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Invitation to Tender


 
Sports Coordinator

(for Development Projects in South Cambridgeshire) 

Closing date for submission of Tenders to
South Cambridgeshire District Council, 

(11 March 2016) no later than (13:00 Hours)

TENDER DOCUMENT KEY INFORMATION

	Information
	Global Setting

	Tender Title:
	Sports Coordinator

(for Development Projects in South Cambridgeshire)

	Tender despatch date:
	(24 February 2016)

	Tender return date & Time:
	(11 March 2016) no later than (13:00 Hours)

	Tender return address:
	The Reception Desk, 
South Cambridgeshire District Council, 
South Cambridgeshire Hall,
Cambourne Business Park, 
Cambourne, 
Cambridge, 
CB23 6EA.

	Please use the Return Envelope Cover included in:

	(Section 6) 
NOTE Responses must be posted using the Envelope Cover provided.

	Contact Officer (Councils Procuring Officer)
	Kirsty Human

	Contact Officer Telephone:
	01954 713297

	Contact Officer E-mail:
	Kirsty.human@scambs.gov.uk

	Number of Copies/Electronic Copy
	1 hardcopy

	Warning: Do not delete brackets else global properties will fail.

Change red data in brackets then press “Ctrl A” then “F9”

This will make sure that all fields change to reflect your modifications.
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	KEY DATES

Tender despatch date:  
Tender return date (and time): (11 March 2016) no later than (13:00 Hours)
Tenders must be returned to: by POST only – Electronic copies cannot be accepted.
Contained in a securely sealed plain envelope with no distinguishing marks. 

Shall bear the word ‘Tender’ and be addressed to: 


The Reception Desk, 
South Cambridgeshire District Council, 
South Cambridgeshire Hall,
Cambourne Business Park, 
Cambourne, 
Cambridge, 
CB23 6EA.




	Contact Officer

The Contact Officer for this procurement is: 

Kirsty Human


Telephone: 01954 713297, e-mail: Kirsty.human@scambs.gov.uk


	Extra/Electronic Copies Of The Invitation to Tender

If you would like an electronic copy or extra paper copies of this Invitation to Tender, please contact: Kirsty Human
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PART A

SOUTH CAMBRIDGESHIRE DISTRICT COUNCIL’S REQUIREMENTS

The following three sections set out general information about South Cambridgeshire District Council’s requirements, the instructions to be followed by Bidders, the Tender specification and the contract documents.

Bidders are asked to make their response to South Cambridgeshire District Council’s requirements by completing and returning the Tender Document in Part B of this Invitation to Tender.

1. Information for Bidders

1.1. Background and Objectives
1.2. South Cambridgeshire District Council (SCDC) is a rural area, which completely encircles Cambridge City Council area and comprises of 105 villages, with no towns. Villages range from very small hamlets to more substantial settlements of 8,000 plus population. The district has 10 secondary schools, 58 primary schools and a wide range of village based sport, recreation and community facilities.

1.3. The Council has dual use agreements that enable community access to secondary school sports facilities, which are managed directly by the schools, and also uses other outdoor sports facilities run by parish councils and local village organisations, to deliver its sports programmes. The district sits within two School Sports Partnership areas and within the Cambridgeshire and Peterborough County Sports Partnership. 

1.4. Responsibility for sports development sits within the Council’s Sustainable Communities and Partnerships team within the Health and Environmental Service area. The service includes a small team of officers whose work includes sports and community development. For sports, the team manages a range of sport and health related initiatives as well as supporting and enabling the development and improvement of sports facilities across the district. Much of this work is done in partnership with others, including neighbouring local authorities, parish councils, governing bodies of sport, NHS Cambridgeshire, schools and the above sports partnerships.

1.5. For 2015-2020 South Cambridgeshire District Council (SCDC) is focused on three corporate Aims. The Aim most relevant to the projects detailed within this brief is Wellbeing: “Ensure that South Cambridgeshire continues to offer an outstanding quality of life for our residents”. 

1.6. Health and Environmental Services have a number of priority actions under the headings of Ageing Well, Localism, Children, Young People and Families and Health and Wellbeing. Those relevant to this contract are:

· Support development of community-led activities for older children

· Increase participation and engagement in community groups to create social networks and reduce isolation and loneliness

· Target business parks as “business communities” for health promotion activities

· Focus on prevention & early intervention to prevent crises, particularly for vulnerable groups

· Reduce falls in elderly as a key trigger for accessing social care services

· Set-up locality patches and meetings aligned to partners’ delivery arrangements to include locality-leads for SCDC Environmental Health & Licensing, Development Control, Housing & Sustainable Communities representatives

1.7. This brief will help deliver these actions for the Council through a range of Sports Development Projects, which may change over time and currently consist of, but are not restricted to:


· Paddleboarding

· Active and Healthy for Life (Exercise referral scheme)

· Parklife

· Run4Fun (R4F), Walk4Fun (W4F), Bike4Fun (B4F), Women Try Netball, Adult Try sessions and Older adult activities

· Women’s Netball League

· Disability Athletics
· Disability Trampolining and You Can Bike Too

· Children’s Holiday Camps
1.8. Brief


1.8.1. The staff within your organisation nominated for this work must be of a status appropriate to this type of work, suitably qualified and experienced, with a thorough knowledge of the Sports Development Project planning and delivery within the public sector, including current regulations.  


1.8.2. The purpose of this brief is to deliver the current sports development projects on behalf of SCDC. The brief is for a minimum period of three years, subject to annually approved budgets. The brief may be extended by mutual consent for up to three further years. The projects are subject to monthly monitor and review meetings as well as an annual review of performance and agreement on the work plan for the following year. SCDC is seeking a coordinator who can help develop our sports development programme through continual improvement and partnership working. Suitably qualified and experienced companies, organisations and individuals are invited to submit their proposals for delivery of these projects.

1.8.3. The total maximum for the coordinators role is £25,000 (includes expenses and travel) Budgets are subject to review at each financial year and no guarantees can be provided from the Council of the budget levels or the continuation during the three-year term. Therefore, the contract will contain a break clause each year and the continuation will be subject to the budget and agreement by the Council and the coordinator. 

1.8.4. SCDC will expect a named person to take up the coordinating role of the projects below. A hot desk will be provided at their Cambourne Offices. 

1.8.5. The following in-house support will be available:

· Desk, computer and access to a printer/copier
· Telephone and postal services

· Basic graphic design and bulk copying

· Admin support (hours to be agreed)

1.8.6. The budget available has been divided up in to two different areas:

· Direct cost of Coordinator role (see 1.8.3)

· Project delivery costs (sports coaches, facility hire, external graphics/printing and promotion (see 1.12)

1.8.7. One named Coordinator is required to oversee all the projects. 

1.8.8. SCDC requires the applicant to present proposals for the delivery of the projects, with details of how the Coordinator will deliver the individual aspects of each area including the time and costs for this work.

1.8.9. The projects are outlined below and we welcome your proposals for their delivery, which offer the Council and its residents the maximum benefit. The projects may change by mutual consent and other ideas and projects may be developed over time which will help support the Council’s other priorities. The Coordinator will have the opportunity to contribute to these plans, through the review process.

1.8.10. SCDC will remain in control of the project delivery costs and process payments in agreement with the named Coordinator.

1.9. The Projects

1.9.1. The table below outlines the current projects and the service action they support. It gives approximate hours for each project based on the work required to deliver them at present. The projects are flexible to meet demand and priorities and where indicated, alternative delivery projects can be suggested but a transition plan for current projects will need to be submitted alongside proposals.

	Project
	Service action the project supports
	Delivery

	Paddleboarding

This is a core project which SCDC has committed to and wants to continue, aiming to be profit making in the future.
	- Support development of community-led activities for older children

- Increase participation and engagement in community groups to create social networks and reduce isolation and loneliness

- Target business parks as “business communities” for health promotion activities
	Approx. 350 hours to be spent developing this project at Milton Country Park and beyond. Building on what has been achieved so far. Current programme can be seen at: https://www.scambs.gov.uk/content/paddle-boarding-2015-0 

A business plan should show how this project can be developed into a sustainable project generating a profit. Plans can include widening the reach of the programme to other venues in South Cambs along with other ideas.
£6,460 income was generated in 2015/16 and we would want to increase this in 2016/17 plus look at increasing profit margins.

Any sessions delivered by the coordinator will be paid for at SCDC’s instructor rate and be a cost deducted from the projects income.

	Active and Healthy For Life (A&H4L)
This is a core project SCDC is committed to delivering at present.
	- Focus on prevention & early intervention to prevent crises, particularly for vulnerable groups

- Reduce falls in elderly as a key trigger for accessing social care services
	This project is led by a Development Officer at SCDC. Approx. 350 hours is required to support this scheme working with instructors and sports centres to establish better reporting, budgeting, delivery and management. Establishing links with GPS and Health professionals. Develop the scheme to increase numbers and report to management on progress and KPIs. More information can be found here: https://www.scambs.gov.uk/active 

	Children’s holiday camps The contractor is not limited to the sports camps already offered. Proposals are welcomed for new activities to meet the service actions as long as the number and frequency is not reduced. We wish to develop these activities further.
	Build improved links and information sharing with South Cambridgeshire primary and secondary schools

Prevention & early intervention with children aged 0-11 to support improved emotional wellbeing and mental health to ensure they are “fit to learn”

Support development of community-led activities for older children
	Approx. 100 hours to further develop the programme currently offered to increase the income and profit to the council.

We currently run holiday camps in Netball, Athletics, Rounders and disability golf at Easter, Summer and October Half term. We generated an income of £11,437 in 2015/16 from these and a business plan needs to include ideas to develop these to bring in more income and profit. Current details can be found here:

https://www.scambs.gov.uk/content/childrens-holiday-camps 

Coordinator administration costs of the current camps are paid from the income generated (by separate invoice). There is support at SCDC for administration and an online booking system is in development. We would expect to see the cost of administering the camps reducing in the future.

Any camps attended by the Coordinator will be paid for at SCDC’s  instructor rate and be a cost deducted from the projects income

	There are approx. 288 flexible hours available to deliver the following projects: 

	Parklife This is the Councils main summer event which has to be delivered
	- Support development of community-led activities for older children 

- Increase participation and engagement in community groups to create social networks and reduce isolation and loneliness
	Support the delivery of water sports at the annual event working with the Development Officer project managing the event. Bookings, Health and Safety and logistics will all need to be part of the role. More information on what is delivered at the event can be found here: https://www.scambs.gov.uk/parklife 

	Community led projects We welcome proposals for projects to meet the service actions but will not limit the contractor to those projects already running
	- Increase participation and engagement in community groups to create social networks and reduce isolation and loneliness 

- Target business parks as “business communities” for health promotion activities 


	Support SCDC Development Officers (DO) to set up new sessions within their locality patches. This will be community led, with requests via the DOs and will depend on time and budget available. Each DO to have their own patch budget for these activities. Projects set up to date in include: W4F, R4F, B4F, WTN, Adult Try, Older adult activities, You can bike too and IVC trampolining club. More information can be found here: https://www.scambs.gov.uk/services/activities
Impington Village College Trampolining club is a club for disabled youngsters run by IVC and overseen by the Coordinator. An income is generated but the project is subsidised by SCDC. Any proposals to develop this would be welcomed. 

SCDC supports the You Can Bike Too project at Milton Country Park and the Coordinator role would be expected to continue to support the group with development and publicity.



	Netball League We welcome proposals for projects to meet the service action but will not limit the contractor to the project already running
	Increase participation and engagement in community groups to create social networks and reduce isolation and loneliness
	Continue to run this adult friendly league as an exit route for all WTN groups and other social netball groups. 

More information can be found here: https://www.scambs.gov.uk/content/women-try-netball 

Groups pay an entry fee and this helps to cover the costs.

	Indoor athletics plus event

	Build improved links and information sharing with South Cambridgeshire primary and secondary schools

Prevention & early intervention with children aged 0-11 to support improved emotional wellbeing and mental health to ensure they are “fit to learn”

Support development of community-led activities for older children


	Organise and deliver an indoor athletics event for around 9 special schools/100 children.

	Outdoor athletics plus event
	
	Organise and deliver an outdoor athletics event for around 12 special schools/120 children.


1.9.2. The Coordinator role 
The Coordinator should have a minimum of 3 years experience in sports development and project delivery. The named Coordinator should be the main contact for SCDC and responsible for:

· Having/building an understanding of, and good working relationships with, key partners

· Booking adequate facilities to serve the purpose of the planned activity

· Health and safety checks/risk assessments

· Budget planning and management of invoices and payments for project delivery 

· The handling of incoming bookings and income (if applicable)  

· Provision of registers and adequate information to all staff leading sessions

· The appointment/selection and management of instructors/coaches

· Leading on promotion and marketing of each project

· Respond to timescales for promotion of activities in the Council’s quarterly magazine  

· Data collection in accordance with SCDC’s current monitoring system

· Quarterly monitoring reports, including budgets and lessons learnt 

· Monthly and annual review meetings with the main SCDC Officer
· Preparation of a draft annual plan, identifying areas for improvement for the following year
· Overseeing and attending events/activities.

Essential Skills required
· Excellent communication skills, written, oral and face to face

· Experience presenting to large groups of people of all ages

· Marketing and sales experience

· Good IT skills

· Experience of running events and tournaments
· Income collection and on-site evaluation 
1.9.3. Coordinator Qualifications
The Coordinator will require the following qualifications as a minimum. Any additional qualifications may be considered beneficial If they can be linked to development of a project:


	Netball
	Minimum Level 2 (Ideally Level 3) including Umpire qualification
	Ideally the Coordinator will have professional membership to governing bodies of these sports.

	Athletics
	Minimum Level 2 
	

	Rounders
	Minimum Level 2
	

	Paddle boarding
	Minimum BSUPA Level 1
	

	Active and Healthy for Life
	Level 3 Personal Trainer/Gym Instructor including REPs membership (Nice to have Level 3 GP Referral)
	

	Running, Walking, Cycling
	It would be preferable to have a qualification in these sports
	


1.9.4. Key Performance Measures
In addition to 1.9.2, the following data must be collected and will be used to monitor performance of the contract and Coordinator:

· Numbers of participants at each session/event (split by gender and age where applicable)

· Income and expenditure breakdowns for all activities/projects

· For A&H4L, 100% compliance of sports centres following the operating standards, 100% use of the computer system by instructors to ensure data monitoring, Records of instructor qualifications and insurances/H&S all up to date and active involvement in delivering the projects action plan.
· Annual increase in income and profits generated. Targets to be agreed.

1.9.5. The Council’s role
The main contact at SCDC will be the Programme Manager. This Officer will provide the Coordinator with the following support:

· Manage the contract and work with the Coordinator to develop and improve the service.

· Provide contact details of partners, key individuals and sport facility managers if required

· Authorise the payment of invoices for project delivery 

· Attendance at monthly and annual review meetings

· Set out clear data collection criteria

· Respond to quarterly monitoring reports

· Help promote activities where possible, subject to resources and staff time

· Provide link with SCDC Elected Members 

1.10. Quality Assurance 
All projects will be delivered in accordance with SCDC Standards in terms of recruitment and employment of coaches and other staff. All staff must be suitably qualified and experienced in accordance with SCDC and any Governing Body guidelines and all references will be properly checked. Coaches and staff working with children and vulnerable adults will be DBS checked.  

1.10.1. The Coordinator will be responsible for all health and safety checks and risk assessment for each activity and venue.

1.10.2. All complaints will be dealt with by the Coordinator but will be reported to SCDC.


1.11. Proposals
Tender proposals should include:
· Details on the structure of your organisation and your track record in supplying this type of work, including experience of good partnership working.
· Proposals on how you would deliver the brief within the timescales and budget including a breakdown of the Coordinators role.

· Details of the project coordinator including a description of previous relevant experience, qualifications, availability and interests.
· Insurance cover details.

· Risk management plan, including a plan for continuity of service delivery if the Coordinator is ill or moves to another post.

· Health and Safety plan showing what systems are in place to maintain safety.
1.12. Budgets


1.12.1. The project delivery budget available is £12,360 broken down as follows:

· Impington Trampolining Club £1000

· Indoor Athletics £120

· Outdoor Athletics £250 
· Disability Golf Camps £250

· Women’s Netball League £400

· Active and Healthy for Life £8,340

· Paddleboarding £2,000
SCDC will remain in control of the project delivery costs and process payments in agreement with the named Coordinator. This budget breakdown is flexible to meet the requirements of the projects and any changes can be discussed and agreed with the Programme Manager.


1.13. Meetings

1.13.1. The detail of the projects will be discussed at the first ‘inception’ meeting with SCDC Officers. Monthly meetings will then be required to monitor the progress of each project.


1.14. Management

1.14.1. The Coordinator will be required to attend meetings with the nominated SCDC officer from the Sustainable Communities and Partnerships Team as relevant to delivery of the contract.

1.14.2. The Coordinator will be expected to project manage the process to ensure that the timescales are adhered to in order to meet the requirements of the listed projects in this brief.


1.14.3. The Coordinator will arrange all necessary meetings with officers in order to complete all activities to meet the requirements of this assignment. 


1.15. Timescale


1.15.1. SCDC is seeking final Tender submissions by (11 March 2016) no later than (13:00 Hours).

1.15.2. It is intended that the successful Coordinator will be appointed by 31 March 2016 and the contract will commence on 1 April 2016. 


1.15.3. Price/payment

1.15.4. Tenders should be for year one of the contract and should include all resources required to Coordinate the projects (within this brief) to a satisfactory standard. 


1.15.5. Tenders should be inclusive of the costs of travelling, subsistence and other expenses.


1.15.6. Regular payments for the work will be made at key stages (milestones) as negotiated with the successful Coordinator, following the submission of an account showing a breakdown of expenditure.


1.16. Specialist Contract Terms


1.16.1. The Coordinator will conform and comply with the Council’s Contract Regulations and Financial Regulations in the course of their work for the Council.  The Coordinator will make sure that the OJEU procedure is sufficient to meet the current regulations and requirements (including with the Remedies Directive).  The Coordinator will cross check these with the Council’s Procurement Officer or Legal service and make any amendments necessary to ensure compliance.


1.16.2. The Coordinator will ensure that all activities are covered by suitable insurances for:

· Public liability

· Employer’s liability

SCDC requires the Coordinator to hold Professional indemnity and Events Organisation insurance for which it will pay the annual premium up to a maximum of £1,000.


1.16.3. A break clause will be inserted into the contract and at the end of year the budgets relating to the Coordinator role will be assessed. If the budget is insufficient to cover the scope of the work then:

a. Either or both of parties can agree to discontinue the contract with 30 days notice.

b. Both parties can agree to restructure the work programme, reduce the work or providing the work is of a similar nature include additional work with alternative budget provision.


1.16.4. The Contractor will ensure that the Coordinator and all relevant staff have a current, valid DBS check. 


1.16.5. Whilst the Council will supply assistance as necessary, liability will rest with the Coordinator to ensure that they carry out the entire procurement process correctly.  

1.16.6. SCDC is asking for you to complete the Tender documents and return it by (11 March 2016) no later than (13:00 Hours).

1.16.7. Firm dates are shown in bold, others are indicative:


Procurement Timetable Tender Stage 

	Key Stage
	Guideline Date

	Formal Tender Documents prepared and issued to all shortlisted organisations
	(24 February 2016)

	Final Date for Tender return 
	(11 March 2016) no later than (13:00 Hours)

	Evaluation of Tenders completed and shortlist compiled of organisations to be invited to Interview
	14 March 2016

	Interview with shortlisted companies (only if required)
	16 March 2016


	Award confirmation (subject to completion of the mandatory standstill period) No later than
	31 March 2016

	Contract commencement 
	1 April 2016


2. Instructions to Bidders


2.1. Compliance with Instructions


2.1.1. Tenders submitted shall be in accordance with and subject to the terms of these instructions and other documents comprising the Invitation to Tender (ITT).


2.1.2. Tenders not complying (or which cannot properly be rendered compliant) with any mandatory requirement will be rejected.  A mandatory requirement is indicated by the word “shall” or “must”.


2.1.3. Any queries about the Tender documents or Form of Tender that may affect the preparation of the Tender shall be raised without delay (preferably in writing) with the Contact Officer.  If SCDC considers a query may have a material effect on the Quoting process, all Bidders will be notified at the same time in writing and without delay.


2.1.4. SCDC is seeking offers by issuing this Invitation to Tender following advertisement.


2.1.5. This Invitation to Tender does not constitute an offer and SCDC does not undertake to accept any Tender.  SCDC reserves the right to accept any part of any Tender.


2.1.6. SCDC will not reimburse any Quoting costs and/or expenses.


2.2. Confidential Nature of Tender Documentation and Tenders / Tenders and Freedom of Information and Data Protection


2.2.1. Bidders shall not discuss the Tender they intend to make other than with professional advisers or joint Bidders who need to be consulted.  Tenders shall not be canvassed for acceptance or discussed with the media or any other Bidder or any Member or officer of SCDC or any individual representing SCDC.


2.2.2. Bidders shall not canvass support or preferred use of their company with the media or any other Bidder or any Member or officer of SCDC or any individual representing SCDC.  
 

2.2.3. If a Bidder does not comply with paragraphs 2.2.1 or 2.2.2, SCDC will reject the Tender and may decide not to invite the Bidder to Tender for any future work. 


2.2.4. The Bidder acknowledges that SCDC is subject to the requirements of the Freedom of Information Act 2000 and/or the Environmental Information Regulations 2004 and any subordinate legislation made under them from time to time together with any guidance and/or codes of practice and/or decisions issued by the Information Commissioner or any other competent body (the “Information Legislation”). The Bidder shall assist and cooperate with SCDC (at the Bidder’s expense) to enable SCDC to comply with the information disclosure requirements should the Bidder be required to do so. SCDC shall be responsible for determining at its absolute discretion whether any information is exempt from disclosure under the provisions of the Information Legislation. 


2.2.5. Where applicable, the Bidder shall (and shall procure that any person (e.g. a sub-contractor or consultant or professional adviser) involved in this Tender) be registered under the Data Protection Act 1998 (“DPA”) and observe all their obligations under the DPA which arise in connection with this Tender.  Where the Bidder is processing personal data (as defined by the DPA) as a data processor for or in relation to SCDC the Bidder shall ensure that it has in place appropriate technical and organisational measures to ensure the security of the personal data (and to guard against unauthorised or unlawful processing of the personal data and against accidental loss or destruction of, or damage to, the personal data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA.  From time to time SCDC may require the Bidder to provide SCDC with such information as SCDC may reasonably require in order to satisfy itself that the Contractor is complying with its obligations under the DPA and the Bidder shall promptly notify SCDC in writing of any breach of the measures required to be put in place by this Invitation to Tender. 


2.3. Preparation of Tender 


2.3.1. If SCDC considers that a cover price (i.e. a Tender that is not intended to be considered seriously) has been submitted, SCDC may reject the Tender and may decide not to invite the Bidder to Tender for future work.  Please note that local authorities are encouraged to report any evidence of price fixing arrangements.
 

2.3.2. Where SCDC regards an amendment to the original Tender documents as significant, an extension of the closing date may, at the discretion of SCDC, be given to all Bidders.


2.3.3. Tenders must not be qualified, conditional or accompanied by statement that might be construed as rendering the Tender equivocal.  Only unqualified, unconditional Tenders will be considered.  SCDC’s decision as to whether or not a Tender is in an acceptable form will be final. 


2.3.4. No alteration or addition shall be made to the Form of Tender, pricing schedules or any part of the Invitation to Tender except where expressly allowed or as provided in the paragraph below. 
 

2.3.5. Bidders must obtain for themselves all information necessary for the preparation of their Tender and satisfy themselves that the quality and standards specified by themselves or SCDC are appropriate.  Information supplied to Bidders by SCDC or contained in SCDC publications is supplied only for general guidance in the preparation of the Tender.  Bidders must satisfy themselves as to the accuracy of any such information and no responsibility is accepted (or warranty given) by SCDC for any loss or damages of whatever kind and howsoever caused arising from the use by Bidders of such information.


2.3.6. It is the responsibility of the bidder to make sure that they have understood the contract documents and that they complete them correctly. The bidder must seek clarification if they do not understand. The Council bears no responsibility for contract documents that are returned and completed incorrectly. 


2.3.7. Tenders and supporting documents shall be in English and any contract subsequently entered into and its formation, interpretation and performance shall be subject to and in accordance with the law of England and subject to the exclusive jurisdiction of the English Courts.
 

2.3.8. The Council’s General Conditions of Contract for Professional Services are included in Section 3 and form part of this ITT.  

2.3.9. SCDC shall be entitled to assign, novate or otherwise dispose of its rights and obligations under this proposed contract or any part thereof to any contracting authority, private sector body or any other body established under statute provided that any such assignment, novation or other disposal shall not increase the burden of the contractor’s obligations under this proposed contract.
 

2.3.10. SCDC shall be entitled to disclose to any transferee any confidential information of the contractor which relates to the performance of the proposed contract by the contractor.  In such circumstances SCDC shall authorise the transferee to use such confidential information only for purposes relating to the performance of the proposed contract and for no other purposes and shall take all reasonable steps to ensure that the transferee accepts an obligation of confidence.


2.3.11. Any queries about any terms should be raised and agreed with the Contact Officer prior to Tender submission.  Proposing amendments to the contract in the Tender may lead to rejection of the Tender.  Bidders may state any amendments to the terms, which they consider necessary to clarify the basis of their Tender in their response to the contract documents contained in Section 3.

2.4. Submission of Tender


2.4.1. SCDC would like 1 hardcopy of the Tender documents.

2.4.2. Requirements for submission of information:

(
All submissions shall be made on the Form of Tender (Section 4) and be accompanied by the Response to the Questionnaire (Section 5).  Only information relating to the Tender should be submitted unless otherwise requested.  Every item shall be priced in sterling and the submission totalled.

(
All prices submitted must be in Great British Pounds. Any prices submitted or Tenders made shall be made on the basis that VAT is excluded.


· Only one bid must be submitted from your organisation for this work. The bid should be clearly written in the Form of Tender. 

(
In order to evaluate the Tender, all Part B documents will need to be completed and delivered to SCDC.

(
Tenders are to be delivered to the following address: 
The Reception Desk, 
South Cambridgeshire District Council, 
South Cambridgeshire Hall,
Cambourne Business Park, 
Cambourne, 
Cambridge, 
CB23 6EA.

by (11 March 2016) no later than (13:00 Hours).

Unfortunately the Council is unable to accept electronic copies by e-mail/fax.  Please make sure that your copies are delivered to the Council by post/hand.

2.4.3. If there appears to be an error in a submission or supporting information the Bidder will be invited to confirm or withdraw its Tender.  Where the error relates to the Tender total as calculated from Tendered rates and variable quantities, the Tender will be regarded as the Tender total Tender and the rate adjusted accordingly.  The Bidder will be invited to confirm or withdraw the Tender and resulting rate.


2.4.4. The form of Tender shall be submitted by the organisation, which it is proposed will enter into a formal contract with SCDC if awarded the contract.  It shall be signed by persons authorised to submit Tenders and make contracts for the Bidder, which is normally: 

· Where the Bidder is a single operator then the single operator signs;

· Where the Bidder is a partnership, by two (2) duly authorised partners;

· Where the Bidder is a company, by two (2) directors or by a director and the secretary of the company, such persons being duly authorised for that purpose;

· Where the Bidder is a limited liability partnership, two (2) duly authorised members.


2.4.5. All Tender documentation issued to enable the Bidder to submit a Tender shall be returned with that Tender.

2.5. Scoring of Tender submissions


2.5.1. Award will be based on the most economically advantageous bid received, where Price offered accounts for 30% of the overall score, with Quality accounting for 70%.


2.5.2. The evaluation scheme is described below. Bidders’ responses to the method statements will be scored out of a possible maximum of 5 marks. High marks will be awarded (where appropriate) for a response supported by the use of relevant examples of similar contracts or examples relating to the demonstration or reference sites.



Award Criteria Table

	Evaluation Criteria
	Percentage
	Relating to question

	Quality, 

of which:
	70%
	

	Understanding of the brief and Proposals to undertake and complete the services required to meet the requirements of the Invitation to Tender
	20%
	

5.1

	Timetable and Project Management proposals (Ability to deliver the brief within the timescales Section 4.3.3)
	20%
	5.2

	Proposals to resource the project
	15%
	5.3

	Experiences and References 
	15%
	5.5

Note 50% of these marks will be awarded where bidders demonstrate previous work in this field.

50% of the marks will be awarded for the results following a reference check.

	Cost
	30%
	Detailed information on the calculation of the cost score.
The costs relating to the Coordinator role will be used to score this tender.

Costs will be scored by taking the 1 year fixed annual cost and multiplying it by the duration of the contract term (3 years).

The lowest 3 year cost will be awarded 30% of the marks. 

All other costs will be divided in to the lowest 3 year cost and multiplied by 30% to provide their score.

Working example: 
Lowest score £100
Score for comparison £200
Lowest score divided by the comparison score multiplied by 30 = % score 
£100/£200 x 30 = 15% of the marks.

	It is unlikely that the Council will interview candidates.  However should interviews be held then it is expected that the number of contractors invited to interview is unlikely to exceed 2.

Contractors invited to interview will be assessed and their tenders scores reviewed on clarification and any necessary amendments will be made after assessment.


2.6. Evaluation


2.6.1. Evaluation of the Tenders received will be carried out jointly by a panel of officers from SCDC.

2.6.2. SCDC is looking for the most competitively advantageous Tender and not necessarily the cheapest. It reserves the right to award on the basis of quality, knowledge and experience.


2.6.3. SCDC also reserves the right to not to award this contract or to award the contract to more than one Bidder if it deems it is in the best interests of the project. Bidders would be consulted prior to a decision of this nature being reached.
 

2.6.4. If there appears to be an error in a submission or supporting information the Tenderor will be invited to confirm or withdraw its Tender.  Where the error relates to the tender total as calculated from tendered rates and variable quantities, the Tender will be regarded as the tender total Tender and the rate adjusted accordingly.  The tenderor will be invited to confirm or withdraw the Tender and resulting rate.


2.6.5. Bids that exceed the budgeted figure will not be accepted.


2.7. Award Process


2.7.1. SCDC expects to decide award of contract within 14 days of the closing date for submission of Tenders.  Tenders shall remain open for acceptance for a minimum period of 90 days from the closing date for submission of Tenders.


2.7.2. SCDC may, if necessary, extend the 14 day period for completing the award process.
 

2.7.3. Bidders will be notified simultaneously and as soon as possible of any decision made by SCDC during the Tender process, including award.  When SCDC has evaluated the Tenders, it will notify all Bidders about the intended award.


2.7.4. SCDC is happy to debrief all those who have bid, about the characteristics and relative advantages of the leading Bidder.  Such details may also be stated in any published contract award notice.


2.7.5. Acceptance of the Tender by SCDC shall be in writing and shall be communicated to the Bidder.  Upon such acceptance the Contract shall be constituted and become binding on both parties and, notwithstanding that, the Contractor shall upon request of SCDC execute a formal contract in the form contained in the Contract Documents.


2.7.6. Bidders must not undertake work without written notification that they have been awarded the contract and are required to start work.  This is usually after the Contract Documents have been executed.


2.7.7. SCDC reserves the right in exceptional circumstances and after the opening of Tenders to enter into discussion with any Bidder.
 

2.7.8. SCDC also reserves the right to enter into post-Tender clarification or negotiations.


2.8. Warranties
 

2.8.1. In submitting its Tender, the Bidder warrants, represents and undertakes to SCDC that:

· All information, representations and other matters of fact communicated (whether in writing or otherwise) to SCDC by the Bidder, its staff or agents in connection with or arising out of the Tender are true, complete and accurate in all respects, both as at the date communicated and as at the date of Tender submission;

· It has made it own investigations and research and has satisfied itself in respect of all matters (whether actual or contingent) relating to the Tender and that it has not submitted the Tender and will not be entering into the contract (if the same be awarded to the Bidder by SCDC) in reliance upon any information, representation or assumption which may have been made by or on behalf of SCDC;


· It has full power and authority to enter into the contract and perform the obligations specified in the Contract Documents and will, if required, produce evidence of such to SCDC;


· It is of sound financial standing and has and will have sufficient working capital, skilled staff, equipment and other resources available to it to perform the obligations specified in the Contract Documents; and


· It will not at any time during the duration of the contract or at any time thereafter claim or seek to enforce for the purposes of this contract, any lien, charge, or other encumbrance over property of what nature owned or controlled by SCDC and which is for the time being in the possession of the Bidder.

· It shall provide, and include in the Tender for, all resources necessary for the completion of the Contract.  This is to include, though not exclusively, all personnel, materials, overheads and expenses.

3. General Conditions of Contract for Professional Services

GP.1
DEFINITIONS AND INTERPRETATION
In these Conditions (to be referred as "the General Conditions"), except where the context otherwise requires, the following expressions shall have the meanings hereby ascribed to them:

GP.1.1
“Authority” shall mean South Cambridgeshire District Council (“SCDC”).

GP.1.2
“Authority Data


(a)
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, and which are:



(i)
supplied to the Contractor by or on behalf of the Authority; or  



(ii)
which the Contractor is required to generate, process, store or transmit pursuant to this Contract; or 


(b)
any personal data for which the Authority is the Data Controller.

GP.1.3
“Authority’s Premises” means the location where the services are to be supplied, as set out in the Schedule.

GP.1.4
"Authorised Officer" means the Officer defined in Condition GP.3.

GP.1.5
"Schedule of Prices" means the list of items and volumes upon which the Contractor's bid was based.

GP.1.6
"Commencement date" means the date stated in the Schedule or otherwise agreed in writing between the parties to be the commencement date for the provision of the Service by the Contractor.

GP.1.7
“Commercially Sensitive Information” means the information relating to the Contractor, its intellectual property rights or its business or which the Contractor has indicated to the Authority that, if disclosed by the Authority, would cause the Contractor significant commercial disadvantage or material financial loss.

GP.1.8
"Conditions" means these General Conditions and any modification thereof duly made in accordance with these Conditions and the Special Conditions as may be agreed together with all provisions and/or Schedule of Prices incorporated therein.

GP.1.9
"Contract" means the Agreement entered into between the Authority and the Contractor embodying the Conditions [the Contractor's bid and Authority's acceptance thereof] and any other documents listed in the Schedule.

GP.1.10 
“Contractor's Confidential Information” means any information, however it is conveyed, that relates to the business, affairs, developments, trade secrets, know-how, personnel and suppliers of the Contractor, including IPRs, together with all information derived from the above, and any other information clearly designated as being confidential (whether or not it is marked as "confidential") or which ought reasonably to be considered to be confidential, including Commercially Sensitive Information.

GP.1.11
"Contract Manager" means the representative of the Contractor appointed pursuant to Condition GP.7.2.

GP.1.12
"Contract Period" and "Contract Sum" mean the period and amount stated in the Schedule.

GP.1.13
"Contract Standard" means such standard as complies in each and every respect with all relevant provisions of the contract and where no criteria are stated in the Contract the standard is to be to the reasonable satisfaction of the Authorised Officer and may incorporate, if stated in the Special Conditions, appropriate standards of relevant professional bodies.

GP.1.14 
“Crown”  means the government of the United Kingdom (including the Northern Ireland Assembly and Executive Committee, the Scottish Executive and the National Assembly for Wales), including, but not limited to, government ministers and government departments and particular bodies, persons and government agencies.

GP.1.15
 “Crown Body” means any department, office or agency of the Crown.

GP.1.16 
“Data Controller” shall have the same meaning as set out in the Data Protection Act 1998.

GP.1.17
“Data Processor” shall have the same meaning as set out in the Data Protection Act 1998.

GP.1.18
“Data Protection Legislation” means  the Data Protection Act 1998, the EU Data Protection Directive 95/46/EC, the Regulation of Investigatory Powers Act 2000, the Telecommunications (Lawful Business Practice) (Interception of Communications) Regulations 2000 (SI 2000/2699), the Electronic Communications Data Protection Directive 2002/58/EC, the Privacy and Electronic Communications (EC Directive) Regulations 2003 and all applicable laws and regulations relating to processing of personal data and privacy, including where applicable the guidance and codes of practice issued by the Information Commissioner.

GP.1.19
“Data Subject” shall have the same meaning as set out in the Data Protection Act 1998.

GP.1.20
"Day" means any day of the week including Saturday but not any Sunday or Bank Holiday.

GP.1.21
“Environmental Information Regulations” means  the Environmental Information Regulations 2004 together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations.

GP.1.22
“FOIA” means the Freedom of Information Act 2000, and any subordinate legislation made under the Act from time to time, together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such legislation.

GP.1.23
“Information” has the meaning given under section 84 of FOIA.

GP.1.24
“Insurances” means  all or any of the insurances required to be maintained by the Contractor pursuant to this  Contract  as set out in Schedule (Insurance Requirements).

GP.1.25
“Key Personnel” means those persons named in the Schedule as being key personnel.

GP.1.26
“Process”  has the meaning given to it under the Data Protection Legislation but, for the purposes of this Contract, it shall include both manual and automatic processing.

GP.1.27
“Quality Standards”  means the quality standards published by BSI British Standards, the National Standards Body of the United Kingdom, the International Organisation for Standardization or other reputable or equivalent body, (and their successor bodies) that a skilled and experienced operator in the same type of industry or business sector as the Contractor would reasonably and ordinarily be expected to comply with, and as may be further detailed in the Schedule.

GP.1.28
“Request for Information” means  a request for information or an apparent request under the Code of Practice on Access to Government Information, FOIA or the Environmental Information Regulations.

GP.1.29
"Schedule" means the Schedule hereto.

GP.1.30
"Service" means the description of the Service referred to in the Special Conditions and any modification thereof or addition thereto as may from time to time be furnished or approved in writing by the Authorised Officer.

GP.1.31
“Sites” means any premises from which the Services are provided or from which the Contractor manages, organises or otherwise directs the provision or the use of the Services.

GP.1.32
“Specification” means the description of the Services to be supplied under the Contract as set out in the Schedule and the Quality Standards.

GP.1.33
“Staff”  means all persons employed by the Contractor to perform its obligations under the Contract together with the Contractor's servants, agents, suppliers and Sub-Contractors used in the performance of its obligations under the Contract.

GP.1.34
“Sub-Contract” means any contract or agreement or proposed contract or agreement between the Contractor and any third party whereby that third party agrees to provide to the Contractor the Services or any part thereof or facilities or services necessary for the provision of the Services or any part thereof or necessary for the management, direction or control of the Services or any part thereof.

GP.1.35
The Contract shall be governed by and constructed in accordance with English Law.

GP.1.36
A reference to any Act of Parliament, or to any Order, Regulation, Directive Statutory Instrument, or the like shall include a reference to any amendment or re‑enactment of the same.
GP.1.37
Words importing the masculine gender include the feminine and neuter gender; words in the singular include the plural and vice versa and words importing individuals shall be treated as importing corporations and vice versa.

GP.1.38
Condition headings and notes are for ease of reference only and shall not affect construction of the Contract.

GP.2
FORM OF CONTRACT
GP.2.1
Sufficiency of Information:  The Contractor shall be deemed to have satisfied himself as to the accuracy and sufficiency of the rate(s) and price(s) stated by him in his Bid and this Contract which shall (except in so far as it is otherwise provided in the Contract) cover all his obligations under the Contract, and shall be deemed to have obtained for himself all necessary information as to risks, contingencies and/or any other circumstances which might reasonably influence or affect the Bid and his performance of the Contract.
GP.2.2
Documents Mutually Explanatory:  Except as otherwise expressly provided, the several documents comprising the Contract are to be taken as mutually explanatory of one another and in case of ambiguities or discrepancies, the same shall be explained and adjusted by the Authorised Officer who shall thereupon issue to the Contractor appropriate instructions in writing and the Contractor shall carry out and be bound by such instructions.  Any adjustment to the Service arising therefrom shall be subject to Condition GP.4.5.

GP.2.3
Variation of Conditions: Notwithstanding any other of these Conditions, no deletion from, addition to, or variation of the Conditions shall be valid of or any effect unless agreed in writing and signed by the parties.

GP.2.4
Inconsistencies: Where there is any inconsistency between these Conditions and any provision in any other Contract document, these Conditions shall prevail PROVIDED THAT any Special Condition may be expressed to take effect so as to vary these general conditions in any manner.

GP.2.5
Copyright:  Copyright in the documents comprising the Contract shall vest in the Authority but the Contractor may obtain or make at his own expense further copies required for use by him in performing the Contract.  Copyright of any documents originating from the Authority shall reside solely with the Authority.

GP 2.6
Third Party Rights: Notwithstanding anything in this Contract to the contrary, no person or entity shall have any rights in relation to this Contract, whether as third parties under the Contracts (Rights of Third Parties) Act 1999 or otherwise, except the parties hereto

GP.2.7
Standing Orders: The Contract shall be subject to the Standing Orders of the Authority current at the date of the Contract, a copy of which may be seen by arrangement.

GP.3
AUTHORISED OFFICER
GP.3.1
The Authorised Officer shall be the person named in the Schedule or in default of appointment the Chief Officer of the relevant Department of the Authority or such representative appointed by the Authority to act in the name of the Authority for the purposes of the Contract.

GP.3.2
The Authority shall forthwith give notice in writing to the Contractor of the replacement of the Authorised Officer or if any person ceases to be the Authorised Officer.

GP.3.3
From time to time the Authorised Officer may appoint one or more representatives to act for the Authorised Officer generally or for specified purposes or periods.  Immediately any such appointment is made, the Authorised Officer shall give written notice thereof to the Contractor.

GP.4
MODIFICATIONS
The Authorised Officer shall be entitled to issue to the Contractor instructions in writing requiring the Contractor to do all or any of the following: ‑

GP.4.1
To omit or to cease to provide any part of the Service for such period or periods as the Authorised Officer may determine, which period or periods may be of either a temporary or permanent nature.

GP.4.2
To provide the Service or any part thereof in such manner as the Authorised Officer may reasonably require except that Condition GP.4.5 shall not apply regarding a requirement to provide the Service to the Contract Standard.
GP.4.3
To provide such services additional to the Service as the Authorised Officer may reasonably require, provided that such additional services shall be the same as or similar to the Service in which case the appropriate contract rate shall apply to such additional services if the contract prices are based upon a Schedule of Rates or Prices, not a single Contract Sum.

GP.4.4
Permanently to vary the Service.

GP.4.5
The valuation of modifications pursuant to this Condition shall be ascertained by the Authorised Officer in accordance with the following provisions:


GP.4.5.1
Where any part of the Service is required to be omitted or ceased to be provided the rates and prices contained in any Schedule of Prices shall determine the ascertainment of the value of the part and, in the case of a single Contract Sum, a fair proportion to be assessed after consultation with the Contractor.


GP.4.5.2
Where work is of a similar character to and is executed under similar conditions as work in the Specification or other Contract documents the rates and prices for the work contained in any Schedule of Prices shall determine the ascertainment.


GP.4.5.3
Where work is not of a similar character to or not executed under similar conditions to work set out in the Specification or other Contract documents the ascertainment shall be made at fair rates and prices having due regard where applicable to the rates and prices contained in any Schedule of Prices.

GP.5
GUARANTEE
If the Contractor is a subsidiary company within the meaning of section 736 and 736A of the Companies Act 1985 it shall provide a Guarantee by its holding company or companies (as defined in the said section 736) to secure the due performance by the Contractor of its obligations to the Authority.

GP.6
CONTRACTOR'S OBLIGATIONS
GP.6.1
The Contractor shall exercise reasonable skill and care in providing the Service (and any modifications thereof authorised under the Conditions) and shall comply with the Contract Standard to the reasonable satisfaction of the Authorised Officer.

GP.6.2
The Contractor shall at all times during the Contract Period allow such persons as shall be nominated from time to time by the Authorised Officer access to all locations where the Contractor shall be providing or preparing for the provision of the Service for the purpose of inspecting the work being performed pursuant to the Contract and the office, security, employee management, data protection and money handling controls, systems and procedures used by the Contractor and records and documents in the possession of the Contractor in connection with such work

GP.6.3
If in relation to any access under GP.6.2. the Authorised Officer (after consultation with the Contractor and any Internal or External Auditors) is of the opinion that changes need to be made to the Contractor’s financial controls, administrative procedures, systems or operational arrangements in relation only to the provision of the Service, those changes required and detailed by the Authorised Officer shall be made by the Contractor within such period or periods as the Authorised Officer shall notify to the Contractor in writing

GP.6.4.
The Contractor shall provide the Authority with all relevant information reasonably necessary for the Authority itself to provide information in respect of the Service in connection with any re-tendering exercise for the continuity of the Service or any part of it at the end of this Contract

GP.6.5
If the Contractor fails to provide the Service or any part thereof with reasonable skill and care, or to the Contract Standard to the reasonable satisfaction of the Authorised Officer, the Authority will give the Contractor details of any such failure and may itself provide or may employ and pay other persons to provide the service or any part thereof if the Contractor shall not within 14 days redress the situation or make proposals acceptable to the Authorised Officer for rectifying the failure and adhere to those approved proposals, and all costs incurred thereby may be deducted from any sums due or to become due to the Contractor under the Contract or shall be recoverable from the Contractor by the Authority as a debt.  The rights of the Authority under this Condition shall be without prejudice to its rights under Conditions GP.19A and  GP.20.

GP.7
CONTRACTOR'S EMPLOYEES
GP.7.1
The Contractor shall employ in and about the provision of the Service only such persons as are careful, skilled, honest, experienced and suitably qualified in the work which they are to perform.

GP.7.2
The Contractor shall appoint a Contract Manager empowered to act on behalf of the Contractor for all purposes connected with the Contract.  Any notice, information, instruction or other communication given or made to the Contract Manager shall be deemed to have been given or made to the Contractor.

GP.7.3
The Contractor shall forthwith give notice in writing to the Authorised Officer of the identity, address and telephone numbers of the person appointed as Contract Manager and of any subsequent appointment.

GP.7.4
The Contractor shall forthwith give notice in writing to the Authorised Officer of the identity, address and telephone numbers of any persons authorised to act for any period as deputy for the Contract Manager.

GP.7.5
The Contractor shall ensure that the Contract Manager, or a competent deputy, duly authorised by the Contractor to act on his behalf, is available to the Authorised Officer in person at all reasonable times during which the Service is provided.

GP.7.6
The Contract Manager shall inform the Authorised Officer promptly of and confirm in writing, any instances of activity or omission on the part of the Authority which prevent or hinder, or may prevent or hinder the Contractor from complying with the Contract.  The provision of information under this Condition shall not in any way release or excuse the Contractor from any of his obligations under the Contract.

GP.7.7
The Contractor shall employ sufficient persons to ensure that the Service is provided at all times and in all respects to the Contract Standard.  The Contractor shall ensure that a sufficient reserve of employees is available to provide the Service to the Contract Standard during staff holidays or absence through sickness or otherwise.

GP.7.8
The Contractor shall be and shall ensure that every person employed by him in and about the provision of the Service is at all times properly and sufficiently qualified, experienced and instructed with regard to the Service and in particular: ‑


GP.7.8.1
The task or tasks such person has to perform;


GP.7.8.2
All relevant provisions of the Contract;


GP.7.8.3
All relevant policies, rules, procedures and standards of the Authority which includes an absolute prohibition upon any person employed from soliciting any payment for the provision of the service except as may be provided by the Conditions.


GP.7.8.4
All relevant rules, procedures and statutory requirements concerning health and safety at work.


GP.7.8.5
Fire risks and fire precautions.

GP.8
DISCRIMINATION

GP.8.1
The Contractor shall not unlawfully discriminate within the meaning and scope of any law, enactment, order, or regulation relating to discrimination (whether in race, gender, religion, disability, sexual orientation, age or otherwise) in employment.

GP.8.2
The Contractor shall take all reasonable steps to secure the observance of clause GP.8.1 by all servants, employees or agents of the Contractor and all suppliers and Sub-Contractors employed in performance of this Contract.

GP.9
HEALTH AND SAFETY
GP.9.1
The Contractor acknowledges that it has been supplied with a copy of the Authority's rules regarding health and safety.  The Contractor agrees to comply with these rules, and any additional rules made known to the Contractor from time to time by the Authority together with all applicable statutory rules and regulations regarding these matters.  The Authority will be responsible for procuring that its employees and agents also comply with these rules and regulations.  

GP.9.2
Either party shall notify the other as soon as practicable of any health and safety hazards at the Authority's Premises of which it becomes aware.  The Contractor will draw these hazards to the attention of the Contractor Personnel and will instruct those persons in connection with any necessary associated safety measures.

GP.10
 AGENCY
GP.10.1
The Contractor is not and shall in no circumstance hold himself out as being the servant or agent of the Authority except as may be stated in the Special Conditions for the purposes therein specified or otherwise agreed in writing previously by the Authority.

GP.10.2
The Contractor is not and shall in no circumstances hold himself out as being authorised to enter into any contract on behalf of the Authority, or in any other way to bind the Authority to the performance, variation, release or discharge or any obligation.

GP.10.3
The employees of the Contractor are not, shall not hold themselves out to be and shall not be held out by the Contractor as being, servants or agents of the Authority for any purposes whatsoever.

GP.11 
BRITISH STANDARDS AND/OR INTERNATIONAL STANDARDS
Where an appropriate British Standard Specification, British Standard Code of Practice issued by the British Standards Institution and/or any appropriate international standard is current, all goods used or supplied and all workmanship shall, as a minimum requirement and subject to any agreement in writing between the parties hereto otherwise, be in accordance with that Standard, without prejudice to any higher standard required by the Contract.  Where British Standard is specified, the equivalent EC Standard or International Standard shall be equally appropriate PROVIDED ALWAYS that where the Contractor proffers articles or services said to meet national standards of another Member State, or an international standard recognised in another Member State and offering equivalent guarantees of safety, suitability and fitness for purpose the Contractor shall provide certified translations into English, of any foreign language documentation.

GP.12 
OBSERVANCE OF STATUTORY REQUIREMENTS
The Contractor shall comply with all statutory and other provisions to be observed and performed in connection with the Service and shall indemnify the Authority against any claims made as a result of any failure in compliance.  

GP.13 
GRATUITIES
The Contractor shall not, whether himself, or by any person employed by him to provide the Service, solicit any gratuity, tip or any other form of money taking or reward, collection, or charge for any part of the Service other than bona fide charges approved by the Authority.

GP.14
INDEMNITY AND INSURANCE
GP.14.1
the Contractor shall take out and maintain or procure the maintenance of the Insurances in accordance with the provisions of the Schedule (Insurance Requirements).  

GP.14.2
The Contractor shall hold and maintain professional indemnity insurance cover and shall ensure that all professional consultants or Sub-Contractors involved in the provision of the Services hold and maintain appropriate cover.  To comply with its obligations under this clause, and as a minimum, the Contractor shall ensure professional indemnity insurance held by the Contractor and by any agent, Sub-Contractor or consultant involved in the performance of Services has a limit of indemnity as set out in the Schedule (Insurance Requirements) for any occurrences arising out of each and every event.  Such insurance shall be maintained for a minimum of six years following the expiration or earlier termination of the Contract.

GP.14.3 
The Contractor shall indemnify and keep indemnified the Authority against the injury to or death of any persons, or loss of or damage to any property, which may arise out of the act of default or negligence of the Contractor, his employees or agents and against all actions, claims, demands, proceedings, damages, costs, charges and expenses whatsoever in respect thereof, or in relation thereto, provided that the Contractor shall not be liable for, nor be required to indemnify the Authority against, any compensation or damages for or in respect of injuries caused by the Authority

GP.14.4
Without thereby limiting his responsibilities under this Condition, the Contractor shall insure with a reputable insurance company against all loss of and damage to property and injury to, or death of, persons arising out of or in consequence of the Contractor's obligations under the Contract and against all actions, claims, demands, proceedings, damages, costs, charges and expenses in respect thereof.

GP.14.5
The insurance in respect of personal injury or death of any person arising under a contract of service with the Contractor and arising out of an incident occurring during the course of such person's employment shall comply with the Employer's Liability (Compulsory Insurance) Act 1969 and the Road Traffic Act 1988 (as amended) and any statutory orders made thereunder.  For all other claims to which this Condition applies, the insurance cover shall be such sum as the Contractor may choose in respect of any one incident.

GP.14.6
The Contractor shall supply to the Authority immediately upon request copies of all relevant insurance documents necessary to comply with this Condition.

GP.14.7
The Authority shall indemnify and keep indemnified the Contractor and insure with a reputable insurance company, or self‑insure, against the injury to, or death of, any persons, or loss of, or damage to, any property which may arise out of the fact, default, or negligence of the Authority, its employees or agents other than the contractor his employees and agents and against all actions, claims, demands, proceedings, damages, costs, charges and expenses whatsoever in respect thereof or in relation thereto.

GP.15 
PAYMENTS
GP.15.1
At the intervals stated in the Special Conditions and Schedule the Contractor shall submit to the Authorised Officer an account in respect of work completed forming part of the Service.  The account shall be presented in full form to include Value Added Tax details, additions, deduction, labour and materials, specification headings (if appropriate) and such other detail as the Authority may reasonably require.

GP.15.2
Within 28 days from receipt of invoice, unless any other period is stated in the Schedule, the Authority shall pay the Contract Sum or such other amounts as may from time to time properly become due to the Contractor. 

GP.15.3  
Subject to GP.18 where the Contractor enters into a Sub-Contract with a supplier or contractor for the purpose of performing the Contract, it shall cause a term to be included in such a Sub-Contract that requires payment to be made of undisputed sums by the Contractor to the Sub-Contractor within a specified period not exceeding 30 days from the receipt of a valid invoice, as defined by the Sub-Contract requirements.

GP.16
VALUE ADDED TAX
GP.16.1
In addition to the sum(s) specified in Condition GP.15 the Authority shall pay to the Contractor such Value Added Tax as may be properly chargeable by the Contractor in connection with provision of the Service.  The Contractor shall issue a tax invoice in respect thereof.

GP.16.2
Upon receipt by the Contractor of any payment made by the Authority being a payment including VAT the Contractor shall forthwith issue to the Authority an authenticated receipt in such form as may be required by the Value Added Tax Act 1994 ("the Act") or any amendment or re‑enactment thereof or by any Regulations made thereunder.

GP.17
FLUCTUATIONS
The Contract Sum and/or such of the rates and prices contained in any Schedule of Prices shall be reviewed only if, in the opinion of the Authorised Officer, the nature of the work required to be carried out by the Contractor varies sufficiently to cause the Contract Sum and/or prices contained within any Schedule of Prices to be inappropriate.

GP.18
ASSIGNMENT AND SUB‑CONTRACTING
GP.18.1
The Contractor shall not assign or sub‑contract the provision of the Service or any part thereof to any person without the previous written consent of the Authority, which consent shall be in the discretion of the Authority and, if given, shall not relieve the Contractor from any liability or obligation under the Contract

GP.18.2
Except where the context cannot admit, reference in these Conditions to the Contractor or his employees or agents shall include any sub‑contractor of the Contractor (whether or not authorised under GP 18.1.2) and any of the sub‑contractor's employees or agents, and all acts, defaults or neglect of any sub-contractor shall be deemed in all respects to be the acts, defaults or neglect of the Contractor himself. 

GP.19

ANTI BRIBERY 

GP.19.1
The Contractor shall:


GP.19.1.1 
comply with all applicable laws, statutes, regulations, and codes relating to anti-bribery and anti-corruption including but not limited to the Bribery Act 2010 (Relevant Requirements);


GP.19.1.2 
have and shall maintain in place throughout the term of this agreement its own policies and procedures, including adequate procedures under the Bribery Act 2010, to ensure compliance with the Relevant Requirements and will enforce them where appropriate;


GP.19.1.3 
promptly report to the Authority any request or demand for any undue financial or other advantage of any kind received by the Contractor in connection with the performance of this agreement;


GP.19.1.4 
immediately notify the Authority (in writing) if a foreign public official becomes an officer or employee of the Contractor or acquires a direct or indirect interest in the Contractor (and the Contractor warrants that it has no foreign public officials as officers, employees or direct or indirect owners at the date of this agreement);


GP.19.1.5 
within 2 months of the date of this agreement, and annually thereafter, certify to the Authority in writing signed by an officer of the Contractor, compliance with this clause 19 by the Contractor and all persons associated with it under clause 19.2.  The Contractor shall provide such supporting evidence of compliance as the Authority may reasonably request.




GP.19.2 
The Contractor shall ensure that any person associated with the Contractor who is performing services  in connection with this agreement does so only on the basis of a written contract which imposes on and secures from such person terms equivalent to those imposed on the Contractor in this clause 19. 2 (Relevant Terms). The Contractor shall be responsible for the observance and performance by such persons of the Relevant Terms, and shall be directly liable to the Authority for any breach by such persons of any of the Relevant Terms.

GP.19.3 
Breach of this clause 19 shall be deemed a material breach of this Contract referred to as a serious breach in 19.5.

GP.19.4 
For the purpose of this clause 19, the meaning of adequate procedures and foreign public official and whether a person is associated with another person shall be determined in accordance with section 7(2) of the Bribery Act 2010 (and any guidance issued under section 9 of that Act), sections 6(5) and 6(6) of that Act and section 8 of that Act respectively. For the purposes of this clause 19 a person associated with the Contractor includes any subcontractor.

GP.19A  
TERMINATION
GP.19A.1 
If the Contractor :

-     commits a serious breach of any of his obligations under the Contract, breaches any obligation after a written warning following persistent breaches of the same obligation or similar obligations, is the subject of a bankruptcy petition or order, or makes or proposes to make a composition or arrangement with all or any class of his creditors, or has a proposal in respect of his company for the voluntary arrangements for a composition of debts, or scheme or arrangement approved in accordance with the Insolvency Act 1986, has an application made under the Insolvency Act 1986 in respect of his company to the Court for the appointment of an administrative receiver, has a winding‑up order made, or (except for the purposes of amalgamation or reconstruction) a resolution for voluntary winding‑up passed, has a provisional liquidator, receiver, encumbrancer or manager of his business or undertaking duly appointed, has an administrative receiver, as defined in the Insolvency Act 1986, appointed, has possession taken, by or on behalf of the holders or any debentures secured by a floating charge, or any property comprised in, or subject to, the floating charge, is in circumstances which entitle the Court or a Creditor to appoint, or have appointed, a receiver, a manager, or administrative receiver, or which entitle the Court to make a winding‑up order   -  

then in any such circumstances the Authority may, without prejudice to any accrued rights or remedies under the Contract determine the Contract by notice in writing having immediate effect.

GP.19A.2
The rights of the Authority under Condition GP.19A are in addition to and without prejudice to any other rights the Authority may have whether against the Contractor directly or pursuant to any guarantee.

GP.20
COMPENSATION AND RECOVERY OF SUMS DUE TO THE AUTHORITY

GP.20.1.
Wherever under the Contract any sum of money is recoverable from or payable by the Contractor (including any sum that the Contractor is liable to pay to the Authority in respect of any breach of the Contract), the Authority may unilaterally deduct that sum from any sum then due, or which at any later time may become due to the Contractor under the Contract or under any other agreement or contract with the Authority.

GP.20.2 
The Contractor shall make any payments due to the Authority without any deduction whether by way of set-off, counterclaim, discount, abatement or otherwise, unless the Contractor has a valid court order requiring an amount equal to such deduction to be paid by the Authority to the Contractor.

GP.20.3
Where the Service (or any work in connection therewith) has to be completed by the Contractor by a particular date AND time therefor is, in the Special Conditions, expressed to be of the essence, the Special Conditions may provide for compensation to be paid by the Contractor to the Authority in default by the Contractor, as follows whether or not the Contract is also terminated:


GP.20.3.1
a fixed sum upon default and/or


GP.20.3.2
periodical sums;  or


GP.20.3.3
in the case of works or any part of the Service expressed to be completed before 31st March in any year and for which no budget provision by the Authority exists thereafter, the Contractor shall forego all of the Contract Sum not yet paid.

GP.20.4
PROVIDED ALWAYS  in the cases of GP.20.2.1 and GP.20.2.2 above the headings of loss shall be set out in the Special Conditions, the amounts shall be assessed to include only the amount(s) lost to the Authority, shall not include any penalty and may be indexable and/or carry interest. 

GP.21
NOTICES
Any demand, notice or other communication required to be given hereunder shall be sufficiently served if served personally on the addressee, or if sent by prepaid first class recorded delivery post, or by telex, electronic mail or facsimile transmission to the registered office or last known address of the party to be served therewith and if so shall, subject to proof to the contrary, be deemed to have been received by the addressee on the second business day after the date of posting or on successful transmission, as the case may be.

GP.22

WAIVER
Failure by the Authority at any time to enforce the provisions of the Contract or to require performance by the Contractor of any of the provisions of the Contract shall not be constructed as a waiver of any such provision and shall not affect the validity of the Contract or any part thereof or the right of the Authority to enforce any provision in accordance with its terms.

GP.23
SEVERANCE
If any provision of the Contract shall become or shall be declared by any Court or competent jurisdiction to be invalid or unenforceable in any way, such invalidity or unenforceability shall in no way impair or affect any other provision all of which shall remain in full force and effect.

GP.24
ARBITRATION
GP.24.1
All disputes between the parties arising out of or connected with this Contract or the performance of the Contractor in the provision of the Service shall be referred to a single Arbitrator under the Arbitration Act 1996 to be agreed upon by the parties or in default of agreement to be nominated by the person stated in the Schedule or in the case of his incapacity by the Deputy President, Vice‑President or other most senior representative.

GP.24.2
The Arbitrator shall have full power to make any award which may have the effect of amending any notice, instruction or certificate or of giving or withholding consent or agreement in such manner as the Arbitrator shall think fit so as to give reasonable effect to the provisions of this Contract.

GP.24.3
The decision of the Arbitrator shall be final and binding upon both parties to this Contract.

GP.25
CUSTOMER COMPLAINTS

GP.25.1

The Contractor shall deal with all customer complaints in a sympathetic, efficient and effective way and within the Council’s complaints procedure.  In particular, the Contractor shall 


GP.25.1.1.
Maintain a proper system of recording complaints when they are received (by any medium);


GP.25.1.2.
Maintain accurate, up-to-date records of details of each complaint received which shall include the complainant’s name, address, nature of complaint, name of person dealing with the case, action taken to resolve it and any action taken to prevent recurrence;


GP.25.1.3.
Provide a timely and considered response to each complaint received;


GP.25.1.4.
Designate a named individual as the liaison officer for considering all complaints on behalf of the Contractor and be personally responsible for monitoring the progress of complaints to completion; and


GP.25.1.5.
Provide upon the request of the Authorised Officer background and detailed information about any complaint received by the Authorised Officer

GP.25.2
The Contractor shall provide each month a report to the Authorised Officer of the complaints received and the action taken to resolve them including an up-date on those previously made and not yet resolved.  If the Authorised Officer considers that further steps are necessary to minimise or prevent possible recurrence of valid complaints in any area of the provision of the Service he will consult the Contractor and attempt to agree what steps should be taken and when.  In default of agreement he will notify the Contractor in writing of the relevant steps he requires the Contractor to take and the Contractor shall take such steps accordingly.

GP.25.3.
The Contractor shall refer the following forthwith to the Authorised Officer to deal with and shall liaise with the Authorised Officer as necessary to formulate a suitable and timely response in each case:


GP.25.3.1.
Enquiries or correspondence from the Local Government Ombudsman


GP.25.3.2.
Notification of any complaint made by anyone to the Local Government Ombudsman


GP.25.3.3.
Complaints in respect of which the Contractor has no control (e.g. Council Policy) or relevant to some aspect of delivery of Council Services other than the Service


GP.25.3.4
Complaints of  intimidation, harassment, assault, damage to property and unlawful entry

GP.25.4.
A complaint means an expression of dissatisfaction, however made, about the standard of service, action or lack of action by the Council or its staff or, in this context, its Contractors and their staff affecting an individual or group of individuals

GP.26
DATA PROTECTION  AND FREEDOM OF INFORMATION 
GP.26.1 
DATA PROTECTION


GP.26.1.1
The Contractor shall (and shall procure that any of its Staff involved in the provision of the Contract) comply with any notification requirements under the DPA and both Parties will duly observe all their obligations under the DPA, which arise in connection with the Contract. 


GP.26.1.2
Notwithstanding the general obligation in GP.26.1, where the Contractor is processing Personal Data as a Data Processor for the Authority, the Contractor shall ensure that it has in place appropriate technical and contractual measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA; and 


(a)  provide the Authority with such information as the Authority may reasonably require to satisfy itself that the Contractor is complying with its obligations under the DPA; 


(b)  promptly notify the Authority of any breach of the security measures required to be put in place pursuant to GP.26.1.2; and 


(c)  ensure it does not knowingly or negligently do or omit to do anything which places the Authority in breach of the Authority's obligations under the DPA. 


GP.26.1.3  The provisions of this clause shall apply during the continuance of the Contract and indefinitely after its expiry or termination.

GP.26.2.
FREEDOM OF INFORMATION 


GP.26.2.1  The Contractor acknowledges that the Authority is subject to the requirements of the FOIA and the Environmental Information Regulations and shall assist and co-operate with the Authority (at the Contractor's expense) to enable the Authority to comply with these Information disclosure requirements. 


GP.26.2.2  The Contractor shall and shall procure that its Sub-Contractors shall: 


(a)  transfer the Request for Information to the Authority as soon as practicable after receipt and in any event within two Working Days of receiving a Request for Information; 


(b)  provide the Authority with a copy of all Information in its possession or power in the form that the Authority requires within five Working Days (or such other period as the Authority may specify) of the Authority requesting that Information; and 


(c)  provide all necessary assistance as reasonably requested by the Authority to enable the Authority to respond to a Request for Information within the time for compliance set out in section 10 of the FOIA or regulation 5 of the Environmental Information Regulations. 


GP.26.2.3  The Authority shall be responsible for determining at its absolute discretion whether the Commercially Sensitive Information and/or any other Information: 


(a) is exempt from disclosure in accordance with the provisions of the FOIA or the Environmental Information Regulations; 


(b) is to be disclosed in response to a Request for Information, and in no event shall the Contractor respond directly to a Request for Information unless expressly authorised to do so by the Authority. 


GP.26.2.4  In no event shall the Contractor respond directly to a Request for Information unless expressly authorised to do so by the Authority.


GP.26.2.5  The Contractor acknowledges that the Authority may, acting in accordance with the Secretary of State for Constitutional Affairs' Code of Practice on the discharge of public authorities' functions under Part 1 of FOIA (issued under section 45 of the FOIA, November 2004), be obliged under the FOIA or the Environmental Information Regulations to disclose Information: 


(a) without consulting with the Contractor, or 


(b) following consultation with the Contractor and having taken its views into account. 


provided always that where clause 12.5(b) applies the Authority shall, in accordance with any recommendations of the Code, take reasonable steps, where appropriate, to give the Contractor advanced notice, or failing that, to draw the disclosure to the Contractor's attention after any such disclosure.


GP.26.2.6  The Contractor shall ensure that all Information produced in the course of the Contract or relating to the Contract is retained for disclosure and shall permit the Authority to inspect such records as requested from time to time.


GP.26.2.7  The Contractor acknowledges that any lists or Schedules provided by it outlining Confidential Information are of indicative value only and that the Authority may nevertheless be obliged to disclose Confidential Information in accordance with GP 26.2.5.

GP.27
COUNCIL’S OWNERSHIP OF AND RIGHTS IN RESPECT OF DOCUMENTS

GP.27.1 
Unless otherwise agreed, the ownership of any documents or reports produced by the Contractor, its subcontractors, employees and agents for all purposes envisaged by the or arising under this contract shall be vested in the Authority.  Where anything is or has been created, conceived or developed before or during the course of this contract whether or not connected to this contract, including ideas, concepts, trade secrets, data, know-how, software, systems and methodologies ("Firm Knowledge") and is utilised in the course of producing our work or otherwise in providing our services, then any intellectual property rights in such Firm knowledge belong to us. Subject to payment of the Contractor's fees it grants the Authority a licence to use solely for your internal purposes any Firm Knowledge contained in our work, reports or documents provided that such use is limited to the purpose for which our work or documents is provided.

GP.28
COMPUTER SYSTEMS AND SOFTWARE
GP.28.1
The Contractor shall indemnify and hold harmless the Authority, its Officers, employees, agents and third parties against all losses, liabilities, claims, demands, damages, expenses and proceedings howsoever incurred or arising (including without limitation consequential loss of profits) directly or indirectly out of or in connection with the use by the Contractor of the computer system(s) of the Authority and/or the software run and data held thereon or the Contractor’s own computer systems, software and data.

GP.28.2
The Contractor shall ensure that all information provided by the Contractor to the Authority under this contract by cable, fibre, disk, tape or any other format where the Authority requires a computer-generated format is in a format and form compatible with the Authority’s computer system(s) and software.

GP.29    
HUMAN RIGHTS
GP.29.1  
The Contractor shall (and shall use its reasonable endeavours to procure that its staff shall) at all times comply with the provisions of the Human Rights Act 1998 in the performance of this Contract.

GP.29.2
The Contractor shall undertake, or refrain from undertaking, such acts as the Authority requests so as to enable the Authority to comply with its obligations under the Human Rights Act 1998.

GP.29.3
In respect of any part of the Service which may be a public function, the Contractor may be a public authority for the purposes of section 6(3) of the Human Rights Act, 1998; in such circumstance, the Contractor shall not act in any way which is incompatible with a Convention right (therein defined) and shall indemnify the Authority in respect of any breach.

GP.30
AUDIT 

GP.30.1 
The Contractor shall keep and maintain until six years after the Contract has been completed, or as long a period as may be agreed between the parties, full and accurate records of the Contract including:  

(a)
the Services provided under it;

(b)
all expenditure reimbursed by the Authority;

(c)
all payments made by the Authority.

GP.30.2.
The Contractor shall on request afford the Authority or the Authority's representatives such access to those records as may be required in connection with the Contract.
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