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CORBY BOROUGH COUNCIL

REQUEST FOR QUOTATION: PRIVATE SECTOR HOUSING SURVEYOR FOR DISABLED FACILITIES GRANTS

	This Response Document has been returned by

	BIDDER TO INSERT COMPANY NAME HERE



When completed, please return two hard copies and a copy electronically saved on a USB drive of this document.

Please ensure that Appendices 3, 4 and 5 are completed.

Please mark envelopes/packages with only “REQUEST FOR QUOTATION RESPONSE: PRIVATE SECTOR HOUSING SURVEYOR FOR DISABLED FACILITIES GRANTS (Private and Confidential)” and with no company markings or anything else which might identify your organisation e.g. personalised franking, and return to:

Democratic Services Manager
Corby Borough Council
Democratic Services Department
Corby Cube
Parklands Gateway
George Street
Corby, Northamptonshire
NN17 1QG

Note that the Council cannot accept the return of completed Request for Quotation responses by e-mail.

	To be received not later than 12:00 noon on Friday, 11th January 2019.

Late submissions will be disregarded.
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CORBY BOROUGH COUNCIL – [INSERT TITLE OF RFQ]
REQUEST FOR QUOTATION

PRIVATE SECTOR HOUSING SURVEYOR FOR DISABLED FACILITIES GRANTS
CORBY BOROUGH COUNCIL REQUEST FOR QUOTATION
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1. DEFINITIONS

	Term or Acronym
	Definition

	The Council
	Corby Borough Council

	DCLG
	Department for Communities and Local Government

	DFG
	Disabled Facilities Grant

	EIR
	Environmental Information Regulations 2004

	FOI
	Freedom of Information Act 2000

	RFQ
	Request for Quotation – this document.



2. REQUEST FOR QUOTATION

2.1. Summary

This invitation for the submission of a quotation is issued by the Council for additional surveying resources, required to assist with progressing mandatory DFGs in order to exhaust the budget each financial year. The work is such that services need to be called upon on an ad-hoc basis, subject to demand and workflow.

2.2. Scope

Additional resource is required to assist with the surveys, construction design, schedules of work and tender analysis, needed for the delivery of mandatory DFGs for 2018/2019 and 2019/2020, following an increased allocation of funding from DCLG to commit/spend by the end of March 2019 and March 2020 before unitary.

The preferred method of recruitment, is of someone who is flexible, able to work on an hourly basis, week by week, subject to demand and throughout the number of enquiries and Occupational Therapist recommendations.

It is intended that this gap is filled over the next two years until unitary changes arrangements, so that the progression of DFGs can continue.

Due to the ad-hoc requirements of the required surveyor, as explained in the Job Description, a permanent position is not suitable.

This contract is to run for a maximum of 2 years, with no additional extension options.

3. [bookmark: QuotationConditions]QUOTATION REQUIREMENTS

3.1. Conditions of Quotation

3.1.1. The quotation must be received via post no later than 12 noon on Friday, 11th January 2019. Quotations should be submitted to the Officer detailed on the front page of this document. Any quotation received after that time will be rejected by the Council.

3.1.2. This document should be completed and returned to the address above. You may also have been asked to provide additional information. Please do not provide any additional information other than that which has been specifically requested. Any such information will be disregarded.

3.1.3. The Form of Quotation in the Request for Quotation document must be signed by the Bidder. The whole document should be returned to the address shown on the front of this document.

3.1.4. The Request for Quotation document should include all the information which the Bidder feels necessary for an accurate and equitable evaluation of their proposal. Reference should not be made to previously submitted information and all aspects of the Request for Quotation are to be addressed. The submission is to be self-contained. The Bidder should not rely on the Council’s past experience as evaluations will be based only on the information contained within the submission.

3.1.5. Where the Council has imposed word limits, these are intended to be indicative only. Bidders are strongly requested to adhere as closely to these as possible, but there will be no penalty for responses which exceed these.

3.1.6. The Council asks that you do not use acronyms in your responses, or where these are necessary, that an explanation of the acronym be provided for clarity.

3.1.7. Completed Request for Quotation documentation should arrive at the reception of the Corby Cube not later than 12:00 noon on the date indicated on the front of this document. Late submissions will not be considered. Fax and e-mail submissions will not be considered, even if received before the date indicated.

3.1.8. The envelope should not bear any indication of the identity of the Bidder either on the envelope or in the franking.

3.1.9. Bidders should hold their quotation open for a minimum of 90 days from the date of opening.

3.1.10. The Council does not bind itself to accept the lowest or any quotation.

3.1.11. If you have any queries about the information contained within this document please contact the Officer detailed at the Contacts section of this document.

The Council will use all reasonable endeavours to answer all written enquiries prior to the quotation submission date but is not bound to respond to questions received after 17:00 on Friday, 4th January 2019. If the Council considers any question or request for clarification to be of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all Bidders who have expressed an interest in responding.

3.1.12. This procurement is evaluated in two distinct stages, The Suitability Questionnaire (part 7) and then, if Bidders pass this, the RfQ Quality Questions (part 9). The Evaluation Panel will not consider details provided in the Suitability Questionnaire (e.g. experience and references) during their evaluation of the RfQ Quality Questions unless specifically referred to by the Bidder. Likewise, the answer to one question will not be considered as an extension to the answer of another question unless this is specifically referenced.

3.1.13. Once the submitted bids have been evaluated, the Council reserves the right to hold clarification meetings with no fewer than the top two highest scoring Bidders. No new criteria will be introduced at these meetings, rather on the basis of these clarification meetings, the Council may choose to revise a Bidder’s score for each response to an evaluation question, either up or down to reach a final score.

3.1.14. The Council will then make its award decision, if appropriate.

3.1.15. The award is subject to the completion of formal contract documents.

3.2. Costs and Expenses

The Bidder is responsible for preparing all information necessary for the preparation of its quotation and all costs, expenses and liabilities incurred shall be the responsibility of the Bidder. Further, it is the responsibility of the Bidder to obtain for itself, at its own expense, any additional information necessary for the preparation of their quotation.

3.3. Alternative Quotations

Bidders may submit (an) alternative quotation(s); but must also submit a conforming quotation.

3.4. Changes to the RFQ

Quotations must not be qualified but must be submitted strictly in accordance with these instructions. Bidders are not permitted to make unauthorised changes to these documents.

No unauthorised alterations or additions should be made by the Bidder to the Form of Quotation, or to any other component of the Request for Quotation document.

The Council reserves the right to make changes to these documents and issue supplementary information at any time. Under no circumstances shall the Council incur any liability in respect of such events.

Bidders will not be allowed to alter their quotations after the closing date, except that arithmetical errors may be corrected.

3.5. Data Management / General Data Protection Regulation (GDPR)

This procurement is subject to Data Protection Legislation (General Data Protection Regulation (GDPR). Where applicable, please ensure you are familiar with this legislation and of your obligations as a data Processor. In certain circumstances, the Council is required to conduct a Data Protection Impact Assessment (DPIA) prior to any processing (see Article 35 of the GDPR). This may occur before a contract is entered into. Further guidance is available from the Information Commissioner’s Office (ICO).

Should you wish to view Corby Borough Council’s Privacy Notice, as it relates to the information we collect and hold, this can be viewed on our website at https://www.corby.gov.uk/search/site/privacy%20notice 

3.6. Freedom of Information Act

The Council is subject to the provisions of the Freedom of Information Act (FOI) 2000 and the Environmental Information Regulations Act 2004. If the Bidder considers that any information supplied by it is either commercially sensitive or confidential in nature, this should be highlighted and the reasons for the sensitivity given. In such cases the relevant material will, in response to FOI requests, be examined against exemptions provided for under FOI.

Bidders shall treat all information supplied by the Council in connection with this RFQ as confidential. However such information may be disclosed as necessary for the purpose of obtaining quotations or Insurance quotes.

3.7. Request for Quotation Questionnaire

The Specification (Appendix 1) describes the Council’s requirement in detail. The Request for Quotation Quality Questions contain a series of questions to determine both the nature of the bidding organisation and the quality of the bid. These questions will be marked in the manner detailed. Each question should be answered in full. Additional information in the form of attachments will not be examined unless it has been specifically requested within the question.

3.8. Completion of the Pricing Schedule

Bidders must fully complete the Pricing Schedule; any additional costs to be imposed should be listed in the relevant box. Please note that the Council will not be liable for any costs not identified within the pricing schedule unless there are mutually agreed changes to the requirement. All prices submitted shall be in pounds sterling and exclusive of VAT. Payment frequency is detailed within the Terms and Conditions document.

3.9. References

Please identify three relevant referees within the boxes provided. These should be referees which have received a similar service to the Council’s requirement from your organisation within the last 5 years.

3.10. Terms and Conditions

The offer made by the Bidder is to be made in strict accordance with the Terms and Conditions at Appendix 2. The Council reserves the right not to accept ‘conditional quotations’.
4. [bookmark: EvaluationofQuotations]EVALUATION OF QUOTATIONS

The Council does not bind itself to accept any or the lowest quotation. Nothing contained in this document is intended to create a contract between the Bidder and the Council.

The Council will evaluate quotations based on a mixture of quality and cost considerations – the Most Economically Advantageous Quotation.

4.1. Non Price Scoring

Each quotation will be scrutinised by a small panel, which may include, but not be limited to, Council officers, Councillors, technical advisors and/or stakeholders (such as members of user groups, focus groups and/or tenant/resident panels) and each scoring criteria will be awarded points out of 10 according to the following scale.

The scores available for each question are detailed below. Each question will be scored out of 10 using the table below. So for example, if a Bidder scores 7 / 10 on a question worth 15% of the total, they will receive 10.5% on that question.

	Score
	Criteria for awarding score

	0
	No response is provided.

	1
	Response fails to answer the question asked and is inconsistent or in conflict with other responses provided.

	2
	Response answers some elements of the question, providing no detail and may be inconsistent or in conflict with other responses provided.

	3
	Response answers the majority of the question, but does not provide the required level of detail and may be inconsistent or in conflict with other responses provided. 

	4
	Response answers the whole question, but does not provide the required level of detail and may be inconsistent or in conflict with other responses provided.

	5
	Response answers the whole question, providing a suitable level of detail.

	6
	Response answers the whole question, providing a suitable level of detail, taking account of some additional elements which may enhance the service required.

	7
	Response answers the whole question, providing a considerable level of detail, taking account of some additional elements which may enhance the service required.

	8
	Response answers the whole question, providing a considerable level of detail, paying significant attention to additional elements which may enhance the service required.

	9
	Response answers the whole question and is tailored to the locality of the service required (i.e. Corby), providing a considerable level of detail, paying significant attention to additional elements which may enhance the service required.

	10
	Response answers the whole question and is tailored to the locality of the service required (i.e. Corby), providing a considerable level of detail. The response also takes account of additional factors, (economic or demographic, for example) and identifies price and / or quality initiatives, which may affect or enhance the service required, demonstrating innovation and creativity.



4.2. Price Scoring

The lowest cost quotation will receive the highest mark available in the Price sub-heading, all other quotations will receive a pro rata score based on that lowest price.

The total price figure will be converted into points by applying the formula:

Lowest price bid divided by Bidder’s price multiplied by 100%

For example, if the Bidder’s price is £100, and this is also the lowest price, the calculation is 100 / 100 x 100% = 100% of the available weighting

A bid of £200 would be calculated as 100 / 200 x 100% = 50% of the available weighting.

Evaluation Criteria and Weightings

Suitability Questionnaire

	Section Headings and Sub-Headings
	Maximum Available Section Score 
	Weighting Within Sub-Heading

	7.1.
	General Information*
	Pass / Fail
	Pass / Fail

	7.2.
	Financial Information*
	Pass / Fail
	Pass / Fail

	7.3.
	Insurance Information*
	Pass / Fail
	Pass / Fail

	7.4
	Policies*
	Pass / Fail
	Pass / Fail

	8.
	Experience and References*
	Pass / Fail
	Pass / Fail



*The Council reserves the right to exclude a Bidder based on this information

The Council will apply the following criteria. Each non-price criteria will be assessed via a response to an evaluation question and these questions appear under Section 8 Quality Questions.

Quality Questions

	
	Section Headings and Sub-Headings
	Sub-Heading Weighting
	Weighting Within Total

	QUALITY QUESTIONS (60%)

	Quality (60%)

	1. 
	Experience of AUTOCAD
	25%
	15%

	2. 
	Service Provision
	25%
	15%

	3. 
	Dispute Resolution
	25%
	15%

	4. 
	Managing Workload
	25%
	15%

	PRICING (40%)

	A. 
	Hourly Rate
	0.00%
	0%

	B. 
	Additional Costs
	0.00%
	0%

	C. 
	Total Cost
	100%
	40%

	
	Grand Total
	
	100%



Clarification Meetings

The Council reserves the right to ask Bidders to clarification meetings to clarify their written responses to the evaluation questions or to demonstrate their product.

As a result of these clarification meetings, an applicant’s evaluation scores in respect of their written responses to the evaluation questions may be moderated upwards or down.

Timetable

	RFQ Circulated
	Thursday, 6th December 2018

	Deadline for clarification questions
	17:00 on Friday, 4th January 2019

	Deadline for completed RFQ
	12:00 noon on Friday, 11th January 2019

	Evaluation
	Wednesday, 16th January 2019

	Clarification interviews (if required)
	Monday, 21st January 2019

	Contract awarded
	Wednesday, 23rd January 2019

	Pre-contract meeting (if required)
	Monday, 25th February 2019

	Contract start
	Friday, 22nd March 2019

	Contract completion
	Saturday, 21st March 2020



The Council reserves the right to amend these dates.
5. INVITATION TO SUBMIT A REQUEST FOR QUOTATION

When completed, please return two hard copies and a copy electronically saved on a USB drive of this document to:

Democratic Services Manager
Corby Borough Council
Democratic Services Department
Corby Cube
Parklands Gateway
George Street
Corby, Northamptonshire
NN17 1QG

[bookmark: _GoBack]To arrive by no later than 12:00 noon on Friday, 11th January 2019.

Please note that no other identifying mark should appear on the envelope. Failure to observe this will mean the quotation will be disqualified.

6. [bookmark: Contacts]CONTACTS

In the event of any queries or requests for further information arising from this Request for Quotation, please contact: 

Amy Plank (Environmental Protection and Private Sector Housing Manager)
Care of procurement@corby.gov.uk

Note that the Council cannot accept the return of completed Request for Quotation responses by e-mail.

If the Council considers any question or request for clarification to be of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all service providers / suppliers who have responded.

7. [bookmark: RFQQuestionnaire]SUITABILITY QUESTIONNAIRE

	7.1.	GENERAL INFORMATION*

	7.1.1 
	Name of Organisation
	Click here to enter text.

	7.1.2 
	Contact Name for Enquiries
	Click here to enter text.

	7.1.3 
	Job Title
	Click here to enter text.

	7.1.4 
	Address (inc. Postcode)
	Click here to enter text.

	7.1.5 
	Telephone Number
	Click here to enter text.

	7.1.6 
	Email Address
	Click here to enter text.

	7.1.7 
	Company / Charity Registration Number (if appropriate)
	Click here to enter text.

	7.1.8 
	Are you an SME? i.e., a company with a workforce of less than 250 employees?
	Choose an item.
Size of workforce: Click here to enter text.



	7.2.	FINANCIAL INFORMATION*

	7.2.1 
	Do you have two years of audited accounts? 
	Choose an item.

	
	If ‘yes’, please provide copies of these accounts.
If no, provide details of your financial background.
	Included
Choose an item.

	7.2.2 
	Would you give permission to the Council to undertake a Credit Check on your organisation with a reputable Credit Reference Agency? Please note that the information derived from such a check would not be used on its own to determine your financial standing nor in itself provide grounds for exclusion.
	Choose an item.

	7.2.3 
	Turnover 
Please indicate the turnover of the organisation for the past two years:
	Turnover

Year ended: Click here to enter text.
£ Click here to enter text.

Year ended: Click here to enter text.
£ Click here to enter text.


	7.2.4 
	Profit
Please provide the pre-tax profit (or loss) for each of the last two years
	Profit (loss)

Year: Click here to enter text. 
£ Click here to enter text.

Year: Click here to enter text.
£ Click here to enter text.


	7.2.5 
	Net worth
Please provide the organisation’s net worth / shareholders funds (or net liabilities) at the date of the latest accounts
	Net Worth

Date: Click here to enter text.
Net worth £ Click here to enter text.

Net assets / net liabilities

	7.2.6 
	Cash / Credit
What is your present cash & credit position?
	Cash / Credit (overdraft)

Date: Click here to enter text.
£ Click here to enter text.



	7.3.	INSURANCE INFORMATION*
Please submit copies of your Insurance Certificates with your response.

	7.3.1 
	Employers liability, not less than £10,000,000
	£ Click here to enter text.

	7.3.2 
	Public liability, not less than £10,000,000
	£ Click here to enter text.

	7.3.3 
	Professional Indemnity Insurance, not less than £1,000,000
	£ Click here to enter text.

	7.3.4 
	Product Liability Insurance = £5,000,000
	£ Click here to enter text.



	7.4.	POLICIES*
Please confirm whether your organisation has the following policies, which comply with current legislative requirements.

	7.4.1 
	Quality Management
	Choose an item.

	7.4.2 
	Health and Safety
	Choose an item.

	7.4.3 
	Equalities
	Choose an item.

	7.4.4 
	Environmental Management
	Choose an item.



* Please remember that your bid may be excluded based on the information provided in these sections.
8. EXPERIENCE AND REFERENCES

	REFEREE 1

	Organisation:
	Click here to enter text.

	Address:
	Click here to enter text.

	Contact Name:
	Click here to enter text.

	Telephone No:
	Click here to enter text.

	E-mail Address:
	Click here to enter text.

	Approximate Value:
	Click here to enter text.

	Please provide a brief description of the contract delivered including evidence as to your technical capability in this market. If you cannot provide at least one example, please provide an explanation for this e.g. your organisation is a new start-up.

	Click here to enter text.

	REFEREE 2

	Organisation:
	Click here to enter text.

	Address:
	Click here to enter text.

	Contact Name:
	Click here to enter text.

	Telephone No:
	Click here to enter text.

	E-mail Address:
	Click here to enter text.

	Approximate Value:
	Click here to enter text.

	Please provide a brief description of the contract delivered including evidence as to your technical capability in this market. If you cannot provide at least one example, please provide an explanation for this e.g. your organisation is a new start-up.

	Click here to enter text.

	REFEREE 3

	Organisation:
	Click here to enter text.

	Address:
	Click here to enter text.

	Contact Name:
	Click here to enter text.

	Telephone No:
	Click here to enter text.

	E-mail Address:
	Click here to enter text.

	Approximate Value:
	Click here to enter text.

	Please provide a brief description of the contract delivered including evidence as to your technical capability in this market. If you cannot provide at least one example, please provide an explanation for this e.g. your organisation is a new start-up.

	Click here to enter text.



9. 
10. QUALITY QUESTIONS

This section is worth 60% of the overall score. Please answer all the questions fully but concisely.

	Quality

	Question 1:
	Max Score Available:
	15%
	Word Limit:
	250 words

	How much experience do you have, using AUTOCAD?

	Answer:

	Click here to enter text.

	Word Count:
	



	Quality

	Question 2:
	Max Score Available:
	15%
	Word Limit:
	250 words

	Please advise how you will be able to provide support and services on an ad-hoc basis. Your answer should also reference the frequency you would be able to visit Corby to undertake the surveys required.

	Answer:

	Click here to enter text.

	Word Count:
	



	Quality

	Question 3:
	Max Score Available:
	15%
	Word Limit:
	250 words

	How would you deal with a problematic contractor on-site who was arguing with and/or disputing your knowledge of the Building Regulations?

	Answer:

	Click here to enter text.

	Word Count:
	



	Quality

	Question 4:
	Max Score Available:
	15%
	Word Limit:
	250 words

	This position will involve work that requires deadlines, accuracy and adaptability. How do you manage a large workload and still meet deadlines?

	Answer:

	Click here to enter text.

	Word Count:
	




11. [bookmark: PricingSchedule]PRICING SCHEDULES

This section is worth 40% of the overall score.

The lowest price will receive 40% and all other prices will receive a percentage score based on how far they exceed the lowest price based on the following formula: 

Lowest price divided by bid price multiplied by 40% e.g.:

£50	£50 / £50	=	1 x 40	= 40%
£75	£50 / £75	=	0.67 x 40	= 26.7%
£100	£50 / £100	= 	0.50 x 40	= 20%

	PRICING SCHEDULE

	A. 
	Hourly Rate
	£ Click here to enter text.

	B. 
	Additional costs not otherwise specified
	£ Click here to enter text.

	C. 
	Total Cost
	£ Click here to enter text.



Please complete the Price Breakdown below and include the cost of each item of equipment, your installation costs, including labour, materials, skip hire / licences and so on as appropriate and also any additional costs.

All your costs for the contract must be included in your return; any costs which are not included will not be met by the Council.

Please add or remove rows to form the Price Breakdown table as necessary.

	Detailed Price Breakdown

	A.
	Hourly Rate
	Cost

	
	Item:
	

	A.1 
	Click here to enter text.
	Click here to enter text.

	A.2 
	Click here to enter text.
	Click here to enter text.

	A.3 
	Click here to enter text.
	Click here to enter text.

	A.4 
	Click here to enter text.
	Click here to enter text.

	A.5 
	Click here to enter text.
	Click here to enter text.

	A.6 
	Click here to enter text.
	Click here to enter text.

	A.7 
	Click here to enter text.
	Click here to enter text.

	A.8 
	Click here to enter text.
	Click here to enter text.

	A.9 
	Click here to enter text.
	Click here to enter text.

	A.10 
	Click here to enter text.
	Click here to enter text.

	
	Sub-Total
	£ Click here to enter text.

	B.
	Additional Costs not otherwise specified
	Cost

	
	Item:
	

	B.1 
	Click here to enter text.
	Click here to enter text.

	B.2 
	Click here to enter text.
	Click here to enter text.

	B.3 
	Click here to enter text.
	Click here to enter text.

	B.4 
	Click here to enter text.
	Click here to enter text.

	B.5 
	Click here to enter text.
	Click here to enter text.

	B.6 
	Click here to enter text.
	Click here to enter text.

	B.7 
	Click here to enter text.
	Click here to enter text.

	B.8 
	Click here to enter text.
	Click here to enter text.

	B.9 
	Click here to enter text.
	Click here to enter text.

	B.10 
	Click here to enter text.
	Click here to enter text.

	
	Sub-Total
	£ Click here to enter text.

	C.
	Total Cost
	£ Click here to enter text.




12. SIGNATURE

	SIGNATURE ON BEHALF OF COMPANY

	I / We the undersigned, hereby quote and offer to provide the Contract as detailed in the Council’s Request for Quotation documents. Our quote is based on our best estimate of the costs of providing the goods or services as specified by the Council and remains valid for 90 days from the published deadline for submission.

	Name:
	Click here to enter text.

	Job Title:
	Click here to enter text.

	Signature:
	Click here to enter text.

	Date
	Click here to enter text.

	For and on behalf of:
	Click here to enter text.
	(Company)




[bookmark: Appendix1]APPENDIX 1: SPECIFICATION

	PRIVATE SECTOR HOUSING SURVEYOR
additional resources required for DFGs only



	Service Area: Planning and Environmental Services

	Reports To: Environmental Protection and Private Sector Housing Manager

	Responsible For: The delivery of mandatory Disabled Facilities Grants.



1. Overall Job Purpose:

1.1. To support Planning and Environmental Services by assessing and surveying existing properties and developing creative design solutions in the most cost and space effective manner, to ensure delivery of the Disabled Facilities Grant adaptations, by producing technical specifications and drawings.

1.2. The successful applicant will be provided with a number of Disabled Facilities Grant applications for which some and/or all main duties and responsibilities, as set below, will be applicable.

1.3. These cases are placed on a list in a priority order (based on the application date of validation and priority status set by the Occupational Therapist). The amount of cases on the priority list and their priority status at any given time cannot be confirmed by the Council. Due to this varied fluctuation, the Council is unable to confirm the amount of cases to be passed to the successful applicant on a weekly or monthly basis. The Council cannot guarantee a set amount of cases to be distributed to the successful applicant in a set period of time. The successful applicant will therefore be required to respond to a variable workload for an overall period of 2 years with a maximum contract value of £49,999 in fees.

2. Main Duties and Responsibilities:
(This list contains the main duties and responsibilities of the post holder but it is not an exhaustive list)

2.1. To manage a personal caseload in respect of Disabled Facilities Grants and actively progress works to achieve service targets and customer satisfaction.

2.2. To act as project manager for all disabled adaptations carried out for private sector housing clients qualifying for a Disabled Facilities Grant from the Council and to assist with the prompt determination of these applications in accordance with the Private Sector Housing Renewal Policy.

2.3. To carry out feasibility visits with the Occupational Therapist to assess if the required proposed works are feasible within the space restrictions of the existing property and/or propose alternative solutions to meet the needs of the client within the grant budget and always complying with planning and building regulations.

2.4. To question the Occupational Therapist recommendation should a more cost effective solution be available to satisfy the client's needs, ensuring that value for money is achieved and to make decisions on the final proposal / extent of works.

2.5. To translate and apply Planning and Building Control legislation, understanding the services to properties and ability to estimate cost of works required, and ensuring feasibility of all works proposed from a regulations and budgetary aspect.

2.6. To carry out site visits regarding Disabled Facilities Grant clients, undertake detailed surveys, take accurate measurements and assess space restrictions against the requirements set out by the Occupational Therapist.

2.7. To use creative solutions to enable adaptations and come up with design ideas that can overcome construction problems and associated costs.

2.8. To prepare detailed technical schedules of work and specifications and scaled Autocad drawings, as appropriate, including specialised equipment taking into account the recommendations of the Occupational Therapist where needed, as well as the client’s own needs and wishes for disabled adaptations; to be used by the contractor at tender stage and throughout construction.

2.9. To prepare specification and associated documentation in respect of improvement works for poor private sector housing conditions.

2.10. To manage, lead on and co-ordinate between a number of external contractors, including, engineers, solicitors, the Occupational Therapy Service, Social Workers, Building Control Officers, Planning Officers and voluntary organisations where necessary to make timely progress with each Disabled Facility Grant case.

2.11. To invite tenders/written quotations, send out tenders and obtain quotations from approved contractors, complete tender analysis documentation to produce evaluations and make recommendations accordingly, against cost factors and in line with budget constraints.

2.12. To complete and submit applications for planning permission and building regulations approval on behalf of the disabled client where appropriate.

2.13. To ensure that proper contractual arrangements have been made between the client and the contractor by managing Small Works Agreements.

2.14. To attend pre-start meetings and liaise with contractors, clients and landlords, where applicable, and discuss schedule of works, procedures and explain variations to all parties.

2.15. To promptly liaise with contractors over any construction issues arising during the process, including queries that arise and changes made by the clients.

2.16. To carry out interim inspections of progress on building works on site to ensure that they are carried out to the approved standard, and act on the client’s behalf in any negotiations while the contractor is on site, including monitoring contractors through to practical completion and ensuring that any defects are rectified before payment is made.

2.17. To manage expenditure against agreed contracts, making recommendations for payment when necessary within a set budget allocation.

2.18. To project manage all costs of a Disabled Facilities Grant, including the calculations of taxation and understanding works that are VAT exempt.

2.19. To maintain accurate records of site visits, telephone conversations and e-mail correspondence ensuring that any work variations are agreed with all parties involved.

2.20. To liaise with vulnerable clients and act with patience, understanding and sensitivity throughout the process.

2.21. To advise clients on other forms of help available (charities etc.) and to deal with client grievances and contractor disputes.

2.22. To independently make decisions on all construction and budget related issues.

2.23. To certify the completion of contracts/projects, calculate costs, variations and client's contributions and recommend approval of interim and final payments in respect of works to ensure that works are satisfactorily completed within the time-scales and budget agreed.

2.24. To ensure invoices are processed and paid in a timely manner.

2.25. To comply with all relevant statutory requirements, Financial Regulations, Standing Orders, health and safety policies/guidelines and departmental procedures.

2.26. To work within the core values etc. set by the Council.

2.27. To carry out administrative duties associated with the above work, including Information Technology development.

2.28. To act in this capacity within the remit of the department or Council as may be determined by the Head of Service.

2.29. To keep up-to-date with equipment and other construction/building services, including a comprehensive working knowledge of relevant legislation codes of practise, policies and technical developments.

3. Additional Information / Local Agreements attached to this post

3.1. The post holder must hold a valid driving licence, be willing to travel and provide a car

3.2. There will be no requirement to work out-of-hours or carry out evening work.

3.3. The post holder will have a business registered with Companies House, and all invoicing will be carried through the business.

3.4. The post holder must provide their hourly rate as a part of their submission/response to this Request for Quotation.

3.5. Membership with a professional board, such as the ARB or RICS, will be considered advantageous to the application.

3.6. Due to the nature of the work, the financial terms of the full two-year appointment will be capped at £49,999, although it may be less than this.

3.7. The drawings and specification documents, provided by the applicant will meet, in all detail, the exemplar references of past cases, which will be issued to the post holder prior to appointment.

4. Data Management / General Data Protection Regulation (GDPR)

4.1. The roles and responsibilities of the Controller (the Council) and the Processor (the post holder) will be set out clearly throughout contract delivery.

4.2. The Controller will set out clear written instructions for the Processor on how any personal data should be processed. These must be adhered to by the Processor. If the Processor does not follow these written instructions, and determines the processing purpose or means of processing themselves, they will be in breach of contract, and the Processor may be considered to be a Controller in respect of that processing.

4.3. The Schedule of Processing, Personal Data and Data Subjects will cover at least the following:
4.3.1. the subject matter of the processing;
4.3.2. details of the duration of the processing;
4.3.3. the nature and purpose of the processing;
4.3.4. the type of personal data being processed;
4.3.5. the categories of the data subjects;
4.3.6. the obligations and the rights of the Controller;
4.3.7. that the Processor acts on the documented instructions of the Controller;
4.3.8. the requirement for the Processor to delete or return the personal data at the end of the provision of services;
4.3.9. a requirement for the Processor to implement appropriate technical and organisational measures; and
4.3.10. a right for the Controller to audit the Processor.

4.4. In the normal course of their duties, the Processor must:
4.4.1. process the personal data only on the documented instructions of the Controller;
4.4.2. comply with security obligations equivalent to those imposed on the Controller (implementing a level of security for the personal data appropriate to the risk);
4.4.3. ensure that persons authorised to process the personal data have committed themselves to confidentiality or are under an appropriate statutory obligation of confidentiality;
4.4.4. only appoint Sub-processors with the Controller’s prior specific or general written authorisation, and impose the same minimum terms imposed on it on the Sub-processor; and the original Processor will remain liable to the Controller for the Sub-processor’s compliance. The Sub-processor must provide sufficient guarantees to implement appropriate technical and organisational measures to demonstrate compliance. In the case of general written authorisation, Processors must inform Controllers of intended changes in their Sub-processor arrangements;
4.4.5. make available to the Controller all information necessary to demonstrate compliance with the obligations laid down in Article 28 GDPR and allow for and contribute to audits, including inspections, conducted by the Controller or another auditor mandated by the Controller - and the Processor shall immediately inform the controller if, in its opinion, an instruction infringes GDPR or other EU or member state data protection provisions;
4.4.6. assist the Controller in carrying out its obligations with regard to requests by data subjects to exercise their rights under chapter III of the GDPR, noting different rights may apply depending on the specific legal basis for the processing activity (and should be clarified by the Controller up-front);
4.4.7. assist the Controller in ensuring compliance with the obligations to implementing a level of security for the personal data appropriate to the risk, taking into account the nature of processing and the information available to the Processor;
4.4.8. assist the Controller in ensuring compliance with the obligations to carry out Data Protection Impact Assessments, taking into account the nature of processing and the information available to the Processor; and
4.4.9. notify the Controller without undue delay after becoming aware of a personal data breach.
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THIS AGREEMENT is made on the                   day of                    2018


BETWEEN

(1) 	CORBY BOROUGH COUNCIL of The Cube, Parklands Gateway, George Street, Corby, Northamptonshire, NN17 1QG (hereinafter called the “Client”) 

(2)	                                                                                                          (hereinafter called the “Contractor”) 


A.	General Provisions

BACKGROUND 

The Client has agreed to appoint the Contractor in the capacity of a Private Sector Housing Surveyor to provide surveying and architectural services together with construction design input for the delivery of Disabled Facilities Grants in relation to residential properties requiring adaptions and alterations and the Contractor has agreed to such appointment, in accordance with the terms and conditions of this Agreement. 


NOW IT IS AGREED as follows:

1. Definitions

In this Agreement, save where the context otherwise requires, the following expressions shall have the meanings hereby assigned to them:

1.1 “Agreement” shall mean this agreement between the Client and Contractor for the provision of the Services;

1.2 “Client” shall mean Corby Borough Council or any successor authority;

1.3 “Contract Administrator” shall mean the Environmental Protection & Private Sector Housing Manager FOR THE Client; 

1.4 “Commencement Date” shall mean the 3rd December  2018 which date the parties agree shall be the date from which this Agreement has effect notwithstanding it being signed dated and or completed on a later date; 

1.5 “Contract Documents” shall mean this Agreement which, in  the case of conflict or ambiguity between any of the constitute parts comprising the Agreement shall have the following order of precedence:

(i) these terms and conditions
(ii) Any other documents referred to in this Agreement

1.6 “Contract Period” shall mean the period of two years on an ad hoc basis  from the Commencement Date 

1.7 “Contract Sum” shall mean the sum to be paid to the Contractor in accordance with the provisions of Clause 18 below for the avoidance of doubt the Contract Sum during the Contract Period shall not exceed £50,000.00  ( Fifty Thousand  Pounds); 

1.8 “Contractor” shall mean the person/ persons, firm, company or organisation identified above; 

1.9 “Services” shall mean the provision of the services identified in the Job Description   to be performed by the Contractor in accordance with this Agreement;

1.10 “Parties” shall mean the Client and the Contractor;

1.11 “Premises” shall mean Deene House, New Post Office Square, Corby NN17 1GD

1.12 “Job Description ” means the job description  and requirements of the Client at Appendix B

1.13 “Working Day” means a day (including a Saturday and or a Sunday).



2. Interpretation

2.1	Words importing the masculine gender include the feminine gender;

2.2	Words in the singular include the plural and vice-versa;

2.3	Words importing individuals shall be treated as importing corporations and vice-versa;

2.4	Clause headings and references are for ease of reference only and shall not affect construction;

2.5	Reference to any Act of Parliament, or the any Order, Regulation, Statutory Instrument, or the like shall be deemed to include any amendment or re-enactment of the same.


3.	Contract Period

3.1  	The Contractor shall carry out the Services for the Client in accordance with the terms and conditions of this Agreement.

3.2  	This Agreement shall take effect on the Commencement Date and shall continue for the Contract Period, unless it is otherwise terminated in accordance with these Conditions, or otherwise lawfully terminated.
  



4.	Contractor’s Status (Principal)

4.1	In carrying out the Services the Contractor shall be acting as principal and not as an agent of the Client. Accordingly:

4.1.1 the Contractor shall not say or do anything that might lead any other person to believe that the Contractor is acting as the agent of the Client; 

4.1.2 nothing in this Agreement shall impose any liability on the Client in respect of any liability incurred by the Contractor to any other person but this shall not be taken to exclude or limit any liability of the Client to the Contractor that may arise by virtue of either a breach of the Agreement or by negligence on the part of the Client, the Client’s employees, servants or agents;

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

4.1.4 the Contractor has not and shall in no circumstances hold himself out as having the power to make, vary, discharge or waive any byelaw or regulation of any kind;

4.1.5 the employees of the Contractor are not and shall not hold themselves out to be and shall not be held out by the Contractor as being servants or agents of the Client for any purposes whatsoever.

4.1.6 This Agreement between the Parties constitutes a contract for the provision of services and is not thereby to be construed as a contract of employment and as such there is no employment relationship between the Client and Contractor and the Contractor shall be fully responsible for and shall indemnify the Client for and in respect of any income tax, National Insurance and any other liability, deduction, contribution, assessment or claim arising from or made in connection with the performance of the Services, where the recovery is not prohibited by law. The Contractor shall further indemnify the Client against all reasonable costs, expenses and any penalty, fine or interest incurred or payable by the Client in connection with or in consequence of any such liability, deduction contribution assessment or claim.


5.	The Client’s Rights and Duties Reserved

5.1	All the rights and duties which the Client has as a Local Authority are expressly reserved and the Contractor shall take no action on behalf of the Client in the performance of its duties without the express written consent of the Client first being obtained.


6.	Entire Agreement

6.1	This Agreement constitutes the entire agreement between the Parties relating to the subject matter of the Agreement.  The Agreement supersedes all prior negotiations, representations and undertakings, whether written or oral, except that this Clause shall not exclude liability in respect of any fraudulent misrepresentation. 


7.	Scope of Contract

7.1	Nothing in this Agreement shall be construed as creating a partnership, a contract of employment or a relationship of principal and agent between the Client and the Contractor.


8.	Communication and Notices

8.1	The Contractor shall in the first instance direct all communications with the Client to the Contract Administrator who shall have full authority to act on behalf of the Client for all purposes in connection with the Agreement unless otherwise notified to the Contractor by the Client in writing.

8.2	Except as otherwise expressly provided within this Agreement, no notice or other communication from one Party to the other shall have any validity under this Agreement unless made in writing by or on behalf of the Party concerned.

8.3	Any notice or other communication which is to be given by either Party to the other shall be given by letter (sent by hand, post, registered post or by the recorded delivery service) or electronic mail (confirmed in either case by letter).  Such letters shall be addressed to the other Party in the manner referred to in Clause 8.4 below.  Provided that the relevant communication is not returned as undelivered, the notice or communication shall be deemed to have been given 2 Working Days after the day on which the letter was posted, or four hours, in the case of electronic mail or sooner where the other Party acknowledges receipt of such letters or item of electronic mail. 

8.4		For the purposes of Clause 8.3, the address of each Party shall be:

(a) For the Client:

	Address: 	Corby Borough Council, Deene House, New Post Office Square, Corby, Northamptonshire, NN17 1GD

	For the attention of: 	Amy Plank
	Tel: 			01536 464055
	Email:			Amy.Plank@Corby.gov.uk	

	
(b) For the Contractor:

	Address: 	

	For the attention of: 	
	Tel:  			
	Email: 			

8.4	Either Party may change its address for service by serving a notice in accordance with the provisions of this Clause.


9. 	Mistakes in Information

9.1	The Contractor shall be responsible for the accuracy of all documentation and information supplied to the Client by the Contractor in connection with the provision of the Services and shall pay the Client any extra costs occasioned by any discrepancies, errors or omissions therein.

		
10.	Conflicts of Interest

10.1	The Contractor shall take appropriate steps to ensure that neither the Contractor nor any employee, servant, agent, supplier or sub-contractor is placed in a position where there is or may be an actual conflict, or a potential conflict, between the pecuniary or personal interests of the Contractor or such persons and the duties owed to the Client under the provisions of this Agreement.  The Contractor will disclose to the Client full particulars of any such conflict of interest which may arise.

10.2	The provisions of this Clause shall apply during the continuance of this Agreement and indefinitely after its termination.




11.	Fraud

11.1	The Contractor shall safeguard the Client against fraud generally and, in particular, fraud on the part of the staff, or the Contractor’s directors and suppliers. The Contractor shall notify the Client immediately if it has reason to suspect that any fraud has occurred or is occurring or is likely to occur.


B.	The Provision of the Services

12. Services

12.1 The Contractor shall commence the performance of the Services on the Commencement Date and thereafter shall proceed with the Services without delay in accordance with the terms and conditions of this Agreement. 

12.2 This Agreement shall continue for the Contract Period and shall not be terminable by either Party within that period save in accordance with these terms and conditions, or otherwise lawfully terminated.

12.3 The Contractor acknowledges and accepts that the Client is reliant upon the Contractors professional skill, care and judgement and will ensure that the Services are properly, adequately and safely performed.

12.4 Where, in the performance of the Services, the Contractor seeks or is obliged to seek the Client's approval or agreement to any matter or thing, the giving or confirming of the same by the Client shall not in any way derogate from the duty of care owed to the Client by the Contractor pursuant to this Agreement or otherwise and shall not diminish any liability upon the Contractors part in respect thereof.

12.5 The introduction of new methods or systems, which impinge on the provision of the Services, shall be subject to prior approval from the Client.

12.6 This Agreement shall not negate or diminish any duty or obligation owed to the Client by the Contractor in equity, at common law or pursuant to statute or European law.


13.  Obligations of the Contractor

13.1  The Contractor shall:

13.1.1 deliver the Services in accordance with the terms of this       Agreement;

13.1.2            co-operate with the Client where appropriate;

13.1.3 acknowledge the Client’s duties in respect of Best Value and supply any relevant information and provide any appropriate assistance in the process; 

13.1.4 To the extent that the standard of work has not been specified in the Agreement the Contractor shall use the best applicable techniques and standards and execute the Agreement in accordance with good industry practice;

13.1.5 provide the Services in a proper and efficient manner with the due skill, care and diligence which is reasonably expected from a competent and professional supplier of the Service  which are equivalent to the Services and in accordance with the terms and conditions of this Agreement and in particular in accordance with any instruction;

13.1.6 act at all times in good faith and in the best interests of the Client in connection with the provision of the Services and this Agreement;





13.1.7 having received reasonable notice from the Client allow the Client to inspect and examine any of the work being performed as part of the provision of the Services at any reasonable time at the Contractor’s premises, the Premises or at such other location as the Client in its absolute discretion sees fit. The Contractor shall make available all facilities as the Client may reasonably require in connection with such inspection and examination;

13.1.8 deliver written reports of all matters of substance discussed at meetings or in telephone conversations between the parties within five Working Days following the meeting or conversation. If the subject matter of a report is not questioned by the Client within five Working Days of its receipt, it will be taken to be an accurate record of the meeting or telephone conversation to which it refers;

13.1.9 on completion of the Agreement, transmit all such records to the Client;

13.1.10 provide the Services at all times in such manner as shall promote and enhance the image and reputation of the Client and shall, if so requested by the Client, attend and participate in any meetings which may be arranged between representatives of organisers of special events.

13.1.11 during the currency of the Agreement the Contractor shall not provide Services to any third party in connection with a Service in conflict with the business of the Client without the prior written approval of the Client;

13.1.12 be ready and operational to carry out the above duties as identified in Clause 3.1.


14.	Contract Management

14.1	The Contractor shall attend meetings as necessary during the pre-contract commencement period to agree and familiarise themselves with Clients procedures.

14.2	Throughout the duration of the Agreement the Contractor must attend meetings with the Contract Administrator on a monthly basis or lesser period if considered necessary by the Client for the effective provision of the Services to discuss operational and management issues that have arisen. These may include policy, manning practices and future directions. 

14.3	The interval between meetings may be varied by agreement with the Contract Administrator.

14.4	Minutes and notes of the meeting will be recorded and agreed by both Parties for all formal meetings.

14.5	The Contractor may also be required to attend meetings with or on behalf of the Client. The Contract Administrator will determine the frequency of any such meetings.  

14.8	The Contract Administrator will liaise fully with the Contractor on all issues that affect the operational efficiency and service provision. 


15.	Staff Provision

15.1 The Contractor will ensure that throughout the duration of the Agreement that their personnel employed in the performance of this Agreement are of the calibre, and possess the competence and integrity to fulfil the requirements of the Agreement. 

15.2 The Contractor must adopt the Client’s Current Procedures and Code of Practice and assist the Contract Administrator in future development of these.

15.3 The Contractor must ensure that it operates a non-discriminatory Equal Opportunities Policy equal or better to the Policy Statement contained in Appendix A.





16	Remedies in the event of inadequate performance

16.1 Where a complaint is received about the standard of Services or about the way any Services have been delivered or work has been performed or about the materials or procedures used or about any other matter connected with the performance of this Agreement, then the Contract Administrator shall take all reasonable steps to ascertain whether the complaint is valid. If the Contract Administrator so decides, s/he may uphold the complaint, or take further action in accordance with the provisions of Condition 16.2 of this Agreement.

16.2 In the event that the Client is of the opinion that there has been a material breach of this Agreement by the Contractor, or the Contractor’s performance of its duties under the Agreement has failed to meet the requirements, then the Client may, without prejudice to its rights under Clause 48 of the Agreement, do any of the following:

16.2.1. make such deduction from the payment to be made to the Contractor as the Client shall reasonably determine to reflect sums paid or sums which would otherwise be payable in respect of such of the Services as the Contractor shall have failed to provide;

16.2.2. without terminating the Agreement, itself provide or procure the provision of part of the Services until such time as the Contractor shall have demonstrated to the reasonable satisfaction of the Client that the Contractor will once more be able to perform such part of the Services in accordance with the Agreement;

16.2.3. without terminating the whole of the Agreement, terminate the Agreement in respect of part of the Services only (whereupon a corresponding reduction in the Contract Price shall be made)  and thereafter itself provide or procure a third party to provide such part of the Services; and/or

16.2.4. terminate, in accordance with Clause 39, the whole of the Agreement.

16.3. The Client may charge to the Contractor any cost reasonably incurred by the Client and any reasonable administration costs in respect of the provision of any part of the Services by the Client or by a third party to the extent that such costs exceed the payment which would otherwise have been payable to the Contractor for such part of the Services.

16.4. If the Contractor fails to perform any of the Services to the reasonable satisfaction of the Client and such failure is capable of remedy, then the Client shall instruct the Contractor to perform the work and the Contractor shall at its own cost and expense remedy such failure (and any damage resulting from such failure) within 14 Working Days or such other period of time as the Client may direct.

16.5. In the event that the:

16.5.1. Contractor fails to comply with Clause 16.2. above; or

16.5.2. Contractor persistently fails to comply with Clause 16.2 above, and such failures, taken as a whole, are materially adverse to the commercial interests of the Client;

16.5.3. Client reserves the right to terminate the Agreement by notice in writing with immediate effect.

16.4 The remedies of the Client under this Clause may be exercised successively in respect of any one or more failures by the Contractor.

16.5 Except as otherwise expressly provided by this Agreement, all remedies available to either Party for breach of this Agreement are cumulative and may be exercised concurrently or separately, and the exercise of any one remedy shall not be deemed an election of such remedy to the exclusion of other remedies.



17.1 Not Used 



C.	Payment and Contract Sum

18	Financial Requirements

18.1 Payments for the Service by way of the Contract Sum will be made by BACS within 30 days after receipt of an undisputed invoice for the relevant sum.

18.2 The Contractor shall be remunerated at the rate of £xx per hour (or part thereof pro rata) subject to a maximum payment of £xx in any one week and with that an expectation that the Contractor shall not deliver the Services for period in excess of 25 hours in any one week.

18.3 The rate of pay at sub-clause 18.2 shall be inclusive of all fees costs and expenses incurred by the Contractor in performing the Services.

18.4 The Client does not warrant the number of hours over which it shall require the performance of the Services and the Contractor acknowledges that it has no right or expectation to an instruction to deliver Services in any number of hours either per week or over the duration of this Agreement. 


19	Final Account

19.1 Not later than four weeks after the date of termination of the Agreement the Contractor shall submit to the Client a statement of final account and supporting documentation showing in detail all further sums which the Contractor considers to be due to him under the Agreement up to the date of the termination of the Agreement.  


20	Recovery of sums due to the Client

20.1 Whenever under the Agreement any sum of money shall be recoverable from or payable by the Contractor to the Client, the same may be deducted from any sum then due or which at any time thereafter may become due to the Agreement or under this or any other contract with the Client.


21. Recovery of sums due to the Contractor

21.1 The Contractor will not have the right to be paid interest on late payment.


D.	Statutory Obligations and Regulations


22	Prevention of Corruption

22.1 The attention of the Contractor is drawn to the criminal offences under the Prevention of Corruption Acts 1889 to 1916, the Local Government Act 1972 and the Bribery Act 2010.

22.2 The Client shall be entitled to terminate the Agreement forthwith and to recover from the Contractor the amount of any loss resulting from such termination if:

22.2.1 the Contractor shall, in the opinion of the Client, have offered or given or agreed to give to any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do or for having done or forborne to do any action in relation to this Agreement or any other contract, whether with the Client or anyone else; or

22.2.2 the like acts shall have been done by any person employed by the Contractor or acting on his behalf and whether with or without his knowledge; or

22.2.3 in relation to any contract whether with the Client or anyone else, the Contractor or any person employed by him or acting on his behalf and whether with or without his knowledge, shall have committed any offence under the Prevention of Corruption Acts 1889 to 1916 (or any amendments of them) or given any fee or reward or solicited or accepted any form of money or taken any reward collection or charge for providing the Service other than bona fide charges previously approved in writing by the Client.


23	The Contracts (Rights of Third Parties) Act 1999

23.1 No person who is not a Party to the Agreement (including without limitation any employee, officer, agent, representative, or sub-contractor of either the Client or the Consultant) shall have any right to enforce any term of the Agreement, which expressly or by implication, confers a benefit on him without the prior agreement in writing of both Parties. This Clause does not affect any right or remedy of any person which exists or is available otherwise than pursuant to that Act. 


24	Discrimination

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

24.2 The Contractor shall comply with all current and future changes in Employment Law.


25	Environmental Requirements

25.1 The Contractor shall, when working at the Premises, perform the Agreement in accordance with the Client’s environmental policy.


26	Health and Safety

26.1 While on the Premises, the Contractor shall comply with any health and safety measures implemented by the Client in respect of staff, visitors and other persons working on those Premises.

26.2 The Contractor shall provide the Services safely and in a manner that is not, and is not likely to be, injurious to health or detrimental to the environment or the fabric of any part of the office and/or the property within which it is located.

26.3 The Contractor shall adopt safe methods of work for all operations coming within the scope of the Agreement or any associated operations in order to protect the health and safety of the Contractor's employees, other employees including the Council's employees and all other persons including members of the public.

26.4 The Contractor agrees to observe the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999, all other regulations and approved Codes of Practice relevant to the Services and amendments thereto.

26.5 The Contractor shall review his safety policy and safe working procedures as often as may be necessary and shall present the Contract Administrator with any revisions to his safety policy when they occur for consideration and formal approval.


E.	Protection of Information

27	Security of Confidential Information

27.1 In order to ensure that no unauthorised person gains access to any Confidential Information or any data obtained in the performance of the Agreement, the Contractor undertakes to maintain security systems approved by the Client.

27.2 The Contractor will immediately notify the Client of any breach of security in relation to Confidential Information and all data obtained in the performance of the Agreement and will keep a record of such breaches.  The Contractor will use its best endeavours to recover such Confidential Information or data however it may be recorded.  This obligation is in addition to the Contractor’s obligations under Clause 27.3 below.  The Contractor will co-operate with the Client in any investigation that the Client considers necessary to undertake as a result of any breach of security in relation to Confidential Information or data.

27.3 The Client may require the Contractor to alter any security systems at any time during the Contract Period at the Contractor’s expense as long as this cost is deemed reasonable by both parties.


28 	Data Protection Legislation

28.1  For the purposes of this clause, Data Protection Legislation includes the General Data Protection Regulations (EU) 2016/679) (GDPR) and any national implementing laws, regulations and secondary legislation relating to data protection and privacy, as amended or updated from time to time, in the UK, as well as any successor legislation to the GDPR and Data Protection Act 2018.
28.2 The Contractor acknowledges that for the purposes of the Data Protection Legislation, the Client is the data controller and the Contractor is the data processor.
28.3 The Contractor acknowledges that the Client is subject to the requirements of the Data Protection Legislation and shall assist and co-operate with the Client to ensure compliance with its obligations under the Data Protection Legislation with respect to security, breach notifications, privacy impact assessments and consultations with supervisory authorities or regulators.
28.4 The Contractor shall notify the Client without undue delay on becoming aware of a Personal Data Breach or communication which relates to the Contractor or the Client’s compliance with the Data Protection Legislation.


29	Confidentiality

29.1 Information supplied in the course of this Agreement, whether oral, written, or otherwise shall be treated as confidential and that no disclosure will be made to third parties of the terms or effect of this Agreement save as maybe reasonable for the purpose of a pursuit of obligations of the Agreement.

29.2 In order to ensure that no unauthorised person gains access to any Confidential Information or any data obtained in the performance of the Agreement, the Contractor undertakes to maintain security systems approved by the Client.

29.3 The Client may require the Contactor to alter any security systems at any time during the Contact Period at the Contractor’s expense.


30	Freedom of Information Act 2000 (FOIA)

30.1 The Contractor acknowledges that the Client is subject to the requirements of the FOIA and the Environmental Information Regulations 2004 and shall assist and co-operate with the Client (at the Contractor’s expense) to enable the Client to comply with these information disclosure requirements.


31 	Publicity and Media 

31.1 Without prejudice to the Client’s obligations under the FOIA, the Contractor shall not make any press announcements or publicise the Agreement or any part thereof in any way, except with the written consent of the Client.


32	Intellectual Rights 

32.1 All Intellectual Property Rights in any specifications, instructions, plans, data, drawings, databases, patents, patterns, models, designs or other material furnished to, prepared by or made available to the Contactor for use, or intended use, in relation to the performance of this Agreement shall belong to the Client and the Contractor shall not, and shall procure that the Contractor’s employees, servants, agents, suppliers and sub-contractors shall not, (except when necessary for the implementation of the Agreement) without prior Approval, use or disclose any such Intellectual Property Rights, or any other information (whether or not relevant to this Agreement) which the Contactor may obtain in performing the Agreement except information which is in the public domain.



33	Audit and National Audit Office

33.1 The Contractor shall keep and maintain until six years after the Agreement has been completed, or as long a period as may be agreed between the Parties, full and accurate records of the Agreement including the Services provided under it, all expenditure reimbursed by the Client, and all payments made by the Client.

33.2 The Contactor shall on request afford the Client or the Client’s representatives such access to those records as may be required by the Client in connection with the Agreement.


F.	Control of Contract

34	Wavier

34.1 Failure by either Party at any time to enforce the provisions of the Agreement shall not be construed as a waiver of any such provision and shall not affect the validity of the Agreement or any part thereof or the right of either Party to enforce any provision in accordance with the Agreement.

35	Assignment and Sub-letting

35.1 The Client shall be entitled to assign the benefit of this Agreement or any part thereof to a statutory or other public body and shall give written notice of any assignment to the Contractor.

35.2 The Contractor shall not assign, sub-let or purport to assign or sub-let this Agreement or any part thereof or sub-let the whole or any part of the Services without the prior written approval of the Client.

36	Financial Limits

36.1 The Client reserves the right to vary the volume of work available to the Contractor in order to meet any variations in financial limits laid down by the Government or any variations in financial limits determined by the Client.  The Client will not be held liable for any losses incurred by the Contractor as a result of any such variations.


37	Variation of Contract

37.1 Without prejudice to any other terms or conditions of this Agreement no omission from, addition to or variation of the Agreement shall be valid or be of any effect unless it is agreed in writing and signed by the Contract Administrator and by a duly authorised representative of the Contractor.

37.2 In the event of any ambiguities or discrepancies the following conditions shall apply:

37.2.1 The Contract Documents are mutually explanatory and except as otherwise expressly provided, the Contract Documents are to be read as a whole and if the Contractor shall find and notify to the Contract Administrator, or if it shall appear to the Contract Administrator that there is any ambiguity or discrepancy in or between any of the Contract Documents the same shall be explained and adjusted by the Contractor Administrator who shall thereupon issue to the Contractor appropriate instructions in writing and the Contractor shall carry out and be bound by such instructions.

37.2.2 Any error in description in the Contract Documents or omission there from shall not vitiate or invalidate the Agreement nor release the Contractor from the performance of the whole or any part of the Services according to the Agreement or from any of his obligations or liabilities under the Agreement.  Any such error or omission shall be corrected by the Contract Administrator.

37.2.3 The value (if any) of any modified or further instructions or corrections or rectification’s issued or made by the Contract Administrator under the Conditions of Contract shall be assessed in accordance with the Conditions of Contract and shall be taken into account in ascertaining the amount of the monthly payment.

37.3 The following conditions shall apply to variations in this Agreement:

37.3.1 The Contract Administrator may order any variation to the Services or to any part of the Services that may in his opinion be necessary for the performance of the Services and shall have power to order any variation that for any other reason shall in his opinion be desirable or necessary for the satisfactory completion and functioning of the Services.  Such variations must be made in writing and may include additions (outside the scope of the Services) omissions, substitutions, alterations, changes in quality, form, character, kind, position, dimension and changes in the specified sequence, method or timing.

37.3.2 No such variation shall be made by the Contractor without an order by the Contract Administrator.  All such orders shall be given in writing citing this Clause provided that if the Contract Administrator shall find it necessary to give any such order orally in the first instance the Contractor shall comply with such an order and the Contract Administrator shall confirm the order in writing as soon as possible in the circumstances.  If the Contractor wishes to confirm in writing to the Contract Administrator any oral order by the Contract Administrator he may do so.  If the Contract Administrator does not contradict in writing the Contractor's confirmation the oral order shall be deemed to be an order in writing.

37.3.3 No variation ordered in accordance with the Conditions of Contract shall in anyway vitiate or invalidate the Agreement but the value (if any) of all such variations shall be assessed in accordance with the Conditions of Contract and shall be taken into account in ascertaining the amount of the monthly payment.


G.	Liabilities

38	Indemnity/ Insurance

38.1	The Contractor shall indemnify, and keep indemnified the Client against all claims and all direct, indirect or consequential liabilities, costs proceedings, damages and expenses (including legal and other professional fees and expenses) awarded against, or incurred or paid by, the Client arising out of, or in the course of or caused by the provision of the Services.
38.2 [bookmark: LastEdit]Without prejudice to his liability to indemnify the Client, the Contractor shall take out and maintain insurance which shall comply with the Employer’s Liability (Compulsory Insurance) Act 1969 and shall take out and maintain insurance in respect of injury or damage to any property real or personal including Professional Indemnity Insurance which shall be for an amount not less that £250,000 (Two Hundred and Fifty Thousand Pounds) for any one occurrence or series of occurrences arising out of one event.
38.3 On the Clients request, the Contractor shall produce both the insurance certificate and the receipt for the current year’s premium in respect of the insurances mentioned in Clause 38.2.  


H.	Default, Disruption and Termination

39	Termination

39.1 Rights of the Client and Contractor

39.1.1 The rights of the Client under this Clause are in addition to and without prejudice to any other rights the Client may have whether against the Contractor directly or pursuant to any guarantee or indemnity.
39.1.2 Either party can terminate this Agreement by giving the other party one month’s notice in writing


39.2 Termination by Forfeiture 

39.2.1 Irrespective of any other power or remedies contained in the Contract, the Client shall be entitled forthwith upon the happening of any of the following events to terminate this Contract, such events being:

39.2.1.1 The Contractor has abandoned the Agreement; or

39.2.1.2 The Contractor has failed to perform a substantial part of the Service for a period of 7 Working Days; or

39.2.1.3 The Contractor has suffered an execution to be levied on his goods or, if the Contractor consists of one or more individuals, any such individual dying, entering in a composition or arrangement for the benefit of his creditors or having a receiving order in bankruptcy made good against him or, if the Contractor consists of a body corporate, the Contractor has a receiver or a receiver and manager appointed or is the subject of a resolution or order for winding up; provided that an amalgamation or reconstruction of a Limited Company shall be deemed not to be a breach of this Clause; or

39.2.1.4 Becomes bankrupt, or makes a composition or arrangement with his creditors, or has a proposal in respect of his company for the voluntary arrangements for a composition of debts, or scheme or arrangements approved in accordance with the Insolvency Act 1986; or

39.2.1.5 If the Contractor becomes insolvent (within the meaning of the Insolvency Act 1986) or any order is made or a resolution passed for the administration, winding-up or dissolution of the party (otherwise than for the purposes of a solvent amalgamation or reconstruction) or an administrator or other receiver, manager, liquidator, trustee or similar officer is appointed over all or any substantial part of the assets of that party or that party enters into or proposes any composition or arrangement with its creditors generally.

39.2.1.6 Has possession taken, by or on behalf of the holders of any debentures secured by a floating charge, of any property comprised in or subject to, the floating charge; or

39.2.1.7 Is in circumstance which entitle the court or a creditor to appoint, or have appointed, a receiver, a Manager, or administrative receiver, or which entitles the court to make winding-up order, when in such circumstances, the employment of the Contractor under this Contract Documents shall be forthwith automatically determined provided that the said employment may be reinstated and continued if the Client and the Contractor, his Trustees in Bankruptcy or Liquidator, Provisional Liquidator, Receiver or Manager as the case may be shall so agree and provided further in respect of Clause 39.3.1 below the Contractor shall have been given seven Working Days' previous notice in writing of the breach of obligation alleged; or

39.2.1.8 The Contractor has failed to proceed with the Services with due diligence; or

39.2.1.9 The Contractor has sub-let any part of the Agreement without the prior written consent of the Client; or

39.2.1.10 The Contractor or any person employed by him or acting on his behalf (whether with or without the knowledge of the Contractor) is in breach of Clause 26 of this Agreement; or

39.2.1.11 The discovery of a material misrepresentation by the Contractor during the pre-contract period; or
		
39.2.1.12 Persistent minor breaches of the Agreement by the Contractor; or

39.2.1.13 The Contractor is otherwise fundamentally or persistently in breach of his obligations under the Agreement.

39.3 Requirements of the Contractor at Termination

39.3.1 If the Agreement is terminated as provided under this Clause, then:

39.3.1.1 The Contractor shall, unless requested otherwise by the Client, forthwith cease to perform any of the Services;

39.3.1.2 The Contractor shall deliver to the Client all equipment which is the property of the Client in good condition fair wear and tear excepted to the satisfaction of Client.

39.3.1.3 The Contractor shall deliver up possession of the office to the Client in good repair and condition to the satisfaction of Contract Administrator.

39.3.1.4 The Client shall notify the Contractor of any respects in which he considers that the equipment or the office are not in a good condition to his satisfaction, in which case the Contractor shall execute such works of repair or rectification as the notice requires within a reasonable period.

39.3.1.5 If the Contractor shall fail to do any such work as aforesaid required by the Contract Administrator the Client shall be entitled to carry out such work by its own workmen or by other contractors and shall be entitled to recover from the Contractor the cost thereof or may deduct the same from any monies due or that become due to the Contractor.

39.3.1.6 The Client shall be entitled to repossess and use to perform the Services goods leased, loaned or hired to the Contractor and to exercise a lien over any of the materials, clothing, equipment, vehicles or other goods belonging to the Contractor for any sum due hereunder or otherwise from the Contractor to the Client.

39.3.1.7 The Client shall be entitled to make alternative arrangements for carrying out the Services and be entitled to employ and pay other persons to provide and complete the provision of the Services or any part thereof and to use without any payment or allowance for the Equipment and all or any of the Contractor's materials, clothing, equipment, or other goods.

39.3.1.8 The Client shall be entitled to deduct or recover from any sum or sums which would but for such termination have been at the date of such termination due from the Client to the Contractor under this Agreement or any other contract as a debt, any loss or damage to the Client resulting from or arising out of the termination to the Contractor's employment.  Such loss or damage shall include the reasonable cost to the Client for the time spent by its officers in terminating the Contractors employment and in making alternative arrangements for the provision of the Services or part thereof;

39.3.1.9 The Client shall subject to sub-condition 39.3.1.10 below cease to be under any obligation to make further payment until after the end of the Contract Period and the ascertainment within a reasonable time thereafter of the Client, of the cost, loss and/or damage occasioned to the Client resulting from or arising out of the Contractor’s employment.

39.3.1.10 When the total costs, loss and/or damage resulting from or arising out of the termination of the Contractors employment have been ascertained and so far as is practicable set off against any sum which but for such termination, would have been due to the Contractor the Client shall be entitled to recover from the Contractor as a debt any balance as shown as due to the Client, or alternatively, the Client shall pay to the Contractor any balance shown as due to the Contractor.  The Client shall certify the amount by which the said costs, loss or damage (in so far as not by the date of the Certificate already recovered from the Contractor) exceeds or falls short of the amount otherwise due to the Contractor and the amount as certified shall be a debt payable to the Client by the Contractor or to the Contractor by the Client (as the case may be).

40	Disruption

40.1 The Contractor shall take reasonable care to ensure that in the execution of the Agreement it does not disrupt the operations of the Client, its employees or any other contractor employed by the Client.

40.2 The Contractor shall immediately inform the Client of any actual or potential industrial action, whether such action be by their own employees or others, which affects or might affect its ability at any time to perform its obligations under the Agreement.  In the event of industrial action by the Staff or the Contractor’s suppliers the Contractor shall seek the Client’s Approval to its proposals to perform its obligations under the Agreement. 

40.3 If the Contractor’s proposals referred to in Clause 40.2 are considered insufficient or unacceptable by the Client, then the Agreement may be terminated by the Client by notice in writing with immediate effect. 

40.4 If the Contractor is temporarily unable to fulfil the requirements of the Agreement owing to disruption of normal business by direction of the Client, an appropriate allowance by way of extension of time will be approved by the Client.  In addition, the Client will reimburse any additional expense incurred by the Contractor in fulfilling the provisions of the Agreement as a result of such disruption.

41	Recovery upon Termination

41.1 Termination or expiry of the Agreement shall be without prejudice to any rights and remedies of the Contractor and the Client accrued before such termination or expiration and nothing in the Agreement shall prejudice the right of either Party to recover any amount outstanding at such termination or expiry.

41.2 At the end of the Contract Period (and howsoever arising) the Contractor shall forthwith deliver to the Client upon request all the Client’s property (including but not limited to materials, documents, information, access keys) relating to the Agreement in its possession or under its control or in the possession or under the control of any permitted suppliers or sub-contractors and in default of compliance with this Clause the Client may recover possession thereof and the Contractor grants licence to the Client or its appointed agents to enter (for the purposes of such recovery) any premises of the Contractor or its permitted suppliers or sub-contractors where any such items may be held.

41.3 At the end of the Contract Period (howsoever arising) and/ or after the Contract Period the Contractor shall co-operate free of charge with the Client and any new contractor appointed by the Client to continue or take over the performance of the Agreement in order to ensure an effective handover of all work then in progress. 

41.4 The provisions of this Clause shall survive the continuance of this Agreement and indefinitely after its termination. 


42	Force Majeure

42.1 Neither Party shall be liable to the other Party for any delay in or failure to perform its obligations under the Agreement if such delay or failure results from a Force Majeure event (e.g. act of God, fire, explosion, industrial dispute, illness, injury or anything beyond that party's control.  Notwithstanding the foregoing, each Party shall use all reasonable endeavours to continue to perform its obligations hereunder for the duration of such Force Majeure event.  However, if any such event prevents either Party from performing all of its obligations under the Agreement for a period in excess of two months, either Party may terminate the Agreement by notice in writing with immediate effect.

42.2 Any failure or delay by the Contractor in performing its obligations under the Agreement which results from any failure or delay by an agent, sub-contractor or supplier shall be regarded as due to Force Majeure only if that agent, sub-contractor or supplier is itself impeded by Force Majeure from complying with an obligation to the Contractor.

42.3 If either of the Parties becomes aware of circumstances of Force Majeure which give rise to or which are likely to give rise to any such failure or delay it shall forthwith notify the other by the most expeditious method then available and shall inform the other of the period which it is estimated that such failure or delay shall continue.

42.4 For the avoidance of doubt it is hereby expressly declared that the only events which shall afford relief from liability for failure or delay of performance of the Agreement shall be any event qualifying for Force Majeure hereunder.


43	Civil Emergencies

43.1 In the event of a civil emergency affecting the Client, the Contractor may be required to make the Premises available and all or some of their staff available for work under the direction of the Client.


44	Severance

44.1 If any provision of the Agreement shall become or shall be declared by any court of competent jurisdiction to be invalid or unenforceable in any way, such invalidity or unenforceability shall in no way impair or affect any other provision all of which shall remain in full force and effect, subject to the amendments or variations ordered by law.


I.	Disputes and the law

45 	Arbitration

45.1 Any dispute or difference which may arise between the Client and the Contractor arising out of or in connection with this Agreement which cannot be settled amicably or by negotiation shall be referred to a single arbitrator to be agreed between the Client and Contractor.

45.2 If any dispute or indifference cannot be settled amicably or by negotiation within 21 Working Days after either Party has made a written offer to the other Party to negotiate a settlement to such dispute or indifference, the Parties shall, before resorting to court proceedings, attempt to resolve the dispute or difference in accordance with Clause 45.1. 

45.3 If the Parties have not settled any claim or dispute by arbitration within 42 Working Days from the initiation of the arbitration, the dispute shall be referred to and finally resolved by the courts in accordance with Clause 46 below. 

45.4 Both Parties will equally share the Cost of Arbitration irrespective of fault. 	

46	Law

46.1 This Agreement shall be governed by and interpreted in all respects in accordance with the law of England and Wales.

46.2 Each Party irrevocably agrees to submit to the exclusive jurisdiction of the Courts of England and Wales over any claim or matter arising under or in connection with this Agreement or the legal relationships established by this Agreement. 









SIGNED by the duly authorised representatives of the parties on the date first before appearing: 


	BY THE CLIENT 

CORBY BOROUGH COUNCIL



HEAD OF PLANNING AND 
ENVIRONMENTAL SERVICES 



_________________________

	

 



DIRECTOR OF 
CORPORATE SERVICES 



_________________________

	


BY THE CONTRACTOR 

 






_________________________

	






















Appendix A


CORBY BOROUGH COUNCIL’S EQUAL OPPORTUNITIES STATEMENT


The Client is committed to the principle of equal opportunity in employment and in the services it provides.  The policy applies without regard to gender, race, colour, nationality, ethnic or national origin, religion, disability, marital status, age or sexual orientation.  The policy includes all matters of appointment, training, promotion and terms of conditions of services.  The Client wants to make sure that appointment criteria and promotion are based solely on people’s merit and ability to carry out a job.





Appendix B


Job Description




Corby Borough Council – Job Description

	
PRIVATE SECTOR HOUSING SURVEYOR – additional resources required for DFGs only




	
Service Area:  Planning and Environmental Services


	
Reports To: Environmental Protection & Private Sector Housing Manager


	
Responsible For:  The delivery of mandatory Disabled Facilities Grants. 



Overall Job Purpose:
To support Planning and Environmental Services by assessing and surveying existing properties and developing creative design solutions in the most cost and space effective manner, to ensure delivery of the Disabled Facilities Grant adaptations, by producing technical specifications and drawings. 

The successful applicant will be provided with a number of Disabled Facilities Grant applications for which some/and or all main duties and responsibilities, as set below, will be applicable. 

These cases are placed on a list in a priority order (based on the application date of validation and priority status set by the Occupational Therapist). The amount of cases on the priority list and their priority status at any given time cannot be confirmed by the Council. Due to this varied fluctuation, the Council is unable to confirm the amount of cases to be passed to the successful applicant on a weekly or monthly basis. The Council cannot guarantee a set amount of cases to be distributed to the successful applicant in a set period of time. The successful applicant will therefore be required to respond to a variable workload for an overall period of 2 years with a maximum contract value of £50,000 in fees.


Main Duties and Responsibilities:
(This list contains the main duties and responsibilities of the post holder but it is not an exhaustive list)

1. To manage a personal caseload in respect of Disabled Facilities Grants and actively progress works to achieve service targets and customer satisfaction.

2. To act as project manager for all disabled adaptations carried out for private sector housing clients qualifying for a Disabled Facilities Grant from the Council and to assist with the prompt determination of these applications in accordance with the Private Sector Housing Renewal Policy.
3. To carry out feasibility visits with the Occupational Therapist to assess if the required proposed works are feasible within the space restrictions of the existing property and/or propose alternative solutions to meet the needs of the client within the grant budget and always complying with planning and building regulations.
4. To question the Occupational Therapist recommendation should a more cost effective solution be available to satisfy the client's needs, ensuring that value for money is achieved and to make decisions on the final proposal / extent of works.
5. To translate and apply Planning and Building Control legislation, understanding the services to properties and ability to estimate cost of works required, and ensuring feasibility of all works proposed from a regulations and budget aspect.
6. To carry out site visits regarding Disabled Facilities Grant clients, undertake detailed surveys, take accurate measurements and assess space restrictions against the requirements set out by the Occupational Therapist.
7. To use creative solutions to enable adaptations and come up with design ideas that can overcome construction problems and associated costs.
8. To prepare detailed technical schedules of work and specifications and scaled Autocad drawings, as appropriate, including specialised equipment taking into account the recommendations of the Occupational Therapist where needed, as well as the client’s own needs and wishes for disabled adaptations; to be used by the contractor at tender stage and throughout construction

9. To prepare specification and associated documentation in respect of improvement works for poor private sector housing conditions

10. To manage, lead on and co –ordinate between a number of  external contractors, including, engineers, solicitors, the Occupational Therapy Service, Social Workers, Building Control Officers, Planning Officers and voluntary organisations where necessary to make timely progress with each Disabled Facility Grant case. 

11. To invite tenders/written quotations, send out tenders and obtain quotations from approved contractors, complete tender analysis documentation to produce evaluations and make recommendations accordingly, against cost factors and in line with budget constraints

12. To complete and submit applications for planning permission and building regulations approval on behalf of the disabled client where appropriate. 

13. To ensure that proper contractual arrangements have been made between the client and the contractor by managing Small Works Agreements

14. To attend pre-start meetings and liaise with contractors, clients and landlords, where applicable, and discuss schedule of works, procedures and explain variations to all parties.

15. To promptly liaise with contractors over any construction issues arising during the process, including queries that arise and changes made by the clients.

16. To carry out interim inspections of progress on building works on site to ensure that they are carried out to the approved standard, and act on the client’s behalf in any negotiations while the contractor is on site, including monitoring contractors through to practical completion and ensuring that any defects are rectified before payment is made. 

17. To manage expenditure against agreed contracts, making recommendations for payment when necessary within a set budget allocation.

18. To project manage all costs of a Disabled Facilities Grant, including the calculations of taxation and understanding works that are VAT exempt.

19. To maintain accurate records of site visits, telephone conversations and e-mail correspondence ensuring that any work variations are agreed with all parties involved.

20. To liaise with vulnerable clients and act with patience, understanding and sensitivity throughout the process.

21. To advise clients on other forms of help available (charities etc.) and to deal with client grievances and contractor disputes.

22. To independently make decisions on all construction and budget related issues.

23. To certify the completion of contracts/projects, calculate costs, variations and client's contributions and recommend approval of interim and final payments in respect of works to ensure that works are satisfactorily completed within the time-scales and budget agreed.

24. To ensure invoices are processed and paid in a timely manner.

25. To comply with all relevant statutory requirements, Financial Regulations, Standing Orders, health and safety policies/guidelines and departmental procedures.

26. To work within the core values etc. set by the Council.

27. To carry out administrative duties associated with the above work, including Information Technology development.

28. To act in this capacity within the remit of the department or Council as may be determined by the Head of Service.

29. To keep up to date with equipment and other construction/building services, including a comprehensive working knowledge of relevant legislation codes of practise, policies and technical developments. 


Additional Information / Local Agreements attached to this post
The post holder must be willing to travel
The post holder must hold a valid driving licence and provide a car

The applicant will hold a Professional Indemnity Insurance, with a minimum claim limit of £250,000.

The applicant will have a business registered with Companies House, and all invoicing will be carried through the business.

Membership with a professional board, such as the ARB or RICS, will be considered advantageous to the application.

The financial terms of the two year appointment will be capped at £50,000 but it may be less than this.

The drawings and specification documents by the applicant will meet, in all detail, the exemplar references of past cases - which will be issued to the applicant prior to appointment.



APPENDIX 3: FORM OF QUOTATION

Date: 		Click here to enter text.

Request for Quotation for Corby Borough Council Private Sector Housing Surveyor for Disabled Facilities Grants

I / We the undersigned, hereby quote and offer to provide the Contract as listed above which is more particularly referred to in the Request for Quotation supplied to me / us for the purpose of quoting for the provision of the Contract and upon the terms thereof.

I / We undertake in the event of acceptance of our Quotation to execute the Contract within 15 business days of such acceptance and if required in the interim provide the Contract in accordance with the Contract if necessary.

I / We understand that the Council reserves the right to accept or refuse this Quotation whether it is lower, the same, or higher than any other Quotation.

I / We confirm that the information supplied to you and forming part of this Quotation including (for the avoidance of doubt) any information supplied to you as part of my / our initial expression of interest in quoting, was true when made and remains true and accurate in all respects.

I / We confirm that this Quotation will remain valid for 90 days from the date of this Form of Quotation.

I / We confirm and undertake that if any of such information becomes untrue or misleading that I / we shall notify you immediately and update such information as required.

I / We confirm that the undersigned are authorised to commit the Bidder to the contractual obligations contained in the Request for Quotation and the Contract.

Signed by:

NAME:			Click here to enter text.

POSITION:		Click here to enter text.

NAME:			Click here to enter text.

POSITION:		Click here to enter text.

for and on behalf of 

Click here to enter text. (Bidder)



APPENDIX 4: COLLUSIVE QUOTATION CERTIFICATE

We certify that this is a bona fide quotation, and that we have not fixed or adjusted the amount of the quotation by or under or in accordance with any agreement or arrangement with any other person. We also certify that we have not done so and we undertake that we will not do so at any time before the hour and date specified for the return of this quotation any of the following acts:

1. Communicating to a person other than the person calling for these quotations the amount or approximate amount of the proposed quotation, except where the disclosure, in confidence, of the approximate amount of the quotation was necessary to obtain insurance premium quotations required for the preparation of the quotation;

1. Entering into agreement or arrangement with any other person that he shall refrain from quoting or as to the amount of any quote to be submitted;

1. Offering or paying or giving or agreeing to any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation of any quote or proposed quote for that said work or thing of any sort described above.

In this certificate, the word ‘person’ includes any persons and any body or association, corporate or unincorporated; and ‘any agreement or arrangement’ includes any such transaction, formal or informal, whether legally binding or not.

SIGNED:		Click here to enter text.

NAME:			Click here to enter text.

ON BEHALF OF:	Click here to enter text.

DATE:			Click here to enter text.


APPENDIX 5: CONFIDENTIAL AND COMMERCIALLY SENSITIVE INFORMATION

The following form should be submitted with all bids to indicate areas of the submission that are considered to be either confidential or commercially sensitive. 

Confidential material is as defined in Section 41 of the Freedom of Information Act 2000 (FoI) where the disclosure of the information would constitute an actionable breach of confidence. 

Commercially sensitive material is as defined in Section 43 of the FoI Act and relates to ‘information, the disclosure of which would be likely to prejudice the commercial interests of any person’.

Bidders should make themselves aware of the definition of each term as well as the circumstances in which FoI & Environmental Information Regulations 2004 (EIR) exemptions apply.


Confidential Material Checklist

	Name of Organisation:
	BIDDER TO INSERT COMPANY NAME HERE



Confidential documents not for disclosure to third parties under the FoI & EIR. The Council may be obliged to disclose information in or relating to this bid following a request for information under FoI or EIR therefore please outline in the table below all items which you consider are genuinely confidential and which are not for disclosure in respect of your application.

	Information / Document
	Reference / Page No.
	Reason(s) for Non-Disclosure

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.



The applicant acknowledges that the confidential information listed in this schedule is of indicative value only and the Council may be obliged to disclose it following a request under FOI or EIR. 

The Council shall act reasonably and use its discretion, ensuring that the latest guidance/case law is taken into account, when making a decision to release or withhold information pertaining to the above if it is requested. By indicating what information believed to be confidential the Council will consider those views however the Council will make the final decision to disclose information or not.

Commercially Sensitive Material Checklist

Commercially sensitive documents not for disclosure to third parties under FoI or EIR

	Name of Organisation:
	BIDDER TO INSERT COMPANY NAME HERE



The Council may be obliged to disclose information in or relating to this bid exercise following a request for information under FoI or EIR therefore please outline in the table below items which are considered genuinely commercially sensitive and which are not for disclosure in respect of this bid.

	Information / Document
	Reference / Page No.
	Reason(s) for Non-Disclosure (Cite Exemption(s) To Be Considered)
	Duration of Confidentiality

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.



The applicant acknowledges that the commercially sensitive information listed in this schedule is of indicative value only and the Council may be obliged to disclose it pursuant to a request under FOI or EIR. 

The Council shall act reasonably and use its discretion, ensuring that the latest guidance/case law is taken into account, when making a decision to release or withhold information pertaining to the above if it is requested. By indicating what information is believed to be commercially sensitive the Council will consider those views however the Council will make the final decision to disclose information or not.
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