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Interpretation

Terms and Conditions of Contract for Services

1.1 In these terms and conditions:

“Agreement’

“Approval’

“Award Letter”

“Central
Government
Body”

“Charges”

“Confidential
Information”

“Contractor”

“Customer”

“‘DPA"

means the contract consisting of these terms and conditions, any
attached Schedules, the invitation to tender including Specification,
the Tender Response and Award Letter between (i) the Care Quality
Commission (“Customer”) and (ii) Plain Words Limited (“Contractor”);

means the written consent of the Customer;

means the letter from the Customer to the Contractor containing
these terms and conditions;

means a body listed in one of the following sub-categories of the
Central Government classification of the Public Sector Classification
Guide, as published and amended from time to time by the Office for
National Statistics:

(a) Government Department;

(b) Non-Departmental Public Body or Assembly Sponsored Public
Body (advisory, executive, or tribunal);

(c) Non-Ministerial Department; or

{(d) Executive Agency;
means the charges for the Services as specified in the Schedule 2;

means all information, whether written or oral (however recorded),
provided by the disclosing Party to the receiving Party and which (i) is
known by the receiving Party to be confidential; (ii) is marked as or
stated to be confidential; or (iii) ought reasonably to be considered by
the receiving Party to be confidential;

means the person named as Contractor who was awarded this
contract;

means the Care Quality Commission;

means the Data Protection Act 1998;



"

“Expiry Date

“Firm Price”

“Fixed Price”

“FOIA”
“Information”

‘Key Personnel”

“Party”

“Personal Data”

“Premises”

“Purchase
Order Number”

“Request for
Information”

“Schedule”

“Services”

“Specification”

means the date for expiry of the Agreement as set out in the Award
Letter;

means the Contractor undertakes the Contract for a total, all-inclusive
price that will not change;

means the Contractor undertakes the initial period of the Contract for
a total, all-inclusive price that will not change;

means the Freedom of Information Act 2000;
has the meaning given under section 84 of the FOIA;

means any persons specified as such in the Specification or
Agreement otherwise notified as such by the Customer to the
Contractor in writing;

means the Contractor or the Customer {as appropriate) and “Parties”
shall mean both of them;

means personal data (as defined in the DPA) which is processed by
the Contractor or any Staff on behalf of the Customer pursuant to or
in connection with this Agreement;

means the location where the Services are to be supplied, as set out
in the Specification;

means the Customer’s unique number relating to the supply of the
Services by the Contractor to the Customer in accordance with the
terms of the Agreement;

has the meaning set out in the FOIA or the Environmental Information
Regulations 2004 as relevant (where the meaning set out for the term
“request” shall apply);

means a schedule attached to, and forming part of, the Agreement;

means the services to be supplied by the Contractor to the Customer
under the Agreement;

means the specification for the Services (including as to quantity,
description and quality) as specified in the Award Letter and



“Staff”

“Staff Vetting
Procedures”

“Term”

‘VAT"

“Working Day”

appended hereto in Schedule 1;

means all directors, officers, employees, agents, consultants and
contractors of the Contractor and/or of any sub-contractor of the
Contractor engaged in the performance of the Contractor's
obligations under the Agreement;

means vetting procedures that accord with good industry practice or,
where requested by the Customer, the Customer’s procedures for the
vetting of personnel as provided to the Contractor from time to time;

means the period from the start date of the Agreement set out in the
Award Letter to the Expiry Date as such period may be extended in
accordance with clause 4.2 or terminated in accordance with the
terms and conditions of the Agreement;

means value added tax in accordance with the provisions of the
Value Added Tax Act 1994; and

means a day (other than a Saturday or Sunday) on which banks are
open for business in the City of London.

1.2 In these terms and conditions, unless the context otherwise requires:

1.2.1 references to numbered clauses are references to the relevant
clause in these terms and conditions;

1.2.2 any obligation on any Party not to do or omit to do anything shall
include an obligation not to allow that thing to be done or omitted to
be done;

1.2.3 the headings to the clauses of these terms and conditions are for
information only and do not affect the interpretation of the
Agreement;

1.2.4 any reference to an enactment includes reference to that enactment
as amended or replaced from time to time and to any subordinate
legislation or byelaw made under that enactment; and

1.2.5 the word ‘including’ shall be understood as meaning ‘including without
limitation’.



2 Priority of documents

2.1

In the event of, and only to the extent of, any conflict between the clauses of
the Agreement, any document referred to in those clauses and the
Schedules, the conflict shall be resolved in accordance with the following
order of precedence:

a) these terms and conditions
b) the Schedules

c) any other document referred to in these terms and conditions

3 Supply of Services

3.1

3.2

3.3

In consideration of the Customer’'s agreement to pay the Charges, the
Contractor shall supply the Services to the Customer for the Term subject to
and in accordance with the terms and conditions of the Agreement.

In supplying the Services, the Contractor shall:

3.21 co-operate with the Customer in all matters relating to the Services
and comply with all the Customer’s instructions;

3.2.2 perform the Services with all reasonable care, skill and diligence in
accordance with good industry practice in the Contractor's industry,
profession or trade;

3.2.3 use Staff who are suitably skilled, experienced and possess the
required qualifications to perform tasks assigned to them, and in
sufficient number to ensure that the Contractor's obligations are
fulfilled in accordance with the Agreement;

3.2.4 ensure that the Services shall conform with all descriptions and
specifications set out in the Specification;

3.2.5 comply with all applicable laws; and

3.2.6 provide all equipment, tools and vehicles and other items as are
required to provide the Services.

The Customer may by written notice to the Contractor at any time request a
variation to the scope of the Services. If the Contractor agrees to any
variation to the scope of the Services, the Charges shall be subject to fair
and reasonable adjustment to be agreed in writing between the Customer
and the Contractor.



Term

4.1

4.2

The Agreement shall take effect on the date specified in Award Letter and
shall expire on 30" March 2018, unless it is otherwise extended in
accordance with clause 4.2 or terminated in accordance with the terms and
conditions of the Agreement.

The Customer may extend the Agreement for a period of up to 6 months by
giving not less than 10 Working Days’ notice in writing to the Contractor prior
to the Expiry Date. The terms and conditions of the Agreement shall apply
throughout any such extended period.

Charges, Payment and Recovery of Sums Due

5.1

2.2

5.3

54

5.5

The Charges for the Services shall be as set out in the Award Letter
appended hereto in Schedule 2 and shall be the full and exclusive
remuneration of the Contractor in respect of the supply of the Services.
Unless otherwise agreed in writing by the Customer, the Charges shall
include every cost and expense of the Contractor directly or indirectly
incurred in connection with the performance of the Services.

The Contractor shall invoice the Customer as specified in the Agreement.
Each invoice shall include such supporting information required by the
Customer to verify the accuracy of the invaice, including the relevant
Purchase Order Number and a breakdown of the Services supplied in the
invoice period.

In consideration of the supply of the Services by the Contractor, the
Customer shall pay the Contractor the invoiced amounts no later than 30
days after receipt of a valid invoice which includes a valid Purchase Order
Number. The Customer may, without prejudice to any other rights and
remedies under the Agreement, withhold or reduce payments in the event of
unsatisfactory performance.

All amounts stated are exclusive of VAT which shall be charged at the
prevailing rate. The Customer shall, following the receipt of a valid VAT
invoice, pay to the Contractor a sum equal to the VAT chargeable in respect
of the Services.

If there is a dispute between the Parties as to the amount invoiced, the
Customer shall pay the undisputed amount. The Contractor shall not
suspend the supply of the Services unless the Contractor is entitled to
terminate the Agreement for a failure to pay undisputed sums in accordance
with clause 16.4. Any disputed amounts shall be resolved through the
dispute resolution procedure detailed in clause 19.



9.6

57

5.8

If a payment of an undisputed amount is not made by the Customer by the
due date, then the Customer shali pay the Contractor interest at the interest
rate specified in the Late Payment of Commerciat Debts (Interest) Act 1998.

If any sum of money is recoverable from or payable by the Contractor under
the Agreement (including any sum which the Contractor is liable to pay to the
Customer in respect of any breach of the Agreement), that sum may be
deducted unilaterally by the Customer from any sum then due, or which may
come due, to the Contractor under the Agreement or under any other
agreement or contract with the Customer. The Contractor shall not be
entitled to assert any credit, set-off or counterclaim against the Customer in
order to justify withholding payment of any such amount in whole or in part.

Where the Contractor enters into a sub-contract, the Contractor shall include
in that sub-contract:

5.8.1 Provisions having the same effect as clauses 5.2 to 5.6 of the
Agreement and

5.8.2 Provisions requiring the counterparty to that subcontract to include in
any sub-contract which it awards provisions having the same effect
as clauses 5.2 to 5.6 of this Agreement

5.8.3 In this clause 5.8 ‘sub-contract’ means a contract between two or
more suppliers, at any stage of remoteness from the Customerin a
sub-contracting chain, made wholly or substantially for the purpose of
performing (or contributing to the performance of) the whole or any
part of this Agreement.

6 Premises and equipment

6.1

6.2

If necessary, the Customer shall provide the Contractor with reasonable
access at reasonable times to its premises for the purpose of supplying the
Services. All equipment, tools and vehicles brought onto the Customer’s
premises by the Contractor or the Staff shall be at the Contractor’s risk.

If the Contractor supplies all or any of the Services at or from the Customer's
premises, on completion of the Services or termination or expiry of the
Agreement {whichever is the earlier) the Contractor shall vacate the
Customer’s premises, remove the Contractor’s plant, equipment and unused
materials and all rubbish arising out of the provision of the Services and
leave the Customer’s premises in a clean, safe and tidy condition. The
Contractor shall be solely responsible for making good any damage to the
Customer's premises or any objects contained on the Customer’s premises
which is caused by the Contractor or any Staff, other than fair wear and tear.



6.3

6.4

6.5

6.6

6.7

6.8

6.9

6.10

If the Contractor supplies all or any of the Services at or from its premises or
the premises of a third party, the Customer may, during normal business
hours and on reasonable notice, inspect and examine the manner in which
the relevant Services are supplied at or from the relevant premises.

The Customer shall be responsible for maintaining the security of its
premises in accordance with its standard security requirements. While on
the Customer's premises the Contractor shall, and shall procure that all Staff
shall, comply with all the Customer's security requirements.

Where all or any of the Services are supplied from the Contractor's premises,
the Contractor shall, at its own cost, comply with all security requirements
specified by the Customer in writing.

Without prejudice to clause 3.2.6, any equipment provided by the Customer
for the purposes of the Agreement shall remain the property of the Customer
and shall be used by the Contractor and the Staff only for the purpose of
carrying out the Agreement. Such equipment shall be returned promptly to
the Customer on expiry or termination of the Agreement.

The Contractor shall reimburse the Customer for any loss or damage to the
equipment (other than deterioration resulting from normal and proper use)
caused by the Contractor or any Staff. Equipment supplied by the Customer
shall be deemed to be in a good condition when received by the Contractor
or relevant Staff unless the Customer is notified otherwise in writing within 5
Working Days.

Any Premises/land made available from time to time to the Contractor by the
Customer in connection with the contract, shall be made available to the
contractor on a non-exclusive licence basis free of charge and shall be used
by the contractor solely for the purpose of performing its obligations under
the contract. The Contractor shall have the use of such Premises/land as
licensee and shall vacate the same on completion, termination or
abandonment of the Contract.

The Parties agree that there is no intention on the part of the Customer to
create a tenancy of any nature whatsoever in favour of the Contractor or its
Staff and that no such tenancy has of shall come into being and,
notwithstanding any rights granted pursuant to the Contract, the Customer
retains the right at any time to use any premises owned or occcupied by it in
any manner it sees fit.

Should the Contractor require modifications to the Premises, such
modifications shall be subject to prior Approval and shall be carried out by
the Customer at the Contractor's expense. The Customer shall undertake



6.11

approved modification work without undue detay. Ownership of such
modifications shall rest with the Customer.

All the Contractor's equipment shall remain at the sole risk and responsibility
of the Contractor, except that the Customer shall be liable for loss of or
damage to any of the Contractor’s properiy located on Customers Premises
which is due to the negligent act or omission of the Customer.

7 Staff and Key Personnel

7.1

7.2

7.3

If the Customer reasonably believes that any of the Staff are unsuitable to
undertake work in respect of the Agreement, it may, by giving written notice
to the Contractor:

7.1.1 refuse admission to the relevant person(s) to the Customer's
premises;

7.1.2 direct the Contractor to end the involvement in the provision of the
Services of the relevant person(s); and/or

7.1.3 require that the Contractor replace any person removed under this
clause with another suitably qualified person and procure that any
security pass issued by the Customer to the person removed is
surrendered,

and the Contractor shall comply with any such notice.
The Contractor shall:

7.2.1 ensure that all Staff are vetted in accordance with the Staff Vetting
Procedures; and if requested, comply with the Customer's Staff
Vetting Procedures as supplied from time to time;

7.2.2 if requested, provide the Customer with a list of the names and
addresses (and any other relevant information) of all persons who
may require admission to the Customer's premises in connection
with the Agreement; and

7.2.3 procure that all Staff comply with any rules, regulations and
requirements reasonably specified by the Customer.

Any Key Personnel shall not be released from supplying the Services without
the agreement of the Customer, except by reason of long-term sickness,
maternity leave, paternity leave, termination of employment or other
extenuating circumstances.
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7.5

7.6

7.7

Any replacements to the Key Personnel shall be subject to the prior written
agreement of the Customer (not to be unreasonably withheld). Such
replacements shall be of at least equal status or of equivalent experience and
skills to the Key Personnel being replaced and be suitable for the
responsibilities of that person in relation to the Services.

At the Customer's written request, the Contractor shall provide a list of
names and addresses of all persons who may require admission in
connection with the Contract to the Premises, specifying the capacities in
which they are concerned with the Contract and giving such other particulars
as the Customer may reasonably request.

The Contractor's Staff, engaged within the boundaries of the Premises shall
comply with such rules, regulations and requirements (including those
relating to security arrangements) as may be in force from time to time for the
conduct of personnel when at or outside the Premises.

The Customer may require the Contractor to ensure that any person
employed in the provision of the Services has undertaken a Criminal Records
Bureau check as per the Staff Vetting Procedures.

Assignment and sub-contracting

8.1

8.2

8.3

8.4

The Contractor shall not without the written consent of the Customer assign,
sub-contract, novate or in any way dispose of the benefit and/ or the burden
of the Agreement or any part of the Agreement. The Customer may, in the
granting of such consent, provide for additional terms and conditions relating
to such assignment, sub-contract, novation or disposal. The Contractor shall
be responsible for the acts and omissions of its sub-contractors as though
those acts and omissions were its own.

if the Contractor enters into a sub-contract for the purpose of performing its
obligations under the Agreement, it shall ensure that a provision is included
in such sub-contract which requires payment to be made of all sums due by
the Contractor to the sub-contractor within a specified period not exceeding
30 days from the receipt of a valid invoice.

If the Customer has consented to the placing of sub-contracts, the Contractor
shall, at the request of the Customer, send copies of each sub-contract, to
the Customer as soon as is reasonably practicable.

The Customer may assign, novate, or otherwise dispose of its rights and
obligations under the Agreement without the consent of the Contractor
provided that such assignment, novation or disposal shal! not increase the
burden of the Contractor’s obligations under the Agreement.
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Intellectual Property Rights

9.1

9.2

9.3

9.4

All intellectual property rights in any materials provided by the Customer to
the Contractor for the purposes of this Agreement shall remain the property
of the Customer but the Customer hereby grants the Contractor a royalty-
free, non-exclusive and non-transferable licence to use such materials as
required until termination or expiry of the Agreement for the sole purpose of
enabling the Contractor to perform its obligations under the Agreement.

All intellectual property rights in any materials created or developed by the
Contractor pursuant to the Agreement or arising as a result of the provision of
the Services shall vest in the Customer. If, and to the extent, that any
intellectual property rights in such materials vest in the Contractor by
operation of law, the Contractor hereby assigns to the Customer by way of a
present assignment of future rights that shall take place immediately on the
coming into existence of any such intellectual property rights all its intellectual
property rights in such materials (with full titte guarantee and free from all
third party rights).

The Contractor hereby grants the Customer:

9.3.1 a perpetual, royalty-free, irrevocable, non-exclusive licence (with a
right to sub-license) to use all intellectual property rights in the
materials created or developed pursuant to the Agreement and any
intellectual property rights arising as a result of the provision of the
Services; and

9.3.2 a perpetual, royalty-free, irevocable and non-exclusive licence (with
a right to sub-license) to use:

a) any intellectual property rights vested in or licensed to the
Contractor on the date of the Agreement; and

b) any intellectual property rights created during the Term but which
are neither created or developed pursuant to the Agreement nor
arise as a result of the provision of the Services,

including any modifications to or derivative versions of any such
intellectual property rights, which the Customer reasonably requires
in order to exercise its rights and take the benefit of the Agreement
including the Services provided.

The Contractor shall indemnify, and keep indemnified, the Customer in full
against all costs, expenses, damages and losses (whether direct or indirect),
including any interest, penalties, and reasonable legal and other professional
fees awarded against or incurred or paid by the Customer as a result of or in
connection with any claim made against the Customer for actual or alleged

10
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infringement of a third party's intellectual property arising out of, or in
connection with, the supply or use of the Services, to the extent that the claim
is attributable to the acts or omission of the Contractor its Staff, agents or
sub-contractors.

9.5 The Customer shall promptly notify the Contractor of any infringement claim
made against it relating to any Services and, subject to any statutory
obligation requiring the Customer to respond, shall permit the Contractor to
have the right, at its sole discretion to assume, defend, settle or otherwise
dispose of such claim. The Customer shall give the Contractor such
assistance as it may reasonably require to dispose of the claim and shall not
make any statement which might be prejudicial to the settlement or defence
of the claim.

Governance and Records
10.1 The Contractor shall:

10.1.1 attend progress meetings with the Customer at the frequency and
times specified by the Customer and shall ensure that its
representatives are suitably qualified to attend such meetings; and

10.1.2 submit progress reports to the Customer at the times and in the
format specified by the Customer.

10.2 The Contractor shall keep and maintain until 6 years after the end of the
Agreement, or as long a period as may be agreed between the Parties, full
and accurate records of the Agreement including the Services supplied under
it and all payments made by the Customer. The Contractor shall on request
afford the Customer or the Customer's representatives such access to those
records as may be reasonably requested by the Customer in connection with
the Agreement.

Confidentiality, Transparency and Publicity
11.1  Subject to clause 11.2, each Party shall:

11.1.1 treat all Confidential Information it receives as confidential, safeguard
it accordingly and not disclose it to any other person without the prior
written pemmission of the disclosing Party; and

11.1.2 not use or exploit the disclosing Party's Confidential Information in
any way except for the purposes anticipated under the Agreement.

11.2 Notwithstanding clause 11.1, a Party may disclose Confidential Information
which it receives from the other Party:

11



11.2.1 where disclosure is required by applicable law or by a court of
competent jurisdiction;

11.2.2 to its auditors or for the purposes of regulatory requirements;
11.2.3 on a confidential basis, to its professional advisers;

11.2.4 to the Serious Fraud Office where the Party has reasonable grounds
to believe that the other Party is involved in activity that may
constitute a criminal offence under the Bribery Act 2010;

11.2.5 where the receiving Party is the Contractor, to the Staff on a need to
know basis to enable performance of the Contractor’s obligations
under the Agreement provided that the Contractor shall procure that
any Staff to whom it discloses Confidential Information pursuant to
this clause 11.2.5 shall observe the Contractor's confidentiality
obligations under the Agreement; and

11.2.6 where the receiving Party is the Customer:

a) on a confidential basis to the employees, agents, consultants and
contractors of the Customer;

b) on a confidential basis to any other Central Government Body, any
successor body to a Central Government Body or any company to
which the Customer transfers or proposes to transfer all or any
part of its business;

c) to the extent that the Customer (acting reascnably) deems
disclosure necessary or appropriate in the course of carrying out
its public functions; or

d) in accordance with clause 12.

and for the purposes of the foregoing, references to disclosure on a
confidential basis shall mean disclosure subject to a confidentiality
agreement or arrangement containing terms no less stringent than
those placed on the Customer under this clause 11.

11.3 The Parties acknowledge that, except for any information which is exempt
from disclosure in accordance with the provisions of the FOIA, the content of
the Agreement is not Confidential iInformation and the Contractor hereby
gives its consent for the Customer to publish this Agreement in its entirety to
the general public (but with any information that is exempt from disclosure in
accordance with the FOIA redacted) including any changes to the Agreement
agreed from time to time. The Customer may consult with the Contractor to
inform its decision regarding any redactions but shall have the final decision

12



11.4

in its absolute discretion whether any of the content of the Agreement is
exempt from disclosure in accordance with the provisions of the FOIA.

The Contractor shall not, and shall take reasonable steps to ensure that the
Staff shall not, make any press announcement or publicise the Agreement or
any part of the Agreement in any way, except with the prior written consent of
the Customer.

12 Freedom of Information

12.1

12.2

12.3

The Contractor acknowledges that the Customer is subject to the
requirements of the FOIA and the Environmental Information Regulations
2004 and shall and procure that any sub-contractor shall:

12.1.1 provide all necessary assistance and cooperation as reasonably
requested by the Customer to enable the Customer to comply with its
obligations under the FOIA and the Environmental Information
Regulations 2004,

12.1.2 transfer to the Customer all Requests for Information relating to this
Agreement that it receives as soon as practicable and in any event
within 2 Working Days of receipt;

12.1.3 provide the Customer with a copy of all Information belonging to the
Customer requested in the Request for Information which is in its
possession or control in the form that the Customer requires within
5 Working Days (or such other period as the Customer may
reasonably specify) of the Customer's request for such Information;
and

12.1.4 not respond directly to a Request for Information unless authorised in
writing to do so by the Customer.

The Contractor acknowledges that the Customer may be required under the
FOIA and the Environmental Information Regulations 2004 to disclose
Information concerning the Contractor or the Services (including
commercially sensitive information) without consulting or obtaining consent
from the Contractor. In these circumstances the Customer shall, in
accordance with any relevant guidance issued under the FOIA, take
reasonable sieps, where appropriate, to give the Contractor advance notice,
or failing that, to draw the disclosure to the Contractor’s attention after any
such disclosure.

Notwithstanding any other provision in the Agreement, the Customer shall be
responsible for determining in its absolute discretion whether any Information
relating to the Contractor or the Services is exempt from disclosure in

13



accordance with the FOIA and/or the Environmental Information Regulations

2004.

13 Protection of Personal Data and Security of Data

13.1 The Contractor shall, and shall procure that all Staff shall, comply with any
notification requirements under the DPA and both Parties shall duly observe
all their obligations under the DPA which arise in connection with the
Agreement.

13.2

Notwithstanding the general obligation in clause 13.1, where the Contractor
is processing Personal Data for the Customer as a data processor (as
defined by the DPA) the Contractor shall:

13.2.1

13.2.2

13.2.3

13.2.4

13.2.5

13.2.6

13.2.7

13.2.8

process the Personal Data only in accordance with instructions from
the Customer (which may be specific instructions or instructions of a
general nature) as set out in this Contract or as otherwise notified by
the Customer,;

comply with all applicable laws;

take reasonable steps to ensure the reliability of its staff and agents
who may have access to the Personal Data;

obtain prior written consent from the Customer in order to transfer
the Persona Data to any sub-contractor for the provision of the
Services;

not cause or permit the Personal Data to be transferred outside of
the European Economic Area without the prior consent of the
Customer;

not disclose Personal Data to any third parties in any circumstances
other than with the written consent of the Customer or in compliance
with a legal obligation imposed upon the Customer;

ensure that it has in place appropriate technical and organisational
measures to ensure the security of the Personal Data (and to guard
against unauthorised or unlawful processing of the Personal Data
and against accidental loss or destruction of, or damage to, the
Personal Data), as required under the Seventh Data Protection
Principle in Schedule 1 to the DPA;

provide the Customer with such information as the Customer may
reasonably request to satisfy itself that the Contractor is complying
with its obligations under the DPA;

14
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13.3

13.4

13.5

13.6

13.2.9 promptly notify the Customer of:

a) any breach of the security requirements of the Customer as
referred to in clause 13.3; and

b) any complaint or request for personal data; and

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

When handling Customer data (whether or not Personal Data), the
Contractor shall ensure the security of the data is maintained in line with the
security requirements of the Customer as notified to the Contractor from time
to time.

The Contractor shall fully indemnify the Customer against the costs of
dealing with any claims made in respect of any information subject to the
DPA, which claims would not have arisen but for some act, omission or
negligence on the part of the Contractor, its sub-contractors, agent or Staff.

The Contractor shall be liable for, and shall indemnify the Customer against
all actions, suits, claims, demands, losses, charges, costs and expenses
suffered or incurred by the Customer and/or any third party arising from
and/or in connection with any Breach of Security or attempted Breach of
Security (to the extent that such actions, suits, claims, demands, losses,
charges, cosi{s and expenses were not caused by any act or omission by the
Customer).

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

Liability and Insurance

14.1

14.2

The Contractor shall not be responsible for any injury, loss, damage, cost or
expense suffered by the Customer if and to the extent that it is caused by the
negligence or wilful misconduct of the Customer or by breach by the
Customer of its obligations under the Agreement.

Subject always to clauses 14.3 and 14.4:

14.2.1 the aggregate liability of the Contractor in respect of all defaults,
claims, losses or damages howscever caused, whether arising from
breach of the Agreement, the supply or failure to supply of the
Services, misrepresentation (whether tortuous or statutory), tort
(including negligence), breach of statutory duty or otherwise shall in
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14.3

14.4

14.5

c)

14.2.2

no event exceed a sum equal to 125% of the Charges paid or
payable to the Contractor; and

except in the case of claims arising under clauses 9.4 and 18.4, in no
event shall the Contractor be liable to the Customer for any:

a) loss of profits;

b) loss of business;

c) loss of revenue;

d) loss of or damage to goodwill;

e) loss of savings (whether anticipated or otherwise); and/or

f) any indirect, special or consequential loss or damage.

Nothing in the Agreement shall be construed to limit or exclude either Party's
liability for:

14.3.1

death or personal injury caused by its negligence or that of its Staff;

14.3.2 fraud or fraudulent misrepresentation by it or that of its Staff; or

14.3.3 any other matter which, by law, may not be excluded or limited.

The Contractor’s liability under the indemnity in clause 9.4 and 18.4 shall be
unlimited.

The Contractor shall hold:

Employer’s liability insurance providing an adequate level of cover in
respect of all risks which may be incurred by the Contractor;

Public liability with the minimum cover per claim of two million pounds
(£2,000,000);

Professional indemnity with the minimum cover per claim of one
million pounds (£1,000,000);

or any sum as required by Law unless otherwise agreed with the Customer in
writing. Such insurance shall be maintained for the duration of the Term and for a
minimum of six (6) years following the expiration or earlier termination of the
Agreement.
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Force Majeure

15.1

15.2

Neither Party shall have any liability under or be deemed to be in breach of
the Agreement for any delays or failures in performance of the Agreement
which result from circumstances beyond the reasonable control of the
Contractor. Each Party shall promptly notify the other Party in writing, using
the most expeditious method of delivery, when such circumstances cause a
delay or failure in performance, an estimate of the length of time delay or
failure shall continue and when such circumstances cease to cause delay or
failure in performance. If such circumstances continue for a continuous
period of more than 30 days, either Party may terminate the Agreement by
written notice to the other Party.

Any failure by the Contractor in performing its obligations under the
Agreement which results from any failure or delay by an agent, sub-
contractor or supplier shall be regarded as due to Force Majeure only if that
agent, sub-contractor or supplier is itself impeded by Force Majeure from
complying with an obligation to the Contractor.

Termination

16.1

16.2

The Customer may terminate the Agreement at any time by notice in writing

to the Contractor to take effect on any date falling at least 1 month (or, if the

Agreement is less than 3 months in duration, at least 10 Working Days) later
than the date of service of the relevant notice.

Without prejudice to any other right or remedy it might have, the Customer
may terminate the Agreement by written notice to the Contractor with
immediate effect if the Contractor:

16.2.1 (without prejudice to clause 16.2.5), is in material breach of any
obligation under the Agreement which is not capable of remedy;

16.2.2 repeatedly breaches any of the terms and conditions of the
Agreement in such a manner as to reasonably justify the opinion that
its conduct is inconsistent with it having the intention or ability to give
effect to the terms and conditions of the Agreement;

16.2.3 is in material breach of any obligation which is capable of remedy,
and that breach is not remedied within 30 days of the Contractor
receiving notice specifying the breach and requiring it to be
remedied;

16.2.4 undergoes a change of control within the meaning of section 416 of
the Income and Corporation Taxes Act 1988;

16.2.5 breaches any of the provisions of clauses 7.2, 11, 12, 13 and 17; or
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16.3

16.4

16.5

16.6

16.2.6 becomes insolvent, or if an order is made or a resolution is passed
for the winding up of the Contractor (other than voluntarily for the
purpose of solvent amalgamation or reconstruction), or if an
administrator or administrative receiver is appointed in respect of the
whole or any part of the Contractor's assets or business, or if the
Contractor makes any composition with its creditors or takes or
suffers any similar or analogous action (to any of the actions detailed
in this clause 16.2.6) in consequence of debt in any jurisdiction.

The Contractor shall notify the Customer as soon as practicable of any
change of control as referred to in clause 16.2.4 or any potential such change
of control.

The Contractor may terminate the Agreement by writien notice to the
Customer if the Customer has not paid any undisputed amounts within 90
days of them falling due.

Termination or expiry of the Agreement shall be without prejudice to the
rights of either Party accrued prior to termination or expiry and shall not affect
the continuing rights of the Parties under this clause and clauses 2, 3.2, 6.1,
6.2,6.6,6.7,7,9,10.2, 11, 12, 13, 14, 16.6, 17.4, 18.4, 19 and 20.8 or any
other provision of the Agreement that either expressly or by implication has
effect after termination.

Upon termination or expiry of the Agreement, the Contractor shall:

16.6.1 give all reasonable assistance to the Customer and any incoming
Contractor of the Services; and

16.6.2 return all requested documents, information and data to the
Customer as soon as reasonably practicable.

Compliance

17.1

17.2

The Contractor shall promptly notify the Customer of any health and safety
hazards which may arise in connection with the performance of its obligations
under the Agreement. The Customer shall promptly notify the Contractor of
any health and safety hazards which may exist or arise at the Customer’s
premises and which may affect the Contractor in the performance of its
obligations under the Agreement.

The Contractor shall:

17.2.1 comply with all the Customer’s health and safety measures while on
the Customer's premises; and
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17.2.2 notify the Customer immediately of any incident occurring in the
performance of its obligations under the Agreement on the
Customer's premises where that incident causes any personal injury
or damage to property which could give rise to personal injury.

17.3 The Contractor shall:

17.3.1 perform its obligations under the Agreement in accordance with all
applicable equality Law and the Customer’s equality and diversity
policy as provided to the Contractor from time to time; and

17.3.2 take all reasonable steps to secure the observance of clause 17.3.1
by all Staff.

17.4 The Contractor shall supply the Services in accordance with the Customer’s
environmental policy as provided to the Contractor from time to time.

17.5 The Contractor shall comply with, and shall ensure that its Staff shall comply
with, the provisions of:

17.5.1 the Official Secrets Acts 1911 to 1989; and

17.5.2 section 182 of the Finance Act 1989.

Prevention of Fraud, Corruption and Bribery

18.1 The Contractor represents and warrants that neither it, nor to the best of its
knowledge any Staff, have at any time prior to the Commencement Date:

18.1.1 Committed a Prohibited Act or been formally notified that it is subject
to an investigation or prosecution which relates to an alleged
Prohibited Act and/or

18.1.2 Been listed by any government department or agency as being
debarred, suspended, proposed for suspension or debarment, or
otherwise ineligible for participation in government procurement
programmes or contracts on the grounds of a Prohibited Act.

18.2 The Contractor shall not during the Term:
18.2.1 commit a Prohibited Act; and/or

18.2.2 do or suffer anything to be done which would cause the Customer or
any of its employees, consultants, contractors, sub-contractors or
agents to contravene any of the Relevant Requirements or otherwise
incur any liability in relation to the Relevant Requirements.
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18.3

18.4

The Contractor shall, during the Term establish, maintain and enforce, and
require that its Sub-Contractors establish, maintain and enforce, policies and
procedures which are adequate to ensure compliance with the Relevant
Requirements and prevent the occurrence of a Prohibited Act; and shall
notify the Customer immediately if it has reason to suspect that any breach of
clauses 18.1 and/or 18.2 has occurred or is occurring or is likely to occur.

If the Contractor or the Staff engages in conduct prohibited by clause 18.1 or
commits fraud in relation to the Agreement or any other contract with the
Crown (including the Customer) the Customer may:

18.4.1 terminate the Agreement and recover from the Contractor the
amount of any loss suffered by the Customer resulting from the
termination, including the cost reasonably incurred by the Customer
of making other arrangements for the supply of the Services and any
additional expenditure incurred by the Customer throughout the
remainder of the Agreement; or

18.4.2 recover in full from the Contractor any other loss sustained by the
Customer in consequence of any breach of this clause.

Dispute Resolution

19.1

19.2

19.3

19.4

19.5

The Parties shali attempt in good faith to negotiate a settlement to any
dispute between them arising out of or in connection with the Agreement
within 20 Working Days of either Party notifying the other of the dispute and
such efforts shall involve the escalation of the dispute to an appropriately
senior representative of each Party.

If the dispute cannot be resolved by the Parties within one month of being
escalated as referred to in clause 19.1, the dispute may by agreement
between the Parties be referred to a neutral adviser or mediator (the
“Mediator”} chosen by agreement between the Parties. All negotiations
connected with the dispute shall be conducted in confidence and without
prejudice to the rights of the Parties in any further proceedings.

If the Parties fail to appoint a Mediator within one month 20 Working Days of
the agreement to refer to a Mediator, either Party shall apply to the Centre for
Effective Dispute Resolution to appoint a Mediator.

If the Parties fail to enter into a written agreement resolving the dispute within
one month of the Mediator being appeinted, or such longer period as may be
agreed by the Parties, either Party may refer the dispute to Court.

The commencement of mediation shall not prevent the parties commencing
or continuing court or arbitration proceedings in relation to the dispute.
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General

20.1

20.2

20.3

20.4

20.5

20.6

20.7

Each of the Parties represents and warrants to the other that it has full
capacity and authority, and all necessary consents, licences and permissions
to enter into and perform its obligations under the Agreement, and that the
Agreement is executed by its duly authorised representative.

A person who is not a party to the Agreement shall have no right to enforce
any of its provisions which, expressly or by implication, confer a benefit on
him, without the prior written agreement of the Parties. This clause does not
affect any right or remedy of any person which exists or is available apart
from the Contracts (Rights of Third Parties) Act 1999 and does not apply to
the Crown.

The Agreement cannot be varied except in writing signed by a duly
authorised representative of both the Parties.

In the event that the Contractor is unable to accept the variation to the
Specification or where the Parties are unable to agree a change to the
Contract Price, the Customer may:

20.4.1 allow the Contractor to fulfil its obligations under the Agreement
without the variation to the Specification;

20.4.2 terminate the Contract with inmediate effect, except where the
Contractor has already provided all or part of the Services or where
the Contractor can show evidence of substantial work being carried
out to fulfil the requirement of the Specification, and in such case the
Parties shall attempt to agree upon a resolution to the matter. Where
a resolution cannot be reached, the matter shall be dealt with under
the Dispute Resolution procedure detailed at clause 19.

The Agreement contains the whole agreement between the Parties and
supersedes and replaces any prior written or oral agreements,
representations or understandings between them. The Parties confirm that
they have not entered into the Agreement on the basis of any representation
that is not expressly incorporated into the Agreement. Nothing in this

clause shall exclude liability for fraud or fraudulent misrepresentation.

Any waiver or relaxation either partly, or wholly of any of the terms and
conditions of the Agreement shall be valid only if it is communicated to the
other Party in writing and expressly stated to be a waiver. A waiver of any
right or remedy arising from a breach of contract shall not constitute a waiver
of any right or remedy arising from any other breach of the Agreement.

The Agreement shall not constitute or imply any partnership, joint venture,
agency, fiduciary relationship or other relationship between the Parties other
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20.8

20.9

than the contractual relationship expressly provided for in the Agreement.
Neither Party shall have, nor represent that it has, any authority to make any
commitments on the other Party’s behalf.

Except as otherwise expressly provided by the Agreement, all remedies
available to either Party for breach of the Agreement (whether under the
Agreement, statute or common law) are cumulative and may be exercised
concurrently or separately, and the exercise of one remedy shall not be
deemed an election of such remedy to the exclusion of other remedies.

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

20.10 The Contractor shall take appropriate steps to ensure that neither the

20.11

Contractor nor any Staff is placed in a position where, in the reasonable
opinion of the Customer, there is or may be an actual confiict, or a potential
conflict, between the pecuniary or personal interests of the Contractor and
the duties owed to the Customer under the provisions of the Agreement. The
Contractor will disclose to the Customer full particulars of any such conflict of
interest which may arise.

The Customer reserves the right to terminate the Agreement immediately by
notice in writing and/or to take such other steps it deems necessary where, in
the reasonable opinion of the Customer, there is or may be an actual conflict,
or potential conflict between the pecuniary or personal interest of the
Contractor and the duties owed to the Customer pursuant to this clause shall
not prejudice or affect any right of action or remedy which shall have accrued
or shall thereafter accrue to the Customer.

20.12 The Agreement constitutes the entire contract between the Parties in respect

of the matters dealt with therein. The Agreement supersedes all prior
negotiations between the Parties and all representations and undertakings
made by one Party to the other, whether written or oral, except that this
clause shall not exclude liability in respect of any Fraud or fraudulent
misrepresentation.

Notices

211

Except as otherwise expressly provided in the Agreement, no notice or other
communication from one Party to the other shall have any validity under the
Agreement unless made in writing by or on behalf of the Party concerned.
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21.2 Any notice or other communication which is to be given by either Party {o the
other shall be given by letter (sent by hand, first class post, recorded delivery
or special delivery), or by facsimile transmission or electronic mail (confirmed
in either case by letter), Such letters shall be addressed to the other Party in
the manner referred to in clause 21.3. Provided the relevant communication
is not returned as undelivered, the notice or communication shall be deemed
to have been given 2 Working Days after the day on which the letter was
posted, or 4 hours, in the case of electronic mail or facsimile transmission or
sooner where the other Party acknowledges receipt of such letters, facsimile
transmission or item of electronic mail.

21.3 For the purposes of clause 21.2, the address of each Party shall be:
21.3.1 For the Customer: Care Quality Commission

Address: 151 Buckingham Palace Road, London, SW1W 957

For the attention of:_
Tel: I
Email: I

Fax: 03000 616171
21.3.2 For the Contractor: Plain Words Limited
Registered company number: 02812173

Registered Address: Plain Words House, 1 Curridge Green, Curridge
Newbury, Berkshire, RG18 9EA

For the attention of:_

e.:
email- [

21.4 Either Party may change its address for service by serving a notice in
accordance with this clause.

21.5 Notices under clauses 15 (Force Majeure) and 16 (Termination) may be
served by email only if the original notice is then sent to the recipient by
personal delivery or recorded delivery in the manner set out in clause 21.1.
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22 Governing Law and Jurisdiction

221 The validity, construction and performance of the Agreement, and all
contractual and non-contractual matters arising out of it, shall be governed by
English law and shall be subject to the exclusive jurisdiction of the English
courts to which the Parties submit.

23 TUPE
For the avoidance of doubt TUPE is not applicable to this Agreement.

24 Signatures

BY SIGNING AND RETURNING THIS AGREEMENT THE CONTRACTOR AGREES to enter a
legally binding contract with the Customer to provide the Services detailed within the
Specification. The Parties hereby acknowledge and agree that they have read the Terms and
Conditions and by signing below agree to be bound by the terms of this Agreement.

SIGNED for

Signature...

SIGNED for and on behalf of PLAIN WORDS LIMITED

Signature...
Name........

Position ....
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Schedule 1: Specification and Tender Response
Document

CQC Quotation Request

A series of one day training programmes on the generic principles and practice of
report writing for 100 delegates to be delivered by end March 2018.

Why we require generic report writing training for CQC personnel?

CQC is the authoritative and independent regulator for health and social care services.
We place extremely high value on the quality of every report produced by all our people.
The continuing development of report writing skills for all employees throughout CQC is a
learning and development priority during 2017- 2018. The Academy (CQCs Learning and
Development team) has developed a series of bespoke leaming solutions to meet
identified leaming needs across each of the CQC's 5 business directorates.

For some people working in 1 the & business directorates (Customer and Corporate
Services Directorate (CCS)) we have identified that a commercially avaitable,
standardised, generic report writing skills training course is the most appropriate leaming
solution. We therefore require an external supplier to work under contract to deliver this
learning solution on behalf of the Academy.

About CCS

CCS is a large, multi-location enabling directorate whose people are dispersed across
England. Itis made up of the following departments/directorates:

National Customer Service Centre
Digital Services

Financial, Commercial and Infrastructure
Governance/Legal

People Directorate

Who is the course for?

Delegates will be drawn from across each of the directorates/depariments above. We may
also allocate a small number of places to personnel from our other business directorates.
Staff will be nominated to attend the course by their line manager.

What do we require?

We require a high quality, standardised one day report writing course from a reputable
supplier. The training approach should be sufficiently flexible to respond to the many
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diverse types of report which delegates produce as part of their day to day work. This will
help to maximise transfer of knowledge and skills learned.

The core learning outcomes for the course are:

¢ Understanding the audience needs and tailoring reports accordingly

e How to plan out a report

o How to structure a report o achieve the most compelling impact

e Using a writing style which follows the principles of plain English as well as CQCs
House style guide.

» How to edit a draft report

* When to use graphics, images, appendices etc. to best effect

The precise wording and number of objectives may be amended as part of the contract
start-up process with the selected supplier.

Where and when will the programme be delivered?

We require 10@ places. The requisite number of courses (to be determined depending on
maximum delegates per session) will be delivered at locations and dates agreed between
the CQC and its chosen supplier.

The programme will be expected to begin in November 2017 and should be concluded by
end March 2018.

Each event will be delivered at either CQC offices or other locations arranged by CQC. To
maximise efficiencies training will take place at locations across England. A schedule of
dates/training locations will be finalised with the selected supplier at contract start up.
Suppliers must be able to deliver training at any or all of the following locations: Newcastle,
Leeds, London.

We may, additionally require events to be offered at other locations, for example
Birmingham.

What do we require from our selected supplier?

You will have a proven track record of delivery to personnel working in complex
organisations. Additionally you will be familiar with offering a standardised programme to
an audience of public sector workers drawn from across different departments/business
areas.

You will have experience of delivering to a mixed group of staff who each may have ‘niche’
report writing duties (including, for example, writing project proposals, business case
submissions, project update reports, HR reports, as well as being contributing authors to
larger reports for internal/external audiences).

Your approach and delivery model will ensure that delegates receive a solid grounding in
effective report writing skills. The training programme should equip participants with
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transferable skills which can be applied to any given report writing tasks they may need to
carry out,

Your approach to training will reflect our values of:

v' Excellence
v Caring
v Integrity
v' Teamwork

You will be committed to familiarising yourself with our values, mission and purpose. A
copy of the CQCs Values Guide is attached (Annex 1).

What is the cost envelope for this programme?

This is a standardised programme widely available from a large number of suppliers. CQC
are therefore seeking the most cost effective contract from a supplier who can meet the
requirements above.

The total cost envelope, including VAT and all trainer expenses must not exceed
£15,000.00

Further Considerations:

» All delivered learning resources and materials will have accompanying session
plans with notes and these will be provided to CQC (see section 9 of our standard
terms and conditions regarding intellectual property rights).

» All delivered learning materials will be provided to and agreed by CQC at least 12
working days prior to the delivery of a given workshop or event.

+ All learning resources (PowerPoint Slideshows, Handouts etc.) are to be branded in
the Academy's house style (electronic templates will be supplied for this purpose)
by the training supplier before handover to CQC. This is to ensure that learners
clearly identify the learning as an Academy managed product. A copy of the
Academy branding is attached (Annex 2).

» The CQC promotes paperless working. All delegates have access to laptops and
electronic data storage systems. Therefore, only the absoilutely minimum
necessary amount of printed resources should be made available. The quantity
and cost of printed resources should be included in your tender submission. We
reserve the right to exclude printing costs from your submission and print materials
ourselves where this may be more cost effective.

» The contract will be subject to CQC Standard Terms and Conditions of Contract
(Annex 3). Although the most cost effective solution will be the primary
consideration CQC reserves the right not to bind itself to accepting the lowest/part
or any quotation received under this exercise.
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Proposal to Provide Report
Writing Training

This document detalts our proposals (o provide training in tha general peinciples and practiks of
repart writing to Care Quatity Commiazion (CQC) personnel. it Incluces:

®  Our undercianding cf your requirements

®  Whoweare

¥ Qur aporoach ang oelivery model il
*  Examples of suctesaful Uraining & testimanies

®  personnel wha will deliver your tralning

There i /50 3 draft course outhine and lesson plan In & separate document (Plaln Yords course
Cutiire & texon i Hepart Writing pdf).

Our understanding of your requirements
The CQC 8 looking for a she-day report writing aerse for 100 personnel. The delegates larpely
come from the Customer and Corporate Services Depariment (CCS) wiich has five
departments o drectorates;

" National Customer Service Centre

" Digital Services

*  Feancal, Commercial and Infrastructure
" Governance/Legal

®  people Directorate

The training negds to be Hexdie to cover the diferent types of resort produced i these
departments: finandal, HR, customer service and other non-inspection reparts or documents.

AL the end of the training the delegates nowd to e able to:
" Tafor the report 1o the heads of the qudienca
®  Pan arepart
" Strudure b report to maxikmise bmpact
¥ write In Plain Englieh ant adhere to the CQC House Styie
®  got adraf repont
& Use grapnits, IMages and appendes effectively

Who we are

AS 3 gocumentation ang training specialist snce 1991, Plam Words hag created and delivered
training courses In business and technical writing skiils 1o & wide vatiety of commerncial
organisations and the public sector,

We have the langest catalogue of $12n00r0 Business weiting courses of any training
organisation: 27 face-to-face courses, five webinars and four seif-study programmes, Cur
coursed are reguiatly revised and updated tn keep pate with the [atest thinking in bisiness
writing. Cur tralners are ait professional writers with specific experience in the course subject.
As wefl 25 peivate courses, we cffer open courses in Londan.

Ezch yoat we orgacise on sverage 180 qvents, deliversd 1 over 1,400 delegaies.

Heiping peaple to comimunicate indormation In 2 dear, concas and approptists way lid the
Iget audience Is the core of our business.

Document date: September 18, 2017 Vi

Technical & Business Writing s Training » Search B Selection ¢ Bids Caonsultancy
Call us on +44 {D)B43 445 7733 .
SPlain Words Limited 2017. All rights reserved plain words



Our approach and delivery model

This section explains how we work with you befors, durtng ang atter the course, to meel your
ohjectives, inclisding these spechic cnes mantioned in your | icn o Tendes {[1T):

= Dur appicach to traming shoutd retiect vour values.
P Delegates shoutd recelve A $30d¢ grounding In regort wilting akills,
*  The tralning programme should cquip partizipants with transferable skils.

Waorking with you

Creating tha right training k5 about teamwork and cooperation, spending tima ot the octset to
fully understand your requitenents and objectives. Ye'll lnarn about the delegates, thelr
giffering roles, mere About the kind of reperts they weite And what Areas you feef need
Improvement. Weli also study a selecoon of reports o we become [aMiiar with the range ana
grversity

Bunng thés Initlal phase, &l ftain Worts' trainers and admimistrative sialf wii famillarkse
themsehves with CQCY Vaues Guide 30 that we undersiang and can follow your ethos of
Ewzellence, Caclng, Integrity and Teasvwork.

At tha end of this phase we wil send you a document with 8 suggested course outling (branded
In the Achdemy s houss styla], wilh the chisctives clearly deflned and how we intend o achleve
them. We'll alse document how we plan 1o deliver the course, to ensura that you are happy
witn: the approach.

Wae treat tvs docurnert as a ‘work in progeess’ al this stage and weicome your fredback

Ea The tourie autiine and lesson plan in the stxompanying document IS & starting paind for
tutther discussion.

Standard but flexible course content

Plain Words offers two siandad report wilting courses, both of whith offer a solid grounding in
tepoct writing skilis:

" Structuring 8 Writing Reparts is cur sntry-level course, designed for delegates with no
previcus report writing experience, who have reached a stage in their careers that
reguire them to start procducing written business reports,

" Business & Report Writing for Managers IS aimed at delegates wh e aiready writing
raports but wanz to revisit the bascs, generafly radse thelr game and ersure they am
using best practica technigues. [t i alss frequentty chomen by dients who nead to
achitv greater tonaikiency from thelr experienied staf,

Both courses address some simiar Concapts, but content 8 pitched ditferently tor each of the

Intended delepates, to take into sccount thelr dWferant levels of experienca.

Bazed on the information provided in your [TT, we feol the lattor course s the best Ht for vour
detegates.

To make a course as relevank as possibie, even when oifering a standard course, we carefulty

seclect the mest apprepriste modules and suppinment or curinmise them where required

Benafits
*  Standard but Mexlble course contenl which glves a good grounding in report wnting.
*  Standard tourses are tried ind tested 3o you can be confident that they e effective,
¥ T'a madular apprcach mokes customizatinn easy.

Exercises based on rea!l reports
Qur Standarg repert writing fourses inciude 3 varely of exercites that are designed to Blustrate
the learning points. We suggest creating sieta exarcises that are specific to OQC. We will oreate
two or three oxercises per bype of report, bated on tome sample reports that you send us. To
avoid potential emtarrasament to the writers of these samples we Mways change detalls that
would make the document recogrusable. We may exaggerate any mistakes to moke the point of
the mientita obviows.
Benefits

% The reports are tamillar so the defegates can relate easlly to the exercises.

®  Diffesent Types of tepotts can be catered toy using different exerclses,

®  Fomillanty teips delegates 1o transfer knowledge to the werkplace,

Docurnent dates September 18, 2017

Technical & Business Writing » Training » Search A Selaction » Bids Consultancy

Calt us on +43 ()B4 445 7733
2Plain Words timited 2017. All nghts reserved

plain words



Helping to transfer knowledge to the workplace

There are several ways that we help delegates ta transfer what they have learmt on the course
to the reports they write:

B Our Personal Implamentation Plan atiows delegates 1o record idnas in such a way
that they can be eawly apphied tn theit day to day work. Al Ina often good ideas can
b forpotten once delegates are back at thelr desks. This plan 1s o reminder of what
they hava kearnt and what they need to do to Implemant it

"  Tre B.A.S5.D.E.L L. bus) writing del pives delegates a framework (o follow
when creating reports or sry othar lengthy documnent. [t tokes tham through the
process in soven casy steps (onw fer each lotter).

" Plain Words Bight Principles of Good Writing Is a checkist of what constitutes
chear, accurata and conche writing. A dmple graphic provides an alde-memaoiin once
delegotes are hack at their desks.

The above aldes ars proviced as part of the course delivery, In addition, after the ourse,
delwgoles can peross, viE our webalte, o series of froe seff-etudy programmes:

®  Apostropha Catastrophal This shott mocule demonstrales owr foot-proot process for
daetormining when and when nat to use an apasirophe.

®  gight Principles 15 a remingder of Plain Words Eight Principles of Good Wintoing,

¥ Our new Raport Writing Essentlals setf-study reminds delegates how 1o defver
what thei raaders want, and write quickly but cearty while keeping g Hvely and
engaging.

Dynamic delivery tatiored to delegates’ needs

Pace

uUnike some suppllers, our coutses are not scipted. While we have fesson plans, our ralners’
in-depth knowledge of the subject enables them to use thelr judgment on the day to adjust the
cordent and poce of the course aaording to the needs of tha delegates,

Before the course

We tend pre-coursa questi Ires (o ol delegates 1o find out thelr current tevel of expertisa,
what type of documents they procuce and what they would Ike to get from the fourse. Trainers
review the questionnaires 50 that they can adjust the emphasis of the mursa and exeroses to
maka sure we cover the appopriats matenal ta the relevant depth,

Teainers alsa dlscirs with the defepates at the stacd of the courde their objectives and
outcomes, and check throughout the day that abjechves are being met.

On the day

The course is gefivered In such a way 24 1o cater for citferent aming needs. We gsually se 3
muxture of sides, “chalk and taik’, exercises {hoth practical and written) and group dlscussions.
You need to train 100 per | between November 203 7 and March 2018. The maxbmom
number of deleghies we rechaumend per tourse IS 15 which means that (here will be seven
coursas in total over & pencd of four months, These courses will be delivered st varlous
locations in the UX, induding Neweastie, Leods, Lenden and Birmingham.

Maln Wards i expertenced In delivering courses in rmuitiple localions for the same organisation.
In fact, we have recently oelivered courses in Leeds, London and Brmingham for CQC, using
tne same trainer (see Examples of successi malning & testimonies helow for details.) Qver the
pariod of b yaar, for & commendisl elont, we deliverod 40 courses in 25 fecations using four
trainers,

Benelfits
*  Each course Is tadored to meet the objectives of the celegates
®  The needs cf dFfRrent DRpArtMEnts Can be Met Dy M@ Sarme DRrSE,

*  Trainers expecienced in working together on large-acale training delivery 1o 8 deadine.
*  administrators experienced in organtsing logiszics For multh-location delivery

Paperiess materials

As well 05 Pre-toUTSE questEnnares wa provide celegate ks, | feechack forms

and a leedbatk summary report, The delegats handbooks [and tﬁes) will bo Branded o the
Acaderry's houte sbyle.

Document date: Seplember 18, 2017 Vi
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To save pager the guestonnaltes are on-ine and the handdooks, including the exercisas, arne
sent to you in PDF format. he feecback ¥ report i smatied to you efter the course
The axertisa dnswers witl be provided by the Irziner on the day and will be avallyble an our
website alter the training for delegates ta download if they wish,

Quality control
We have 3 comprehentive, decumented ard effective Quatity Control system that covers

pearfosmance, staff saferction, alning 200 hon-conlarmance. Pledse let e kigw If you require
turther oetalls,

Examples of successful training &
testimonies

PN Worcs I5 very proud of it cient Bst and the Lrpe amount of repeat bustness we receive
Hern are soma gxamphes of [Tawung we have dellverss that match the crterty mentioned «
your fTT, namely:

& Delivery to personnal working in compien Drganisecns
*  Standard programmae detivered tr public sactar workers from different departments
*  Deilvery to 2 mined group of s2alf wha may have "niche’ report weiting dutles
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Personnel who will deliver your training

One of our major strengths is that ali Pan Words tralners are business and technical writers as
well a5 training professionals, rather than teachers who have moved irito the private sector,
They understand the presmures of produding different types of reports on a regular basls to a
high standard,
All our tratners have experience of delivering training In large and omplax organisations whare
the delegates’ needs are vared. The ad trainer for tius project. will be our Seror Tralner,
NSRS 1| work with you af the s&art of tha project feph
and confinm the outiing aAnd leaten plan, A second ralher, wil work
wi on the training deltvery.
We have 2 poot of four lurther tralners, nxperiences in ropert weiting, who can be calied on o
help defiver e tralning It tequired. trad ve been part of the Plain Words team for
over ten years and have worked with al of oKher projects.,

trainer

;i

Additional trainer - NG
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Report Writing Course -
Outline & Lesson Plan

Report Wriling it & warking titie. We suggest that we disquss with you o suitable courme name.
Ideally, It needs to reflact your oeganisation’s ethoa, fit with other toursed the Azademy obfers,
set the right expectations and appeal to the delegates,

The modutes betow are from our standard Business 8 Heport Writing for Managers (ourse. 1115
offered g both 4 ohe-day course and 2 two-day workshop, with core modules and
supplementary ones, making It beth Nexibie and eocnprehenttve,

In the cne-gay course we cover the core madules and one or g SApoHMentary ones. The
corn madules, with the addition of "When words are not enough’ from the suppiementary
maodules, cover Al the objectives detaited In youe Invitazion (o Tender.

For detalls of how this course meets your objectives Dikate see the comments below In Naties,

Ime timings below are appreximate, &s our tralnery adjust the pace throughout the gay In
responsa to the necds of each group,

T For detalls of our approach and delivery model, examples of sucresshul tralning and
testimonies, and detalls of personnel who will deliver your training, please see the
accompanying document Proposal from Plain Words for report witing tralning, pof

10:00 - 10:30

1. A framework for success

The aim of this mordcie s to give delegates 2 tolld Grounding in puod practice for wtiting any
kind of repzel, proposal or butindds cese.

We wit also Introcuce CQC’s House Siyfe Guide here and expiain what wiiting with impact
means: well structieed, cear and wel rid out, easy o tnderstand.

®  The BASDELL bxsiness writing mooe) = 3 model cf the process o create effective
Business documents

10:30 - 11:00

2. Understanding your brief
This module helps you plan your repart by analysing the purposs, focusing on what fs exsential
amd then seftivg an abfective. The fype of reports giscussed Can vary fFom (ourse [0 couese and
will rafleet the ones the delegates wiite,

" What's the purpose of a financial/HR/Customer setvicefsther non-lnspecion report?

" Assetsing the Fsues and fscusing on the essentials

®  Sstting a clear chiectve to save you time and effert

" Buiiding on the sidlis you have and developing the skills of yor stalt
11:00 - 11:30

3. Analysing your audience

This module explaing Mol I uncersiand whal your audience neecs and talor your repovt o
meet .

®  Questiony you need o ask yoursel! JDoUT your readers
" Producing a clesr set of guldelines oh what response you want from each reader

" Undcrsianding different roaders and glving them what they need-—and in theie
prelerred style and format

Oocument datz: 18 September 2017
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11:30 - 11:45 Moming break
11:45 - 12:30

4, Designing your structure

THis modvle shows aitenative ways [0 Triate a stricture that & based on your plan {module 2)
and audience anslysis [modke 3),

%  Thw benefits of structuring before you start wnting

" Using techniques lke mind mapping™ of Word™ Outline View to sequance and
structurs your material

®  Ensuring your struchire sapdorts and delivers what you want fiom vour audlence
U Breaking the job down Into manageable chunks

12:30 - 13:00

S. Creating your executive summary

Many D1y reports 88 will AS propusalt and butineas cated regulire An expeytive dimmary, This
modute couid be Included or removed scooating to the reguirements of e delegales on the
aar.

R what s the purpose of The executive Summary?
®  Why it's the most Important part of your teport
®  How to structure your executive summary

" What sre e most important things to incluse?

13:00 ~ 14:00 Lunch
14:00 - 15:00

6. Daveloping your style

Heve wet show delegates the knpartance of wrlting Oiearly, concisely and accuralely. We will
atso reference the CQC Howuse Siyle.

% Sain Words' eight principles for clear writing

"  How I keep sententes short and simple—even though the content s complex
®  Writng to express not imeress!

" How to write In terms your reader will relate o

" How to uae varkety In your wiiting wikhout confusing your reader

15:00 - 15:15 Aftemoon break
15:30 - 16:00

7. Making your arguments persuasive

This modise wilt be particiarty useftd for delegates needing to wrke project proposals or
buminess casn submissions.

®  what are the principles of persuasive writing?

®  Explalning the roblem to get readers on-sice

®  Anticipating and avercoming objections

®  Subjective versut cbjective juctifications—whal's bett when?
" How can your overall Structure Support yous arguments?

Document date: 18 Septermber 2017
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16:00 - 16:15

8. When words are not enough

This module shows how to use al typds of craphics to the bast effect, We wmY follow your style
Tor chaits, dlagrams and adies as speckied in the CQC House Style.

" When and how tn we graphica—pictures, scresn shots, diagrama, Mow charts, tablss,
graphs, #1¢.

= How to present nirmerical data
" Things to check when including [Rustratiom

16:15 - 17:00

9. Drafting and polishing your words

Ve encourage delegates to wrte frealy and then polish afterwards, Hete we ghre them peactical
toois [D help with edding drafts, as well as comymon mistakes fo avoig. If you are a contributing
author 1o a Jarger report, this mocule explains how to achieve a consisient voice,

" The mindset tor dratting—tow to aveld writer's black

® A tnp~down opproach to impeoving your text

®  Ensuring that you achieve maximum kmpoact~thmgs 1o check when ediing your draft
®  Commen mistakes you can avekl—sentence fragments and run-on sentances

B Meiging different writing styies froen contributors and enduring a conshitent vakce

¥ Getting tha most from yoar headings

" rints for proofreading

57 A1 e start of the project the Lead Trainer will discusa with you whether any of the
femaining supplementary mocules—in whole or In part~ate relevent

A. Writing SMART recommendations
" Why use SMART recommendations?

B Creating Specific, Measurable, Achisvable, Reallstic and Time-frameg
recommendations

B. Creating professional emails
" Prain Woegs' seven principles to emsyte your emails are profestonal
" Staying on top of your in box

C. Write winning bids
¥ Meeting mustomer reuirements— attatysing the [TT
®  Making your bl a winner—uncerstanding what le arw booking for

D. Crafting presentations that work

' Panning for your content and audierce

" The best prder for craaling your presentation

" Notes, handouts 3nd visual Bds—what works, what doesnt

" Different presentation styles—aveuding death by PowerPoint §

Dacument data: 18 Septernber 2017
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Schedule 2: Pricing

DECLARATION

IWe hereby offer to provide the services as specified in the Price Schedule in
accordance with the CQC's Conditions of Contract contained in this
document.

Prices will remain firm for 12 months.

Trading Name...Plain Words Limited......... ... ...

oLl e

Tel ...

Address...Plain Words House, 1 Curridge Green, Curridge, Thatcham, Berks
RG18 9EA

Bank Account numbe
Signature.
Name (please print)..

Date...15" September 2017 ...

38



sjuaILInS

S|eusjeiN ¢

Alanipag swwesbold ¢

Juawdojeas(q swweisboid 'L

(3} (3 (3 (3)
(LYA "oun) Geaau) | (LwADu) | shegjo TS0
§}S00 [eJ0L | §3800 Joyi0 | S350 paxid | JaquinN S

LA JO SAISTIOU] 9q 1Shl SISO ||y »
"M0j2q pa|ie1ap aq 1SN S}S0I IJUIISISONS PUE [BABIL|IY e
12£.11U03 U3 JO UDIleINP Y] 10} WY PUE Paxly ag |jeys saoud ||y e

"$3A1323[q0 ||e Jo AJani|ap Joj 51502 / sAep Jo umopyeasq e Sulieyap ‘mojaq y ajqe] a13|dwod aseald




P9l

(LVA Jo saisnjoul 3) 1SOD TVLOL

{SUOIIES SHUBWWIOD By} Ul
Jiejop asesjd) 51502 12ylo Auy G

20U9)SISGNS pue [9ABI] b




Schedule 3: Change Control Note

To be used for contract variation:-

I

CONTRACT CHANGE NOTE:

Title of Change:

Effective Date:

Date of expiry of
validity of CCN:

Reasons for Change:

Impact of Change:

(Including payment
profile, Terms of
Contract, Operational
impact)

Overall Timetable:

Charges:




Required Changes to
the text of the Contract:

Originator: Name:
Title:
Signed: . ......... ... L.
Date:
Care Quality Name:
Commission (CQC) -
Title:
AUTHORITY
Signed: . ......... ... i,
Signatory
Date:
INSERT CONTRACTOR | Name:
NAME -
Title:
CONTRACTOR )
Signatory Signed: ...l
Date:
Response Accept Decline






