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1. Introduction
1.1. Purpose
Hackney Learning Trust (the education department of London Borough of Hackney) wishes to appoint an experienced provider to set up and host an online booking system that will allow automated booking of CPD, holiday play schemes, early year’s training and conference bookings. This brief sets out the background to this project, its aims, requirements, timescales and management arrangements.  The contract will commence in April 2016 with the final deliverable due by the end of July 2016.  Maintenance of the system will be required for 3 years from the implementation of the system.

The purpose of this document is to describe the requirements for the online booking and payment system.

1.2. [bookmark: _Toc331166478][bookmark: _Toc443650167]Background
Hackney Learning Trust (HLT) runs a range of activities across the organisation that require external people to book places and in some instances pay fees to attend. 

The activities offered are diverse and range from professional conferences to holiday play schemes for children. Some activities are for private individuals and some are for organisations or businesses, such as schools.

[bookmark: _GoBack]Each department that offers activities uses their own staff and systems to administer and run these schemes. This can range from receiving handwritten forms to online bookings for conferences using software such as Formstack.

Courses are currently listed on the Services for Schools website (which is built using the Shopfront e-commerce platform, www.hackneyservicesforschools.co.uk) or in printed publications. In all cases there is no facility to easily collect payment from attendees, and fee collection ranges from collecting cash and cheques to creating customers in Sage 200 and sending invoices after attendance. 

The current processes used to collect attendee names, manage attendance, and record attendance and charges can be time consuming, largely paper based, prone to error and not an effective use of staff time. From a customer point of view it is also unsatisfactory, with little or no ability to manage bookings, change dates or attendee names without making a phone call or sending an email. There is also sometimes a significant time delay between attending an event and invoice.

1.3. [bookmark: _Toc331166479][bookmark: _Toc443650168]Vision
The online booking and payment system is required to manage HLT bookings and payments. The vision of the system is to achieve the following business goals:
· An intuitive and easy to use online booking system that customers can access from anywhere online on any device (computer, tablet, smart phone).
· A system that enables payment methods to be defined based on the user’s relationship with HLT (e.g. whether they are an organisation or an individual) – such as card payment, payment by invoice or non-payment due to a subscription already paid.
· Customers can manage their own bookings (changing course date, attendees, cancel a booking, go on a waiting list etc). 
· HLT staff have easy access to reports and live data on attendance numbers, individual customer history (individuals & school), and courses with vacancies, next available course and/or vacancies.
· Integration with the Sage 200 sales order processing system to recognise customers who already have a subscription (and therefore whose courses are effectively free) and to feed new orders into Sage 200. A school (organisation) will purchase a product/package/subscription via the booking system or via the Services for Schools website /Sage 200. A subscription will have a start and end date and allow the customer to make unlimited bookings on certain products within these dates range.
· Flexible regular and ad hoc reporting at service and senior management level (including metrics reporting against KPIs) and by individual customers and courses. 
· A database of detailed contact information and account history.
· A system that can be used for Business to Business (B2B) and Business to Consumer (B2C) seamlessly. 
· Organisations can choose to pay via invoice or by card. All individuals must pay by card online. 
· Order data will be pushed manually to Sage200 via an ‘export’ from the booking system (this will typically occur weekly). HLT will then run an export from Sage200 into CedAr (Council invoice system) which sends a batch invoice to the organisation for all the bookings made in that timeframe. If the customer has paid for the service online the booking system should show these orders as complete and paid, so the Sage system recognises payment has already been received.  If there are any changes (e.g. a booking cancels after it has been invoiced) HLT will manually update Sage200 and the order within the booking system.
2. [bookmark: _Toc331166480][bookmark: _Toc443650169]Scope
2.1. [bookmark: _Toc331166481][bookmark: _Toc443650170]In scope
The following areas are in scope for online booking:
· CPD for external customers – B2B and B2C
· Holiday play schemes – B2C
· Early Years training – B2B & B2C (Early years settings and childminders)
· HLT Conferences – B2B & B2C 

2.2. [bookmark: _Toc443650171]Number of Users and Transactions
· Approximately 15-20 HLT users
· Approximately 300-400 “products” e.g. First Aid Training
· Approximately 900-1,200 “events” e.g. First Aid Training on 2 June 2016, First Aid Training on 1 August 2016
· Approximately 4,500-8,000 individual bookings per annum 
· Approximately 500-1,000 customers
3. [bookmark: _Toc331166483][bookmark: _Toc443650172]Overview - System Interactions
3.1. [bookmark: _Toc443650173]High level booking interactions and user settings
· Orders information from Sage 200 to feed into the booking system
· Export payment information for upload into Sage 200 (and subsequently CedAr). CedAr is the Council Invoicing System. The booking system must have the option to import customers from Sage 200 including a customer reference number
· Integrate with third party payment gateway (London Borough of Hackney currently use Northgate Paris – see Appendix B).
· Customers can place an order for a “subscription” CPD order via the Services for Schools website or booking system
· Customer booking for events would all be via booking system
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4. [bookmark: _Toc331166486][bookmark: _Toc443650174]Requirements 
4.1. [bookmark: _Toc443650175]General Requirements
	Req. No.
	Description
	Priority

	B01 
	Must be able to book and pay using pc/tablet/phone 
	H

	B02 
	The customer must be able to amend the attendance date of course booking online (within pre-determined parameters/limits which HLT will define) depending on availability
	H

	B03 
	Must be able to cancel course booking online (within pre-determined parameters/limitations)
	H

	B04 
	Must be able to pay online using debit or credit card
	H

	B05 
	Must be able to pay online using a voucher which is set for a particular product. HLT would issue these vouchers to customers. 
	H

	B06 
	Organisations/businesses must be able to choose to pay by card or receive an invoice
	H

	B07 
	Individuals must pay by debit or credit card (no option for invoices)
	H

	B08 
	Available dates must be shown 
	H

	B09 
	Available places must be shown
	H

	B010 
	HLT admin staff can add course
	H

	B011 
	HLT staff can amend a course booking on behalf of a customer
	H

	B012 
	Customers can be wait listed for fully booked event. 
	H

	B013 
	HLT staff can make amendments to courses once they have been set up and bookings have taken place which should include the event capacity and description. If an event is cancelled the Admin user could move the bookings manually onto other events and then cancel the event in the booking system.
	H

	B014 
	Maximum number of places must be able to be set
	H

	B015 
	Minimum number of places must be able to be set which can then be shown in a report alongside total bookings to allow the admin to determine whether or not an event should go ahead. 
	H

	B016 
	Customers must be able to re-set their own passwords
	H

	B017 
	Schools must be able to set up staff members to book onto courses (to save having to enter details each time and to stop duplicate bookings with different name spelling)
	H

	B018 
	All data held must comply with the data protection act
	H

	B019 
	The system must be intuitive and easy to use
	H

	B020 
	Payment gateway must be able to take full payment, process refunds, take part payment.
	H

	B021 
	Customers should be able to search/filter courses and events by type 
	H


4.2. [bookmark: _Toc443650176]Holiday Play Schemes Booking Requirements
	Req. No.
	Description
	Priority

	HP01 
	Must be able to book multiple children on one course
	H

	HP02 
	Must to be able to book additional days once scheme has started – add days to existing booking. This can be achieved by creating a new booking for that customer.
	H

	HP03 
	Must be able to capture date of birth and automatically check the child is booked on age appropriate course
	H

	HP04 
	Must be able to choose eligibility for concessionary or free places (types: Concessionary Fee, Concessionary Fee with Sibling discount, Full Fee, Full Fee with Sibling discount, Other In Need and Out of borough) 
Note: Eligibility will be checked on day 1 of scheme – this message must be displayed when booking a discounted place
	H

	HP05 
	Need to be able to limit the number of Out Of Borough (OOB) bookings and display total number available and booked.In Borough bookings should include a confirmation tickbox eg “I confirm that I am in the Hackney borough” and on attendance they will be required to bring proof. Note that this is only required for Holiday Play Schemes.
	H

	HP06 
	Need to be able to set attendance limits for three categories – free/OOB/LBH resident and set limit at the start – but amend as needed, and waitlist by category. This could be achieved by creating different products for each category with the responsibility on the user to select the correct product.
	H

	HP07 
	Need to be able to split into free and chargeable – free places not visible to the public For free places – booking will be made by HLT staff only. “Free” bookings could potentially be set up by using a promocode on a normal order to reduce cost to zero.
	H

	HP08 
	Receipt/confirmation email must contain Ofsted registration number of the provider (Ofsted number should not be on invoice – only after payment on receipt)
	H

	HP09 
	Must be able to create multiple sessions at once (without the need to re-enter required information) 
	H

	HP010 
	Must be able to set up play schemes at multiple locations HLT will provide further figures on the number of locations, products, and expected bookings
	H

	HP011 
	Staggered payments must be available - proportion when booking and remainder prior to start of course with these figures being set on a per product basis. Reminder payment due must be able to be sent out. 
	H

	HP012 
	HLT staff must be able to make bookings on behalf of parent/carer
	H

	HP013 
	Parent/carer must be able cancel place – and HLT need to be able to set cancellation fees and parameters
	H

	HP014 
	Refunds must go back to payment card
	H

	HP015 
	Need way to record cash transactions – booked by HLT staff and paid for in cash by customer
	H

	HP016 
	Must be able to produce daily registers with the names of the children by site and age range (sorted alphabetically by the child’s first name)
	H

	HP017 
	Age ranges are 4-7 and 8-12 (must be able to add additional ranges in the future)
	M

	HP018 
	Must be able to “pay by voucher”. Note: actually means no payment by parent – payment collected outside booking process (note: payments are made by BACS to LBH by the voucher company and we receive e-mail notifications of the payments –usually only a very small number of these)
	M

	HP019 
	Non-payment of balance before course starts. HLT administrative staff should be able to produce a report on outstanding balances.
	H

	HP020 
	HLT must be able to move participants from one course to another
	H

	HP021 
	Need to be able to move people to different days easily – with no financial impact if using same number of days
	H

	HP022 
	Once block of days has started parent can’t change days – but can add days by creating a new booking. Changes to days booked can only done by HLT admin once a block has started 
	H

	HP023 
	Must have online registration form (e.g. allergies, contact, emergency contact, permissions etc)
	H


4.3. [bookmark: _Toc443650177]Conference Requirements
	Req. No.
	Description
	Priority

	CNF01 
	Automatic confirmation emails and/or SMS messages must be able to be sent on booking, with the option to opt in/out for SMS reminders during the booking process.
	H

	CNF02 
	Email bounce backs must be notified and reportable
	H

	CNF03 
	Multiple attendees can be booked on same booking
	H

	CNF04 
	Participants must be able to book workshops. The person booking will book a primary item, e.g. a conference with a capacity of 100 people. Then one of several ‘workshops’ which would have smaller capacity e.g. 20. The person should be able to choose one or many workshops as part of their booking. 
	H

	CNF05 
	Maximum attendees by workshop must be able to be set
	H

	CNF06 
	Attendees must be able to see number of places by session and places available
	H

	CNF07 
	Promotional codes to be able to automatically give discounts E.g. Time based discounts (such as early bird) applied by code
	H

	CNF08 
	Only one discount code can apply per booking.
	H

	CNF09 
	Click here to accept terms and conditions prior to confirming booking
	H

	CNF010 
	Content of confirmation email needs to be bespoke by conference
	H

	CNF011 
	Reminders by email notifying when bookings open and the event becomes open for bookings
	M

	CNF012 
	Cancellation fees – structure of fees can be set by HLT administrator
	H

	CNF013 
	Delegate badges sent with booking with option to print. This can simply be placed at the bottom of the confirmation email so that the customer just needs to print this off and present to staff upon arrival. 
	L

	CNF014 
	“Add to calendar” link on the confirmation screen  which would add the event/s to the person’s calendar of choice (google, outlook etc.) – with google map reference
	M

	CNF015 
	Purchaser must be able to view bookings made
	H

	CNF016 
	Registration list printable
	H

	CNF017 
	Attendees can be recorded on tablet on arrival – welcome email can be scheduled to go after specified time after start of conference)
	L

	CNF018 
	Post event evaluation can be sent to attendees, allowing attendees to complete a series of pre-defined questions, rating those questions out of 5 and leave overall comments, which HLT can view, edit and reply to within the system, with an option to approve the feedback to display online.
	H

	CNF019 
	Reminders can be sent by email or text – with embedded map link
	H

	CNF020 
	Conference handouts must be available before and after to all attendees as attachments on the order Confirmation Email. HLT should also have the option to send emails with attachments to all attendees on a specific event.
	H


4.4. [bookmark: _Toc443650178]CPD Requirements
	Req. No.
	Description
	Priority

	CPD01 
	Must be recognised if school has already purchased CPD annual package and allow booking of approved courses at no cost
	H

	CPD02 
	Repeat courses must have individual course code for each date offered (E.g. first aid course offered in Jan, May, Jul & Dec will all have different course codes)
	H

	CPD03 
	HLT staff must be able to print registration lists by course
	H

	CPD04 
	Must be able to report on attendance by course (total number v capacity)
	H

	CPD05 
	Must be able to do online evaluation of each course  - either by attendees or can be entered by HLT admin (transfer of content from paper evaluations)
	H

	CPD06 
	Must be able to produce attendance certificates (format and content can be customised by course) but only for those people who have been confirmed as having attended. Should be automatically generated based on booking system information and sent automatically.
	H

	CPD07 
	Must be able to send attendees evaluation form to complete online and issue certificate of completion only after evaluation is completed 
	H

	CPD08 
	Must be able to generate management reporting on evaluation and qualitative comments – by course and overall
	H

	CPD09 
	Must be able to change name of attendees after booking
	H

	CPD010 
	Schools must be able to book multiple staff on one course
	H

	CPD011 
	HLT must be able to specify a maximum number of staff from one school by course
	H

	CPD012 
	Must be able to set minimum attendance required for the course to go ahead - set by individual course (no blanket policy)
	H

	CPD013 
	Schools must have a Headteacher and Bursar log in at launch, schools can add users if they wish.
	H

	CPD014 
	Need to be able to specify if course is included in CPD package
	H

	CPD015 
	Schools must be able to see who from their school is already on courses
	H

	CPD016 
	Schools and attendees must receive a confirmation email when place booked
	H

	CPD017 
	Reminder emails must be able to be sent out one week prior to the course (date of reminders can be adjusted)
	H

	CPD018 
	Must be able to have option of multiple reminders
	H

	CPD019 
	Schools must be able to have some kind of dashboard showing course attended and upcoming courses
	H

	CPD020 
	Courses should be able to have reminder dates for refresher training (e.g. safeguarding training every 2 years)
	M

	CPD021 
	Must be able to have template reminder email
	H

	CPD022 
	Must be able to attach course handouts for participants to access before and after the course
	H



4.5. [bookmark: _Toc443650179]IT Requirements
	Req. No.
	Description
	Priority

	IT01 
	The product must be PCI Compliant
	H

	IT02 
	The need for HLT staff need to take customer credit card details must be minimised. Both MOTO and PDQ payment options should be available to HLT staff when making bookings for customers.
	H

	IT03 
	Customer card information must be housed outside HLT network
	H

	IT04 
	Must be a fully hosted cloud solution
	H

	IT05 
	No client software required
	H

	IT06 
	Must be web based
	H

	IT07 
	Emails to customer from booking software not HLT mail server
	H

	IT08 
	Data is backed up to European data centre and appropriate security in place
	H


4.6. [bookmark: _Toc443650180]Web Requirements
	Req. No.
	Description
	Priority

	W01 
	Must be skinned to look like HLT site (HLT branded)
	H

	W02 
	Must be standalone website e.g.  bookings.hackneyservicesforschools.co.uk
	H

	W03 
	Must be able to modify the design (look and feel) of products and service areas within the booking site (e.g. holiday play schemes and conference sites)
	H


4.7. [bookmark: _Toc443650181]Reference data transfers & maintenance
	Req. No.
	Description
	Priority

	D01 
	Must be able to interface with CedAr to allow for revenue allocation/reconciliation by cost code and subjective (potentially by csv file)
	H

	D02 
	Must be able to interface with Sage 200 to transfer orders from online system to Sage 200 and be able to differentiate between those that have been paid for (by card) and those that need to be raised as invoices in Sage 200 (potentially CSV files)
	H

	D03 
	Customer information must be able to be fed and updated from Sage 200
	H

	D04 
	Customers must be able to maintain their own list of users (e.g. school maintains a list of teachers) 
	H

	D05 
	In addition to the usual customer fields (name address etc.) must include: Sector (primary, secondary etc.), Establishment Type (LA maintained etc.), Local Authority/Borough, Status (In/Out Borough),  
	H

	D06 
	In addition to the usual product/courses fields must include: Cedar cost code, Cedar subjective, service area, product code, product description,  
	H

	D07 
	Must be able to export into Microsoft excel and word and PDF documents
	H

	D08 
	A range of standard reports must be available online as well as the ability to create custom reports using all fields from within the system.
	H


[bookmark: _Toc331166496]
4.8. [bookmark: _Toc443650182]Security Requirements

	Req. No.
	Description
	Priority

	S01 
	The system must provide appropriate access mechanisms. 
• The system must provide individual user authentication.
• Each authenticated user must have role based access. (e.g. authenticated users can only access the information necessary to perform their roles.)
• The system must have controls to prevent unauthorised modification or software configuration. (E.g. the configuration screens must only be accessible to the administrator role.)
• The system must audit authenticated users. (e.g. changes, updates and deletes must be recorded by the system.)
	H

	S02 
	Internal and external systems must be secure. 
• The supplier must include evidence of external penetration testing and / or a statement of security testing.
• The system must be updated at regular intervals to provide protection against security vulnerabilities. The supplier must state the procedures that are in place to apply patches or new software releases.
	H

	S03 
	The Booking System must be secure
The supplier must;
• Confirm the devices and operating systems that are supported. (e.g. Iphone 4s / ios6 and / or Samsung S3 / Android 4.2)
• Confirm if containerisation is used. (e.g. data within the application cannot be sent to external applications, such as dropbox or googlemail)
• Confirm what encryption algorithms are used to store and send / receive information (if any). (e.g. Data at rest is stored at 256bit AES encryption. Data in transit is also encrypted to 256bit AES)
• Confirm if the encryption is provided by the application or the operating system. (e.g. the data at rest encryption is provide by underlying operating system)
• Confirm that the operating system is supported by the vendor. (i.e. Microsoft no longer support CE. Devices that use Windows CE will not be accepted as appropriate architecture)
	H

	S04 
	The solution must be PCI compliant
	H





5. [bookmark: _Toc443650183]Proposed Project timeline

 The following table shows the key milestones for the project:

	Milestone
	Date

	RFQ
	23 February 2016 

	RFQ submission date
	Midday, 18 March 2016

	RFQ evaluations
	w/c 21 March 2016

	Supplier presentations
	w/c 29 March 2016

	Business case approval
	w/c 4 April 2016

	Confirmation of contract award
	By 8 April 2016

	Dev/configuration completed
	Early June 2016

	User acceptance testing completed
	Early July 2016

	HLT staff training completed
	Late July 2016

	Go live
	August 2016

	Implementation complete
	August 2016

	Maintenance provision
	August 2016 – August 2019



6. [bookmark: _Toc443650184]The Selection Panel
All proposals will be evaluated by a panel with representation from various functions across the Trust.
Evaluation Weightings
	Criteria
	Key Aspects
	Weighting

	1. Quality of Technical Solution
	- Number of requirements met (10%)
- Understanding of the project requirements and context (5%)
- Security settings that can be configured by user type (5%)
- Payment options that can be differentiated by customer type (5%)
- Ability to interface easily with payment gateway (5%)
- Ease of integration with Sage 200 (5%)
- PCI compliant (5%)
	40%

	2. Project Delivery and Experience
	- Qualifications and experience of the project lead and delivery team (5%)
- Approach to the project, how you will set up and support the project based on previous experience (5%)
- Outline of planned approach with proposed timelines and allocated resources (5%)
- At least 2 references from previous customers with similar requirements (5%)
	20%

	3. Cost
	Cost will be scored on the basis that the cheapest bid will score the highest.  Other bids will be scored in relation to how their price compares with the cheapest bid.  
	40%



The following scoring mechanism will be used to score the qualitative responses:

	Score
	Rationale
	Definition

	     0
	Response contains insufficient information to make a judgement, or is otherwise wholly unsatisfactory
	Wholly unsatisfactory

	1
	Response contains significant omissions, weaknesses or concerns, or is otherwise unsatisfactory
	Unsatisfactory

	2
	Response contains some omissions, weaknesses or concerns
	Cause for concern

	3
	Indicates an acceptable response
	Acceptable

	4
	Indicates a very good response
	Very good

	5
	Indicates an excellent response
	Outstanding



In order to ensure that the successful bidder has met minimum quality standards, any bidder whose score includes two or more answers that are awarded a score of 2 or less, or any awarded a score of 0, will be deemed to have failed minimum quality standards and will be rejected.

7. [bookmark: _Toc443650185]RFQ response

All RFQ responses should be submitted by email to Tracey Caldwell (tracey.caldwell@learningtrust.co.uk) by no later than midday, 18th March 2016 (see details in section 9).  

Responses must include:
A. A completed pricing schedule (Appendix A)

B. Quality of Technical Solution – 
1. Indicate which of the requirements outlined above will be met.
2. What specialist knowledge, skills and experience are available within your organisation that makes you ideally suited to delivering this work.
3. How you will ensure PCI compliance.
4. What support arrangements will you put in place post launch.
5. Please provide full details of your proposed technical solution for the build of the online booking solution.

C. Project Delivery and Experience
1. Please detail your relevant experience, giving at least 2 examples of projects of a similar type and scale, providing evidence of successful roll-out. You must provide references with contact details for each example.  
2. Please detail your ability to set up and support the project and overcome any potential obstacles to the programme roll-out.
3. Outline the organisation and management structure of this project, detailing the qualifications and experience of the Project Manager and delivery team.

D. Security – explain how the data will be hosted and protected.  How will secure access to the website be provided?  Please confirm that the website adheres with the security requirements outlined in Section 4.5 & 4.8.   You should explain how these requirements will be met.

E. Data Protection – Explain how you will ensure compliance with the Data Protection Act 1998 and how you will prevent any personal data being shared or published without the consent of the user.  

6. Payment Terms
Payment shall be made to the contractor upon completion of each of the agreed phases of the project that will be determined at an initial conception meeting.  Bidders may submit a proposed payment plan with their RFQ submission.  


8. Terms and Conditions

The terms and conditions that shall apply are embedded in the document below:


  



9. [bookmark: _Toc443650186]Deadline & Contact Details 
Quotes should be sent to Tracey Caldwell, Head of Business Operations via email by midday Friday 18 March 2016 (contact details below).

Enquires prior to March 14 should be sent to Joanna Flood, Traded Services Operations Manager at Joanna.flood@learningtrust.co.uk, Ph 0208 820 7378. 

After 14 March all enquiries with regard to this brief should be directed to:
Name:		Tracey Caldwell
Job title:		Head of Business Operations
Address:	Hackney Learning Trust, 1 Reading Lane, London E8 1GQ
Tel:		020 8820 7076
Email:	            tracey.caldwell@learningtrust.co.uk 


Where any clarification is beneficial to all bidders, both the question and response will be sent to other bidders anonymously.




Appendix A

Pricing Schedule



a. Please complete the Pricing Schedule below.

b. The work will be undertaken on a fixed-fee basis. The fees and rates quoted shall be the fully inclusive value of the work, excluding VAT and including all costs and expenses together with all general risks, liabilities and obligations set out in, or implied necessary to comply with, the Request for Quotation, the conditions of the Contract, the specification of service requirements, all schedules and appendices thereto and all other documents forming part of the Contract.

c. Agree that this Tender shall constitute an irrevocable, unconditional offer which may not be withdrawn for a period of six (6) months from the date of this Request for Quotation.

d. All prices must be in £ GBP.
 
	Item
	Cost

	Provision of platform / set-up development costs (including testing and user testing)

	£

	Licences for 3 year term

	£

	Support provision for 3 year term

	£

	Training of HLT staff for launch of system
	£

	Annual maintenance cost 
	£

	Hosting costs
	£

	Any other fees (please specify)
	£

	TOTAL FEE (ex VAT)
	£





Appendix B

PARIS Payment Interface


Webservices real-time integration with PARIS

When a card payment is to be made the application calls PARIS (the payment engine) which opens in a new window. The application will pass the following information to PARIS:-


	Field
	Type
	Format
	Notes

	Reference Number
	Char
	See notes
	The reference format needs to be unique to this system. Usually the reference is also unique to the transaction to help with reconciliation. The initial configuration of the reference format must be flexible to allow alpha numeric combinations or a prefix. No special characters to be used. 

	Amount
	Number
	00.00
	Total Cash Amount the customer is to pay

	Memo
	Char
	Free text no special Characters
	This is optional and can be used to pass any txt appropriate to the transaction that may help reconciliation

	Name
	Char
	Free text
	This is optional and can be used to pass customers name which may be different from the card payment name



PARIS has other optional text fields.

The customer will complete the card transaction using the PARIS payment page and if the payment is successful PARIS will close and the customer is returned to the application. At the same time PARIS will send a confirmation to the application. The PARIS payment engine and its hosting are PADSS and PCI DSS compliant.
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2. Payments directly from payment gateway will be reconciled using reports from online booking system based on nominal codes linked to products

CSV
Ordered products loaded into 
online booking platform


Payment Gateway

See Note 2.
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HLT Service
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Organisation
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Organisation

booker

Organisation

 read only Individual

customer

Can add customers X X

Can add users X X

Can add orders for self X X X

Can add orders for others X X X

Can amend own orders X X X

Can amend customer orders X X

Can process refunds X X

Can add/edit locations X X

Can add/edit products X X

Can add/edit resources X X

Can add/edit events X X

Can create and send notificaitons X X

Can create individual reports X X

Can create content pages (content editor) X X

Can create/amend pages (look and feel, 

FAQs, booking form templates etc)

X

Can add events to calendar X X

Can edit dashboard X

Can edit general settings X
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Dated ……………………………………………….


AGREEMENT


between


The London Borough of Hackney


and


XXXXXXXXXXXXXXXXXXXXXXXXXX

for


______________________________________________


[SERVICES]

_______________________________________________


Gifty Edila


Corporate Director for Legal, HR and Regulatory Services


Hackney Town Hall


Mare Street


London E8 1EA


AGREEMENT FOR SERVICES


Dated the ………… day of ……………………………………….2014

BETWEEN:


(1) The London Borough of Hackney of Hackney Town Hall, Mare Street, London E8 1EA (‘the Council’)


and


(2) [_____________________________________] (company registration number __________________) with registered office at [________________________________________________] (‘the Service Provider)


BACKGROUND

(a) The Council requires [brief outline of the services required]. 


(b) The Service Provider provides [brief synopsis of what services the company provides].


(c) The Council wishes to engage the Service Provider to provide the [specific] services (“the Services”) as more fully set out in the Services Specification (Schedule 1).

(d) The Service Provider has agreed with the Council to provide the Services on the terms and conditions of this agreement (“the Agreement”).

TERMS OF AGREEMENT


1. Definitions and Interpretation


1.1 The definitions and rules of interpretation in this clause apply in this agreement.


Authorised Representatives: the persons respectively designated by the Council and the Service Provider, the first such persons being set out in Schedule 3.

Charges: the charges which shall become due and payable by the Council to the Service Provider in respect of the Services in accordance with the provisions of this agreement, as such charges are set out in Schedule 2.

Commencement Date:  means _________________________________.

Commercially Sensitive Information: the information relating to the Service Provider, its intellectual property rights or its business or which the Service Provider has indicated to the Council that, if disclosed by the Council, would cause the Service Provider significant commercial disadvantage or material financial loss.


Crown: 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.


Crown Body: any department, office or agency of the Crown.


Data Processor: shall have the same meaning as set out in the Data Protection Act 1998.


Data Protection Legislation: the Data Protection Act 1998 (DPA), 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, 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.


Default Notice: is defined in clause 2.5.

Dispute Resolution Procedure: the procedure set out in clause 24.


Environmental Information Regulations: the Environmental Information Regulations 2004 (SI 2004/3391) together with any guidance and/or codes of practice issued by the Information Commissioner or relevant government department in relation to such regulations.


FOIA: 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.


Force Majeure: any cause affecting the performance by a party of its obligations under this agreement arising from acts, events, omissions or non-events beyond its reasonable control, including acts of God, riots, war, acts of terrorism, fire, flood, storm or earthquake and any disaster, but excluding any industrial or labour dispute relating to the Service Provider, the Service Provider's Personnel or any other failure in the Service Provider's supply chain.


Information: has the meaning given under section 84 of FOIA.


Intellectual Property: any and all intellectual property rights of any nature anywhere in the world whether registered or otherwise, including patents, utility models, trade marks, registered designs and domain names, applications for any of the foregoing, trade or business names, goodwill, copyright and rights in the nature of copyright, design rights, rights in databases, moral rights, know-how and any other intellectual property rights which subsist in computer software, computer programs, websites, documents, information, techniques, business methods, drawings, logos, instruction manuals, lists and procedures and particulars of customers, marketing methods and procedures and advertising literature, including the "look and feel" of any websites.


Necessary Consents: all approvals, certificates, authorisations, permissions, licences, permits, regulations and consents necessary from time to time for the performance of the Service. 


Payment Plan: the plan for payment of the Charges as set out in Schedule 2.


Personal Data: shall have the same meaning as set out in the Data Protection Act 1998.


Prohibited Act: the following constitute Prohibited Acts:


(a) to directly or indirectly offer, promise or give any person working for or engaged by the Council a financial or other advantage to:


(i) induce that person to perform improperly a relevant function or activity; or


(ii) reward that person for improper performance of a relevant function or activity;


(b) to directly or indirectly request, agree to receive or accept any financial or other advantage as an inducement or a reward for improper performance of a relevant function or activity in connection with this Agreement;


(c) committing any offence:


(i) under the Bribery Act 2010;


(ii) under legislation creating offences concerning fraudulent acts;


(iii) at common law concerning fraudulent acts relating to this Agreement or any other contract with the Council; or


(iv) defrauding, attempting to defraud or conspiring to defraud the Council.


Request for Information: a request for information or an apparent request under the Code of Practice on Access to Government Information, FOIA or the Environmental Information Regulations.


[Service Credits:  the sums attributable to a Service Failure as specified in Part 2 of Schedule 2. [Are service credits to be a feature of this contract? If so the appropriate provisions will have to be inserted.]]

[Service Failure: a failure by the Service Provider to provide the Services in accordance with any individual Service Level measured on a monthly basis.]

Service Levels: the service levels to which the Services are to be provided, as set out in Schedule 1. [Are any service levels specified?]

Service Provider's Personnel: all employees, agents, consultants and sub-contractors of the Service Provider and any of the Service Provider’s sub-contractors who are engaged in the provision of the Services from time to time. 


[Service Provider's Tender: the tender submitted by the Service Provider and other associated documentation set out in Schedule XX.]

Services: the services to be delivered by or on behalf of the Service Provider under this agreement, as more particularly described in Schedule 1 (Specification).


Term: the period the period commencing on the Commencement Date and ending on the _____________ anniversary of the Commencement Date as may be varied by: 


(a) any extensions to this agreement which are agreed pursuant to clause 2; or


(b) the earlier termination of this agreement in accordance with its terms.


Termination Date: the date of expiry or termination of this agreement.


Working Day: Monday to Friday, excluding any public holidays in England and Wales.


1.2 Clause, schedule and paragraph headings shall not affect the interpretation of this agreement.


1.3 A person includes a natural person, corporate or unincorporated body (whether or not having separate legal personality) and that person's legal and personal representatives, successors and permitted assigns.


1.4 The schedules form part of this agreement and shall have effect as if set out in full in the body of this agreement and any reference to this agreement includes the schedules.


1.5 A reference to a company shall include any company, corporation or other body corporate, wherever and however incorporated or established. 

1.6 Words in the singular shall include the plural and vice versa. 

1.7 A reference to one gender shall include a reference to the other genders. 

1.8 A reference to a statute or statutory provision is a reference to it as it is in force for the time being, taking account of any amendment, extension, or re-enactment and includes any subordinate legislation for the time being in force made under it. 

1.9 A reference to writing or written includes faxes and e-mail.


1.10 Any obligation in this agreement on a person not to do something includes an obligation not to agree or allow that thing to be done.

1.11 A reference to a document is a reference to that document as varied or novated (in each case, other than in breach of the provisions of this agreement) at any time.

1.12 References to clauses and schedules are to the clauses and schedules of this agreement; references to paragraphs are to paragraphs of the relevant schedule.


2. Commencement, Duration and Performance

2.1 This agreement shall take effect on the Commencement Date and shall continue for the Term and the Service Provider agrees to provide the Services to the Council for the Term in accordance with the provisions of this agreement.


2.2 The Council may extend the Term for further [annual] periods up to a maximum of ______ additional years. If the Council wishes to extend this agreement, it shall give the Service Provider [__________] months' written notice of such intention before the expiry of the Term in force at the time.

2.3 If the Council gives such notice then the Term shall be extended by the period set out in the notice on the same terms and conditions set out in this agreement.

2.4 If the Council does not wish to extend this agreement it shall terminate through effluxion of time on the expiry of the Term in force at the time and the provisions of clause 23 shall apply.

2.5 In the event that the Service Provider does not comply with the provisions of clause 2.1 in any way, the Council may serve the Service Provider with a notice in writing setting out the details of the Service Provider's default (“a Default Notice”).


3. Consents, Service Provider's warranty and due diligence


3.1 The Service Provider shall ensure that all Necessary Consents are in place to provide the Services and the Council shall not (unless otherwise agreed) incur any additional costs associated with obtaining, maintaining or complying with the same.


3.2 Where there is any conflict or inconsistency between the provisions of the agreement and the requirements of a Necessary Consent, then the latter shall prevail, provided that the Service Provider has made all reasonable attempts to obtain a Necessary Consent in line with the requirements of the Services.

3.3 The Service Provider acknowledges and confirms that:

3.3.1 it has had an opportunity to carry out a thorough due diligence exercise in relation to the Services and has asked the Council all the questions it considers to be relevant for the purpose of establishing whether it is able to provide the Services in accordance with the terms of this agreement; 


3.3.2 it has received all information requested by it from the Council pursuant to clause 3.3.1 to enable it to determine whether it is able to provide the Services in accordance with the terms of this agreement;


3.3.3  it has made and shall make its own enquiries to satisfy itself as to the accuracy and adequacy of any information supplied to it by or on behalf of the Council pursuant to clause 3.3.2;


3.3.4 it has raised all relevant due diligence questions with the Council before the Commencement Date; and


3.3.5 it has entered into this agreement in reliance on its own due diligence.


3.4 Save as provided in this agreement, no representations, warranties or conditions are given or assumed by the Council in respect of any information which is provided to the Service Provider by the Council and any such representations, warranties or conditions are excluded, save to the extent that such exclusion is prohibited by law.

3.5  The Service Provider:

3.5.1 as at the Commencement Date, warrants and represents that all information contained in the Service Provider's Tender remains true, accurate and not misleading, save as may have been specifically disclosed in writing to the Council prior to execution of the agreement; and

3.5.2 shall promptly notify the Council in writing if it becomes aware during the performance of this agreement of any inaccuracies in any information provided to it by the Council during such due diligence which materially and adversely affects its ability to perform the Services or meet any specified Service Levels as may be set out herein.


3.6 The Service Provider shall not be entitled to recover any additional costs from the Council which arise from, or be relieved from any of its obligations as a result of, any matters or inaccuracies notified to the Council by the Service Provider in accordance with clause 3.5.2 save where such additional costs or adverse effect on performance have been caused by the Service Provider having been provided with fundamentally misleading information by or on behalf of the Council and the Service Provider could not reasonably have known that the information was incorrect or misleading at the time such information was provided. If this exception applies, the Service Provider shall be entitled to recover such reasonable additional costs from the Council or shall be relieved from performance of certain obligations as shall be determined by agreement between the parties and recorded in writing.


3.7 Nothing in this clause 3 shall limit or exclude the liability of the Council for fraud or fraudulent misrepresentation.


4. The Council’s Obligations


The Council agrees in consideration of the performance by the Service Provider of the Services:


4.1 To afford to the Service Provider the services of such officers to assist in the Service Provider’s performance of the Services as may be reasonably required.


4.2 To pay the Service Provider at the rate set out in Schedule 2 to this Agreement, subject to the satisfactory performance of the Services and the further terms as to payment in clause 7. 

4.3 To comply with any applicable obligations imposed on it by any statutory provision or Code of Practice relating to health, safety and/or welfare at work.


5. The Service Provider’s Obligations


5.1 The Service Provider agrees as terms of this Agreement that:


5.1.1 it will perform the Services in a proper, competent and professional manner and (unless prevented by circumstances outside the Service Provider’s control) within the timescale specified in 0 and if so stated between the hours and/or the dates specified;


5.1.2 it will provide such tools, equipment and other resources as may be necessary for the proper performance of the Services;

5.1.3 it will familiarise itself with and comply with any applicable provisions of legislation (including Codes of Practice) relating to health, safety and/or welfare and discrimination at work.;

5.1.4 it will familiarise itself with and comply with any applicable policies and procedures of the Council which have been drawn to the Service Provider’s attention, including in particular (but without limitation) the Council’s Equal Opportunities Policy and Code of Conduct;

5.1.5 It will not do anything which could render the Council legally liable to any officer, employee or other person, or could otherwise damage the reputation of the Council or expose it to legal liability;

5.1.6 it will indemnify the Council against any loss occasioned to its property by any willful or negligent act on the Service Provider’s part and against any other liability incurred by the Council as a consequence of the Service Provider’s breach of any of the obligations undertaken by virtue of clauses 5.1.1, 5.1.3, 5.1.4 or 5.1.5 or the use of any resources supplied by the Service Provider pursuant to clause 5.1.2 or otherwise due to any wrongful or negligent act or omission by the Service Provider;

5.1.7 it will not delegate or sub contract the execution of the Service Provider’s duties under this agreement to another person or persons without the Council’s written agreement;

5.1.8 where any Service is stated to be subject to a specific Service Level, the Service Provider shall provide that Service in such a manner as will ensure that the achieved Service Level in respect of that Service is equal to or higher than such specific Service Level;

5.1.9 without prejudice to clause 5.1.8, the Service Provider shall provide the Services, or procure that they are provided:


5.1.9.1 in all respects in accordance with the Council's policies; and


5.1.9.2 in accordance with all applicable laws; and

5.1.10 it will account to HM Revenue and Customs for all payments made to it by the Council pursuant to this Agreement in a timely manner, and will pay by the due date any income tax and national insurance contributions to which the Service Provider is properly assessed (without prejudice to the Service Provider’s rights to appeal against such assessments), and the Service Provider will if so required by law register for Value Added Tax.

5.2 The Service Provider warrants that its staff and Representative have the necessary skills and qualifications to perform the Services.

6. SERVICE PROVIDER’S personnel

6.1 The Service Provider shall ensure that:


6.1.1 each of the Service Provider's Personnel is suitably qualified, adequately trained and capable of providing the applicable Services in respect of which they are engaged; 


6.1.2 there is an adequate number of Service Provider's Personnel to provide the Services properly;


6.1.3 only those people who are authorised by the Service Provider (under the authorisation procedure to be agreed between the parties) are involved in providing the Services; and


6.1.4 all of the Service Provider's Personnel comply with all of the Council's policies including those that apply to persons who are allowed access to the applicable Council's Premises.


6.2 The Council may refuse to grant access to, and remove, any of the Service Provider's Personnel who do not comply with any such policies, or if they otherwise present a security threat.


6.3 The Service Provider shall replace any of the Service Provider's Personnel who the Council reasonably decides have failed to carry out their duties with reasonable skill and care. Following the removal of any of the Service Provider's Personnel for any reason, the Service Provider shall ensure such person is replaced promptly with another person with the necessary training and skills to meet the requirements of the Services. The removal and replacement of any Service Provider Personnel shall be at no additional cost to the Council.

6.4 The Service Provider shall maintain up-to-date personnel records on the Service Provider's Personnel engaged in the provision of the Services and, on request, provide reasonable information to the Council on the Service Provider's Personnel. The Service Provider shall ensure at all times that it has the right to provide these records in compliance with the applicable Data Protection Legislation.  

6.5 The Service Provider shall use its best endeavours to ensure continuity of personnel and to ensure that the turnover rate of its staff engaged in the provision or management of the Services is at least as good at the prevailing industry norm for similar services, locations and environments.

6.6 In the event that

6.6.1 any Service Provider Personnel engaged in the provision of the Services have access to children or vulnerable adults or are responsible for processing Personal Data, the Service Provider shall ensure that they are subject to a valid and appropriate disclosure check undertaken through the Disclosure and Barring Service including a check against the adults' barred list or the children's barred list, as appropriate; and/or

6.6.2 the Service Provider is deemed to be a Regulated Activity Provider within the meaning of the Safeguarding Vulnerable Groups Act 2006 it shall have ultimate responsibility for the management and control of the Regulated Activity provided under this agreement.

6.7 The Service Provider warrants that at all times for the purposes of this agreement it has no reason to believe that any person who is or will be employed or engaged by the Service Provider in the provision of the Services is barred from the activity in accordance with the provisions of the Safeguarding Vulnerable Groups Act 2006 and any regulations made thereunder, as amended from time to time.

7. Payments


The following terms apply as to payments:

7.1 In consideration of the provision of the Services by the Service Provider in accordance with the terms and conditions of this agreement, the Council shall pay the Charges to the Service Provider in accordance with the Payment Plan set out in the Charges and Payment Schedule (Schedule 2). The amount or rate of payment as set out in the Payment Plan may only be varied by agreement in writing between the parties.  The amount or rate so set out and/or as so varied comprises the Service Provider’s entire entitlement to fees.


7.2 The Service Provider shall invoice the Council for payment of the Charges at [the end of each calendar month OR at the time the Charges are expressed to be payable in accordance with the Payment Plan]. All invoices shall be directed to the Council's Representative. [Any such invoices shall take into account any Service Credits which have been accrued in the previous period.]

7.3 The Council shall pay the Charges which have become payable in accordance with the Payment Plan within thirty (30) days of receipt of an undisputed invoice from the Service Provider, subject to the Service Provider providing the Services in accordance with any specified or agreed standard (including any recognized industry standard) or where no standard is specified to a generally acceptable standard.

7.4 Where any party disputes any sum to be paid by it then a payment equal to the sum not in dispute shall be paid and the dispute as to the sum that remains unpaid shall be determined in accordance with clause 24. Provided that the sum has been disputed in good faith, interest due on any sums in dispute shall not accrue until the earlier of 21 days after resolution of the dispute between the parties.


7.5 Subject to clause 7.4, interest shall be payable on the late payment of any undisputed Charges properly invoiced under this agreement in accordance with the Late Payment of Commercial Debts (Interest) Act 1998. The Service Provider shall not suspend the supply of the Services if any payment is overdue unless it is entitled to terminate this agreement under clause 20.6 for failure to pay undisputed charges.


7.6 The Charges are stated exclusive of VAT, which shall be added at the prevailing rate as applicable and paid by the Council following delivery of a valid VAT invoice. The Service Provider shall indemnify the Council against any liability (including any interest, penalties or costs incurred) which is levied, demanded or assessed on the Council at any time in respect of the Service Provider's failure to account for, or to pay, any VAT relating to payments made to the Service Provider under this agreement. 

7.7 Where the Service Provider enters into a sub-contract with a supplier or contractor for the purpose of performing the agreement, it shall cause a term to be included in such a sub-contract that requires payment to be made of undisputed sums by the Service Provider 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.


7.8 The Council reserves the right to recover any sum the Service Provider owes to it by deduction from or non-payment of invoices rendered by the Service Provider, and the Service Provider hereby authorises such deductions.


7.9 The Service Provider shall maintain complete and accurate records of, and supporting documentation for, all amounts which may be chargeable to the Council pursuant to this agreement. Such records shall be retained for inspection by the Council for SIX years from the end of the contract year to which the records relate.

7.10 In the event that at any time undisputed Charges have been overdue for payment for a period of sixty (60) days or more, the Council will have committed a Termination Payment Default.

8. Contract management


Reporting and meetings


8.1 The Service Provider shall provide the management reports in the form and at the intervals set out in Schedule 3.


8.2 The Authorised Representatives and relevant Key Personnel, if any, shall meet in accordance with the requirements of the Council and the Service Provider shall, at each meeting, present its previously circulated Management Reports in the format set out in that Schedule.


Monitoring


8.3 The Council may monitor the performance of the Services by the Service Provider.


8.4 The Service Provider shall co-operate, and shall procure that its Sub-Contractors co-operate, with the Council in carrying out the monitoring referred to in clause 8.3 at no additional charge to the Council.

9. Publicity and Branding


9.1 The Service Provider shall not make any press announcements, publicise this Agreement or its contents in any way or use the Council’s logo without the prior written consent of the Council, which consent shall not be unreasonably withheld or delayed.


9.2 Each party acknowledges to the other that nothing in this Agreement either expressly or by implication constitutes an endorsement of any products or services of the other party and each party agrees not to conduct itself in such a way as to imply or express any such approval or endorsement.


10. Indemnities


The Service Provider shall indemnify and keep indemnified the Council against all actions, proceedings, costs, claims, demands, liabilities, losses and expenses whatsoever whether arising in tort (including negligence) default or breach of this agreement, to the extent that any such loss or claim is due to the breach of contract, negligence, willful default or fraud of itself or of its employees or of any of its Representatives or sub-contractors save to the extent that the same is directly caused by or directly arises from the negligence, breach of this agreement or applicable law by the Council or its Representatives (excluding the Service Provider).


11. Limitation of liability


11.1 Subject to clause 11.3, neither party shall be liable to the other party (as far as permitted by law) for indirect, special or consequential loss or damage in connection with the agreement which shall include, without limitation, any loss of or damage to profit, revenue, contracts, anticipated savings, goodwill or business opportunities whether direct or indirect.


11.2 Each party shall at all times take all reasonable steps to minimise and mitigate any loss or damage for which the relevant party is entitled to bring a claim against the other party pursuant to this agreement.


11.3 In no circumstances shall the Council be liable to the Service Provider for any consequential, economic or financial loss sustained by the Service Provider in consequence of any failure on the Service Provider’s part to place the volume of orders under the Agreement anticipated by the Service Provider.


11.4 The Service Provider accepts and acknowledges that any information given to the Service Provider by the Council by way of indicative quantities is given only as a guide. No claim shall be brought against the Council in tort, contract or otherwise with regard to such information.


11.5 Notwithstanding any other provision of this agreement neither party limits or excludes its liability for:


11.5.1 fraud or fraudulent misrepresentation;


11.5.2 death or personal injury caused by its negligence; 


11.5.3 breach of any obligation as to title implied by statute; or


11.5.4 any other act or omission, liability for which may not be limited under any applicable law.


11.6 Any clause limiting the Service Provider's liability does not apply in relation to the breach of clause 16.


12. Insurance


12.1 The Service Provider shall at its own cost effect and maintain with a reputable insurance company a policy or policies of insurance providing as a minimum the following levels of cover:


12.1.1 public liability insurance with a limit of indemnity of not less than £2 million (two million pounds) in relation to any one claim or series of claims;

12.1.2 employer's liability insurance with a limit of indemnity in accordance with any legal requirement for the time being in force in relation to any one claim or series of claims;

12.1.3 professional indemnity insurance of not less than £2 million (two million pounds) for each individual claim or series of claims during the term of this Agreement and shall ensure that all professional consultants or sub-contractors involved in the provision of the Services hold and maintain appropriate cover, with such insurance to be maintained for a minimum of six (6) years following the expiration or earlier termination of this Agreement,

(“the Required Insurances”). The cover shall be in respect of all risks which may be incurred by the Service Provider, arising out of the Service Provider's performance of the agreement, including death or personal injury, loss of or damage to property or any other loss. Such policies shall include cover in respect of any financial loss arising from any advice given or omitted to be given by the Service Provider.


12.2 The Service Provider shall give the Council, on request, copies of all insurance policies referred to in this clause or a broker's verification of insurance to demonstrate that the Required Insurances are in place, together with receipts or other evidence of payment of the latest premiums due under those policies.


12.3 If, for whatever reason, the Service Provider fails to give effect to and maintain the Required Insurances, the Council may make alternative arrangements to protect its interests and may recover the costs of such arrangements from the Service Provider. 

12.4 The terms of any insurance or the amount of cover shall not relieve the Service Provider of any liabilities under the agreement.

13. CONFIDENTIALITY


13.1 Subject to clause 13.2, the parties shall keep confidential all matters relating to this agreement and shall use all reasonable endeavours to prevent their Representatives from making any disclosure to any person of any matters relating hereto.


13.2 Clause 13.1 shall not apply to any disclosure of information: 


13.2.1 required by any applicable law, provided that clause 15.1 shall apply to any disclosures required under the FOIA or the Environment Information Regulations; 


13.2.2 that is reasonably required by persons engaged by a party in the performance of such party's obligations under this agreement;


13.2.3 where a party can demonstrate that such information is already generally available and in the public domain otherwise than as a result of a breach of clause 13.1;


13.2.4 by the Council of any document to which it is a party and which the parties to this agreement have agreed contains no Commercially Sensitive Information;


13.2.5 to enable a determination to be made under clause 24;


13.2.6 which is already lawfully in the possession of the receiving party, prior to its disclosure by the disclosing party;


13.2.7 by the Council to any other department, office or agency of the Government; and


13.2.8 by the Council relating to this agreement and in respect of which the Service Provider has given its prior written consent to disclosure.


13.3 Notwithstanding the provisions of clause 23, on or before the Termination Date the Service Provider shall ensure that all documents and/or computer records in its possession, custody or control which relate to personal information of the Council’s employees, rate-payers or service users, are delivered up to the Council or securely destroyed.


13.4 Each party shall ensure that its employees, officers, representatives or advisers to whom it discloses the other party's confidential information comply with this clause 13.

14. DATA PROTECTION


14.1 The Service Provider shall (and shall ensure that any Service Provider Personnel involved in the provision of the agreement shall) comply with any notification requirements under the DPA and both parties shall duly observe all their obligations under the DPA, which arise in connection with the agreement.


14.2 Notwithstanding the general obligation in clause 14.1, where the Service Provider is processing Personal Data as a Data Processor for the Council, the Service Provider 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 


14.2.1 provide the Council with such information as the Council may reasonably require to satisfy itself that the Service Provider is complying with its obligations under the DPA;


14.2.2 promptly notify the Council of any breach of the security measures required to be put in place pursuant to clause 14.2 ; and


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


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


15. FREEDOM OF INFORMATION


15.1 The Service Provider acknowledges that the Council is subject to the requirements of the FOIA and the Environmental Information Regulations and shall assist and co-operate with the Council (at the Service Provider's expense) to enable the Council to comply with these information disclosure requirements.


15.2 The Service Provider shall and ensure that its sub-contractors shall:


15.2.1 transfer the Request for Information to the Council as soon as practicable after receipt and in any event within five Working Days of receiving a Request for Information;


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


15.2.3 provide all necessary assistance as reasonably requested by the Council to enable the Council 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.


15.3 The Council shall be responsible for determining at its absolute discretion whether the Commercially Sensitive Information and/or any other Information:


15.3.1 is exempt from disclosure in accordance with the provisions of the FOIA or the Environmental Information Regulations;  and/or


15.3.2  is to be disclosed in response to a Request for Information.


15.4 In no event shall the Service Provider respond directly to a Request for Information unless expressly authorised to do so by the Council. 

15.5 The Service Provider acknowledges that the Council 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:


15.5.1 without consulting with the Service Provider; or   


15.5.2 following consultation with the Service Provider and having taken its views into account,


provided always that where clause 15.5.2 applies the Council shall, in accordance with any recommendations of the Code, take reasonable steps, where appropriate, to give the Service Provider advanced notice, or failing that, to draw the disclosure to the Service Provider's attention after any such disclosure.


15.6 The Service Provider shall ensure that all Information produced in the course of the agreement or relating to the agreement is retained for disclosure and shall permit the Council to inspect such records as requested from time to time.

15.7 The Service Provider acknowledges that any lists or Schedules provided by it outlining Confidential Information are of indicative value only and that the Council may nevertheless be obliged to disclose Confidential Information in accordance with clause 15.5.


16. Bribery, Corruption and Gratuities


16.1 The Service Provider shall not: 

16.1.1 in connection with this Agreement commit a Prohibited Act and shall procure that all Service Provider Personnel shall not commit a Prohibited Act,


16.1.2 offer or agree to give any person working for or engaged by the Council or any other Crown Body any gift or other consideration, which could act as an inducement or a reward for any act or failure to act connected to this agreement, or any other agreement between the Service Provider and the Council or any Crown Body, including its award to the Service Provider and any of the rights and obligations contained within it; or 


16.1.3 enter into this agreement if it has knowledge that, in connection with it, any money has been, or will be, paid to any person working for or engaged by the Council or any other Crown Body by or for the Service Provider, or that an agreement has been reached to that effect, unless details of any such arrangement have been disclosed in writing to the Council before execution of this agreement.


16.2 The Service Provider warrants, represents and undertakes that it is not aware of any financial or other advantage being given to any person working for or engaged by the Council, or that an agreement has been reached to that effect, in connection with the execution of this Agreement, excluding any arrangement of which full details have been disclosed in writing to the Council before execution of this Agreement.

16.3 If the Service Provider, including any Service Provider employee, sub-contractor or agent, in all cases whether or not acting with the Service Provider's knowledge:


16.3.1 breach Clause 16.1; or


16.3.2 engage in any activity, practice or conduct which would constitute an offence under sections 1, 2 or 6 of the Bribery Act 2010 if such activity, practice or conduct had been carried out in the UK,


in relation to this agreement or any other contract with the Council, the Council may terminate this agreement by written notice with immediate effect and recover from the Service Provider the amount of any loss resulting from such termination, including but not limited to any cost incurred by the Council in re-tendering the service hereunder.


16.4 Any termination under clause 16.3 shall be without prejudice to any right or remedy that has already accrued, or subsequently accrues, to the Council.


16.5 The Service Provider shall if requested, provide the Council with any reasonable assistance to enable the Council to perform any activity required by any relevant government or agency in any relevant jurisdiction for the purpose of compliance with the Bribery Act 2010;


16.6 Notwithstanding clause 24, any dispute relating to:


16.6.1 the interpretation of clause 16.1 to clause 16.3 inclusive; or 


16.6.2 the amount or value of any gift, consideration or commission,

shall be determined by the Council and the decision shall be final and conclusive.


16.7 The Service Provider shall not, whether itself or by any partner or director engaged in the provision of the Services or by any person employed by it to provide the Services, solicit or accept any gratuity, tip or any other form of money taking or reward, collection or charge for any of the Services other than charges properly approved by the Council in accordance with the provisions of this Agreement.


17. DISCRIMINATION


The Service Provider shall not unlawfully discriminate either directly or indirectly on such grounds as race, colour, ethnic or national origin, disability, sex or sexual orientation, religion or belief, or age and without prejudice to the generality of the foregoing the Service Provider shall not unlawfully discriminate within the meaning and scope of the Equality Act 2010 and Equality Act 2006 (as amended), the Human Rights Act 1998 or other relevant or equivalent legislation, or any statutory modification or re-enactment thereof.

18. Audit


18.1 During the Term and for a period of 5 years after the Termination Date, the Council may conduct or be subject to an audit for the following purposes:

18.1.1 to verify the accuracy of Charges (and proposed or actual variations to them in accordance with this agreement) and/or the costs of all suppliers (including sub-contractors);


18.1.2 to review the integrity, confidentiality and security of any data relating to the Council or any service users;


18.1.3 to review the Service Provider's compliance with the DPA, the FOIA, in accordance with clause 14 (Data Protection) and clause 15 (Freedom of Information) and any other legislation applicable to the Services;


18.1.4 to review any records created during the provision of the Services;


18.1.5 to review any books of account kept by the Service Provider in connection with the provision of the Services; 


18.1.6 to carry out the audit and certification of the Council's accounts; 


18.1.7 to carry out an examination pursuant to sections 44 and 46 of the Audit Commission Act 1998 of the economy, efficiency and effectiveness with which the Council has used its resources;


18.1.8 to verify the accuracy and completeness of any reports delivered or required by this agreement.

18.2 Except where an audit is imposed on the Council by a regulatory body, the Council may not conduct an audit under this clause 18 more than twice in any calendar year.


18.3 The Council shall use its reasonable endeavours to ensure that the conduct of each audit does not unreasonably disrupt the Service Provider or delay the provision of the Services.


18.4 Subject to the Council's obligations of confidentiality, the Service Provider shall on demand provide the Council and any relevant regulatory body (and/or their agents or representatives) with all reasonable co-operation and assistance in relation to each audit, including:


18.4.1 all information requested by the above persons within the permitted scope of the audit;


18.4.2 reasonable access to any sites controlled by the Service Provider and to any equipment used (whether exclusively or non-exclusively) in the performance of the Services; and


18.4.3 access to the Service Provider's Personnel.


18.5 The Council shall endeavour to (but is not obliged to) provide at least 15 days notice of its or, where possible, a regulatory body's, intention to conduct an audit.


18.6 The parties agree that they shall bear their own respective costs and expenses incurred in respect of compliance with their obligations under this clause, unless the audit identifies a material failure to perform its obligations under this agreement in any material manner by the Service Provider in which case the Service Provider shall reimburse the Council for all the Council's reasonable costs incurred in the course of the audit. 


18.7 If an audit identifies that: 

18.7.1 the Service Provider has failed to perform its obligations under this agreement in any material manner, the parties shall agree and implement a remedial plan. If the Service Provider's failure relates to a failure to provide any information to the Council about the Charges, proposed Charges or the Service Provider's costs, then the remedial plan shall include a requirement for the provision of all such information; 


18.7.2 the Council has overpaid any Charges, the Service Provider shall pay to the Council the amount overpaid within 20 days. The Council may deduct the relevant amount from the Charges if the Service Provider fails to make this payment; and 


18.7.3 the Council has underpaid any Charges, the Council shall pay to the Service Provider the amount of the under-payment less the cost of audit incurred by the Council if this was due to a default by the Service Provider in relation to invoicing within 20 days.


19. Intellectual property


19.1 The parties agree that any trademarks, patents, trade names, logos, trade dress, domain names, copyright or licenses therein, or other enforceable intellectual property rights and whether in hard or electronic copy (collectively, "intellectual property") belonging to the other given to them under this agreement remains at all times the property of the other.


19.2 Upon termination of this agreement for any reason the parties will use reasonable endeavours to ensure that all such trade marks, trade names and material are removed from display and/or destroyed at the request of the other save where such items described at clause 19.1 are held by the parties in compliance with any statutory obligations and/or the maintenance of proper records.


19.3 The parties undertake that they have all necessary permissions, licences and rights to use the intellectual property of third parties for the purposes of this agreement.


19.4 Except as expressly provided in this agreement, no intellectual property rights shall be conveyed, transferred, or assigned by this agreement. Each party reserves the right to approve in advance the use of its intellectual property by the other party in each and every instance. All intellectual property owned by either party will remain the exclusive property of such party and will be returned to such party promptly after the expiration of this agreement or destroyed, at the option of the other party.


19.5 Each party shall indemnify (for the purposes of this clause, “the indemnifying party”) the other party (for the purposes of this clause, “the indemnified party”) against all actions, claims, proceedings, costs and expenses (including legal fees) arising from any actual infringement of intellectual property rights of whatever nature insofar as these relate to the intellectual property rights developed and owned by the indemnifying party or licensed to the indemnifying party which claims, actions or proceedings arise as a result of the indemnified party’s use of any of the services within the united kingdom except that the indemnity shall not apply to any actions, claims or proceedings which are attributable to any breach of contract or negligent act or omission on the part of the indemnified party or where such actions, claims or proceedings relate to any developments of the services carried out by or at the request of the indemnified party except where the indemnifying party knew or ought to have known that such development of the services requested by the indemnified party would result in an infringement of intellectual property rights.


19.6 The indemnified party shall notify the indemnifying party in writing of any such action, claim or proceeding and shall not make any admission unless the indemnifying party gives prior written consent.


19.7 At the indemnifying party’s request and expense, the indemnified party shall permit the indemnifying party to conduct all negotiations and litigation. The indemnified party shall give all assistance as the indemnifying party may reasonably request and the indemnifying party shall pay the indemnified party’s costs and expenses so incurred.


19.8 The indemnifying party may, at its expense; (i) obtain a licence to enable the indemnified party to continue to use the services, or (ii) modify or replace the services to avoid any alleged or actual infringement or breach or (iii) terminate the provision of the affected elements of the services. Where the indemnifying party exercises options (i) or (ii) the functionality of such modification or replacement shall not materially affect the performance of the services.


20. TERMINATION

20.1 This Agreement will continue in force unless terminated through the effluxion of time or earlier in accordance with the following provisions of this clause 20.


20.2 The Council may terminate this Agreement at any time by giving one month’s notice in writing. 


20.3 The Council may at any time terminate this Agreement by notice in writing with immediate effect or with effect from such date as the notice may state, for Cause as defined in clause 20.4.  The effect of such notice shall be to terminate, with effect from the date stated in the notice, any obligation on the Service Provider’s part to perform services and any right to continue to perform services, and to remove any obligation of the Council to pay for services performed after that date.  The termination of this Agreement for cause shall not give rise to any obligation by the Council to compensate the Service Provider for any loss arising.


20.4 ‘Cause’ in clause 20.3 means any of the following:


20.4.1 Any serious breach of any obligation owed by the Service Provider to the Council under this Agreement, including without limitation any serious breach of the Code of Conduct.

20.4.2 Any repeated or continuing breach of any obligation following notice in writing identifying a breach of that obligation and requiring the Service Provider to rectify, or not repeat, the breach.

20.4.3 Any conduct on the Service Provider’s part, whether or not in the course of performing services under this Agreement, which is likely to cause damage to the reputation or standing of the Council.

20.4.4 Any act of bankruptcy by the Service Provider.

20.4.5 if a resolution is passed or an order is made for the winding up of the Service Provider (otherwise than for the purpose of solvent amalgamation or reconstruction) or the Service Provider becomes subject to an administration order or a receiver or administrative receiver is appointed over or an encumbrancer takes possession of any of the Service Provider's property or equipment;


20.4.6 if the Service Provider ceases or threatens to cease to carry on business in the United Kingdom;


20.4.7 if there is a change of control (as defined in section 574 of the Capital Allowances Act 2001) of the Service Provider to which the Council reasonably objects.


20.4.8 Conviction of a criminal offence other than an offence under road traffic legislation not resulting in imprisonment or disqualification from driving.


20.5 If this agreement is terminated by the Council for cause such termination shall be at no loss or cost to the Council and the Service Provider hereby indemnifies the Council against any such losses or costs which the Council may suffer as a result of any such termination for cause.

20.6 The Service Provider may terminate this agreement in the event that the Council commits a Termination Payment Default (as defined in clause 7.10) by giving thirty (30) days' written notice to the Council. In the event that the Council remedies the Termination Payment Default in the thirty (30) day notice period, the Service Provider's notice to terminate this agreement shall be deemed to have been withdrawn.


20.7 For the avoidance of doubt, subject to the preceding provisions of this clause 20, any provision of this Agreement capable of being performed or of having effect following the termination hereof shall continue in effect notwithstanding the termination of this Agreement.


21. Force majeure


21.1 Subject to the remaining provisions of this clause 21, neither party to this agreement shall be liable to the other for any delay or non-performance of its obligations under this agreement to the extent that such non-performance is due to a Force Majeure event.


21.2 In the event that either party is delayed or prevented from performing its obligations under this agreement by a Force Majeure event, such party shall:


21.2.1 give notice in writing of such delay or prevention to the other party as soon as reasonably possible, stating the commencement date and extent of such delay or prevention, the cause thereof and its estimated duration;


21.2.2 use all reasonable endeavours to mitigate the effects of such delay or prevention on the performance of its obligations under this agreement; and


21.2.3 resume performance of its obligations as soon as reasonably possible after the removal of the cause of the delay or prevention.


21.3 A party cannot claim relief if the Force Majeure event is attributable to that parties wilful act, neglect or failure to take reasonable precautions against the relevant Force Majeure event. 


21.4 The Service Provider cannot claim relief if the Force Majeure event is one where a reasonable service provider should have foreseen and provided for the cause in question.


21.5 As soon as practicable following the affected party's notification, the parties shall consult with each other in good faith and use all reasonable endeavours to agree appropriate terms to mitigate the effects of the Force Majeure event and to facilitate the continued performance of this agreement. Where the Service Provider is the affected party, it shall take and/or procure the taking of all steps to overcome or minimise the consequences of the Force Majeure event in accordance with accepted industry practice.


21.6 The affected party shall notify the other party as soon as practicable after the Force Majeure event ceases or no longer causes the affected party to be unable to comply with its obligations under this agreement. Following such notification, this agreement shall continue to be performed on the terms existing immediately before the occurrence of the Force Majeure event unless agreed otherwise by the parties.


21.7 The Council may, during the continuance of any Force Majeure event, terminate this agreement by written notice to the Service Provider if a Force Majeure event occurs that affects all or a substantial part of the Services and which continues for more than twenty (20) Working Days.


21.8 For the avoidance of doubt, a Force Majeure event shall not include any labour dispute between the Service Provider and its employees or failure to provide the Services by any of its agents, contractors or sub-contractors.


22. NOTICES


22.1 Any notice given under this agreement shall be in writing in English and signed by or on behalf of the party giving it and shall be served by delivering it personally, or sending it by pre-paid recorded delivery or registered post to the relevant party at the address set out at the beginning of this Agreement, or by sending it by fax to the fax number notified by the relevant party to the other party. Any such notice shall be deemed to have been received:


22.1.1 if delivered personally, at the time of delivery;


22.1.2 in the case of pre-paid recorded delivery or registered post, two (2) days from the date of posting; and


22.1.3 in the case of fax, at the time of successful receipt by the recipient,


provided where receipt occurs outside normal office hours (16h00) on a particular day or is not on a Working Day, receipt shall be deemed to have taken place the next Working Day.


22.2 In proving such service it shall be sufficient to prove that the envelope containing the notice was addressed to the address of the other party and delivered either to that address or into the custody of the postal authorities as a pre-paid recorded delivery or registered post or that the notice was transmitted by fax to the fax number or e-mail address of the other party (provided that an automated response does not indicate otherwise).


23. CONSEQUENCES OF TERMINATION


23.1 On the expiry or termination of this agreement whether in whole or in part and for any reason the Service Provider shall co-operate fully with the Council to ensure an orderly migration of the Services to the Council or, at the Council's request, a replacement service provider.


23.2 On termination of this agreement or when so reasonably so required by the Council before such completion, the Service Provider shall procure that all data and other material belonging to the Council (and all media of any nature containing information and data belonging to the Council or relating to the Services), shall be delivered to the Council forthwith and will permanently delete any data or electronic material from any computer equipment not in the possession of the Council on which such copy is recorded, provided that where the Service Provider is required by any law, regulation, or government or regulatory body to retain any documents or materials which it would otherwise be required to return or destroy, it shall notify the Council in writing of such retention, giving details of the documents or materials that it must retain.

23.3 The provisions of clause clause 10 (Indemnities), clause 12 (Insurance), clause 14 (Data Protection), clause 15 (Freedom of Information), clause 18 (Audit), clause 20 (Termination) and this clause 23 (Consequences of termination) shall survive termination or expiry of this agreement.


24. DISPUTE RESOLUTION


24.1 Either party may call an extraordinary meeting of the parties by service of not less than five (5) Working Days' written notice and each party agrees to procure that its Authorised Representative together with any other personnel requested to attend by the Council (if any) shall attend all extraordinary meetings called in accordance with this clause.

24.2 The members of the relevant meeting shall use their best endeavours to resolve disputes arising out of this agreement. If any dispute referred to a meeting is not resolved at that meeting then either party, by notice in writing to the other, may refer the dispute to senior officers of the two parties who shall co-operate in good faith to resolve the dispute as amicably as possible within fourteen (14) days of service of such notice. If the senior officers fail to resolve the dispute in the allotted time, the parties shall, within that period, on the written request of either party enter into an alternative Dispute Resolution Procedure with the assistance of a mediator agreed by the parties or, in default of such agreement within seven (7) days of receipt of such request, appointed, at the request of either party, by the Centre for Dispute Resolution or such other similar body as is agreed.

24.3 The parties shall then submit to the supervision of the mediation by the Centre for Dispute Resolution or similar body for the exchange of relevant information and for setting the date for negotiations to begin.

24.4 Recourse to this Dispute Resolution Procedure shall be binding on the parties as to submission to the mediation but not as to its outcome. Accordingly all negotiations connected with the dispute shall be conducted in strict confidence and without prejudice to the rights of the parties in any future legal proceedings. Except for any party's right to seek interlocutory relief in the courts, no party may commence other legal proceedings under the jurisdiction of the courts or any other form of arbitration until twenty one (21) days after the parties have failed to reach a binding settlement by mediation (at which point the Dispute Resolution Procedure shall be deemed to be exhausted).

24.5 If, with the assistance of the mediator, the parties reach a settlement, such settlement shall be reduced to writing and, once signed by the duly Authorised Representative of each of the parties, shall remain binding on the parties.

24.6 The parties shall bear their own legal costs of this Dispute Resolution Procedure, but the costs and expenses of mediation shall be borne by the parties equally.

24.7 While the Dispute Resolution Procedure referred to in this clause 24 is in progress and any party has an obligation to make a payment to another party or to allow a credit in respect of such payment, the sum relating to the matter in dispute shall be paid into an interest bearing deposit account to be held in the names of the relevant parties at a clearing bank and such payment shall be a good discharge of the parties' payment obligations under this agreement. Following resolution of the dispute, whether by mediation or legal proceedings, the sum held in such account shall be payable as determined in accordance with the mediation or legal proceedings, and the interest accrued shall be allocated between the parties pro rata according to the split of the principal sum as between the parties.

25. NO PARTNERSHIP OR AGENCY


Nothing in this agreement is intended to, or shall be deemed to, establish any partnership or joint venture between any of the parties, constitute any party the agent of another party, nor authorise any party to make or enter into any commitments for or on behalf of any other party except as may expressly be provided in writing and then only for the purpose set out therein.


26. THIRD PARTY RIGHTS

Nothing in this contract confers or purports to confer on any third party any benefit or any right to enforce any term of this Agreement.


27. Sub-Contracting and assignment

27.1 Subject to clause 27.3, neither party shall be entitled to assign, novate or otherwise dispose of any or all of its rights and obligations under this agreement without the prior written consent of the other party, neither may the Service Provider sub-contract the whole or any part of its obligations under this agreement except with the express prior written consent of the Council.


27.2 In the event that the Service Provider enters into any sub-contract in connection with this agreement it shall remain responsible to the Council for the performance of its obligations under the agreement notwithstanding the appointment of any sub-contractor and be responsible for the acts, omissions and neglects of its sub-contractors as if they were the acts, omissions and neglects of the Service Provider.

27.3 The Council shall be entitled to novate the agreement to any other body which substantially performs any of the functions that previously had been performed by the Council.


28. ENTIRE AGREEMENT

28.1 This Agreement constitutes the complete agreement between the Parties with respect to the subject matter hereof and supersedes all previous communication, representation understandings and any representation promise or condition not incorporated herein shall not be binding on any party.

28.2 No variation of this agreement shall be effective unless it is in writing and signed by the parties (or their authorised representatives).

29. WAIVER AND SEVERANCE


29.1 A waiver of any right or remedy under this agreement is only effective if given in writing and shall not be deemed a waiver of any subsequent breach or default. A failure or delay by a party to exercise any right or remedy provided under this agreement or by law shall not constitute a waiver of that or any other right or remedy, nor shall it preclude or restrict any further exercise of that or any other right or remedy.


29.2 No single or partial exercise of any right or remedy provided under this agreement or by law shall preclude or restrict the further exercise of that or any other right or remedy.

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

30. Governing Law and Jurisdiction


30.1 This agreement and any dispute or claim arising out of or in connection with it or its subject matter shall be governed by and construed in accordance with the law of England and Wales.


30.2 The parties irrevocably agree that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with this agreement or its subject matter.


IN WITNESS of which this Agreement has been duly executed by the parties on the date above written.

Signed on behalf of XXXXXXXXXXXXX:

Signature: ……………………………….

Print Name: …………………………………………




Designation: …………………………………………..

Signed on behalf of The London Borough of Hackney:





Signature: ……………………………………………

Print Name: …………………………………………




Designation: …………………………………………..

Services Specification

Charges and Payment

1. Charges based on a fixed price


		Service

		Monthly cost (£)



		[INSERT RELEVANT PART OF SERVICES]

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]



		[INSERT RELEVANT PART OF SERVICES]

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]



		[INSERT RELEVANT PART OF SERVICES]

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]



		TOTAL

		[INSERT FIGURE TO BE CHARGED TO COUNCIL]





2. Charges based on hourly rates


		Hours of service in invoice period

		Hourly rate (£)



		[Up to 100]

		[INSERT FIGURE PER HOUR TO BE CHARGED TO COUNCIL]



		[101-200]

		[INSERT FIGURE PER HOUR TO BE CHARGED TO COUNCIL]



		[201-300]

		[INSERT FIGURE PER HOUR TO BE CHARGED TO COUNCIL]





3. Payment triggered by meeting milestones


		Workstream

		Milestone

		Date completion expected

		Charge payable on completion (£)



		[INSERT]

		[INSERT DETAILS]

		[INSERT DATE]

		[INSERT FIGURE]



		[INSERT]

		[INSERT DETAILS]

		[INSERT DATE]

		[INSERT FIGURE]



		[INSERT]

		[INSERT DETAILS]

		[INSERT DATE]

		[INSERT FIGURE]





4. Menu pricing


		Type of Fixed Cost

		Charges (£)



		[INSERT TYPE OF SERVICE TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL FOR THAT SERVICE]



		[INSERT TYPE OF SERVICE OR GOODS TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL  FOR THAT SERVICE]



		[INSERT TYPE OF SERVICE OR GOODS TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL FOR THAT SERVICE]



		[INSERT TYPE OF SERVICE OR GOODS TO BE PROVIDED]

		[INSERT FIGURE (EXPRESSED AS UNIT COST OR HOURLY RATE) TO BE CHARGED TO COUNCIL FOR THAT SERVICE]





5. Payment Plan


[INSERT DETAILS OF WHEN INVOICES WILL BE SUBMITTED BY THE SERVICE PROVIDER AND WHEN THEY WILL BE DUE FOR PAYMENT]

6. Termination Payment Default


In the event that at any time undisputed Charges of £[AMOUNT] have been overdue for payment for a period of [60] days or more, the Council will have committed a Termination Payment Default.


SERVICE CREDITS


TBC

Contract Management


7. Authorised representatives


7.1 The Council's initial Authorised Representative: [INSERT DETAILS]


7.2 The Service Provider's initial Authorised Representative: [INSERT DETAILS]


8. Key personnel


[INSERT DETAILS]

9. Meetings


9.1 Type


9.2 Quorum


9.3 Frequency


9.4 Agenda


10. Reports


10.1 Type


10.2 Contents


10.3 Frequency


10.4 Circulation list


[Tender / other documents – NB: to be referenced within the contract]
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Notes:

1. Import from booking system to Sage 200 is via csv file which contains the following fields: account reference, product number, price, order taken by name, reference no, notes. Order status “live” indicates the order 

has not yet been invoiced and will be invoiced using the normal process. Order status “completed” indicates the order has been invoiced and no invoice will be raised.

2. Payments directly from payment gateway will be reconciled using reports from online booking system based on nominal codes linked to products
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