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[bookmark: _Toc519518242]1. Introduction

In accordance with the terms and conditions of CCS Framework RM3804 – Technology Services 2 the Department for Transport (DfT) invites proposals for the following GOODS / SERVICES. 

[bookmark: _Toc256417229]The Driver and Vehicle Licensing Agency (DVLA) is an Executive Agency of the   Department for Transport, based in Swansea and employs around 5,000 staff. The Agency’s primary aims are to facilitate road safety and general law enforcement by maintaining accurate registers of drivers and vehicle keepers and to collect Vehicle Excise Duty. 
[bookmark: _Toc519518243]2. Background to the Requirement
DVLA leads the way in Government in providing electronic service channels to its customers, with the aim of becoming a hub for digital motoring. The requirement is to provide an onsite engineer Mon-Fri 8 Hours a day to provide a managed cabling service to help achieve this.

[bookmark: _Toc253400957][bookmark: _Toc256417230][bookmark: _Toc519518244]3. Procurement Timetable

	DATE
	ACTIVITY

	17/07/18
	Release of the ITT to all potential tenderers

	17/07/18
	Clarification period starts

	24/07/18
	Clarification period closes (“Tender Clarifications Deadline”)

	25/07/18
	Deadline for the publication of responses to Tender Clarification questions

	01/08/18
	Deadline for submission of Tenders to (“Tender Submission Deadline”)

	03/08/18
	Intention to award notification issued to successful and unsuccessful tenderers.

	03/08/18
	TUPE negotiations can commence (if appropriate).

	03/09/18
	TUPE negotiations to be completed (if appropriate).

	10/09/18
	Planned date for appointment of Suppliers to the Contract 

	10/09/18
	Publication of the tender outcome on Contracts Finder.



[bookmark: _Toc177969166][bookmark: _Toc180380665][bookmark: _Toc256417231][bookmark: _Toc519518245][bookmark: _Toc177969167][bookmark: _Toc180380666]4. Scope

[bookmark: _Toc253400959][bookmark: _Toc256417232]The requirement is to provide an onsite engineer Mon-Fri 8 Hours a day to provide a managed cabling service. In addition the contract will cover Out of Hours (OoH) cabling moves on the Swansea DVLA sites along with any materials required for cabling works.  The following is a list of the salient scope points of the requirement that suppliers should provide detailed responses on within their tender bid along with a full estimated cost model: 

· Data outlet moves
· Data outlet additions
· Data outlet removal
· Cabling fault investigation and repair
· Local site survey
· Patching
· Project works and management
· Provide quotes to supply materials for projects
· Look after documentation related to Datacentres and comms rooms cabling capacity. 
· Quarterly Service review 
Suppliers shall provide a statement regarding the scope of their Business Continuity and Disaster Recovery Plans to protect the Agency from the consequences of business interruptions.

Suppliers shall supply a list of their engineers qualifications/accreditations or a CV detailing qualifications. See embedded document below as an example.




Suppliers shall provide the standards that their cables adhere to.

Following contract award you will be expected to provide contact details for your accounts department.

It is expected that test equipment is well maintained and regularly calibrated. Please advise how often this is carried out.

Out of hours work may be required on occasion. Please provide a rate card for out of hours work. 

Please provide a timeline regarding the provision of an engineer in the event of an out of hours incident.

Suppliers shall provide detail of how your help desk operates.
[bookmark: _Toc519518246]5. Implementation and Deliverables

This is a two year contract with an additional option to extend for a further year. The contract commences on 12th September 2018 with the deliverables of the scope in section 4 being constantly applied throughout the duration of the contract.
[bookmark: _Toc177969168][bookmark: _Toc180380667][bookmark: _Toc256417233][bookmark: _Toc519518247]6. Specifying Goods and / or Services

In general terms the Specification should contain:

A description of the outputs (for services) or functionality and performance requirements (for goods)
The performance measures to be monitored over the period of the contract
The boundaries of the requirement (what is included and what is not). 
[bookmark: _Toc177969172][bookmark: _Toc180380671][bookmark: _Toc256417234][bookmark: _Toc519518248]7. Quality Assurance Requirements 	
[bookmark: _Toc256417236]Suppliers shall provide a statement regarding the scope of their Business Continuity and Disaster Recovery Plans to protect the Agency from the consequences of business interruptions.

Suppliers shall confirm that they can meet all of the requirements of the Health and Safety checklist embedded below if requested during the contract.





	  

[bookmark: _Toc519518249]8. Other Requirements

Information Assurance 

The engineer resource will require National Security Vetting clearance to Security Check (SC) level. This clearance will be required for the length of the contract.
	
Removable Media (Mandatory)

Tenderers should note that removable media is not permitted in the delivery of this Contract.  Where there is a requirement for Contractor’s Staff to take data off site in electronic format, the DVLA will consider if it is appropriate to supply an encrypted hard drive.

Security Clearance (Mandatory)

Level 3 (Optional, use as appropriate)

Tenderers are required to confirm in their tender response that any Contractor’s Staff that have access to the DVLA site and DVLA Systems, administration rights, sensitive programmes or large blocks of sensitive data must have full Security Clearance.


Information Supply Chain (Mandatory)

Tenderers are required to confirm how DVLA Data will be securely managed at each stage of the Information Supply Chain.  This applies to both Contractors and Sub-Contractors.  Retention schedules will need to be defined and agreed prior to award of contract.

Processing Personal Data (Mandatory)

Please note that the successful tenderer as part of the contract agrees to comply with all applicable requirements of the Data Protection legislation (including the General Data Protection Regulation ((EU) 2016/679), the Law Enforcement Directive (Directive (EU) 2016/680), and all applicable Law about the processing of personal data and privacy).

Offshoring of Government Data (Optional - use when DVLA data will be supplied to the contractor as part of the contract)

Government policy is that data it holds should be protected appropriately regardless of location. 

Offshoring is defined as “Any arrangement where the performance of any part of the services or a solution under a contract may occur outside the UK for domestic (UK) consumption.” 

When offshoring is described, the focus is typically on the physical location where data is hosted (such as where are the data centres located). Whilst physical location of data is a critical part of the offshoring question, it is important to understand how and where data might be logically accessed. Administrators or technical support staff may be located anywhere in the world, with logical access to data.

Tenderers must indicate in their tender response whether any DVLA data supplied as part of the contract, would be offshored. If so, tenderers must confirm the location(s) including the location of any business continuity, disaster recovery and technical support staff.

All Central Government Departments and Agencies are required to seek approval for any proposed offshoring activity, which ensures that information held offshore is appropriately managed and that pan-government risks are identified, tracked and managed, where appropriate. 

In the event that the successful tenderer proposes to offshore any DVLA Data as part of the contract, they would be required to provide details about the processing to be carried out offshore, the privacy risks and the security controls in place to protect the data. If the intention is to store the information in a cloud environment outside the UK, the successful tenderer will also need to confirm the extent to which the environment complies with the cloud security principles. This information would be used to submit the offshoring proposal for approval. 

Any request to offshore must receive clearance prior to the commencement of any data processing activity.
Redundant Equipment (Optional, use when redundant equipment is a consideration)
Any redundant equipment that will have captured any DVLA sourced data must be disposed of securely on the DVLA Site.



Health and Safety



 

	
The DVLA requires its contractors to fully comply with its Health and Safety Policy and follow  all applicable UK and EU Health and Safety Legislation, Acts, Orders, Regulations and Approved Codes of Practices, at all times.

Tenderers should:

· Have an appointed competent person responsible for H&S, details to be made available to DVLA on request.
· Have emergency arrangements and plans for their goods/product/service, and observe DVLA’s arrangements whilst on site, or through the course of the business, or contract.
· Have adequate provision for your own first aid when on site.
· Have an accident reporting and recording process for all near miss, accidents/incidents, or violent and aggressive behaviours. Any incident on DVLA site should be reported immediately to the DVLA’s Health and Safety Team.
· Communicate with DVLA on any health and safety matter or issue in relation to the contract/product/supply of goods or service, notifying DVLA of any Health and Safety hazard which may arise in connection with its supply of goods, products or services.
· Indemnify DVLA in the instance where failure of the company’s product/service, acts or omissions, with regards to health and safety, results in an economic penalty, time delay, issue, accident/incident or claim against the Agency. 
· Have suitable and sufficient insurance cover for all business/products/services supplied/that are provided to DVLA.
· Have documented, suitable and sufficient, risk assessments and method statements, covering all significant activities and deliveries of products, goods and services. Copies to be made available to DVLA on request.      
· Provide suitable and sufficient health and safety training, information and instruction for all its employees/contractors/subcontractor. Records to be made available on request. 
· Engage with DVLA’s Security/Estates Management Group to arrange access to all DVLA premises/buildings.
· Comply with all vehicle and driver legal requirements and DVLA policies whilst driving on premises or conducting business for DVLA. 





Diversity and Inclusion




Business Continuity

Suppliers shall provide a statement regarding the scope of their Business Continuity and Disaster Recovery Plans to protect the Agency from the consequences of business interruptions.

Procurement Fraud



[bookmark: _Toc519518250]9. Management and Contract Administration
[bookmark: _Toc177969176][bookmark: _Toc180380675][bookmark: _Toc256417238]Detail a proposed approach to contract management over the course of the contract and detail the Purchase to Pay Process. 

DVLA will meet quarterly with the successful supplier to discuss the performance measures of the contract.  With regards to the 
[bookmark: _Toc177969175][bookmark: _Toc180380674]
DfT is committed to removing barriers to SME participation in its contracts, and would like to also actively encourage its larger suppliers to make their sub-contacts accessible to smaller companies and implement SME-friendly policies in their supply-chains (see our website for further information). 

To help us measure the volume of business we do with SMEs, our Form of Tender document asks about the size of your own organisation and those in your supply chain. 

If you tell us you are likely to sub-contract to SMEs, and are awarded this contract, we will send you a short questionnaire asking for further information. This data will help us contribute towards Government targets on the use of SMEs. We may also publish success stories and examples of good practice on our website.

Please see invoicing procedures embedded below.



[bookmark: _Toc519518251]10. Training / Skills / Knowledge Transfer 
To be agreed with DVLA Contract Owner/business area post contract award.

[bookmark: _Toc177969177][bookmark: _Toc180380676][bookmark: _Toc256417239][bookmark: _Toc519518252]11. Documentation
To be agreed with the DVLA Contract Owner post contract award.

[bookmark: _Toc408585090][bookmark: _Toc519518253]12. Arrangement for End of Contract

The Contractor shall fully cooperate with the Authority to ensure a fair and transparent re-tendering process for this contract. This may require the Contractor to demonstrate separation between teams occupied on the existing Contract and those involved in tendering for the replacement contract to prevent actual (or perceived) conflicts of interest arising.

[bookmark: _Toc256417240][bookmark: _Toc519518254]13. Evaluation Criteria
Overview of the Evaluation Process

The wording below sets out and explains the procedure, stages and process by which Tenders will be assessed.  The evaluation procedure is divided into two key stages;
[bookmark: _Ref285636769]Selection Stage 
DVLA will assess responses to the Mandatory and Discretionary Grounds for Exclusion, Economic and Financial Standing and Technical and Professional Ability in accordance with paragraph 1 below (“Selection Stage”).
[bookmark: _Ref285636786]Award Stage 
DVLA will assess responses to the requirement in accordance with paragraph 2 below (“Award Stage”).

1. [bookmark: _Ref284767543]Tenders that do not meet the criteria at the Selection Stage may be disqualified from further consideration in this procurement and will not be evaluated at the Award Stage.

Selection Stage – Grounds for Exclusion
In certain circumstances DVLA is required by law to preclude Tenderers from participating in this Procurement.  If a Tenderer cannot answer ‘no’ to every statement in the Grounds for Mandatory Exclusion it is very likely the Tender will be rejected and disqualified from further participation in this procurement.
DVLA is entitled to preclude a Tenderer from further participation in this procurement if any of the statements in response the Grounds for Discretionary Exclusion apply. 
[bookmark: _Ref275265859]If a Tenderer cannot answer ‘No’ to every statement it is possible that the Tender will be rejected and disqualified from further participation in this procurement. If any of the statements do apply, the Tenderer should set out the full facts of the relevant incident and any remedial actions taken. The information provided will be taken into account by DVLA in considering whether or not the Tender will be permitted to proceed any further in this procurement.

Selection of Tenders for the Award Stage 
Following evaluation of Tenders at this Selection Stage, those Tenderers whose Tenders have been excluded will not proceed to the Award Stage.  
[bookmark: _Ref284504457][bookmark: _Ref284857382][bookmark: _Toc380578635]Any Tenderer disqualified at Selection Stage will be notified, in writing.
Award Stage 

2. The Award Stage will comprise of three elements:

· an evaluation of mandatory requirements (if applicable). These will be assessed on a pass/fail basis. Tenders that fail any of the mandatory requirements may be disqualified from further consideration.
· an evaluation of the Tender based on Quality Factors; and
· an evaluation of the prices tendered.


Quality Factors:

Selection will be based on the evaluation criteria encompassing the most economically advantageous tender, which demonstrates a high degree of overall value for money, competence, credibility and ability to deliver.

This tender will be evaluated using the following weightings to obtain the optimal balance of quality and cost.

Quality 60%
Price – 40%

[bookmark: _Toc256417241][bookmark: _Toc519518255]14. Points of Contact

	Procurement Contact
	Name
	Alun Davies

	Commercial Advisor
Commercial Directorate
	Tel
	01792 782025

	
	e-mail
	Alun.john.davies@dvla.gsi.gov.uk

	
	Address
	Commercial Directorate, Longview Road, Swansea, SA6 7JL

	Project Lead
ITS Directorate 
	Name
	Jonathan Bennett

	
	Tel
	01792 788888

	
	e-mail
	Jonathan.bennett@dvla.gsi.gov.uk



All queries/ questions should be sent to the procurement contact
[bookmark: _Toc253400972]
Annex A





[bookmark: _Toc519518256]Annex B – Evaluation Criteria: Quality Factors



The quality factor will be evaluated against the Excel spreadsheet attached above (please note: there are two tabs).



In order for DVLA to assess the value for money you provide for cabling materials, please provide a quote for the items requested in the Cabling prices Excel sheet above.

Please also provide a (per annum) salary for an engineer qualified as detailed in the ‘Cabling qualifications’ attachment (embedded in section 4).

Price will be evaluated using the spreadsheet below. 


[bookmark: _GoBack]
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Diversity and Inclusion Policy 


1. Why is it important to us? 


DVLA’s business is  UK wide  and our customer base represents all sections of our society. 
We aim to be representative of modern Britain and the needs of a diverse society.  
 
For us as Civil Servants, the Civil Service Code sets out values and expectations about how 
we should behave and interact with each other and our customers. The core values of the 
code are: 
  


 integrity’ is putting the obligations of public service above your own personal interests 


 ‘honesty’ is being truthful and open 


 ‘objectivity’ is basing your advice and decisions on rigorous analysis of the evidence 


 ‘impartiality’  is acting solely according to the merits of the case and serving equally  
well governments of different political persuasions. 


 


Having Diversity and Inclusion threaded through our business processes and day to day 
actions with customers and each other is key in achieving on our aims outlined above as well 
as demonstrating  the values of the Code.  


DVLA’s Diversity Champions are the Executive Team - our most senior leaders. This gives 
focus, direction and commitment from the very top on working to put Diversity and Inclusion 
principles in the heart of our business.   


Each Champion works with their Staff Networking Group to gain feedback and identify 
challenges that might arise for the staff they represent and they work together to address 
them.     


We believe that a commitment to our diverse workforce and customers is critical to our 
business success. 


We are clear that there are business benefits in using the diverse range of views, our 
workforce and customers have to develop and grow our services.  


We have a foundation of Customer knowledge and insight on which to build and map our 
customers’ journey and experiences. It will inform our actions in meeting the needs of our 
customer base of over 80 million people. 


2. How will we work to achieve this? 


We will reinforce our approach by incorporating it in our day to day working practices and 
dealings with our customers, colleagues and the many partner organisations we work with. 
It’s not something one team can deliver. Everyone in the DVLA and those who work with us 
as suppliers or partners have a part to play in building a more inclusive organisation. 
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Our aim is to build mutual understanding and better working relationships inside and outside 
the organisation.  


We will not tolerate, bullying harassment or discrimination by staff, customers or partners we 
work with. Where staff feel they have been subjected to inappropriate behaviour we have line 
managers, Harassment Contact Officers, Mediators, TUS colleagues and an Employee 
Assistance programme to support them.  


To enforce this we will aim, where it is appropriate to do so, to resolve any issues informally. 
If a situation requires a disciplinary approach we have the necessary mechanism available to 
deal with inappropriate behaviour. 


If customers feel they have been treated inappropriately they have access to the Agency 
Complaints Procedures, where we will aim to resolve their issues informally in the first 
instance.   


Whilst the Equality Act 2010 specifies grounds on which discrimination may occur and be 
unlawful, we recognise that , bullying, harassment or discrimination  may occur because of 
other characteristics not covered by the legislation and so will not tolerate such action on any 
grounds. 


Some examples of how we will demonstrate our commitments outlined above will be: 


● seek to break down barriers to entering our workforce through: 


○ reviewing our recruitment methods 


○ undertaking outreach within the community to identify barriers 


○ seeking out best practice on inclusive recruitment  


○ using positive action to redress under-representation 


● use management information to track our actions and progress 


● seek a wide range of views from our customers and other external partners when 


developing and revising services and procedures, recognising that some groups will 


have some specific needs when accessing our services. Equality Impact Assessments 


will help us to examine this  


● include best practice approaches  in our service delivery and employee policies and 


procedures, supporting these with appropriate training and guidance to fulfil our legal 


obligations  


● measure and report on the effectiveness of our service delivery through our customer 


feedback channels   


● use our management information to inform service and policy development  to 


continuously improve our customer experience. 


 


In DVLA we continuously strive to achieve:   
 


● a safe environment free from bullying, harassment and discrimination  


● access to quality services that are made available by us  
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● access for  all in opportunities for personal  and  professional development  


● access to progression and promotion opportunities  


● full participation in the workplace and celebration of its diversity for all. 


3. How will we make it happen?  


This policy sets out our strategic approach on Diversity and Inclusion.It will be supported by  


specific policies which relate to  protected characteristics which will also be available on the 


intranet. 


The Executive Team is responsible for ensuring we meet our legal obligations and deliver on 


our strategic plan, these policy principles supports the delivery of these. Diversity 


Champions are responsible for giving strategic leadership and calling us all to account on 


delivery, whilst challenging each other too.    


   


Managers are responsible for: 


 


● fostering a culture in which equality and diversity issues are actively promoted and 


integral to the way we work with each other and our customers  


● demonstrating how diversity and inclusion are integral to local business plans 


● ensuring staff are encouraged, supported and enabled to reach their full potential 


● developing and maintaining an environment that is free from bullying, harassment, 


discrimination and victimisation and resolving complaints. 


 


All Individuals are responsible for: 


 


● building an environment free of fear or intimidation and which celebrates diversity 


ensuring that their behaviour and actions do not amount to bullying, harassment, 


discrimination or victimisation in any way 


● challenging unacceptable behaviour  


● recognising that customers will have many and differing needs and work to reduce any 


barriers they have in accessing and using our services.   


 


Delivery Partners are responsible for: 


 


● ensuring they read these policy principles and  understand what this means for them 


and those working with DVLA on their behalf, seeking clarification where necessary 


● ensure that in delivery of services or acting on our behalf they ,or their staff, do not 


breach this policy 


● ensure  all those acting on their behalf  understand their responsibilities under this 


policy  and are aware of the action the delivery partner will take to deal with any 


breaches 
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● maintain appropriate confidential records to track service delivery as requested by 


DVLA. 


 


Everyone working for us and with us, as partners in delivering our services, has a personal 


responsibility for implementing and promoting these policy principles in their day-to-day 


dealings with customers and our staff.  


  


4. What happens when people don’t adhere to these principles? 


We will look at the facts and the reasons why something has happened, undertake the 


necessary investigations e.g. disciplinary or contract discussions and take appropriate 


action.   


5. Checking how we are doing  


To help us meet our legal obligations as a Public Sector Employer and as part of tracking our 


progress, we will collect information and statistical data.  


We will therefore: 


● encourage staff to self identify &  voluntarily record details of their gender, disability, 


race, age, sexual orientation and religion or belief, to help us monitor our progress on 


diversity and equality  


● include questions on equality  in annual staff surveys  


● consult  with internal and external groups to check how effective  this policy and its 


application is 


● monitor our customer complaints, analysing information on the experiences of different 


customer groups 


● utilise our customer feedback channels to seek specific information 


● utilise other feedback channels e.g. with suppliers or other partners. 


 


 


6. Confidentiality 


Personal information relating to a person’s background or profile is defined as ‘sensitive 


personal data’ under the 1998 Data Protection Act and this means that in most 


circumstances consent of the person is required for that information to be disclosed. 


Information given in confidence, including emergency contact details will remain confidential 


and secure. 


7. Publication  


We will publish anonymised  diversity information and make public our achievements and 


areas for further improvement as well as:  
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 the hard data obtained 


 actions and progress to address the issues identified. 


  


8. Relevant Legislation    


We will implement this policy in accordance with current legislation and codes of practice. 


Further information can be found at: 


 


Equality and Human Rights Commission (EHRC) 


https://www.equalityhumanrights.com/en 


 


Government Equalities Office (GEO) 


https://www.gov.uk/government/organisations/government-equalities-office 


 


The policy will be reviewed every three years or sooner if required.  


 


This is the third version – Oct 2016. 


 



https://www.equalityhumanrights.com/en

https://www.gov.uk/government/organisations/government-equalities-office
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DVLA’s Corporate Environmental Policy


Policy statement 
The Driver and Vehicle Licensing Agency, Swansea, is committed to preventing pollution and 
continually improving its environmental performance. 


Description 
DVLA’s operational activities and the individual activity of its staff does affect the environment. 


The aim of this policy is to tell staff, contractors, suppliers and the public that DVLA is committed to 
reducing any negative effect. 


Our policy is to continually improve our environmental performance by: 


•	 reducing our greenhouse gas emissions from energy use 
•	 reducing waste and maximising recycling 
•	 reducing our greenhouse gas emissions from business travel, and 
•	 controlling our use of water. 


Delivery and monitoring 
We will: 


•	 comply with applicable legal and other requirements which relate to our environmental aspects
•	 meet or exceed the terms of the government’s policy on the environment 
•	 prepare for policy changes and tighter targets 
•	 set targets to measure our impact on the environment 
•	 encourage staff, contractors and suppliers of services to reduce their impact on the environment 
•	 produce regular reports for the executive board and senior managers on threats to our performance 
•	 produce accurate, easy to understand interim reports if asked for, and 
•	 make sure our emergency response plans for major incidents consider all significant  


environmental impacts.
Although as chief executive, I am responsible for the environmental performance of DVLA, I expect all 
staff, contractors and suppliers involved in DVLA’s business to share this responsibility. 


Review 
This policy is on the DVLA section of the DfT website for public information and on DVLA’s intranet site 
for staff information. The environmental management team will review the policy:


•	 annually
•	 when there are significant changes to legislation or regulations
•	 if the government’s policy changes, or 
•	 when management ask them. 


Policy owner: Oliver Morley


Name of originator: Julia Ashford


Date of last review: January 2017	


Date of next review: January 2018


INF123/1 
1/17


Buying a vehicle?
The tax is no longer transferable so you must tax it 


before you use it.
www.gov.uk/vehicletaxrules
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DVLA Health  
and Safety Policy 


INF119 
5/17


Health at Work: The Corporate Standard Winners       
DVLA is an Equal Opportunities Employer


Human Resource  
and Estates



http://www.gov.uk/dvla
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DVLA Health and Safety Policy


Introduction 


In my role as Chief Executive I am accountable to the 
Permanent Secretary for the DVLA’s health and safety 
performance. I have overall responsibility to ensure 
that the agency has complete and comprehensive 
arrangements for health, safety and welfare issues. 
The Executive Board has responsibility for health, 
safety and welfare management across the agency. 
The Human Resources Director has responsibility for 
overall policy development of these issues within  
the agency. 


I expect all managers to give similar importance to these issues in their 
operational area and when determining local priorities, plans and resource 
allocation. I also recognise the valuable role played by Health and Safety 
Personnel and Safety Representatives appointed by Trade Unions. 


This Health and Safety Policy statement is to be observed by staff 
throughout the agency. It reflects the importance I attach to the health, 
safety and welfare of all staff and others who may be affected by our 
activities. That includes contractors and visitors to our premises. 


We are committed to promoting the highest standards of health and 
safety in our work places in order to prevent injury and ill health.  
I will ensure arrangements are in place within the agency to deliver  
the following:
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DVLA Health and Safety Policy


Objectives
The agency will meet all current and proposed legal requirements made 
under the Health and Safety at Work etc. Act 1974, together with any 
other health and safety policy commitments that apply. This will be 
achieved through effective risk assessment and the implementation of 
appropriate measures for the prevention or control of risks. DVLA will 
annually set and review health and safety objectives, based on identified 
significant risks. DVLA will promote continual improvement in health and 
safety performance and will provide regular feedback on its progress. 


Systems 
DVLA will put in place systems and procedures designed to ensure a safe 
system of work. As far as reasonably practicable, all equipment, plant, 
premises and work practices will be safe and free from hazards to health, 
and we will do our utmost to ensure that employees, the public and 
others affected by our operations are not exposed to undue risk.


Communications/co-operation 
The policy will be brought to the attention of all staff and contractors. 
Legally all staff must co-operate in establishing and maintaining safe and 
healthy working conditions and avoid any actions which may adversely 
affect their health, safety and welfare or that of colleagues, contractors or 
visitors. Consultation on DVLA health and safety issues will be undertaken 
through the DVLA Joint Health and Safety Committee. 
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DVLA Health and Safety Policy


Monitoring and auditing 
DVLA will monitor and audit health and safety management systems and 
performance and produce an annual report on health and safety reflecting 
our progress, forward plans and innovative initiatives. 


Review 
The policy will be reviewed continuously in order to ensure its relevance 
and appropriateness to the organisation.  
A formal review will be carried out by the agency’s Health and Safety 
Advisory Team annually. The policy will also be reassessed immediately in 
the event of any major change in health and safety legislation, or change 
in our organisation.


This policy is fully endorsed by the Executive Board and will be 
implemented by management throughout the agency. Roles and 
responsibilities will be clearly defined to ensure effective communication, 
provision of information, training and systems for reporting to those with 
delegated responsibilities.


Oliver Morley 
Chief Executive
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            OHSAS 18001 


 


V3.0 


Health and Safety Requirements  
H&S Team checklist  


 
This checklist is used by the H&S team to identify H&S issues that may require further information from a contractor/provider of products or services.  
 
This checklist should be completed with the assistance of the lead officer/contract owner for that contract/product/provider of service.  
 
The lead office/contract owner should note that DVLA has a Health and Safety Policy (INF 119) and has a health and safety management system in 
place which is certificated to OHSAS 18001.  
 
A copy of the Health and Safety Requirements for the product or service contract will be included with the invitation to tender/contract 
documents.  
 
This checklist is to assist the H&S in their discussion with the lead officer/contract owner, on what H&S considerations that should be made for the 
product/service/contract.   
 
To discuss: The DVLA requires and expects all its supply of products/services and contractor(s) to fully comply with its Health and Safety Policy 
and comply with follow  all applicable UK and EU Health and Safety Legislation, Acts, Orders, Regulations and Approved Codes of Practices.  


 
The responsible person, lead officer, should also ensure that contractors who work on site are fully aware of their health and safety conditions for service 
(copy of the Health and Safety Conditions for Service form to be supplied to contractor by lead officer, this should be signed and dated and retained by 
lead officer.)   


 


Name: Kim Hughes/Jonathan Bennett Ext no: 82556 Role: Lead Officer/Senior responsible owner 


Group/Unit: IT controls Location: A block Directorate: ITS 


Product/Service/Contract Description: 
This request is to provide an on-site engineer Monday - Friday 8 Hours a day to provide a managed cabling service. In addition the contract will 
cover Out of Hours (OoH) cabling moves on the three Swansea sites (Morriston, Ty Felin and Llansamlet) along with any materials required for 
cabling works.  
 
Data outlet moves 
Data outlet additions 
Data outlet removal 
Cabling fault investigation and repair 
Local site survey 
Patching 
Project works and management 
Provide quotes to supply materials for projects 
Fibre Installations 
Cat6 Installations 
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Telecom Installations 
Look after documentation related to Datacentres and comms rooms cabling capacity.  
Quarterly Service review  


 


Suppliers will need to provide the following for the on-site engineer: 


FLUKE Cable analyser (Cat6/Fibre Heads) 


Fusion Splicer 


OTDR (SM/MM) 


Hand Polishing Kit 


Telecom Testing Equipment 


Hand Tools 


Laptop 


Branded Workwear 


Car 


Mobile Phone 


 


DVLA will provide the following: 


Network Connectivity 


Access to DVLA email/LAN via desktop PC 


Access to Service now stack for fault calls 


Desk telephone and fixed landline number 


Health & Safety procedures 
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On-site induction 


DVLA Security Pass 


Suppliers to provide evidence the following Mandatory requirements: 
Proof on-site engineer has SC Clearance  
Suppliers to provide details of their Industry Accreditations 
Suppliers to provide details of their Supplier Accreditations 
Suppliers to provide details of their Engineers Accreditations/qualifications 


 


 


Product/Services Yes 
 


No N/A 


Are there health and safety considerations required for the safe use of the product, for example manual handling, display 
screen use, protective equipment, chemicals/ handling, noise etc? Yes, records should be made available on request.                             


   


Does the product require a risk assessment for its safe use and has one been completed? (Will need to be available on 
request, and must be up-to-date). Yes, the service will need to meet all H&S legal requirements and have risk assessments 
carried out.  


   


Does the product require service and maintenance or technical support and is this included? Yes, service supplied will need to 
meet all H&S legal requirements and provider will need to confirm/evidence this.  


   


Does the product require any support equipment/items for its safe use and are they included? Yes, the service supplied will 
need to meet all H&S legal requirements and they will need to confirm /evidence this.  


   


Contractors/suppliers of product must communicate with DVLA on any Health and Safety matter, hazard or issue in relation to 
their product. They will need to notify us of any issue, concern or H&S consideration that the Agency will need to make. 


   


Does the supplying company have suitable and sufficient insurance cover for all business/product/services supplied/that are 
provided to DVLA? Insurance certificates should be up to date available on request. (Indemnification of the DVLA is 
required in the instance where the company’s products/service/acts or omissions with regards to Health and Safety, 
results in an economic penalty, time delay, issue, accident/incident or claim against the DVLA). 


   


Does the product/service have or require use of Health and Safety signage and will this be provided? Different parts/products 
used will have signage this will be required. 


   


Does the supplying company provide health and safety information and instruction for the safe use of its products/services? 
The company will need to demonstrate H&S instructions and information is followed for all of its services. 


   


Is there product related training required for the general use of the product and is this included? All contractors/support 
personnel will need to be competent and trained in the area of work that they are providing service for. This would be a 
mandatory requirement. Evidences of competency will be required, and will be requested prior to work commencing.   


   


Are there any specific arrangements that will be required? Yes, the product and service they supply will need to meet all H&S 
legal requirements and they will need to confirm this. H&S information may be requested prior to the work commencing.   


   


Does the product comply with relevant CE/EU standards/trade mark? Yes, they would need to    
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Does the product comply with copyright and safety standards? Yes     
Does the supplying company have a Health and Safety policy? Is it available? Yes, if more than five staff employed. This 
should be available on request 


   


Suppliers of service must communicate with DVLA on any health and safety matter or issue in relation to the service being 
provided? There should be good communication will be needed between supplier/contractors and DVLA/EMG on all H&S 
matters.  


   


 


Contractors Yes No N/A 


Does the contracting company have an H&S Policy? Is it available on request? Yes    


If working on site, has the contractor had an induction, including H&S information? (Information on Security Passes). Yes    


Does the contractor have an appointed competent person responsible for H&S, and are their details to be available? Yes    


If working on site has the contractor had and completed the health and safety conditions of service form? 
The lead officer to ensure completion and retention on this form 


   


What emergency arrangements and plans are in place for their contractors/goods/products/service? This would need 
discussion prior to any commencement of works. (liaising with EMG/Telerealtrillium)  
Note they should observe DVLA’s arrangement whilst on site, or through the course of the business, or contract.  


   


Does the contractor have adequate provision for first aid and have first aid arrangements?      


Do they have an accident reporting and recording process for all near miss, accidents, or violent and aggressive behaviours? 
All accidents/near misses should be reported. 
Instruction: Any incident should be reported immediately to the DVLA’s Health and Safety Team 
Instruction: Contractor is required to communicate with DVLA on any Health and Safety matter or issue in relation to 
the contract/product/supply of goods or service. 
Instruction: The contractor/supplier shall promptly notify DVLA of any Health and Safety hazard which may arise in 
connection with supply of goods products or services. 
It is expected that the contractor will indemnify DVLA in the instance where failure of the company’s product/service 
acts or omissions, with regards to health and safety, results in an economic penalty, time delay, issue 
accident/incident or claim against the DVLA. 


   


Does the contractor have suitable and sufficient insurance cover for all business/products/service supplied/that are provided to 
DVLA? (In date). Yes, this will be needed.  


   


Does the contractor have documented suitable and sufficient, risk assessments and method statements, covering all their 
significant activities? Copies to be made available to DVLA on request. (In date). Yes, these should be available on request, 
and will be required to any works commencing.  


   


Do they have a health and safety management system in place< (such as HSG65 or OSHAS 18001 certificated.) Or be 
working towards any other health and safety standard/award/management system. (This would be a good to know). 


   


Does the contractor provide their employees/contractors with health and safety training, information and instructions for all its 
activities? Mandatory. (Records may be requested, prior to works commencing).  


   


Does the contractor keep adequate records for its health and safety training for all staff/contractors/subcontractors, If asked are 
they available on request? (E.g. details of certificates/qualifications, records of competency of staff.) 
The contractor/supplier will need to be able to evidence their staff competency. Records should be made available to DVLA on 


   



http://dvlnet:81/passes%20visitors
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request. 


There should be a raised awareness that DVLA Estates Management Service/Telereal Trillium manage access to all DVLA 
premises/buildings. The contractors should liaise with and ensure communication with them for all access to site/premise. 
(When on site, they will be required to follow DVLA’s permit to work requirements. Working with DVLA Estates Management 
Service- Telereal Trillium, who provides/oversees the permit to work system). 


   


The contractor must comply with all vehicle and driver legal requirements and further comply with DVLA policies whilst on 
DVLA premises or conducting their business? Yes 


   


Does the contractor carry out regular maintenance/servicing of all equipment/vehicles/products/services, used/supplied for the 
purpose of the contract agreement? Records should be made available on request.  


   


 
 
A record showing that the above Health and Safety considerations have been made by the Lead Officer/Contract Owner, this should be kept.  A 
copy of the advice will also be retained by the Health and Safety Team. (A copy of this form should be placed in the H&S Contractors file, under Contracts 


tenders and specs). 


 


Confirmation of Discussion   
 


Name: 
(Print) 


Amanda Finn 


Group/Unit: 
 


Health & Safety  Date: 22-05-2018 


Signature: 
 


A J Finn 
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DVLA Health and Safety Policy


Introduction 


In my role as Chief Executive I am accountable to the 
Permanent Secretary for the DVLA’s health and safety 
performance. I have overall responsibility to ensure 
that the agency has complete and comprehensive 
arrangements for health, safety and welfare issues. 
The Executive Board has responsibility for health, 
safety and welfare management across the agency. 
The Human Resources Director has responsibility for 
overall policy development of these issues within  
the agency. 


I expect all managers to give similar importance to these issues in their 
operational area and when determining local priorities, plans and resource 
allocation. I also recognise the valuable role played by Health and Safety 
Personnel and Safety Representatives appointed by Trade Unions. 


This Health and Safety Policy statement is to be observed by staff 
throughout the agency. It reflects the importance I attach to the health, 
safety and welfare of all staff and others who may be affected by our 
activities. That includes contractors and visitors to our premises. 


We are committed to promoting the highest standards of health and 
safety in our work places in order to prevent injury and ill health.  
I will ensure arrangements are in place within the agency to deliver  
the following:
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DVLA Health and Safety Policy


Objectives
The agency will meet all current and proposed legal requirements made 
under the Health and Safety at Work etc. Act 1974, together with any 
other health and safety policy commitments that apply. This will be 
achieved through effective risk assessment and the implementation of 
appropriate measures for the prevention or control of risks. DVLA will 
annually set and review health and safety objectives, based on identified 
significant risks. DVLA will promote continual improvement in health and 
safety performance and will provide regular feedback on its progress. 


Systems 
DVLA will put in place systems and procedures designed to ensure a safe 
system of work. As far as reasonably practicable, all equipment, plant, 
premises and work practices will be safe and free from hazards to health, 
and we will do our utmost to ensure that employees, the public and 
others affected by our operations are not exposed to undue risk.


Communications/co-operation 
The policy will be brought to the attention of all staff and contractors. 
Legally all staff must co-operate in establishing and maintaining safe and 
healthy working conditions and avoid any actions which may adversely 
affect their health, safety and welfare or that of colleagues, contractors or 
visitors. Consultation on DVLA health and safety issues will be undertaken 
through the DVLA Joint Health and Safety Committee. 
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DVLA Health and Safety Policy


Monitoring and auditing 
DVLA will monitor and audit health and safety management systems and 
performance and produce an annual report on health and safety reflecting 
our progress, forward plans and innovative initiatives. 


Review 
The policy will be reviewed continuously in order to ensure its relevance 
and appropriateness to the organisation.  
A formal review will be carried out by the agency’s Health and Safety 
Advisory Team annually. The policy will also be reassessed immediately in 
the event of any major change in health and safety legislation, or change 
in our organisation.


This policy is fully endorsed by the Executive Board and will be 
implemented by management throughout the agency. Roles and 
responsibilities will be clearly defined to ensure effective communication, 
provision of information, training and systems for reporting to those with 
delegated responsibilities.


Oliver Morley 
Chief Executive
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Health and Safety Requirements  
H&S Team checklist  


 
This checklist is used by the H&S team to identify H&S issues that may require further information from a contractor/provider of products or services.  
 
This checklist should be completed with the assistance of the lead officer/contract owner for that contract/product/provider of service.  
 
The lead office/contract owner should note that DVLA has a Health and Safety Policy (INF 119) and has a health and safety management system in 
place which is certificated to OHSAS 18001.  
 
A copy of the Health and Safety Requirements for the product or service contract will be included with the invitation to tender/contract 
documents.  
 
This checklist is to assist the H&S in their discussion with the lead officer/contract owner, on what H&S considerations that should be made for the 
product/service/contract.   
 
To discuss: The DVLA requires and expects all its supply of products/services and contractor(s) to fully comply with its Health and Safety Policy 
and comply with follow  all applicable UK and EU Health and Safety Legislation, Acts, Orders, Regulations and Approved Codes of Practices.  


 
The responsible person, lead officer, should also ensure that contractors who work on site are fully aware of their health and safety conditions for service 
(copy of the Health and Safety Conditions for Service form to be supplied to contractor by lead officer, this should be signed and dated and retained by 
lead officer.)   


 


Name: Kim Hughes/Jonathan Bennett Ext no: 82556 Role: Lead Officer/Senior responsible owner 


Group/Unit: IT controls Location: A block Directorate: ITS 


Product/Service/Contract Description: 
This request is to provide an on-site engineer Monday - Friday 8 Hours a day to provide a managed cabling service. In addition the contract will 
cover Out of Hours (OoH) cabling moves on the three Swansea sites (Morriston, Ty Felin and Llansamlet) along with any materials required for 
cabling works.  
 
Data outlet moves 
Data outlet additions 
Data outlet removal 
Cabling fault investigation and repair 
Local site survey 
Patching 
Project works and management 
Provide quotes to supply materials for projects 
Fibre Installations 
Cat6 Installations 
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Telecom Installations 
Look after documentation related to Datacentres and comms rooms cabling capacity.  
Quarterly Service review  


 


Suppliers will need to provide the following for the on-site engineer: 


FLUKE Cable analyser (Cat6/Fibre Heads) 


Fusion Splicer 


OTDR (SM/MM) 


Hand Polishing Kit 


Telecom Testing Equipment 


Hand Tools 


Laptop 


Branded Workwear 


Car 


Mobile Phone 


 


DVLA will provide the following: 


Network Connectivity 


Access to DVLA email/LAN via desktop PC 


Access to Service now stack for fault calls 


Desk telephone and fixed landline number 


Health & Safety procedures 
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On-site induction 


DVLA Security Pass 


Suppliers to provide evidence the following Mandatory requirements: 
Proof on-site engineer has SC Clearance  
Suppliers to provide details of their Industry Accreditations 
Suppliers to provide details of their Supplier Accreditations 
Suppliers to provide details of their Engineers Accreditations/qualifications 


 


 


Product/Services Yes 
 


No N/A 


Are there health and safety considerations required for the safe use of the product, for example manual handling, display 
screen use, protective equipment, chemicals/ handling, noise etc? Yes, records should be made available on request.                             


   


Does the product require a risk assessment for its safe use and has one been completed? (Will need to be available on 
request, and must be up-to-date). Yes, the service will need to meet all H&S legal requirements and have risk assessments 
carried out.  


   


Does the product require service and maintenance or technical support and is this included? Yes, service supplied will need to 
meet all H&S legal requirements and provider will need to confirm/evidence this.  


   


Does the product require any support equipment/items for its safe use and are they included? Yes, the service supplied will 
need to meet all H&S legal requirements and they will need to confirm /evidence this.  


   


Contractors/suppliers of product must communicate with DVLA on any Health and Safety matter, hazard or issue in relation to 
their product. They will need to notify us of any issue, concern or H&S consideration that the Agency will need to make. 


   


Does the supplying company have suitable and sufficient insurance cover for all business/product/services supplied/that are 
provided to DVLA? Insurance certificates should be up to date available on request. (Indemnification of the DVLA is 
required in the instance where the company’s products/service/acts or omissions with regards to Health and Safety, 
results in an economic penalty, time delay, issue, accident/incident or claim against the DVLA). 


   


Does the product/service have or require use of Health and Safety signage and will this be provided? Different parts/products 
used will have signage this will be required. 


   


Does the supplying company provide health and safety information and instruction for the safe use of its products/services? 
The company will need to demonstrate H&S instructions and information is followed for all of its services. 


   


Is there product related training required for the general use of the product and is this included? All contractors/support 
personnel will need to be competent and trained in the area of work that they are providing service for. This would be a 
mandatory requirement. Evidences of competency will be required, and will be requested prior to work commencing.   


   


Are there any specific arrangements that will be required? Yes, the product and service they supply will need to meet all H&S 
legal requirements and they will need to confirm this. H&S information may be requested prior to the work commencing.   


   


Does the product comply with relevant CE/EU standards/trade mark? Yes, they would need to    
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Does the product comply with copyright and safety standards? Yes     
Does the supplying company have a Health and Safety policy? Is it available? Yes, if more than five staff employed. This 
should be available on request 


   


Suppliers of service must communicate with DVLA on any health and safety matter or issue in relation to the service being 
provided? There should be good communication will be needed between supplier/contractors and DVLA/EMG on all H&S 
matters.  


   


 


Contractors Yes No N/A 


Does the contracting company have an H&S Policy? Is it available on request? Yes    


If working on site, has the contractor had an induction, including H&S information? (Information on Security Passes). Yes    


Does the contractor have an appointed competent person responsible for H&S, and are their details to be available? Yes    


If working on site has the contractor had and completed the health and safety conditions of service form? 
The lead officer to ensure completion and retention on this form 


   


What emergency arrangements and plans are in place for their contractors/goods/products/service? This would need 
discussion prior to any commencement of works. (liaising with EMG/Telerealtrillium)  
Note they should observe DVLA’s arrangement whilst on site, or through the course of the business, or contract.  


   


Does the contractor have adequate provision for first aid and have first aid arrangements?      


Do they have an accident reporting and recording process for all near miss, accidents, or violent and aggressive behaviours? 
All accidents/near misses should be reported. 
Instruction: Any incident should be reported immediately to the DVLA’s Health and Safety Team 
Instruction: Contractor is required to communicate with DVLA on any Health and Safety matter or issue in relation to 
the contract/product/supply of goods or service. 
Instruction: The contractor/supplier shall promptly notify DVLA of any Health and Safety hazard which may arise in 
connection with supply of goods products or services. 
It is expected that the contractor will indemnify DVLA in the instance where failure of the company’s product/service 
acts or omissions, with regards to health and safety, results in an economic penalty, time delay, issue 
accident/incident or claim against the DVLA. 


   


Does the contractor have suitable and sufficient insurance cover for all business/products/service supplied/that are provided to 
DVLA? (In date). Yes, this will be needed.  


   


Does the contractor have documented suitable and sufficient, risk assessments and method statements, covering all their 
significant activities? Copies to be made available to DVLA on request. (In date). Yes, these should be available on request, 
and will be required to any works commencing.  


   


Do they have a health and safety management system in place< (such as HSG65 or OSHAS 18001 certificated.) Or be 
working towards any other health and safety standard/award/management system. (This would be a good to know). 


   


Does the contractor provide their employees/contractors with health and safety training, information and instructions for all its 
activities? Mandatory. (Records may be requested, prior to works commencing).  


   


Does the contractor keep adequate records for its health and safety training for all staff/contractors/subcontractors, If asked are 
they available on request? (E.g. details of certificates/qualifications, records of competency of staff.) 
The contractor/supplier will need to be able to evidence their staff competency. Records should be made available to DVLA on 


   



http://dvlnet:81/passes%20visitors
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request. 


There should be a raised awareness that DVLA Estates Management Service/Telereal Trillium manage access to all DVLA 
premises/buildings. The contractors should liaise with and ensure communication with them for all access to site/premise. 
(When on site, they will be required to follow DVLA’s permit to work requirements. Working with DVLA Estates Management 
Service- Telereal Trillium, who provides/oversees the permit to work system). 


   


The contractor must comply with all vehicle and driver legal requirements and further comply with DVLA policies whilst on 
DVLA premises or conducting their business? Yes 


   


Does the contractor carry out regular maintenance/servicing of all equipment/vehicles/products/services, used/supplied for the 
purpose of the contract agreement? Records should be made available on request.  


   


 
 
A record showing that the above Health and Safety considerations have been made by the Lead Officer/Contract Owner, this should be kept.  A 
copy of the advice will also be retained by the Health and Safety Team. (A copy of this form should be placed in the H&S Contractors file, under Contracts 


tenders and specs). 


 


Confirmation of Discussion   
 


Name: 
(Print) 


Amanda Finn 


Group/Unit: 
 


Health & Safety  Date: 22-05-2018 


Signature: 
 


A J Finn 
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Diversity and Inclusion Policy 


1. Why is it important to us? 


DVLA’s business is  UK wide  and our customer base represents all sections of our society. 
We aim to be representative of modern Britain and the needs of a diverse society.  
 
For us as Civil Servants, the Civil Service Code sets out values and expectations about how 
we should behave and interact with each other and our customers. The core values of the 
code are: 
  


 integrity’ is putting the obligations of public service above your own personal interests 


 ‘honesty’ is being truthful and open 


 ‘objectivity’ is basing your advice and decisions on rigorous analysis of the evidence 


 ‘impartiality’  is acting solely according to the merits of the case and serving equally  
well governments of different political persuasions. 


 


Having Diversity and Inclusion threaded through our business processes and day to day 
actions with customers and each other is key in achieving on our aims outlined above as well 
as demonstrating  the values of the Code.  


DVLA’s Diversity Champions are the Executive Team - our most senior leaders. This gives 
focus, direction and commitment from the very top on working to put Diversity and Inclusion 
principles in the heart of our business.   


Each Champion works with their Staff Networking Group to gain feedback and identify 
challenges that might arise for the staff they represent and they work together to address 
them.     


We believe that a commitment to our diverse workforce and customers is critical to our 
business success. 


We are clear that there are business benefits in using the diverse range of views, our 
workforce and customers have to develop and grow our services.  


We have a foundation of Customer knowledge and insight on which to build and map our 
customers’ journey and experiences. It will inform our actions in meeting the needs of our 
customer base of over 80 million people. 


2. How will we work to achieve this? 


We will reinforce our approach by incorporating it in our day to day working practices and 
dealings with our customers, colleagues and the many partner organisations we work with. 
It’s not something one team can deliver. Everyone in the DVLA and those who work with us 
as suppliers or partners have a part to play in building a more inclusive organisation. 
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Our aim is to build mutual understanding and better working relationships inside and outside 
the organisation.  


We will not tolerate, bullying harassment or discrimination by staff, customers or partners we 
work with. Where staff feel they have been subjected to inappropriate behaviour we have line 
managers, Harassment Contact Officers, Mediators, TUS colleagues and an Employee 
Assistance programme to support them.  


To enforce this we will aim, where it is appropriate to do so, to resolve any issues informally. 
If a situation requires a disciplinary approach we have the necessary mechanism available to 
deal with inappropriate behaviour. 


If customers feel they have been treated inappropriately they have access to the Agency 
Complaints Procedures, where we will aim to resolve their issues informally in the first 
instance.   


Whilst the Equality Act 2010 specifies grounds on which discrimination may occur and be 
unlawful, we recognise that , bullying, harassment or discrimination  may occur because of 
other characteristics not covered by the legislation and so will not tolerate such action on any 
grounds. 


Some examples of how we will demonstrate our commitments outlined above will be: 


● seek to break down barriers to entering our workforce through: 


○ reviewing our recruitment methods 


○ undertaking outreach within the community to identify barriers 


○ seeking out best practice on inclusive recruitment  


○ using positive action to redress under-representation 


● use management information to track our actions and progress 


● seek a wide range of views from our customers and other external partners when 


developing and revising services and procedures, recognising that some groups will 


have some specific needs when accessing our services. Equality Impact Assessments 


will help us to examine this  


● include best practice approaches  in our service delivery and employee policies and 


procedures, supporting these with appropriate training and guidance to fulfil our legal 


obligations  


● measure and report on the effectiveness of our service delivery through our customer 


feedback channels   


● use our management information to inform service and policy development  to 


continuously improve our customer experience. 


 


In DVLA we continuously strive to achieve:   
 


● a safe environment free from bullying, harassment and discrimination  


● access to quality services that are made available by us  
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● access for  all in opportunities for personal  and  professional development  


● access to progression and promotion opportunities  


● full participation in the workplace and celebration of its diversity for all. 


3. How will we make it happen?  


This policy sets out our strategic approach on Diversity and Inclusion.It will be supported by  


specific policies which relate to  protected characteristics which will also be available on the 


intranet. 


The Executive Team is responsible for ensuring we meet our legal obligations and deliver on 


our strategic plan, these policy principles supports the delivery of these. Diversity 


Champions are responsible for giving strategic leadership and calling us all to account on 


delivery, whilst challenging each other too.    


   


Managers are responsible for: 


 


● fostering a culture in which equality and diversity issues are actively promoted and 


integral to the way we work with each other and our customers  


● demonstrating how diversity and inclusion are integral to local business plans 


● ensuring staff are encouraged, supported and enabled to reach their full potential 


● developing and maintaining an environment that is free from bullying, harassment, 


discrimination and victimisation and resolving complaints. 


 


All Individuals are responsible for: 


 


● building an environment free of fear or intimidation and which celebrates diversity 


ensuring that their behaviour and actions do not amount to bullying, harassment, 


discrimination or victimisation in any way 


● challenging unacceptable behaviour  


● recognising that customers will have many and differing needs and work to reduce any 


barriers they have in accessing and using our services.   


 


Delivery Partners are responsible for: 


 


● ensuring they read these policy principles and  understand what this means for them 


and those working with DVLA on their behalf, seeking clarification where necessary 


● ensure that in delivery of services or acting on our behalf they ,or their staff, do not 


breach this policy 


● ensure  all those acting on their behalf  understand their responsibilities under this 


policy  and are aware of the action the delivery partner will take to deal with any 


breaches 
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● maintain appropriate confidential records to track service delivery as requested by 


DVLA. 


 


Everyone working for us and with us, as partners in delivering our services, has a personal 


responsibility for implementing and promoting these policy principles in their day-to-day 


dealings with customers and our staff.  


  


4. What happens when people don’t adhere to these principles? 


We will look at the facts and the reasons why something has happened, undertake the 


necessary investigations e.g. disciplinary or contract discussions and take appropriate 


action.   


5. Checking how we are doing  


To help us meet our legal obligations as a Public Sector Employer and as part of tracking our 


progress, we will collect information and statistical data.  


We will therefore: 


● encourage staff to self identify &  voluntarily record details of their gender, disability, 


race, age, sexual orientation and religion or belief, to help us monitor our progress on 


diversity and equality  


● include questions on equality  in annual staff surveys  


● consult  with internal and external groups to check how effective  this policy and its 


application is 


● monitor our customer complaints, analysing information on the experiences of different 


customer groups 


● utilise our customer feedback channels to seek specific information 


● utilise other feedback channels e.g. with suppliers or other partners. 


 


 


6. Confidentiality 


Personal information relating to a person’s background or profile is defined as ‘sensitive 


personal data’ under the 1998 Data Protection Act and this means that in most 


circumstances consent of the person is required for that information to be disclosed. 


Information given in confidence, including emergency contact details will remain confidential 


and secure. 


7. Publication  


We will publish anonymised  diversity information and make public our achievements and 


areas for further improvement as well as:  
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 the hard data obtained 


 actions and progress to address the issues identified. 


  


8. Relevant Legislation    


We will implement this policy in accordance with current legislation and codes of practice. 


Further information can be found at: 


 


Equality and Human Rights Commission (EHRC) 


https://www.equalityhumanrights.com/en 


 


Government Equalities Office (GEO) 


https://www.gov.uk/government/organisations/government-equalities-office 


 


The policy will be reviewed every three years or sooner if required.  


 


This is the third version – Oct 2016. 


 



https://www.equalityhumanrights.com/en

https://www.gov.uk/government/organisations/government-equalities-office
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Version 1.1 (January 2016) 


 


 


 


Procurement Counter Fraud and Bribery Statement 


 


The Driver and Vehicle Licensing Agency (DVLA) adopts a zero tolerance 


approach to procurement fraud and bribery. 


 


A counter fraud and bribery culture has been embedded at DVLA and is actively 


promoted amongst all staff, including procurement specialists.  


DVLA is committed to continually improve the awareness and understanding of its staff 


to actively prevent, deter and detect procurement fraud and bribery. 


DVLA expects the highest standards of conduct and integrity from its staff, potential 


suppliers and its contractors. Individuals and organisations have a responsibility, in 


deterring procurement fraud and bribery and to report any instances where it is 


suspected or detected. 


DVLA requires potential suppliers and its contractors to; 


 act with integrity, propriety, honesty, objectivity, accountability and openness, 


 take all reasonable steps, in accordance with Good Industry Practice, to prevent 
fraud and bribery by its staff and any sub-contractors, 


 actively avoid, prevent and deter any behaviour or activity that might be 
considered as collusion, i.e. operating a cartel, bid rigging, bid suppression, cover 
bidding, bid rotation, market division and price fixing; 


 actively avoid, prevent and deter any behaviour or activity that might be 
considered as bribery or corruption, in contravention of The Bribery Act 2010, 
e.g. paying a sum of money, or other inducement, directly or indirectly to any 
person/s in relation to any DVLA contract or tender for goods, works or services; 


 declare any conflict of interest that might arise before, during or after a 
procurement process, 


 provide and maintain accurate contract performance records/data, 


 provide and maintain accurate financial documentation, e.g. invoices, 


 







Version 1.1 (January 2016) 


 


DVLA requires its staff to; 


 act with integrity, propriety, honesty, objectivity, accountability and openness, 


 be alert to the possibility that unusual events or transactions could be indicators 
of procurement fraud and bribery, 


 report details immediately through the appropriate channel if procurement fraud 
and bribery is suspected, 


 Co-operate fully with the DVLA Counter Fraud & Intelligence Team. 


In addition, DVLA requires its procurement specialists to; 


 prevent, deter and detect procurement fraud and bribery, 


 ensure adequate control measures exist and operate effectively, 


 assess the risk of procurement fraud and bribery, 


 regularly review and test control measures and implement new control measures 
where necessary. 


 


DVLA has a zero tolerance approach to procurement fraud and bribery. If procurement 


fraud or bribery is identified or suspected, please contact us, in confidence, immediately 


on the following numbers: 


DVLA Counter Fraud & Intelligence Team – 01792 782650 


DVLA Whistle-blowing Hotline – 01792 788883 


If procurement fraud or bribery is suspected, DVLA will consider and investigate and 
may report the matter to: 


 Agency Fraud Officers; 


 the Police and share with counter fraud organisations; 


If procurement fraud or bribery is proven (i.e. sanctioned), DVLA may:  


 exclude a potential supplier from a procurement procedure, 


 suspend or terminate a contract with a supplier, 


 take steps to recover financial losses. 
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Invoicing Procedures

DVLA’s invoicing procedures are detailed below:

1. All invoices and/or credit notes must be an original document.


2. Any correspondence/enquiries which are sent to the designated email address for invoices/credit notes and are not an original invoice and/or credit note will be deleted, with no action being taken.

3. All invoices and/or credit notes will either need to be sent electronically as an attachment to an email or as a hard copy document through the post to the designated email or postal address listed below:


Email: ssa.invoice@sharedservicesarvato.co.uk

Postal Address: Shared Services arvato
5 Sandringham Park
Swansea Vale


SA7 0EA


4. If an original invoice and/or credit note is sent electronically, then the same document must not be sent as a hard copy through the post and vice versa.


5. All electronics invoice and/or credit notes must be sent in a PDF format. Any documents which are received and are not in a PDF format will be deleted with no action being taken.


6. All invoices or credit notes must quote a valid Purchase Order number i.e. one that is in the format 8000XXXXXX. This will be found on the Purchase Order you receive.


7. A 10Mb maximum file size per email is applicable.


8. If the e-invoice is encrypted, this could result in the invoice being blocked by arvato email security filters. 


9. The e-invoices must not include profanities, as these will also be blocked by arvato email security filters and may delay/stop the invoice being received.


10. You should not provide goods or services without receipt of a valid Purchase Order.


11. Do not undertake new work or supply goods or services in excess of the original Purchase Order Value.


12. If an incorrect Purchase Order number or no Purchase Order number is quoted the invoice will be returned to you. You will be able to handwrite the correct Purchase Order numbers on the invoices that are returned, however it is preferable that you change it on your system and reissue to ensure any future invoices are referenced correctly. 


13. Credit notes should quote the Purchase Order number and your original invoice reference along with details of what the credit note applies to, particularly if it is not for the full value of the invoice.


14. Identify the business unit the invoice or credit note relates to e.g. DVLA.

15. Shared Services arvato cannot be responsible for any e-invoice until it has been received. Responsibility for ensuring the e-invoice is received by arvato in a timely manner lies with the supplier.


All supplier invoices and payment enquiries must be directed to Shared Services arvato. If you contact the relevant business unit directly, they will direct you to Shared Services arvato.

How to Notify us of a Change

If you change important information, such as your organisation’s contact or bank details, we will need written official correspondence. Please notify Shared Services arvato as soon as possible:


Tel: 0844 892 0343


Email: support@sharedservicesarvato.co.uk (Please do not email original                                     invoices/credit notes to this email address)

             
Postal Address: Shared Services arvato
             
5 Sandringham Park
             
Swansea Vale


                
SA7 0EA


Enquiring about progress of payments 


1. For all payment and invoice queries you will need to contact the Shared Services arvato Service and Support Desk directly on 0844 892 0343. When calling you should quote the Purchase Order number, your vendor account number (if known) and the business unit you are invoicing e.g. DVLA.

2. You should ask for your communication to be logged on a “service ticket” along with your contact details. This will allow all issues relating to your query to be logged under a unique reference number.


3. You should quote the service ticket number in any follow up conversations.


4. If Shared Services arvato has the invoice but cannot release it for payment, you are required to take appropriate action to ensure it can be paid. 


5. If the invoice has not been received by Shared Services arvato, the responsibility is on you to get the invoice to Shared Services arvato. If you are sending invoices to anyone other than Shared Services arvato, please change your customer invoicing address to Shared Services arvato. 


6. If a response from Shared Services arvato is required, one will be provided to you within 10 working days. 


7. If you have any remittance queries, these should be discussed with Shared Services arvato: 


Tel: 0844 892 0343

Email: support@sharedservicesarvato.co.uk (Please do not email original                                     invoices/credit notes to this email address)

8. You must also ensure that a statement is sent to Shared Services arvato monthly to aid prompt payment of invoices (email and postal address as above).
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Annex A - Schedule of Processing, Personal Data and Data Subjects

1. The Contractor shall comply with any further written instructions with respect to processing by the Customer.

2. Any such further instructions shall be incorporated into this Schedule.

		Description

		Details



		Subject matter of the processing

		This contract is for on-site resource to carry out DVLA’s cabling requirement.

As part of this contract, the contractor will have access to DVLA data centres. The contractor may have access to Low level design documents.



		Duration of the processing

		Contractors could have access throughout the duration of the contract – PS/18/111; Start Date: 12/09/2018 – End Date: 11/09/2020

There is provision to extend the contract for a further 12 months beyond the current end date of the contract.



		Nature and purposes of the processing

		Not applicable



		Type of Personal Data

		No access to personal data. The contractor will have access to DVLA data centres and may have access to low level design documents. No access to system data.





		Categories of Data Subject

		



		Plan for return and destruction of the data once the processing is complete UNLESS requirement under union or member state law to preserve that type of data

		Low Level Design documentation is securely stored on DVLA network. The contractors are subject to DVLA IT leaver’s policy.
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Mandatory criteria

		Mandatory criteria

		Are you happy to offer employment to engineer currently employed by incumbant supplier pending satisfactory TUPE negotiations?		YES/NO (please delete as appropriate)		Please note NO is a mandatory fail

		If satifactory TUPE terms cannot be negotiated with the incumbant suppliers engineer, can you provide an engineer with SC Clearance to work Monday to Friday (8 hours per day) as per the pequirement?		YES/NO (please delete as appropriate)		Please note NO is a mandatory fail

		If satifactory TUPE terms cannot be negotiated with the incumbant suppliers engineer, can you provide a replacement engineer with SC Clearance to cover any absences of the usual engineer (a minimum of 24 hours notice will be given) as per the requirement?		YES/NO (please delete as appropriate)		Please note NO is a mandatory fail

		Are you able to adhere to DVLA's invoicing procedures?		YES/NO (please delete as appropriate)		Please note NO is a mandatory fail





Quality

		Quality

		Score		0		1		2		3		Weightings (%)

		What qualifications do your engineers have? This will be scored in line with the requirement. See Annex A. 										20

		In the event that DVLA has a large scale implementation that would require additional manpower to complete. What notice period would you require from the DVLA?										10

		What is the expected delivery time of a standard (off the shelf) cabling request? From Quote to shipping										20

		In the event of an urgent cabling request is there a way to fast-track quotes and if so what is the expected delivery time from quote to shipping.										10

		Please can you supply the standards that your cabling supplies (copper, fibre) adhere to. 										10

		How often is your test equipment calibrated? 										5

		Please provide a rate card for out of hours work.										5

		Please describe how your help desk operates.  Please detail the full process from a call being received to that call being closed (inclusive of timeline).  Please take into account how calls will be logged, monitored, escalated, communicated and updated to the DVLA throughout the fault rectification process.										5

		In the event of an out of hours incident what is your timeline to provide an engineer to assess/resolve the situation.										5

		Please detail your problem escalation procedure and the different levels of escalation that will apply to this contract.  Please include names and contact details.										5

		DVLA are keen for Suppliers to offer continuous improvement during the term of the contract. Please detail what added value you are able to bring to the contract. 										5
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Example cabling purchase

		Item		Description		Unit		Quantity

		1		10/100/1000 SC SM 1310nm unbranded media converter UK power supply		Each		2

		2		12 Fibre OM4 MPO F-F 3m Type B		Each		10

		3		12 Fibre OM4 MPO M-M 20m Type B		Each		5

		4		1U UHD 5 Module panel		Each		20

		5		24 Core cst 9/125 SM cable		Mtrs		300

		6		24 Core TB OM3 MM cable		Mtrs		400

		7		24 Port SM panel		Each		2

		8		24 Quad MM Panel		Each		12

		9		300 x 4.8mm black cable ties		Pkt100		61

		10		44mm Dual Gang back box		Each		10

		11		44mm Single Gang back box		Each		10

		12		6C Floor box modules		Pkt50		1

		13		Adaptor Plate - 8 MPO's		Each		20

		14		Adaptor Plate - Balnks		Each		200

		15		Cage nuts		Pkt50		102

		17		Cat6 Euro Faceplate Modules 50 x 25mm		Pkt50		5

		18		Cat6 floor box modules 38.5 x 25mm		Pkt50		5

		19		Cat6 LSOH 305m Cable		Box		36

		20		Cat6 U/UTP Green Cable		Each		12

		21		Dual Gang Faceplate for 4 No Euro Modules		Each		50

		22		Faceplate Full Blanks 50 x 25mm		Pkt50		10

		23		Faceplate Half Blanks 50 x 12.5mm		Pkt50		10

		24		Glands		Each		44

		25		IBM Clip nuts & bolts		Pkt50		6

		26		Keystone Cat6 patch panel Unshielded Modules		Each		888

		27		Keystone modular 24-way 1u Patch Panel		Each		37

		28		LC Multimode Connector		Each		500

		29		LC Singlemode Connector		Each		500

		30		MM 50/125 connectors		Each		900

		31		Patch panel MM 1U LC 48F (24 DX)		Each		12

		32		Patch panel MM 1U LC 96F (48 DX)		Each		12

		33		Patch panel SM 1U LC 48F (24 DX)		Each		12

		34		Patch panel SM 1U LC 96F (48 DX)		Each		12

		35		Patchlead Cat6 LSOH 2m Blue		Each		150

		36		Patchlead Cat6 LSOH 2m Green		Each		150

		37		Patchlead Cat6 LSOH 2m White		Each		150

		38		Patchlead Cat6 LSOH 2m Yellow		Each		150

		39		Patchlead Cat6 LSOH 3m Blue		Each		150

		40		Patchlead Cat6 LSOH 3m Green		Each		150

		41		Patchlead Cat6 LSOH 3m White		Each		150

		42		Patchlead Cat6 LSOH 3m Yellow		Each		150

		43		Patchlead Cat6 LSOH 5m Blue		Each		150

		44		Patchlead Cat6 LSOH 5m Green		Each		150

		45		Patchlead Cat6 LSOH 5m White		Each		150

		46		Patchlead Cat6 LSOH 5m Yellow		Each		150

		47		Patchlead OM3 LC-LC 1.5m Aqua		Each		150

		48		Patchlead OM3 LC-LC 10m Aqua		Each		30

		49		Patchlead OM3 LC-LC 2m Aqua		Each		150

		50		Patchlead OM3 LC-LC 3m Aqua		Each		150

		51		Patchlead OM3 LC-LC 5m Aqua		Each		30

		52		Patchlead OM4 LC-LC 1.5m E Violet		Each		150

		53		Patchlead OM4 LC-LC 10m E Violet		Each		30

		54		Patchlead OM4 LC-LC 2m E Violet		Each		150

		55		Patchlead OM4 LC-LC 3m E Violet		Each		150

		56		Patchlead OM4 LC-LC 5m E Violet		Each		30

		57		Patchlead Singlemode LC-LC 1.5m Yellow		Each		150

		58		Patchlead Singlemode LC-LC 10m Yellow		Each		30

		59		Patchlead Singlemode LC-LC 2m Yellow		Each		150

		60		Patchlead Singlemode LC-LC 3m Yellow		Each		150

		61		Patchlead Singlemode LC-LC 5m Yellow		Each		30

		62		Single Gang Faceplate for 2 No Euro Modules		Each		50

		63		SM 9/125 connectors		Each		50

		64		Velcro 10mm black		25m Reel		21

		65		White PVC tape		Pkt10		17
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Appendix E

		Contract Reference - PS/18/111 - Cabling Resource and Materials - Appendix E - Pricing Schedule



		Appendix E - Pricing Schedule



		Instructions for correct completion of pricing schedule:-



		1. Suppliers to complete ONLY cells highlighted in yellow;

		2. All costs are excluding VAT;

		3. Suppliers to enter 0 (zero) if there is no charge for a service;

		4. All costs associated with the service must be included in the pricing schedule.

		COMPANY NAME:		Please input your FULL company name here

		Table 1 - Cabling Resource and Materials Costs



		CONTRACT YEAR		YEAR 1		YEAR 2		TOTAL
CONTRACT
COST (£)

		Cost Decription		Annual
Cost (£)		Annual
Cost (£)

		Resource Costs		£100,000.00		£200,000.00		£300,000.00

		Materials Costs		£300,000.00		£400,000.00		£700,000.00

		TOTAL CONTRACT COST (£)						£1,000,000.00

		Contract Score for Financial Evaluation



		The price that will be evaluated is highlighted in blue.



		The lowest priced tender will receive a full score of 40% and will be calculated by the following method:-



		Example of Pro-Rata Allocation of Points



		Three tenderers offer £20, £25 and £40 as their final price for service X.  Service X has 40% allocated for the lowest tender.

		  

		Tenderer 1 – Price £20 receives 40%



		Tenderer 2 – Price £25 receives 32%



		Tenderer 3 – Price £40 receives 20%



		For example, Tenderer 2 score of 32% is achieved as follows:-



		Lowest price received from all tenderers		x Allocation of price

		Price provided for contract by tenderer 2		   in Evaluation Criteria



		£20		x 40% = 32%

		divide by £25 

		FOR INFORMATION PURPOSES ONLY - TABLE 2 WILL NOT BE EVALUATED. INFORMATION REQUIRED TO ESTIMATE CONTRACT VALUE



		Table 2 - Cabling Resource and Materials Costs for 1 Year Extension ONLY



		CONTRACT YEAR		EXTENSION
YEAR		TOTAL
EXTENSION
COST (£)

		Cost Decription		Annual
Cost (£)

		Resource Costs		£300,000.00		£300,000.00

		Materials Costs		£500,000.00		£500,000.00

		TOTAL EXTENSION COST (£)				£800,000.00

		Table 3 - Maximum Contract Value



		Cost Description		YEAR 1
(£)		YEAR 2
(£)		YEAR 3
(£)		TOTAL CONTRACT
COST (£)

		Resource Costs		£100,000.00		£200,000.00		£300,000.00		£600,000.00

		Materials Costs		£300,000.00		£400,000.00		£500,000.00		£1,200,000.00

		TOTAL CONTRACT COSTS (£)		£400,000.00		£600,000.00		£800,000.00		£1,800,000.00
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The detailed design, installation and testing of the cable shall comply with all applicable UK Standards and Statutory Requirements including, but not restricted to:



· BS6701:2016+A1:2017*: Telecommunications equipment and telecommunications cabling – Specification for installation, operation and maintenance

· BS ISO/IEC 11801-1-6:2017 Information technology – Generic Cabling for Customer Premises: 

· -1 General Requirements

· -2 Office Premises

· -3 Industrial Premises

· -5 Data Centres

· -6 Distributed Building Systems

· BS EN 50173-1 Information technology – Generic cabling systems – General requirements

· BS EN 50173-2 Information technology – Generic cabling systems – Office premises

· BS EN 50173-5 Information technology – Generic cabling systems – Data centres

· BS EN 50174-1: Information technology – Cabling installation – Part 1: Specification and quality assurance

· BS EN 50174-2: Information technology – Cabling installation – Part 2: Installation planning and practices inside buildings

· BS EN 50174-3: Information technology – Cabling installation – Part 3: Installation planning and practices outside buildings

· BS EN 50346: Information technology – Testing of installed cabling

· BS EN 50310: Application of equipotential bonding and earthing in buildings with information technology equipment



All products installed as relevant to:

· BS EN 13501-2:2016 Fire classification of products and building elements (Construction Product Regulations CPR305/2011)

· Health and Safety at Work, etc. acts 1974 (HSAW) including but not limited to: 

· Management of Health and Safety at Work Regulations

· Workplace (Health, Safety and Welfare) Regulations

· Provision and Use of Work Equipment Regulations

· Personal Protective Equipment at Work Regulations

· Manual Handling Operations Regulations

· Construction (Design Management) Regulations




