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1. MOBILISATION PLAN 
 

1.1 From the start of Mobilisation Period the Supplier shall implement the activities and 
duties detailed within the Mobilisation Plan.  

1.2 The Supplier must achieve approval by the Authority of all items within the Mobilisation 
Plan, as outlined in this Schedule during the Mobilisation Period. 

1.3 Any modifications required by the Authority to the Mobilisation Plan shall be notified by 
the Authority and an amended Mobilisation Plan shall be provided by the Supplier for 
approval by the Authority within 10 Working Days. Approval by the Authority will not be 
unreasonably withheld.  

1.4 The Mobilisation Plan shall detail: 

(a) governance arrangements during the Mobilisation Period and contact details; 

(b) status reporting to the Authority on a weekly basis to include progress against 
the project plan, project issues and associated resolution and/or mitigating 
actions; 

(c) the schedule of meetings and reporting requirements required by the Authority 
during the Mobilisation Period, which as a minimum, shall include fortnightly 
meetings, proposed attendees and up to date progress reports; 

(d) the programme to fulfil obligations under the Employment Regulations including 
procedures for Service Commencement relating to Employment Regulations 
transfers; 

(e) the programme of high level tasks (maximum breakdown of 5 Working Days 
actual effort) and critical path for implementing the requirements to obtain a 
Permit to Operate as set out in this Schedule – the programme shall clearly 
indicate where the Supplier and/or the Authority and/or the Travel Services 
Provider are required to complete a task; and 

(f) should the critical path change, the Supplier shall submit a new programme to 
the Authority within 5 Working Days of the change being identified.  

2. PERMIT TO OPERATE 

2.1 On or prior to the Operational Service Commencement Date, the Supplier shall request 
and obtain from the Authority a Permit to Operate. 

2.2 A Permit to Operate will only be issued if the Supplier has demonstrated to the 
satisfaction of the Authority that the Supplier: 

(a) can provide the Services in a manner which meets all the requirements of the 
Agreement; and 

(b) has complied with the requirements to provide Service Delivery Plans (including 
Service Operating Procedures) and other required information, documentation 
or plans as set out below in this Schedule. 

2.3 Following receipt of any information under this Schedule, the Authority shall be entitled 
to request from the Supplier, and the Supplier shall be obliged to provide, such further 
information as the Authority may require for the purpose of implementing the Permit to 
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Operate, provided that any request for such further information shall be made by the 
Authority as soon as is reasonably practicable following the receipt of the information 
outlined in this Schedule.  

2.4 Notwithstanding anything in the Agreement, the Authority shall not issue a Permit to 
Operate unless the information required by the Authority has been supplied to it and the 
necessary approvals (including without limitation final approval of the Service Delivery 
Plans) have been given by the Authority to the Supplier as specified or referred to in this 
Schedule. 
 
Temporary Permit to Operate 

2.5 If upon receipt of the formal request from the Supplier under Paragraph 2.1 above the 
Authority does not believe that all service requirements have been met, but sufficient 
capability is in place to enable the Services to commence it reserves the right to issue a 
conditional permit to operate (A Temporary Permit to Operate). Where such 
Temporary Permit to Operate is issued the Supplier shall provide for approval with 5 
Working Days an action plan to address all deficiencies in the service provision that 
have prevented issuing the full Permit to Operate. Once the Supplier has addressed all 
deficiencies, it shall evidence this and request the full Permit to Operate. 

2.6 The fact that a Temporary Permit to Operate has been issued does not relieve the 
Supplier of any obligations under this contract, and all terms of the contract shall be 
applied in full 

3. TIMETABLE FOR PERMIT TO OPERATE 

3.1 The timetable for obtaining the Permit to Operate is set out in Clause 6 of the 
Agreement. 

4. THE SERVICE DELIVERY PLANS  

4.1 The Supplier shall submit a Service Delivery Plan for the provision of all the Services for                      
formal Authority approval. As a minimum, the Authority requires the information set out 
in this Paragraph  4 to be part of the Service Delivery Plan 

4.2 Management, Staffing and Personnel: 

(a) Submit a description of the scope of the Services and Service objectives; 

(b) Provide a definition of the management structure, detailing management roles, 
responsibilities and reporting structures;  

(c) Provide governance structures including meeting's calendar and attendees;  

(d) Confirm the levels of decision making processes at contract level, confirm key 
Supplier Personnel and provide details of CVs and intended role, including but 
not limited to Supplier Representatives, ACDT (suicide and self harm) Manager, 
Residential Short Term Holding Facility Manager, Safeguarding and Child 
Services Manager, Designated Security Officer;  

(e) Confirm where budget responsibilities lie and levels of responsibility; 

(f) Confirm organisation chart for the delivery of the  Services; 

(g) Provide job descriptions;  
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(h) Confirm the numbers of Supplier Personnel, by job title, job description, grade 
and skill base across the Agreement to deliver Services;  

(i) Confirm staffing levels for each Holding Room;  

(j) Define the contracted working hours and availability of all Supplier Personnel by 
Service area; 

(k) Confirm details for management and supervision outside operating hours, 
including relevant contact details, confirm the dedicated point of contact for the 
Authority (24 hours per day / 365(6) days per year) with overall responsibility for 
the Services and access to the highest levels of the Supplier’s senior 
management; and 

(l) Obtain appropriate security clearances for all Supplier Personnel. 

4.3 Subcontracted Services 

(a) Provide details as to which Services will be carried out in-house and those 
which will be subcontracted with details of Sub-contractors and details of 
procedures, including procurement arrangements, for sub-contracting any 
Services. 

4.4 Insurance  

(a) Provide details and copies of insurance policies as required by this Agreement.  

4.5 Systems Implementation and Testing: 

(a) Provide details of system implementation and testing arrangements; 

(b) Provide IT System Implementation and Testing Plans for each release required 
to meet the full IT specification set out in Schedule R (IT System Requirement) 
and as required to meet the requirements in Schedule D (Service Specification). 
This includes provision of an IT System Implementation and Testing Plan to 
support the assurance of the implementation of the end to end Travel and 
Escort system when the Supplier’s system is integrated to the Authority Returns 
and Movements Planner (RMP);  

(c) The Implementation and Test Plans must satisfy the Authority that the IT can 
support all services as set out in Schedules D and R. Testing will include the 
following:-  unit testing, integration testing, system testing, user confidence 
testing, user assurance testing, operational testing, performance testing, 
functional testing, non-functional testing, penetration testing, security 
accreditation testing and regression testing as appropriate and as detailed 
against each Service;  

(d) The Supplier shall consult with the Authority in preparing the Test Plans and a 
Test Strategy, such consultation to include the acceptability to the Authority of 
the proposed scope, duration, test progress reviews and timing of the Testing 
and Acceptance criteria. On completion of testing phases the Supplier shall 
provide a Test Report which the Authority must approve prior to progression to 
the next phase; 

(e) The Authority will support all reasonable requests for assistance during testing 
which must include real (if anonymised) data prior to go-live. Case types will 
include, but not be limited to: 
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(i) In-country Movements 

(ii) Scheduled Removals 

(iii) Charter Removals 

(iv) Alterations such as cancellation, name changes of escorts 

(v) Finance systems, including an Invoicing and Payment System;  

(f) The Supplier to demonstrate that all systems are established and operational 
following testing with live movement and travel/removal booking requests to be 
determined by the Authority with the purpose of proving the system can manage 
a range of escorting and travel/removal request types and scenarios prior to the 
Authority granting Approval to Operate; and  

(g) The Supplier must provide a contingency plan for handling requests in the event 
of system failure by the agreed transition date. 

4.6 Management Systems and Procedures: 

(a) Provide details of a training programme for Authority representatives/staff for all 
supplier systems and processes requiring their input or access; 

(b) Carry out training of all relevant Authority representatives/staff for all supplier 
systems and processes requiring their input or access for the commencement of 
Operational Services; 

(c) Provide details of systems and procedures for the management of the Services 
including, but not limited to, accounting and prompt invoicing, ensuring that 
these systems are fully integrated with Service requests and have a full audit 
trail; and 

(d) Provide details of procurement processes, procedures and suitability qualified 
personnel, including job descriptions of those to be performing procurement on 
behalf of the Authority and compliance with the Chartered Institute of Purchase 
and Supply code of practice or comparable standard. 

4.7 Quality Management: 

(a) Provide the Quality Plans including details of quality management, review and 
audit systems and procedures; 

(b) Provide quality standard registration details; and 

(c) Provide details of procedures for reviewing and improving quality systems. 

4.8 Audit Arrangements: 

(a) Provide details of internal audit programmes and systems to address non-
compliance. To include but not be limited to: 

(i) Compliance with Authority Requirements and Service Specifications; 

(ii) Compliance with KPIs; and 

(iii) compliance with DC Rules, STHF Rules, Detention Services Operating 
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Standards and Detention Service Orders. 

(b) Provide details of the system where a Detainee can provide feedback on the 
provision of Services and how the Supplier will take account of issues that 
emerge. 

4.9 Service Improvement: 

(a) Provide details of persons nominated to attend Service Improvement meetings; 
and 

(b) Provide details of processes by which the Supplier shall implement service and 
welfare improvements. 

4.10 Service Performance Monitoring and Reporting: 

(a) Provide a performance monitoring programme demonstrating all the 
performance monitoring activities that the Supplier will undertake to monitor the 
quality of Services; 

(b) Provide details of procedures for Agreement monitoring and reporting, handling 
of performance data and self-monitoring, monitoring performance against 
continuous improvement objectives to ensure the Services are being carried out 
to the level and quality required; 

(c) Provide details of the approach to identifying and resolving recurring Service 
Failures; and 

(d) Provide the Monthly Performance Report template. 

4.11 Operational Control Centre: 

(a) Provide Operational Control Centre procedures; 

(b) provide details of overall procedures and tasking, including management 
coordination, planning and prioritisation of Escorting Service delivery; and 

(c) provide Operational Control Centre instructions provided to the Authority. 

4.12 Communications and Management Information Reporting 

(a) Provide details of Management Information systems and report production; 

(b) Provide details of monitoring meetings, including level of attendees; Confirm the 
procedures for and format of operational reports to the Authority, including but 
not limited to debriefing reports and incident reports; and 

(c) Provide details of communications and stakeholder management strategy. 

4.13 Management Information : 

(a) Provide schedule of Management Information reporting arrangements; 

(b) Confirm list of search fields for data, to include Authority Reference numbers; 

(c) Provide templates for the Daily Report, Monthly Summary Report, Monthly 
Management Information Report and Quarterly Benchmarking Report; 
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(d) Confirm details of the approved circulation list for each of the reports; and 

(e) Provide a draft agenda for monthly Commercial and Operational Review 
meetings. 

4.14 Customer Satisfaction Procedures: 

(a) Provide details of customer satisfaction systems and procedures. 

4.15 Complaints Procedure: 

(a) Provide details of complaints procedures. 

4.16 Record and Data Management: 

(a) Provide details of record and data management processes and procedures, 
including details of security, data protection compliance and IT compliance with 
Cabinet Office standards; 

(b) Confirm details of information management and confidentiality policies; and 

(c) Confirm minimum storage period for personal data. 

4.17 Health and Safety: 

(a) Provide details of Health and Safety systems, accreditations, policies, 
procedures and protocols for all activities and locations where Services will be 
provided; 

(b) Provide details of accident reporting procedures; 

(c) Provide details of notification procedures for hazards or potential hazards; 

(d) Provide details of systems for the receipt from the Authority, and dissemination 
to Supplier Personnel, of warnings and safety action bulletin notices published 
by the Authority, and for ensuring appropriate action is taken and recorded 
centrally; 

(e) Confirm arrangements for PPE and body armour provision, training and use; 
and 

(f) Provide smoking policy. 

4.18 Environmental Management: 

(a) Provide details of environmental management system; 

(b) Provide the environmental sustainability policy; and 

(c) Confirm and detail systems and procedures in place to monitor the carbon 
dioxide emissions related to provision of the services, including vehicles used, 
and proposals to minimise production of Carbon Dioxide. 

4.19 Contingency Planning: 

(a) Provide all required contingency plans and business continuity arrangements; 
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(b) provide details of testing procedures for contingency plans; and 

(c) provide details of structure for integrated command of serious incidents. 

4.20 Maintenance and Cleaning: 

(a) Provide proposed format and content of the asset register for all Contract assets 
and provide procedures for maintaining the asset register; and 

(b) provide the maintenance programme and emergency maintenance and repair 
services plan for Residential Short Term Holding Facilities. 

4.21 Systems and Controls: 

(a) Provide details of systems and controls for each Residential Short Term Holding 
Facility’s retail facility which ensure financial propriety and facilitate audit 
processes. 

4.22 Hotels: 

(a) Confirm local hotel booking arrangements for exceptional circumstances. 

4.23 Transportation via Domestic Flights 

(a) Provide procedures to ensure safe transfer from the port of departure to the port 
of arrival within the UK in the event of a Detainee being transported within the 
UK via domestic flights, including how unescorted Detainees will be observed by 
Supplier personal during the flight. 

4.24 Authority approval to carry out the Services: 

(a) Pursuant to Schedule M (Key Personnel) the Supplier shall as part of the 
Service Delivery Plan:  

(i) confirm with the Authority Representative those Authority staff who have 
been given delegated authority for approvals.  

4.25 Service Operating Procedures 

Provide detailed Service Operating Procedures for each of the operational Escorting 
Services. The Service Operating Procedures shall detail how each of the operational 
Escorting Service requirements set out in Schedule D (Service Specification) will be 
delivered. In doing so, the Supplier shall also ensure that full account is taken of the 
core Services requirements, including but not limited to details on handling the following: 

(a) Independent monitoring board. 

(b) Welfare, including but not limited to:  

(i) providing a safeguarding strategy. 

(c) Healthcare, including but not limited to:  

(i) confirming policies and procedures for handling Detainees with medical 
needs and medication in the possession of a Detainee;  

(ii) demonstrating access to medical advice 24 hours per day/365(6) days 
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per year; and 

(iii) providing details of the arrangements for protection of Detainees from 
communicable diseases including vaccination policy and a 
communicable disease policy.  

(iv) providing details of arrangements to manage and allow access to 
medication in the possession of Detainees 

(v) providing details of arrangements for the provision of pain killers to 
Detainees within holding rooms and Residential Short Term Holding 
facilities. 

(d) Detainees at risk, including but not limited to:  

(i) families; 

(ii) pregnant females; 

(iii) nursing mothers; 

(iv) disabled persons; 

(v) those identified as having special needs; and 

(vi) providing an Anti-Self Harm Strategy.  

(e) Children and Unaccompanied Minors, including but not limited to:  

(i) providing a statement of policies and arrangements for the safeguarding 
and the promotion of the welfare for each Child and Unaccompanied 
Minor in the Supplier’s care;  

(ii) appoint a safeguarding and child service manager; and 

(iii) providing details of training for Supplier Personnel who as part of their 
duties will come into contact with Children and Unaccompanied Minors.  

(f) Diversity and religion, including but not limited to:  

(i) providing a diversity policy.  

(g) Safety and security, including but not limited to:  

(i) providing details of security procedures;  

(ii) confirming procedures for the gathering of security information and for 
passing security information to the Authority’s Intelligence Team; and 

(iii) providing Residential Short Term Holding Facilities rules for each of the 
Residential Short Term Holding Facility sites under this agreement.  

(h) Detainee risk assessment, including but not limited to:   

(i) providing details of risk assessment procedures.  

(i) Use of force: 
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(i) providing details of operating procedures in respect of use of force. 

(j) Vehicles, including but not limited to:  

(i) vehicle numbers and specifications; 

(ii) make and model type; 

(iii) how the vehicles will be deployed to meet the Escort requirements;  

(iv) details on how transport will be used for Children and Unaccompanied 
Minors, families, disruptive Detainees, Detainees with specific medical 
needs and Detainees being removed on a Charter Flight; 

(v) details of CCTV system(s); 

(vi) security features and/or any proposed modifications necessary to 
maintain the security of the vehicles; 

(vii) details of real time tracking system;  

(viii) confirming logos or liveries for vehicles;  

(ix) providing details of vehicle roadworthiness, including taxes, insurances, 
checks, servicing, maintenance, MOT, permits and licences; 

(x) providing details of maintenance and cleaning procedures for vehicles; 
and 

(xi) providing details of contingency arrangements in the event of a vehicle 
becoming unserviceable. 

(k) Admission and discharge, including but not limited to: 

(i) confirming details to be recorded as part of admission and discharge 
process;   

(ii) confirming search procedures including extent of details to be recorded; 
and  

(iii) confirming extent of details to be recorded in the inventory of a 
Detainee’s property in Residential Short Term Holding Facilities.  

(l) Communication, including but not limited to: 

(i) confirming the information or advice that will be viewed by a Detainee or 
supplied to a Detainee by the Supplier relating to the provision of the 
Services; 

(ii) confirming information to be supplied to or viewed by a Detainee 
including Authority procedures for accessing and obtaining legal advice, 
the role of the IMB, the Authority’s Diversity Policy; and  

(iii) providing regulations and procedures for regulated access to telephone, 
internet and email facilities in Residential Short Term Holding Facilities.  

(iv) Providing details of how the Supplier will ensure that any 
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communication between a Detainee and its Supplier Personnel is 
understood, including where the Detainee has poor or no English 
language skills. 

(m) Staffing and Personnel, including but not limited to: 

(i) providing details of processes for obtaining appropriate security 
clearances for all Supplier Personnel on an ongoing basis and ensuring 
staff retain clearance during mobilisation and service transition; and 

(ii) providing the code of conduct for Supplier Personnel. 

(n) Training, including but not limited to: 

(i) providing details of Supplier Personnel training provision, including DCO 
accreditation, and all refresher courses to be attended. 

(o) Health and Safety 

(i) providing details of operating procedures in respect of Health and 
Safety. 

(p) Fire Prevention, including but not limited to: 

(i) providing a Fire Strategy for each Holding Room location;  

(ii) providing a Fire Strategy for Residential Short Term Holding Facilities; 
and  

(iii) providing a Fire Strategy for Vehicles. 

5. OTHER  MOBILISATION REQUIREMENTS  

5. The Supplier shall fulfil the following requirements and shall submit the required documents 
for formal Authority approval as follows: 

5.1 Mobilisation Governance and Meetings 

(a) The Supplier shall appoint a suitably experienced and empowered mobilisation 
project manager, and provide their contact details to the Authority 

(b) Attend Mobilisation meetings and provide briefing presentations to the Authority 
on Service delivery. 

5.2 Operational Control Centre  

(a) Implement the Operational Control Centre, including having demonstrated and 
tested it over a 7 calendar day period. 

5.3 Management Information  

(a) Demonstrate the availability to the Authority, on request and within 10 Working 
Days (or as otherwise agreed with the Authority), of statistical information to 
enable the Authority to undertake its reporting requirements to central 
government, reports and supporting records reasonably required for the 
Authority to undertake its own audit requirements; 
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(b) demonstrate the availability to the Authority of up to date and secure Detainee 
information, on request and within 3 hours of request (or as otherwise agreed 
with the Authority); and 

(c) demonstrate the availability to the Authority, on request, of access, to any IT 
systems holding information about a Detainee.  

5.4 Record and Data Management 

(a) Demonstrate secure record and data storage. 

5.5 Health and Safety  

(a) Appoint a Health and Safety Officer; and 

(b) establish a Health and Safety Committee. 

5.6 Diversity and Religion 

(a) Appoint a Diversity Manager. 

5.7 Safety and Security 

(a) Appoint a Designated Security Officer. 

5.8 Supplier Personnel 

(a) Provide details of branding, uniform, badges and logos; 

(b) Provide duty rosters; and 

(c) Obtain necessary passes in respect of both the Supplier Personnel and the 
vehicles employed in delivering the Services. 

6. SUBMISSION OF DOCUMENTATION 

6.1 All of the documents submitted to the Authority shall be labelled and indexed in 
accordance with the provisions of this Schedule. 

6.2 The Supplier shall provide copies of the documentation. Two copies shall be in hard 
format and another in electronic format, both being in 12 pt Arial MS Word or MS Excel). 
The documentation shall be provided in such a manner and within timescales agreed 
with the Authority.  

7. CO-OPERATION WITH OTHER PARTIES AND IMPLEMENTATION OF A SEAMLESS 
SERVICE 

7.1 The Supplier shall co-operate with other parties, including, but not limited to the 
Authority, and the outgoing Service Provider to effect the smooth transfer of Service 
provision. 

7.2 The Services provided under this Agreement are designed to work in conjunction with 
services provided under the Travel Services contract, and with the Authority’s Returns 
and Movements Planner (RMP) system, both of which are expected to be in place prior 
to Service commencement under this Agreement. The Supplier may be required to 
adapt to existing arrangements to enable delivery of a seamless service to the Authority. 


