
· Dishwasher rinse aid and detergent

Monthly consumable invoices are to be submitted to NICE together with the cleaning service invoice. The contractor must maintain a minimum consumable stock level of at least 1 week’s supply.

Consumables to be supplied inclusive of service provided:
The contractor shall supply consumables necessary to carry out the tasks ensuring that a stock of replacements are onsite. A list of these shall be provided together with relevant Health and Safety data.

Utility cupboards adjacent to both toilet blocks and the Ribble meeting room are to be kept clean and tidy ensuring that mops and cloths are stored appropriately and sinks and containers are left clean. Full COSHH details of chemicals used on site must be maintained and displayed and regulations adhered to.
10. Information to be included in the proposal
It is mandatory that the following information be supplied as part of your response. Provide the following information referencing the numbers in order:
9.1	Information about your organisation including contact details (name, address, email address) of at least two recent/current organisations for which you are undertaking or have undertaken cleaning services for in the last 2 years, from which we may obtain references;
9.2	Confirmation that you are able to start the contract on 1st June 2018. Details of the resources required to undertake these works, including the name and address of sub-contractors, along with the type of service they would supply (see the staffing information in 2. Scope of work); you are required to include details of the type and number of each resource expected to undertake the service;
9.3	A time-plan showing the activities you would undertake and time taken from contract award to having the service up and running;
9.4	A description of your proposed communication route between NICE and your organisation for ensuring the smooth operation of the service and what the escalation process would be;
9.5	A description of your ability and approach to the delivery of the cleaning service making particular reference to your approach to environmental issues;
9.6	The costs for the cleaning service and the costs for the additional services. NICE requires that the cleaning staff are paid a minimum wage commensurate with the bottom of the NHS Pay Scale presently at £7.82 per hour, the supervisor rate is £8.32 per hour. This is reviewed annually with increases effective from 1st April each year, there has been no announcement as yet for April 2018. The NHS rate is above the National Minimum Wage and the National Living Wage and is expected to continue to be so. You are required to provide the costs for the services in the format laid out in 17. Costs. This should be a fixed cost for the term of the contract and NICE will honour increases in costs resulting from agreed wage rises. Failure to do so may result in your whole proposal being rejected;
9.7	A detailed list of consumables is to be supplied and their costs. In addition to the detailed list of consumables supplied, you are requested to cost the consumables in the format supplied at 17. Costs;
9.8	Confirmation of whether or not you are able to provide the additional services;
9.9	Details of how you propose to make cost savings over the term of the service and provide value for money, e.g. in terms of consumables or equipment used;
9.10	Details of your quality assurance processes that will ensure the delivery of the service in a timely manner;
9.11	In line with public sector regulations and best practice, provide one copy of each of your policies for:
i. Health and Safety 
ii. Environmental 
iii. Equal Opportunities 
iv. Diversity in the Work Place
9.12	The last three years of audited accounts for your organisation and a current balance sheet;
9.13	NICE recognises that some SMEs (Small, Medium Enterprises) (less than 50 people for a Small Enterprise and less than 250 for a Medium Enterprise) may not have formal policies available but still operate their businesses in a manner that is conducive to the above. If you are an SME and do not have formal policies in place, submit with your response a written statement on how your company operates in light of the above three areas of legislation and best practice. If an SME does not have 3 years of account due to being recently established then annual accounts must be provided where available along with a balance sheet for the current year. If this is the first year of trading for an SME then a current balance sheet must be provided. NICE may require further information in order to verify the existence of a company submitting a tender;
9.14	A declaration of current projects with clients or partners that your organisation is currently working with which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.
9.15	If your organisation (whole organisation including parent, group or subsidiary) has a turnover of £36 million or greater then provide a Modern Slavery Act Transparency Statement: this should set out the steps you have taken to ensure there is no modern slavery in your own organisation and that of your supply chain. If your organisation has taken no steps to ensure there is no modern slavery in your own organisation, then your statement should say so (a parent org/group statement is acceptable, this is compliance with the Modern Slavery Act 2015).
9.16	A summary sheet must be provided that details the benefits of your proposal and where your proposal provides value for money.



11. Selection criteria

	Criteria
	Weighting Attached (%)

	Part A
	

	Health & Safety, Environmental, Equal Opportunities and Diversity in the Work Place policies
	Pass/ Fail

	Financial stability
	Pass/ Fail

	Small, Medium Enterprises accounts
	Pass/ Fail

	Detrimental interests
	Pass/ Fail

	Social responsibility
	Pass/ Fail

	Part B
	

	Ability and approach to supply of the cleaning service
	30

	Approach to environmental issues
	10

	Supply of additional services
	15

	Tenderer references
	5

	Communications process
	5

	Time plan
	5

	Quality assurance
	10

	Project cost & value for money
	20



Tenderers will need to pass both organisational policies and financial stability criteria, prior to NICE proceeding to full tender assessment.
In light of the government’s drive for transparency, NICE is providing the formula that will be used for the cost evaluation aspect and the scoring guide. 
12. Cost evaluation
The cost will be evaluated using the following formula:
· Lowest tenderer’s price / tenderer’s price x 20 (the weighting).

Criteria and Scoring Guide
· Each evaluator will independently evaluate each tender submitted and use the following guide to score each criteria, the scores of evaluators per criteria are then averaged and the criteria weighting is then applied to give an adjusted score.

	Scoring
	

	-5
	The point is omitted

	0
	The point is not explained/ repeat of specification

	1
	The point is not acceptable

	2
	The point is possibly acceptable

	3
	The point is acceptable

	4
	The point is well made and acceptable

	5
	The point exceeds expectations/excellent


13. Further instructions
It is your responsibility to ensure that you have provided sufficient information in response to the invitation to tender.
Proposals that offer flexible solutions to meeting NICE’s needs will be considered.
Tender documents must be returned by 12pm (noon) UK time on Monday 26th March 2018. These must be submitted electronically by email with the subject heading Manchester office cleaning tender to contract.bids@nice.org.uk. No hard copy of the proposal is required.

The Form of Offer must be submitted in hard copy to:
Manchester Office Cleaning Tender
Gillian Watson, Procurement Officer
National Institute for Health and Care Excellence 
Level 1A City Tower, Piccadilly Plaza
Manchester M1 4BT 
It must be received by NICE no later than 12pm (noon) UK time Monday 26th March 2018. The envelope must not identify the name of the company.

Offer is to be provided in GBP and costs are to be exclusive of VAT.
NICE does not bind itself to accept the lowest or any offer and reserves the right to accept an offer either in whole or in part, each item being for this purpose treated as offered separately.
NICE reserves the right to amend the specification prior to the stated deadline.
Tender documents will remain the property of NICE and will not be altered or amended.
Information provided during the course of the tender exercise will be treated as confidential.
Interviews will be held in Manchester for shortlisted tenderers. Organisations submitting tenders are requested to keep Tuesday 24th April 2018 free for interviews at this stage. 
14. Communication with the tenderers
Before the offers are submitted, those wishing to tender may have specific questions and queries regarding the process, the policy or the arrangements with NICE. Under our procurement arrangements NICE has to ensure that applicants receive equal treatment and we will shall share information requests and responses with all applicants. Consequently questions and queries regarding this invitation to offer must be submitted by email to Gillian Watson (gillian.watson@nice.org.uk) no later than 5pm UK time on Tuesday 27th February 2018. The questions and answers will be collated and distributed by email to potential tenderers by 5pm UK time on Wednesday 28th February 2018.
There will be no telephone or informal or other kind of discussion between potential tenderers and officers or directors of NICE after this initial document is despatched.
15. Timetable
	
	

	Issue tender
	12/02/2018

	Deadline for Expressions of Interest
	5pm 27/02/2018

	Deadline for tender questions
	5pm 27/02/2018

	Answers sent out
	5pm 28/02/18

	Site viewing
	2.30pm 05/03/2018

	Tender receipt deadline
	12pm (noon) 26/03/2018

	Notify short list
	17/04/2018

	Interviews
	24/04/2018

	Award contract
	24/04/2018

	Alcatel period
	[bookmark: _GoBack]25/04/2018-04/05/2018

	Contract start
	01/06/2018



16. Transparency 
In light of the government’s need for greater transparency, organisations looking to tender for public sector contracts should be aware that if they are awarded a contract for this work, the resulting contract between the contractor and NICE will be published in its entirety. In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security. Tenderers are asked to make sections of their tender that they regard as ‘Commercial in Confidence’ or ‘subject to the non-disclosure clauses’ of the Freedom of Information Act or the Data Protection Act clear within the submission documents. The total value (bottom line) of the agreement is required to be published under current EU regulations and the UK government’s Transparency Agenda. If you require clarity on this point, contact us via the route stated in 13. Communication with tenderers.

17. Non-compliance
NICE expressly reserves the right to reject a proposal that:
· does not follow the instruction to tender guidance;
· is incomplete, has not provided answers to the questions or has not provided a reasonable explanation as to why an answer to a question has been omitted;
· has not responded to mandatory elements (i.e. the tender is non-compliant).





18. Costs
Provide a breakdown of the estimated budget necessary to deliver the service in GBP (ex VAT) and complete the costing tables in the format provided below. Failure to complete in this format may result in the offer being rejected.

Consumable item costs (add additional lines where necessary)

	Consumable item
	Brand
	Pack size
	Price ex VAT

	Clear bin bags for recyclable waste
	
	
	

	Large black rubbish bags
	
	
	

	Small opaque bags for office bins
	
	
	

	Domestic toilet rolls
	
	
	

	Liquid hand soap (5 litres)
	
	
	

	2 Ply Z fold hand towels (biodegradable and recyclable)
	
	
	

	Sponges
	
	
	

	Washing up liquid 
	
	
	

	Dishwasher rinse aid
	
	
	

	Dishwasher detergent
	
	
	



Service costs (add additional lines where necessary to accommodate variable frequencies)

	Service
	Price ex VAT

	Total annual cleaning service (excluding additional services and consumables)
	



Additional service cost table (see 7. Additional services required)

	Service
	Frequency
	Price per event ex VAT
	Annual cost

	7.1 Glass cleaning
	Bi-annually
	
	

	7.2 Carpet deep clean
	Annually
	
	

	7.3 Shower block deep clean
	4 monthly
	
	

	7.4 Reception areas.
	Bi-annually
	
	

	7.5 Feminine hygiene units
	3 weekly
	
	

	7.6 Air freshener units
	Monthly
	
	

	7.7 IT clean
	Bi-annually
	
	

	7.8 Meeting room chairs deep clean
	Annually
	
	



	Service
	Price ex VAT

	Total annual cleaning service (including additional services)
	



