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PART 1
INSTRUCTIONS AND INFORMATION ON TENDERING PROCEDURES
These instructions are designed to ensure that all tenders are given equal and fair consideration.  It is important therefore that you provide all the information asked for in the format specified.  The school reserves the right to reject tenders which are not submitted in accordance with the instructions given.  Tenders must be completed in English.

A	CONTRACT PERIOD
The new contract will commence on 1st September 2019 for a duration of 36 months ending on 31st August 2022.  The cleaning service is required for a total of 39 weeks during a year.  38 weeks of which are during term time, with an additional week during the summer holiday period for a deep clean.

B	QUERIES
The school will endeavour to deal with queries Tenderers may have during the tender period.  Tenderers should be aware that questions they raise during the tender period, together with answers, will be circulated anonymously to all interested parties.  Queries should be submitted by email only to Alison Williams, Head of Finance at the email address alwilliams@southfieldsch.co.uk
Please note the last date for clarification questions is 3rd June 2019
Pre-tender negotiations are not allowed under any circumstances.

C	 INCOMPLETE TENDER
Tenders maybe rejected if the information asked for in the invitation to tender is not given at the time of tendering.

D	RETURNING TENDERS
Complete one hard copy and one electronic copy of:
· Part two, section two Form of Tender document – signed
· Appendix 1 -  Tender requirements and Method Statement
· Appendix 2 – Pricing Schedule
· Appendix 3 – DBS Declaration
· Appendix 4 – Qualification of Contract

Securely seal the items above in an envelope/package addressed as follows:
Southfield School
Tender Reference – Building Cleaning Services 0119
Alison Williams
Head of Finance
Southfield School
Lewis Road
Kettering
NN15 6HE

Envelopes and packages should bear no reference to the Tenderer by name.  The completed tender should be returned no later than 12 noon on the 17th June 2019.

Please note that late or emailed submissions will not be accepted.

Tenderers will be expected to make a presentation to a panel on 26th June 2019.

E	RECEIPT OF TENDERS

Tenders will be received up to the time and date stated.  Those received before the due date will be retained unopened until then.  It is the responsibility of the Tenderer to ensure that their tender is delivered no later than the appointed time.  The school does not undertake to consider tenders received after that time.

F	ACCEPTANCE OF TENDERS

By issuing this invitation the school is not bound in any way and does not have to accept the lowest or any tender, and reserves the right to accept a portion of any tender, unless the bidder expressly stipulates otherwise in their tender.

G	CONFLICT OF INTEREST

The Form of Tender document that you are required to complete confirms that you are not aware of any conflict of interest or any circumstances that could give rise to a conflict of interest in the performance of the proposed contract.

H	INDUCEMENTS

Offering an inducement of any kind in relation to obtaining this or any other contract with the school will disqualify your tender from being considered and may constitute a criminal offence.


I	CONFIDENTIALITY OF TENDERS
Please note the following requirements, you must not:
· Tell anyone else what your tender price is or will be, before the time limit for delivery of tenders
· Try to obtain any information about anyone else’s tender or proposed tender before the time limit for delivery of tenders
· Make any arrangements with another organisation about whether or not they should tender, or about their or your tender price
Failure to comply with these conditions may disqualify your tender.

J	COSTS AND EXPENSES

You will not be entitled to claim from the School any costs or expenses that you may incur in preparing your tender or attending meetings or presentations, regardless of whether or not your tender is successful.

K	DEBRIEFING

Following the award of the contract, debriefing will be available to unsuccessful Tenderers on request.

L	PURCHASING

The School promotes fair and open competition.  The School wishes to achieve continuing improvement in value for money and for the School to achieve this we ensure that contractors provide a quality service and quality workforce.

M	FREEDOM OF INFORMATION

Southfield School is committed to meeting its responsibilities under the Freedom of information Act 2002.  Accordingly, all information submitted to the school may need to be disclosed and/or published. If you consider that any of the information included in your tender would give rise to an actionable breach of confidence and/or would prejudice your commercial interests, and/or would constitute trade secrets (“commercially sensitive”) please identify it and explain in broad terms what harm might result from its disclosure and/or publication. You should be aware that, even where you have indicated that information is commercially sensitive, we may be required to disclose and/or publish it, whether or not your tender is accepted, by law.  We may also be required to disclose and/or to publish details of unsuccessful tenders.
Whilst information of a sensitive nature in unsuccessful tenders (e.g. pricing and daily rates) will not normally be disclosed and/or published, in certain circumstances we may be required to disclose and/or publish such sensitive information where the public interest in its disclosure and/or publication outweighs the public interest in keeping such information confidential.

N	TENDER PERIOD

The school requires tenders to remain valid for a period of 90 days unless otherwise agreed.


O	BASIS OF CONTRACT

Any contract award between the School and the successful Tender will comprise:
· Part two, section two Form of Tender document – signed*
· Appendix 1 -  Tender requirements and Method Statement
· Appendix 2 – Pricing Schedule
· Appendix 3 – DBS Declaration
· Appendix 4 – Qualification of Contract

Special requirements and changes will be mutually agreed at post tender stage.

*By completing the Form of Tender document, the person signing it is confirming that the information provided is correct, to the best of their knowledge, and that they are authorised to complete this document on behalf of the organisation.

P	TUPE

It is the School’s understanding that TUPE will apply to this contract in respect of the cleaning staff currently employed.  The School strongly advises tendering suppliers to obtain their own professional advice on the application and effect of TUPE on their company should it be in the position of being the successful tendering supplier.

Q	ANTICIPATED PROCUREMENT TIMETABLE

Below are the key dates for the tender exercise and subsequent appointments:
	Action
	Proposed Date

	Invitation to Tender documents issued
	13th May 2019

	Site visits by potential service providers
	22nd May 2019

	Last date for submission of tender clarification questions
	3rd June 2019

	Tender clarification questions answered by
	6th June 2019

	Deadline for return of tender documents
	17th June 2019 – 12 noon

	Tender evaluations and confirmation of presentation times
	20th June 2019

	Presentations by tendering suppliers
	26th June 2019

	Notification of intention to award contract – start of standstill period
	1st July 2019

	Anticipation end of standstill – conclude contract
	12th July 2019

	Publication of contract award notice
	18th July 2019

	Start of contract
	1st September 2019



The school reserves the right to amend the timetable at any time throughout the procurement process.  Any amendments to the proposed timetable will be notified to all parties participating in the tender process at that time.
The school reserves the right to cancel the tender process at any point.  The School is not liable for any costs resulting from cancellation of this process or for any costs incurred by organisations taking part in the tender process.

R	SPECIFICATION FOR THE PROVISION OF CLEANING
Standards of Cleaning
The School believes that the appropriate standard of cleaning should be quite clear to the skilled and experienced cleaning contractor.  In all cases the standard of appearance and cleanliness of the School is of great importance.  The general view of the efficiency of the School is much affected by the standards and appearance of its buildings.  Appropriate cleaning agents and methods should therefore be employed in order to maintain the required standards.
The cleaning standards are defined in the Cleaning Standards Specification Table (Part two, section 1) below, together with the School’s expectations.  After cleaning operations, all rooms or any other area of description shall be left ready for use.
The cleaning frequencies are given in the schedule below.  These frequencies have been found to be generally required to meet the Contract Standard.  However, the Contractor will, in some cases, need to clean at a greater frequency than is stated to meet the required standard.  In other cases, e.g. lightly used rooms, the Contractor may clean at a lesser frequency, providing that the cleaning standard is always maintained.
The school is currently undergoing planning permission for a new 10 classroom block.  If successful in planning, and constructed to current timescales, this should be in use for September 2020 (year two of this contract). Tenderers should note and be aware that during the construction phase the school will have various contractors on site.
Tenderers should note that the School does not provide any guarantee that the provision of services in respect of the new classroom block will form part of the Contract awarded to the successful tenderer. The School may choose, in its absolute discretion, to require the successful tenderer to provide the Services in respect of the new classroom block at any point during the term of the Contract, and if it does the successful tenderer must provide the services on the basis of the Contract and at a price no higher than the price quoted in appendix 2.
Whilst the schedules and standards are based on the school’s current property, they will also be applicable to the new classroom block.
If the school requires the successful tenderer to provide the services in respect of the new classroom block, the School will communicate with the tenderer and provide adequate notice. 

Additional Technical Information
Sanitary Fittings
All sanitary fittings are to be kept free of lime scale build up and stains.  Toilet brushes should be provided by the contractor.


Floor Cleaning
All freely moveable furniture is to be moved prior to cleaning and put back in its proper place after cleaning.  Chairs must not under any circumstance be placed on tables, desks or other tops.

Vacuum Cleaners, Scrubbers, Polishers etc.
Contractors are required to ensure that all such equipment used is suitable and efficacious in the provision of the service.  Manufacturer’s instructions on ancillary equipment must always be observed.  Failure to comply with such instructions will result in a default being issued.

Sufficiency of Equipment, Materials and Chemicals
It is expected that the contractor shall, at all times, maintain an inventory of equipment, materials and chemicals sufficient for the proper provision of the service.  This inventory should be easily accessible to the Contractors Staff and the School.

Toilet Areas
Toilet paper which has been thrown onto the ceilings and walls is to be removed as part of the cleaning service.

Light Fittings – Diffusers only
These, wherever found, are to be cleaned unless to do so would damage brittle parts.  Under no circumstances are diffusers to be removed for cleaning or any other part of any light fitting to be cleaned as this may constitute a health and safety risk.

Sports and Leisure Areas
These areas may be used outside of the normal school times; therefore, it is vital to arrange the timing of cleans in close consultation with the School.

Laboratory Waste
Bins containing laboratory waste (e.g. Science and Biology waste) should be disposed of in the same manner as the contents of other waste bins unless the waste is clinical.


Walls
An attempt should be made to remove marks and scuffs on a daily basis.  However, if removing the mark is damaging to the wall surface then the process should stop and the supervising officer should be informed immediately.
 

High Levels
Contractors are required to provide suitable access equipment in order to safely and effectively undertake this work.

Cookers and Refrigerators
Cleaning is to reach all external surfaces and the floor beneath.  Periodically the appliances should be moved for cleaning.

S	CONCLUSIONS

Whilst every endeavour has been made to give Tendering suppliers an accurate description of the requirement, tendering suppliers should form their own conclusions about the methods and resources needed to meet those requirements and standards.  Not all technical terms within the Cleaning Specification are defined, as it is expected that the skilled contractor will be fully aware of routine cleaning procedures, e.g. sweeping, vacuuming etc.

Tenders will be evaluated using the following criteria and weighting:

	Criteria
	Weighting

	Price
	40%

	Service Offer
	40%

	Interviews
	10%

	Value Added
	10%




Up to 3 points will be awarded for each criteria in this section whereby 3 points is above expectations/lowest price and 0 points is unacceptable/ highest price.









PART TWO
INVITATION TO TENDER

Section 1.	Cleaning Standards Specification table

	
	Acceptable on Completion of Task
	Unacceptable
	Acceptable Between Cleaning Tasks

	General
	
	
	

	Removal of Loose debris
	Free form litter, debris, dust and loose foreign matter
	Build-up of litter, debris, dust and foreign matter
	Debris arising from usage between cleans

	Removal of impacted debris
	Free from impacted debris e.g. chewing gum, labels etc.
	Build-up of impacted debris
	Debris arising from usage between cleans

	Hard Floors
	
	
	

	Spot mop
	Dry and free from spillages, removable stains, superficial marks and loose debris
	Build-up of spillages, removable stains, superficial marks and loose debris.  Having a non-uniform finish
	Debris and spillages arising from usage between cleans

	Full mop
	Has uniformed appearance and is dry and free from spillages, removable stains, superficial marks and loose debris
	Build-up of spillages, removable stains, superficial marks and loose debris.  Having a non-uniform finish.
	Debris and spillages arising from usage between cleans

	Scrub
	Dry and free from removable stains, spillages, ingrained dirt, scuff marks and impacted debris.  Of uniform appearance.
	Build-up of removable stains, spillages, ingrained dirt, scuff marks and impacted debris.  Of non-uniform appearance
	Debris and scuff marks arising from usage between cleans

	Burnish/polish
	Dry and free from removable stains, spillages, scuff marks and debris.  Has even sheen.
	Non-uniform appearance, build-up of removable stains, spillages, loose debris and scuff marks.
	Debris and scuff marks arising from usage between cleans

	Soft Floors
	
	
	

	Spot Clean
	Free from visible loose debris, dust, fluff and lint, removable stains and matter.
	Build-up of debris, dust, fluff, lint stains and matter.  Accumulation of the above around soft floor edges and bases of furniture.
	Debris arising from usage between cleans.

	Full suction clean
	Free from visible loose debris, dust, fluff and lint.  Overall even appearance.
	Build-up of removable debris, dust, fluff and lint. Accumulation of the above around soft floor edges and bases of furniture.
	Debris arising from usage between cleans.

	Deep clean
	Free from impacted debris, dust and lint.  Overall bright appearance.  Free from removable stains.  Odour free.
	Build-up of impacted and loose debris, removable stains.  Unacceptable odour.
	Debris arising from usage between cleans.

	Vertical Surfaces and High Level
	
	
	

	Dust
	Free from visible loose debris, dust and cobwebs
	Build-up of loose debris and dust on vertical surfaces and at points of contact with horizontal surfaces
	Debris and dust arising from usage between cleans.

	Damp wipe / spot wash
	Free from impacted debris, dust, cobwebs and removable stains and graffiti
	Build-up of impacted debris, dust and removable stains on vertical surfaces.
	Debris, dust and stains arising from usage between cleans.

	Damp wipe / full wash
	Free from impacted debris, dust, cobwebs and removable stains and graffiti.  Uniform appearance.
	Build-up of impacted debris and dust on vertical surfaces and at points of contact with horizontal surfaces.  Removable stains and smears still visible.
	Debris, dust and stains arising from usage between cleans.

	Furniture, Fixtures and Fittings
	
	
	

	Dust
	Free from visible loose debris, dust and cobwebs
	Build-up of loose debris and dust on horizontal surfaces and at points of contact with vertical surfaces
	Debris and dust arising from usage between cleans.

	Spot clean
	Free from impacted debris, removable stains and graffiti
	Build-up of impacted debris, dust and removable stains
	Debris, dust and stains arising from usage between cleans.

	Damp wipe / wash
	Free from impacted debris, dust, cobwebs and removable stains. Uniform appearance.
	Build-up of impacted debris and dust on vertical surfaces and at points of contact with horizontal surfaces.  Removable stains and smears still visible.
	Debris, dust and stains arising from usage between cleans.

	Polish
	Dry and free from removable stains, spillages and debris.  Has bright even sheen.
	Non-uniform appearance, build-up of removable stains, spillages, loose debris, marks and excess polish.
	Debris and  marks arising from usage between cleans

	Sanitary Fittings
	
	
	

	Damp wipe / wash
	Free from impacted debris, dust, removable stains, body fats and fluids. Uniform appearance. Dry and odour free.
	Build-up of impacted debris, dust and fats on all surfaces and at points of contact with horizontal surfaces.  Build-up of removable stains and smears.
	Debris, dust and stains arising from usage between cleans.  Residual odour.

	Deep clean
	Free from impacted debris, dust, removable stains, body fats and fluids, scale and Verdigris. Uniform appearance. Dry and odour free.
	Build-up of impacted debris, dust, fats, scale and Verdigris on all surfaces and at points of contacts with other surfaces. Build-up of removable stains and smears.
	Debris, dust and stains arising from usage between cleans.  Residual odour.




Schedule of Cleaning

The cleaning service is required for a total of 39 weeks during a year.  38 weeks of which are during term time, with an additional week during the summer holiday period for a deep clean.

The service is required to operate after normal teaching hours, a suggestion would to be to commence the service at 3.30pm.  The cleaning supervisor will be required to lock and alarm the building at the end of the cleaning service, this is currently approximately 9.30pm.

A monthly meeting is required to review standards of cleanliness as identified above.  The School will require any defaults on cleanliness to be corrected with immediate effect.  The School reserves the right to terminate the contract, by giving 6 months’ notice, if it feels that defaults in standards are continuous and not being rectified in a timely manner.



Daily requirements (unless specified)

 
	General
	Empty waste baskets and take waste to disposal areas
Load and empty dishwasher in staff room
Lock up and alarm buildings

	Hard floors
	Sweep or vacuum.  Damp mop where necessary.
Full mop and burnish / polish twice a year

	Soft floors
	Full suction clean, remove stains by spot cleaning 
Shampoo carpet – twice a year

	Furniture and fittings
	Dust or damp wipe all furniture and horizontal surfaces from floor level to 125cm
Spot clean desk tops
Clean computers / telephones with hygiene wipe – twice a year
High level dust / cobweb removal (up to 2m) 


	Walls, doors, handles, kick and push panels, stair handrail, hallway skirting
	Spot clean /Damp wipe

	Internal glass panels
	Spot clean / Damp wipe

	Toilets, showers and changing rooms
	Sinks and showers (including plugholes) damp wipe/wash all surfaces with sanitising agent
Toilets/ Urinals (including inside and outside pans, cisterns and flushing mechanism) damp wipe/wash with sanitising agent
Empty sanitary bins
Fixtures (i.e. mirrors) damp wipe/wash



In addition to the above the following will be required during the summer holiday (deep clean)

· Remove all dust and debris from high levels (above 2m) 
· [bookmark: _GoBack]Machine scrub quarry tiled flooring
· Machine scrub safety flooring
· Clean all exposed door surfaces, including door jambs and frames
· Clean and sanitise all desk surfaces, including legs and framework
· Clean and sanitise all hard surfaced chairs, including legs
· Clean and sanitise all exposed surfaces in toilet / changing / shower areas (excluding non- washable wall surfaces)
· Carry out a deep clean of toilet and sanitary fittings
· Remove dust and debris from exposed surfaces of shelving, utilising brushes attached to vacuum cleaners
· Lift entrance mats from mat wells, vacuum and replace back in original position
· Strip and seal vinyl type flooring 


Section 2	Form of Tender document 


SOUTHFIELD SCHOOL

TENDER FOR THE PROVISION OF BUILDING CLEANING SERVICES

FORM OF TENDER

To Southfield School

I/We offer to supply Southfield School, in accordance with the specification detailed within the Invitation to Tender, the services at the rates/prices detailed in the Pricing Schedule (Appendix 2) enclosed. I/We note that the school will require any defaults on cleanliness to be corrected with immediate effect.  The school reserves the right to terminate the contract, by giving 6 months’ notice, if it feels that defaults in standards are continuous and not being rectified in a timely manner.

I/We agree that any contract that may result from the tender shall be subject to the law of England and interpreted in an English Court.

I/We confirm that the prices quoted in this tender are valid and open to acceptance by you for a period of 90 days from the tender return date specified in the Invitation to Tender.

I/We declare that this is a bona fide tender, intended to be competitive and that we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.

I/We confirm that I/We are not aware of any conflict of interest or any circumstances that could give rise to a conflict of interest.

I/We confirm that I/We are not aware of any grounds that may deem this tender ineligible.

I/We note that the School does not provide any guarantee that the provision of Services in respect of the new building will form part of the Contract awarded to the Successful Tenderer. The School may choose, in its absolute discretion, to require the Successful Tenderer to provide the Services in respect of the new building at any point during the term of the Contract, and if it does the Successful Tenderer must provide the services on the basis of the Contract and at a price no higher than the price set out in appendix 2.
I/We the undersigned, having examined the specification referred to herein, do hereby offer to execute and complete the whole service as identified for a fixed annual price, as described in Appendix 2, (excluding VAT) of:

(Amount in Words) …………………………………………………………………………………………………...............................................

(amount in figures) £……………………………………………………………………………………………………………………………………………….

For and on behalf of
(insert full name of company) …………………………………..................................................................................................

Authorised Signatory (Please Print Name) ………………………………………………………………………………………………………………

Signature……………………………………………………………………………………………………………Dated………………………………………….

Position in Company………………………………………………………………………Telephone number…………………………………………
































Appendix 1 -  Tender requirements and Method Statement

Please supply all necessary documentation to support your tender

























Appendix 2 – Pricing Schedule
Costs
The prices offered will enable the School to assess the value of the proposed service and, in the case of the successful Tenderer, to enable adjustments of the Contractors monthly sum (up or down) when changes are made to the services required.  Any projected price increase for years two and three should be clearly stated.
The prices contained should exclude Value Added Tax, which shall be chargeable if appropriate, in accordance with Government legislation.
Current Site
	
	Labour Costs £
	Equipment Costs £
	Consumable / Material Costs £
	Total Costs £

	Price offered per annum – year 1
	
	
	
	

	Price offered per annum – year 2
	
	
	
	

	Price offered per annum – year 3
	
	
	
	



The total for Year 1 is the figure required for the annual cost as requested in the Form of Tender document.
New classroom block
	
	Labour Costs £
	Equipment Costs £
	Consumable / Material Costs £
	Total Costs £

	Price offered per annum – year 2
	
	
	
	

	Price offered per annum – year 3
	
	
	
	



Tenderers should note that the School does not provide any guarantee that the provision of Services in respect of the new building will form part of the Contract awarded to the Successful Tenderer. The School may choose, in its absolute discretion, to require the Successful Tenderer to provide the Services in respect of the new building at any point during the term of the Contract, and if it does the Successful Tenderer must provide the services on the basis of the Contract and at a price no higher than the price set out above.



Appendix 3 – DBS Declaration

The signed declaration confirms that all employees who will be employed under the provision of this contract have been or will be suitably vetted in accordance with the Disclosure and Barring Service and are suitable and appropriately trained to work on a contract of this nature.

For and on behalf of (insert company) ………………………………………………………………………………….
Authorised Signatory (Please print name) ……………………………………………………………………………….

Signature…………………………………………………………………Dated………………………………………………….
Position in Company……………………………………………………………………………………………………………
Telephone number for Contact………………………………………………………….















Appendix 4 – Qualification of Contract

The tenderer should submit details under this heading only if unable fully to comply with the Specification or other aspects of the proposed Contract.  A nil response here will signify unqualified acceptance of the Contract in its entirety.
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