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Window Cleaning Services
Contract Ref: NCP0002			Invitation to Tender			 		5
1. [bookmark: _Toc361659409][bookmark: _Toc504571945][bookmark: _Toc361659394]Background and Information Relating to the Contract

1.1 [bookmark: _Toc355016673][bookmark: _Toc361659410][bookmark: _Toc504571946]Overview of New Charter Homes

Who is New Charter Homes?

New Charter Homes is part of the New Charter Group. New Charter Group is a social landlord with 19,500 homes. The New Charter Group has a turnover of £100 million and a workforce of around 850 people. The New Charter Group consists of New Charter Homes, based in the Greater Manchester area, Gedling Homes in Nottingham and Aksa Housing Association Limited (trading as Aksa Homes) in Oldham. 

New Charter Group has its own New Charter Building Company Limited and a homeless charity, Threshold Housing Project Limited whose services are predominantly based in Oldham. We are proud to sponsor the New Charter Academy, in Ashton-Under-Lyne, Middleton Technology School in Rochdale, Silver Springs Primary Academy and Copley Academy both in Stalybridge, through our Great Academies Education Trust.

Our mission is to provide GREAT Homes, GREAT Neighbourhoods and GREAT People

You can read more about us here 
[bookmark: _Toc361659411]
1.2 [bookmark: _Toc504571947]Overview of the Contract 

[bookmark: _GoBack]The scope of the Contract is the provision of external and internal Window Cleaning Services at New Charter owned and maintained properties including:

· Low rise buildings
· Offices
· Commercial properties
· Independent Living Schemes

The key objectives associated with the Contract are:

· Fitness for purpose
· Value for money
· High standards of service provision
· Health and Safety compliance
· Best practice

1.3 [bookmark: _Toc361659407][bookmark: _Toc504571948][bookmark: _Toc361659412]Purpose of the Invitation to Tender

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


1.4 [bookmark: _Toc361659408][bookmark: _Toc504571949]Contact information

All communication in respect of the bid process shall be addressed to:

david.wrigley@newcharter.co.uk

1.5 [bookmark: _Toc504571950]Duration of the Contract

It is envisaged that the Contract with the Successful Bidder will last for an initial period of three years, with an option to extend at New Charter Homes’ sole discretion for a further two subsequent years, giving a total potential term of five years. 

1.6 [bookmark: _Toc361659413][bookmark: _Toc504571951]Specification

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

1.7 [bookmark: _Toc361659415][bookmark: _Toc504571952]Pricing

	As part of their bid submission Bidders must complete and return the Pricing Document set out at Appendix 2 of this ITT. The completed Pricing Document will be taken into account by New Charter Homes 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 will be referenced in the Contract it enters into with New Charter Homes and will be used in calculating the amount payable to the Successful Bidder under the Contract.

1.8 [bookmark: _Toc361659416][bookmark: _Toc504571953]Conditions of Contract

The Conditions of Contract that New Charter Homes proposes to enter into with the successful Bidder is set out at Appendix 6 of this ITT. 

1.9 [bookmark: _Toc504571954]Not Applicable



2. [bookmark: _Toc504571955]Important Notices for Bidders

This Invitation to Tender (“ITT”) is being made available only to those Bidders who have been selected by New Charter Homes 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: _Toc504571956]Confidentiality

Subject to the exceptions referred to below, the information in this ITT is made available by New Charter Homes 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 New Charter Homes gives its prior written consent in relation to such disclosure, distribution or passing of information.

New Charter Homes may disclose any information relating to the bids to its directors, officers, employees, agents or advisers. New Charter Homes 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. New Charter Homes will act reasonably as regards the protection of commercially sensitive information relating to the Bidder.

2.2 [bookmark: _Toc361659396][bookmark: _Toc504571957]Accuracy of information

The information contained in this ITT has been prepared by New Charter Homes in good faith but does not purport to be comprehensive or to have been independently verified.  New Charter Homes 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 New Charter Homes should make their own enquiries and investigations of New Charter Homes' 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 should be relied upon as a promise or representation as to the future and New Charter Homes 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.  New Charter Homes 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: _Toc504571958]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 New Charter Homes or any person duly appointed by New Charter Homes) the content of its proposed bid,

will be disqualified (without prejudice to any other civil remedies available to New Charter Homes 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: _Toc504571959]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 New Charter Homes or any person acting as an adviser to New Charter Homes 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,

will be disqualified (without prejudice to any other civil remedies available to New Charter Homes 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: _Toc504571960]Copyright

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

2.6 [bookmark: _Toc361659400][bookmark: _Toc504571961]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 New Charter Homes (in relation to the form and content of the proposed publicity).

2.7 [bookmark: _Toc361659401][bookmark: _Toc504571962]New Charter Homes’ right to reject bids

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

Subject to the requirements of the Public Contracts Regulations 2015, New Charter Homes reserves the right to reject any or all of the responses received and discontinue the bidding process and/or reject any incomplete or incorrectly completed responses. 

Bids will 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: _Toc504571963]Time

New Charter Homes reserves the right, in its absolute discretion to amend the timetable or extend any time period in this ITT. 
 
2.9 [bookmark: _Toc361659403][bookmark: _Toc504571964]Bid costs and loss of profits

	Bidders shall bear their own costs and in no circumstances whatsoever shall New Charter Homes become liable for any bidding costs, nor shall New Charter Homes 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. New Charter Homes shall similarly not be liable in the event that the procurement process is cancelled, whatever the reason.
 

	
	


3. [bookmark: _Toc361659418][bookmark: _Toc504571965]General Matters

3.1 [bookmark: _Toc361659419][bookmark: _Toc504571966]General approach

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

3.2 [bookmark: _Toc361659420][bookmark: _Toc504571967]Enquiries and communication

During the ITT stage Bidders may submit questions and requests for Clarification or further information.  Bidders should 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: _Toc466114320][bookmark: _Toc491177923][bookmark: _Toc491335538][bookmark: _Toc503867104][bookmark: _Toc504571968]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: _Toc466114321][bookmark: _Toc491177924][bookmark: _Toc491335539][bookmark: _Toc503867105][bookmark: _Toc504571969]on receipt of a request for Clarification or further information, New 	Charter Homes may, at its sole discretion, endeavour to respond to 	the 	Bidder and provide such Bidder with any additional information to 	which New Charter Homes has access, but New Charter Homes 	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 New Charter Homes 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: _Toc466114322][bookmark: _Toc491177925][bookmark: _Toc491335540][bookmark: _Toc503867106][bookmark: _Toc504571970]Except as stated below, all questions and requests for Clarification or 	further information and the corresponding responses, will be circulated 	by New Charter Homes to all Bidders;

3.2.4. [bookmark: _Toc464111833][bookmark: _Toc464112298][bookmark: _Toc466114323][bookmark: _Toc491177926][bookmark: _Toc491335541][bookmark: _Toc503867107][bookmark: _Toc504571971]When submitting a question or request for Clarification or further 	information, Bidders should indicate whether or not they believe the 	question or request for Clarification or further information is 	commercially confidential to them and should not therefore be shared 	with other Bidders. Any such question or request for Clarification or 	further information should be marked ‘Confidential – not to be 	circulated to other Bidders’; 

3.2.5. [bookmark: _Toc464111834][bookmark: _Toc464112299][bookmark: _Toc466114324][bookmark: _Toc491177927][bookmark: _Toc491335542][bookmark: _Toc503867108][bookmark: _Toc504571972]If New Charter Homes 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 will 	inform the Bidder who has 	submitted it. The Bidder must 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: _Toc466114325][bookmark: _Toc491177928][bookmark: _Toc491335543][bookmark: _Toc503867109][bookmark: _Toc504571973]All questions or requests for Clarification or further information must be 	submitted by 12:00 noon on 9th February at the latest. 	Requests/questions received after this time will not be 	responded to by New Charter Homes.

3.3 [bookmark: _Toc361659421][bookmark: _Toc504571974]Amendments to the ITT

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

3.4 [bookmark: _Toc504571975]Site Surveys

	Bidders are strongly advised to visit the sites prior to the submission of bids to undertake site surveys and fully familiarise themselves with the requirements of the Contract. Visits are to be undertaken by prior appointment only and Bidders must not attempt to visit the sites without an appointment or attempt to access the sites unaccompanied.

To make an appointment to undertake site surveys Bidders are instructed to contact:

david.wrigley@newcharter.co.uk

3.5 [bookmark: _Toc361659423][bookmark: _Toc504571976]Procedure for the submission of bids

Bidders shall submit one (1) bound hard copy and one (1) electronic copy bid by no later than 12:00 noon on 16th February to the following name and address:

Laura Douthwaite
New Charter Homes
Cavendish 249
Cavendish Street 
Ashton-under-Lyne
OL6 7AT
The Tender submission shall not bear any indication of the Tenderer by way of postal franking or otherwise.

The top left-hand corner of the Tender return shall state the following:

‘Tender Return Ref: NCP0002’

Hard copy ITTs shall be bound in numerical order.

Electronic storage formats shall be USB flash drive. Electronic ITT documents shall be submitted in the published format only, and Bidders must 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 must be strictly adhered to. Any question response exceeding the designated limit will 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 will be disregarded.

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

Late Tender submissions will not be accepted.

Bidders are strongly recommended not to leave their ITT submission to the last minute. New Charter Homes will 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: _Toc361659424][bookmark: _Toc504571977]	Bidder Interviews

Once the deadline for bid submission has passed, the Bidders who have submitted a bid will be invited to attend an Interview at New Charter Homes to further explain their proposals for carrying out the Contract they are bidding for. 

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

The purpose of the Bidder Interview is to allow New Charter Homes to achieve a more rounded appreciation of Bidders’ proposals through responses to clarification questions. Note that New Charter Homes reserves the right to revisit the scoring of a Bidder’s Written Tender Response if information is established during the Interview that fundamentally changes any tendered proposal.
	
3.7 [bookmark: _Toc361659425][bookmark: _Toc504571978]Procurement timetable

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

		Stage	
	Date

	ITT made available to Bidders
	25th January 2018

	Deadline for requests for Clarification
	12:00 noon on 9th February

	Deadline for submission of bids 
	12:00 noon on 16th February 2018

	Bidder Interviews
	Week commencing 26th February 2018

	Completion of evaluation of and notification of result
	Week commencing 5th March 2018

	Contract commencement
	Week commencing 2nd April 2018



New Charter Homes reserves the right to amend the above timetable.



4. [bookmark: _Toc361659426][bookmark: _Toc504571979]Bid Return Requirements

4.1 [bookmark: _Toc361659427][bookmark: _Toc504571980]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 must comply when submitting a bid in order for their bid to be considered by New Charter Homes. The process is intended to:

· assist New Charter Homes in choosing the most economically advantageous bid;
· make clear the requirements with which Bidders must comply and the basis on which the bids will be evaluated; and
· maintain competition throughout.

If a Bidder does not comply with the requirements as set out at this Section 4, New Charter Homes may (in its sole discretion) disqualify the Bidder from the competition.

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

Bidders shall confine each response to the question being asked. New Charter Homes will 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 will be disregarded beyond that limit. 

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

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

4.2 [bookmark: _Toc361659428][bookmark: _Toc504571981]Content of bids

All bids must consist of the following items/documents:

4.2.1. [bookmark: _Toc464111844][bookmark: _Toc464112309][bookmark: _Toc466114334][bookmark: _Toc491177937][bookmark: _Toc491335552][bookmark: _Toc503867118][bookmark: _Toc504571982]Confirmation of acceptance of the Specification as set out at 	Appendix 	1 and the Conditions of Contract 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: _Toc466114335][bookmark: _Toc491177938][bookmark: _Toc491335553][bookmark: _Toc503867119][bookmark: _Toc504571983]The completed Pricing Document set out in Appendix 2;

4.2.3. [bookmark: _Toc464111845][bookmark: _Toc464112310][bookmark: _Toc466114336][bookmark: _Toc491177939][bookmark: _Toc491335554][bookmark: _Toc503867120][bookmark: _Toc504571984]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: _Toc466114337][bookmark: _Toc491177940][bookmark: _Toc491335555][bookmark: _Toc503867121][bookmark: _Toc504571985]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: _Toc466114338][bookmark: _Toc491177941][bookmark: _Toc491335556][bookmark: _Toc503867122][bookmark: _Toc504571986]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: _Toc466114339][bookmark: _Toc491177942][bookmark: _Toc491335557][bookmark: _Toc503867123][bookmark: _Toc504571987]A comprehensive Written Return as set out in Appendix 7, specifying 	how the Bidder will carry out the services to be provided under the 	Contract;

4.2.7. [bookmark: _Toc491177943][bookmark: _Toc491335558][bookmark: _Toc503867124][bookmark: _Toc504571988]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 will be required to provide an updated statement 	annually.






5. [bookmark: _Toc361659429][bookmark: _Toc504571989]Evaluation of Bids

5.1 [bookmark: _Toc361659430][bookmark: _Toc504571990]Introduction

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

5.2 [bookmark: _Toc361659431][bookmark: _Toc504571991]Evaluation for compliance

Bids will 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, New Charter Homes reserves the right to call for further information from the Bidders to assist it in its consideration of their bids.

5.3 [bookmark: _Toc504571992]Not applicable

5.4 [bookmark: _Toc504571993][bookmark: _Toc361659432]Evaluation criteria 

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


	Area
	Criteria
	Weighting


	


Quality*






	Services Delivery
	10%

	
	Health and Safety
	5%

	
	Contract Management
	5%

	
	Customer Care
	5%

	
	Sustainability
	5%

	
	Social Value
	5%

	
Price*

	Pricing Document
	65%



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

** Bidders should refer to Appendix 2 of this ITT for an explanation as to how the Pricing element will be evaluated.

6. [bookmark: _Toc504571994][bookmark: _Toc361659433]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 New Charter Homes 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: _Toc504571995][bookmark: _Hlk503259176][bookmark: _Toc360623799]Appendix 1 – Specification

1. Scope of Services

The scope of the Contract is the provision of external and internal Window Cleaning Services at New Charter owned and maintained properties including:

· Low rise buildings
· Offices
· Commercial properties
· Independent Living Schemes

2. Location and Frequency of Services

The Services shall be provided at New Charter owned and maintained properties, as set out in Annex 1 (Site Locations and Cleaning Frequencies)) of this Specification.

3. General Specification

3.1. General

The Contractor shall:

· Provide all Window Cleaning services in accordance with the Specification
· Provide all Window Cleaning materials, consumables, water and equipment to carry out the Services in accordance with the Specification
· Provide all clothing, ID and personal protective equipment
· Provide all Window Cleaning instruments and equipment
· All materials and consumables shall be eco-friendly where possible

3.2. Regulations

The Contractor shall comply all times with the following:

· Health and Safety at Work Act 1974
· The Work at Height Regulations 2005
· The Control of Substances Hazardous to Health Regulations 2002
· The Detergent Regulations 2010
· The Waste Management Regulations 2006
· Management of Health and Safety at Work Regulations 1999 
· Manual Handling Operations Regulations 1992 (MHOR)


3.3. Standards

The Contractor shall comply all times with the following:

· All relevant industry guidance and industry best practice (British Institute of Facilities Management (BIFM) and British Institute of Cleaning Science (BICS)
· All operatives working on site shall have the required skills, uniform, knowledge, training and experience to complete the Services
· All trainees shall be supervised directly by a competent person who has the required skills, knowledge, training and experience to complete the Services
· Whilst Window Cleaning, have due consideration to the New Charter working environment
· All equipment supplied shall meet the relevant applicable standards, be in a good state of repair and maintained in accordance with manufacturers’ recommendations
· All Services shall be supervised by a competent person who has the required skills, knowledge, training and experience to complete the Services
· Provide evidence of ongoing health safety and environmental training relevant to all the Services to be provided. Typical training schedules shall cover Window Cleaning techniques, safe working methods, use of personal protective equipment (eye protection, gloves etc.); machine and product use training
· New Charter’s Code of Conduct for Contractors as set out in Annex 2

3.4. Product Safety

The Contractor shall provide Material Safety Data Sheets and COSHH information for all products used in providing the Services.

3.5. Safety

The Contractor shall close off area(s) and post signs indicating the area(s) are closed to pedestrian traffic when working over entrances, walkways or any area where people might cross below workers.  

Signs shall indicate that operatives are working above.  All equipment, apparatus or hoses on the ground level shall also be marked off with cones and signs warning pedestrian traffic. The Contractor shall provide all safety cones and signage.

3.6. Security

The Contractor shall comply all times with the following:

· The Contractor shall provide a robust vetting and reference process for recruitment of new staff
· The Contractor shall ensure that all Window Cleaning operatives working in and around New Charter properties are subject to a satisfactory Disclosure and Barring Service (DBS) check
· Where there is doubt over the suitability of an operative to lone work the Contractor shall ensure that no lone working takes place and that New Charter are notified immediately; 
· Identities and passports shall be checked to ensure that potential employees are eligible to work
· The Contractor shall hold security awareness training to prevent tailgating and unauthorised access while on site
· The Contractor shall provide uniforms to its employees to enhance security

3.7. Working Hours

Standard working hours are 08.00 to 17.30, Monday to Friday. Any work outside these hours shall be authorised in writing by the Contract Administrator.

4. Technical Specification

4.1. External Windows

· Windows shall be washed clean and free of streaks, smears and visible soap residue
· Accumulated dirt, paint specks, or other foreign debris shall be scraped from windows
· Accumulated dirt, paint specks, or other foreign debris shall be scraped from external vents or PVC panel/cladding
· Frames shall be scrubbed to remove all dried dirt, insects, debris and other materials so as to be considered clean by the Contract Administrator
· Window sills shall be washed clean and all drippings wiped dry

4.2. Internal Windows

· Windows shall be washed clean and free of streaks, smears and visible soap residue
· Accumulated dirt, paint specks, or other foreign debris shall be scraped from windows
· Frames shall be scrubbed to remove all dried dirt, insects, debris and other materials so as to be considered clean by the Contract Administrator
· Window sills shall be washed clean and all drippings wiped dry
· If any items are moved away from windows by the Contractor, they shall be returned to original location
· The Contractor shall carry step ladders for washing inside of windows, which must comply with safety regulations

5. Performance Management

5.1. Performance Indicators

The Contractor shall provide the following information as a minimum electronically. 

· For Services completed the previous month – this information to be provided by no later than the 7th day of the following month
· Date and time taken for each site visit
· Any reason why works not completed
· Documentation left at each site confirming the above

Additional information may be required during the course of the Contract. This will be agreed at the review meetings. 

Review Meetings

The Contractor shall attend Monthly Review Meetings to discuss the activities during the previous month and bring to New Charter’s attention any issues requiring discussion/agreement.  The meeting shall, as a minimum, include summaries of the following points: 

· Issues relating to the general delivery of Window Cleaning Services
· Issues relating to periodical Window Cleaning Services – completed in the previous month and planned for the next month
· Health, safety and environmental issues

The Contractor shall attend Quarterly Review Meetings and submit a quarterly Performance Report summarising the activities during the previous quarter and bring to the New Charter’s attention to any issues needing discussion/agreement. The Report shall, as a minimum, cover the following points: 

Operational
 
· Service standards
· Key Performance Indicators
· Compliance
· Service improvements
· Quality

Customer Service

· Complaints/compliments
· Overall customer satisfaction

Health & Safety Compliance

· Safety Management Systems
· Near misses
· Accidents
· Training

Financial
 
· Invoice accuracy
· Value for Money

6. Additional Services

Any variations to the Contract shall be authorised in writing by the Contract Administrator.


Annex 1 – Site Locations and Cleaning Frequencies








Annex 2 – Code of Conduct 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.

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: _Toc361659441][bookmark: _Toc504571996]Appendix 2 – Pricing Document

Notes for Bidders

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

Pricing Evaluation Methodology 

As stated in Section 5 (Evaluation of Bids) of this ITT document, pricing will count for 65% of the total marks available for Contract. 

The Bidder that submits the lowest Total Contract Sum will receive the maximum score of 65%. The other Bidders’ Total Contract Sums will be scored based on the following formula:

	
Lowest Total Contract Sum

	X
	65

	
Bidder’s Total Contract Sum

	
	


For the purposes of the evaluation, the Bidder’s Total Contract Sum shall be as calculated in the Schedule of Rates.

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


Pricing 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 Services.

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 will be permitted unless authorised in writing by New Charter Homes.

1. 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 New Charter Homes. 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 should 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 Services subsequently ordered.

1. The rates shall be sufficient to provide the Services 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 should 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 New Charter Homes under the Contract within the submitted rates.






Schedule of Rates

Bidders shall insert their rates into the embedded Schedule of Rates spreadsheet. Bidders shall only complete yellow cells and shall not add or delete any rows or columns




Bid values shall exclude the pricing review mechanism as set out in the Pricing Preambles.

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








[bookmark: _Toc361659435][bookmark: _Toc504571997][bookmark: _Toc361659436]Appendix 3 – Form of Tender

To: 	New Charter Homes (“New Charter Homes”) 

Re: 	Window Cleaning Services (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 Services 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 New Charter Homes 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 New Charter Homes.  

6. We undertake to execute the Contract for the proper and complete fulfilment of the Services 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 Services 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 New Charter Homes 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 Services, 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 (Total Contract Sum as calculated in the Schedule of Rates)

£											

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: _Toc504571998][bookmark: _Toc361659438]Appendix 4 – Anti-Collusion Certificate

To: 	New Charter Homes (“New Charter Homes”) 

Re: 	Window Cleaning Services (the “Contract”)

The essence of the public procurement process is that New Charter Homes 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 New Charter Homes 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 New Charter Homes.



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: _Toc504571999][bookmark: _Toc361659440]Appendix 5 – Non-Canvassing Certificate

To: 	New Charter Homes (“New Charter Homes”) 

Re: 	Window Cleaning Services (the “Contract”)

Non-Canvassing Certificate

I/we hereby certify that I/we have not canvassed or solicited any officer or employee of New Charter Homes 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 will not in the future canvass or solicit any officer or employee of New Charter Homes in connection with the award of the Contract and that no person employed by me/us or acting on my/our behalf will 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: _Toc504572000][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: _Toc504572001]Appendix 7 – Written Return

[bookmark: _Hlk491334760]The Written Return is separated into a number of Sections and questions to provide Bidders with clarity on the overall requirements of New Charter Homes in relation to the quality measures used to evaluate all bids.

Each Section is linked to the Evaluation Criteria detailed in Section 5 (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.



[bookmark: _Hlk491334780]Bidders shall note that there is a 2,000-word limit for each Written Return response. 




[bookmark: _Hlk491334862]Section 0 - General Information (Information Only*)


	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 – £10,000,000
· Public liability – £10,000,000
· Contract works (all risks) – £1,000,000


	
	Insurance evidence enclosed – Yes/No
Insert appendix reference number

	0.14

	Please provide details of all Health and Safety and relevant industry 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 number(s)

	0.15
	Please provide the company name, contact details and a brief description of 3 contracts of a similar nature which demonstrate the Bidder’s experience in relation to the Contract requirement. Any Contract award will 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.




	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	Maximum 500 words
	Maximum 500 words
	Maximum 500 words

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	



*Note to Bidders:

If any Bidder response raises concerns as to the capability of the Bidder to perform the Contract, New Charter Homes may seek further clarification from the Bidder. If the Bidder is unable to satisfy New Charter Homes on the issues raised, the Bidder may be excluded from further evaluation.

Section 1 - Services Delivery (Section weighting 10%)


	1.1

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposed Contract mobilisation plan covering all locations, from notification of Contract award to commencement of the Contract.

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 42 of this ITT. A total of 10 points are available for this question. The individual weighting applied to this question is 3%.

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 1.5% (i.e. 5/10 x 3 = 1.5). The same approach shall be used in the scoring of the other Written Return requirements


	Bidder’s response







































































	1.2

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposed programme to deliver the Services programme at all locations, as set out in 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 individual weighting applied to this question is 3%.

	Bidder’s response





















































































	1.3

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposals for the allocation of resources for the delivery the Services programme, as set out in the Specification. 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 4%.

	Bidder’s response















































































Section 2 – Health and Safety (Section weighting 5%)

	2.1

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposed risk assessment and method statement and relevant to the delivery of the Contract

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 2%.

	Bidder’s response















































































	2.2

	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 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 2%.

	Bidder’s response















































































	2.3

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposal for auditing, monitoring and reviewing the Health and Safety compliance of operatives and sub-contractors for the duration of the Contract.

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 1%.

	Bidder’s response















































































Section 3 - Contract Management (Section weighting 5%)

	3.1

	The Bidder shall provide the following:

1. The Bidder’s proposals for providing real time communications, maintenance of accurate records and the generation of timely reporting in accordance with 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 individual weighting applied to this question is 3%.


	Bidder’s response
















































































	3.2

	Requirement

The Bidder shall provide the following:

1. The Bidder’s understanding of why KPIs are a key requirement in the Specification.
2. The Bidder’s proposal for using KPI information generated under the Contract to monitor and improve performance.

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 2%.


	Bidder’s response

















































































Section 4 - Customer Care (Section weighting 5%)

	4.1
	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposal for ensuring the Services 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%.


	Bidder’s response





































































	4.2

	Requirement

The Bidder shall provide the following:

1. The Bidder’s proposal for obtaining feedback in relation to the quality of the Services undertaken.
2. The Bidder’s proposal for rectifying incomplete Services identified by   New Charter Homes.
3. The Bidder’s internal process for the logging and managing complaints.

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 2%.


	Bidder’s response




































































Section 5 - Sustainability (Section weighting 5%)

	5.1

	Requirement

The Bidder shall provide the following:

1. How the Bidder’s sustainable practices shall be brought into the day-to-day management and delivery of the Contract and the benefits this shall 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








































































Section 6 - Social Value (Section weighting 5%)

	6.1

	Requirement

The Bidder shall provide the following:

1. How the Bidder proposes to work with New Charter Homes to provide training and skills opportunities for hard to reach groups, 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










































































[bookmark: _Hlk491334937]Annex 1 – Written Return Scoring Matrix
	Question
	Basis of assessment/maximum weighted score available

	Section 0 – General Information

	0.1 to 0.15 inclusive
	Information only

	Section 1 – Services Delivery

	1.1
	3%

	1.2
	3%

	1.3
	4%

	Section 2 – Health and Safety

	2.1
	2%

	2.2
	2%

	2.3
	1%

	Section 3 – Contract Management

	3.1
	3%

	3.2
	2%

	Section 4 – Customer Care

	4.1
	3%

	4.2
	2%

	Section 5 – Sustainability

	5.1
	5%

	Section 6 – Social Value

	6.1
	5%




[bookmark: _Toc504572002]Appendix 8 – Not Applicable
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Locations and  Frequencies 1.0


Locations and Frequencies 1.0
Locations and Frequencies

		POST CODE		SITE      		CLEANING DESCRIPTION		CYCLE		CLEANS PER ANNUM

		OL6 7AH		ASSHETON HOUSE		EXTERNAL CANOPIES ONLY		M3  		4

		M43 7FJ   		ASHTON ROAD		ASHTON ROAD - EXTERNAL COMMUNAL WINDOWS		M2  		6

		M43 7BS   		BUDWORTH  GARDENS		BUDWORTH GARDENS - EXTERNAL COMMUNAL WINDOWS		M2  		6

		M43 7GD   		CAMBRIDGE ROAD		CAMBRIDGE STREET - EXTERNAL COMMUNAL WINDOWS		M2  		6

		SK15 2DT  		CASTLE DOMES		CASTLE HALL DOMES - INTERNAL AND EXTERNAL DOME WINDOWS		M6		2

		SK15 2DT  		CASTLE WINDOWS		CASTLE HALL - ALL EXTERNAL AND INTERNAL COMMUNALS		M2  		6

		OL6 7DN   		CAVENDISH MILL		CAVENDISH MILL - ALL EXTERNAL AND INTERNAL COMMUNALS		M3  		4		Note barge work needed for 2 no flats

		M43 7DN   		CEDAR DRIVE		CEDAR DRIVE - (A BLOCK) EXT COMMUNAL WINDOWS		M2  		6

		SK15 1TG  		CLARENCE  HOUSE		CLARENCE HOUSE - EXTERNAL COMMUNAL WINDOWS		M2  		6

		OL6 7SJ   		COTTON ST 		COTTON ST BLOCK       INTERNAL COMMUNAL, EXTERNAL WINDOWS AND CANOPY		M1  		12

		M43 7PE   		CYPRESS RD		CYPRESS ROAD - EXTERNAL COMMUNAL WINDOWS		M2  		6

		M34 5ZF   		FIELDFARE HOUSE		FIELDFARE HOUSE - INTERNAL COMMUNAL WINDOWS AND ALL EXTERNAL		W6  		8

		M43 7DE   		FOLD AVENUE		FOLD AVENUE - EXTERNAL COMMUNAL WINDOWS		M2  		6

		OL6 9EZ   		HAMPSON PLACE		HAMPSON PLACE - EXTERNAL COMMUNAL WINDOWS     		M2  		6

		SK15 1JN  		HAWKSHEAD DRIVE		HAWKSHEAD - EXTERNAL COMMUNAL WINDOWS 		M2  		6

		SK14 4RZ  		APARTMENTS		SPRING GARDENS HYDE - ALL EXTERNAL WINDOWS AND INTERNAL COMMUNAL		M1  		12

		M43 7GH   		IVY CLOSE 		IVY CLOSE - EXTERNAL COMMUNAL WINDOWS 		M2  		6

		M34 2AN   		KINDER STREET		KINDER HOUSE  EXTERNAL WINDOWS AND INTERNAL COMMUNAL		M1  		12

		OL7 9DQ   		LOWESWATER CLOSE		LOWESWATER/CROWHILL (1-9) EXT COMMUNAL WINDOWS		M2  		6

		SK16 4NG  		MOFFAT COURT		MOFFAT COURT, STALYBRIDGE - EXT COMMUNAL WINDOWS		M2  		6

		SK16 5ER  		OAK TREE  		OAK TREE DRIVE - EXTERNAL COMMUNAL DOORS AND WINDOWS		M2  		6

		M43 7FF   		PICKMERE  CLOSE		PICKMERE - EXTERNAL COMMUNAL WINDOWS  		M2  		6

		M34 5ZF   		REDWING HOUSE		REDWING HOUSE - INTERNAL COMMUNAL AND ALL EXT WINDOWS  		W6		8

		SK15 1UN  		ROBINSON/TAME STREET		ROBINSON/TAME ST - EXTERNAL COMMUNAL WINDOWS		M2  		6

		SK15 1FE  		STALEY HOUSE		STALEY HOUSE - EXTERNAL COMMUNAL WINDOWS		M2  		6

		SK15 1QT  		STAMFORD  STREET		STAMFORD ST - EXTERNAL COMMUNAL WINDOWS		M2  		6

		SK15 1QT  		STAMFORD CLOSE		STAMFORD CLOSE - NO'S 25-39 - EXTERNAL COMMUNAL		M2  		6

		SK15 1QT  		STAMFORD CLOSE		STAMFORD CL - NO'S 60-104 - EXT COMMUNAL		M2  		6

		SK15 2AR		SUMMERS QUAY		SUMMERS QUAY - INT AND EXT COMMNUAL / GRND FLR CANOPIES		M2		6

		SK15 1FD  		STEPHEN HOUSE		STEPHEN HSE - EXTERNAL COMMUNAL WINDOWS		M2  		6

		M43 7PP   		SUFFOLK ROAD		SUFFOLK ROAD - EXTERNAL COMMUNAL WINDOWS		M2  		6

		M43 7BQ   		TABLEY GARDENS		TABLEY GARDENS - EXTERNAL COMMUNAL WINDOWS		M2  		6

		OL7 9JF   		TAUNTON PLACE		TAUNTON PLACE - EXTERNAL COMMUNAL WINDOWS     		M2  		6

		M43 7DT   		THORNHILL ROAD		THORNHILL RD - EXTERNAL COMMUNAL WINDOWS		M2  		6

		OL6 7DA   		UXBRIDGE STREET		UXBRIDGE STREET (1-9) - EXTERNAL COMMUNAL		M2  		6

		OL6 6QD   		WELLINGTON COURT		WELLINGTON CRT, ASHTON- EXTERNAL AND INTERNAL COMMUNAL		M1  		12

		OL6 7DA   		WELLINGTON HOUSE		WELLINGTON HOUSE - EXTERNAL COMMUNAL WINDOWS		M2  		6

		SK15 1RD  		WEST MILL CLOSE		WEST MILL CLOSE - EXTERNAL COMMUNAL WINDOW		M2  		6

		M34 5ZF   		WHITETHORN HOUSE		WHITETHORNE HOUSE - INTERNAL COMMUNAL AND ALL EXT WINDOWS		W6  		8

		OL6 6TH		HOLLY BANK		HOLLY BANK HOUSE - EXTERNAL ONLY 		M1  		12

		SK14 3 EG 		HATTONS EXTERNAL		HATTONS CRT - EXTERNAL WINDOWS  AND CANOPIES		M1  		12

		SK14 3EG  		HATTONS INTERNAL		HATTONS CRT - INTERNAL COMMUNAL WINDOWS		M1  		12

		BL9 0SY		Manzoor Building		Bellvue Terrace, Bury - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M1  		12

		BL9 9NG		Apartments		Wharf Road, Bury - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		W6		8

		M8 0SE		26 Bignor Street		Cheetham Hill, Manchester - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M1  		12

		SK15 2PT  		ALBION HOUSE		ALBION HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK14 4AB  		ASHTON HOUSE		ASHTON HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK16 5JL  		BEATRIX HOUSE		BEATRIX HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK15 1FL  		BEAUMONT PLACE		BEAUMONT PLACE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		OL7 0PL   		BIRCHFIELD HOUSE		BIRCHFIELD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK14 4NB  		BRADLEY GRENN ROAD		BRADLEY GREEN - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK14 6SU  		CHAMBERS  COURT		CHAMBERS COURT - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		M34 7RL   		2 FOREST ROAD		2 FOREST ROAD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		M43 7HD   		GARDENFOLD		GARDENFOLD HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6

		M34 6BJ   		GRANGE HOUSE		GRANGE HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK15 1EB  		KENDAL HOUSE		KENDAL - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK16 4QD  		KENYON HOUSE		KENYON HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK16 4LR  		LAKESWOOD EXTERNAL		LAKESWOOD HSE - ALL EXTERNAL WINDOWS 		M2  		6

		SK16 4LR  		LAKESWOOD INTERNAL		LAKESWOOD HSE - ALL INTERNAL WINDOWS 		M1  		12

		OL6 8QS   		LEESFIELD HOUSE		LEESFIELD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6

		SK7 4QX   		PEMBROKE  COURT		PEMBROKE CRT - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		M34 6BB   		PENDLE HOUSE		PENDLE HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6

		SK15 2JM  		RICHMOND  HOUSE		RICHMOND HSE -  EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6

		SK14 2SG  		RUFFORD AVENUE		RUFFORD AVENUE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6

		OL7 0EW   		RYEFIELD  HOUSE		RYEFIELD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6

		OL7 9JF   		SOMERSET HOUSE		SOMERSET HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6

		OL6 7JB   		ST ANNES  HOUSE		ST ANNES- EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS (GLAZED STAIRWAYS)   		M1  		12

		M34 3HN   		THORPE CLOSE		THORPE CLOSE - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2		6

		SK14 5PJ  		7 WALKER  CLOSE		7 WALKER HOUSE - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2		6

		SK14 6LE  		WILLIAM FORD HOUSE		WILLIAM FORD HOUSE - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2		6

		M34 2HB   		WINDSOR ROAD		WINDSOR ROAD - EXTERNAL AND INTERNAL WINDOWS 		M2		6

		SK14 4HE  		ACRESFIELD HUB		ACRESFIELD HUB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6

		OL6 6EF   		ASHTON HUB		ASHTON HUB - EXTERNAL AND INTERNAL WINDOWS 		W1  		52

		SK15 3EN  		BRUSHES EMB		BRUSHES EMB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6

		OL6 7AT   		CAVENDISH 249, HEAD OFFICE		CAVENDISH ST - ALL WINDOWS AND CANOPIES		W6  		8

		M34 6ZA   		DENTON HUB		DENTON HUB - EXTERNAL AND INTERNAL WINDOWS 		W1  		52

		OL7 0NE   		GIBSON TERRACE		1 GIBSON TERR - EXTERNAL AND INTERNAL WINDOWS 		M2  		6

		OL6 9AU   		HAZELHURST HUB		HAZELHURST HUB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6

		SK14 2EL  		HYDE HUB  		HYDE HUB - EXTERNAL AND INTERNAL WINDOWS 		W1  		52

		SK14 3EG  		HYDE NEIGH HUB		HYDE NEIGHBOURHOOD - COMMUNALS ONLY		M2  		6

		SK14 4ND  		LYNE VIEW FLATS		1 LYNE VIEW - EXTERNAL AND INTERNAL WINDOWS 		M2  		6

		OL5 9EH   		MICKLEHURST HUB		MICKLEHURST HUB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6

		OL6 7RL   		TAMESIDE  HOUSING ADVICE		TAMESIDE H.A. - EXT WINDOWS & INTERNAL		M2  		6

		OL5 0NX   		WATERTON  LANE		254 WATERTON LANE - EXT WIDNOWS AND INTERNAL COMMUNAL		M2  		6

		SK16 4XP  		OUTRAM RD 		OUTRAM ROAD - ALL EXT & INT WINDOWS  		M6  		2
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Schedule of Rates 1.0
Schedule of rates

		POST CODE		SITE      		CLEANING DESCRIPTION		CLEANING CYCLE		CLEANS PER ANNUM		RATE PER CLEAN		ANNUAL TOTAL		3 YEAR TOTAL

		OL6 7AH		ASSHETON HOUSE		EXTERNAL CANOPIES ONLY		M3  		4		£0.00		£0.00		£0.00

		M43 7FJ   		ASHTON ROAD		ASHTON ROAD - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		M43 7BS   		BUDWORTH  GARDENS		BUDWORTH GARDENS - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		M43 7GD   		CAMBRIDGE ROAD		CAMBRIDGE STREET - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK15 2DT  		CASTLE DOMES		CASTLE HALL DOMES - INTERNAL AND EXTERNAL DOME WINDOWS		M6		2		£0.00		£0.00		£0.00

		SK15 2DT  		CASTLE WINDOWS		CASTLE HALL - ALL EXTERNAL AND INTERNAL COMMUNALS		M2  		6		£0.00		£0.00		£0.00

		OL6 7DN   		CAVENDISH MILL		CAVENDISH MILL - ALL EXTERNAL AND INTERNAL COMMUNALS		M3  		4		£0.00		£0.00		£0.00

		M43 7DN   		CEDAR DRIVE		CEDAR DRIVE - (A BLOCK) EXT COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK15 1TG  		CLARENCE  HOUSE		CLARENCE HOUSE - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		OL6 7SJ   		COTTON ST 		COTTON ST BLOCK       INTERNAL COMMUNAL, EXTERNAL WINDOWS AND CANOPY		M1  		12		£0.00		£0.00		£0.00

		M43 7PE   		CYPRESS RD		CYPRESS ROAD - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		M34 5ZF   		FIELDFARE HOUSE		FIELDFARE HOUSE - INTERNAL COMMUNAL WINDOWS AND ALL EXTERNAL		W6  		8		£0.00		£0.00		£0.00

		M43 7DE   		FOLD AVENUE		FOLD AVENUE - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		OL6 9EZ   		HAMPSON PLACE		HAMPSON PLACE - EXTERNAL COMMUNAL WINDOWS     		M2  		6		£0.00		£0.00		£0.00

		SK15 1JN  		HAWKSHEAD DRIVE		HAWKSHEAD - EXTERNAL COMMUNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		SK14 4RZ  		APARTMENTS		SPRING GARDENS HYDE - ALL EXTERNAL WINDOWS AND INTERNAL COMMUNAL		M1  		12		£0.00		£0.00		£0.00

		M43 7GH   		IVY CLOSE 		IVY CLOSE - EXTERNAL COMMUNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		M34 2AN   		KINDER STREET		KINDER HOUSE  EXTERNAL WINDOWS AND INTERNAL COMMUNAL		M1  		12		£0.00		£0.00		£0.00

		OL7 9DQ   		LOWESWATER CLOSE		LOWESWATER/CROWHILL (1-9) EXT COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK16 4NG  		MOFFAT COURT		MOFFAT COURT, STALYBRIDGE - EXT COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK16 5ER  		OAK TREE  		OAK TREE DRIVE - EXTERNAL COMMUNAL DOORS AND WINDOWS		M2  		6		£0.00		£0.00		£0.00

		M43 7FF   		PICKMERE  CLOSE		PICKMERE - EXTERNAL COMMUNAL WINDOWS  		M2  		6		£0.00		£0.00		£0.00

		M34 5ZF   		REDWING HOUSE		REDWING HOUSE - INTERNAL COMMUNAL AND ALL EXT WINDOWS  		W6		8		£0.00		£0.00		£0.00

		SK15 1UN  		ROBINSON/TAME STREET		ROBINSON/TAME ST - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK15 1FE  		STALEY HOUSE		STALEY HOUSE - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK15 1QT  		STAMFORD  STREET		STAMFORD ST - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK15 1QT  		STAMFORD CLOSE		STAMFORD CLOSE - NO'S 25-39 - EXTERNAL COMMUNAL		M2  		6		£0.00		£0.00		£0.00

		SK15 1QT  		STAMFORD CLOSE		STAMFORD CL - NO'S 60-104 - EXT COMMUNAL		M2  		6		£0.00		£0.00		£0.00

		SK15 2AR		SUMMERS QUAY		SUMMERS QUAY - INT AND EXT COMMNUAL / GRND FLR CANOPIES		M2		6		£0.00		£0.00		£0.00

		SK15 1FD  		STEPHEN HOUSE		STEPHEN HSE - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		M43 7PP   		SUFFOLK ROAD		SUFFOLK ROAD - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		M43 7BQ   		TABLEY GARDENS		TABLEY GARDENS - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		OL7 9JF   		TAUNTON PLACE		TAUNTON PLACE - EXTERNAL COMMUNAL WINDOWS     		M2  		6		£0.00		£0.00		£0.00

		M43 7DT   		THORNHILL ROAD		THORNHILL RD - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		OL6 7DA   		UXBRIDGE STREET		UXBRIDGE STREET (1-9) - EXTERNAL COMMUNAL		M2  		6		£0.00		£0.00		£0.00

		OL6 6QD   		WELLINGTON COURT		WELLINGTON CRT, ASHTON- EXTERNAL AND INTERNAL COMMUNAL		M1  		12		£0.00		£0.00		£0.00

		OL6 7DA   		WELLINGTON HOUSE		WELLINGTON HOUSE - EXTERNAL COMMUNAL WINDOWS		M2  		6		£0.00		£0.00		£0.00

		SK15 1RD  		WEST MILL CLOSE		WEST MILL CLOSE - EXTERNAL COMMUNAL WINDOW		M2  		6		£0.00		£0.00		£0.00

		M34 5ZF   		WHITETHORN HOUSE		WHITETHORNE HOUSE - INTERNAL COMMUNAL AND ALL EXT WINDOWS		W6  		8		£0.00		£0.00		£0.00

		OL6 6TH		HOLLY BANK		HOLLY BANK HOUSE - EXTERNAL ONLY 		M1  		12		£0.00		£0.00		£0.00

		SK14 3 EG 		HATTONS EXTERNAL		HATTONS CRT - EXTERNAL WINDOWS  AND CANOPIES		M1  		12		£0.00		£0.00		£0.00

		SK14 3EG  		HATTONS INTERNAL		HATTONS CRT - INTERNAL COMMUNAL WINDOWS		M1  		12		£0.00		£0.00		£0.00

		BL9 0SY		Manzoor Building		Bellvue Terrace, Bury - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M1  		12		£0.00		£0.00		£0.00

		BL9 9NG		Apartments		Wharf Road, Bury - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		W6		8		£0.00		£0.00		£0.00

		M8 0SE		26 Bignor Street		Cheetham Hill, Manchester - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M1  		12		£0.00		£0.00		£0.00

		SK15 2PT  		ALBION HOUSE		ALBION HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK14 4AB  		ASHTON HOUSE		ASHTON HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK16 5JL  		BEATRIX HOUSE		BEATRIX HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK15 1FL  		BEAUMONT PLACE		BEAUMONT PLACE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		OL7 0PL   		BIRCHFIELD HOUSE		BIRCHFIELD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK14 4NB  		BRADLEY GRENN ROAD		BRADLEY GREEN - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK14 6SU  		CHAMBERS  COURT		CHAMBERS COURT - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		M34 7RL   		2 FOREST ROAD		2 FOREST ROAD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		M43 7HD   		GARDENFOLD		GARDENFOLD HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		M34 6BJ   		GRANGE HOUSE		GRANGE HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK15 1EB  		KENDAL HOUSE		KENDAL - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK16 4QD  		KENYON HOUSE		KENYON HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK16 4LR  		LAKESWOOD EXTERNAL		LAKESWOOD HSE - ALL EXTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		SK16 4LR  		LAKESWOOD INTERNAL		LAKESWOOD HSE - ALL INTERNAL WINDOWS 		M1  		12		£0.00		£0.00		£0.00

		OL6 8QS   		LEESFIELD HOUSE		LEESFIELD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		SK7 4QX   		PEMBROKE  COURT		PEMBROKE CRT - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		M34 6BB   		PENDLE HOUSE		PENDLE HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		SK15 2JM  		RICHMOND  HOUSE		RICHMOND HSE -  EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2  		6		£0.00		£0.00		£0.00

		SK14 2SG  		RUFFORD AVENUE		RUFFORD AVENUE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		OL7 0EW   		RYEFIELD  HOUSE		RYEFIELD - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		OL7 9JF   		SOMERSET HOUSE		SOMERSET HOUSE - EXTERNAL AND INTERNAL COMMUNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		OL6 7JB   		ST ANNES  HOUSE		ST ANNES- EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS (GLAZED STAIRWAYS)   		M1  		12		£0.00		£0.00		£0.00

		M34 3HN   		THORPE CLOSE		THORPE CLOSE - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		SK14 5PJ  		7 WALKER  CLOSE		7 WALKER HOUSE - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		SK14 6LE  		WILLIAM FORD HOUSE		WILLIAM FORD HOUSE - EXTERNAL AND INTERNAL WINDOWS INCLUDING PARTITIONS		M2		6		£0.00		£0.00		£0.00

		M34 2HB   		WINDSOR ROAD		WINDSOR ROAD - EXTERNAL AND INTERNAL WINDOWS 		M2		6		£0.00		£0.00		£0.00

		SK14 4HE  		ACRESFIELD HUB		ACRESFIELD HUB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		OL6 6EF   		ASHTON HUB		ASHTON HUB - EXTERNAL AND INTERNAL WINDOWS 		W1  		52		£0.00		£0.00		£0.00

		SK15 3EN  		BRUSHES EMB		BRUSHES EMB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		OL6 7AT   		CAVENDISH 249, HEAD OFFICE		CAVENDISH ST - ALL WINDOWS AND CANOPIES		W6  		8		£0.00		£0.00		£0.00

		M34 6ZA   		DENTON HUB		DENTON HUB - EXTERNAL AND INTERNAL WINDOWS 		W1  		52		£0.00		£0.00		£0.00

		OL7 0NE   		GIBSON TERRACE		1 GIBSON TERR - EXTERNAL AND INTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		OL6 9AU   		HAZELHURST HUB		HAZELHURST HUB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		SK14 2EL  		HYDE HUB  		HYDE HUB - EXTERNAL AND INTERNAL WINDOWS 		W1  		52		£0.00		£0.00		£0.00

		SK14 3EG  		HYDE NEIGH HUB		HYDE NEIGHBOURHOOD - COMMUNALS ONLY		M2  		6		£0.00		£0.00		£0.00

		SK14 4ND  		LYNE VIEW FLATS		1 LYNE VIEW - EXTERNAL AND INTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		OL5 9EH   		MICKLEHURST HUB		MICKLEHURST HUB - EXTERNAL AND INTERNAL WINDOWS 		M2  		6		£0.00		£0.00		£0.00

		OL6 7RL   		TAMESIDE  HOUSING ADVICE		TAMESIDE H.A. - EXT WINDOWS & INTERNAL		M2  		6		£0.00		£0.00		£0.00

		OL5 0NX   		WATERTON  LANE		254 WATERTON LANE - EXT WIDNOWS AND INTERNAL COMMUNAL		M2  		6		£0.00		£0.00		£0.00

		SK16 4XP  		OUTRAM RD 		OUTRAM ROAD - ALL EXT & INT WINDOWS  		M6  		2		£0.00		£0.00		£0.00

										ANNUAL CONTRACT SUM				£0.00		 

												TOTAL CONTRACT SUM				£0.00
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[bookmark: _Toc342482504][bookmark: _Toc444591547][bookmark: _Toc445124776][bookmark: _Toc459129616][bookmark: _Toc464548928][bookmark: _Toc473040704][bookmark: _Toc503866797]Form of Agreement (to be completed at the Contract award stage)



Contract Name: Window Cleaning Services

 

Contract Reference: NCP0002



[bookmark: _Hlk491250537]This Agreement is made on the		day of			 20** between New Charter Homes Ltd whose Registered Office is situated at Cavendish 249, Cavendish Street, Ashton-under-Lyne OL6 7AT (the Company), and [insert Contractor name and address] (the Contractor)



Whereas:



The Company wishes to retain the Contractor to undertake Window Cleaning Services as set out in the Specification. 



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



Payment for the Services 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 Services between the Company and the Contractor :



· the Purchase Order or Request for Services 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 Services 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 Services  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 New Charter Homes 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][bookmark: _Toc464548929][bookmark: _Toc473040705][bookmark: _Toc503866798]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 5th 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. [bookmark: _Hlk491250617]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



David Wrigley



Address for Notices to the Company

[bookmark: _Hlk491250634]

New Charter Homes Limited 

Cavendish 249

Cavendish Street

Ashton-under-Lyne

OL6 7AT
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1. [bookmark: _Toc503866800]Definitions



The following words and expressions shall have the following meanings:



[bookmark: _Hlk486761420]“Background Intellectual Property” – shall mean any Intellectual Property, other than Foreground Intellectual Property, which can be shown to be the property of either Party prior to the commencement of the Contract.



[bookmark: _Hlk486761000]“Business Continuity and Disaster Recovery Plan” – shall mean the processes and arrangements that the Contractor shall follow to ensure continuity of business processes and operations following any failure or disruption of any element of the Services;



“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;



[bookmark: _Hlk486761273]“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 New Charter Homes Limited;



[bookmark: _Hlk486761033]“Company Data” – shall mean the data, text, drawings, diagrams, images or sounds (together with any database made up of any of these) which are embodied in any electronic, magnetic, optical or tangible media, including any Confidential Information, and which:



· are supplied to the Contractor by or on behalf of the Company;

· the Contractor is required to generate, process, store or transmit pursuant to the Contract;

· any Personal Data for which the Company is the Data Controller.



“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;



[bookmark: _Hlk486761254]“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);



[bookmark: _Hlk486761460]“Foreground Intellectual Property” – shall mean any Intellectual Property that arises or is obtained or developed in the course of or in connection with the Contract;



[bookmark: _Hlk486761070]“Information Security Policy” – shall mean the Company’s information security policy in force as at the Contract Commencement Date, as updated from time to time and notified to the Contractor;



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



[bookmark: _Hlk486761443]“Intellectual Property” – shall mean all industrial and intellectual property including patents, utility models, inventions, designs, trademarks, copyright, data, moral, trade secrets, confidential information and know-how (all whether registered or unregistered and including any renewals and extensions thereof);



[bookmark: _Hlk486761101]“Malicious Software” – shall mean any software program or code intended to destroy, interfere with, corrupt, or cause undesired effects on program files, data or other information, executable code or application software macros, whether or not its operation is immediate or delayed, and whether the malicious software is introduced wilfully, negligently or without knowledge of its existence;



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



“Permitted Purpose” – shall mean (for the purposes of Condition 22 below) the respective obligations of each of the Parties under the Contract;



“Previous Contractor” - shall mean the previous provider of services substantially similar to the Services;



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



“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 Services issued by the Company, in either printed or electronic format to the Contractor;



[bookmark: _Hlk486761296]“Receiving Party” – shall mean the Party to the Contract who receives Confidential Information from the other Party to the Contract;



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



“Retendering Information[footnoteRef:1]” – means such information relating to the persons engaged or employed by the Contractor or any Subcontractor in providing the Services which the Company may reasonably require to facilitate any subsequent provider of services to assess and include the cost of TUPE in any subsequent bid for services similar to the Services and to assist in the transfer of the Services to a subsequent service provider, such information to include (without limitation) details of the persons’: [1:  http://www.acas.org.uk/media/pdf/j/p/Handling-TUPE-Transfers-The-Acas-Guide.pdf] 




· Employee Details;

· Pay Entitlements;

· Working Time;

· Benefit Entitlements;

· Contractual Requirements;

· Additional Requirements.



“Review Date” - shall mean the 2nd anniversary of the Commencement Date;  



[bookmark: _Hlk486761127]“Security Management Policy” – shall mean the Company’s security management policy in force as at the Contract Commencement Date, as updated from time to time and notified to the Contractor;



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



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



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



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



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



“Supplier” – means the person, firm or company appointed by the Company under the Contract;



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



“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 Condition 13.2, the Extended Expiry Date;



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



2. [bookmark: _Toc503866801]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: _Toc503866802]Conditions Applicable



3.1 The Conditions shall apply to the provision of the Services 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 Services 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: _Toc503866803]General



4.1 The Company engages the Contractor to be a non-exclusive provider of the Services 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 Services to the Contractor and reserves the right to procure the provision of services/supplies of the same or a similar type to the Services 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 services to the Company similar to the Services.



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 			Services;

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 Services; or 

4.8.3.3 [bookmark: _Toc435436129][bookmark: _Toc435955121]transfer any of the persons engaged or employed by 				them in providing the Services 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 Services. 



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 services to the Company similar to the Services, 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: _Toc503866804]Warranty, Specification and Contractor’s Obligations



5.1 The Contractor warrants to the Company that the Supplies:



5.1.1 shall be in accordance with the Specification, including for the avoidance of doubt, any sample provided by the Contractor;

5.1.2 shall be fit for the purpose they are required, whether expressly stated or reasonably implied;

5.1.3 shall be of satisfactory quality within the meaning of the Sale of Goods Act 1979;

5.1.4 shall be free from defects in design, materials and workmanship;

	shall comply in all respects with all statutory and EU regulations relating 	to the Supplies and the packaging and labelling of the Supplies.



5.2 The Contractor warrants to the Company that the Services:



5.2.1 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 services of a similar nature to the Services;

5.2.2 shall be provided in accordance with the Specification;

5.2.3 shall be provided in accordance with all applicable laws.



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



5.4 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.



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



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



6. [bookmark: _Toc503866805]Inspection and Rejection



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



6.2 The Company shall be entitled to reject any Services provided which are not in accordance with the Specification, and shall not be deemed to have accepted any Services 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 Services has become apparent.



6.3 If the Company rejects the Services 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 Services; or

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



7. [bookmark: _Toc503866806]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: _Toc503866807]Price



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



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: _Toc503866808]Payment



9.1 The Contractor’s official invoice should be sent promptly to the Company after the provision of the Services to the address indicated in the Purchase Order or Request for Services, 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 Services provided;

9.1.4 the full details of the Price;

9.1.5 current VAT requirements;

9.1.6 the Request for Services 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 Condition 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 Services or under any other contractual arrangement.



10. [bookmark: _Toc503866809]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 Services provided.

10.1.2 all claims in respect of death or personal injury caused by its negligence, or that of its employees, agents or sub-contractors (as applicable), 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 Services as stated in the Specification.



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



11. [bookmark: _Toc503866810]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 make alternative arrangements to protect its interests and may recover the premium and other costs of such arrangements as a debt due from the Contractor.



12. [bookmark: _Toc503866811]Compliance with Applicable Laws



12.1 In providing the Services 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, amendments and future legislation (where applicable).



13. [bookmark: _Toc503866812]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 Condition 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 Services;

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 The Company shall be entitled to terminate the all or part of the Contract without liability to the Contractor by giving notice to the Contractor at any time if the Contractor is in material breach of the Contract and fails to remedy such breach within ten (10) Business Days of notification of the breach, or such breach is incapable of remedy.



13.6 [bookmark: _Ref349208888]If the Company elects to terminate part of the Contract, the parts of this Contract not terminated or suspended shall continue to operate effectively to deliver the intended purpose of the surviving parts of the Contract.



13.7 Where the Company terminates the Contract in accordance with Condition 13.4 and/or Condition 13.5, the Company shall be entitled to recover from the Contractor all additional cost, loss or expense reasonably incurred by the Company in procuring the Services (or any part of them) from an alternative contractor, provided that Company shall take all reasonable steps to mitigate such additional expenditure. No further payments shall be payable by the Company to the Contractor until the Company has established the final cost of making those other arrangements.



13.8 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.



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



13.10 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: _Toc503866813]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: _Toc503866814]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: _Toc503866815]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 Services. Any alteration to the Price or the completion date arising from such variation shall be agreed in writing by both Parties.



17. [bookmark: _Toc503866816]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. 



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: _Toc503866817]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: _Toc503866818]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: _Toc503866819]Data Protection



20.1 [bookmark: _Toc141853624]In this Condition 20, the terms Personal Data, Data Subject, Data Controller, Data Processor and Sensitive Personal Data have the meanings given in the Data Protection Act 1998 and shall be construed accordingly.



20.2 With respect to the parties' rights and obligations under this Agreement, the parties agree that the Company is the Data Controller and that the Contractor is the Data Processor.  Both parties shall complete and implement a Privacy Impact Assessment and agree where appropriate to sign a Data Processing Agreement where Personal Data is used in the delivery of this Contract.



20.3 The Contractor shall:



20.3.1 process the Personal Data only in accordance with instructions from the Company (which may be specific instructions or instructions of a general nature).



20.3.2 process the Personal Data only to the extent, and in such manner, as is necessary for the provision of the Services or as is required by law or any Regulatory Body.



20.3.3 implement appropriate technical and organisational measures to protect the Personal Data against unauthorised or unlawful processing and against accidental loss, destruction, damage, alteration or disclosure. These measures shall be appropriate to the harm which might result from any unauthorised or unlawful processing, accidental loss, destruction or damage to the Personal Data and having regard to the nature of the Personal Data which is to be protected.



20.3.4 take reasonable steps to ensure the reliability of any of its employees, agents, consultants and suppliers who have access to the Personal Data.



20.3.5 obtain prior written consent from the Company in order to transfer the Personal Data to any subcontractors for the provision of the Services.



20.3.6 ensure that all its employees, agents, consultants and suppliers required to access the Personal Data are informed of the confidential nature of the Personal Data and comply with the obligations set out in this Condition.



20.3.7 take all reasonable precautions to ensure that that none of all its employees, agents, consultants and suppliers publish, disclose or divulge any of the Personal Data to any third party unless directed in writing to do so by the Company.



20.3.8 notify the Company within 5 Business Days if it receives:

20.3.8.1.1 a request from a Data Subject to have access to that 			person's Personal Data; or

20.3.8.1.2 a complaint or request relating to the Company’s 			obligations under the Data Protection Act 1998.



20.3.9 provide the Company with full cooperation and assistance in relation to any complaint or request made, including by:

20.3.9.1.1 providing the Company with full details of the complaint or 		request;

20.3.9.1.2 complying with a Data Subject request within the relevant 		timescales set out in the Data Protection Act 1998 and in 		accordance with the Company’s instructions;

20.3.9.1.3 providing the Company with any Personal Data it holds in 		relation to a Data Subject (within the timescales required 		by the Company).



20.3.10 provide with a reasonable timescale a written description of the technical and organisational methods employed for processing Personal Data.



20.3.11 not process Personal Data outside the European Economic Area without the prior written consent of the Company and, where the Company consents to a transfer, comply with:

20.3.11.1.1 the obligations of a Data Controller under the Eighth Data 		Protection Principle set out in Schedule 1 of the Data 			Protection Act 1998 by providing an adequate level of 			protection to any Personal Data that is transferred; and

20.3.11.1.2 any reasonable instructions notified to it by the Company.



20.3.12 perform secure back-ups of all Personal Data and shall ensure that up-to-date back-ups are stored off-site in accordance with a robust Business Continuity & Disaster Recovery Plan. The Contractor shall ensure that such backups are available to the Company (or to such other person as the Company may direct) at all times upon request.



20.3.13 take responsibility for preserving the integrity of Personal Data and preventing the corruption or loss of Personal Data.



20.4 The Company shall on giving reasonable notice, be entitled to audit the procedures of the Contractor (which shall include the right to enter the Contractor’s premises and/or view the Contractor’s systems) for the purposes of ensuring compliance with this Condition 20 and to take all reasonable steps to satisfy itself that the Contractor is fully complying with all requirements.



20.5 The Supplier/ Contractor shall comply at all times with the Data Protection Act 1998 and shall not perform its obligations under this Contract in such a way as to cause the Company to breach any of its applicable obligations under the Data Protection Act 1998.



21. [bookmark: _Toc503866820]Information Security



21.1 [bookmark: _Hlk486760247]The Contractor shall, where relevant to the Contract, comply with the Company’s Information Security Policy and Security Management Policy.



21.2 The Company shall notify the Contractor of any changes or proposed changes to the Information Security Policy and/or Security Management Policy.



21.3 The Contractor shall at all times comply with the minimum standards of information security as set out in the Specification.



21.4 Protection of Company Data



21.4.1 The Contractor shall not delete or remove any proprietary notices contained within or relating to the Company Data;

21.4.2 The Contractor shall not store, copy, disclose, or use the Company Data except as necessary for the performance by the Contractor of its obligations under the Contract or as otherwise approved by the Company;

21.4.3 [bookmark: _Ref358880472]To the extent that the Company Data is held and/or processed by the Contractor, the Contractor shall supply that Company Data to the Company as requested by the Company and in the format (if any) specified in the Contract and in any event as specified by the Company from time to time in writing;

21.4.4 The Contractor shall take responsibility for preserving the integrity of Company Data and preventing the corruption or loss of Company Data;

21.4.5 The Contractor shall perform secure back-ups of all Company Data and shall ensure that up-to-date back-ups are stored off-site in accordance with the Supplier’s/Contractor’s Business Continuity & Disaster Recovery Plan. The Contractor shall ensure that such back-ups are available to the Company (or to such other person as the Company may direct) at all times upon request;

21.4.6 The Contractor shall ensure that any system on which the Contractor holds any Company Data, including back-up data, is a secure system that complies with the Security Policy and the Security Management Policy;

21.4.7 If at any time the Contractor suspects or has reason to believe that the Company Data is corrupted, lost or sufficiently degraded in any way for any reason, then the Supplier shall notify the Company immediately and inform the Company of the remedial action the Contractor proposes to take;

21.4.8 [bookmark: _Ref359240385][bookmark: _Ref349134231]If the Company Data is corrupted, lost or sufficiently degraded so as to be unusable, the Company may:

21.4.8.1 [bookmark: _Toc139080265]require the Contractor (at the Contractor’s expense) to 	restore or procure the restoration of Company Data as soon as 	practicable but not later than five (5) Business 	Days from the date of 	receipt of the Company’s notice; and/or

21.4.8.2 itself restore or procure the restoration of Company Data, 	and shall be repaid by the Contractor any reasonable expenses 	incurred in doing so.

21.4.9 The Contractor shall not transfer or cause or permit any 	Company Data to be transferred in or to any country outside the 	European Economic Area or any country which is not determined to 	be adequate by the European Commission pursuant to Article 25(6) 	of Directive 95/46/EC (together Restricted Countries) without approval 	by the Company.



21.5 Malicious Software



21.5.1 [bookmark: _Ref313367077]The Contractor shall, as an enduring obligation throughout the Contract take all reasonable measures to provide robust ICT security, including using the latest versions of anti-virus definitions and software available from an industry accepted anti-virus software vendor to check for, contain the spread of, and minimise the impact of Malicious Software as well as other appropriate security tools and ICT security management such as industry standard firewalls, firewall traffic rules and access restrictions, where appropriate.

21.5.2 [bookmark: _Ref358129590]Notwithstanding Condition 21.5.1, if Malicious Software is found, the Parties shall co-operate to reduce the effect of the Malicious Software and, particularly if Malicious Software causes loss of operational efficiency or loss or corruption of Company Data, assist each other to mitigate any losses and to restore the provision of the Supplies and/or Services to its desired operating efficiency.

21.5.3 Any cost arising out of the actions of the Parties taken in compliance with the provisions of Condition 21.5.2 shall be borne by the Parties as follows:

21.5.3.1 by the Contractor, where the Malicious Software 	originates from the Contractor or the Company Data (whilst the 	Company Data was under the control of the Contractor) 	unless the 	Contractor can demonstrate that such Malicious 	Software was 	present and not quarantined or otherwise identified by the Company 	when provided to the Contractor; and

21.5.3.2 by the Company if the Malicious Software originates from 	the Company Software or the Company Data (whilst the Company 	Data was under the control of the Company);



21.6 The Company shall on giving reasonable notice, be entitled to audit the procedures of the Contractor (which shall include the right to enter the Contractor’s premises and/or view the Contractor’s systems) for the purposes of ensuring compliance with this Condition 21 and to take all reasonable steps to satisfy itself that the Contractor is fully complying with all requirements.



22. [bookmark: _Toc503866821]Confidentiality



22.1 [bookmark: _Hlk486761180]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.



22.2 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.



22.3 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 22 and the confidential nature of the Confidential Information.



22.4 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. 



22.5 The provisions of Conditions 22.1 to 22.4 above shall not apply with respect to any information received by the Receiving Party from the Disclosing Party which:



22.5.1 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

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

22.5.3 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

22.5.4 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

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



22.6 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.



22.7 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.



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



23. [bookmark: _Toc503866822]Conflict of Interest



23.1 [bookmark: _Hlk486761337]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.

23.2 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.



23.3 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.



24. [bookmark: _Toc503866823]Intellectual Property



24.1 [bookmark: _Hlk486761375]All Background Intellectual Property is and shall remain the exclusive property of the Party owning it.



24.2 The Company and the Contractor shall be responsible for identifying and agreeing in writing on behalf of the Parties any Background Intellectual Property used, or to be used, in the course of the Contract and the owner of the same, prior to or as soon as reasonably practicable following its disclosure in the course of the Contract.



24.3 Each Party acknowledges that one Party’s Background Intellectual Property may be required to be accessed by the other Party in order to undertake the Contract.



24.4 Each Party hereby grants to the other an irrevocable, non-exclusive, perpetual and royalty-free licence to use its Background Intellectual Property during the term of the Contract for the purpose of carrying out the Contract.



24.5 All Foreground Intellectual Property that arises or is obtained or developed in the course of or in connection with the Contract shall vest in the Company.



24.6 The provisions of this Condition 24 shall survive the termination of the Contract, however arising.



25. [bookmark: _Toc503866824]Equality and Diversity



25.1 [bookmark: _Toc342482529][bookmark: _Toc444591573][bookmark: _Toc445124802][bookmark: _Toc459129642][bookmark: _Toc464548954][bookmark: _Toc473040732][bookmark: _Toc503866825]The Contractor shall adopt a policy to comply with the Company’s statutory obligations under the relevant equality legislation.



25.2 [bookmark: _Toc342482530][bookmark: _Toc444591574][bookmark: _Toc445124803][bookmark: _Toc459129643][bookmark: _Toc464548955][bookmark: _Toc473040733][bookmark: _Toc503866826]The Contractor shall not discriminate directly or indirectly against any person on the grounds of any of the protected characteristics as set out in the Equality Act 2010.



25.3 [bookmark: _Toc342482540][bookmark: _Toc444591584][bookmark: _Toc445124813][bookmark: _Toc459129653][bookmark: _Toc464548965][bookmark: _Toc473040743][bookmark: _Toc503866827]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.



25.4 [bookmark: _Toc342482541][bookmark: _Toc444591585][bookmark: _Toc445124814][bookmark: _Toc459129654][bookmark: _Toc464548966][bookmark: _Toc473040744][bookmark: _Toc503866828]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.



25.5 [bookmark: _Toc342482542][bookmark: _Toc444591586][bookmark: _Toc445124815][bookmark: _Toc459129655][bookmark: _Toc464548967][bookmark: _Toc473040745][bookmark: _Toc503866829]The Contractor shall observe all their duties as described under the Equality Act 2010, and all subsequent re-enactments and amendments.



25.6 [bookmark: _Toc342482543][bookmark: _Toc444591587][bookmark: _Toc445124816][bookmark: _Toc459129656][bookmark: _Toc464548968][bookmark: _Toc473040746][bookmark: _Toc503866830]The Contractor shall provide to the Company, on request 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.



25.7 [bookmark: _Toc342482544][bookmark: _Toc444591588][bookmark: _Toc445124817][bookmark: _Toc459129657][bookmark: _Toc464548969][bookmark: _Toc473040747][bookmark: _Toc503866831]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.



25.8 [bookmark: _Toc342482545][bookmark: _Toc444591589][bookmark: _Toc445124818][bookmark: _Toc459129658][bookmark: _Toc464548970][bookmark: _Toc473040748][bookmark: _Toc503866832]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 25.



26. [bookmark: _Toc503866833]Legal Relationship



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



26.2 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.



27. [bookmark: _Toc503866834]Rights of Third Parties



27.1 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.



28. [bookmark: _Toc503866835]Governing Law



28.1 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: _Toc503866836]Appendix 1 – Specification



[bookmark: _Toc444591595][bookmark: _Toc445124824][bookmark: _Toc459129663][bookmark: _Toc464548975][bookmark: _Toc473040753][bookmark: _Toc503866837][Append Specification here when Contract is entered into]




[bookmark: _Toc503866838]Appendix 2 – Pricing Document



[Append Pricing Document here when Contract is entered into]
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