                                                   


[image: ]                                                                                                                                                                                                               


[bookmark: _GoBack][image: ]
                   
 

Invitation to Tender  
TITLE: Summer and Contract Cleaning Services – Penryn Campus  
PROCUREMENT REF: 1337FXPLUS  
RETURN DATE: Monday 04th February 2019 at 12.00pm.

























	Version Control

	Project Lead: Oliver Lane  
	Procurement : Craig D. Nicholls

	Post:   Director of Residencies and Facilities  
	Post: Deputy Head of Procurement

	Version: 01
	13.12.2018










[bookmark: _Toc396469395]Contents
1. Form of Tender - Invitation to Tender (ITT)				3
2. Scope and Specification						3
3. Correspondence							6
4. Anticipated Timescales						6
5. Submitting your Tender						7
6. Award Criteria and Evaluation Methodology 				7
7. Conditions of Tendering						10

8. Terms & Contractual Agreement					11
9.	Schedule A -   PRE-Qualification Questions				12

10. 	Declaration							19


		Appendix 1 – Supplier Application Form 
	
Appendix 2 – Service level Agreement 









				

					
								

1. Form of Tender – Invitation to Quote (ITT)
You are invited on behalf of Falmouth Exeter Plus to quote for the requirement as set out within this document.  
Falmouth Exeter Plus (hereafter referred to as FX Plus) is a company limited by guarantee and the service delivery partner established by Falmouth University and the University of Exeter to deliver their shared Higher Education services in Cornwall.
The services include Academic & Student Support; Campus; Estates & Development and ICT services. Penryn Campus, in the heart of rural Cornwall and Falmouth University’s second campus three miles away. The £200M Penryn Campus has been funded by the European Regional Development Fund’s Objective One and Convergence Programmes, and the UK government to stimulate Cornwall’s economic regeneration.
Falmouth Exeter Plus is regulated by the Higher Education Funding Council for England.
Suppliers are required to submit a tender in accordance with these instructions. These instructions are intended to ensure that all Suppliers are treated fairly, equally and in a non-discriminatory manner. Failure to comply with these instructions may result in the rejection of the tender. 

2. Scope and Specification.
This ITT is split into two lots:
· Lot 1 – Summer Cleaning of Student Residencies 
· Lot 2 – External and Internal Contract Campus Cleaning Services.
Bidders are invited to bid for either lot 1 or lot 2 or both lots 1 and 2.  
LOT 1: - Summer Cleaning of Residencies on Penryn Campus 

Falmouth Exeter Plus invites you to provide a tender offer for the summer cleaning of residences at the Penryn Campus and various offsite student accommodation locations in Penryn and Falmouth. FX Plus intends to award the contract to a single supplier only.

The Contractor should ensure that the contract is staffed to a sufficient level at all times, using suitably trained staff who are provided with the necessary provisions to undertake the work set out in this specification. The staff would be expected to comply with all relevant health and safety legislation at all times.

There are two cleaning specifications required through the summer, each with differing requirements as to the level of cleaning – 

1. ‘Post Student’ Deep Clean
2.  Changeover Clean. 

The table below details the quantities of the onsite accommodation as well as the cleaning specification that will be required.

All cleaning services should be met using cleaning products suitable for the particular item to be cleaned and to be compliant with COSHH regulations.


	Accommodation
	
Flats
	
Bedrooms
	En-suite Bathroom
	Communal kitchen/
lounge
	Hallways/ stairwells
	Communal shower room
	Cleaning Specification

	Glasney Student Village, Penryn Campus
	
208
	
1456
	
All rooms
	
208
	
208
	
0
	Deep clean &
Changeover cleans





1. Cleaning Specification – ‘Post Student’ Deep Clean - All areas should be cleaned to a 4 star quality standard.

As part of the Deep Clean requirement, Falmouth Exeter Plus will require a bed making service for all 1456 rooms at Glasney Student Village – all other properties that require a deep clean will not require the bed making service.
 
	Area
	Item
	Cleaning Specification

	BEDROOM 
	1. Rubbish
	· Ensure all areas of the room are cleared of rubbish including drawers, wardrobe, under the bed etc. Rubbish to be disposed on in accordance with waste procedure.


	
	2. Bin
	· Clean inside and outside of bin, removing any dirt and marks.


	
	3. Desk and drawers
	· Clean and polish all surfaces, including inside of drawers.
· Remove any stickers etc. from surfaces
· Surfaces should free from any marks, dust or dirt.


	
	4. Telephone 
	· Ensure telephone is free from dust and grime, including under the receiver and the back of phone.

	
	5. Chair 
	· Material covered chair – vacuum cover to ensure that it is free from dust etc. Clean and polish base of chair.
· Plastic chair – Clean and polish all surfaces, including the base, to ensure free from any marks, dust or dirt.
· Clean chair legs, checking ends of legs/wheels are free from dust or dirt. Wheels should also be clear of fluff, hairs etc.


	
	6. Shelving 
	· Clean and polish surfaces, including top of shelving
· Remove any stickers etc. from surfaces
· Surfaces should free from any marks, dust or dirt.

	
	7. Wardrobe 
	· Clean and polish surfaces, including top of shelves, rail, hinges, handle and mirror
· Remove any stickers etc. from surfaces
· Clean and polish outside surfaces of the safe (located at the bottom of the wardrobe).
· Surfaces and mirror should be free from any marks, dust or dirt.


	
	8. Bed frame / Bed headboard & Mattress
	· Ensure frame is free from any dirt, marks and dust, including frame legs. 
· Clean and polish bed headboard. Remove any stickers. Ensure it is free of any dirt or marks. 
· Turn mattress over and remove debris underneath. 
· Replace mattress protector (this item will be provided). 

	
	9. Bed Making (Glasney Student Village Only 1456 rooms)
	· Make bed up with clean bedding – sheets, duvet, duvet covers, pillows, pillow cases etc. ensuring bed is neat and free from lumps and bumps (bedding etc provided)

	
	10. Lights and sockets 
	· Ensure the fittings are free from cobwebs. 
· Clean all light switches and sockets, removing any dirt or marks.


	
	11. Radiator 
	· Ensure that all radiator units are free from dust, dirt & cobwebs.


	
	12. Windows
	· Clean and polish the window frames and glass, ensuring it is free from smears and finger marks, the ledges are free from dirt and the grooves are clean and free from debris and dirt. 


	
	13. Door 


	· Bedroom door should be cleaned and polished on both sides of the door, including the handles, room number, peep hole, door frame and door closer. All dirt should be removed. 
· All stickers and blue tac should be removed prior to polishing.

	
	14. Walls and ceiling 
	· Ensure all wall surfaces are free from dust, dirt, splash marks and remove all blue tac, stickers etc. 


	
	15. Carpet/ wooden flooring 
	· Move furniture (beds, chairs, bedside cabinets and vacuum underneath/behind. 
· Vacuum around edges & in corners of carpets and behind the door
· Use the small brush to vacuum tops of coving, skirting.



	
	16. Skirting, pipes, boxing 
	· Ensure skirting’s, pipes and boxing are free from dust, grime and dirt. Including all skirting’s behind beds, and other furniture.


	Area
	Item
	Cleaning Specification

	EN-SUITE BATHROOM / COMMUNAL BATHROOM
	1. Sink 
	· Ensure that the sink and sink pedestal, including underneath is polished to a high shine and is free from toothpaste, soap, water marks, hairs etc. 
· The plug and plug hole is free from dirt, hair and debris. 
· The taps are free from mould including underneath and behind. 

	
	2. Cabinet/
Shelving
	· Clean and polish cabinet and shelving ensuring that tall surfaces are free of dust, dirt or any marks. 


	
	3. Mirror 
	· Ensure mirror is clean, buffed, smear free and free from finger prints etc. Ensure that tops of mirrors are dust free.


	
	4. Shower 
	· Ensure the walls and flooring of the shower unit are free from smudges, smears, soap build up, hair, mould etc.  
· The shower unit should be polished to a high shine
· Ensure that the showerhead, shower hose, soap tray and shower curtain rail are free from dirt, mould etc. 
· Lift out shower traps and remove all hair and debris. 
· Replace shower curtain and toilet brush (these items will be provided)

	
	5. Toilet 
	· Ensure that all surfaces of the toilet are free from smudges, smears, body fluids, mineral deposits and body hair. 
· The toilet bowl and under the rim is free from lime scale, stains and mould. 
· The areas around the toilet and behind are free of dust, hair, water and other liquids including the pedestal/base of the toilet and u-bend.

	
	6. Flooring 
	· Ensure that the floor, including any grooves is clean of body hair, dust, grime, mould etc.

	
	7. Bathroom door
	· Ensure the back of the bathroom door is free from water, soap splashes and the top of the door is free from dust. Clean and polish door on both sides.


	Area
	Item
	Cleaning Specification

	KITCHEN
	1. Rubbish 
	· Ensure all areas of the kitchen are cleared of rubbish including drawers, cupboards, underneath furniture etc.


	
	2. Fridges and freezers
	· Ensure that the fridges and freezer are free from all ice and that any water is dried out. 
· Ensure that all shelves are free from bits of food, dirt and grime – including all edges and ledges. 
· Ensure that all shelves are smear free and all surfaces are buffed to a high shine.
· Clean the outside of the fridge/freezer, removing all marks, dirt, stickers etc. Outside of appliances should be buffed to high shine.

	
	3. Microwave
	· Clean the inside of the microwave, including the glass plate, microwave door and roof, removing any dirt, grease, food debris. 
· Ensure the outside is free from dirt, grime grease, food marks and splash marks. 
· Microwave should be cleaned to a high shine and smear free. 


	
	4. Oven and hob 
	· Clean and degrease the inside and outside of the oven, including racks, rubber seals, oven tray and oven door. Ensure the oven is free from any grease, dirt or food. 
· The oven should be buffed to a high shine and have no spear or residue from cleaning products. 
· Clean the hob, including the hob dials, removing any grease, burnt food, and dirt. 
· The hob should be buffed to a high shine and have no smears or residue of cleaning products. 

	
	5. Extractor unit, wall tiles and splashback 
	· Clean and degrease the extractor hood, removing all dirt and grease.
· Ensure that the glass strip is clean and free from grease. 
· All surfaces of the extractor unit should be buffed to a high shine and ensure it is smear free. 
· Clean and degrease the splashback and wall tiles, removing all food, dirt and grease. Buff to a high shine and ensure that it is smear free.  


	
	6. Empty and clean toaster and kettle
	· Empty the kettle of water and clean the inside and outside of the appliance, removing any dirt, grease spillages etc. Buff to a high shine. 
· Empty the toaster of all food debris. Clean the outside of the appliance, removing any spillages dirt and grease. Buff to a high shine. 


	
	7. Cupboards and drawers
	· Clean all cupboards and drawers (inside and out), removing any grease, dirt, dust etc. 
· All surfaces should be buffed and smear free. 


	
	8. Worktop 
	· Clean and degrease the worktop surfaces, removing all grease and dirt. 
· Move all items off the worktop to ensure that all surfaces of the worktop have been cleaned. 

	
	9. Sink 
	· Clean the sink, ensuring that the sink and draining board is free of any dirt, water marks etc.
· Ensure that the taps are free from mould, especially underneath and behind. 
· Clean the plug hole and ensure that all food debris is removed. 
· Buff the sink and draining board to a high shine and ensure that it is smear free. 
· Clean washing bowl and plastic cutlery draining, removing any dirt. 


	
	10. Table and chairs 
	· Clean all surfaces of the table, including underneath and the table legs. Ensure that all grease, dirt, dust and food is removed. 
· Clean each of the kitchen chairs, including chair legs and underneath, ensuring it is free of any grease, dirt, dust etc. 

	
	11. Bins – Rubbish bin, 2 large recycling bins and a glass recycling bin
	· Clean kitchen bins, including bin lids, inside and out.  Bins should be free of any dirt or grime. 
· Wash wall where bins are located. 

	
	12. Lights and sockets 
	· Clean all light switches and sockets, removing any dirt or marks.


	
	13. Windows and doors
	· Clean and polish the window frames and glass, ensuring it is free from smears and finger marks, the ledges are free from dirt and the grooves are clean and free from debris and dirt. 
· Clean and polish doors, including handles, and door closer, removing any grease, dirt or dust. Glass in the doors should be polished, buffed and be smear free.




	
	14. Skirting’s and flooring 
	· Ensure skirting’s are free from dust, grime and dirt. Including all skirting’s behind furniture
· Brush and mop the kitchen floor ensuring that all furniture is moved to clean underneath items such as the fridge and freezer. The floor should be free from any dirt, stains, water etc. 

	Area
	Item
	Cleaning Specification

	HALLWAY & 
STAIRWELLS
	1. Carpet 
	· Vacuum all areas the hallway and lobbies (stairwells where applicable), including around edges & in corners of carpets, entrance mats and behind doors.
· Ensure carpet is free of any dirt, dust, leaves, rubbish etc. 


	
	2. Skirting and doors
	· Clean and polish skirting’s, removing any dust, and dirt. (outside of bedroom doors included in the bedroom clean)
· Clean and polish flat entrance doors (both sides), including handles, and door closer, removing any grease, dirt or dust. Glass in the doors should be polished, buffed and be smear free. 





















Cleaning Timescales

Glasney Student Village 

	
	Cleaning Start Date:
	Cleaning Completion Date:
	Quantity
	Standard

	    1
	     22nd June 2019
	      24th June 2019
	                 850 bedrooms & En-suite
bathrooms
	Deep Clean & Make all beds 

	
	
	
	
122 kitchens & hallways
	Deep Clean

	
2

	25th June 2019
	28th June 2019
	
350 bedrooms & En-suite bathrooms
	Deep Clean & Make all beds

	
	
	
	
50 kitchens & hallways
	Deep Clean


	
3

	29th June 2019
	1st July 2019
	
256 bedrooms & En-suite bathrooms
	
Deep Clean & Make all beds


	
	
	
	
36 kitchens & hallways
	Deep Clean





    

Please Note: Order of cleans to be advised at the time. All dates and times subject to confirmation or possible change. Number of cleans also subject to confirmation or possible change. 
Deep clean conditions
All deep clean works must be completed by 12 pm on the requested completion dates. There will be strictly no extension to the completion dates.

Supervision – Full time Supervision to be on site at all times. Flats/bedrooms/kitchens must be inspected by the supplier’s supervision/management team to ensure that the standard of cleanliness specified in the Service Level Agreement has been met before handing over to the Halls Management team.

Suppliers are expected to provide all suitable cleaning materials and equipment. Please note, for certain tasks only, approved cleaning chemicals must be used in order to prevent damage to floors/worktops/work surfaces etc.

Beds at Glasney Village will need to be made as part of the deep clean requirements. 

If standards are not consistently adhered to (i.e. deviations to the standards set out in the SLA requirements in Appendix 2 and any other requests by the Halls Management team), this will be deemed non-compliance and FX Plus will notify (You) of the details of the non-compliance to allow (You) to investigate and resolve within the requested time as stated by the Halls Management team.

Failure to resolve within this period may result in termination of this agreement.


 
2. Cleaning Specification – Changeover Clean - All areas should be cleaned to a 4 star quality standard.

During June, July and August, the accommodation at Glasney Village, Penryn Campus is let out to residential group stays and holidaymaker bookings. 
Groups tend to be a number of room changeovers at once, at the end of stay; the length of stay is generally a period of one to two weeks. Group sizes vary. 
The holidaymaker bookings can be a minimum of one night stays. 

Rooms will require changeovers, as required when a guest or group checks out. The amount of changeovers required on a daily basis is based on guest departures, which is a variable depending on bookings. 
Requirements for changeover of a room:-

	  Area
	Cleaning Specification

	BEDROOM
	· Remove all rubbish. Clean inside and outside of bin. 
· Clean and polish all surfaces of desk, shelving, bedside tables, bed headboard and wardrobe (including inside and outside surfaces, rail, hinges and base).  
· Check all drawers are empty and clean
· Clean mirror in wardrobe. 
· Clean out any items from under the bed. Dust the frame and vacuum under the bed, removing any dust/dirt. 
· Clean chairs (vacuum if material chair). Check ends of legs are free from fluff/hairs. 
· Clean and polish phone, including receiver and base. 
· Clean and polish windowsill and window glass. 
· Vacuum room, including under furniture. 
· Changing dirty bed linen and making beds to the agreed standard
· Change mattress protectors as required 

	EN-SUITE 
	· Clean sink, including sink pedestal, plug hole, plug, and taps. Shine and clean taps especially underneath to remove built up scum.
· Remove hair from sink plug holes
· Polish mirror and clean cabinet and shelving
· Clean all walls of the bathroom, removing any dirt or marks. Including wiping over the exterior of the extractor fan.
· Clean toilet: scrub inside of bowl, removing any stains. Clean toilet seat and lid thoroughly. Also clean the outside of the toilet bowl, back of the toilet. All toilet fittings must be clean and free of dirt or dust.
· Clean shower; clean all surfaces of the shower, removing any build-up of mould or soap residue. Remove any hair from plug hole and clean the shower head, shower pole and soap dish.
· Clean the floor, removing any dirt and dust, including behind the door and the toilet.
· Change shower curtains and toilet brushes as required

	COMMUNAL KITCHEN
	· Remove any rubbish from the kitchen. 
· Clean inside of cupboard and drawers, removing any rubbish. Wipe down outside surfaces of cupboards and drawers, removing any dirt or grease. 
· Clean and polish any shelving in the kitchen 
· Clean kitchen bins, including bin lids, inside and out.  Wash wall where bins are located. 
· Clean all appliances – microwave, kettle, toaster, oven, hob, fridge, freezer and iron, removing any dirt or grease. 
· Clean worktop surface, removing any dirt or grease
· Clean and polish sink, sink draining board and taps (including underneath) to a high shine, removing any water marks or dirt. 
· Clean and polish television. 
· Clean table and chairs, removing any dirt or grease. 
· Clean all light switches and sockets, removing any grease or dirt
· Brush and mop floor. Furniture and appliances should be moved so that all areas of the floor are clean, free from debris and dirt. 

	HALLWAY
	· Vacuum carpet and entrance mat 
· Clear any rubbish







Other tasks required as part of the changeover clean
· Servicing rooms 
· Cleaning communal areas i.e. stairwells, walkways
 


Changeover Conditions 
A team is required to undertake the changeover cleans for the summer period. An estimate of staffing levels based on previous years booking changeovers would be 3 - 4 Supervisors and 30 - 40 cleaners. The staffing requirements may alter depending on volume of bookings. Communication with the Supplier would be essential so that staffing levels are supplied to meet changeover requirements. 

This part of the contract would be paid on an hourly rate with the work set by our Halls Management team regarding the number of changeovers to be completed each day. 

The Supplier’s Supervisors would work closely with the Halls Management team, reporting progress on changeovers. Full time Supervision to be on site at all times. Flats/bedrooms/kitchens must be inspected by the supplier’s supervision/management team to ensure that the standard of cleanliness specified in the Service Level Agreement has been met before handing over to the Halls Management team.

Changeovers, unless otherwise specified by Halls Management team, must be completed by 3pm of that day.

Falmouth Exeter Plus will supply cleaning chemicals and equipment for the ‘Changeover Cleans’ when the Suppliers staff are working for FX Plus on an hourly rate basis, and advise Suppliers staff of its appropriate use.   
 

If standards are not consistently adhered to (i.e. deviations to the standards set out in the SLA requirements in Appendix 2 and any other requests by the Halls Management team), this will be deemed a non-compliance and FX Plus will notify (You) of the details of the non-compliance to allow (You) to investigate and resolve within the requested time as stated by the Halls Management team.


Failure to resolve within this period may result in termination of this agreement.


Site Visits
The tendering process will include an opportunity for potential providers to visit the accommodation sites to assess the requirement. Falmouth Exeter Plus would expect tenderers to visit the site as part of the tendering process in order to provide an accurate and informed tender return. Please note that site visits will only take place during the tendering period and strictly by prior appointment.

For Lot 1 - Please contact John Lees – john.lees@fxplus.ac.uk if you wish to arrange a site visit.
For Lot 2 - Please contact Natalie Brown - natalie.brown@fxplus.ac.uk	 if you wish to arrange a site visit.

Site visits will need to be conducted in line with the tender time frames as set out in section 4 of this document.,


Duration of Contract
FX Plus is looking to award a 1 year contract (with the option to extend for a further 1 year) with the successful supplier. Award of the second year will be subject to the satisfactory completion of the requirement to the required standards in year 1.


LOT 2: - Internal and External Contracting Cleaning on Penryn Campus 

Falmouth Exeter Plus invites you to provide a tender offer for the external and internal cleaning of the Penryn Campus and WoodLane Campus based in Penryn and Falmouth. 

The Contractor should ensure that the contract is staffed to a sufficient level at all times, using suitably trained staff who are provided with the necessary provisions to undertake the work set out in this specification. The staff would be expected to comply with all relevant health and safety legislation at all times.


	  Area
	Cleaning Specification

	Meeting Rooms and  Lecture Theatres and General Offices
	· Remove all rubbish. Clean inside and outside of bins. 
· Clean and polish all surfaces of tables (including inside and outside surfaces, rail, hinges and base).  
· Clean and polish all chairs (vacuum and spot clean fabric) and frames (including inside and outside surfaces, rail, hinges and base).  
· Clean and polish all freestanding furniture (including inside and outside surfaces, rail, hinges and base).  
· Clean and dust lights and light fittings (including inside and outside surfaces, hinges and any other fixture or fitting)
· Clean and polish windowsill and window glass. 
· Dust high level surfaces (including pictures rails, dado rails, ornamental architrave, wall panelling)
· Dust and clean skirting boards
· Vacuum room, including under furniture. 
· Dust and clean fixed blinds and window dressings
· Dust and polish all remaining fixtures and fittings (including light switches, plug sockets, door closers, picture frames, wall mounted white boards, exposed pipe work etc.) 

	TOILETS AND SHOWERS
	· Clean sink, including sink pedestal, plughole, plug, and taps. Shine and clean taps especially underneath to remove built up scum.
· Remove hair from sink plug holes
· Polish mirrors
· Clean bin receptacles inside and outside
· Clean all walls and back splashes, removing any dirt or marks. Including wiping over the exterior of the extractor fan.
· Clean toilet: scrub inside of bowl, removing any stains. Clean toilet seat and lid thoroughly. Also, clean the outside of the toilet bowl, back of the toilet. All toilet fittings must be clean and free of dirt or dust.
· Clean shower; clean all surfaces of the shower, removing any build-up of mould or soap residue. Remove any hair from plughole and clean the showerhead, shower pole and soap dish.
· Clean the floor, removing any dirt and dust, including behind the door and the toilet.
· Mop or scrub the floor, removing any dirt or marks
· Change shower curtains and toilet brushes as required


	COMMUNAL KITCHEN
	· Remove any rubbish from the kitchen. 
· Clean inside of cupboard and drawers, removing any rubbish. Wipe down outside surfaces of cupboards and drawers, removing any dirt or grease. 
· Clean and polish any shelving in the kitchen 
· Clean kitchen bins, including bin lids, inside and out.  Wash wall where bins are located. 
· Clean all appliances – microwave, kettle, toaster, oven, hob, fridge, freezer and iron, removing any dirt or grease. 
· Clean worktop surface, removing any dirt or grease
· Clean and polish sink, sink draining board and taps (including underneath) to a high shine, removing any watermarks or dirt. 
· Clean table and chairs, removing any dirt or grease. 
· Clean all light switches and sockets, removing any grease or dirt
· Brush and mop floor. Furniture and appliances should be moved so that all areas of the floor are clean, free from debris and dirt. 

	COMMUNUAL ENTRANCES
	· Vacuum entrance mat and remove chewing gum
· Clear any rubbish and clean bins inside and out
· Clean and polish all chairs (vacuum and spot clean fabric) and frames (including inside and outside surfaces, rail, hinges and base).  
· Clean and polish all freestanding furniture (including inside and outside surfaces, rail, hinges and base).  
· Clean and dust lights and light fittings (including inside and outside surfaces, hinges and any other fixture or fitting)
· Clean and polish windowsill and window glass. 
· Dust high level surfaces (including pictures rails, dado rails, ornamental architrave, wall panelling)
· Dust and clean skirting boards
· Vacuum area, including under furniture. 
· Dust and clean fixed blinds and window dressings
· Dust and polish all remaining fixtures and fittings (including light switches, plug sockets, door closers, picture frames, wall mounted white boards, exposed pipe work etc.)
· Mop or scrub hard floor surfaces removing dirt and stains



	STANNARY and KOOFI (could include all cafes)
	· Remove all rubbish. Clean inside and outside of bin. 
· Clean and polish all surfaces of tables (including inside and outside surfaces, rail, hinges and base).  
· Clean and polish all chairs (vacuum and spot clean fabric) and frames (including inside and outside surfaces, rail, hinges and base).  
· Clean and polish all freestanding furniture (including inside and outside surfaces, rail, hinges and base).  
· Clean and dust lights and light fittings (including inside and outside surfaces, hinges and any other fixture or fitting)
· Clean and polish windowsill and window glass. 
· Dust high level surfaces (including pictures rails, dado rails, ornamental architrave, wall panelling)
· Dust and clean skirting boards
· Vacuum room, including under furniture. 
· Dust and clean fixed blinds and window dressings
· Dust and polish all remaining fixtures and fittings (including light switches, plug sockets, door closers, picture frames, wall mounted white boards, exposed pipe work etc.)




	  Area
	Cleaning Specification

	EXTERNAL BUILDING CLEANING 
	· Remove all lose debris from building exterior
· Wash and clean high level guttering, down pipes, shelves (including inside and outside of surface, rails, hinges, fixtures and fittings) ensuring the removal of moss and mould
· Wash and clean windows, frames and seals (including inside and outside of surface, rails, hinges, fixtures and fittings) ensuring the removal of moss and mould
· Wash and clean all entrance doors including rotating systems, automatic glass doors etc.
· Wash and clean brise soliel (horizontal and vertical) (including inside and outside of surface, rails, hinges, fixtures and fittings) ensuring the removal of moss and mould
· Wash and clean all link bridges, railing and other external building structures
· Wash and clean fixed features – vents, lights, railings, trunking, cladding including inside and outside of surface, rails, hinges, fixtures and fittings) ensuring the removal of moss and mould
· Wash exterior building façades (various finishes) ) ensuring the removal of moss and mould
· Clean and polish fixed building signage
· Wash and clean all hard standing pathways around the building 
· Report any building damage to the Facilities Operations Manager



3. Correspondence
All correspondence, tenders, associated documents etc. (whether before or after the final submission of tender) are to be directed through the procurement tendering portal https://in-tendhost.co.uk/universityofexeter/aspx/Home   quoting reference number 1337FXPLUS. 
No approach of any kind in connection with the ITT should be made in any other manner, or to any other person within, or associated with Falmouth University (including its representatives).
· Falmouth University intends to provide all information that is relevant to all Tenderers, even if this information is only requested by one Tenderer. 
4. [bookmark: _Toc396469396]Anticipated Tender Timescales
	ITT made available to Bidders 
	17.12.2018

	Date by which Bidders will need to submit clarifications & arrange site visits  
	Friday 01st February  2019  at 12.00pm

	Deadline for receipt of Tender
	Monday 04th February 2019 at 12.00pm  

	Preferred Bidder chosen (subject to contract)
	W/C 18th February 2019



NB: This timetable is indicative and Falmouth University reserves the right to change the timescale and will notify Bidders of any such change.
5. Submitting your Tender
5.1 This ITT will close at 12.00pm (UK Time) on Monday 04th February 2019; it is the Bidder’s responsibility to ensure that their completed bid is uploaded, in full, no later than the date and time above.  Tenders will not be considered if the complete information called for is not provided by the closing date and time stated in this document. 
5.2 Bidders must complete their ITT in full and submit any requested supporting documentation and other evidence as requested within this ITT.  Omissions or exceptions may invalidate a Tender.  Bidders must provide a completed Qualification Questionnaire and ensure all necessary supporting documentation is provided as stipulated with in this ITT. 
5.3 The complete ITT should be uploaded in a common electronic format such as PDF, Word, Excel or PowerPoint), including technical literature via the e-tendering portal  https://in-tendhost.co.uk/universityofexeter/aspx/Home 
5.4 Falmouth University reserves the right to seek clarifications of tenders during its evaluation of ITTs where it considers this to be necessary.
5.5 Tenders, part Tenders and appendices and attachments received after the closing date and time will be excluded from the ITT evaluation procedure and no further consideration of it made. These documents may remain in the procurement system unopened.

6. Award Criteria and Evaluation Methodology
Lot 1:  Total Score 100%
	Award Criteria (Scored)	
	% Score
	% Sub Scores

	1
	Quality/Service Delivery 
	70%
	

	
	Fully describe the measures and checks you currently undertake to ensure the employment eligibility and the welfare of your employees.
	5%
	

	
	Please provide full details on the processes you have in place to ensure that you effectively manage and deliver a consistent and quality service for both the ‘Deep Clean’ and ‘Changeover Clean’ requirements, ensuring that the standards set out in the SLA are consistently met and maintained during the duration of the contract. 

	15%
	

	
	Please provide full details regarding the capacity and resource you propose to use in order to meet the requirements for both the Deep and Changeover cleaning programmes and the respective delivery deadlines. Please include in your answer your process to cover staff absences. 

	10%
	

	
	Please provide full details of your staff training policy and confirm how you can demonstrate transparent and up to date training of all staff (including evidence of site induction at commencement of employment)?

	10%
	

	
	Please detail your process for providing management and supervision during the contract. Please include details on how supervisors will ensure work is completed on time to the exacting standards as set out in the SLA.  
How will management/supervisors provide support to all cleaning staff during the contract? Please include details on the supervisors you propose to use, their roles/duties and their experience and training.


	10%
	

	
	Conditions may arise leading to an unavoidable change in the cleaning programme dates (i.e. +/- 1 or 2 days). Please provide details on how reactive and flexible you would be in such circumstances.

	10%
	

	
	Please provide details of where you would, or could seek to introduce and implement innovation and/or cost saving measures to this contract. Any additional costs to those included in the pricing schedule should be clearly identified.
Please provide details on your process for managing instances of performance deficiencies (e.g. cases of below standard cleaning) and your complaints procedure.

	5%



5%

	

	2
	Pricing 
	30%
	

	
	DEEP CLEAN - Please provide in the table below (TABLE A ) the cost per unit and the total cost, based on the below quantities, for meeting the requirements of the Deep Clean service. 
FX Plus expects the costs to remain fixed for the duration of the contract
	20%
	

	
	CHANGEOVER CLEAN - Please provide, in the table below (TABLE B), your hourly rates for the Changeover Clean requirement.
FX Plus expects the costs to remain fixed for the duration of the contract
	10%
	

	TOTALS: 
	100%
	



TABLE A:
	Area
	Number of         Units
	Cost Per Unit    £
	Total Cost             £

	
En-suite Bedroom

	       1483
	
	

	
Bedroom

	        194
	
	

	
Communal Kitchen

	        255
	
	

	
Communal lounge

	          2
	
	

	
Communal shower room

	         59
	
	

	Hallways/Stairwells
	254
	
	

	Bed Making 
	1457
	
	

	  
 £














TABLE B:
	Staff Position
	Hourly Rate                            £

	Supervisor 

	    £ 

	Cleaner
	    £

	                                    Total 
	    £

	             Average Hourly Rate
	    
    £



Lot 2:  Total Score 100%
	Award Criteria (Scored)	
	% Score
	% Sub Scores

	1
	Quality/Service Delivery 
	70%
	

	
	Fully describe the measures and checks you currently undertake to ensure the employment eligibility and the welfare of your employees.
	5%
	

	
	Please provide full details on the processes you have in place to ensure that you effectively manage and deliver a consistent and quality service for both internal and External cleaning requirements ensuring that the standards set out in the SLA are consistently met and maintained during the duration of the contract. 

	15%
	

	
	Please provide full details regarding the capacity and resource you propose to use in order to meet the requirements. Please include in your answer your process to cover staff absences. 

	10%
	

	
	Please provide full details of your staff training policy and confirm how you can demonstrate transparent and up to date training of all staff (including evidence of site induction at commencement of employment)?

	10%
	

	
	Please detail your process for providing management and supervision during the contract. Please include details on how supervisors will ensure work is completed on time to the exacting standards as set out in the SLA.  
How will management/supervisors provide support to all cleaning staff during the contract? Please include details on the supervisors you propose to use, their roles/duties and their experience and training.


	10%
	

	
	Conditions may arise leading to an unavoidable change in the cleaning programme dates (i.e. +/- 1 or 2 days). Please provide details on how reactive and flexible you would be in such circumstances.

	10%
	

	
	Please provide details of where you would, or could seek to introduce and implement innovation and/or cost saving measures to this contract. Any additional costs to those included in the pricing schedule should be clearly identified.
Please provide details on your process for managing instances of performance deficiencies (e.g. cases of below standard cleaning) and your complaints procedure.

	5%



5%

	

	2
	Pricing 
	30%
	

	
	INTERNAL / EXTERNAL CLEAN - Please provide, in the table below (TABLE C), your hourly rates for the Internal / External Clean requirement. Please also complete Table D giving a total cost of internal and external cleaning  
FX Plus expects the costs to remain fixed for the duration of the contract
	30%
	

	TOTALS: 
	100%
	



Table C:
	Staff Position
	Hourly Rate                            £

	Supervisor

	    £ 

	Cleaner
	    £

	Total
	    £

	Average Hourly Rate
	    
    £



Table D:
	Area
	Cost Per Building  £

	Meeting Rooms and  Lecture Theatres and General Offices
	£



	TOILETS AND SHOWERS
	£

	Communal Kitchens 
	£

	Communal Entrances 
	£

	STANNARY and KOOFI (could include all cafes)
	£

	STANNARY and KOOFI (could include all cafes)
	£

	External Cleaning
	£






References

This section is for information only and will not be scored.

Please provide details of 2 recent Contracts that are relevant to FX Plus’s requirements.
Please note that FX Plus may elect to contact any of the given companies to verify the information provided. Your permission to do so will be assumed unless you explicitly state any objections.
	Customer name and address
	Contact name and e–mail address (or telephone number)
	Date Contract awarded /completed
	Contract reference, brief description of service undertaken and approximate value.


	



	
	
	

	



	
	
	










6.1	Scored Questions: 
Each “Scored” question will be marked out of a maximum of 5 marks and then weighted as indicated. The marks will be awarded as detailed in the table below.  These sections will count for 70% of the overall tender score. 
	Score
	Details

	Very Good = 5
	The response by the Bidder provides a very high degree of confidence of being able to support the achievement of the intended outcomes of the Project. 
The response is fully detailed with appropriate explanations and supporting evidence, there are a limited number of minor issues and no major issues. 
The response demonstrates many more strengths than weaknesses, that any desired standards will be exceeded in most respects 

	Good = 4
	The response by the Bidder provides a high degree of confidence of being able to support the achievement of the intended outcomes of the Project. 
The response is detailed with appropriate explanations and supporting evidence, there are a number of minor issues and a limited number of major issues. 
The response demonstrates more strengths than weaknesses, that any desired standards will be exceeded in some respects

	Acceptable = 3
	The response by the Bidder provides an acceptable degree of confidence of being able to support the achievement of the intended outcomes of the Project. 
The response is sufficiently detailed with some appropriate explanations and supporting evidence, there are a number of minor issues and a limited number of major issues
The response demonstrates more strengths than weaknesses, that any desired standards will be met

	Concern = 2
	The response by the Bidder gives rise to some concerns about being able to support the achievement of the intended outcomes of the Project. 
The response has limited detail with limited appropriate explanations and supporting evidence, there are a number of minor issues and a number of major issues. 
The response demonstrates less strengths than weaknesses, that any desired standards may not be met.

	Poor = 1
	The response by the Bidder gives rise to many concerns about being able to support the achievement of the intended outcomes of the Project. 
The response has limited detail with limited appropriate explanations and supporting evidence, there are many minor issues and a high number of major issues. 
The response demonstrates less strengths than weaknesses, that any desired standards are unlikely to be met.

	Unacceptable = 0 
	The response by the Bidder is non-compliant; the response gives rise to many concerns about being able to support the achievement of the intended outcomes of the Project. 
The response has insufficient detail with virtually no appropriate explanations and supporting evidence, there are many minor issues and a high number of major issues. 
The response demonstrates less strengths than weaknesses, that any desired standards are highly unlikely to be met.




Please note that some questions are weighted to reflect the importance of the question to the project.  For example an actual score of 5 with a weighting of 3 will give a final score of 15. Likewise an actual score of 5 with a weighting of 1 will give a final score of 5. After all the responses to each “Scored” question have been scored, the evaluation panel will apply the weighting for each question.  


6.2	Scored Questions – Pricing 
Scoring of Pricing

The total weighting for the Pricing section is 30%.
The scoring for the pricing section will be based on the following criteria:-

· The tenderer with the lowest overall total cost will be awarded full marks
· Remaining prices from other tenderers will be compared with the lowest cost and awarded the relevant proportion/percentage of the possible score.


Price scoring example:
If Tenderer A offers a price of £20,000, Tenderer B £25,000 and Tenderer C £30,000. The allocated scores would be as follows:-

     Tenderer A:  £20,000 / £20,000 x 30 = 30.00 marks
     Tenderer B:  £20,000 / £25,000 x 30 = 24.00 marks 
     Tenderer C:  £20,000 / £30,000 x 30 = 19.99 marks


Tender prices will remain fixed for the duration of the contract period.


All prices are to be submitted in Pounds Sterling (GBP) and to include VAT.
Falmouth Exeter Plus will not accept liability for any costs omitted from the tendered price/s that the Tenderer has not declared in their Tender submission as falling payable by Falmouth Exeter Plus. Prices will not be amended after acceptance of the ITT, save as a result of clarifications issued by Falmouth Exeter Plus.






7. Conditions of Tendering
7.1 Falmouth University reverses the right to cancel a tender process at any point.  
7.2 Falmouth University is not liable for any expenses or costs resulting from the cancellation of this tender process or for any other costs incurred by those tendering in response to the ITT. 
7.3 The information provided in this ITT has been prepared in good faith by Falmouth University but is provided for guidance only and no warranty is given by Falmouth University as to the accuracy of the information.  
7.4 In submitting your tender, you do so in accordance with the conditions specified or referred to herein.
7.5 Falmouth University may reject any tender which does not fully comply with the stipulated requirements.  
7.6 The Tender shall remain open for acceptance by Falmouth University for a period of 3 months from the date specified for its return.
7.7 Falmouth University is not bound to accept the lowest or any Tender and reserves the right to accept or award the contract in whole, in part, or not at all.
7.8 Falmouth University will retain a right of audit of all matters relating to the performance of the contract arising from this ITT.  This will include all financial matters and details relating to the service provided.
7.9 All material provided by Falmouth University must be regarded as confidential and only disclosed to a third party to the extent necessary to complete your tender.  Falmouth University requires that all working papers and electronic data must be destroyed by Bidders as soon as notified that they have been unsuccessful.  
7.10 Any aspects of your Tender which are essential to the quality, cost and delivery of the service must be incorporated into the response.
7.11 Your Tender shall be a “bona fide” quote and shall not be fixed or adjusted by, or under, or in accordance with any agreements or arrangements with any other person.  You shall keep your tender confidential and not divulge to anyone, even approximately, what your quotation price is or will be or any of its terms or conditions, with the sole exception of information you may have to give.
7.12 Falmouth University requires all goods and services to be provided to the address/es stated in the contract documents and, or orders.  Individual delivery instructions will be provided before orders are placed for goods or services and will include the appropriate health and safety guidance.
7.13 Tender submission and all correspondence with Falmouth University must be written in English. 
7.14 All goods and, or services supplied shall be fit for purpose and in accordance with any detailed specification(s) supplied with these documents and, or as subsequently amended, agreed by the Bidder and Falmouth University and specified in the final contract documents and, or orders.
7.15 All current and future British Legislation/Standards or EU Legislation/Standards or other equivalents shall apply to all goods and services to be supplied where relevant.
7.16 A request for prices to be reviewed may be given by the successful Bidder giving at least 3 months’ written notice to Falmouth University and based upon the anniversary of the contract start date.  All proposed changes to prices must be agreed by Falmouth University in writing before taking effect and prices may decrease as well as increase.
7.17 No media releases, public announcements or public disclosures by the Bidder or the Bidder’s employees or agents relating to the contract or its subject matter, including but not limited to promotional or marketing material, (but excluding any announcement intended solely for internal distribution by the parties or any disclosure required by legal, accounting or regulatory requirements) may be made without the prior written approval of Falmouth University.
8. Terms and Conditions
8.1 Subject to review (as part of the contractual award process). 
9. Schedule A –PRE-QUALIFICATION QUESTIONS 
	Section 1 – Bidder’s Information 

	This question is for information only however it must be completed in full. Where sections do not apply, Bidders should indicate that this is the case and why.  This question should be completed by the Bidder Organisation and any Relevant Organisations (if applicable).
Trading Name
[bookmark: Text6]     

	Correspondence Address
     

	Telephone Number
     

	Fax Number (optional)
     

	Email Contact Address  (optional)
     

	Main Contact of the Bidder Organisation empowered to represent the Bidder in all dealings of a contractual nature once the contract is awarded. 
Name				     
Position		     
Address			     
Telephone		     
Mobile (optional)	     
E-Mail				     

	Internet Website Address (Optional)
     (optional)

	Registered Office Address (if different from above)
     

	Date Established
     

	Type of Organisation (e.g. Private, Private Limited Company, Partnership, Local Authority, Voluntary Body, and Registered Charity) Please provide details of the organisation's structure.
     

	Registered Business Number:      
Date of Registration:      

	VAT Registration Number:      
Ownership
If your company is owned by a parent company, please identify the name(s) of parents and clearly identify the relationship.     

	Please confirm whether your Organisation is considered one of the following. (Optional)
Double-click in boxes to check relevant box
Micro enterprise – Staff < 10, Turnover < €2 million, Balance sheet < €2 million |_|
Small enterprise – Staff < 50, Turnover < €10 million, Balance sheet < €2 million |_|
Medium sized enterprise – Staff < 250, Turnover < €50 million, Balance sheet < than €43 million |_|
Large sized enterprise – Staff >250, Turnover > €50 million, Balance sheet > than €43 million |_|
This question is optional/for information to gather data for Falmouth University

	If your Organisation is owned/run by any of the following, please tick relevant box (Optional)
|_|	BME (Black, ethnic, community/voluntary group)
|_|	Community Interest Companies (CIC)
|_|	Companies owned or managed by women
|_|	Owned or run by Disabled People
|_|	Business owned by Lesbian, Bisexual, Gay or Transsexual
This question is optional/for information to gather data for Falmouth University

	Falmouth University would like to understand how and where Bidders find opportunities advertised.  This will help us better target our tender advertisements to potential Bidders.  
Please enter where you saw this tender opportunity advertised. 
Pro-Contract (Due North)  |_|
In-tend  |_|
Contract Finder |_|
Other (please detail) ………………………..

	Section 2 Grounds for Exclusion [‘Pass’ / ‘Fail’]

	You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g. only minor amounts involved). 
If you have answered “yes” to question 2.2 on the non-payment of taxes or social security contributions, and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due.  If your organisation is in that position please provide details using a separate Appendix. You may contact Falmouth University for advice before completing this form.
All of the questions in Section 2 are Pass/ Fail – if the Bidder responds “Yes” to any of these questions, this may constitute a “Fail”/

	2.1 Within the past five years, has your organisation (or any member of your proposed consortium, if applicable), Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Please indicate your answer by marking ‘X’ in the relevant box

	
	Yes
	No

	a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organised crime;
	|_|
	|_|

	b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
	|_|
	|_|

	c) the common law offence of bribery;
	|_|
	|_|

	d) bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
	|_|
	|_|

	e) any of the following offences, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities:
	|_|
	|_|

	(i) the offence of cheating the Revenue;
	|_|
	|_|

	(ii) the offence of conspiracy to defraud;
	|_|
	|_|

	(iii) fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978
	|_|
	|_|

	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006;
	|_|
	|_|

	(v) fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994;
	|_|
	|_|

	(vi) an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993;
	|_|
	|_|

	(vii) destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
	|_|
	|_|

	(viii) fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
	|_|
	|_|

	(ix)	the possession of articles for use in frauds within the meaning of section 6 of the Fraud Act 2006, or the making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of that Act;
	|_|
	|_|

	f) any offence listed—
	|_|
	|_|

	(i) in section 41 of the Counter Terrorism Act 2008; or
	|_|
	|_|

	(ii) in Schedule 2 to that Act where the court has determined that there is a terrorist connection;
	|_|
	|_|

	g) any offence under sections 44 to 46 of the Serious Crime Act 2007 which relates to an offence covered by subparagraph (f);
	|_|
	|_|

	h) money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
	|_|
	|_|

	i) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
	|_|
	|_|

	j) an offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc.) Act 2004;
	|_|
	|_|

	k) an offence under section 59A of the Sexual Offences Act 2003;
	|_|
	|_|

	l) an offence under section 71 of the Coroners and Justice Act 2009;
	|_|
	|_|

	m) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
	|_|
	|_|

	n) any other offence within the meaning of Article 57(1) of the Public Contracts Directive—
	|_|
	|_|

	(i) as defined by the law of any jurisdiction outside England and Wales and Northern Ireland; or
	|_|
	|_|

	(ii) created, after the day on which these Regulations were made, in the law of England and Wales or Northern Ireland.
	|_|
	|_|

	2.2 Non-payment of taxes
Has it been established by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which your organisation is established (if outside the UK), that your organisation is in breach of obligations related to the payment of tax or social security contributions?
If you have answered Yes to this question, please use a separate Appendix to provide further details. Please also use this Appendix to confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
	|_|
	|_|

	Section 3: Economic and Financial Standing
	Bidder’s Response

	A.  CreditSafe – score
Falmouth University may run a CreditSafe  financial check on Bidders and take a considered view on the likelihood of business risk and failure.  Bidders with Creditsafe  Failure rating of 50 or less will be requested to provide further information / clarifications. 
For businesses not covered by the CreditSafe  report, these businesses will be requested to supply a minimum of 3 years accounts / or as trading history if 3 years of accounts are not available.
The following financial ratio will be used to access business risk and failure for those business not covered by a D & B report.
Current Ratio: = Current Assets / Current Liabilities
Falmouth University may request further clarification on any D and B Failure rating.
Pass/ Fail – In the event that a Bidder achieves a CreditSafe  Failure rating of 50 or less this may constitute a ‘Fail’.
	[bookmark: Check3]This organisation consents to a CreditSafe  Check	|_|

	B - Insurance 
Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below: 
Employer’s (Compulsory) Liability Insurance  = £1,000,000
Public Liability Insurance = £1,000,000
Professional Indemnity Insurance = £1,000,000
Product Liability Insurance = £1,000,000
Pass/ Fail – These are the minimum insurance threshold.  If a Bidder is unable to satisfy this minimum threshold (or commit to obtain the relevant insurances), this will constitute a fail.
	|_|   Yes
|_|   No    

	Section 4: Legislative Compliance
	Bidder’s Response

	A – Compliance with equality legislation 
For organisations working outside of the UK please refer to equivalent legislation in the country that you are located.

	1. In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
Pass/Fail – In the event that a Bidder  answers ‘Yes’ to this question, this may constitute a ‘Fail’
	|_|   Yes
|_|   No    

	2. In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds or alleged unlawful discrimination?  
If you have answered “yes” to one or both of the questions in this module, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.
You may be excluded if you are unable to demonstrate to Falmouth University’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.    
Pass/Fail – In the event that a Bidder  answers ‘Yes’ to this question, this may constitute a ‘Fail’
	|_|   Yes
|_|   No    

	B - Environmental Management

	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 
If your answer to the this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
Falmouth University will not select Bidder(s) that have been prosecuted or served notice under environmental legislation in the last 3 years, unless Falmouth University is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.
Pass/Fail – In the event that a Bidder  answers ‘Yes’ to this question, this may constitute a ‘Fail’
	|_|   Yes
|_|   No    

	C - Health and Safety

	1. Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
Pass/Fail – In the event that a Bidder  answers ‘No’ to this question, this may constitute a ‘Fail’
	|_|   Yes
|_|   No    

	2. Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 
If your answer to this question was “Yes”, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result.
Falmouth University will exclude Bidder(s) that have been in receipt of enforcement/remedial action orders unless the Bidder(s) can demonstrate to Falmouth University’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.     
Pass/Fail – In the event that a Bidder  answers ‘Yes’ to this question, this may constitute a ‘Fail’
	|_|   Yes
|_|   No    

	Section 5: Conflicts of Interest 

	1. Do any potential conflicts of interest exist between this work, any senior member of your company or any member of Falmouth University?
If the answer is ‘Yes’ consideration will be given to the conflicts, the potential impact on the Contract or the procurement and how this can be managed in order to protect all parties. Should there be a conflict that, in Falmouth University’s opinion, could not be suitably managed then this would constitute a ‘Fail’.
Pass/Fail – In the event that a Bidder  answers ‘Yes’ to this question, this may constitute a ‘Fail’
	If yes, please provide details      


	Section 6: Termination
	

	Has the Bidder Organisation ever had a contract terminated as a result of non-compliance or non-performance within the last three years? This section only applies to termination of a contract relevant to the services/goods required to be provided as part of the Contract.
If answer is ‘Yes’, please provide details of such termination.  Consideration will be given to the reasoning behind the termination.  Falmouth University will excluded Bidders who cannot reasonably demonstrate that appropriate remedial action has been taken to prevent similar circumstances arising and resulting in termination of any contract awarded as a result of this procurement.
Pass/Fail – In the event that a Bidder  answers ‘Yes’ to this question, this may constitute a ‘Fail’
	|_|   Yes
|_|   No    

	Section 7: Terms and Conditions

	The applicable Terms & Conditions are Falmouth University’s Standard Terms & Conditions for the Purchase of Goods which is available to view in appendix A.  
If there are specific clauses which cannot be agreed to please set these out in the space provided and provide an explanation.  
Please note that doing this does not guarantee Falmouth University’s acceptance to varied terms and conditions.  Falmouth University holds at its discretion the right to disqualify Bidders who do not agree to Falmouth University’s Terms & Conditions of purchase.
Pass/Fail – In the event that a Bidder is not willing to accept Falmouth University’s Terms and Conditions, this may constitute a ‘Fail’.
	Please indicate that you are tendering in agreement of these terms by selecting the box |_|

	Section 8: University’s Policies

	The successful Bidder should be aware of the following University policies and procedures and shall accept and support Falmouth Exeter Plus in compliance with the same principles over the life of the contract period:
Sustainability and Awareness
http://www.fxplus.ac.uk/work/sustainability
Sustainable procurement 
http://www.fxplus.ac.uk/work/sustainability/sustainability-policy-and-strategy
Health and Safety Policy
http://www.fxplus.ac.uk/work/health-safety
Freedom of Information Act
http://www.fxplus.ac.uk/sites/default/files/documents/fx_plus_foi_charging_policy_oct_2013.pdf
Modern Slavery Act  
· [bookmark: a311954]The Successful bidder shall comply with all applicable laws, statutes, regulations and codes from time to time in force including but not limited to the Modern Slavery Act 2015; and
· [bookmark: a395540][bookmark: a637165]The Successful bidder presents and warrants that neither the bidder nor any of its officers, employees or other persons associated with it:
· has been convicted of any offence involving slavery and human trafficking; and
· to the best of its knowledge, has been or is the subject of any investigation, inquiry or enforcement proceedings by any governmental, administrative or regulatory body regarding any offence or alleged offence of or in connection with slavery and human trafficking;
· The Successful bidder shall implement due diligence procedures for its own suppliers, subcontractors and other participants in its supply chains, to ensure that there is no slavery or human trafficking in its supply chains.

Please confirm that you agree to follow the principles in these policies during the life of the contract. You may wish to provide copies of relevant policies of your own.
	|_|   Yes
|_|   No    




10.	DECLARATION

	Declaration

	I declare that to the best of my knowledge the answers submitted to these questions are correct. I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement, and I am signing on behalf of......................... (Insert name of Bidder). 
I understand that Falmouth University may reject my submission if there is a failure to answer all relevant questions fully or if I provide false/misleading information. I have provided a full list of any Appendices used to provide additional information in response to questions.
I also declare that there is no conflict of interest in relation to Falmouth University’s requirement.

	ITT COMPLETED BY

	Name
	

	Role in organisation
	

	Date
	

	Signature
	



[bookmark: a707079][bookmark: d41486e178][bookmark: a624220][bookmark: a965695][bookmark: a912288][bookmark: a555760][bookmark: a890926][bookmark: _MON_1528635534]Appendix 1:
Supplier Application Form (To be Completed and sent along with your tender proposal)




Appendix 2:

Service Level Agreement 




To be reviewed and completed and sent along with your tender proposal.
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SUPPLIER APPLICATION FORM 





SECTION 1 – To Be Completed By Supplier



In order for you to become a supplier to Falmouth University or Falmouth Exeter 
Plus, we require you to complete and sign the form below. Please complete all 
sections of this form as any missing information may delay your application. 



		Company name 

		



		Sales contact name, telephone number and email address

		



		Address line 1 

		



		Town/City 

		



		Region/County 

		



		Postcode 

		



		Country 

		



		VAT number 

		



		Telephone number 

		



		Email address for Invoices  

		



		Other E-mail Address 
(if applicable) 

		



		Company Number 
(if applicable)

		



		Number of Employees 
(Please highlight)

		□ 0 – 10   □ 11 – 50   □ 51 – 250   □ >250





 

Requirements for supplying to Falmouth University or Falmouth Exeter Plus

Any suppliers shall be subject to the Terms and Conditions of Purchase (goods and services) for the appropriate organisation (as may be amended from time to time), as outlined in the below links.



Falmouth University Terms and Conditions

Falmouth Exeter Plus Terms and Conditions



Suppliers are required to comply with all applicable laws and regulations. In addition, suppliers are expected to embrace high standards of ethical behaviour and to treat their employees fairly and with dignity and respect. Suppliers are also required to strive to minimise any adverse impact which their operations may have on the environment. 



It is the policy of both organisations that employees may not accept gifts or inducement in connection with its business, other than items of low value such as diaries. Please respect this policy to avoid any embarrassment which may be caused by refusal.



Please confirm by signing and returning a copy of the completed application form that the information contained in it is correct and that you accept the above requirements for supplying the relevant organisation.





		Supplier Signature:













		Name: 



		Date:



 



		Position:  















SECTION 2 – To Be Completed By Requestor 



FOR INTERNAL USE ONLY

		Requested by: 

		Organisation: (Falmouth or FXP) 





		Budget Holder Name:







		Category of Goods Purchased:





		Is it a one-off purchase?







		Predicted Annual Spend:  



		Procurement Method:   



      

Choose an item.

		If other, please state: 
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SERVICE LEVEL AGREEMENT

The terms and conditions of this Agreement are the only conditions upon which Falmouth Exeter Plus is prepared to deal with the Supplier and they shall govern all orders and supply of services to the entire exclusion of all other terms or conditions. No terms or conditions endorsed upon, delivered with or contained in the Supplier’s quotation, acknowledgement or confirmation of order, specification or similar document will form part of this Agreement and the Supplier hereby waives irrevocably any right which it otherwise might have to rely on such terms and conditions. 

		

Parties:

		Falmouth Exeter Plus, Penryn Campus, Penryn, Cornwall, TR10 9FE (the “Buyer”) Company No. 5103240  



		

		(the “Supplier”)



		Date:

		



		THIS AGREEMENT has been executed by or on behalf of the parties on the date first written above.



		

Signed by a duly authorised signatory of Falmouth Exeter Plus:

		

Signature: ___________________________________

Name:       ___________________________________

Position:    ___________________________________

Date:        ___________________________________



		

Signed by a duly authorised signatory of the Supplier:

		

Signature: ___________________________________

Name:       ___________________________________

Position:    ___________________________________

Date:        ___________________________________



		Standard Terms:

		This Agreement incorporates the Standard Terms & Conditions as set out in Appendix 3 of the tender document.



		

Address for Notices:

		

Falmouth Exeter Plus:-

Tony Eyles

Head of Accommodation Services

Falmouth Exeter Plus

Penryn Campus

Penryn

Cornwall

TR10 9FE 



Supplier:- 





		

Supplier insurance cover:

		

Public/Product liability insurance: £1 million.



Employer's liability insurance: £1 million.







		

SECTION A: SPECIFIC SERVICES 





		

Description of Specific Services: 

		

The Supplier shall provide Falmouth Exeter Plus with the Specific Services of cleaning of the residencies at its Penryn Campus and other offsite properties in accordance with the quality expectations and delivery times as set out in the Service Levels.



Service Levels





The Supplier shall provide the Specific Services in accordance with the following Service Levels: 

The Contractor should ensure that the contract is staffed to a sufficient level at all times, using

suitably trained staff who are provided with the necessary provisions to undertake the work set

out in this document. The cleaning staff shall comply with all relevant health and safety legislation at all times.



There are two cleaning specifications required, each with differing requirements as to the level of cleaning – 



1. ‘Post Student’ Deep Clean

2.  Changeover Clean. 



The table below details the quantities of accommodation as well as the cleaning specification that will be required.



All cleaning services should be met using cleaning products suitable for the particular item to be cleaned and to be compliant with COSHH regulations.





		Accommodation

		Flats

		Bedrooms

		En-suite Bathroom

		Communal kitchen/lounge

		Hallways/ stairwells

		Communal shower room

		Cleaning Specification



		Glasney Student Village, Penryn Campus

		

208

		

1456

		

All rooms

		

208

		

208

		

0

		Deep clean &

Changeover cleans









1. Cleaning Specification – ‘Post Student’ Deep Clean - All areas should be cleaned to a 4 star quality standard.



As part of the Deep Clean requirement, Falmouth Exeter Plus will require a bed making service for all 1456 rooms at Glasney Student Village – all other properties that require a deep clean will not require the bed making service.

 

		Area

		Item

		Cleaning Specification



		BEDROOM 

		1. Rubbish

		· Ensure all areas of the room are cleared of rubbish including drawers, wardrobe, under the bed etc. Rubbish to be disposed on in accordance with waste procedure.





		

		2. Bin

		· Clean inside and outside of bin, removing any dirt and marks.





		

		3. Desk and drawers

		· Clean and polish all surfaces, including inside of drawers.

· Remove any stickers etc. from surfaces

· Surfaces should be free from any marks, dust or dirt.





		

		4. Telephone 

		· Ensure telephone is free from dust and grime, including under the receiver and the back of phone.



		

		5. Chair 

		· Material covered chair – vacuum cover to ensure that it is free from dust etc. Clean and polish base of chair.

· Plastic chair – Clean and polish all surfaces, including the base, to ensure free from any marks, dust or dirt.

· Clean chair legs, checking ends of legs/wheels are free from dust or dirt. Wheels should also be clear of fluff, hairs etc.





		

		6. Shelving 

		· Clean and polish surfaces, including top of shelving

· Remove any stickers etc. from surfaces

· Surfaces should free from any marks, dust or dirt.





		

		7. Wardrobe 

		· Clean and polish surfaces, including top of shelves, rail, hinges, handle and mirror

· Remove any stickers etc. from surfaces

· Clean and polish outside surfaces of the safe (located at the bottom of the wardrobe).

· Surfaces and mirror should be free from any marks, dust or dirt.





		

		8. Bed frame / Bed headboard & Mattress

		· Ensure frame is free from any dirt, marks and dust, including frame legs. 

· Clean and polish bed headboard. Remove any stickers. Ensure it is free of any dirt or marks. 

· Turn mattress over and remove debris underneath. 

· Replace mattress protector (this item will be provided). 



		

		9. Bed Making (Glasney Student Village Only 1456 rooms)

		· Make bed up with clean bedding – sheets, duvet, duvet covers, pillows, pillow cases etc. ensuring bed is neat and free from lumps and bumps (bedding etc. provided)



		

		10. Lights and sockets 

		· Ensure the fittings are free from cobwebs. 

· Clean all light switches and sockets, removing any dirt or marks.





		

		11. Radiator 

		· Ensure that all radiator units are free from dust, dirt & cobwebs.





		

		12. Windows

		· Clean and polish the window frames and glass, ensuring it is free from smears and finger marks, the ledges are free from dirt and the grooves are clean and free from debris and dirt. 





		

		13. Door 





		· Bedroom door should be cleaned and polished on both sides of the door, including the handles, room number, peep hole, door frame and door closer. All dirt should be removed. 

· All stickers and blue tac should be removed prior to polishing.



		

		14. Walls and ceiling 

		· Ensure all wall surfaces are free from dust, dirt, splash marks and remove all blue tac, stickers etc. 





		

		15. Carpet/ wooden flooring 

		· Move furniture (beds, chairs, bedside cabinets and vacuum underneath/behind. 

· Vacuum around edges & in corners of carpets and behind the door

· Use the small brush to vacuum tops of coving, skirting.







		

		16. Skirting, pipes, boxing 

		· Ensure skirting’s, pipes and boxing are free from dust, grime and dirt. Including all skirting’s behind beds, and other furniture





		Area

		Item

		Cleaning Specification



		EN-SUITE BATHROOM / COMMUNAL BATHROOM

		1. Sink 

		· Ensure that the sink and sink pedestal, including underneath is polished to a high shine and is free from toothpaste, soap, water marks, hairs etc. 

· The plug and plug hole is free from dirt, hair and debris. 

· The taps are free from mould including underneath and behind. 



		

		2. Cabinet/

Shelving

		· Clean and polish cabinet and shelving ensuring that tall surfaces are free of dust, dirt or any marks. 





		

		3. Mirror 

		· Ensure mirror is clean, buffed, smear free and free from finger prints etc. Ensure that tops of mirrors are dust free.





		

		4. Shower 

		· Ensure the walls and flooring of the shower unit are free from smudges, smears, soap build up, hair, mould etc.  

· The shower unit should be polished to a high shine

· Ensure that the showerhead, shower hose, soap tray and shower curtain rail are free from dirt, mould etc. 

· Lift out shower traps and remove all hair and debris. 

· Replace shower curtain and toilet brush (these items will be provided)



		

		5. Toilet 

		· Ensure that all surfaces of the toilet are free from smudges, smears, body fluids, mineral deposits and body hair. 

· The toilet bowl and under the rim is free from lime scale, stains and mould. 

· The areas around the toilet and behind are free of dust, hair, water and other liquids including the pedestal/base of the toilet and u-bend.



		

		6. Flooring 

		· Ensure that the floor, including any grooves is clean of body hair, dust, grime, mould etc.



		

		7. Bathroom door

		· Ensure the back of the bathroom door is free from water, soap splashes and the top of the door is free from dust. Clean and polish door on both sides.





		Area

		Item

		Cleaning Specification



		KITCHEN

		1. Rubbish 

		· Ensure all areas of the kitchen are cleared of rubbish including drawers, cupboards, underneath furniture etc.





		

		2. Fridges and freezers

		· Ensure that the fridges and freezer are free from all ice and that any water is dried out. 

· Ensure that all shelves are free from bits of food, dirt and grime – including all edges and ledges. 

· Ensure that all shelves are smear free and all surfaces are buffed to a high shine.

· Clean the outside of the fridge/freezer, removing all marks, dirt, stickers etc. Outside of appliances should be buffed to high shine.



		

		3. Microwave

		· Clean the inside of the microwave, including the glass plate, microwave door and roof, removing any dirt, grease, food debris. 

· Ensure the outside is free from dirt, grime grease, food marks and splash marks. 

· Microwave should be cleaned to a high shine and smear free. 





		

		4. Oven and hob 

		· Clean and degrease the inside and outside of the oven, including racks, rubber seals, oven tray and oven door. Ensure the oven is free from any grease, dirt or food. 

· The oven should be buffed to a high shine and have no spear or residue from cleaning products. 

· Clean the hob, including the hob dials, removing any grease, burnt food, and dirt. 

· The hob should be buffed to a high shine and have no smears or residue of cleaning products. 



		

		5. Extractor unit, wall tiles and splashback 

		· Clean and degrease the extractor hood, removing all dirt and grease.

· Ensure that the glass strip is clean and free from grease. 

· All surfaces of the extractor unit should be buffed to a high shine and ensure it is smear free. 

· Clean and degrease the splashback and wall tiles, removing all food, dirt and grease. Buff to a high shine and ensure that it is smear free.  





		

		6. Empty and clean toaster and kettle

		· Empty the kettle of water and clean the inside and outside of the appliance, removing any dirt, grease spillages etc. Buff to a high shine. 

· Empty the toaster of all food debris. Clean the outside of the appliance, removing any spillages dirt and grease. Buff to a high shine. 





		

		7. Cupboards and drawers

		· Clean all cupboards and drawers (inside and out), removing any grease, dirt, dust etc. 

· All surfaces should be buffed and smear free. 





		

		8. Worktop 

		· Clean and degrease the worktop surfaces, removing all grease and dirt. 

· Move all items off the worktop to ensure that all surfaces of the worktop have been cleaned. 



		

		9. Sink 

		· Clean the sink, ensuring that the sink and draining board is free of any dirt, water marks etc.

· Ensure that the taps are free from mould, especially underneath and behind. 

· Clean the plug hole and ensure that all food debris is removed. 

· Buff the sink and draining board to a high shine and ensure that it is smear free. 

· Clean washing bowl and plastic cutlery draining, removing any dirt. 





		

		10. Table and chairs 

		· Clean all surfaces of the table, including underneath and the table legs. Ensure that all grease, dirt, dust and food is removed. 

· Clean each of the kitchen chairs, including chair legs and underneath, ensuring it is free of any grease, dirt, dust etc. 



		

		11. Bins – Rubbish bin, 2 large recycling bins and a glass recycling bin

		· Clean kitchen bins, including bin lids, inside and out.  Bins should be free of any dirt or grime. 

· Wash wall where bins are located. 



		

		12. Lights and sockets 

		· Clean all light switches and sockets, removing any dirt or marks.





		

		13. Windows and doors

		· Clean and polish the window frames and glass, ensuring it is free from smears and finger marks, the ledges are free from dirt and the grooves are clean and free from debris and dirt. 

· Clean and polish doors, including handles, and door closer, removing any grease, dirt or dust. Glass in the doors should be polished, buffed and be smear free. 



		

		14. Skirting’s and flooring 

		· Ensure skirting’s are free from dust, grime and dirt. Including all skirting’s behind furniture

· Brush and mop the kitchen floor ensuring that all furniture is moved to clean underneath items such as the fridge and freezer. The floor should be free from any dirt, stains, water etc. 



		Area

		Item

		Cleaning Specification



		HALLWAY & 

STAIRWELLS

		1. Carpet 

		· Vacuum all areas the hallway and lobbies (stairwells where applicable), including around edges & in corners of carpets, entrance mats and behind doors.

· Ensure carpet is free of any dirt, dust, leaves, rubbish etc. 





		

		2. Skirting and doors

		· Clean and polish skirting’s, removing any dust, and dirt. (outside of bedroom doors included in the bedroom clean)

· Clean and polish flat entrance doors (both sides), including handles, and door closer, removing any grease, dirt or dust. Glass in the doors should be polished, buffed and be smear free. 









Cleaning Timescales



Glasney Student Village 



		

		Cleaning Start Date:

		Cleaning Completion Date:

		Quantity

		Standard



		    1

		   22nd June 2019

		    24th June 2019

		                 850 bedrooms & En-suite

bathrooms

		Deep Clean & Make all beds 



		

		

		

		

122 kitchens & hallways

		Deep Clean



		

2



		25th June 2019

		28th June 2019

		

350 bedrooms & En-suite bathrooms

		Deep Clean & Make all beds



		

		

		

		

50 kitchens & hallways

		Deep Clean





		

3



		29th June 2019

		1st July 2019

		

256 bedrooms & En-suite bathrooms

		

Deep Clean & Make all beds





		

		

		

		

36 kitchens & hallways

		Deep Clean







   

Please Note: Order of cleans to be advised at the time. All dates and times subject to confirmation or possible change. Number of cleans also subject to confirmation or possible change. 

Deep clean conditions

All deep clean works must be completed by 12 pm on the requested completion dates. There will be strictly no extension to the completion dates.



Supervision – Full time Supervision to be on site at all times. Flats/bedrooms/kitchens must be inspected by the supplier’s supervision/management team to ensure that the standard of cleanliness specified in the Service Level Agreement has been met before handing over to the Halls Management team.



Suppliers are expected to provide all suitable cleaning materials and equipment. Please note, for certain tasks only, approved cleaning chemicals must be used in order to prevent damage to floors/worktops/work surfaces etc.



Beds at Glasney Village will need to be made as part of the deep clean requirements. 









If standards are not consistently adhered to (i.e. deviations to the standards set out in the SLA requirements and any other requests by the Halls Management team), this will be deemed non-compliance and FX Plus will notify (You) of the details of the non-compliance to allow (You) to investigate and resolve within the requested time as stated by the Halls Management team.



Failure to resolve within this period may result in termination of this agreement.





 

2. Cleaning Specification – Changeover Clean - All areas should be cleaned to a 4 star quality standard.



Rooms will require changeovers, as required when a guest or group checks out. The amount of changeovers required on a daily basis is based on guest departures, which is a variable depending on bookings. August tends to be the busier period in the summer.  



Requirements for changeover of a room:-



		  Area

		Cleaning Specification



		BEDROOM

		· Remove all rubbish. Clean inside and outside of bin. 

· Clean and polish all surfaces of desk, shelving, bedside tables, bed headboard and wardrobe (including inside and outside surfaces, rail, hinges and base).  

· Check all drawers are empty and clean

· Clean mirror in wardrobe. 

· Clean out any items from under the bed. Dust the frame and vacuum under the bed, removing any dust/dirt. 

· Clean chairs (vacuum if material chair). Check ends of legs are free from fluff/hairs. 

· Clean and polish phone, including receiver and base. 

· Clean and polish windowsill and window glass. 

· Vacuum room, including under furniture. 

· Changing dirty bed linen and making beds to the agreed standard

· Change mattress protectors as required 





		EN-SUITE 

		· Clean sink, including sink pedestal, plug hole, plug, and taps. Shine and clean taps especially underneath to remove built up scum.

· Remove hair from sink plug holes

· Polish mirror and clean cabinet and shelving

· Clean all walls of the bathroom, removing any dirt or marks. Including wiping over the exterior of the extractor fan.

· Clean toilet: scrub inside of bowl, removing any stains. Clean toilet seat and lid thoroughly. Also clean the outside of the toilet bowl, back of the toilet. All toilet fittings must be clean and free of dirt or dust.

· Clean shower; clean all surfaces of the shower, removing any build-up of mould or soap residue. Remove any hair from plug hole and clean the shower head, shower pole and soap dish.

· Clean the floor, removing any dirt and dust, including behind the door and the toilet.

· Change shower curtains and toilet brushes as required



		COMMUNAL KITCHEN

		· Remove any rubbish from the kitchen. 

· Clean inside of cupboard and drawers, removing any rubbish. Wipe down outside surfaces of cupboards and drawers, removing any dirt or grease. 

· Clean and polish any shelving in the kitchen 

· Clean kitchen bins, including bin lids, inside and out.  Wash wall where bins are located. 

· Clean all appliances – microwave, kettle, toaster, oven, hob, fridge, freezer and iron, removing any dirt or grease. 

· Clean worktop surface, removing any dirt or grease

· Clean and polish sink, sink draining board and taps (including underneath) to a high shine, removing any water marks or dirt. 

· Clean and polish television. 

· Clean table and chairs, removing any dirt or grease. 

· Clean all light switches and sockets, removing any grease or dirt

· Brush and mop floor. Furniture and appliances should be moved so that all areas of the floor are clean, free from debris and dirt. 





		HALLWAY

		· Vacuum carpet and entrance mat 

· Clear any rubbish 

















Other tasks required as part of the changeover clean



· Servicing rooms 

· Cleaning communal areas i.e. stairwells, walkways

 



Changeover Conditions 

A team is required to undertake the changeover cleans for the summer period. An estimate of staffing levels based on previous years booking changeovers would be 3-4 Supervisors and 30-40 cleaners. The staffing requirements may alter depending on volume of bookings. Communication with the Supplier would be essential so that staffing levels are supplied to meet changeover requirements. 



Work will be set by our Halls Management team regarding the number of changeovers to be completed each day. 



The Supplier’s Supervisors would work closely with the Halls Management team, reporting progress on changeovers. Full time Supervision to be on site at all times. Flats/bedrooms/kitchens must be inspected by the supplier’s supervision/management team to ensure that the standard of cleanliness specified in the Service Level Agreement has been met before handing over to the Halls Management team.



Changeovers, unless otherwise specified by Halls Management team, must be completed by 3pm of that day.



Falmouth Exeter Plus will supply cleaning chemicals and equipment for the ‘Changeover Cleans’ when the Suppliers staff are working for FX Plus on an hourly rate basis, and advise Suppliers staff of its appropriate use.   

 

Lot 2: 



		  Area

		Cleaning Specification



		Meeting Rooms and  Lecture Theatres and General Offices

		· Remove all rubbish. Clean inside and outside of bins. 

· Clean and polish all surfaces of tables (including inside and outside surfaces, rail, hinges and base).  

· Clean and polish all chairs (vacuum and spot clean fabric) and frames (including inside and outside surfaces, rail, hinges and base).  

· Clean and polish all freestanding furniture (including inside and outside surfaces, rail, hinges and base).  

· Clean and dust lights and light fittings (including inside and outside surfaces, hinges and any other fixture or fitting)

· Clean and polish windowsill and window glass. 

· Dust high level surfaces (including pictures rails, dado rails, ornamental architrave, wall panelling)

· Dust and clean skirting boards

· Vacuum room, including under furniture. 

· Dust and clean fixed blinds and window dressings

· Dust and polish all remaining fixtures and fittings (including light switches, plug sockets, door closers, picture frames, wall mounted white boards, exposed pipe work etc.) 



		TOILETS AND SHOWERS

		· Clean sink, including sink pedestal, plughole, plug, and taps. Shine and clean taps especially underneath to remove built up scum.

· Remove hair from sink plug holes

· Polish mirrors

· Clean bin receptacles inside and outside

· Clean all walls and back splashes, removing any dirt or marks. Including wiping over the exterior of the extractor fan.

· Clean toilet: scrub inside of bowl, removing any stains. Clean toilet seat and lid thoroughly. Also, clean the outside of the toilet bowl, back of the toilet. All toilet fittings must be clean and free of dirt or dust.

· Clean shower; clean all surfaces of the shower, removing any build-up of mould or soap residue. Remove any hair from plughole and clean the showerhead, shower pole and soap dish.

· Clean the floor, removing any dirt and dust, including behind the door and the toilet.

· Mop or scrub the floor, removing any dirt or marks

· Change shower curtains and toilet brushes as required





		COMMUNAL KITCHEN

		· Remove any rubbish from the kitchen. 

· Clean inside of cupboard and drawers, removing any rubbish. Wipe down outside surfaces of cupboards and drawers, removing any dirt or grease. 

· Clean and polish any shelving in the kitchen 

· Clean kitchen bins, including bin lids, inside and out.  Wash wall where bins are located. 

· Clean all appliances – microwave, kettle, toaster, oven, hob, fridge, freezer and iron, removing any dirt or grease. 

· Clean worktop surface, removing any dirt or grease

· Clean and polish sink, sink draining board and taps (including underneath) to a high shine, removing any watermarks or dirt. 

· Clean table and chairs, removing any dirt or grease. 

· Clean all light switches and sockets, removing any grease or dirt

· Brush and mop floor. Furniture and appliances should be moved so that all areas of the floor are clean, free from debris and dirt. 



		COMMUNUAL ENTRANCES

		· Vacuum entrance mat and remove chewing gum

· Clear any rubbish and clean bins inside and out

· Clean and polish all chairs (vacuum and spot clean fabric) and frames (including inside and outside surfaces, rail, hinges and base).  

· Clean and polish all freestanding furniture (including inside and outside surfaces, rail, hinges and base).  

· Clean and dust lights and light fittings (including inside and outside surfaces, hinges and any other fixture or fitting)

· Clean and polish windowsill and window glass. 

· Dust high level surfaces (including pictures rails, dado rails, ornamental architrave, wall panelling)

· Dust and clean skirting boards

· Vacuum area, including under furniture. 

· Dust and clean fixed blinds and window dressings

· Dust and polish all remaining fixtures and fittings (including light switches, plug sockets, door closers, picture frames, wall mounted white boards, exposed pipe work etc.)

· Mop or scrub hard floor surfaces removing dirt and stains







		STANNARY and KOOFI (could include all cafes)

		· Remove all rubbish. Clean inside and outside of bin. 

· Clean and polish all surfaces of tables (including inside and outside surfaces, rail, hinges and base).  

· Clean and polish all chairs (vacuum and spot clean fabric) and frames (including inside and outside surfaces, rail, hinges and base).  

· Clean and polish all freestanding furniture (including inside and outside surfaces, rail, hinges and base).  

· Clean and dust lights and light fittings (including inside and outside surfaces, hinges and any other fixture or fitting)

· Clean and polish windowsill and window glass. 

· Dust high level surfaces (including pictures rails, dado rails, ornamental architrave, wall panelling)

· Dust and clean skirting boards

· Vacuum room, including under furniture. 

· Dust and clean fixed blinds and window dressings

· Dust and polish all remaining fixtures and fittings (including light switches, plug sockets, door closers, picture frames, wall mounted white boards, exposed pipe work etc.)









If standards are not consistently adhered to (i.e. deviations to the standards set out in the SLA requirements and any other requests by the Halls Management team), this will be deemed non-compliance and FX Plus will notify (You) of the details of the non-compliance to allow (You) to investigate and resolve within the requested time as stated by the Halls Management team.



Failure to resolve within this period may result in termination of this agreement.









Service Level Monitoring

Falmouth Exeter Plus will regularly review the performance of the Supplier throughout the duration of the contract.

In the event of a discrepancy between actual and targeted Service Levels the Supplier and Falmouth Exeter Plus shall work to identify and resolve the reason(s) for any discrepancies.



The Supplier is expected to meet the agreed cleaning quality and timescales at all times. 



Should the Supplier not meet the agreed cleaning quality and timescales a review meeting will be called with the Supplier with a view to resolving the matter.



Should the service continue to not meet the expected level of performance Falmouth Exeter Plus reserves the right to terminate the Agreement with immediate effect. 





		Specific Service Commencement Date(s):

		May 2018 (1 year duration) with option to extend for 1 year.



		Specific Services Term:

		

This Agreement shall terminate automatically without notice on the expiry date. 



		

Service Fees:

		

Falmouth Exeter Plus expects the following Service Rates to be held for the duration of the agreement (Years 1 and 2):

Any changes to costs during the duration of the contract must be agreed by both parties.



1. Deep Clean 



The following areas will be cleaned to the specification of the ‘Deep Clean’ requirement at the following unit rates:

                        

		Area

		Cost Per Unit £



		

En-Suite Bedroom



		



		

Bedroom



		



		

Communal Kitchen



		



		

Communal Lounge



		



		

Communal Shower Room



		



		

Hallways/Stairwell



		



		

Bed Making



		







2. Changeover Clean 

The following hourly rates will be adhered to for the ‘Changeover Clean’, requirement: -                      

		Staff Position

		Hourly Rate                            £



		Supervisor 

		    £ 



		Cleaner

		    £





 



		

Expenses:

		

Falmouth Exeter Plus will not be liable for any additional costs in relation to the Suppliers delivery of the service. To include: 

· Administrative support costs, secretarial, accountancy.

· Transportation costs.

· Cost of cleaning materials.

· Accommodation costs.

· Telephone calls, postage of documents, cost of drawings and similar expenses.













		

Additional Clauses:

		

Intellectual property

· Save as otherwise expressly provided in this Agreement, neither the Supplier nor Falmouth Exeter Plus shall receive any right, title or interest in or to the Intellectual Property Rights of the other party.

· The Supplier hereby assigns to Falmouth Exeter Plus, by way of present assignment of future rights, with full title guarantee the whole legal and beneficial interest in Project Specific IPR and shall execute (or procure the execution of) all documents and do (or procure the doing) of all things necessary to ensure that such rights vest in Falmouth Exeter Plus.  Falmouth Exeter Plus hereby grants to the Supplier, for the Term, a royalty-free, non-transferable, non-exclusive licence to use Project Specific IPR solely for the purpose of and to the extent necessary for the performance of its obligations under this Agreement. 

· The Supplier agrees to waive any claim to moral rights conferred on the Supplier by the Copyright, Designs and Patents Act 1988 or any rights of a similar nature under laws now or in the future in force in any jurisdiction which the Supplier may have in and to any and all Project Specific IPR.

· The Supplier shall on request by Falmouth Exeter Plus and at its expense, promptly deliver to Falmouth Exeter Plus all materials containing of the Project Specific IPR in its control or possession.

Data protection 

· Each party undertakes that in performing its obligations hereunder it shall comply with the provisions of the Data Protection Act 1998 and all other Applicable Laws relating to the processing of Personal Data.

· To the extent that the Supplier's obligations under this Agreement involve the processing of any Personal Data in respect of which Falmouth Exeter Plus is the Data Controller, Supplier shall (acting as a Data Processor only) at all times:

i. Process such Personal Data only in accordance with Falmouth Exeter Plus written instructions and only as required to perform its obligations under this Agreement; 

ii. Not do anything which may jeopardise Falmouth Exeter Plus notification (and/or any Supplier notification) under the Data Protection Act 1998;

iii. take technical and organisational measures which are consistent with Good Industry Practice against unauthorised or unlawful processing of such Personal Data and against accidental loss, corruption or destruction of, or damage to, such Personal Data; and 

iv. at all times take reasonable steps to ensure the reliability of those of its Personnel who have access to the Personal Data held on behalf of Falmouth Exeter Plus and shall use its best endeavours to ensure their compliance with the obligations set out in this clause;

v. Comply with any information security requirements reasonably specified in writing by Falmouth Exeter Plus; 

vi. Not cause or permit the Personal Data to be transferred out of the European Economic Area without the prior written consent of Falmouth Exeter Plus;

vii. Without prejudice to the appropriate technical and organisational measures, not disclose the Personal Data to any third party in any circumstances other than in compliance with Falmouth Exeter Plus written instructions or in compliance with a legal obligation;

viii. Provide Falmouth Exeter Plus with full co-operation and assistance promptly and in any event within two (2) Working Days of a request by Falmouth Exeter Plus in relation to any complaint, communication or request made by the Information Commissioner or a data subject concerning Personal Data; and promptly upon the expiry or termination of this Agreement and at any other time on request by Falmouth Exeter Plus, return to Falmouth Exeter Plus all Personal Data together with all copies thereof in any media in its power, possession or control.



















Consequences of termination

· On expiry or termination of this Agreement in its entirety:

i. Each party shall deliver to the other party all documents and materials containing the other party's Confidential Information or Intellectual Property Rights or any other data or information disclosed or supplied by the other party under or in connection with this Agreement or, at the other party's written request and option, destroy them and provide evidence of their destruction to the other party;

ii. No less than three (1) months prior to the expiry of the whole or any part (as appropriate) of this Agreement or immediately following the service of any notice to terminate the Agreement in whole or in part (as appropriate and for whatever reason), the parties shall discuss in good faith and agree the specific requirements and obligations necessary to manage a smooth and efficient transition of the provision of the Services from the Supplier to a Replacement Supplier.

Intellectual property rights

· The Supplier hereby grants (and shall procure the grant of), for the Term, a royalty-free, irrevocable, non-transferable, non-exclusive licence to use the Supplier's Intellectual Property Rights solely for the purpose of and to the extent necessary for:

i. In respect of Falmouth Exeter Plus, the receipt and use of the Services; and



ii. In respect of Falmouth Exeter Plus and any Replacement Supplier, the transition to, and the provision, receipt and use of, services replacing the Services.



· Where Falmouth Exeter Plus or any Replacement Supplier requires a further licence after any such period, the Supplier shall grant (or procure the grant of) a licence to each such person on reasonable commercial terms to be agreed.

· To the extent that third parties' Intellectual Property Rights are used in the provision of the Services, the Supplier shall procure the grant, for the Term, of a royalty-free, irrevocable, non-transferable, non-exclusive licence to use such third parties' Intellectual Property Rights solely for the purpose of and to the extent necessary for:

i. In respect of Falmouth Exeter Plus, the receipt and use of the Services; and

ii. In respect of Falmouth Exeter Plus and any Replacement Supplier, the transition to, and the provision, receipt and use of, services replacing the Services, provided that the Supplier shall only be required to obtain licences on reasonable terms from such third parties so that Falmouth Exeter Plus and any Replacement Supplier may exercise its rights set out hereunder after the Term.

Consequences of termination

· On expiry or termination of the Agreement the parties shall have no further obligations or rights under this without prejudice to those which have accrued to either party prior to termination or expiry or which by their nature can be reasonably interpreted as surviving the expiry or termination of this, shall continue to have effect after such expiry or termination.

· Prior to and following the expiry or termination (for whatever reason) of this Agreement in whole or in part (as appropriate), the Supplier shall, and shall procure that Personnel shall co-operate in any tender process conducted by Falmouth Exeter Plus for the purposes of selecting any Replacement Supplier and provide any advice, assistance, information or documentation reasonably required by Falmouth Exeter Plus to effect a full and orderly handover of the Services to Falmouth Exeter Plus and/or its Replacement Supplier.







1



image1.png

UNIVERSITY OF

FALMOUTH EXETER

UNIVERSITY







image4.jpeg




image5.png
FALMOUTH ’E}@TER

UNIVERSITY




