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1. [bookmark: _Toc361659409][bookmark: _Toc361659394][bookmark: _Toc498667284]Background and Information Relating to the Contract

1.1 [bookmark: _Toc355016673][bookmark: _Toc361659410][bookmark: _Toc498667285]Overview of Wythenshawe Community Housing Group

Wythenshawe Community Housing Group Limited (WCHG) was established in 	April 2013, when Parkway Green Housing Trust (PGHT) and Willow Park 	Housing Trust Limited (WPHT) entered into a group structure. The Group owns 	and manages approximately 14,000 homes for rent in East and West 	Wythenshawe, Manchester. The Parent and Subsidiaries are charitable 	companies limited by guarantee and are registered with Companies House and 	the Homes and Communities Agency (HCA).

	The total number of staff employed by WCHG is c570.

	The vision of WCHG is defined below:

	One Community

· Shared standards
· Protecting the safe enjoyment of our homes
· Providing and sustaining community resources

One Service

· Being there for you when you need us
· One point of contact to resolve issues
· Services that reach everyone

Creating a better future for our Neighbourhood

· Providing the opportunity for people to learn skills and get employment
· Providing new homes and investing in our existing homes
· Supporting our schools to provide young people with the best life chances

Our Values

· Honesty
· Respect
· Communicate
· Team work
· Passion

 5-year Strategic Plan

Our 5-year Strategic Plan sets out in simple terms our direction of travel leading to towards 2020. No-one can accurately predict the future but our ability to respond flexibly, with a clear sense of purpose will help the Group enhance its mission through its organisational values. The delivery of our vision for the business is what underpins all our work.

Our 2020 key challenges detailed below will be our strategic focus to 2020;

1. Growth
2. Services
3. Partnerships
4. Viability
5. Community Investment
6. Towards Independence

Further information on WCHG can be viewed here 

1.2 [bookmark: _Toc361659411][bookmark: _Toc498667286]Overview of the Contract 

The scope of the proposed Contract includes the provision of Glazing Works for Responsive Repairs and Void Works at WCHG owned and maintained properties. The Works consists of the renewal of double glazing units, including measure, make and fit)

1.3 [bookmark: _Toc361659407][bookmark: _Toc361659412][bookmark: _Toc498667287]Purpose of the Invitation to Tender

This ITT provides the details of a competition being conducted by WCHG to select the Successful Bidder for the Contract.  

1.4 [bookmark: _Toc361659408][bookmark: _Toc498667288]Contact information

All communication in respect of the bid process shall be addressed via e-mail to:

· helen.piwko@wchg.org.uk 

1.5 [bookmark: _Toc498667289]Duration of the Contract

It is envisaged that the Contract with the Successful Bidder shall last for an initial period of 3 years, with an option to extend at WCHG’s sole discretion for 1 year and 1 further year, giving a total potential term of 5 years. 

1.6 [bookmark: _Toc361659413][bookmark: _Toc498667290]Specification

Section 1.2 contains a broad description of the Works to be provided by the Successful Bidder under the Contract. Full details of the Works to be provided under the Contract are contained in the Specification set out at Appendix 1 of this ITT. The Successful Bidder shall be required to comply with the Specification in providing the Works.

1.7 [bookmark: _Toc361659415][bookmark: _Toc498667291]Pricing

	As part of their bid submission Bidders shall complete and return the Pricing Document set out at Appendix 2 of this ITT. The completed Pricing Document shall be taken into account by WCHG in evaluating Bidders’ bids.
  
If a Bidder is successful in its bid for the Contract, then the Pricing Document it submitted as part of its bid shall be referenced in the Contract it enters into with WCHG and shall be used in calculating the amount payable to the Successful Bidder under the Contract.

1.8 [bookmark: _Toc361659416][bookmark: _Toc498667292]Conditions of Contract

The Conditions of Contract that WCHG proposes to enter into with the Successful Bidder is set out at Appendix 6 of this ITT. 

1.9 [bookmark: _Toc498667293]Not Applicable

	



2. [bookmark: _Toc498667294]Important Notices for Bidders

This Invitation to Tender (“ITT”) is being made available only to those Bidders who have been selected by WCHG to bid for the Contract (hereinafter referred to as the “Contract”). This ITT is made available on condition that it is to be used in connection with bidding for the Contract and no other purpose whatsoever.

2.1 [bookmark: _Toc361659395][bookmark: _Toc498667295]Confidentiality

Subject to the exceptions referred to below, the information in this ITT is made available by WCHG on condition that Bidders shall:

1 
2 
2.1 
2.1.1 at all times treat such information as confidential;

2.1.2 not disclose, copy, reproduce, distribute or pass the information to any other third person or allow any of these things to happen; and

2.1.3 not use the information for any purpose other than for the purpose of making (or deciding whether to make) a bid for the Contract. 

Notwithstanding the conditions referred to in paragraphs 2.1.1 to 2.1.3 above, Bidders may disclose, distribute or pass information to another person if:

2.1.4 done for the sole purpose of enabling a bid to be made and the person receiving the information undertakes in writing to keep the information confidential on the same terms as set out in this ITT; or

2.1.5 WCHG gives its prior written consent in relation to such disclosure, distribution or passing of information.

WCHG may disclose any information relating to the bids to its directors, officers, employees, agents or advisers. WCHG also reserves the right to disseminate information that is materially relevant to the Contract to all Bidders, even if the information has only been requested by one Bidder. WCHG shall act reasonably as regards the protection of commercially sensitive information relating to the Bidder.

2.2 [bookmark: _Toc361659396][bookmark: _Toc498667296]Accuracy of information and liability of WCHG and its advisers

The information contained in this ITT has been prepared by WCHG in good faith but does not purport to be comprehensive or to have been independently verified.  WCHG does not accept any liability or responsibility for the adequacy, accuracy or completeness of, or makes any representation or warranty (express or implied) with respect to the information contained in the ITT or with respect to any written or oral information made or to be made available to any Bidder or its professional advisors and any liability therefore is hereby expressly disclaimed.

Bidders considering entering into a contractual relationship with WCHG shall make their own enquiries and investigations of WCHG's requirements.  The subject matter of this ITT shall only have contractual effect when it is contained in the express terms of an executed agreement.

Nothing in this ITT is, or shall be relied upon as a promise or representation as to the future and WCHG does not undertake to provide Bidders with access to any additional information or to update the information in this ITT or to correct any inaccuracies that may become apparent.  WCHG reserves the right, without prior notice, to change the procedures outlined in this ITT or to terminate discussions and the delivery of information at any time before entering into the Contract.

2.3 [bookmark: _Toc498667297]Anti-collusion

Any Bidder who, in connection with the competition for the selection of Bidders for the Contract:

1 
2 
2.3 
2.3.1 fixes or adjusts its bid by or in accordance with any agreement or arrangement with any other Bidder;

2.3.2 enters into any agreement or arrangement with any other Bidder to refrain from making a bid or to alter, in any way the content of any bid to be submitted;

2.3.3 causes or induces any person to enter into any such agreement as referred to in paragraph 2.3.1 or 2.3.2 above or to inform any other Bidder of the content of any other bid for the Contract;

2.3.4 offers or agrees to pay or give or does pay or give any sum of money, inducement or valuable consideration directly or indirectly to any persons for doing or having done or causing or having caused to be done any act or omission in relation to any other bid or proposed bid for the Contract; or

2.3.5 communicates to any person (outside its consortium, its professional and financial advisers other than WCHG or any person duly appointed by WCHG) the content of its proposed bid,

shall be disqualified (without prejudice to any other civil remedies available to WCHG and without prejudice to any criminal liability that such conduct by a Bidder may attract) from further participation in the competition for the Contract.  Bidders are required to return with their bid the Anti-Collusion Certificate set out at Appendix 4.

2.4 [bookmark: _Toc361659398][bookmark: _Toc498667298]Non-canvassing

Any Bidder who, in connection with its bid for the Contract

1 
2 
2.4 
2.4.1 offers an inducement, fee or award to any representative of WCHG or any person acting as an adviser to WCHG in connection with the selection of Bidders for the Contract; or

2.4.2 does anything which would constitute a breach of the Bribery Act 2010,

shall be disqualified (without prejudice to any other civil remedies available to WCHG and without prejudice to any criminal liability that such conduct by a Bidder may attract) from further participation in the competition for the Contract. Bidders are required to return with their bid the Non-Canvassing Certificate set out at Appendix 5.

2.5 [bookmark: _Toc361659399][bookmark: _Toc498667299]Copyright

The copyright in this ITT is vested in WCHG and may not be reproduced, copied or stored in any medium without the prior written consent of WCHG. This ITT and any document issued to Bidders supplemental to it shall remain the property of WCHG and shall be returned upon demand.

2.6 [bookmark: _Toc361659400][bookmark: _Toc498667300]Confidentiality

Bidders shall not undertake (or permit to be undertaken) at any time, whether at this stage or after conclusion of the Contract, any publicity activity with any section of the media in relation to the Contract other than with the prior written consent of WCHG (in relation to the form and content of the proposed publicity).

2.7 [bookmark: _Toc361659401][bookmark: _Toc498667301]WCHG’s right to reject bids

Notwithstanding anything else stated in this ITT, the issue of this ITT in no way commits WCHG to enter into the Contract or any other agreement whatsoever.  WCHG is not bound to accept any bid and reserves the right to accept any bid either in whole or in part.  

Bids shall be checked initially for compliance with the requirements of this ITT and for completeness.  Clarification may be sought from Bidders in order to determine if a bid is complete and compliant.  Bids that are not substantially complete and/or compliant with the requirements of this ITT may be rejected.
 
2.8 [bookmark: _Toc361659402][bookmark: _Toc498667302]Time

WCHG reserves the right, in its absolute discretion to amend the timetable or extend any time period in this ITT. 
 
2.9 [bookmark: _Toc361659403][bookmark: _Toc498667303]Bid costs and loss of profits

	Bidders shall bear their own costs and in no circumstances whatsoever shall WCHG become liable for any bidding costs, nor shall WCHG be liable for any loss of profits, loss of Contracts or other costs or losses suffered or incurred by a Bidder as a result of that Bidder not being awarded one or more Contracts pursuant to this procurement process. WCHG shall similarly not be liable in the event that the procurement process is cancelled, whatever the reason.
 

	
	


3. [bookmark: _Toc361659418][bookmark: _Toc498667304]General Matters

3.1 [bookmark: _Toc361659419][bookmark: _Toc498667305]General approach

Although this ITT is not subject to the Public Contracts Regulations 2015, Bidders are reminded that WCHG shall conduct the process in accordance with the key EU principles of transparency, non-discrimination and equal treatment.

3.2 [bookmark: _Toc361659420][bookmark: _Toc498667306]Enquiries and communication

During the ITT stage Bidders may submit questions and requests for Clarification or further information.  Bidders shall note the following procedure for obtaining further information or Clarification on matters arising during the ITT stage:

3.2.1. [bookmark: _Toc464111830][bookmark: _Toc464112295][bookmark: _Toc464731473][bookmark: _Toc490493119][bookmark: _Toc498667307]Bidders shall address their questions and requests for Clarification or 	further information to the contact point set out at Section 1.4 above;

3.2.2. [bookmark: _Toc464111831][bookmark: _Toc464112296][bookmark: _Toc464731474][bookmark: _Toc490493120][bookmark: _Toc498667308]on receipt of a request for Clarification or further information, WCHG 	may, at its sole discretion, endeavour to respond to the Bidder and 	provide such Bidder with any additional information to which WCHG has 	access, but WCHG shall not be obliged to comply with any such request 	and does not accept any liability or responsibility for failure to provide 	any such information (and absence of a response from WCHG shall not 	entitle a Bidder to make any particular assumptions about the matters 	sought to be clarified);

3.2.3. [bookmark: _Toc464111832][bookmark: _Toc464112297][bookmark: _Toc464731475][bookmark: _Toc490493121][bookmark: _Toc498667309]Except as stated below, all questions and requests for Clarification or 	further information and the corresponding responses, shall be circulated 	by WCHG to all Bidders;

3.2.4. [bookmark: _Toc464111833][bookmark: _Toc464112298][bookmark: _Toc464731476][bookmark: _Toc490493122][bookmark: _Toc498667310]When submitting a question or request for Clarification or further 	information, Bidders shall indicate whether or not they believe the 	question or request for Clarification or further information is commercially 	confidential to them and shall not therefore be shared with other 	Bidders. Any such question or request for Clarification or further 	information shall be marked ‘Confidential – not to be circulated to 	other Bidders’; 

3.2.5. [bookmark: _Toc464111834][bookmark: _Toc464112299][bookmark: _Toc464731477][bookmark: _Toc490493123][bookmark: _Toc498667311]If WCHG considers that, in the interests of open and fair competition, it 	is unable to respond to the question or request for Clarification or further 	information on a confidential basis, it shall inform the Bidder who has 	submitted it. The Bidder shall as soon as practicable thereafter request 	that either the query be withdrawn or treated as not confidential;  

3.2.6. [bookmark: _Toc464111835][bookmark: _Toc464112300][bookmark: _Toc464731478][bookmark: _Toc490493124][bookmark: _Toc498667312]All questions or requests for Clarification or further information shall be 	submitted no later than 14.00 hours on 01/12/2017. Requests/questions received after this time shall not be responded to by WCHG.

3.3 [bookmark: _Toc361659421][bookmark: _Toc498667313]Amendments to the ITT

WCHG reserves the right to issue amendments or modifications to this ITT during the ITT stage. These shall be issued to all Bidders simultaneously and bids shall be assumed to take account of any such modifications and amendments.

3.4 [bookmark: _Toc498667314]Not applicable

3.5 [bookmark: _Toc361659423][bookmark: _Toc498667315]Procedure for the submission of bids

Bidders shall submit one (1) bound hard copy and one (1) electronic copy bid by no later than 14.00 hours on 08/12/2017, to the following address:

Wythenshawe Community Housing Group
Wythenshawe House
8 Poundswick Lane 
Wythenshawe
Manchester
M22 9TA

To submit a bid, the Bidder shall:

Seal the bid the “Inner” envelope bearing the name of the Bidder, using the attached template at the rear of this document.

The sealed inner envelope shall be placed within the addressed “Outer” envelope, using the attached template at the rear of this document. The “Outer” envelope shall not display any Bidder identifiable markings or franking. 

Hard copy ITTs shall be bound in numerical order.

Electronic copy ITTs shall be in USB flash drive format only. Electronic copy ITTs shall be submitted in the published format only, and Bidders shall not change the format of the ITT documents. 

Please provide your response to this ITT by completing the required documents. Please do not provide separate or different types or formats of documents unless specifically requested to do so.

Please note that the designated limits on length of responses set out in the ITT shall be strictly adhered to. Any question response exceeding the designated limit shall be disregarded beyond that limit. Unless specifically requested to do so, please do not include or upload any standard marketing or promotional material within your answer as this shall be disregarded.

Supporting information (appendices, attachments etc.) shall be presented in the same order as, and shall be referenced to, the relevant question.

Late submissions shall not be accepted.

Bidders are strongly recommended not to leave their ITT submission to the last minute. WCHG shall not be held liable for failures to submit an ITT on time due to technical issues reported less than 24 hours before the submission deadline.

3.6 [bookmark: _Toc498667316]	Bidder Interviews
	
Once the deadline for bid submission has passed, the Bidders who have submitted a bid shall be invited to attend an Interview at WCHG’s offices to further explain their proposals for carrying out the Contract they are bidding for. 

The provisional dates for these Interviews are as set out in Section 3.7 of this ITT, though the dates, times and venues of the Interviews shall be confirmed with Bidders under separate cover.

The maximum percentage or “weighting” WCHG shall give to the Interviews in the evaluation is set out in Section 5.3 of this ITT.

3.7 [bookmark: _Toc361659425][bookmark: _Toc498667317]Procurement timetable

The indicative timetable for the procurement process is as set out below:

		Stage	
	Date

	ITT made available to Bidders
	[bookmark: _GoBack]17/11/2017

	Deadline for requests for Clarification
	01/12/2017

	Deadline for submission of bids 
	08/12/2017

	Bidder Interviews
	Week commencing 15th January 2018

	Completion of evaluation of and notification of result
	January 2018

	Contract commencement
	February 2018



WCHG reserves the right to amend the above timetable.




4. [bookmark: _Toc361659426][bookmark: _Toc498667318]Bid Return Requirements

4.1 [bookmark: _Toc361659427][bookmark: _Toc498667319]General 

[bookmark: _Toc355016694]This Section provides Bidders with details of the form and content of bids that are invited and sets out the procedural requirements with which Bidders shall comply when submitting a bid in order for their bid to be considered by WCHG. The process is intended to:

· assist WCHG in choosing the most economically advantageous bid;
· make clear the requirements with which Bidders shall comply and the basis on which the bids shall be evaluated; and
· maintain competition throughout.

If a Bidder does not comply with the requirements as set out at this Section 5, WCHG may (in its sole discretion) disqualify the Bidder from the competition.

The bid and any supporting documentation shall be appropriately cross-referenced to this ITT. Bids shall be as clear and concise as possible, in order to enable WCHG to evaluate bids in accordance with this ITT. 

Bidders shall confine each response to the question being asked. WCHG shall only evaluate each response against the relevant question. Any Bidder response that is applicable to more than one question shall be repeated as necessary.   

Any question response exceeding the designated limit shall be disregarded beyond that limit. 

All bids shall be submitted in English. Bidders are reminded that Variant Bids shall not be accepted.

All pricing shall be exclusive of Value Added Tax (VAT).

4.2 [bookmark: _Toc361659428][bookmark: _Toc498667320]Content of bids

All bids shall consist of the following items/documents:

4.2.1. [bookmark: _Toc464111844][bookmark: _Toc464112309][bookmark: _Toc464731487][bookmark: _Toc490493133][bookmark: _Toc498667321]Confirmation of acceptance of the Specification as set out at 	Appendix 	1 and the Conditions of Contract Specification as set out at Appendix 6, 	signed by the authorised signatory submitting the bid on behalf of the 	Bidder;

4.2.2. [bookmark: _Toc464111848][bookmark: _Toc464112313][bookmark: _Toc464731491][bookmark: _Toc490493134][bookmark: _Toc498667322]The completed Pricing Document set out in Appendix 2;

4.2.3. [bookmark: _Toc464111845][bookmark: _Toc464112310][bookmark: _Toc464731488][bookmark: _Toc490493135][bookmark: _Toc498667323]A copy of the Form of Tender as set out at Appendix 3 signed by the 	authorised signatory submitting the bid on behalf of the Bidder;

4.2.4. [bookmark: _Toc464111846][bookmark: _Toc464112311][bookmark: _Toc464731489][bookmark: _Toc490493136][bookmark: _Toc498667324]A completed Anti-Collusion Certificate as set out at Appendix 4, signed 	by the authorised signatory submitting the bid on behalf of the Bidder; 

4.2.5. [bookmark: _Toc464111847][bookmark: _Toc464112312][bookmark: _Toc464731490][bookmark: _Toc490493137][bookmark: _Toc498667325]A completed Non-Canvassing Certificate as set out at Appendix 5, 	signed by the authorised signatory submitting the bid on behalf of the 	Bidder;

4.2.6. [bookmark: _Toc464111849][bookmark: _Toc464112314][bookmark: _Toc464731492][bookmark: _Toc490493138][bookmark: _Toc498667326]A comprehensive Written Return as set out in Appendix 7, specifying 	how the Bidder shall carry out the Works to be provided under the 	Contract;

4.2.7. An Anti-Slavery and Human Trafficking Statement setting out how the 	Bidder has taken steps to ensure that slavery and human trafficking is 	not taking place in any part of the business or supply chains. The 	Successful Bidder shall be required to provide an updated statement 	annually. 







5. [bookmark: _Toc361659429][bookmark: _Toc498667327]Evaluation of Bids

5.1 [bookmark: _Toc361659430][bookmark: _Toc498667328]Introduction

The purpose of this Section is to provide information to Bidders on the evaluation process for bid submissions and the criteria that shall be used to select the Successful Bidder.

5.2 [bookmark: _Toc361659431][bookmark: _Toc498667329]Evaluation for compliance

Bids shall be checked initially for compliance with this ITT and for completeness.  Bids that are not substantially complete and/or compliant with this ITT may be rejected. During the evaluation period, WCHG reserves the right to call for further information from the Bidders to assist it in its consideration of their bids.

5.3 [bookmark: _Toc361659432][bookmark: _Toc498667330]Evaluation criteria 

Bids for the Contract for shall be evaluated on the basis of the criteria set out below to determine the most economically advantageous tender (MEAT). WCHG has allocated a maximum score for each element as follows:

	
Area

	Criteria
	Weighting


	
	
	Written Return*
	Bidder Interview***

	


Quality






	Technical Ability
	3.75%
	3.75%

	
	Contract Management
	3.75%
	3.75%

	
	Health and Safety
	3.75%
	3.75%

	
	Customer Care
	3.75%
	3.75%

	
	Social Value
	5%
	5%

	
	Quality Totals
	20%
	20%

	
Price**

	Pricing Document
	60%

	Overall Weighting

	100%



* Bidders shall refer to Appendix 7 of this ITT for further details of the % weighting that shall be given to each individual element of the Quality criteria.

** Bidders shall refer to Appendix 2 of this ITT for an explanation as to how the Pricing Document shall be scored.

*** Further details of the criteria against which the Interview shall be assessed shall be provided to Bidders in advance of the Interview. 

Note that WCHG reserves the right not to further evaluate a Bidder’s bid if the Bidder’s score for the Pricing Document as set out in Appendix 2 is such that they will not be able to win the Contract even if they were to get maximum marks for the Written Return as set out in Appendix 7 and the Bidder Interview.

WCHG also reserves the right not to invite a Bidder to participate in the Bidder Interview stage of the procurement process if the Bidder’s combined score for the Pricing Document as set out in Appendix 2 and Written Return as set out in Appendix 7 is such that they will not be able to win the Contract even if they were to get maximum marks for the Bidder Interview.





6. [bookmark: _Toc361659433][bookmark: _Toc498667331]Glossary of Terms


	Term

	Meaning

	Bidder
	The organisation(s) formally invited to submit a tender


	Clarification
	A request from a Bidder for further information regarding the content of the tender documents

	Contract
	The formally agreed document that is created between WCHG and the Successful Bidder

	Evaluation Criteria
	The list of key criteria that is used to assess a Bidder’s tender

	ITT
	The Invitation to Tender document issued to Bidders


	MEAT
	The most economically advantageous tender (where the quality and price are evaluated)

	Pricing Document

	The schedule containing the Bidder’s tender pricing proposal

	Regulations
	The Public Contracts Regulations 2015 that governs the award of public contracts in the UK.

	Scoring Methodology
	The basis on which bids are to be scored against the Evaluation Criteria.

	Specification

	The technical statement of what is to be provided under the scope of the Contract

	Successful Bidder

	The organisation formally appointed as the Contractor

	TUPE
	The Transfer of Undertakings (Protection of Employment) Regulations 2014

	Variant Bid
	A bid which is different from that specifically requested by the Contracting Authority in the tender documents






[bookmark: _Toc360623798][bookmark: _Toc498667332][bookmark: _Toc360623799]Appendix 1 – Specification

1. Scope of Contract

The scope of the Contract is the provision of Glazing Works for Responsive Repairs and Void Works at WCHG owned and maintained properties.

The overall aims of the Contract are:

· Value for Money
· High levels of customer service
· Compliance with pre-determined timescales 

2. Location of Contract

The Works shall be located in and around the Wythenshawe area and includes all WCHG domestic and commercial properties. 

3. Operation of the Contract

Works Orders

The Contract Administrator shall issue an official Works Order via e-mail to the Contractor to execute jobs at a specified address within a specified Period. All Works Orders shall be in writing and no payment shall be made in respect of Work undertaken without a written Works Order.

The Contractor shall acquaint and satisfy himself with all conditions likely to affect the execution of any of the Works Orders issued, including the types, construction and location of the dwellings and buildings, as no claim by the Contractor for additional payment shall be allowed on the grounds of any misunderstanding, or ignorance due to lack of knowledge of local conditions, regulations or requirements on which the Works Orders are to be executed.

The Contractor shall at all times employ sufficient labour and supply materials and suitable and sufficient plant and equipment to ensure that all Works Orders placed are started and completed within the Response Repair Period (which commences from the time of the issue of the Works Order) to the entire satisfaction of the Contract Administrator. The Contractor shall, wherever possible, ring the tenant in advance and make a mutually agreed appointment for work to be carried out.

The Contractor shall be required, notwithstanding the expiry of the Contract Period on the date as stated in the Contract Details to complete, to the satisfaction of the Authorised Officer, all Works Orders issued to the Contractor before or on the date of expiry of the Contract Period. WCHG reserves the right to withdraw any Works Order at any time. The Contractor shall make no charge if a Works Order is withdrawn before work has commenced.

The Contractor shall note that due to variations in the amount of Work available at any one time it is not possible to guarantee continuity of Work. It is to be noted that Works Orders shall be issued on an irregular basis. Due to the unpredictable nature of property maintenance, the Contractor shall allow for irregular workload patterns. WCHG shall make all reasonable efforts to arrange for Works Orders to be prioritised with a view to avoiding excessive demands on the Contractor’s labour capacity. 

Hours of Work

The Contractor shall normally carry out Work between the hours of 7.30am and 6.00pm Monday to Friday and 8.00am and 1.00pm on Saturday. Work before or after these times may only be carried out with the prior approval of the Contract Administrator, the tenant and adjacent tenant and/or residents in respect of occupied properties.

The Contractor shall be sensitive to religious and cultural events celebrated in a diverse community and shall respect the wishes of residents in not carrying out work on these days, except in Emergencies threatening the structural stability of the dwelling and the health and safety of the tenants.

Contract Administrator

The Contract Administrator shall issue oral or written instructions from time to time, and the Contractor shall comply with such instructions. Any instructions are given orally must be confirmed in writing, by the Contract Administrator, within five working days.
 
The Contract Administrator shall be at liberty to order any extra Work or, to vary the Work or, to omit any part of the Work.

If, during the execution of the Work as indicated on the Works Order, the Contractor considers extra/varied work is necessary, then the Contractor shall immediately seek the Contract Administrator’s instructions. 

If after receipt of any Works Order and/or Contract Administrator’s other written instruction the Contractor does not comply, WCHG may employ and pay other persons to carry out the Works. Any additional costs, including administrative costs, incurred, shall be deducted by WCHG from any monies due, or to become due, to the Contractor under this Contract or shall be recoverable by WCHG as a debt.

The Contract Administrator may issue instructions requiring the exclusion from the Contract of any person employed by the Contractor.
	 
Contract Manager 

The Contractor shall employ upon the Contract a competent person to undertake the role of the Contract Manager. The Contract Manager shall act on any instructions given to him by the Contract Administrator. Any such instructions shall be deemed to have been issued to the Contractor.

The Contractor is to ensure that the Contract Manager can be contacted by means of mobile phone or other form of communication approved by the Contract Administrator during all normal working hours and that the Contractor can contact his operatives during all normal working hours.

Post Inspection and Completion of the Works 

The Contractor is required to notify WCHG prior to the completion of the Works Order to enable the Contract Administrator to arrange with the Contractor to hold either a joint pre-completion or a joint post completion inspection. Failure to undertake this requirement could prevent additional Works Orders being issued to the Contractor. 

The Contractor shall leave the Work complete and in a clean sound and perfect condition, and during the execution of the works and at completion shall clear away all rubbish and make good at his own expense to the satisfaction of the Contract Administrator, any damage which may have been caused to any property of the WCHG by his employees.

No Access

If the Contractor is unable to gain access to the property at the appointed date and time, the Contractor shall leave a No Access Card at the property informing the tenant that access was not available and informing the tenant to make contact with the Contractor within 72 hours to rearrange the appointment. The No Access Card shall include the Contractor’s name, address and contact telephone number. The Contractor shall note that no charge is to be made to the Company or tenant for a No Access instance.

If the tenant does not make contact with the Contractor within 72 hours to rearrange the appointment, the Contractor shall contact the tenant again and make a new appointment, after which the above procedure will be followed for the second time.  If no contact is made by the tenant on the second occasion, no further contact attempts to gain access shall be made by the Contractor. In this event the Contractor shall inform the Contract Administrator who shall take responsibility for making access arrangements directly with the tenant on behalf of the Contractor.

Invoicing and Payment

The Contractor shall submit to the Contract Administrator detailed invoices monthly together with authorised time sheets for Work undertaken, which shall form the basis for calculating any amounts due to the Contractor under this Contract.

The Contractor shall complete and return the duplicate copy of the Works Order and signed slip from the tenant or other authorised WCHG representative confirming that the Work has been carried out satisfactorily (forming part of the original Works Order) before any payment in respect will be authorised or made.  

All invoices submitted by the Contractor shall quote the number of the Works Order, the Address, and priced value and a brief description of the Work carried out and shall include the value of Value Added Tax properly chargeable to the WCHG in carrying out the Works Order. Invoices shall detail the dates that the Works commenced and completed to the satisfaction of the Contract Administrator.

The Contract Administrator shall either, approve such invoice and authorise payment or alternatively, reject the invoice and return it to the Contractor, stating the reasons for rejection, for corrective action and resubmission.

Subject to approval, invoices shall be paid within 30 days of the date of invoice.

4. Works Specification

The Contract shall consist of the provision of Glazing Works as described in the NHF Schedule for Responsive Maintenance and Void Property Works Version 6.1.

5. Performance Management

Job Completion

Unless agreed otherwise, all Work shall be completed within 4 weeks from the Contractor’s Receipt of the Works Order. 

Performance Reviews

Performance reviews shall be undertaken jointly by the WCHG and the Contractor as determined by the Authorised Officer on a monthly or bi- monthly basis. Each performance review will focus on the performance, effectiveness and efficiency, Health & Safety and invoicing aspects of the Contractor. 

The performance reviews shall comprise a review of the Contractor’s overall performance in meeting the requirements of the Contract including the requirements of achieving and maintaining continuous improvement. Performance figures will be extracted from information collected from the computer ordering system, from surveys carried out by the WCHG inspection team and other sources. 

The following list is indicative of the items to be reviewed:

· Maximising tenant satisfaction
· Maximising the quality of workmanship and materials
· Minimising the number of complaints and maximising satisfaction with the outcome
· Maximising the quality of financial information and accuracy of invoices
· Completion of Works Orders 
· Maximising the efficiency of the Contractor 
· Review of the Contractor Health and Safety records



Specification Annex 1 – WCHG Site Rules for Contractors

1. Working Hours

The Contractor shall observe the working hours of the Company as stated in the Specification. Additional time outside of the stated working hours shall be subject to prior authorisation by the Company.
 
1. Reporting on Site

The Contractor shall report, wherever applicable, to the tenant or person in charge of the Site, prior to commencement of the Services/Works, and shall also report on each occasion that they leave the Site and on completion of the Services/Works.

1. Identity Cards

All operatives employed by the Contractor in connection with the Services/Works shall carry identity cards in a format to be approved by the Company which shall be actively drawn to the attention of the tenant or person in charge of the Site – whether requested or not – prior to commencing the Services/Works. The identity card shall as a minimum contain the following information:

· A passport type photograph of the operative;
· The operative’s name;
· The operative’s employee identification number;
· The Contractor’s name, address and telephone number;
· The expiry date of the identity card;

Before commencement of the Services/Works the Contractor shall be required to submit to the Company a list of operatives for the Services/Works, which shall be updated as required throughout the Contract.

Tenants shall be instructed to refuse access to any person working for the Contractor (including sub-contractors) who is not in possession of an identity card that satisfies the above requirements.

The Contractor shall ensure that identity cards are withdrawn when operatives cease to be employed or are permanently transferred to other duties. The Contractor shall ensure that sub-contractors also comply with these requirements.

Before commencement of the Services/Works the Contractor shall ensure that all operatives are subject to a satisfactory Disclosure and Barring Service (DBS) check.

1. Personal Protective Equipment

The Contractor shall be responsible for providing its own operatives with personal protective equipment as may be required for the provision of the Services/Works, for example, eye protection, head protection, respirators and breathing apparatus, etc.

The Contractor shall also ensure that if a type of PPE is described as a control measure in any risk assessment, that the operatives undertaking the Services/Works wear the PPE at all times.

All Contractors shall be required to wear high visibility jackets whilst working on the Site or suitable high visibility equipment for the working location.

All Contractors shall be required to Approved safety footwear whilst working on the Site.

The wearing of shorts or rolled up trousers is strictly prohibited at all times.

NO urinating in gardens or on the scaffold is permitted.

1. Observing Health and Safety

The Contractor is reminded of their responsibility, whilst providing the Services/Works, for all Health and Safety matters and shall adopt safe methods of working and comply at all times with the requirements of the Health and Safety at Work Act 1974 together with regulations made thereunder and of any other legislation, regulations or orders pertaining to the health and safety of the public, operatives, sub-contractors, the Company’s staff and all other persons.

The Contractor is required to remain CHAS accredited or undergo annual assessments of a member of the Safety Schemes is Procurement for the duration of the Contract. Failure to maintain annual compliance may result in suspension or termination of the Contract.

The Contractor shall at all times observe and apply the provisions of their Health & Safety Policy and ensure safe working systems during the provision of the Services/Works. The Contractor shall ensure an equal level of compliance by sub-contractors.

The Contractor shall immediately inform the Contract Administrator of any actions being taken against them by the Health and Safety Enforcement Authorities.
 
The Contractor shall immediately inform the Contract Administrator of any fatality, major injury or dangerous occurrence (RIDDOR Regulations) to any person(s) e.g. tenants, staff, members of the public and whosoever encountered whilst providing the Services/Works under this Contract.

The Contractor shall ensure that any premises used for the provision of the Services/Works under this Contract conform to the relevant Health and Safety legislation.

The Contractor shall be responsible for ascertaining whether execution of any order for Services/Works will or is likely to involve any interference with asbestos, lead, live electricity conductors or cables, gas piping or storage containers, pipes conveying water or steam or any other hazardous substances or installations.

In the event of the Contractor ascertaining that execution of any order will or may involve interference with any hazardous substance or installation then the Contractor shall notify the Contract Administrator and shall state in writing any precautions proposed to be taken in consequence of the hazard which may affect the use of the premises or the comfort or freedom of movement of any person likely to be in or near the premises during execution of the order.

The Contractor shall also notify in writing the occupants of the Site, or the person in charge of the occupants or users of the Site on which Services/Works are in progress or about to be carried out, all restrictions, guidance or other precautions which are desirable or necessary for the safety of all persons occupying or using the Site in connection with the provision of the Services/Works. The Contractor shall provide all barriers and warning notices required for that purpose and shall make effective arrangements for the occupant or person in charge to consult and communicate with the Contractor throughout the duration of the Services/Works on the effects and nature of such precautions.

In the event that materials are suspected of containing asbestos, the Contractor shall immediately contact the Contract Administrator and await further instructions.
 
1. Working in Occupied Properties

The Contractor shall recognise the implications of visiting a home and operatives shall be trained and encouraged to take care of the home.

0. Contractors shall be mindful of cultural issues that may present when working within the home and take all necessary steps prior to undertaking the work to assess all additional needs of the tenant, and in particular where the following nine protected characteristics occur:
0. 
· [bookmark: _Toc342482531]age
· [bookmark: _Toc342482532]disability
· [bookmark: _Toc342482533]gender reassignment
· [bookmark: _Toc342482534]marriage and civil partnership
· [bookmark: _Toc342482535]pregnancy and maternity
· [bookmark: _Toc342482536]race
· [bookmark: _Toc342482537]religion and belief
· [bookmark: _Toc342482538]sex
· [bookmark: _Toc342482539]sexual orientation

The Contractor’s rates shall allow for working in tenanted properties. As the properties may be occupied during the Services/Works and the Contractor shall not be allowed complete and exclusive possession of the property, the working operations shall be carried out with the minimum amount of disruption and the Contractor shall make all necessary arrangements for access with the tenant. The tenants shall at all times retain unimpeded safe access, usage and egress and security. 

The Contractor shall co-ordinate all work so that it can be carried out with the least possible inconvenience and discomfort to the tenant.  Every effort shall be made to afford tenant privacy and the minimum of inconvenience and to maintain services in one form or another.  

Entrances and footpaths shall be kept clear at all times for the unrestricted use of the tenants or occupiers.

The Contractor shall ensure that tenants are not endangered due to the works, either whilst the Services/Works are being undertaken or overnight.  

When the Contractor has to walk through areas of the property to work in particular rooms those shall be adequately protected to prevent any damage occurring. When protecting the stair floor finishes this protection shall be safely secured and the tenant made aware of any potential danger.

Any damage to the properties, including floor, wall and ceiling finishings, furniture and fittings and to the external works, including paths, grass, trees, hedges, fencing, shrubs and flowers etc. caused by the Contractor shall be made good at the Contractor’s expense and to the entire satisfaction of both the tenant and Contract Administrator.

1. Keeping the Site Clean and Removal of Rubbish

The Contractor shall keep the Site clean and tidy at all times and clear away rubbish and debris as it accumulates.  If the Contractor fails to comply with this requirement the Contract Administrator may arrange for the clearing up to be carried out by others and charge the Contractor accordingly.

The Site shall be cleaned thoroughly on completion and left to the satisfaction of the Contract Administrator. The cleaning materials and methods used shall be appropriate to the materials being cleaned and the manufacturer's recommendations.

The Contractor shall allow for making good any damage to public or private roads, footways, gardens and planted areas and all existing public or private mains and cables caused by the provision of the Services/Works. Any charges that may be legally claimed by the Public Authorities, or other parties, for damage caused by extra traffic over roads by carriage or materials, plant, etc., to or from the Site shall also be borne by the Contractor, who shall indemnify the Company in respect of the cost of any proceedings.

The Contractor shall keep road, streets and footpaths adjacent to the Site free from mud, dirt, rubbish, building debris, etc., and observe any bye-laws or regulation imposed by a competent Authority requiring roads or streets to be kept free from mud, dirt, rubbish, etc.
No materials or supplies of any description, refuse containers, items of plant, etc., are to be placed on gardens or cultivated areas.
 
The Contractor shall allow for protecting and maintaining all public and private roads, footways, paved areas and mains services, make good any damage caused by the provision of the Services/Works including sweeping free of mud, debris and rubbish for the duration of the Services/Works, pay all costs and charges in connection therewith. The Contractor shall ensure the safe passage of all pedestrians and vehicular traffic at all times.

1. Smoking

The Company operates a No Smoking policy.  The Contractor shall ensure that all operatives are fully aware of this policy and shall enforce this policy with their operatives when providing the Services/Works.

1. Inappropriate Language

The Contractor shall ensure that all operatives refrain from using foul and/or inappropriate language at all times when providing the Services/Works.

1. Control of Noise

The Contractor shall employ the “best practicable means” as defined in the Environmental Protection Act 1992, to minimise noise and vibration resulting from the Services/Works and shall have regard to BS 5228 (Code of Practice for Noise Control on Construction and Open Sites) and in particular:

· shall ensure that all vehicles, plant and machinery used during the Services/Works are fitted with effective exhaust silencers and that all parts of such vehicles, plant or machinery are maintained in good repair and in accordance with the manufacturer’s instructions, and are so operated as to minimise noise emissions;

· shall ensure only ‘sound reduced’ compressors or other alternatives approved by the Company are to be used, and any equipment or panel fitted by the manufacturer for the purpose of the reduction of noise shall be maintained and operated so as to minimise noise.  Any pneumatically operated percussive tools shall be fitted with approved mufflers or silencers which shall be kept in good repair;

· shall ensure any machinery which is in intermittent use shall be shut down in intervening periods of non-use, or where this is impractical, shall be throttled back to a minimum.

1. Music/Radios/Telephones

The use of telephones, radios and/or the playing of music are not permitted on site or within properties.

1. Use of Power Tools

110 volt or battery operated portable electric appliances shall be used when working in domestic properties. The use of 240 volt appliances is not permitted. The length of primary cables feeding a transformer shall not exceed 1 metre. Trailing cables shall be avoided in areas where tenants will require access.

1. Use of Electricity/Water

The Contractor may, by means of a suitable private arrangement with the tenant, or person in charge of the Site, which includes an indemnity for any damage caused and payment of all charges incurred, make use of the water and electricity supplies to the Site. Such arrangement cannot be guaranteed and the Contractor shall make contingency provisions to provide, at their own expense, suitable apparatus to furnish water or a temporary electrical supply as may be required to provide the Services/Works.

1. Temporary Work Arrangements
The Contractor shall allow for providing all temporary hoardings, gantries, fans, footways, guard rails, barriers, fencing and all necessary lighting and warning signs for the protection of tenants, occupiers and members of the public during the provision of the Services/Works.

The Contractor’s rates shall allow for providing, at the workplace, steps, ladders, roof ladders, staging, props, tubular and patented system scaffolding (including boards) necessary to carry out repairs and renewals to external surfaces and components (including roofs) at any height. Scaffolding shall be rendered inaccessible at the end of each day's work and all other plant and scaffolding works, both complete and incomplete, left in a safe and secure manner.  At all times the Contractor shall ensure that the scaffold to properties remains in a stable and safe state, free from movement.

1. Protecting Adjoining Properties

The Contractor shall not permit any work to be done that is calculated to injure the stability of existing buildings or any portion thereof, boundary walls, fences or railings.  The Contractor shall be held responsible for all damage arising through carelessness inadvertence in this respect.  

1. Recycling of Waste

In providing the Services/Works, should the following materials arise as waste in suitable quantities they shall be removed to a transfer station and recycled; they shall not be removed directly to a landfill site:

· Concrete;
· Bricks and mortar;
· Timber structural roof members, battens, fascia, soffit and barge boards;
· Timber floor boards;
· Roof slates;
· Concrete roof tiles;
· Metalwork including copper pipes;
· Plaster and render;
· Ceramic wall, floor tiles and;
· Solid panelled timber doors and all timber door frames;
· Sanitary fittings;
· Timber skirtings, architraves, cupboards and shelves;
· Timber fences;
· Timber pallets attained through material deliveries;
· Plastic material packaging.

The Contract Administrator may wish to confirm during the provision of the Services/Works that the submitted recycling methods are being carried out, and may involve requesting the submission by the Contractor of relevant supporting documentation such as skip receipts.

1. Interference with Traffic

The Contractor shall allow for complying with all applicable regulations affecting the Site(s) or in connection with any parking restrictions, limited waiting periods, restriction and diversion of traffic routes, off-loading or standing vehicles or any other requirements affecting the Contract.

The Contractor shall provide the Work/Services so as not to interfere unnecessarily or improperly with public convenience, the access to, use or occupation of public or private roads and footpaths.

The Contractor’s rates shall include for the additional cost of any restricted working which may arise such as working in short lengths and the removal and subsequent return of excavated material which, if left on the site, would interfere with the movement of traffic and access to property.

[bookmark: _Hlk497826138]WCHG Additional Policies

The Contractor shall, where applicable, comply at all times with the requirements of the embedded Wythenshawe Community Housing Group Policies.





[bookmark: _MON_1571568473][bookmark: _MON_1571568532]




[bookmark: _Toc361659441][bookmark: _Toc498667333]Appendix 2 – Pricing Document

Notes for Bidders

Bidders are required to complete this Pricing Document. 
  
All pricing shall be exclusive of Value Added Tax (VAT).

Pricing Evaluation Methodology 

As stated in Section 5 (Evaluation of Bids) of this ITT document, pricing shall count for 60% of the total marks available for Contract. 

The 60% marks available are subdivided as follows:

For Responsive Repairs, the Bidder that submits the lowest Total Contract Sum shall receive the maximum score of 30. The other Bidders’ Total Contract Sums shall be scored based on the following formula:

	
Lowest Total Contract Sum

	X
	30

	
Bidder’s Total Contract Sum

	
	


For Void Works, the Bidder that submits the lowest Total Contract Sum shall receive the maximum score of 30. The other Bidders’ Total Contract Sums shall be scored based on the following formula:

	
Lowest Total Contract Sum

	X
	30

	
Bidder’s Total Contract Sum

	
	


For the purposes of the evaluation, the Bidder’s Total Contract Sum shall be calculated by the percentage adjustment (+/-) to the NHF Schedule of Rates for Responsive Maintenance and Void Property Works Version 6.1.

WCHG reserves the right to ask Bidders to clarify elements of their Pricing submission as necessary to ensure that WCHG is able to evaluate the pricing submissions on a like for like basis.

Pricing General Preambles 

1. The Pricing Document contains the Bidder’s rates.

1. The descriptions in the Pricing Document shall not be regarded as an exhaustive statement of everything included in the Contract; refer to the Specification for the full Contract requirements.  The rates in the Pricing Document shall include for all work shown or described in the Contract as a whole and for all work not described but apparent as being necessary for the provision of the Works.

1. The rates in the Pricing Document shall include for the whole of the Bidder’s obligations under the Contract whether expressly stated or reasonably implied. No additional request for payment shall be permitted unless authorised in writing by WCHG.

3. All rates quoted are to be fixed for the first 2 years of the Contract. Rates from year 3 onwards shall be subject to annual review between the parties, and any proposed increase shall be agreed in writing by WCHG. Any rate of increase shall be limited to a maximum of the prevailing CPI rate at the time of the review, published by the Office for National Statistics.

1. Where quantities are stated in the Pricing Document the Bidder shall note that they may vary and there is no guarantee of quantity.  The rates quoted in the Pricing Document shall apply regardless of the actual quantity of Works subsequently ordered.

1. The rates shall be sufficient to provide the Works in the Specification in isolation from any other requirement and in any quantity.

1. No quantity or continuity of work is guaranteed to the Bidder and this shall be taken into account when completing the Pricing Document.  Unless expressly stated to the contrary, any quantities given in the Pricing Document are indicative only.

1. Payment shall be made in accordance with the Pricing Document and the procedures described in the Conditions of Contract attached at Appendix 6.

1. The Bidder shall include all mileage costs and subsistence costs within the submitted rates.

1. The Bidder shall include all costs for the production of any documentation and the attendance of any meetings required by WCHG under the Contract within the submitted rates.



Standard Abbreviations 

	(BOT)		Bottom

	(BS)		Both Sides

	(OS)		One Side

	2L		Two layer

	3L		Three layer

	A		Amp

	AA		Anodised aluminium

	AC		Alternating current

	BASEC		British Approvals Service for Cables

	BCC		British Coal Corporation

	BCMC		British Cable Manufacturers Confederation

	BF		Both faces

	BS		British Standard

	Btu		British thermal unit

	BWF		British Woodworking Federation

	CA		Company Representative

	CCTV		Closed circuit television

	CCU		Consumer control unit

	CI		Cast Iron

	CLG		Ceiling

	CM		Cubic metres

	CORGI		Council for Registered Gas Installers

	CP		Chromium Plated

	CT/ct		Coat

	CWST		Cold water storage tank

	DC		Direct current

	dia		diameter

	DIR		Direct

	DP		Double Pole

	dpc		Damp proof course

	dpm		Damp proof membrane

	EC7		Economy 7

	EP		Ethylene propylene

	EPDM		Ethylene Propylene Diene Monomer

	F&E		Feed and expansion

	FL&B		Framed, ledged and braced

	FLR		Floor

	GC		Gas chimney

	GRP		Glass fibre reinforced polyester 

	GWCG		Georgian wired cast glass

	GWPP		Georgian wired polished plate

	HO		Home Office

	HOFR		Heat, oil and flame retardant

	horizon		horizontal

	HP		High performance

	HR	)

	Hr	)	Half round or hour depending on context

	hr	)

	HRC		High rupturing cartridge

	HT		Height

	HTR		Heater

	HW		Hardwood

	IEE		Institute of Electrical Engineers	

	IND		Indirect

	IT		Per Item i.e. comprising the whole of the works as detailed

	KG		Kilogram

	Kw		Kilowatts

	L		Layer(s)

	L&B		Ledged and braced

	LM/M		Linear metres

	LTR		Litres

	LV		Low voltage

	MCB		Miniature circuit breaker

	MDF		Medium density fibreboard

	MICC		Mineral insulated copper cable

	MM		Millimetres

	MS		Mild steel

	ne		not exceeding

	NICEIC		National Inspection Council for Electrical Installation Contracting

	NS		Natural stone

	OCC		Occupancy

	PCC/pcc		Precast concrete

	PM		Purpose Made

	PR		Pair

	PVC		Polyvinyl Chloride

	PVCU/PVCu	Unplasticised Polyvinyl Chloride

	RCD		Residual current device

	RS		Reconstructed stone

	SAA		Satin anodised aluminium

	SEC		Security

	SM		Square metres

	STD		Standard

	SW		Softwood

	T and E		Twin and earth

	T, G and V	Tongued, grooved and V jointed

	TV		Television

	UPVC		Unplasticised Polyvinyl Chloride

	V		Volts

	W		Watt

	WC/wc		Water closet

	WH		Wash hand

	WHB		Wash hand basin

	WK		Week

	WP/wp		Waterproofing



General Rules 

Schedule of Rates Descriptions

1. There are three levels of description for each Schedule of Rates item.  Each of these, in particular, the Medium Description set out in the scope of Works envisaged for an Order for that item.

2. Each item has a 6-character numeric code reference and a single character alpha priority code reference:

Example:

125001 E	Chimney: Ball chimney flue, clear obstruction and 		IT    	34.39
		clean up including all associated work, and remove
waste and debris, - [as an emergency priority (see below)]

Items are grouped in the following sections:

· Foundations;
· Groundworks;
· Fencing and Gates;
· Drainage;
· Brickwork;
· Masonry;
· Roofing;
· Carpentry and Joinery;
· Plasterwork and other Finishes;
· Wall and Floor Tile and Sheet Finishes;
· Painting and Decorating;
· Cleaning and Clearance; 
· Glazing;
· Plumbing;
· Heating;
· Electrical;
· Disabled Adaptations and Minor Works; and
· Specialist Treatments
· Maintenance Works to Energy Efficiency Appliances and Components.

The single character priority code references are as follows:

e.g.	Priority E – Emergency
	Priority U – Urgent
	Priority R – Routine
	Priority X – User defined

All Works are to be completed within the Response Periods indicated in Contract Details.

3. Each item in the Schedule of Rates represents the entire work content of the particular repair set out in the Schedule of Rates item.  The Contractor is deemed to have included for all ancillary items that are necessary to achieve the particular repair even though those items not specifically referred to in the Schedule of Rates item.

4. Descriptions in the Schedule of Rates may have minor inconsistencies in terminology between relative items and also between the three levels of Description for each item contained within the Contract Documents. This is due to the computer field size limitations and Order application of the Company's computer system. Where the context requires, minor omissions of text should not be taken to mean that work in connection with a particular repair and maintenance item in the Schedule of Rates can be left incomplete.
5. 
In the Schedule of Rates the following definitions of measurement units are applicable:

· 	HR  –  per hour
· 	NO  –  per number or each
· 	IT   –  per item i.e. comprising the whole of the Works as detailed
· 	LM  –  per linear metre
· 	SM  –  per square metre
· 	CM  –  per cubic metre
· 	PR  -   per pair

6. The following definitions apply in the Schedule of Rates:


	“approved”, “directed” or “selected”
	means as approved, directed or selected by the Company Representative whose decision shall be final.


	“ease”
	means make minor adjustments to moving parts of the stated component to achieve a good fit in both open and closed positions and ensure free movement in relation to fixed surrounds, unless stated otherwise and make good as necessary;


	“make good”
	means carry out local remedial work to components, features and finishes which have been disturbed by other, previous Work under this Contract and leave in a sound and neat condition.  The replacement of components or parts of components and redecoration of adjacent surfaces is not included;


	“patch”
	refers to a net area of under 1m2;


	“remove”
	means disconnect, dismantle (as necessary) and remove the stated element, work or component and all associated accessories, fastenings, supports, linings and bedding materials, and dispose of unwanted materials including all removal and replacement required to gain access for the work. The removal of associated pipework, wiring, ductwork and/or other services is not included unless otherwise stated;


	“renew”
	means remove the existing item, supply and fix or fit the appropriate new replacement item(s) including all fitting, piecing out and preparatory work. All items include the supply and fixing of all materials required unless specifically referred to as supplied by others, "fix only" or "free issue";


	“repair”
	means carry out local remedial works to component features and finishes as found in the existing building, secure or refix, touch up/make good decorations as necessary and leave in a sound and neat condition.  The replacement of components or parts of components and redecoration of adjacent surfaces is not included;


	“replace”
	means remove the stated existing components, features and finishes, provide and fit matching (or other specified) new components, features or finishes and make good as necessary;


	“to match existing”
	means use products, materials and methods to match closely all visual characteristics and features of the existing work, with joints between existing and new work being as inconspicuous as possible, all to the approval of the Company Representative;


	“fix”, “install” or “lay”
	means supply and fix new Materials including all preparatory work;




7. The Schedule of Rates contains composite items which are designed to cover a number of potential repairs to a particular component or installation e.g Overhaul WC pan. When a composite item for repair is ordered the Contractor is required to carry out all necessary repairs as may be required to the component or installation in order to effect a complete repair.  If there is a subsequent fault to the same component or installation and such fault is, in the reasonable opinion of the Company Representative, deemed to be an integral part of the composite repair item which should have been attended to at the previous visit, then the Contractor shall carry out such further remedial repairs as are necessary as a recall and at no extra charge to the Company.

8. The Schedule of Rates contains both elemental and composite items for particular repair, maintenance and renewal items.  For example there are composite items for complete roof covering renewals which includes for tiles (including eaves, ridge tiles, verges, vents), underfelting, battens , renewal of flashings, soakers etc., and there are individual Schedule of Rates items covering these separate components.  Where a complete repair/renewal is required such as a roof renewal then the cost chargeable will be based on the composite Schedule of Rate item(s) and not by adding together the individual Schedule of Rate items for each separate component part.

9. The selection of the Schedule of Rates codes to be used in the evaluation of any Works Order shall be at the sole and absolute decision of the Company Representative.

Measurement Rules 

The rules for the measurement of items included in this Schedule of Rates will be as follows:

1. For items in the Schedule of Rates which are measured (indicated in LM/SM/CM), the Company will reimburse the Contractor for works on the following basis.

2. The use of an item and the usage rate is less than 1 (one) the charge shall be as for 1 (one) whole. Where however, more than 1 (one) whole is used reimbursement shall be pro-rata the item schedule rate i.e. 1.27 LM, SM, or CM = 1.27 to two decimal places, (multiplied) by the unit schedule rate.

3. For Items in the Schedule of Rates where the Unit of Measure is per No. (Number) or IT (Item), then the charge shall be as for 1 (one) whole multiplied by the unit schedule rate.

4. For Items in the Schedule of Rates where the Unit of Measure is per HR (Hour) then the charge shall be to two decimal places, recorded to the nearest 15 mins, irrespective of whether more or less than 1 (one) whole i.e. 0.50, 1.25 etc., multiplied by the unit schedule rate.
Specific rules for the measurement of scaffolding are as follows:

1. General scaffolding is designated in ranges of girth and height. The girth shall mean the horizontal length measured along the face of the structure to which access is required. The height shall mean the vertical height measured from average scaffold base plate level to the upper surface of the top working platform. In the case of a scaffolding with top working platforms at differing levels the average height shall be used.

2. Scaffold towers is itemised and designated by vertical height irrespective of plan dimensions. The height shall mean the vertical height measured from the tower base plates/wheels as appropriate to the upper surface of the top working platform. The items are deemed to include for providing towers of any suitable dimensions to suit access available.

3. Chimney scaffolding is itemised and designated by height above ground level, irrespective of the girth. The height shall mean the vertical height measured from ground level to the upper surface of the working platform.

4. Working platforms to general scaffolding are deemed to be four boards wide and shall be measured per linear metres of platform.

5. For any type of scaffolding the additional height above working platforms due to handrails, screens, gantries and the like is deemed to be included.

Measurement Preambles

The following are provided as indicative examples only and should be reviewed and adapted as necessary by the Company, prior to incorporation into any tender or other Contract documentation, to ensure that they are fully compatible with the maintenance service to be provided and the particular Schedule of Rates with which they are to be used.

Generally Rates Deemed to Include

Rates for all Schedule of Rates items in all trades generally are deemed to include as appropriate for the following:

1. All work that can reasonably be deemed to be included either as good workmanship, including the provision of materials and plant, or accepted practice whether or not specifically referred to in this document, the Company Representative’s decision on this will be final.

2. Clearing away all arisings, redundant materials, debris, rubbish etc., from site including damping down to reduce dust, loading into skips at ground level, skip hire or equivalent, transport and landfill and other waste disposal charges including any recycling costs.

3. The removal and disposal of all non regulated asbestos containing materials eg artex, vinyl floor tiling.

4. Working in conjunction with all non regulated asbestos containing materials eg artex, vinyl floor tiling.

5. Scaffolding, staging, towers, hoists, cradles and access ladders etc., as required up to and including second storey eaves level above ground level (including chimneys, gables, dormers and the like to two storey structures and below), including maintaining in accordance with appropriate safety regulations, clearing away on completion and making good all work damaged or disturbed.

6. Temporary supports, shoring or hoarding to existing structure including maintaining, adapting and clearing away on completion and making good all work damaged or disturbed.

7. Temporary dustproof, weatherproof and security screens, etc., as required complete with doors including maintaining, adapting and clearing away on completion and making good all work damaged or disturbed.

8. All setting and marking out, including provision and removal of temporary profiles.

9. Taking up any necessary boarding, de-nailing timbers, relaying boarding and punching in nail heads.

10. Taking off and re-fixing gutters, downpipes, TV/radio aerials, satellite dishes, electricity, TV, British Telecom cables and the like to facilitate the renewal or repair of any component.

11. Removing all screws, nails, plugs and the like associated with the removal of any item.

12. Setting aside, storing, cleaning and subsequently re-fixing items described as re-fixed.

13. Setting aside, protecting and reinstating tenants’ goods, chattels, fixtures, fittings and other property and clearing roof space where necessary to undertake the works ordered.

14. Fixing to any surface with nails, screws, blocks, glue, bolts etc., as required including drilling, packing and scribing.

15. Jointing and or finishing new materials including additional material where required.

16. Jointing and or finishing new materials to existing including additional material where required.

17. Matching all materials to existing.

18. Making good existing structure, finishings etc., as necessary.

19. Protecting the whole of the works.

20. Seeking the approvals of the Company and or Company Representative in respect of any Works including any reasonable waiting or other down time whilst awaiting approval.

The Contractor is to allow in his tender for any additional costs that he considers may be necessary.

Glazing Rates Deemed to Include 

Rates for glazing are additionally deemed to include as appropriate for the following:
	
1. Any size pane.

2. Irregular size or shape of panes including all cutting where necessary.

3. Replacement of all breakages of new or existing glass including whilst cutting out for or fitting window moulded extractor/ventilation fans and the like fittings.

4. Taking off and refixing or renewing wood or metal beads.

5. Taking off and rebedding or renewing washleather strips, rubber seals and the like.

6. Sealing or priming all rebates and backs of beads prior to inserting/fixing glazing.

7. Glazing compound, gaskets, sprigs, clips or other fixing materials.

8. Obscured glass is to be Artic or similar to match existing.

9. Patterned glass is to match existing.

10. Aligning patterned or wired glass and matching all materials to existing.

11. All work to be undertaken in accordance with the current Building Regulations Approved Document L as appropriate by FENSA registered operatives.

The Contractor is to allow in his tender for any additional costs that he considers may be necessary.



Schedule of Rates

Please complete the embedded Schedule of Rates with the proposed percentage adjustment (+/-) to the NHF Schedule of Rates for Responsive Maintenance and Void Property Works Version 6.1.
 
	Category
	Percentage Adjustment (+/-)

	Responsive Repairs Glazing
	Insert +/- percentage

	Void Property Works Glazing
	Insert +/- percentage



The rates shall include for all work shown or described in the Contract as a whole and for all work not described but apparent as being necessary for the provision of the Works.








[bookmark: _Toc361659435][bookmark: _Toc498667334][bookmark: _Toc361659436]Appendix 3 – Form of Tender

To: 	WCHG (“WCHG”) 

Re: 	Building Works Lot 3 (the “Contract”)

Dear Sirs

1. Having examined the Invitation to Tender and having satisfied ourselves as to all other matters relevant thereto, we confirm our tender for the Contract.

2. We enclose our tender, and confirm that these comprise all of the documents required to be submitted in accordance with the matters set out in the Invitation to Tender. We acknowledge that we are bound by our proposals submitted pursuant to the Invitation to Tender.

3. We hereby unconditionally and irrevocably offer to provide the Works requested to be provided and performed under the Invitation to Tender in accordance with the Contract and at no greater rates or prices than the rates or prices stated in the Pricing Document.

4. We confirm that we are fully conversant with all the Invitation to Tender documentation and that this tender is submitted strictly in accordance with the Invitation to Tender.

5. We agree that this tender shall remain open to be accepted or not by WCHG and shall not be withdrawn for a period of twelve (12) months from the deadline for receipt of tenders as set out in the Invitation to Tender, or such longer period as may be agreed with WCHG.  

6. We undertake to execute the Contract for the proper and complete fulfilment of the Works required or any part or parts thereof, as you may in your absolute discretion award to us.  

7. We agree that we shall commence and undertake the Works required when instructed to do so pursuant to the terms of the Contract.   

8. We certify that the details of this tender and the Invitation to Tender documentation have not been communicated to any other person or adjusted in accordance with any agreement or arrangement with any other person or organisation.  

9. We acknowledge that WCHG is not bound to accept the lowest or any tender it may receive, and reserve the right at its absolute discretion to accept or not to accept any tender submitted.   

10. We certify that we have full power and authority to enter into the Contract and to carry out the Works, and that this is a bona fide tender.

11. We confirm that in submitting our tender, we have satisfied ourselves as to the accuracy and completeness of the information we require in order to do so (including that contained in the Invitation to Tender).

Total Price for this Tender 

£											

in words 										

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________




[bookmark: _Toc361659437][bookmark: _Toc498667335][bookmark: _Toc361659438]Appendix 4 – Anti-Collusion Certificate

To: 	WCHG (“WCHG”) 

Re: 	Building Works Lot 3 (the “Contract”)

The essence of the public procurement process is that WCHG shall receive bona fide competitive tenders from all Bidders. In recognition of this principle we hereby certify that this is a bona fide bid, intended to be competitive, and that we have not fixed or adjusted the bid by or under or in accordance with any agreement or arrangement with any other Bidder (other than a member of our own consortium). We have not and insofar as we are aware neither have any of our employees, contractors, advisers, agents, officers or subcontractors:

1. Entered into any agreement with any other person with the aim of preventing bids being made or as to the fixing or adjusting of any bid or the conditions on which any bid is made; or

2. Informed any other person, other than the person calling for this bid, of the content of the bid, except where the disclosure was necessary for the preparation of the bid for insurance, for performance bonds and/or Contract guarantee bonds or for professional advice required for the preparation of the bid; or

3. Caused or induced any person to enter into such an agreement as is mentioned in paragraph (1) and (2) above; or

4. Committed any offence under the Bribery Act 2010, Prevention of Corruption Acts 1889 to 1916 nor under Section 117 of the Local Government Act 1972; or

5. Offered or agreed to pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other bid or proposed bid any act or omission; or

6. Canvassed any other persons referred to in paragraph (1) above in connection with the Contract; or

7. Contacted any officer of WCHG about any aspect of the Contract except in a manner permitted by the Invitation to Tender.

We also undertake that we shall not procure the doing of any of the acts mentioned in paragraphs (1) to (7) above before the hour and date specified for the return of the bid nor (in the event of the bid being accepted) shall we do so while the resulting Contract continues in force between us (or our successors in title) and WCHG.



In this certificate

The word “person” includes any person, body or association, corporate or incorporate and “agreement” includes any arrangement whether formal or informal and whether legally binding or not.

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________






[bookmark: _Toc361659439][bookmark: _Toc498667336][bookmark: _Toc361659440]Appendix 5 – Non-Canvassing Certificate

To: 	WCHG (“WCHG”) 

Re: 	Building Works Lot 3 (the “Contract”)

Non-Canvassing Certificate

I/we hereby certify that I/we have not canvassed or solicited any officer or employee of WCHG in connection with the award of the Contract and that no person employed by me/us or acting on my/our behalf has done any such act. 

I/we hereby further undertake that I/we shall not in the future canvass or solicit any officer or employee of WCHG in connection with the award of the Contract and that no person employed by me/us or acting on my/our behalf shall do any such act. 

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________





[bookmark: _Toc498667337][bookmark: _Toc361659434]Appendix 6 – Conditions of Contract




I/we confirm acceptance of the Conditions of Contract as set out above and the Specification as set out at Appendix 1. 

Signed for on behalf of the Bidder by a duly authorised signatory of the Bidder:

Signed:	___________________________________

Name:	___________________________________

Position/Status: 	___________________________________

On behalf of: 
(name of Bidder)	___________________________________

Date: 	___________________________________



[bookmark: _Toc361659443][bookmark: _Toc498667338]Appendix 7 – Written Return

The Written Return is separated into a number of Sections and questions to provide Bidders with clarity on the overall requirements of WCHG in relation to the quality measures used to evaluate all bids.

Each Section is linked to the Evaluation Criteria detailed in Section 6 (Evaluation of Bids) of this ITT document. The Section weightings are shown in each Section heading

Each question shall be scored on a scale of 0 to 10 by reference to the following scoring guide: 

	Score
	Description


	9-10
	Exceptional. Demonstrates strengths, no errors, weaknesses or omissions and exceeds expectations in some or all respects 

	7-8
	Good. The standard of response fully meets expectations.


	5-6
	Satisfactory. The response is acceptable but with some minor reservations.  

	3-4
	Poor. The response is deficient in certain areas where the details of relevant response require the reviewer to make certain assumptions.

	1-2
	Very Poor. The response is deficient in the majority of areas where the details of relevant response require the reviewer to make frequent assumptions.

	0
	Rejected. Response is unacceptable or non-existent, or there is a failure to properly address any issue.



Bidders shall note that there is a 1,000 word limit for each Written Return response. 


Section 0 - General Information (Information Only, Not Scored*)

	0.1

	Bidder company name
	Insert details


	0.2

	Registered address
	Insert details


	0.3

	Trading name (if different from 0.1)
	Insert details


	0.4

	Trading address (if different from 0.2) 
	Insert details


	0.5

	Name of person completing the ITT
	Insert details


	0.6

	Telephone number
	Insert details


	0.7

	E-mail address
	Insert details


	0.8

	Company status (e.g. Ltd, Plc, sole trader etc.)
	Insert details


	0.9

	VAT registration number
	Insert details


	0.10

	Company registration number
	Insert details


	0.11

	Date of incorporation
	Insert details


	0.12

	Please attach a latest copy of the Bidder’s last 3 years’ audited accounts.

	
	Accounts enclosed – Yes/No
Insert appendix reference number

	0.13

	Please provide evidence of the following levels of insurance cover:
· Employer’s liability
· Public liability
· Contract works
· Professional indemnity

	
	Insurance evidence enclosed – Yes/No
Insert appendix reference number

	0.14

	Please provide details of any relevant industry and Health and Safety accreditations held by the Bidder. Please also provide details of any relevant professional qualifications held by Bidder staff.

	
	Insert accreditation details
Certificate(s) enclosed/ Certificate(s) not enclosed
Insert appendix reference(s)

	0.15
	Please provide the company name, contact details and a brief description of 2 contracts of a similar nature which demonstrate the Bidder’s experience in relation to the required Solution. Any Contract award shall be subject to a satisfactory reference being provided by one or both of the named companies. This may involve a physical visit to the named company or companies.


	
	Insert details







*Note to Bidders:

Whilst Section 0 shall not be scored, if any Bidder response raises concerns as to the capability of the Bidder to perform the Contract WCHG may seek further clarification from the Bidder. If the Bidder is unable to satisfy WCHG on the issues raised, the Bidder may be excluded from further evaluation.

Section 1 – Technical Ability (Section weighting 3.75%)

	1.1

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposal for the meeting the requirements as set out at Sections 3, 4 and 5 of the Specification. 

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.


	
	Scoring

The Bidder’s response shall be scored on a scale of 0-10 in accordance with the scoring guide on page 51 of this ITT. A total of 10 points are available for this question. The individual weighting applied to this question is 3.75%.

The score out of 10 that the Bidder achieves for the question shall be converted to give their percentage mark for this question.

For example: If a Bidder achieves a score of 5, its percentage mark for the question shall be 1.875% (i.e. 5/10 x 3.75 = 1.875). The same approach shall be used in the scoring of the other Written Return requirements


	Bidder’s response






































































Section 2 - Contract Management (Section weighting 3.75%)

	2.1

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposals for the allocation of resources for the delivery of the Works programme. This shall include the proposed levels of Contract Management, Supervision and Operatives. This shall also include maintaining the levels of resources during holidays and unplanned absences.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.


	
	Scoring

The individual weighting applied to this question is 3.75%.


	Bidder’s response









































































Section 3 – Health and Safety (Section weighting 3.75%)

	3.1
	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposal for ensuring effective communication and coordination of health and safety matters with people on site during the delivery of the Contract. This shall include WCHG staff, contractors, designers, tenants and members of the general public

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.


	
	Scoring

The individual weighting applied to this question is 3.75%.


	Bidder’s response





































































Section 4 - Customer Care (Section weighting 3.75%)

	4.1
	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposal for ensuring the Works provided shall cause the minimum disruption and inconvenience to tenants and members of the public.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.


	
	Scoring

The individual weighting applied to this question is 3.75%.


	Bidder’s response





































































Section 5 - Social Value (Section weighting 5%)

	5.1

	Requirement

The Bidder shall provide the following:

1. How the Bidder proposes to work with WCHG to provide training and skills opportunities for hard to reach groups, schools, and the local community, and the benefits this will bring.
2. How the Bidder proposed to engage with local suppliers and contractors on the delivery of the Contract, and the benefits this will bring.

The Bidder’s response shall explain the understanding of the requirement and the Bidder’s proposed solution to addressing the requirement. Bidders shall provide evidence to support the response.


	
	Scoring

The individual weighting applied to this question is 5%.


	Bidder’s response










































































Annex 1 – Written Return Scoring Matrix
	Question
	Basis of assessment/maximum weighted score available

	General Information

	0.1 to 0.15
	Information Only

	Technical Ability

	1.1
	3.75%

	Contract Management

	2.1
	3.75%

	Health and Safety

	3.1
	3.75%

	Customer Care

	4.1
	3.75%

	Social Value

	5.1
	5%

	Written Return Total
	20%





Template for Envelope “Inner” envelope 

	

Tender for: Building Works Lot 3

Contract Reference: 389

Name of Contractor: <<Insert Contractor Name>>








Note: This Inner envelope shall be placed in the Outer envelope




Template for “Outer” Envelope 

	
Tender for: Building Works Lot 3

Contract Reference: 389




Wythenshawe Community Housing Group
Wythenshawe House
8 Poundswick Lane
Wythenshawe
Manchester
M22 9TA


To be returned no later than 14.00 hours on Friday 8th December 2017

Note: This Outer envelope shall not display any Contractor- identifiable markings or franking.  
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1.0 BACKGROUND 
 
Wythenshawe Community Housing Group (The Group) takes its role as a Landlord and 
employer very seriously. This policy along with supporting procedures, register and plans, 
clearly sets out a framework of how the Group will plan, respond and effectively manage 
asbestos with the assets and stock. 
 
Asbestos presents a hidden hazard, as its fibres are so small that they can be invisible. 
These very small fibres of respirable size can easily be breathed in, penetrating deep into 
the lungs to cause serious damage. Asbestos has been used within buildings throughout the 
1900’s until it was banned in 1989.  
 
It has exceptional qualities as a tough, durable product with good fire resistance properties 
and is often found in many areas some of which are listed below: 
 


 Textured coatings (ceilings, walls etc.). 
 Meter cupboard housing. 
 Roofing tiles, felt, guttering.  


 Linings for walls, ceilings, doors and heating ducts.  
 Heat resistant panels for doors, stairways, ceilings, chutes.  
 Thermal insulating panels and boards.  
 Flooring materials. 


 
Infill panels, fascias, gas fire surrounds, sprayed application to steel work, boiler houses for 
thermal insulation, pipe lagging and fire protection. 
 
2.0  POLICY STATEMENT 
 
The Group’s assets are divided into two specific groups to ensure consistency with the 
current legislation, as follows:- 
 
2.1  NON-DOMESTIC PREMISES AND COMMON AREAS 
 
Regulation 4 (The management of asbestos in non-domestic premises) of The Control of 
Asbestos Regulations 2012 places a legal duty on Wythenshawe Community Housing Group 
as the ’Duty Holder’ to manage asbestos in all of its non-domestic properties of which 
there are 305, (as at Jan 2016), to include offices, community buildings, communal areas of 
multistory blocks and communal areas of cottage flats. This covers those properties that the 
group manages, controls or occupies and where it has maintenance and repair 
responsibilities. 
 
In summary, the requirement placed upon WCHG is as follows; 
 


 Identifying asbestos containing materials within the premises and assessing their 
condition.   


 Presuming materials contain asbestos unless there is strong evidence that they do 
not.  


 Maintaining an up to date record of the location and condition of the asbestos 
containing materials to be managed.   


 Assessing the risk of the likelihood of anyone being exposed to fibers from these 
materials.   







 


3 


 


 Preparing a plan setting out how the risks from the materials are to be managed, 
take the necessary steps to implement the plan and review and monitor the plan 
periodically.   


 Providing information on the location and condition of asbestos containing materials 
to anyone liable to work on or disturb them. 


 
2.2  DOMESTIC PREMISES 
 
In addition, the Group also acknowledges the need to effectively manage asbestos 
containing materials within domestic premises to protect tenants, employees and sub-
contractors as far as is reasonably practicable, irrespective of the specific requirements of 
Regulation 4 and in conjunction with all requirements of the Control of Asbestos Regulations 
2012. 


 
3.0  REGULATIONS AND GROUP COMMITMENTS 
 
3.1  DATA COLLECTION AND SHARING 
 
The Group will: 
 


 Locate and identify possible locations of asbestos containing materials 
 Maintain a computer database to store, in a readily accessible form, survey data, risk 


assessments and other relevant data to assist colleagues managing the Groups 
buildings (day to day activities plus repair, maintenance and building modification 
works) in order to carry out responsibilities under Health and Safety legislation to 
protect colleagues and visitors from risks to health.  


 Carry out risk assessments of the asbestos containing materials to determine 
whether remedial action is necessary.  


 Have in place an asbestos management plan to cover communal areas of domestic 
flats and all commercial assets, as mentioned under regulation 4 for scrutiny by 
contractors, colleagues and building users. 


 Share all asbestos related information held on a premise owned by the group with 
contractors and colleagues and undertake further surveys on request as required. 


 Share asbestos information in domestic locations with residents regularly and where 
work will impact on them; and make alternative arrangements for temporary 
accommodation during work when required. 


 
3.2  ACCREDITED CONSULTANTS AND CONTRACTORS 
 
All surveys will be carried out in accordance with the latest guidance HSG 264 by both 
qualified colleagues and external consultants, for which a list of approved consultants will be 
maintained by the Group. Works involving asbestos will be undertaken by approved qualified 
contactors and overseen by Investment Team colleagues that have appropriate P405 
Asbestos management qualifications. 
 
3.3 WCHG ASBESTOS MANAGEMENT 
 
The Groups managers/team leaders will assist in the overall management of asbestos on a 
day to day basis and there will be a number of staff identified in the procedure who will be 
the first point of contact when ordering any asbestos related surveys or removals via a 
dedicated e-mail address. This will ensure the Group have qualified and experienced 
colleagues in place to manage this policy. 
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An asbestos management system will be kept, which will contain detailed information all 
incidences of asbestos containing materials sampled and actions required, taken in 
accordance with the scoring parameters as defined in the HSG 264. 
 
The Facilities Manager will keep and monitor asbestos management plans for each 
communal/office area, which will be made available for maintenance operatives visiting the 
buildings before work commences. 
  
A named policy lead will be identified to ensure regular monitoring of the Group’s 
compliance and maintain evidence file for auditing purposes. 
 
A process chart is available for colleagues to follow which is available on the intranet of the 
Group’s ICT system and will be reviewed regular by the policy lead. 
 
Records access and training will be provided to colleagues in front line roles for the Group 
and all Property colleagues.  Awareness training and formal qualifications will be provided 
periodically. 
 
The Group will have in place an annual budget specific for Asbestos related works and 
surveying activity to ensure sufficient resources are always in place and detailed analysis can 
be undertaken of demand. 
 
4.0  ACTION ON DISCOVERING ASBESTOS 
 
4.1  IF ASBESTOS IS DISCOVERED 
 
If any person working in an area suspects a material may contain asbestos, the work will 
cease immediately (to prevent a possible release of fibres into the air) and one of the 
qualified colleagues or line managers will be contacted immediately. See Appendix A for a 
schedule of colleagues. 
 
4.2 ACTIONS TO BE TAKEN FOLLOWING A RELEASE OF KNOWN ASBESTOS 
 
If there has been a release of asbestos fibres, the qualified colleague or manager will inform 
the Health and Safety Manager who will: 
 


 Report the suspected release to the Health and Safety Executive (HSE) as a 
dangerous occurrence as specified in the Reporting of Incidents. Diseases and 
Dangerous Occurrences Regulations (RIDDOR); 


 Carry out a full investigation of the incident and circumstances surrounding it, or 
appoint an appropriate party to undertake; 


 Ensure that an Accident Report is completed, for each person who may have been 
exposed; 


 On receipt of the completed RIDDOR report from the HSE, check it for accuracy;  
 Ensure that all associated reports and documents are maintained for subsequent 


investigations and actions; 


 A licensed asbestos contractor and UKAS accredited laboratory will be engaged to 
deal with any asbestos related remediation/removal.  
 


The Group’s incident and escalation process must also be adopted and followed 
immediately. 
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5.0  MEDICAL RECORDS 
 
Health records will be kept for every Group colleague who is exposed to asbestos above the 
control limit. These records, or a copy of them, must be kept in a suitable form for at least 
40 years from the date of the last entry. The colleague will also be advised to inform their 
GP to make an entry on their personal medical records.  Health records and access to 
records will be managed in accordance with data protection and the Groups Attendance 
Management Policy. 
 
6.0  EXTERNAL CONTRACTORS COMPETENCE  
 
All external asbestos contractors deployed by the Group must be able to provide the 
following: 
 


 Proof of the company and/or relevant employees having gained the relevant 
qualifications/accreditation. 


 Evidence of method statements and risk assessments of asbestos related works or 
Promaster loader sheets to be used with a built in logarithm. 


 Assurances from the contractor relating to testing of equipment used by operatives 
working with asbestos such as H type filtration vacuums, which would include DOP 
test certificates at 6 monthly intervals. 


 Assurances that face fit tests are carried out regularly for operatives who work with 
asbestos materials. 


 
7.0  EQUALITY / DIVERSITY & DATA 
 
The Group will ensure that the Data Protection Policy is accessible to its diverse customers 
and will take into account the different needs of customers when explaining the options 
available to them and in tailoring the service around customer need. 
 
The Group has a responsibility to serve the needs and promote the interests of its entire 
workforce and all it customers/service users. The Group’s Single Equality Scheme works 
towards developing services, facilities and working practices, which are equally accessible 
and non-discriminatory for all its customers. This is irrespective of their gender, gender 
reassignment, age, race, sexuality, disability, religion, marital status/civil partnerships, 
pregnancy/maternity and economic status, and in line with the nine protected characteristics 
part of the new legislation under Equality Act 2010.  
 
A key element of the Equality Standard involves carrying out an Equality Impact Analysis on 
all existing and, in particular, new policies to ensure there is no adverse impact or promotion 
of any form of discrimination to particular groups or associated protected characteristics. An 
Equality Impact Analysis has been carried out to this policy and will be reviewed on an 
annual basis. 
 
We will provide information in languages other than English, in Braille, Large Print and Audio 
format. Our reception and interview rooms are fitted with a hearing loop system and the use 
of mobile loop systems. 
 
The Group will ensure a plain English asbestos guidance leaflet is available and sent to all its 
properties and will ensure that data held on asbestos within domestic properties is shared 
with customers on a bi-annual basis and at the point of first let. 
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8.0  RELATED POLICIES 
 


 Health and Safety policy 
 Incident escalation policy 
 Asset Management Strategy/Plan 
 Contractor code of conduct 
 Contractor compliance manual 


 
 
 
  







ASBESTOS MANAGEMENT POLICY     APPENDIX A 


SCHEDULE OF COLLEAGUES MANAGING ASBESTOS 


 


ROBERT MACDOUGALL- DEVELOPMENT AND INVESTMENT , PROPERTY SERVICES MANAGER 


Robert.macdougall@wchg.org.uk  phone number 0161 946 9516 


VICTORIA FINN- DEVELOPMENT AND INVESTMENT, PROJECTS MANAGER 


Victoria.finn@wchg.org.uk  phone number 0161 946 6357 


 


Queries, requests for surveys, requests for removals to the asbestos inbox 


asbestos@wchg.org.uk 


The inbox will be monitored by staff members on a rota basis 


Vicky Hartill 


Nicola Power 


Janet Greenhalgh 


Helen Piwko 


Holly Higham  


 


 


 



mailto:Robert.macdougall@wchg.org.uk

mailto:Victoria.finn@wchg.org.uk

mailto:asbestos@wchg.org.uk





ASBESTOS PROCEDURE 
                                                    Appendix B 


 


 


staff requiring test/removal of 
asbestos should first consult 


Promaster, if no survey  has been 
done then send a request to 


asbestos mailbox 


requests for testing/removal via 
tenants to go to surveyors to 


initially check the material 


Surveyor to decide if to raise a job 
to encapsulate with day to day 
repairs or remove via asbestos 


mailbox 


Asbestos Mailbox 


the coordinator on duty that day 
requests quotes for the work or 
orders work directly for smaller 


jobs. 


the coordinator will raise the PO 
and send to consultant , when 
results are provided they will 
feedback to the initiator, any 
decisions required that the 


initiator cannot make should be 
referred to their manager. 


The  initiator should ensure  that 
tenants in the property being 


tested are written to advising of 
any work to be done (standard 


letters to be used as a template, 
(open hyperlink by right click and 


open) 


Coordinator to chase loader 
sheets for their jobs, load into 


Promaster and link any 
certificates, process invoice and 
ensure consignment notes are 


recieved before the job is GRN'd 


surveyor assesses material initially 
and advises tenant if asbestos or 


not and way forward 


Before any scheme is undertaken, 
Promaster should be consulted to 
check for asbsetos reports. if none 


for communals, request from 
facilities, for single properties 


reqest survey 



file:///W:/Asset Management/WCHG/ASBESTOS/standard asbestos letters
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Equality and Diversity Strategy 
 


May 2016 
 
 


This strategy sets out the Groups strategic aims and ensures the Group will achieve 
their legal obligations in relation to equality and diversity. 


 


Date of Approval  24 May 2016 


Responsible Director Susan Richardson  


Strategy Monitoring Body  Tenants Committee 


Resident Input into Strategy Tenants Committee 
 


Dates for Strategy Review April 2020 


Linked Strategies People Strategy 
Communications Strategy  
Resident Involvement Strategy 


Statutory and Legal Framework Equality Act 2010 
Homes and Communities Agency Regulatory 
Framework 
Race Equality Code of Practice 
Human Rights Act 


Version  1 
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1. Introduction  


 
1.1 Wythenshawe Community Housing Group (WCHG) recognises that we live and work 


in a changing world. The residents that we serve, the employees and contractors that 
work for, or on behalf, of us have differing needs, backgrounds and life circumstances. 
 


1.2 WCHG understands the importance of creating and building an environment in which 
all people are valued equally, and treated with respect, in line with WCHG vision and 
values. This has been reflected in the Investors in People Gold and Customer Service 
Excellence accreditations that that the Group has received. 


 
1.3 The Group has already been recognised for its delivery of Equality and Diversity 


having been accredited by the Housing Diversity Network in 2014 and has also signed 
up to deliver the CIH Equality and Diversity Charter for Housing. 


 
1.4 This strategy seeks to promote equality for all in terms of employment, learning and 


development and involvement in the local community. It also sets out the approach 
WCHG will take to address the needs of all our residents, Board members, staff and 
partner organisations. 


 
1.5 This strategy outlines how we will meet our legal duties under the Equality Act 2010 


which protects people from discrimination on the basis of nine protected 
characteristics. 


 
These are:  


 Age  


 Disability  


 Gender reassignment  


 Marriage and civil partnerships  


 Pregnancy and maternity  


 Race  


 Religion or belief (including lack of belief) 


 Sex  


 Sexual orientation 
 
1.5 The Equality Act also introduced a Public Sector Equality Duty, replacing the previous 


race, disability and gender duties. This Duty requires public bodies to: 


 Eliminate unlawful discrimination harassment victimisation and any other conduct 
prohibited by the Act; 


 Advance equality of opportunity between people who share a protected 
characteristic and people who do not share it; and 


 Foster good relations between people who share a protected characteristic and 
people who do not share it. 


 
1.6 The Group has also signed up to the Chartered Institute of Housing (CIH) Equality and 


Diversity Charter. This strategy has been designed to ensure that the core 
commitments are met. The Core Commitments are:- 


 Equality and diversity is driven from the top; 


 Equality and diversity informs our business planning; 


 Equality and diversity shapes our organisational culture; 







          
      
  
 


 


 


3 


 


 Equality and diversity is supported through staff training, development and 
engagement; 


 We know who our customers are; 


 We involve our customers in shaping and scrutinising services; 


 We represent the communities which we serve; and 


 We support the communities which we serve. 
 


2. Strategy Outcomes 
 


2.1 The new Group Strategy will run from 2016 to 2020 in line with the Groups Strategic 
Plan. Each year service plans and the Corporate Plan will pick up on the key outcomes 
that the Group wish to achieve. The three main outcomes are summarised as: 


 
1. Diverse Communities 
2. Diverse Staff and Board 
3. Diverse Services 


 
3. Strategy Definition and Scope 


 
3.1 The Strategy aims to provide clear direction to all staff to achieve the strategy 


objectives, to ensure consistently high standards of customer service at all times and 
to work with tenants, residents and partners, to deliver excellent housing services in 
and around Wythenshawe. 


 
3.2 This strategy applies to the following: 


 WCHG Tenants, Residents and their families 


 WCHG Employees and those seeking employment within the Group 


 WCHG Board and Committees 


 WCHG Suppliers and contractors who supply goods and services, or on their 
behalf, and stakeholders. 


 
4. Key Objectives 


 
4.1 The delivery of this strategy is focused on achieving the following strategic objectives:- 


 


 Diverse Communities 
o We will know and understand our tenants 
o We will know the wider community 
o We will gather all feedback to improve services for tenants and residents 
o We will further develop community cohesion and prevent isolation or 


radicalisation 


 Diverse Staff 
o We will be a fair employer and an employer of choice 
o We will seek to ensure that the workforce is representative of the 


community it serves 
o We will train staff to tailor services to individual needs in line with the 


Groups values. 
o We will raise staff and Board awareness of diversity 


 Diverse Services 
o We will monitor our services by profiling strands where possible 
o We will update our profiling data to ensure that services are tailor to 


individual households 
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o We will ensure that our services and involvement panels are accessible to 
all 


o We will monitor our policies 
o We will work in partnership to help those most in need 
o We will support the Manchester Strategy and ensure everyone will have the 


same opportunities and life chances no matter where they're born or live or 
characteristics they have 


 
5. Roles and Responsibilities 


 
5.1 An Action Plan has been developed to support this implementation and delivery of this 


strategy. The Action Plan will be monitored by the Executive Director of Resources and 
will be delivered through the Group Board, all staff, tenants and partners. 


 
5.2 The delivery of the Strategy will be monitored through an annual report to Group 


Tenants Committee and Group Board. 
 
5.2 Group Board will consider the Equality and Diversity implications of all business of the 


Group through formal papers and policy decisions. 
 
5.3 The Group Tenants Committee will review all papers for Equality and Diversity issues 


and raise any concerns for the Group to be addressed. 
 
5.4 The Group Leadership Team will promote Equality and Diversity in all that they do.  
 
5.5 All staff involved with WCHG with promote Equality and Diversity in all activities. 


Failure to do so will be dealt with in line with the Code of Conduct for staff. 
 


6. Monitoring and Review 
 


6.1 We will monitor our services so that we can be sure that we are meeting our customers’ 
needs and statutory and regulatory requirements.  


 
6.2 The Group Annual Report will provide an overview of the outcomes by strand. This will 


be presented for Tenants Committee and the Board annually in November. 
 


7. Appendices  
7.1 Equality and Diversity Action Plan 
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Equality and Diversity Action Plan 
 


Objective Action Lead Timescale 


Diverse 
Communities 


We will increase our household profiling data to 100% 
across all strands 


All Assistant Directors July 2017 


We will gather information from the census and other data 
to continually understand the local population and adapt 
services accordingly. 


Assistant Director of Resources Annual report 


We will collect and analyse all data by diversity strands 
where appropriate and highlight any areas of discrepancy 
or concern 


Assistant Director of Resources Annual report 


We will work with partners to combat isolation and 
increase inclusivity within the community 


Assistant Director of Housing and 
Assistant Director of Community 
Investment and Regeneration 


Annual report 


We will work with partner agencies to prevent 
radicalisation within the community. 


Assistant Director of Housing and 
Assistant Director of Community 
Investment and Regeneration 


Annual report 


We will work with key strategic partners to improve 
outcomes for everyone in Wythenshawe 


Assistant Director of Housing Annual report 


Diverse Staff 
and Board 


We will continue to be an  employer of choice by recruiting, 
supporting and retaining an effective, talented and 
motivated workforce that broadly reflects the communities 
we serve 


Assistant Director of Resources Annual report 


We will provide an annual diversity update to staff, Board 
members and involved tenants 


Assistant Director of Resources Annual report 


We will be open and transparent and publish key 
performance data by diversity strands in line with best 
practice. 


Assistant Director of Resources December following 
Annual Report 


We will continue to develop our Board to provide effective 
leadership and governance arrangements to scrutinise 
performance on diversity 


Assistant Director of Resources Training plan and Annual 
report 
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We will work with scrutiny groups to review services Assistant Director of Housing Annual Report 


We will publish pay data in line with the Gender Pay 
Regulations 


Assistant Director of Resources April 2018 


Diverse 
Services 


We will provide an excellent service that is responsive, 
non-discriminatory and seeks to continuously improve. 


Assistant Director of Resources Annual report 


We will ensure that all our buildings are accessible to all 
visitors. 


Assistant Director of Resources and 
Assistant Director of Property 


Annual report 


We will support at least 2 Diversity days a year Assistant Director of Resources Annual Report 


We will support a range of charities who provide support to 
vulnerable or protected groups 


Assistant Director of Resources Annual Report 


We will tailor our service to individual needs; this includes 
interpreters, large print or audio format. 


Assistant Director of Resources Annual Report 


All policies will be impact assessed for Equality and 
Diversity implications. 


Assistant Director of Resources Annual Report 


We will report to Tenants Committee on compliance with 
the Equality and Diversity Action Plan on an annual basis. 


Assistant Director of Resources November 
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1.  
Introduction 


1.1
Wythenshawe Community Housing Group (“the Group”, “WCHG”,) is a community based landlord, providing a number of services to the residents of Wythenshawe.  

1.2
This policy outlines WCHG’s approach to the Safeguarding of both children and adults at risk, and our commitment to working collaboratively with Manchester City Council and other partners to effectively safeguard vulnerable people. 

2. 
Scope and Definitions

2.1
This policy applies to all tenants and families of Wythenshawe Community Housing Group and all users of the Group’s facilities or services.  It also applies to young people who may take placements or work experience, apprenticeships or other forms of work training or volunteer programmes with WCHG.  It applies to all colleagues and volunteers who work with, or come into contact with children, young people and adults at risk.

2.2
Children and young people are those below the age of 18 years.


2.3
Adults at risk are defined as:


· Aged 18 years and over


· Are, or may be, in need of Community Care Services because of learning or physical disability, older age or physical or mental illness


· Are, or may be, unable to take care of themselves, or unable to protect themselves from harm or exploitation by others

2.4
Abuse is defined as: ‘a violation of an individual’s human and civil rights by any other person or persons. Abuse may be physical, psychological, sexual, emotional, financial, neglect or acts of omission. It may involve people taking money without permission, or not looking after someone properly.  It may take place online.

It may include poor care practices, bullying or humiliating, or not allowing contact with friends and family. Abuse often involves criminal acts. Abuse can be a single act or may continue over a long period. It can be unintentional or deliberate, but will result in harm to the victim, either physically, emotionally or in its effect on the person’s wellbeing or development.’

Abuse can take many forms including:


1. Sexual (including sexting and child grooming)

2. Physical


3. Emotional (including cyberbullying)

4. Psychological


5. Financial


6. Neglect


3.     
Objectives

3.1
The objectives of this policy are set in line with Manchester City Council’s Safeguarding Standard (Appendix 1), and aim to provide effective guidance for all our staff to be able to identify potential safeguarding issues, and for us to investigate and refer cases where necessary.



Our objectives are:


3.2
To comply with all relevant legislation and best practice and ensure that this policy and toolkit are published and promoted within the organisation so that all staff are made aware of their responsibility to be vigilant about safeguarding issues, their own conduct, and how to respond to any concerns or suspicions they may have.

3.3
To ensure a prompt and proportionate response when it appears that a child, young person or adult at risk may be at risk of abuse or neglect.

3.4
To work with partner agencies and Manchester City Council to minimise risk and to ensure that where concerns are identified, they are swiftly and appropriately raised, and information is effectively shared.

3.5
To ensure that the policy is publicised so that children, young people and vulnerable adults are aware of the Group’s approach and responsibilities. 

4.      Policy


4.1
The Group will comply with Manchester City Council’s Safeguarding Standards (Appendix 1) and we aim to ensure that our staff are equipped to identify and investigate cases as appropriate, making further referrals as needed.


4.2
We will:

· Ensure our services are open and accessible, take users’ views into account, and promote equal access

· Promote our safeguarding commitment to users via our website and provide a contact telephone number to enable users to raise any safeguarding concerns.  We will display specific safeguarding posters through our community centres and other public places where users visit

· Support and encourage individuals to recognise abuse and ensure this is easy to report

· Investigate appropriately all potential safeguarding cases and carry out a risk assessment so that appropriate referrals or support can be effected


· Treat all concerns confidentially, on a need-to-know basis

· Share information with partners in the best interests of the person to ensure that their safety and security is the overriding factor in any process

· Work in partnership with other agencies, and collaborate with the Manchester Safeguarding Children Board (MSCB) and/or Manchester Safeguarding Adults Board (MSAB) as required, incorporating learning from serious case reviews as appropriate


· Promote e-safety to protect children, young people and adults at risk from harm whilst using technology and the internet

· Have a named safeguarding lead, and a member of our Board who champions safeguarding for the Group, and an e-safety lead

· Promote details for staff who lead on safeguarding investigations

· Ensure adequate training is available for all safeguarding leads and that other members of staff receive regular information briefings

· Ensure that safer staffing is adhered to, and recruitment processes reflect this, with a probation period and induction, and Disclosure and Barring Service (DBS) checks are completed where necessary


· Respond to allegations against staff using the MSCB and MSCA guidelines. Where relevant, we will use the Group’s own disciplinary procedures and, where appropriate, referral to external organisations.

· Provide guidance for employees managing working relationships with young people who may be part of the organisation as volunteers, work placements, apprenticeships or any such work training programme.

· Ensure that the vulnerable residents of our Extra Care scheme are adequately protected by ensuring our on site staff are appropriately briefed and know how to raise a concern appropriately – this may be in relation to care being received or family members and needs to be managed sensitively


4.3
Training

· We will support staff across our business in understanding how to recognise the signs of abuse and what to do if they have a concern via annual safeguarding briefings


· A training matrix will be used to ensure that staff who have safeguarding responsibilities receive adequate training and that this is refreshed at least every three years

· We will monitor training records so that we are able to offer training opportunities where there are gaps


· Training and support is available for staff managing working relationships with young people who may be part of the organisation as volunteers, work placements, apprenticeships or any such work training programme

5.     
Responsibility


5.1
The Executive Director of Housing shall act as Safeguarding Lead and shall be responsible for the implementation and review of this policy.


6.    
Consultation, Monitoring and Review  


6.2
The Safeguarding Policy is reviewed annually, and an annual update to Common board will provide an assurance of our compliance.

7.     
Equality & Diversity


7.1
The Group ensures that the Safeguarding Policy and procedure is accessible to its diverse customers and will take into account the different needs of our customers when considering action.


7.2
WCHG recognises that customers of all races, ages, religions, gender, sexual orientation, literacy levels and disability should be treated equally and fairly.


7.3

WCHG will provide information in languages other than English, in Braille, Large Print and Audiotape. Our receptions and interview rooms are fitted with a hearing loop system.

7.4

If you require assistance with translation of this policy, large print, braille, or an audio copy, contact us by phone on: 0300 111 0000 or: 0800 633 5500 or by email: communications@wchg.org.uk

8.   
Associated Strategies, Policies and Documents

· Safeguarding Toolkit


· Financial Inclusion Strategy


· Youth Involvement Strategy


· Community Learning Strategy

· Health Strategy


· Community Safety Strategy


· Support Strategy

· Regeneration Strategy

· Whistleblowing Policy


· Critical Incident Policy


· Disciplinary Policy


Reference material

· Greater Manchester Safeguarding Children Procedures Manual (June 2015)


· Working Together to Safeguard Children - A guide to inter-agency working to safeguard and promote the welfare of children (March 2015) 


· Manchester City Council Safeguarding Adults Policy 2010

· Information sharing guidelines: March 2015
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Slavery and Human Trafficking Statement 2017

1.	Introduction

1.1	The Modern Slavery Act 2015 places an obligation on any organisation with a turnover of more than £36million to report annually on the steps that have been taken during the financial year to ensure that slavery and human trafficking are not taking place in their own business or their supply chain.

2.	Structure

2.1	Wythenshawe Community Housing Group Limited (WCHG) is the parent company established (1 April 2013) with two Subsidiaries, Parkway Green Housing Trust (PGHT) and Willow Park Housing Trust Limited (WPHT).

3.	Business

3.1	The Group’s principal activities are the development and management of affordable housing through its Subsidiaries.

3.2	The Group manages and delivers major refurbishments and quality services to c13,500 homes in Wythenshawe.  For the duration of 2016/2017 the Group’s head office was at Wythenshawe House, in Wythenshawe and all its properties are situated within five miles of the head office.  The Group has charitable status and operates primarily as a social landlord, providing affordable general needs housing.

4.	Supply Chain

4.1	With regard to employment law, human rights and including the Modern Slavery Act 2015, we will continually review our existing compliance and risk management process. This will determine associated risk, detection and prevention of modern day slavery and human trafficking within our supply chain for products and services to the organisation.



5.	Relevant Policies

5.1	The Group has zero tolerance to slavery and human trafficking and is committed to ensuring that there is no modern slavery or human trafficking in its supply chains or in any part of its business. The Statement reflects our commitment to acting ethically and with integrity in all our business relationships and to implementing and enforcing effective systems and controls to ensure slavery and human trafficking is not taking place anywhere in our supply chains.

5.2	Relevant policies are as below:

· Whistle Blowing Policy

· Safeguarding Policy

· Recruitment and Selection Policy

· Involvement Strategy

· Tenancy Support Strategy

· Anti Fraud, Bribery, Corruption and Money Laundering Policy

· Gas Maintenance and Safety Management Policy

· Critical Incident Reporting and Escalation Policy

· Domestic Abuse Policy

· Equality and Diversity Strategy

6.	Due Diligence processes in relation to Slavery and Human Trafficking

6.1	WCHG acknowledges its responsibility under the Modern Slavery Act 2015 and will ensure transparency within the organisation and with suppliers of goods and services to the organisation.



6.2	WCHG will not forge commercial relationships with any business knowingly involved with slavery or human trafficking.



6.3	WCHG will expect all who have, or seek a commercial relationship to familiarise themselves with The Modern Slavery Act and our anti-slavery values and act consistently within these.



6.4	As part of the companies due diligence processes into slavery and human trafficking the supplier approval process will incorporate a review of the controls undertaken by the supplier.



6.5	All suppliers to the Group will be asked to confirm that they are compliant with the Modern Slavery Act 2015. Imported goods from sources from outside the UK and EU are potentially more at risk for slavery/human trafficking issues. The level of management control required for these sources will be continually monitored.



6.6	This assurance will be undertaken on an annual basis in order to provide the Group that it is meeting its obligations under the Act.



6.7	The Group Procurement Manager will ensure that all new suppliers are compliant with the requirements in the Act and will further develop audits for those suppliers with a higher risk of slavery or human trafficking.



7.	Parts of the business and supply chains where there is a risk of modern slavery taking place and how those risks have been assessed and are being managed

7.1	The Group ensures that it receives relevant paperwork from all members of staff to ensure that they have the right to work and pays above the national living wage. 

7.2	The Group promotes its Whistle Blowing Policy for staff to report any areas of concern.

7.3	As part of the appointment of new suppliers they will be ask to provide information to support their compliance with the obligations of the Modern Slavery act 2015.

8.	Effectiveness in ensuring Modern Slavery is not taking place, measured against appropriate performance indicators

8.1	Performance will be monitored by the following key metrics:-

· Whistle Blowing incidents related to Modern Slavery.

· Incidents Reported to Board

· Training and Briefings Provided to staff



9.	Training

9.1	All staff will receive a briefing on the important of the Modern Slavery Act and the obligations that the Group has. This will also enable them to identify potential victims and how the Group can support them. The Groups Safeguarding Policy underlines the commitment of the Group to support vulnerable or exploited individuals.

10.	Approval & Dissemination

10.1	This statement is made in accordance with section 54(1) of the Modern Slavery Act 2015 and constitutes WCHG’s Slavery and Human Trafficking Statement for the current financial year.

10.2	This statement must be approved by the Board, be signed by a Director and published (or at least for there to be a link to it) on a prominent place on the Group’s websites.



Signed: [image: nigel wilson]Date: 25th September 2017



Nigel Wilson, Group Chief Executive
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Conditions of Contract for Works for 

The Provision of Building Works Lot 3

Glazing Works

Contract reference 389











[bookmark: _Toc342482504][bookmark: _Toc444591547][bookmark: _Toc445124776][bookmark: _Toc459129616]Form of Agreement (to be completed at the Contract award stage)



Contract Name: [insert contract name]

 

Contract Reference: [insert contract reference number]



This Agreement is made on the		day of			 20** between Wythenshawe Community Housing Group Limited, whose Registered Office and trading address is located at Wythenshawe House, 8 Poundswick Lane, Greater Manchester, Manchester, M22 9TA (the Company), and [insert Contractor name and address] (the Contractor)



Whereas:



The Company wishes to retain the Contractor  to [insert name and description of Works to be provided]



The Contractor is able and willing to provide the Works for the consideration and upon the terms hereafter appearing.



Payment for the Works shall be in the form described in the Conditions of Contract.








This Agreement provides as follows:



(1)	The following documents only, together with any annexes, schedules or appendices thereto, if any, shall together constitute the  “Contract” as created under a Purchase Order or Request for Works between the Company and the Contractor :



· the Purchase Order or Request for Works issued by the Company to the Contractor;

· this Form of Agreement;

· the Contract Particulars;

· the Conditions of Contract;

· the Pricing Document;

· the S pecification.



For the purpose of identification the Contract Particulars, Conditions of Contract, Special Conditions of Contract, Pricing Document and the  Specification are bound together with the Form of Agreement and have been signed on behalf of the Company and the Contractor. 



(2)	The Contract as defined in accordance with this Form of Agreement constitutes a full statement of the contractual rights and liabilities of the Company and the Contractor  in relation to the Works and no negotiations, communications or statements between them, nor any document nor any representation or warranty made by them prior to the date of the Contract in relation to the Works  shall be of any contractual effect, or be otherwise binding between the Parties.



(3)	The Company and the Contractor hereby agree that any pre-contractual representations and warranties, whether made orally or in writing, shall be of no legal effect whatsoever, with the result that neither Party shall be entitled to found any claim to damages in reliance thereon.



(4)	The Price takes the definition assigned to it in the Conditions of Contract.










In witness of the above the Parties have signed this Agreement on the date written at the head of this Form of Agreement. 



Signed on Behalf of Wythenshawe Community Housing Group Limited (the Company)



Signature	...............................................................



Name		…………………………………………		



Position	…………………………………………



Witness to Signature



Signature	...............................................................



Name		…………………………………………



Position	…………………………………………



Signed on behalf of 	[insert name]		 (the Contractor)



Signature	...............................................................

	

Name		……………………………………….



Position	……………………………………….



Witness to Signature



Signature	...............................................................



Name		…………………………………………



Position	…………………………………………
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[bookmark: _Toc342482505][bookmark: _Toc444591548][bookmark: _Toc445124777][bookmark: _Toc459129617]Contract Particulars (to be completed at the Contract award stage)



Commencement Date



[insert the Contract commencement date]



Initial Expiry Date



[insert the Initial Expiry Date]



Extended Expiry Date	



means the expiry date stipulated by the Company in the notice issued by the Company to the Contractor under Condition 13.2, such date to be no later in time than the [insert the maximum term th) anniversary of the Commencement Date. 



Payment Terms



In accordance with Condition 9 of the Conditions of Contract



Insurances: 



In accordance with Condition 11 of the Conditions of Contract, the Contractor shall take out and maintain in full force and effect with a reputable insurance company the following minimum insurances for the duration of the Contract:



1. Public Liability insurance – £10,000,000

2. Employer’s Liability insurance – £10,000,000

3. Contract Works (all risks) insurance - £1,000,000



Name of the Company’s Contract Administrator



[insert name of Contract Administrator]



Address for Notices to the Company



Wythenshawe Community Housing Group Limited 

Wythenshawe House

8 Poundswick Lane

Greater Manchester

Manchester

M22 9TA
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1. [bookmark: _Toc459129619]Definitions



The following words and expressions shall have the following meanings:



“Business Days” – shall mean any day which is not a Saturday, a Sunday, a public holiday or a bank holiday;



“Conditions” – shall mean the Conditions of Contract as laid out in this document, and include any supplementary or special conditions agreed in writing between the Company and the Contractor;



“Confidential Information” – shall mean all documents, papers, databases, drawings, diagrams, calculations, figures, data and other information whether in physical form or otherwise, whether expressed to be confidential or not, and in whatever media or format provided or orally disclosed by the Disclosing Party to the Receiving Party in the course of, or in connection with the performance of each Party’s obligations under the Contract;



“Contract” – has the meaning given to it in paragraph 1 of the Form of Agreement;



“Contractor” – means the person, firm or company appointed by the Company under the Contract.



“Contract Administrator” – shall mean the person nominated by the Company to act as the Company’s representative for the purpose of the Contract;



“Commencement Date” has the meaning given to it in the Contract Particulars;



“Company” – shall mean Wythenshawe Community Housing Group Limited;



“CPI” – shall mean the United Kingdom general index of consumer prices published by the Office for National Statistics (or any other government department or other body upon which the duties in connection with such index have devolved) or any index which replaces it from time to time;



“Disclosing Party” – shall mean the Party to the Contract who discloses Confidential Information to the other Party to the Contract;



“Extended Expiry Date” has the meaning given to it in the Contract Particulars;



“Force Majeure” – shall mean any cause preventing either Party from performing any or all of its obligations under this Contract which arises from or is attributable to acts, events, omissions or accidents beyond the reasonable control of the Party so prevented including, however without limitation, acts of God, war, riot, civil commotion, malicious damage, compliance with any applicable law or governmental order, rule, regulation or direction, accident, breakdown of plant or machinery, fire, flood, storm or tempest (but for the avoidance of doubt excluding strikes, lockouts or other industrial disputes which have their origin within the employees of the Party so prevented or default of suppliers or sub-contractors or breakdown of vehicles);



“Initial Expiry Date” has the meaning given to it in the Contract Particulars;



“Party” – shall mean a Party or Parties to the Contract;



“Permitted Purpose” – shall mean (for the purposes of Condition 20 below) the respective obligations of each of the Parties under the Contract;



“Previous Contractor” - shall mean the previous provider of works substantially similar to the Works;



“Price” – shall mean the Price payable to the Contractor for the provision of the Works as stated in Pricing Document and/or the Purchase Order or Request for Works;



“Pricing Document” – shall mean the Pricing Document as set out in Appendix 2 of these Conditions which forms part of the Contract;



“Purchase Order” – shall mean the order for the Works issued by the Company, in either printed or electronic format to the Contractor;



“Receiving Party” – shall mean the Party to the Contract who receives Confidential Information from the other Party to the Contract;



“Request for Works” – shall mean an order for the Works (other than a Purchase Order) in the form of a request issued by the Company to the Contractor;



“Retendering Information” – means such information relating to the persons engaged or employed by the Contractor or any Subcontractor in providing the Works which the Company may reasonably require to facilitate any subsequent provider of works to assess and include the cost of TUPE in any subsequent bid for works similar to the Works and to assist in the transfer of the Works to a subsequent service provider, such information to include (without limitation) details of the persons’:



· identity (or reference number);

· date of birth;

· age;

· sex;

· date of commencement of employment;

· length of service;

· job title; and

· grade and terms and conditions of employment,



“Review Date” - shall mean the [insert term] anniversary of the Commencement Date;  



“Site” – shall mean the place or places where the Company requires the Works to be provided;



“Specification” – shall mean the Specification of the Works as set out in Appendix 1 of these Conditions and shall include all quotations, plans, drawings, specifications, standards and performance requirements relating to the Works;



“Staff” – shall mean all individuals employed by the Contractor from time to time in connection with providing the Works to the Company;



“Subcontractor” – shall mean a person or organisation who has a contract with the Contractor to undertake all or part of the Works;



“Subsequent Transfer Date” – shall mean the date when either a new Contractor selected to provide works to the Company similar to the Works, or the Company, takes over the provision of the Works from the Contractor;



“Term” – shall mean the period commencing on the Commencement Date and, subject to earlier termination in accordance with the provisions of this Contract, ending on either: (i) the Initial Expiry Date; or (ii) if the Company exercises its option pursuant to clause 13.2, the Extended Expiry Date;



“TUPE” – shall mean the Transfer of Undertakings (Protection of Employment) Regulations 2006 (as amended);



“Works” – shall mean the Works as stated in the Specification.



2. [bookmark: _Toc459129620]Interpretation



In these Conditions unless the context otherwise requires:



2.1 any reference to gender shall include all other genders, and the singular shall include the plural, and vice versa.



2.2 the expression ‘person’ shall mean any individual, form, company, incorporated association, partnership or joint venture.



2.3 any reference to a statute or a statutory provision shall be construed as a reference to the same from time to time as amended, consolidated, modified, extended, re-enacted or replaced.



3. [bookmark: _Toc459129621]Conditions Applicable



3.1 The Conditions shall apply to the provision of the Works by the Contractor to the exclusion of all other terms or conditions, including any terms and conditions which the Contractor may purport to apply under any purchase order, confirmation of order or similar document.



3.2 Provision of the Works by the Contractor shall be deemed to constitute the Contractor’s acceptance of these Conditions.



3.3 Any variation of the Conditions (including any supplementary or special terms and conditions agreed between the Parties) shall have no effect unless agreed in writing between the Parties.



4. [bookmark: _Toc459129622]General



4.1 The Company engages the Contractor to be a non-exclusive provider of the Works for the Term of the Contract subject to and in accordance with these Conditions.



4.2 The Company shall not be under any obligation to issue any Purchase Order or Request for Works to the Contractor and reserves the right to procure the provision of works of the same or a similar type to the Works from any other contractor at its sole discretion.



4.3 The Contractor shall be deemed to satisfied itself as to its liability (if any) which may accrue under TUPE, and to have included within the Price the cost of such liability (if any).



4.4 The Contractor undertakes to the Company that it shall comply with its obligations under TUPE in relation to the staff of the Previous Contractor, and shall use all reasonable endeavours to procure a smooth transfer of such staff where appropriate.



4.5 The Contractor shall be responsible for employing and paying the salaries and wages of and any other expenses (including, without limitation, all employment related taxes) of the Staff, and shall also be responsible for terminating the employment of the Staff.



4.6 The Contractor shall indemnify the Company in relation to all costs, claims, expenses, demands, actions, proceedings and orders whatsoever (including but not limited to legal and professional fees and expenses) arising out of a breach of the employment conditions of, or termination of employment of, any member of Staff or any other act or omission in relation to the Staff which occurred on or prior to the Subsequent Transfer Date.  



4.7 The Parties agree that at the date of termination or expiry of the Contract or part thereof TUPE may apply and that to the extent that TUPE applies there shall be a "relevant transfer", (as defined in TUPE) of the relevant employees or part of them to the Company or the new Contractor selected to provide works to the Company similar to the Works.



4.8 [bookmark: _Toc435436123][bookmark: _Toc435955115]During the 12 (twelve) months immediately preceding the end of the Term or from notice of earlier termination of the Contract for whatever reason the Contractor shall:



4.8.1 [bookmark: _Toc435436124][bookmark: _Toc435955116]provide Retendering Information at no cost to the Company within a 	maximum of 10 (ten) Business Days of a request; 

4.8.2 [bookmark: _Toc435436125][bookmark: _Toc435955117]notify the Company in writing of any material changes to the 	Retendering Information promptly as and when such changes arise;

4.8.3 [bookmark: _Toc435436126][bookmark: _Toc435955118]ensure that neither the Contractor nor any Subcontractors 	without 	the Company’s prior written consent: 

4.8.3.1 [bookmark: _Toc435436127][bookmark: _Toc435955119]make any material increase or decrease in the numbers 			of persons engaged or employed by them in providing the 			Works;

4.8.3.2 [bookmark: _Toc435436128][bookmark: _Toc435955120]increase the remuneration or otherwise change the terms 			of employment or engagement of the persons engaged or 			employed by them in providing the Works; or 

4.8.3.3 [bookmark: _Toc435436129][bookmark: _Toc435955121]transfer any of the persons engaged or employed by 				them in providing the Works to another part of their 				business or move other employees from elsewhere in their 			business who have not previously been employed or 				engaged in providing the Works. 



4.9 [bookmark: _Toc435436130][bookmark: _Toc435955122]The Contractor agrees to indemnify the Company and, at the Company’s request, any new contractor selected to provide works to the Company similar to the Works, against all liability from:



4.9.1 [bookmark: _Toc435436131][bookmark: _Toc435955123]the Contractor or a Subcontractor failing to provide the Company with any Retendering Information promptly; or

4.9.2 [bookmark: _Toc435436132][bookmark: _Toc435955124]any material inaccuracy in or omission from the Retendering Information.



5. [bookmark: _Toc459129623]Warranty, Specification and Contractor’s Obligations



5.1 The Contractor warrants to the Company that the Works:



5.1.1 shall be provided with the high degree of professional skill, sound practices and good judgement normally exercised by recognised professional firms or by highly skilled and experienced contractors providing works of a similar nature to the Works;

5.1.2 shall be provided in accordance with the Specification;

5.1.3 shall be provided in accordance with all applicable laws.



5.2 The Contractor shall comply with the rules, regulations and reasonable directions of the Company whilst at the Site.



5.3 The Contractor shall act diligently and in good faith in its dealings with the Company and use its best endeavours to promote the interests of the Company and maintain the Company’s goodwill.



5.4 The Contractor shall maintain at its own expense all licences, permissions and consents necessary to perform its obligations under the Contract.



5.5 The provisions of this Condition 5 shall survive the termination of the Contract, however arising.



6. [bookmark: _Toc459129624]Inspection and Rejection



6.1 The Company shall have the right to inspect the Works and perform tests as it considers reasonable to ascertain the conformance of the Works with the Specification.



6.2 The Company shall be entitled to reject any Works provided which are not in accordance with the Specification, and shall not be deemed to have accepted any Works until the Company has had reasonable time to inspect them following provision or, if later, within a reasonable time after any latent defect in the Works has become apparent.



6.3 If the Company rejects Works in accordance with Condition 6.2 then the Contractor shall, at the Company’s sole option and at the Contractor’s sole cost, and as soon as reasonably practicable, but in any event within twenty (20) Business Days of the Company’s notice in writing:



6.3.1 re-provide the rejected Works; or

6.3.2 pay to or credit the Company with a refund of the Price paid in respect of the rejected Works; or

6.3.3 provide a combination of the remedies set out in Conditions 6.3.1 to 6.3.2. 



6.4 The making of payment by the Company to the Contractor shall not prejudice the Company’s right of rejection under Condition 6.2.



6.5 The Company may at any time at its absolute discretion refuse to accept or continue to accept the presence on its premises of any particular person engaged or employed by the Contractor or by a Subcontractor in the provision of the Works. 



7. [bookmark: _Toc459129625]Contract Administrator



7.1 The Company shall nominate the Contract Administrator and may at its sole discretion change any nomination from time to time by notifying the Contractor.



8. [bookmark: _Toc459129626]Price



8.1 The Price payable for the provision of the Works shall be as stated in Pricing Document, and/or the Purchase Order or Request for Works.



8.2 The Price shall include for all the Contractor’s obligations under the Contract, whether expressly stated or reasonably implied.



8.3 No increase in the Price will be made without the prior consent of the Company in writing.



9. [bookmark: _Toc459129627]Payment



9.1 The Contractor’s official invoice should be sent promptly to the Company after the provision of the Works to the address indicated in the Purchase Order or Request for Works, unless otherwise instructed and must show:



9.1.1 the Company’s Purchase Order number (if applicable);

9.1.2 the Contractor’s invoice number;

9.1.3 a full description of the Works provided;

9.1.4 the full details of the Price;

9.1.5 current VAT requirements;

9.1.6 the Request for Works originator (if applicable).



Failure to include such information with the invoice will entitle the Company to delay payment until such information is provided.



9.2 The Company shall make payment (subject to deduction of any Disputed Amounts (as defined in Condition 9.6) against each invoice within thirty (30) days after the receipt by the Company of the invoice and all information required under Condition 9.1 (the "Due Date for Payment").  If the Contractor fails to provide any of the information or documents that it should have provided in complying with its obligations under Condition 9.1 then the Company may reject the invoice and Condition 9.7 shall not apply. 



9.3 Not applicable

  

9.4 Payment by the Company shall be without prejudice to any claims or rights which the Company may have against the Contractor and shall not constitute any admission by the Company as to performance by the Contractor of its obligations under the Contract.



9.5 The Company shall have the right to amend the procedure for submission of invoices by the Contractor if it deems necessary.  This may involve, but shall not be limited to, varying the batching, frequency/timescale, computerised invoicing, documentation requirements, etc.  The Contract Administrator shall give the Contractor written notification of any such amendment and the Contractor shall comply within fourteen (14) days of receipt of the notification.



9.6 If the Company disputes in good faith its obligations to pay part or all of an invoice submitted by the Contractor under this Contract (the “Disputed Amount”), then the following provisions shall apply:



9.6.1 The Company shall pay the undisputed amount to the Contractor in accordance with the provisions of this Condition 9;



9.6.2 The Company shall notify the Contractor before the payment becomes due of the Disputed Amount and the reasons why it considers it is not obliged to pay the Disputed Amount;



9.6.3 The Company’s failure to pay the Disputed Amount, pending resolution of the dispute, will not be a breach of this Contract;



9.6.4 Where the Company has notified the Contractor under Condition 9.6.2 that there is a Disputed Amount, the Contractor must notify the Company within five (5) Business Days following receipt of that notification if it does not agree with the Company’s position (as notified to it under Condition 9.6.2) and the reasons why it does not agree; failing which the Contractor will be deemed to agree that the Disputed Amount is not payable;



9.6.5 The Parties shall refer to the dispute resolution procedure under Condition 14 the issue of whether or how much of the Disputed Amount is payable to the Contractor;



9.6.6 Upon the payment of the Disputed Amount which is payable by the Company (if any) being determined through the dispute resolution procedure under Condition 14, the Company must pay that amount to the Contractor, within fifteen (15) Business Days of receipt of a corrected invoice from the Contractor for the Disputed Amount (or relevant part of it) as so determined; and



9.6.7 Where the Contractor agrees, or it is determined, that an invoice contains an error, and a subsequent invoice contains an equivalent error, the Company will be under no obligation to pay any part of the subsequent invoice until the error has been rectified and a correct invoice has been submitted and, for the avoidance of doubt, the time allowed for payment of the correct invoice under this clause will run from the date on which it is re-presented correctly.



9.7 If the Company fails to make any payment which (in accordance with Condition 9.2) is due in full on the due date the Contractor may charge the Company interest (both before and after judgement) on the amount unpaid from time to time at the rate of 2% above the Bank of England base rate from time to time. 



9.8 The Price (as set out in the Pricing Document) will be subject to a review on the Review Date and thereafter on each anniversary of the Review Date.  Any adjustment in the Price shall be by agreement between the Company and the Contractor and shall not exceed the percentage adjustment of the CPI over the previous 12 months.



9.9 Value Added Tax, where applicable, shall be shown separately on all invoices at the prevailing rate. 



9.10 The Company shall be entitled to off-set against any invoice, any monies due to the Contractor under the Purchase Order or Request for Works or under any other contractual arrangement.



10. [bookmark: _Toc459129628]Indemnity



10.1 The Contractor will indemnify the Company in full against the following: 



10.1.1 all loss, liability, revenue, goodwill, damages, costs, expenses (including legal expenses), anticipated savings or injury whatsoever and whenever arising caused to the Company, or for which the Company may be liable to third parties due to defective workmanship or unsound quality of the Works provided.

10.1.2 all claims in respect of death or injury, howsoever caused, to any of the employees, or those of the agent or sub-contractors, of the Contractor, while in or about the Company’s premises.

10.1.3 any indirect or consequential loss or damage sustained by the Company for which the Company may be liable, as a result of the failure of the Contractor to provide the Works as stated in the Specification.



10.2 The provisions of this Condition 10 shall survive the termination of the Contract, however arising.



11. [bookmark: _Toc459129629]Insurance



11.1 The Contractor shall take out and maintain in full force and effect with a reputable insurance company the minimum insurance requirements as specified in the Contract Particulars.



11.2 The Contractor shall when required by the Company provide evidence of the insurance required under Condition 11.1. In the event that the Contractor at any time fails to maintain the insurance required under Condition 11.1, the Company may take out such insurance and the Contractor shall pay to the Company the cost and expenses so incurred by the Company. 



12. [bookmark: _Toc459129630]Compliance with Applicable Laws



12.1 In providing the Works the Contractor shall at all times comply with all applicable laws including, but not limited to:



12.1.1 the Health & Safety at Work Act 1974;

12.1.2 the Environmental Protection Act 1990;

12.1.3 the Data Protection Act 1998;

12.1.4 the Freedom of Information Act 2000;

12.1.5 the Equality Act 2010;

12.1.6 the Bribery Act 2010;

12.1.7 The Modern Slavery Act 2015;

12.1.8 the Waste Electronic and Electrical Equipment Regulations 2006.



and any subsequent re-enactments or amendments.



13. [bookmark: _Toc459129631]Term and Termination



13.1 Subject to earlier termination in accordance with its terms, the Contract shall commence on the Commencement Date and shall continue for the duration of the Term.



13.2 No later than one (1) month prior to the Initial Expiry Date the Company may, in its absolute discretion, give written notice to the Contractor that it wishes the Contract to continue until the Extended Expiry Date. 



13.3 If the Company gives notice in accordance with clause 13.2 the Contract shall continue until the Extended Expiry Date, subject to the provisions for earlier termination contained in the Contract.



13.4 The Company shall be entitled to terminate the Contract without liability to the Contractor by giving notice to the Contractor at any time if:



13.4.1 the Contractor makes any voluntary arrangement with its creditors (within the meaning of the Insolvency Act 1986) or (being an individual, or firm) becomes bankrupt or (being a company) becomes subject to an administration order or goes into liquidation (otherwise than for the purpose of amalgamation or reconstruction);

13.4.2 the Contractor ceases, or threatens to cease to carry on business;

13.4.3 the Contractor dies or by reason of any illness becomes unable to comply with its obligations under the Contract; 

13.4.4 the Contractor commits an offence under the Bribery Act 2010;

13.4.5 the Contractor fails to comply with any or all applicable laws;

13.4.6 the Contractor commits any criminal offence whilst providing the Works;

13.4.7 the Contract has been subject to a substantial modification which would have required a new procurement procedure in accordance with Regulation 72(9) of the Public Contracts Regulations 2015;

13.4.8 the Contractor has, at the time of Contract award, been in one of the situations referred to in Regulation 57(1) of the Public Contracts Regulations 2015, and should therefore have been excluded from the procurement procedure;

13.4.9 the Contract is subject to a declaration of ineffectiveness by the Court.



13.5 Where the Company terminates the Contract in accordance with Condition 13.4 or 13.7, the Company shall be entitled to recover from the Contractor all additional cost, loss or expense reasonably incurred by the Company in procuring the Works (or any part of them) from an alternative contractor.



13.6 The Company shall have the right to terminate the Contract at any time by providing the Contractor with three (3) months’ written notice of the Company’s intention to terminate.



13.7 Either Party shall have the right to terminate the Contract immediately by notice to the other Party if the other Party is in material breach of the Contract and either the other Party fails to remedy such breach within ten (10) Business Days of notification of the breach, or such breach is incapable of remedy.



13.8 Upon the termination of the Contract the Contractor shall (if required by the other Company) promptly return to the Company all Confidential Information, data, materials and other property of the Company.



13.9 Termination of the Contract shall not prejudice any rights, powers or remedies of either Party which had arisen on or before the date of termination of the Contract.



14. [bookmark: _Toc459129632]Dispute Resolution



14.1 If any dispute arises out of or in respect of the Contract, a representative of each Party shall, within thirty (30) days of a written request from one Party to the other, meet in a good faith effort to resolve the dispute.



14.2 Failing resolution of such dispute by such dispute within a period of ten (10) Business Days of the reference to them, the dispute shall immediately be referred in writing by either Party to the respective directors of each of the Parties who shall seek to reach agreement upon such dispute within one (1) calendar month of the reference to them. The dispute may, by agreement between the Parties, be referred to mediation. A neutral person (a mediator) shall be chosen by agreement between the Parties or within fourteen (14) days of notice apply to the Centre for Dispute Resolution (“CEDR”) to appoint a mediator. 



15. [bookmark: _Toc459129633]Notices



15.1 Any notice to be served on a Party by the other Party shall be in writing and shall be addressed to the other Party.



16. [bookmark: _Toc459129634]Variations



16.1 The Company reserves the right to from time to time in writing to the Contractor, to alter, amend, omit, add to or otherwise vary the provision of Works. Any alteration to the Price or the completion date arising from such variation shall be agreed in writing by both Parties.



17. [bookmark: _Toc459129635]Assignment and Sub Contracting



17.1 The Contractor shall not assign or sub contract the Contract or any part of it without the prior consent of the Company in writing. Such consent shall not be unreasonably withheld.



17.2 Subject to the provisions of Condition 17.1, the Contractor shall ensure that each of its sub-contractors is bound to observe to it the same or materially similar contractual obligations to those which bind it in this Contract;



17.3 The Company may on giving reasonable notice in writing to the Contractor, transfer or assign all or any rights and/or obligations under the Contract.



18. [bookmark: _Toc459129636]Waiver



18.1 No waiver shall be effective unless it is communicated to the other Party in writing and the failure of either Party to exercise any right or remedy shall not constitute a waiver.



19. [bookmark: _Toc459129637]Force Majeure



19.1 Neither Party to the Contract shall be deemed to be in breach of the Contract, or otherwise liable to the other Party in any manner whatsoever, for any failure or delay in performing its obligations under the Contract due to Force Majeure.



20. [bookmark: _Toc459129638]Confidentiality



20.1 The Receiving Party shall at all times keep secret and confidential the Confidential Information and shall not disclose the same to any third Party without the prior written consent of the Disclosing Party.



20.2 The Receiving Party shall use at least the same degree of care to avoid unauthorised dissemination or publication of Confidential Information disclosed to it by the Disclosing Party under the Contract as it employs with respect to its own information which it does not desire to have disseminated or published.



20.3 The Receiving Party shall only use the Confidential Information internally for the Permitted Purpose and shall disclose it only to its employees who have a need to know the same for the Permitted Purpose. Any employee to whom Confidential Information is disclosed shall be informed of these Confidentiality provisions contained in this Condition 20 and the confidential nature of the Confidential Information.



20.4 The Receiving Party shall not make copies of or reproduce in any media the Confidential Information save that a number of copies or reproductions may be made for the Permitted Purpose and all such copies and reproductions shall be regarded as Confidential Information. 



20.5 The provisions of Conditions 20.1 to 20.4 above shall not apply with respect to any information received by the Receiving Party from the Disclosing Party which:



20.5.1 the Receiving Party can demonstrate by evidence in writing was already in the Receiving Party’s possession prior to the date hereof and was not obtained (whether directly or indirectly) from the Disclosing Party; or

20.5.2 is subsequently developed independently by the Receiving Party without any reference to or use of the Confidential Information; or

20.5.3 is in the public domain or subsequently enters into the public domain otherwise than by breach of the Contract by the Receiving Party or any other obligation of confidentiality owed by the Receiving Party to the Disclosing Party; or

20.5.4 is subsequently disclosed to the Receiving Party by a third Party lawfully in possession of the same who is not under a duty of confidentiality to the Disclosing Party; or

20.5.5 is approved in writing by the Disclosing Party for use or disclosure. 



20.6 The provision of Confidential Information by the Disclosing Party does not create any obligation to the Receiving Party as to the accuracy of such Confidential Information.



20.7 The Contractor shall not even after the expiry or terminations of the Contract disclose such Confidential Information except with the written consent of the Company.



20.8 The provisions of this Condition 20 shall survive the termination of the Contract, however arising.



21. [bookmark: _Toc459129639]Conflict of Interest



21.1 In carrying out its obligations under the Contract the Contractor shall ensure that no conflict of interest arises which will or will be likely to prejudice its independence and objectivity or otherwise detrimentally affect the Contractor’s ability to perform or cause embarrassment or reputational harm to the Company.

21.2 Upon becoming aware of any such conflict of interest the Contractor shall immediately notify the Company in writing, giving particulars and shall provide any further information as may reasonably be required.



21.3 Where there is reasonable opinion that such conflict presents harm the Company may require the Contractor to take reasonable steps to avoid or remove conflict. The Company may terminate the Contract by notice in writing if there is a failure to comply.



22. [bookmark: _Toc459129640]Intellectual Property



22.1 The Contractor shall promptly disclose to the Company full details of the following, which shall be treated by the Contractor as confidential to the Company insofar as the Contractor shall not disclose any details of any of the following other than to the Company and the Contractor shall be bound by, and shall observe the provisions of Condition 20 above:



22.1.1 any logo, trade or service mark, design or copyright work, whether or not capable of registration, created by the Contractor or its personnel in the course of provision of the Works to the Company which for the avoidance of doubt shall include any software created by the Contractor or its personnel;

22.1.2 any invention, development, design, discovery, arrangement, scheme, process or improvement in procedure made, discovered, or devised by the Contractor or its personnel in the course of the provision of the Works to the Company.



22.2 The Contractor shall assign to the Company all right, title and interest in and to any item within Condition 22.1.1 and any invention within 22.1.2 so that the property, including all intellectual property rights in the Works and in any such logo, trade or service marks, design or copyright work and in the inventions, shall vest in the Company absolutely.



22.3 The Contractor assigns to the Company (including, to the extent necessary, by way of present assignment of future copyright and design right) all future copyright and design right, and all copyright and design rights and all other intellectual property rights for their full terms throughout the world, which have been or will be created by the Contractor or its personnel in providing the Works together with the right to claim for damages or other remedies as a result of any infringement of such rights.



22.4 The provisions of this Condition 22 shall survive the termination of the Contract, however arising.



23. [bookmark: _Toc459129641]Equality and Diversity



23.1 [bookmark: _Toc342482529][bookmark: _Toc444591573][bookmark: _Toc445124802][bookmark: _Toc459129642]The Contractor shall adopt a policy to comply with the Company’s statutory obligations under the relevant equality legislation.



23.2 [bookmark: _Toc342482530][bookmark: _Toc444591574][bookmark: _Toc445124803][bookmark: _Toc459129643]The Contractor shall not discriminate directly or indirectly against any person in decisions to recruit, train, promote, discipline or dismiss employees on the grounds of the following:



23.2.1 [bookmark: _Toc342482531][bookmark: _Toc444591575][bookmark: _Toc445124804][bookmark: _Toc459129644]age;

23.2.2 [bookmark: _Toc342482532][bookmark: _Toc444591576][bookmark: _Toc445124805][bookmark: _Toc459129645]disability;

23.2.3 [bookmark: _Toc342482533][bookmark: _Toc444591577][bookmark: _Toc445124806][bookmark: _Toc459129646]gender reassignment;

23.2.4 [bookmark: _Toc342482534][bookmark: _Toc444591578][bookmark: _Toc445124807][bookmark: _Toc459129647]marriage and civil partnership;

23.2.5 [bookmark: _Toc342482535][bookmark: _Toc444591579][bookmark: _Toc445124808][bookmark: _Toc459129648]pregnancy and maternity;

23.2.6 [bookmark: _Toc342482536][bookmark: _Toc444591580][bookmark: _Toc445124809][bookmark: _Toc459129649]race;

23.2.7 [bookmark: _Toc342482537][bookmark: _Toc444591581][bookmark: _Toc445124810][bookmark: _Toc459129650]religion and belief;

23.2.8 [bookmark: _Toc342482538][bookmark: _Toc444591582][bookmark: _Toc445124811][bookmark: _Toc459129651]sex;

23.2.9 [bookmark: _Toc342482539][bookmark: _Toc444591583][bookmark: _Toc445124812][bookmark: _Toc459129652]sexual orientation.



23.3 [bookmark: _Toc342482540][bookmark: _Toc444591584][bookmark: _Toc445124813][bookmark: _Toc459129653]The Contractor shall positively assert equality and harmony and promptly prepare and give to the Company all information about the Contractor’s employees to enable the Company to comply with its obligations under relevant equality legislation to the extent they apply to the Contract.



23.4 [bookmark: _Toc342482541][bookmark: _Toc444591585][bookmark: _Toc445124814][bookmark: _Toc459129654]The Contractor shall observe all the relevant guidance and codes of practice issued by the Equality and Human Rights Commission and its legacy commissions, as the case may be.



23.5 [bookmark: _Toc342482542][bookmark: _Toc444591586][bookmark: _Toc445124815][bookmark: _Toc459129655]The Contractor shall observe all their public duties as described under the Equality Act 2010, and all subsequent re-enactments and amendments.



23.6 [bookmark: _Toc342482543][bookmark: _Toc444591587][bookmark: _Toc445124816][bookmark: _Toc459129656]The Contractor shall provide to the Company, at the commencement of the Contract, a copy of all its equality schemes and documents. The Contractor shall also provide to the Company its equality scheme monitoring results on an annual basis.



23.7 [bookmark: _Toc342482544][bookmark: _Toc444591588][bookmark: _Toc445124817][bookmark: _Toc459129657]The Contractor will provide evidence of, prior to the commencement of the Contract and thereafter on an annual basis throughout the Contract, details of training proposed and undertaken for all Contractor employees in respect of equality and diversity.



23.8 [bookmark: _Toc342482545][bookmark: _Toc444591589][bookmark: _Toc445124818][bookmark: _Toc459129658]The Contractor shall impose on any sub-contractor appointed in accordance with Condition 17 obligations substantially similar to those imposed on the Contractor by this Condition 23.



24. [bookmark: _Toc459129659]Legal Relationship



24.1 Nothing in the Contract shall be construed so as to create a partnership or joint venture between the Parties.



24.2 Neither of the Parties shall describe itself as the agent of the other, nor shall it make or represent that it has authority to make any commitments on the other Party’s behalf.



25. [bookmark: _Toc459129660]Rights of Third Parties



25.1 No term of the Contract is enforceable under the Contracts (Rights of Third Parties) Act 1999 by a person who is not a Party to the Contract.



26. [bookmark: _Toc459129661]Governing Law



26.1 The Contract shall be governed by and construed in accordance with the laws of England and the courts of England will have exclusive jurisdiction to settle any disputes which may arise out of or in connection with the Contract.




[bookmark: _Toc459129662]Appendix 1 – Specification



[bookmark: _Toc444591595][bookmark: _Toc445124824][bookmark: _Toc459129663][Append Specification here when Contract is entered into]




[bookmark: _Toc459129664]Appendix 2 – Pricing Document



[Append Pricing Document here when Contract is entered into]
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