
OFFICIAL-SENSITIVE-COMMERCIAL (WHEN COMPLETED)

Met Office Procurement FitzRoy Road Exeter Devon EX1 3PB United Kingdom
Tel: 08709000100 Fax: 01133 362431 www.metoffice.gov.uk

Corps Security
. Market House
85 Cowcross Street
London :
Greater London
EC1M 6PF I

Direct tel: +44 01392 885068
Direct fax: +4401133362431
E-mail: may.lee@metoffice.gov.uk

26 February 2015

Dear Sirs

Tender Number: 9RFG-5UUQ4N

I hereby accept your Tender Number 9RFG-5UUQ4N dated 15 January 2015 for the
provision of an unarmed security guarding service.

Period of Contract

Contract Start date: 01/04/2015
Contract End date: 31/03/2018
Contract Extension: Option to extend for a further 2 x 12 month

The Contract will be placed under the Met Office Standard Goods and/or Services Terms
and Conditions.

Please acknowledge receipt of this letter by signing the Acceptance of Offer of Contract and
the terms and conditions, and returning the signed documents via the Met Office e-tenderinq
portal. .

Upon your acceptance, the Met Office will issue a purchase order for you to carry out the
work at our HQ site .

.Should you have any queries, please contact me via email or on the number above.

Yours faithfully

-Category Manager - Facilities & Property Management
for Head of Procurement
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(1) THE SECRETARY OF STATE FOR BUSINESS,
INNOVATION & SKILLS AS REPRESENTED BY THE
CHIEF EXECUTIVE OF THE MET OFFICE

(2) CORPS SECURITY

PROVISION OF AN UNARMED SECURITY GUARDING SERVICE
FOR THE
MET OFFICE

Tender Number: 9RFG-5UUQ4N
Dated: 15/01/2015
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Schedule of Requirements

4.1 Background

4.1 General Requirements

4.1.1 The following section details the technical requirements that the service will be
required to meet.

4.2 Scope of Contract

4.2.1 The requirement is for the provision of Unarmed Guarding Services 24/7, 365 days at
the Met Office Headquarters in Exeter, ensuring the physical security of the site and
building. The services will be delivered to an agreed Service Level Agreement (SLA)
and will cover: Control Room duties; radio and telephone communications, Automatic
Access Control (AACS) monitoring, Close Circuit Television (CCTV) and Intruder
Detection System (IDS) monitoring, including remote monitoring of IDS at local
storage units; access control; alarm and security incident response and reporting on
site; emergency response duties in line with Met Office contingency planning; internal
and external patrol and search duties; other general security duties as required.

4.2.2 The base requirement coverage would be for a minimum of two site trained Security
Officers to be on active site duty 24/7, 365 (to be drawn from a sufficiently resourced
roster of Officers). The Met Office would expect that the resources and roster would
be sufficient for the service Contractor to ensure that it meets the 'working time
directive' in relation to the hours the staff engaged in the contract would work.
However, the Met Office would expect the successful Contractor to be flexible
enough, and have the capacity and capability to be able to upscale, to provide
additional resources as required in the event of a change in the national or local
security situation, or for one off activities and events. Shift patterns would be agreed
with the Met Office, but would typically be expected to be a day and night shift
(currently 06.30-18.30 and 18.30-06.30). Rostering, administrative and all general
line management duties would be expected to be car.ried out by the Contractor.
Operational Control on site at the Met Office would be delegated to the Met Office
Security Management, who would also be responsible for provision of local
establishment standing orders that the Contractor would be expected to conform to,
in addition to any relevant supplier standing orders.

4.2.3 The Contractor will be wholly responsible for the performance of the contract for its
duration and will not assign any part of the delivery to a third party.

4.2.4 The Contractor must ensure that it has adequate provision in place to provide cover
for staff holidays, illness or any other absence.

4.3 Technical Requirements

4.3.1 The Contractor will be expected to supply a professionally managed, high quality
security and guarding service.

4.3.2 The Contractor would be required to comply with all relevant legislation affecting
provision of the security guarding services and the Data Protection Act, and to work
to relevant security industry and other relevant International and British Standards
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such as BS EN ISO 9001, BS7499 (Information Security Management) and BS7858
(Security Screening). .

4.3.3 The Contractor shall provide and utilise an auditable security management system
which effectively monitor and measure their performance through appropriate
reporting mechanisms to ensure compliance with the Service Level Agreements and
tasking requirements and provide that measurement to the Met Office.

4.4 Contractor Staff

4.4.1 All personnel supplied in provision of the contract would be expected to be:

• Security cleared through National Security Vetting to SC (Security Check) level
• S.I.A (Security Industry Authority) Security licensed (unless exempted)
• S.I.A CCTV licensed (unless exempted)
• Able to understand and have a good comprehension of the English language,

both orally and in written form.
• Trained, briefed and competent to meet the operational security requirements of

the Met Office.
• Authorised for site access by the Met Office.

4.5 Enhanced Security Requirements

4.5.1 The Contractor shall comply with all of the Authority's policies and procedures on
Security and act upon the instructions on the Met Office Security Manager, should
there be a change in the local security situation response or National Threat Level.

4.5.2 There are currently 5 levels of threat:
• Low - an attack is unlikely
• Moderate - an attack is possible but not likely
• Substantial - an attack is a strong possibility
• Severe - an attack is highly likely
• Critical - an attack is expected imminently

4.5.3 For information about terrorism threat levels in the UK can be found on the M15
website https://www.mi5.gov.uk/ '

4.5.4 The Contractor shall be required to implement and enforce all extra security
measures that may be required during a local security situation such as anti-
government protest or major security alert, for example, to follow a strict procedure
as designated by the Authority on receipt on bomb warning calls, or to search
baggage and vehicle on arrival.

4.6 Reporting of Security Management Activities

4.6.1 Regular review of the service against agreed performance indicators will be captured
as part of the Monthly Report and the Contractor shall provide the required data to
the Met Office no later than one week after the end of each month. Incidents should
be notified to the Met Office Security Manager within 24 hours or as soon as
practicable.

4.7 Uniform and Equipment
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4.7.1 The Contractor to provide suitable clothing provision for all personnel involved in the
provision of the contract, as agreed with the Met Office.

4.7.2 Tenderers may choose to have their own corporate uniforms. Uniforms to cater for all
seasons e.g. winter patrols as agreed with the Met Office.

4.7.3 The Contractor shall provide all relevant assets for delivery of the agreed tasking
requirements and the service, other than the fixed assets supplied by the Met Office.

4.7.4 The Contractor would be expected to provide the latest technology to support and
enhance existing arrangements.

4.8 Quality of Service & Customer Complaints

4.8.1 The Quality Controll Customer Complaints system operates as follows:

• The Supplier will be expected to have a quality assurance system and
mechanisms in place to monitor and guarantee that the services are of the level
agreed within the contract.

4.8.2 The Contractor shall carry out the service to the satisfaction of the Met Office in
accordance with the tasking requirements.

4.8.3 The Contractor shall establish and operate a robust complaints procedure to deal
with any complaints in relation to any matter connected with the services offered
within the boundaries of the contract.

4.8.4 The Contractor is expected to investigate the complaint and report back to the Met
Office Security Manager within 24 hours.

4.8.5 The Contractor should provide full information (if at fault) as to the remedial action
taken to prevent repetition.

4.8.6 All complaints should be monitored, audited and logged by the Contractor and
remedial action identified and monitored. .

4.8.7 The Contractor shall attempt to resolve complaints made with the Met Office Security
Manager. If discussion fails to provide a solution that is satisfactory to both parties, a
full written report shall be submitted to the Contractor from the Procurement
Department, where the Category Buyer will undertake to investigate the complaint
and meet with the Contractor.

4.9 Disaster Recovery and Business Continuity

4.9.1 The Contractor is required to demonstrate that contingency plans are in place to
address disaster (e.g. weather) and illness (flu pandemic) in order to participate fully
in the Met Office's Disaster Recovery Planning.

4.10 Transfer of Undertakings (Protection of Employment) - TUPE

4.10.1 TUPE arrangements will apply should the current Contractor be replaced (see
Appendix D (ii». The details of the current security officers are listed in Appendix D
(i).
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4.10.2 Tenderers to provide indicative TUPE costs within Section Six of the Pricing
Schedule.

4.11 Tasking Requirements

4.11.1 The Tenderers will be expected to meet the following tasking requirements as laid
out in the schedule below.
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4.12 Technical Questions

Please complete all question in the responses boxes provided and the answers will be marked. Please
provide examples or additional information to support your answer.

Response

Number Description

4.12.1 What roster patterns and arrangements would be used and how will they meet the
minimum manning requirement. Please also provide an example rota to meet the
'working time directive' in Appendix E. (ref 4.2.2)

4.12.2 How will you ensure the 'working time directive' is met in general for the staff engaged
on the Met Office HQ contract? ref 4.2.2

Response

Created/reviewed: 31012011 Page 18 of 41

Corps Security Award Letter v2 (redacted)



OFFICIAL - SENSITIVE - COMMERCIAL

Response

4.12.3

Created/reviewed: 31012011
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4.12.4 How will up scaling and additional short notice/one off manning/tasking requirements
be met? 4.2.2

Response Pleaserefer to answer 4.12.3.

4.12.5 How will all the personnel requirements in 4.4.1 be met?

Response

Createdlreviewed: 31012011 Page 20 of 41
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