Stray Dogs Collection & Kennelling Services 
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Deadline for receipt of responses via the CHEST e-tendering system

no later than: 10am on the 16th January 2015
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	1.
	Overview 



	
	1.1
	Wyre Borough Council (the Council) is inviting quotations on the terms set out in the Invitation to Quote (ITQ) for the provision of services for stray dogs & kennelling service in accordance with the requirements at Appendix 1.  



	
	1.2
	It is anticipated that the contract will commence on the 18th January 2016.


	
	1.3
	It is essential to comply with the following instructions in the preparation and submission of your ITQ and to fully complete and submit all required parts of this quotation documentation. The Council reserves the right to reject an ITQ that does not fully comply with these instructions.

	2.
	Contact Details



	
	2.1
	The contact for the Council for this contract will be Allan Williams, on telephone 01253 887440, email allan.williams@wyre.gov.uk. 

	
	
	

	3.
	Submission requirements 



	
	3.1


	You ITQ must be completed in English and must be submitted electronically via the Electronic Tendering System from which you downloaded this document (The Chest) by no later than 10am on the 16th November 2015.
ITQ’s received after this date and time will not be considered.

	
	3.2
	If you require assistance or further information to be able to use the e-tendering process please contact, in the first instance The Due North (Chest) Support Team on 0845 293 0459 who will be able to guide you through the process. If you continue to have difficulties please contact Allan Williams at Allan.Williams@wyre.gov.uk or by telephone on 01253 887440 no later than 4 working days before the submission date to enable any technical queries to be investigated and resolved. 


	
	3.3
	Any ITQ submitted will be deemed to remain open for acceptance or non-acceptance for not less than 90 days from the closing date stipulated above.  The Council may accept the quotation at any time within this prescribed period.  The Council shall however not be bound to accept the lowest or any quotation and may accept any offer in whole or in part.


	
	3.4
	You must not make any changes to the text of the document as supplied to you we shall evaluate your ITQ (and may award a contract) on the basis that no such changes have been made.


	Submission requirements 

4.
	3.5

3.6

3.7

3.8

3.9

3.10

3.11

3.12

4.1


	The Council reserves the right to cancel the quotation process at any point. The Council is not liable for any costs resulting from any cancellation of this ITQ process nor for any other costs incurred by those bidding for this Contract.
Bidders shall be deemed to have satisfied themselves before submitting a bid as to the accuracy and sufficiency of the rates and prices stated by them in their bid, which shall (except in so far as it is otherwise provided for in the Contract), cover all their obligations under the Contract, and they shall be deemed to have obtained for themselves all necessary information as to risks, contingencies and any other circumstances which might reasonably influence or affect their Bid.  No claim for payment will be considered on the grounds of misunderstanding or lack of knowledge or information.
Where errors or discrepancies are found that may affect the quotation sum, the Bidder will be notified and given the opportunity to confirm the submitted sum without amendment, or withdraw their bid.

Where insufficient information is provided in relation to any specific criteria, no credit will be given for that aspect of quality.

Bidders may state any amendments to the terms which they consider necessary to clarify the basis of their bid in their response to the contract documents.

Bidders shall not discuss the bid they intend to make other than with professional advisers or joint bidders who need to be consulted.  Bids shall not be canvassed for acceptance or discussed with the media or any other tenderer or member or officer of the Council.  
If a bidder does not observe paragraph 3.9, the Council will reject the ITQ and may decide not to invite the applicant to quote for future work.

Where signatures are requested, typed entries are acceptable. Electronic Signatures are not required.
Quality and Price model  

The contract will be awarded on a quality price model, with a weighting:
· Quality = 50%
· Price = 50%


	
	4.2

	Bidders will be evaluated to determine the most economically advantageous Quotation taking into consideration the following award criteria:

Criteria
Weighting
Approach
20%
Previous Experience
10%
Value for Money
15%
References

5%



	
	4.3
4.4
4.5
4.6
4.7
4.8
4.9

	Quality evaluation will be made under the criteria listed below, and the information required from the Bidders will be scored on the following basis:

Score

Description

0

The Evaluation Panel felt that none of the requirement was met or demonstrated or no response was provided.

1

The Evaluation panel felt that a few areas (20% or less) of the requirement has been met or demonstrated.

2

The Evaluation panel felt that some areas (between 21% and 59%) of the requirement has been met or demonstrated.

3

The Evaluation panel felt that most of the requirement (60% and above) has been met or demonstrated

4

The Evaluation panel felt that the requirement has been fully met or demonstrated.

5

The Evaluation Panel felt that the Bidder had exceeded this requirement

You should ensure that you adequately cover the specific points included in the evaluation criteria listed above in your quotation response.

Where a score of 2 or above is not achieved for each element of the Quality Criteria, the ITQ may not be considered further.
During the evaluation period, the Council reserves the right to request samples or to seek clarification, in writing or by means of a clarification meeting, with any or all of the Bidders.
Price evaluation will be based on the following procedure: 

In order to calculate a percentage score for each Bidder, the maximum price weighting of 50% will be awarded to the Quote offering the lowest price. The  score for each of the other Quotes will then be reduced by the ratio of their price to the lowest price, as shown in the following example: -

Price Score = Price Ratio x Weighting

e.g. for lowest quotation price of £100,000 (Bidder A) and £300,000 (Bidder B): -

Suppler B score  =  £100,000    x   50%  = 17%

                                £300,000
All unit rates and prices must be quoted in £ Sterling, exclusive of VAT and inclusive of carriage and all other costs associated with the supply and delivery of the Goods, Works or Services which are the subject of this ITQ.
Bidders are expected to be aware of the likely price increases and therefore, all prices quoted are to be guaranteed for the contracted delivery period and should be fixed from the date of submission of the ITQ to completion of the contract. Increases in prices, which occur after the agreed delivery period, will be borne by the successful Bidder.

	
	

	5.


	Terms and Conditions

	
	5.1


	Successful Bidders will be required to adhere to the Council’s standard Terms and Conditions together with Special Conditions (if any) will apply to all orders placed as a consequence of this process. To view the standard terms and conditions are available on the CHEST. Any Special Conditions will be set out in the Specification.


	
	5.2
5.3

5.4

5.5

5.6
	It is anticipated that the contract with the successful Bidder will commence from 18th January 2015 and will run for a period of three years to the 31st January 2018.  
There will be an option to extend for a further maximum of two years.

Prices should be fixed for the contract period of 36 months. Any changes in prices during the contract period must be notified in writing.
Acceptance of the ITQ by the Council shall be in writing and shall be communicated to the Bidder.  Upon such acceptance the Contract shall thereby be constituted and become binding on both parties and, notwithstanding that, the Contractor shall upon request of the Council execute a formal contract in the form contained in the Contract Documents.

Bidders must not undertake work without written notification that they have been awarded the contract and are required to start work. This is usually after contract documents have been executed.

	6.
	Clarification


	
	6.1

6.2
	Should you require clarification in respect of anything contained within this ITQ documentation, you must submit your question by e-mail via the Electronic Tendering System (The Chest) by no later than 5pm on the 6th November 2015. 
The Council’s responses to any queries or clarification requests may, at the Council’s discretion, be published to all Bidders via the Chest. It is the Bidders’ responsibility to check the Chest for any additional updates, including Question and Answer summaries, prior to tender submission.



	7.
	Amendments



	
	7.1


	The Council may amend the quotation documents at any time prior to the deadline for receipt of quotations. Any such amendments will be published on the Chest. It is the Bidders’ responsibility to check the Chest for any additional updates, including Question and Answer summaries, prior to submission of their bid.

	
	
	

	8.
	Insurance Indemnities


	
	8.1


	The Council will require for Public Liability insurance a minimum indemnity of £5m for manual work undertaken on behalf of the Council with a copy of the original certificate.


	
	8.2


	The Council will require for Employer's Liability insurance a minimum indemnity of £10m for manual work undertaken on behalf of the Council with a copy of the original certificate.

	
	
	

	9.
	Quotation Procedures

	
	9.1
	Your ITQ must be submitted on the ‘response ITQ document’ provided and returned via the CHEST. 



	
	9.2
	The ITQ response document must be received no later than 10am on the 16th November 2015 via the CHEST. Responses received after this will be disregarded.



	
	9.3
	The Council may reject the ITQ response document if all parts of the quotation form have not been properly completed and the evidence requested supplied.


	
	9.4
	The response ITQ needs to be delivered in the manner prescribed above and no ITQ can be considered if sent in hard copy format by mail.

	
	

	10.


	Financial Information 

	
	

	
	10.1

	What was your turnover in the last two years (if this applies)?

£ ……..……… for year ended __ / __ / ____

£ ……..……… for year ended __ / __ / ____



	
	10.2

	Please provide an up to date Comprehensive Credit Report for your company from any of the listed providers below:

	
	
	Dun & Bradstreet
www.dnb.co.uk/                   
acceptable rating: 1 to 3      

Equifax                          www.equifax.co.uk/                     
acceptable rating: A+ to D-

Creditsafe                      www.creditsafe.com/                  
acceptable rating: 100 to 30

Checkability                   www.riskdisc.com/                      
acceptable rating: 1 to 35 

UK Data Ltd                   http://ukdata.com/                       
acceptable rating: 100 to 36

Quick Credit Reports     www.quickcreditreports.co.uk/    
acceptable rating: 100 to 25

EAC Credit                     http://eaccredit.com/                   
acceptable rating: 100 to 25

Check Sure                    www.checksure.biz/                   
acceptable rating: 100 to 41

Check That Company    www.checkthatcompany.co.uk/  
acceptable rating: 100 to 36

Credit Assist                   www.creditassist.co.uk              
acceptable rating: 100 to 25



	
	10.3
	An attached Comprehensive Credit Report indicating an acceptable rating will result in a pass. An attached Comprehensive Credit Report indicating a rating outside the acceptable range will result in a fail therefore exclusion. Failure to provide a report will also result in exclusion.


	11.
	Equality and Diversity

11.1

The Successful Bidder will be expected to comply with The Equality Act 2010.



	12.
	Transparency



	
	12.1
	The parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the Freedom of Information Act 2000 (“the Act”) the text of this Agreement, and any Schedules to this Agreement, is not Confidential Information. The Council shall be responsible for determining in its absolute discretion whether any part of the Agreement or its Schedules is exempt from disclosure in accordance with the provisions of the Act.



	
	12.2
	Notwithstanding any other term of this Agreement, the Contractor hereby gives its consent for the Council to publish this Agreement and its Schedules in its entirety, including from time to time agreed changes to this Agreement, to the general public in whatever form the Council decides. 
    

	13.
	Whistleblowing Policy



	
	13.1


	The Council is committed to the highest possible standards of openness, probity and accountability. Whistleblowing is intended to cover concerns that may fall outside other procedures such as the Council’s Complaints Procedure and encourages Bidders with serious concerns about any aspect of the Council’s work, to come forward and voice these concerns. These procedures are described in the document at Appendix 3 


	
	

	
	
	

	
	

	
	
	

	
	
	

	
	
	

	
	14.1


	It is anticipated that the following timescales will be applied. Changes may be made by the Council to any of these dates. In the event that this action becomes necessary the Council will advise the participants in the ITQ process.

	
	
	Timescale

Date

Invitation to Quote Issued
29th September 2015

Deadline for clarification questions
 6th November 2015
Submission of Quotations deadline
16th November 2015

Evaluation
18th – 30th November 2015

Visit Premises

8th and 9th December 2015
Appointment of Bidder
14th December 2015

Transition period
4th to 15th January 2016

Contract start date
18th January 2016


	
	
	


	14.
	Procurement Timetable
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1.1
DEFINITIONS   
In this Specification and in all documents forming part of the Contract, the following words and expressions shall have the meanings hereby assigned to them except where the context otherwise requires.

Stray Dog 
means any dog found in a public place or private place where it should not be, which is confined (not running loose) within the boundaries of the Borough of Wyre which appears to be without its owner and not under the control of its owner or a person representing them.

Acceptance Point
means an easily accessible safe and secure reception point to which members of the public can bring stray dogs and leave them with a trained member of the Contractor’s staff. A member of the Contractor’s staff at the acceptance point will be expected to undertake the safe custody and care of the stray dogs until delivered to the approved kennels.  The acceptance point can be the approved kennels.
Finder
means the person reporting/finding the stray dog.

Owner
means the person identified as the registered owner.

Kennel
means stray dog accommodation - boarding facility supplied by the Contractor.

Register 
means a list of stray dogs collected and details of what happens to them.

Operational Day 
means Monday to Friday between 08:00 hours and 22:00 hours and Saturday and Sunday between 09:00 and 20:00, 365 days per year(access requirements vary for the pubic and Authorised Council Officers as per 1.3.1)
Operational Week             
               means Monday to Sunday

Authorised Officer 
means, in the context of this Specification, the person who retains overall responsibility for ensuring that the Authority’s stray dog functions are discharged properly.
1.2
INTRODUCTION AND CONTEXT

Wyre Borough is situated on the Fylde coast of Lancashire in the north west of England. It shares borders with the unitary authority of Blackpool to the south and the city councils of Lancaster and Preston to the north and southeast. 

It is a Borough rich in diversity and incorporates the coastal towns of Fleetwood and Thornton Cleveleys, the market towns of Poulton-le-Fylde and Garstang with an extensive rural hinterland and part of the Forest of Bowland, an Area of Outstanding Natural Beauty.

The population of over 108,000 is spread over 283.3 sq km of urban, coastal and rural settlements each with their own unique characteristics

Further information regarding Wyre Council can be found on the following website: - http://www.wyre.gov.uk
Under Section 149 of the Environmental Protection Act 1990, the local authority is responsible for discharging the functions for dealing with stray dogs (with the exception of dangerous dogs). 

The Control of Dogs Order 1992 provides that dogs must wear a collar and tag giving the name and address of the owner when in a public place. In most cases, it is expected that this will enable the owner to be identified with relative ease. Failure to comply with this direction is an offence under Animal Health Act 1981 and such dogs may be seized, even if a person is in charge of such a dog. Moreover, the 1992 order places a duty on authorities to enforce the requirement for dogs to wear a collar and tag in a public place. 

The police retain duties with regard to dealing with dangerous dogs, banned breeds and dogs found to be worrying livestock. 

The availability of a high quality and reliable local kennels to safely house stray dogs for the seven day statutory period is key to the delivery of a quality service to the public.

As a minimum the Contractor must be able to accept strays every day at the times designated below, and must be available to allow owners to re-claim their dogs once the relevant release fee has been paid to either the Council or direct to the Contractor. The successful contractor must also provide an out of hours collection service if instructed by an authorised Officer.

Regrettably, unwanted dogs are on the increase and it is all too common for an owner to fail to come forward to re-claim their dog. It is the Council’s belief that all unwanted dogs deserve a second chance and that the number of dogs put to sleep after the seven day period should be kept to a minimum. The commitment and ability of the Contractor to take on unwanted strays and attempt to find new homes will be particularly important to this contract. This is part of the Council’s current practice and it wishes this process to continue.

The Council will only consider quotes from Contractors who are able to provide this service from a location which can be reached within 20 minutes when travelling by car from FY6 7PU based on a journey beginning at 15.30 Monday through to Friday (as measured by Google maps).
For illustrative purposes only - the numbers of stray dogs impounded by the wardens and kennelled in the last three years and the current numbers for this year are in the table below.
	Year
	Stray Dogs (Day)
	Stray Dogs (Out of Hours)
	Total kennelled
	Number of Stray Dogs reclaimed by owners
	Destroyed due

to health issue/

too aggressive

	2010/2011
	202
	22
	189
	88
	8

	2011/2012
	209
	23
	171
	78
	7

	2012/2013   
	224
	25
	185
	82
	12

	2013/2014
	425
	42
	198
	96
	13

	2014/2015
	270
	27
	108
	61
	2


The number of stray dogs dealt with has increased.  This may continue but we are unable to quantify this. The statistics are provided for preparing a quotation, the Contractor must accept / collect all stray dogs even if these estimates are exceeded.

Data collected shows that approximately one in every two stray dogs presented at Kennels will be reclaimed by their owners.

1.3 
CORE SERVICE REQUIREMENTS  

The provision to the satisfaction of the Authority of a Stray Dog Service throughout the Contract Period to ensure that all dogs are collected and retained, with an ultimate aim of re-uniting the dog with its owner, or if the owner is not found, to re-home the dog after the 7th day. 

This new contract will commence on 18th January 2016 and if any dogs remain in kennels under with the existing contractor at 11th January 2016, we may require the new contractor to kennel these dogs within a one week transitional period from this date. We cannot quantify the number of dogs this will be, but will seek to minimise the numbers. 
1.3.1
The Core Service Requirement

Contractors are invited to tender for a service to:-

· Provide an Acceptance Point (this may be the same as the Kennel facility) to receive stray dogs, from members of the of the public Monday to Sunday between 09.00 am and 22.00 hours and from Council Officers Monday to Sunday between 08.00 am and 22.00 hours

· Collect (seize) stray dogs, responding to calls from police, veterinary practices and authorised by the Councils Authorised Officer on Monday to Friday between 08:00 and 22:00 hours and on Saturdays and Sundays between 09:00 and 20:00hrs. The collection service will be infrequent, primarily providing cover for Council Officers and during emergencies ;  

· detain (kennel) stray dogs, and seek to expediently re-unite the dog with its owner; and

· provide a service to actively re-home or otherwise dispose of the stray dog after the statutory seven clear days

1.3.2 Other  Service Requirements

· The Contractor shall provide a telephone number to receive and respond to reports of stray (and lost) dogs direct from the public and others (eg Police) within the specified service hours. The telephone number will be advertised on the Authority’s website and elsewhere. The Contractor’s operatives must be in mobile phone contact with the contractor.

The Contractor shall collect stray dogs within two (2) hours of the report being received. 
· The Contractor shall provide a suitable collection vehicle as approved by the Council to ensure the security and welfare of the stray whilst in transit to the kennelling facility. 

· Abandoned journeys will only be recompensed with a reasonable payment up to the maximum collection fee providing there are sufficient details for verifications.

· The Contractor shall at their own cost provide and maintain a kennelling facility (with an Animal Boarding Establishment licence issued by the Local Authority) to be used in the delivery of this service. This licence must be maintained throughout the term of the Contract and the Contractor shall inform the Authority if any issues arise that could threaten the validity of the licence and ability to operate.

· The Contractor shall provide a booking in system for maintaining and reporting details of dogs collected and detained (see 1.13). The detail shall include for each animal (but not exclusively): 

· The time and date of the report of a stray dog, and name, address and telephone number of the person reporting the dog as stray

· The time, date and location of the seizure, 

· The colour, breed/detail of dog (incl. identification tags or microchips), any distinguishing markings and a photograph of the dog

· Behavioural and other assessments, and details of any veterinary treatment made on dogs in cases of injury or when there are signs of illness 

· Details of the finders 

· Details of the owners of strays if they are traced/come forward 

· The start and finish dates of detention of the dog

· The date and details of disposal of the dog

· Total Fee paid

· The Contractor shall be adequately equipped to identify micro-chipped or tattooed dogs and that dogs are scanned immediately upon arrival at the reception point or kennels (regardless of whether a Council Officer has already done this).
· If the owner of the dog is identifiable, the Contractor shall telephone the owner within one (1) hour and immediately notify the Council’s authorised Officer to enable the Seizure Notice to be issued.

· The Contractor shall email the Authority full details of the dogs seized (including a photo) within four (4) hours of seizure within the specified service hours.

· The Contractor must establish links with the Police’s Dangerous Dogs Unit and demonstrate its ability or means of identifying banned breeds.

· An assessment of the dog is made on (or by) day three (3) following the seizure to assess its likely suitability for re-homing. 

· Where a dog has been retained for seven clear days and no owner has been identified, or the owner has not claimed the dog, the Contractor will contact the Authority on the 8th day and inform the Authority of the agreed action, it may be any of the following :-

· that the Contractor will retain the dog so that the dog becomes their property and the Authority will incur no further expense;, or

· to transfer the dog to an approved Animal Home or similar; or

· to arrange for euthanasia if the dog is a banned breed, or unsuitable for re-homing, or is very ill or suffering from a serious injury or there is no capacity to be re-homed and euthansia is agreed by a veterinary surgeon.

· The Contractor shall have positive and proactive arrangements in place to expediently seek to re-home dogs and engage with animal charities (approved by the Authority) to assist with re-homing.   The Contractor will provide full details of their re-homing policy and procedures.

· The Contractor will have arrangements for dogs to receive veterinary treatment (once the treatment has been authorised by the Authority) using the Council’s approved veterinary service. If the dog requires treatment during the Council’s core hours, generally a Council Officer will make the necessary arrangements for the dog to be treated. It is recognised outside of the Council’s Core Hours that the Contractor may need to use alternative veterinary practices depending on opening hours. Wherever reasonably practicable approval from the Council’s Authorised Officer must be sought before incurring any treatment costs and when the treatment exceeds £150, the provider will seek further approval before incurring such expenses. If the cost exceeds this limit consideration must be made with the veterinary practice to euthanize the dog as the most humane option available. Where permission has not been sought to incur any costs or exceed the limit the Council reserves the right to withhold payment. Details of the Contractors approved Veterinary Practice (name and address) are to be provided along with a schedule of veterinary costs for consideration by the Authority. The schedule of costs should take account of any discounts that the Contractor is entitled to.

· The Contractor must provide performance data to the Authority on a monthly basis to include, as a minimum, the data specified in paragraph 1.13 

· The Contractor will allow access to the Council’s Authorised Officers to inspect the welfare of stray dogs and the condition of the kennels / boarding facilities without notice.

· The Contractors staff will provide assistance and support when requested by Authorised Council Officers for the ‘loading / unloading’ of stray dogs into and out of vans.

· To provide access if necessary for Authorised Council Personnel only to personal hygiene facilities, e.g. toilet and handwashing.

· The provision of a washing off facility for Contractors vehicles and for the use of Authorised Council Personnel in an emergency.

1.4
REPORTING OF A STRAY DOG

The Environmental Protection Act 1990 (1990 Act) requires the finder of a stray dog to (a) return the dog to its owner or (b) contact the Local Authority.

The Contractor will provide a telephone number for the Council’s Authorised Officer to give to the public to contact in order to report stray dogs between the hours of Monday to Friday between 08:00 and 22:00 hours and on Saturdays and Sundays between 09:00 and 20:00hrs, 365 days per year. 

The Contractor may also receive calls from the public enquiring about their lost dog and will take details so that when dogs are collected as strays, the record of lost dogs can be consulted. 

1.5
COLLECTION OF A STRAY DOG BY THE CONTRACTOR 

During an emergency or to cover training, the Council may require the Contractor to assist with the collection of stray dogs, at least 24 hours notice will usually be provided.

The Contractor shall collect a reported stray dog within two (2) hours from receipt of a report of a stray dog within the specified service hours, and transport it to the approved kennels.

The Contractor shall provide a suitable collection vehicle as approved by the Council to ensure the security and welfare of the stray whilst in transit to the kennelling facility. 

Abandoned journeys will only be recompensed with a reasonable payment up to the maximum collection fee providing there are sufficient details for verifications.

The Contractor must examine stray dogs on collection or immediately on return to the kennels to try to identify ownership (e.g. tattoos, microchips and collar and tags).

Where the Contractor suspects and/or identifies a banned breed which is on the index (by either a tattoo and/or microchip) they shall contact the Police Status Dogs Unit.

If the dog has its owner’s identification, the Contractor must contact the owner within one (1) hour by telephone and immediately notify the Authorised Officer with full details.
The Contractor shall email the Authority full details of the dogs seized (including a photo) within four (4) hours of seizure within the specified service hours.

The Contractor must also start to record details of the dog in the register (see paragraph 1.13 below).

1.6
FINDERS THAT REQUEST TO KEEP A STRAY DOG

Any person who reports a stray dog can request to keep the dog under section 150(2) of the 1990 Act. The regulations specify that if the finder requests to keep the dog, they must give their name and address to the Contractor. 

The Contractor will notify the Authorised Officer to enable a “Finders Notice” and dependent on circumstances, breed of dog and a home check being undertaken, the finder will be given permission to keep the dog. The Contractor must first have evidenced they have made reasonable attempts to contact the owner to give them reasonable opportunity to collect the dog. If after the seventh clear day of the date of the seizure, or of the date of giving of the Seizure Notice, and the owner cannot be identified or does not intend to reclaim the dog, the dog can be given to the finder.

1.7
DETENTION (KENNELLING) OF STRAY DOGS
The Council will only consider Tenders from Contractors who are able to provide this service from a location which can be reached within 20 minutes when travelling by car from FY6 7PU based on a journey beginning at 15.30 Monday through to Friday.

The Contractor must provide, at its own cost, a licensed kennelling facility to house stray dogs seized (by the Contractor, Council, public or other Agency) from within the boundaries of the Borough of Wyre. The Contractor will need to ensure that there are appropriate arrangements for receiving and dealing with stray dogs found. The costs are inclusive of all care for the dog (e.g. food, exercise etc.) except veterinary costs.

The Contractor will be required to provide a copy of the Animal Boarding Establishment licence and a site plan.

Kennel facilities must comply with the standards specified in the Model Conditions published by the Chartered Institute of Environmental Health and the Animal Boarding Establishment licence issued by the local authority in which the kennel is located. If there is any change to the validity of the licence, the Authority must be informed immediately.

Under section 149(9) of the 1990 Act, the Contractor has a duty to properly feed and maintain any stray dog in their custody. The kennels and arrangements for the care and welfare of the dogs also need to comply with the general duty of care under Section 9 of the Animal Welfare Act 2006.

The Contractor shall ensure that all reasonable precautions are taken to prevent and control the spread of infectious and/or contagious diseases including the provision of separate kennels for the reception and isolation of sick/infectious dogs.

The kennelling site shall be designed to prevent the accidental escape of strays from the perimeter of the site and to resist the attack and/or malicious release of animals.

Upon arrival at the kennel, the Contractor shall ensure that stray dogs are examined for any forms of identification, for signs of disease or illness and record this on the register along with the time, date and location of the seizure, details of the finder of the dog, details of the owner (if identified), details of the breed/detail of dog, the colour, any distinguishing markings and take a photograph of the dog. This record shall be sent to the Authority within four (4) hours of the seizure, during the specified service hours. 

The Contractor shall ensure that an assessment of the dog is made on (or by) day three (3) following the seizure by a competent person to assess its suitability for re-homing (temperament and behaviour). These assessments must be recorded and retained for inspection by the Authority.

The Contractor must detain any dogs seized or brought to them for seven clear days, unless claimed by the owner. The seven day period should commence from either the day of the seizure or the day in which the Seizure Notice was served under section 149(4); whichever is later. 

The Contractor will have a procedure in place to deal with any outbreaks of illness (such as parvo, kennel cough) and continue to provide the kennelling service to the Council at all times, even if this is through the use of kennels at another facility not necessarily within the 30 minute parameter.

The Contractor must be able to provide enough kennels to cover the Council’s requirements.  It will be the responsibility of the Contractor to plan for this and to ensure that sufficient kennelling is available to meet the Council’s requirements.  This element must be explained in the Quality Evidence Statement along with an emergency plan for dealing with a sudden unexpected influx of dogs or outbreaks of illness

1.8
BOARDING ESTABLISHMENT LICENCE

The Contractor shall not use any kennels for the provision of services under this contract unless they hold a Boarding Establishment Licence under the Boarding Establishment Act 1963 (or replacing legislation) for those kennels issued by the relevant licensing authority. Such licence shall stipulate acceptable size and construction of pens, and the maximum number of animals which may be accommodated.

The Contractor shall notify the Council in writing within 24 hours of becoming aware that there is, or is potentially, a problem with their licence with the relevant licensing authority.

The Council reserves the right to cancel this Contract with immediate effect should the Contractor lose its licence with the relevant licensing authority for any reason whatsoever; no payment shall be due by the Council to the Contractor for any period that the Contractor does not hold a valid licence from the relevant licensing authority.

1.9
VETERINARY CARE

Where a dog requires veterinary treatment, the Contractor will inform and obtain agreement from the Authority before treatment is undertaken, unless it is an emergency and not expedient to do so, and the costs of treatment are not excessive or if the dog’s condition is such that it would be more humane to provide euthanasia. Wherever reasonably practicable approval from the Council’s Authorised Officer must be sought before incurring any treatment costs and when the treatment exceeds £150, the provider will seek further approval before incurring such expenses. Where permission has not been sought to incur any costs or exceed the limit the Council reserves the right to withhold payment. The Contractor shall notify the Authorised Officer by 10:00 hours on the next working day following the emergency treatment of the nature of the treatment, the reasons for it and estimated costs.
The Contractor will transport the dog to and from the veterinary practice for treatment, unless the treatment is provided on site. If the dog requires treatment during the Council’s core hours, generally a Council Officer will make the necessary arrangements for the dog to be treated.  
With the agreement of the Authority, the Contractor may have a dog destroyed before the 7 day period has elapsed, if the Contractor is of the view that it must be done to avoid suffering. But the Contractor must consult and seek agreement with a veterinary surgeon prior to making a decision, and the euthanasia should only be undertaken by a veterinary surgeon. 

It is recognised outside of the Council’s Core Hours that the Contractor may need to use alternative veterinary practices depending on opening hours. Details of the Contractors approved Veterinary Practice (name and address) are to be provided along with a schedule of veterinary costs for consideration by the Authority. The schedule of costs should take account of any discounts that the Contractor is entitled to.

The Contractor must record the details of veterinary treatment, and of any dog destroyed, on the register.
Should the Contractor suspect that any dog (whether deposited by the Council under this Contract or not) has contracted Parvo Virus, the Contractor shall immediately consult their veterinary surgeon and implement any advice given by them in relation to isolation, hygiene and putting down of dogs; the Contractor shall immediately inform the Contract Manager/Authorised Officer of the outbreak and measures taken.

In the event that there is an outbreak of any Serious Notifiable Disease as named in s88 of the Animal Health Act or any order made under that Act at the Kennels, the Contractor shall inform the Authorising Officer in writing within 24 hours of becoming aware that the outbreak has occurred; such information to include the nature and extent of the Serious Notifiable Disease and the control measures introduced by the Contractor to contain the spread of the illness /disease.

1.10
RETURNING THE STRAY DOG TO ITS OWNER

Section 149(5) of the 1990 Act states that a person claiming to be the owner of a dog seized under this section shall not be entitled to have the dog returned to him unless he pays all the expenses incurred by reason of its detention and such further amount as is for the time being prescribed (the ‘further amount’ is currently prescribed as £25).


The owner must pay the fees set by the Authority plus all expenses incurred during the dog’s detention. This comprises:-

· The fee for seizing the dog and associated administration

· The total cost for kennelling 

· All associated veterinary treatment fees, and 

· The (£25) statutory prescribed fee

The Contractor is not legally obliged to return a stray dog to its owner until all costs have been paid. 

The Council may also handle the collection of release fee from the owner of the dog and where this has been done, will inform the Contractor that the dog can be released to the owner. However, out of normal office hours the Contractor will undertake this function on behalf of the Council. The Contractor must have facilities to take payment by cash or by an electronic payment system agreed by both parties. Cheques will not be accepted.  

The Contractor must make reasonable enquiries of the owner to establish if they are fit and proper to keep the dog and able to feed and maintain the dog. If the Contractor has concerns that the owner can fulfil these requirements, this shall be reported to the Authority.

If a dog is collected as being stray on more than one occasion this will be reported to the Authority for consideration of enforcement action. 

The Contractor should offer the owner advice about responsible dog ownership (see paragraph 1.13 below), and offer any free service for vaccination, neutering and microchipping.
The Contractor may wish to offer reduced times for owners to collect strays, with agreement only by the Council and costs limited.

The Contractor may wish to offer an additional service for the return transfer of stray dogs to their owners once the Authority’s release fees have been paid.  This is optional but may assist owners that have limited access to transport.  The maximum fee per dog should be applied in the Provisional Bill of Quantities. This fee will be administered and retained by the Contractor.

1.11
RE-HOMING STRAY DOGS

On completion of the seventh clear day following the seizure/Seizure Notice was given, and no owner has been identified, or the owner has not claimed the dog, the dog shall become the property of the Contractor to re home (by sale or gift) at his option PROVIDED THAT under no circumstances whatsoever are any dogs, sold, given or otherwise disposed of for the purposes of vivisection.

In re homing dogs the Contractor shall establish as far as is reasonably possible that the new owners are fit and proper persons to care for the dog/s.

The Contractor is invited to detail what arrangements they will have to dispose of dogs after the statutory seven days of retention.

In the event that humane destruction of the dog becomes necessary due to its medical condition (ie the dog is very ill or suffering from a serious injury) or unsuitability for re-homing as determined during the assessment (see 1.7), this must be first be approved by an authorised officer of the Authority.

The Contractor must have arrangements to positively, actively and expediently seek to re-home dogs and engage with animal charities (approved by the Authority) to assist with re-homing. 
When a stray transfers to a new owner or re-homing organisation the Contractor and the Authority retain no responsibility for the dog thereafter. There is no obligation to take the dog back thereafter.  The Contractor shall ensure that the microchip details are updated accordingly.
Any stray dogs collected outside of this contract that are to be rehomed within the Borough of Wyre must be microchipped or the microchip details updated accordingly and neutering advice given prior to sale or gift.

Where a dog is disposed of by selling it or giving it to a person who will in their opinion care properly for the dog, the Contractor will need to satisfy themselves of the suitability of such persons or establishments.

Under section 149(7) the ownership of the dog is vested in the recipient and this provision also protects anyone who has acquired the dog in good faith. It should be noted that this situation is different to that of a finder who elects to keep the dog under section 150(2).

Where the Contractor disposes of a dog, the register must record the date of disposal; method of disposal; the name and address of purchaser and price (if sold), name and address of person to whom the dog was gifted or person effecting the destruction. Where the dog is returned to a person claiming to be the owner, the register must record the name and address of that person and date of return. 

Neutering Vouchers and microchips can be requested from the Councils Authorised Officer.
1.12
DOGS UNSUITABLE FOR RE-HOMING
Any dog which in the opinion of the Contractor is not suitable for re homing (due to for example illness, injury, or because it is potentially dangerous to humans and/or other dogs” or for any other reason) shall be notified by the Contractor to the Contract Manager/Authorised Officer at the end of the seven Day Period of the reasons that the dog is considered not suitable for re homing.

If the reason the dog is considered unsuitable for re homing is due to it being potentially dangerous to humans and/or other dogs, then before notifying the Council the Contractor shall carry out a risk assessment which it shall pass to the Council with the notification of unsuitability for re homing

If the Authorising Officer agrees with the Contractor that the dog is not suitable for re homing then the dog shall be put to sleep at no cost to the Council.

Euthanasia should only be considered if it is more humane to do so or after all other avenues have been explored to save the dog by re-homing. It should be noted that banned breeds cannot be re-homed. Euthanasia must only be affected by a veterinary surgeon and in a manner causing as little pain and suffering to the dog as possible.

1.13
REGISTER OF DETAINED DOG

Under section 149(8) of the 1990 Act, the Contractor must assist the Council to keep a register of dogs seized.  Details of detained dogs must be recorded at the earliest opportunity. In order that the Council may comply with its duties, the Contractor shall maintain records to include as a minimum the following, 

· Unique Reference Number allocated by the Council to that dog.

· A brief description of dog, including breed (if known), colour and any distinctive characteristics or markings, tattoos or scars;

· Provide a photograph of the dog (front view including face and side view)

· Any information contained on collar and/or tag, or otherwise carried by the dog, this would include micro-chipping;

· date, time and place of the seizure;

· Than name, address and telephone number of the finder of the dog 

· If Seizure Notice is served, details of when and the name and address of on whom it was served.

· The date of disposal of the dog

· If the disposal was by destruction, the name and address of the person affecting the destruction

· Where the dog was gifted, the name and address of that person 

· Number of days including parts of days which the dog is kennelled pursuant to this Contract; and

· If relevant, any veterinary treatment given whether at the cost of The contractor or the Council;

· Confirmation that the inoculation for Parvo Virus has been administered and the date of inoculation; and

· Confirmation that the dog has been inspected for worms and whether or not treatment was given; and

· Where the dog has been surrendered to its owner within the seven day period, the name and address of the person to whom it was surrendered and the date and time of surrender

In addition, the Authority will expect the Contractor to furnish it with additional data comprising:-

· Whether the dog has been seized more than once

· Assessments of the dog (temperament and behavioural) 

· Records of ‘home checks’ and written agreements with new owners of dogs undertaken by the Contractor

The Contractors data sheets and additional data must be available for inspection at all reasonable times, and provided to the authorised person at the Authority with the invoice within 15 days of the end of each calendar month. The Contractor shall invoice the Authority for any Services provided by the Contractor in that calendar month.  This shall be done electronically.

At a minimum the invoice will include:

· The number of strays seized by the Contractor

· The number of strays seized by Council

· The number of strays seized by third party

· The number of dogs accepted out of hours

· The number of days that those dogs have been kept in kennels

· The number returned to their owners

· The number rehomed

· The number euthanized

· The number of dogs still in kennels at the end of the month

· The number of dogs carried over from the previous month

1.14
ANIMAL WELFARE PROMOTION

Education is a key element in reducing the number of stray dogs and dangerous dogs and protecting the welfare of animals. It is therefore important that the Contractor considers the most effective methods for how they will promote and raise the profile of responsible dog ownership within the Borough of Wyre. The Contractor shall actively promote “Being a Responsible Dog Owner”, which shall include, but not be limited to:  
· Micro-chipping

· Visible Dog Tags and Collars

· Pet Insurance

· Dog Training

· Neutering

· Vaccination

The Contractor will, as a minimum, provide all owners who are re-united with their dogs, and new owners where dogs are re-homed, with the Authority’s ‘dog returned to owner leaflet’ and a leaflet on wearing a collar and tag and the requirements for micro-chipping.

1.15
HEALTH AND SAFETY
The Contractor must at all times take all such precautions as are necessary to protect the health and safety of all persons associated with the performance of the services including the general public and shall comply in all respects with the requirements of the Health & Safety at Work Act 1974 and any Regulation made there under and all other Acts, Regulations or Orders or Codes of Practice pertaining to health and safety of directly or indirectly employed person or persons relating to the delivery of the Service.

The Contractor must provide copies of his Health and Safety Policy as well as other Service related Health and Safety documents and requirements including but not limited to:

· Risk Assessments of all activities along with control measures applied

· Control of Substances Hazardous to Health (COSHH) assessments

· Safe Working Procedures

· Personal Protective Equipment specification and provision

· Spillage clean up procedure

· Employee hygiene and welfare facilities provided on the collection vehicle and at the Contractor’s operational base

· Arrangements for employee health surveillance and arrangements for vaccination

· Managerial, supervisory and organisational arrangements for ensuring Health and Safety of the service and compliance by employees

· Employee qualifications

· Training Plan

· Reporting, investigation and analysis procedures for all accidents and near miss accidents

· Accident records for the last three years

· Emergency procedures

In designing, operating and managing the Stray Dog Collection and Kennelling Service, the Contractor shall establish a safe system of work which should include but not be limited to ensuring:

· That employees are properly trained in the task including manual handling and personal hygiene.

· That each employee engaged in the collection of Stray Dogs is trained and equipped to properly manage this Contract.

· That collection vehicles are designed specifically for the purpose, in good condition and the load area is totally enclosed, leak proof, easily cleaned and with lockable doors and complies with animal welfare legislation and other relevant Transport related legislation.

· The provision of hand washing facilities.
· The provision of a washing off facility for Contractors vehicles and for the use of Authorised Council Personnel in an emergency.

· That the contractor shall observe the Authority’s no smoking policy throughout Authority buildings and premises in the course of visiting or working at any of the Authority or other customer sites. 

1.16
CUSTOMER CARE
The Contractor shall ensure that all employees and volunteers are well trained and motivated to deliver a high quality service and achieve high levels of customer satisfaction. They must be customer focused, well informed, helpful and friendly. Frontline operatives shall be equipped with smart clean uniforms which shall be worn at all times when at work, and a kempt appearance. All employees shall be trained to answer customer enquires in a positive helpful way and act as good ambassadors for the Authority. Customer training shall include dealing with young and vulnerable people.
Every effort shall be made to ensure that the Service is undertaken without causing disruption, hindrance, obstruction, offence or annoyance to the public.  Vehicles shall be driven with the utmost courtesy and in compliance with the Highway Code.
The Contractor must supply appropriate uniform and protective equipment that complies with Health and Safety legislation. 

Any vehicle used on this Contract must be well maintained and in a clean condition.

The Service shall be operated following the principle of ‘right first time’ and with the objective of operating with zero complaints. However, the Contractor shall ensure that any complaints that are received are properly managed, investigated, acted upon and responded to promptly. Where the Contractor is at fault appropriate redress including an apology shall be provided. All complaints shall be immediately recorded and the Authorised Officer shall be informed. Where valid, and where possible, complaints will be rectified and an apology given within a day of receipt of the complaint. Where investigation takes longer a response shall be given within the Authority’s Corporate standard.

The Contractor shall take account of complaints and customer feedback to assist in regularly reviewing the Service performance to assist in continuous improvement in discussion with the Authorised Officer.

The Contractor shall have in place training and systems to facilitate and encourage operational staff to report any problems to the Authority with the objective of identifying issues before they are reported by the public.

1.17
QUALITY AND PERFORMANCE MONITORING
The Contract must be carried out to the satisfaction of the Authorised Officer. The Authorised Officer will carry out inspections to determine whether the standard expected is being achieved. The Authorised Officer will notify the Contractor of an inspection which does not meet the contract specification. The Contractor shall notify the Authority if they wish to be present during inspections but will not be given advance notice of where and when inspections will be undertaken.  

Any unsatisfactory work will be subject to the Default provisions of the Contract and the Default Procedure set out in the Specification and may include but not be limited to: 

· Stray dogs are not collected within the agreed time.

· Vehicle operation not in accordance with the requirements of the Contract. 

· Failure to properly reunite or re-home a stray dog.

· Failure to report the seizure of a dangerous dog under the Dangerous Dog Act.

· Failure to provide adequate/licensed boarding facilities for the animals.

· Causing damage to property whether public or private.
· Causing nuisance or inconvenience to members of the Public. 

· Failure to remove all waste and cleansing and disinfecting any spillage created during the collection operation.  

· Failure to maintain operational vehicles in a clean and tidy condition.
· Failure to provide required data or information within set timescales.
Where there is an unavoidable delay to the contract requirement, the Contractor shall notify the Authorised Officer at the earliest opportunity with a solution to rectify the delay. 

The Authority reserves the right to undertake any other forms of survey as it sees fit, including questionnaires, public opinion surveys etc., in order to assess the quality of the service provided by the Contractor 

1.18
DEFAULT PROCEDURE
The Authority requires the performance of the Service to be at a high standard. The Authorised Officer shall be entitled to take steps to ascertain whether the Contractor has performed the Service in accordance with the Contract. In forming his opinion the Authorised Officer will be entitled to rely on the report and views of his representatives and take account of reports of service omissions or failures from members of the public and customers of the Service. 

If any part of any Service is found to be defective or different in any way from the Specification or otherwise has not been provided to the Contract Standard other than as a result of a default or negligence on the part of the Authority, the Contract Terms and Conditions will be applied.

The Authorised Officer shall inspect all boarding facilities on at least a monthly basis, in particular those sites or locations subject to complaints.

1.19
OPERATIONAL HOURS
Normal working days are to be Monday to Friday between 0800: to 22:00 hours and Saturday and Sundays between 09:00 and 20:00 hours, 365 days per year. 
This includes Public Holidays. 

1.20
CONTRACT LIAISON AND SUPERVISION
The Authority and the Contractor shall appoint an Authorised Officer and Contract Manager respectively before the commencement of the Contract Period who will be responsible for ensuring compliance with the Contract.  

Any notice given to the Contract Manager by the Authority shall be deemed to be given to the Contractor. The Contractor will ensure that contact by telephone, E-mail and facsimile with the Contract Manager is possible at all times and that supervisory staff are available to be contacted by the Authority at all times to deal with any serious problems.

The Contractor shall ensure that the Authority is informed of any changes to the service at the earliest possible opportunity and that any shortfall in the service requirement is reported immediately.

The Contractor will either host or be required to attend quarterly performance reviews. These will provide an opportunity to evaluate contract performance including any operational actions relayed to the Contractor during day to day management.

1.21
RESERVE AND EMERGENCY COVER
The Contractor shall provide throughout the Contract Period sufficient properly trained and equipped backup staff and vehicles to ensure the Service is undertaken in accordance with the Contract Specification without disruption, even when staff and vehicles normally employed on the Service are unavailable. The business continuity planning shall take account of all possible eventualities including inclement weather.

1.22
SUSTAINABILITY
The Service shall be designed, operated and managed sustainably minimising the environmental burdens and impact. In particular noise and waste pollution associated with the detention of the stray dogs.

In operating the services the Contractor shall ensure that systems are in place to minimise accidents and the potential for damage to vehicles, plant and equipment employed in delivering the Service and minimise damage to third party property.

1.23
FRAUD 
The Contractor shall have a comprehensive sound management, financial operating and monitoring systems to minimise the potential for fraud against the Contractor and the Authority.

1.24
INFORMATION AND DATA REQUIREMENTS
The Contractor shall provide data and information to the Authorised Officer as required by and in the format required by the Authorised Officer. The information and data shall include but not be limited to:

· The data sheets required for the statutory register and further data as detailed in paragraph 1.13.
· Stray Dog collections not undertaken along with the reason for non-collection shall be provided to the Authorised Officer immediately, either by telephone or via Email.

· Details of complaints received, provided within 24 hours.

· Records of complaints dealt with along with the results of the investigation and resolution provided at the end of each week.

· Staff Training records to be provided on request. 

· The Animal Boarding Establishment licence (renewable annually) to be made available as required. 

1.25
INVOICING
Invoices shall be submitted within 15 days of the end of each calendar month. The Contractor shall invoice the Authority for any Services provided by the Contractor in that calendar month. The data mentioned in paragraph 1.13 must also be submitted with the invoice. 

Please see Appendix E (Terms and Conditions) which specify invoicing requirements.

1.26
SUB-CONTRACTOR
The Contractor shall not sub-contract any part of this Contract or carry out third party works without the specific prior written consent of the Authorised Officer.

1.27
DANGEROUS DOGS

When requested to assist Council Officers in restraining Dangerous Dogs and subsequently attend Court to give evidence.

1.28
PRESS / PUBLICITY

The Contractor must refer to the Council’s Communication Manager any enquiry received from the media without making any comment to the media. 

APPENDIX 2 
QUOTATION FORM

(The Supplier completes this form)

QUOTATION FOR: THE PROVISION FOR STRAY DOGS COLLECTION

AND KENNELLING SERVICES ( please note the Council cannot guarantee these levels, they are estimates only for the purposes of evaluation.  The Contractor will be expected to accommodate above or below)
CLOSING DATE: 10am on the 16th NOVEMBER 2015
I/We confirm that I/we can supply the Contract as specified in the Invitation to Quote for a total cost of £____________(inset the figure in words here) exclusive of value added tax (VAT). 
	ITEM
	DESCRIPTION
	UNIT OF MEASURE
	EST. Qty p.a
	PRICE per unit
	PRICE pa

	1
	Detention of Stray Dog Kennel Boarding Facility – First day includes assessment of dogs
	Daily rate per dog
	200
	
	

	2
	Detention of Stray Dog Kennel Boarding Facility for subsequent days (up to a maximum of six)  Includes continual assessment of dogs
	Daily rate per dog
	150
	
	

	3
	Collection of Stray Dog by Kennel Personnel during the hours 09:00 to 17:00 Monday to Friday
	Per dog
	10
	
	

	4
	Collection of Stray Dog by Kennel Personnel during the hours 08:00 to 09:00 and 17:00 to 22:00 Monday to Friday and 09:00 to 20:00 Saturday to Sunday
	Each dog
	5
	
	

	5
	Collection of Stray Dog by Kennel Personnel during the hours 09:00 to 20:00 on any Bank Holiday
	Per dog
	5
	
	

	
	
	
	GRAND TOTAL
	

	Provisional Item – Fee applied to dog owner & retained by Contractor

	8
	Maximum Return fee (applied direct to dog owner)
	Per dog
	
	
	


ALTERNATIVE SERVICES/COSTINGS

The quotation may be based on the information provided in the Specification and the cost schedules referred to above must be completed in the manner requested.

The Authority will, however, additionally consider alternative pricing mechanisms, changes to the services which may reduce the costs and additional services.  These must be submitted on separate sheets of paper and be cross-referenced to this paragraph.
	DETAILS OF SUPPLIER



	Company name:


	

	Address:


	

	Quotation prepared by:


	

	Address:

(If different from above)


	

	Telephone Number:


	

	Mobile Number:


	

	Email address:


	

	Signature:


	

	Date:


	


APPENDIX 3
WHISTLEBLOWING and CONTRACTORS

The Council’s advice to third parties contracting with it

The Council is committed to the highest possible standards of openness, probity and accountability. In line with that commitment we encourage contractors and others with serious concerns about any aspect of the Council's work to come forward and voice those concerns. This document makes it clear that you can do so without the fear of discrimination or disadvantage

The policy applies to all contractors working for the Council on Council premises, for example, agency staff, builders, and cleaners. It also covers Suppliers and those providing services under a contract with the Council in their own premises.

This Whistleblowing Policy is intended to cover concerns such as:

· unauthorised use of public funds;

· possible fraud or corruption;

· health and safety risks;

· damage to the environment;

· sexual harassment or physical abuse;

· unethical conduct.

The Council will do its best to protect your identity when you raise a concern and do not want your name to be disclosed. It must be appreciated that the investigation process may reveal the source of the information and a statement by you may be required as part of the evidence, particularly if the Police or External Auditors become involved. In order to take effective action, the Council will need proper evidence which may be required to withstand examination in Courts or Tribunals.

As a first step, you should normally raise concerns one of the following senior officers of the Council: 

· Chief Executive;

· Section 151 Officer;

· Monitoring Officer; or

· Head of Governance.
Concerns are better raised in writing. You are invited to set out the background and history of the concern, giving names, dates and places where possible, and the reasons why you are particularly concerned about the situation. If you do not feel able to put your concern in writing, you can telephone or meet the appropriate officer.

The Council will respond to your concerns. Do not forget that testing out your concerns is not the same as either accepting or rejecting them.

Within ten working days of a concern being received, the Chief Executive or relevant officer, depending upon whom you have approached and the circumstances of the case, will write to you:

· acknowledging that the concern has been received indicating how it is proposed to deal with the matter if possible at such an early stage

· giving an estimate of how long it will take to provide a final response if possible at such an early stage

· telling you whether any initial enquiries have been made, and

· telling you whether further investigations will take place, and if not, why not. 

The full text of the Whistleblowing Policy is available on the Council’s website www.wyrebc.gov.uk

The policy is intended to provide you with an avenue to raise your concerns

with the Council. The Council hopes you will be satisfied. If you are not, and if you feel it is right to take the matter outside the Council, the following are possible contact points:

· Audit Commission Anti-Fraud and Corruption Unit 020 7630 1019

· The Police 01253 293933.
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