[image: ]



Invitation to Tender for
Catering Service
At: Offham Primary School
Date: 16 May 2019

	Name of your Organisation

	Offham Primary School
Church Road, Offham, West Malling ME19 5NX

	Person responsible for your Tender

	Lisa Reason – Acting Head Teacher

	Telephone Number

	01732 842355

	
e-mail address

	
office@offham.kent.sch.uk



	Person at The School dealing with
this process


	Sandra Mason – Business Manager

	Contact details


	01732 842355

	Contract Start Date

	1 August 2019

	Service start date

	4 September 2019

	Tender Return Date and Time

	14 June 2019, 4:00 pm

	Tenders should be returned to

	Sandra Mason


Introduction

Offham Primary is a highly successful rural school located approximately 3 miles from the town of West Malling with approximately 212 pupils and 30 members of staff. We have 6 midday meals supervisors, 3 of whom supervise the hall and 3 run activities for the children on the playground or field.  At Offham, we recognise that lunchtime is a really important part of our children’s day and our aim is to provide a calm, healthy, safe and happy experience.  We are looking for a catering company that will help us achieve these goals.  

Instructions to Quote 

The detail of this document and all associated documents is to be treated as private and confidential. 

Timetable

Date for submission of completed Quotations			14 June 2019
Award Notification							21 June 2019
Contract Start Date							1 August 2019
Service Start Date							4 September 2019

[bookmark: _GoBack]Contact Details

The contact person for any queries in connection with this is:

Name: 		Sandra Mason
Email to:  	smason@offham.kent.sch.uk
Telephone: 	01732 842355
Visits to School premises to view catering facilities can be arranged on request.

Submission of Quotation 

Responses must be submitted electronically/hard copy to Offham Primary School, Church Road, Offham, West Malling, Kent ME19 5NX, no later than midday 14 June 2019.

Pricing

The contract must provide a good value for money service to parents, at no cost to the school.
Pricing must include the price of:-
· Universal Infant Free School Meals
· Pupil Paid Meals

Prices to remain as per the tender unless agreed by the School.

Contract Award

Offham Primary School can cancel the process at any time prior to signature of an Agreement for Catering Services.
Offham Primary School is not bound to accept the lowest priced quotation. The School will not accept responsibility for any expense or loss which may be incurred by any contractor in the preparation of the quote. Information supplied by the School as part of the tendering procedure is supplied in good faith.  No liability is accepted for the accuracy of such information.

Contract Period

The contract is to commence on 4 September 2019 for a 2-year period. The price per meal is to be fixed for 1 year.  Thereafter, the price per meal shall be reviewed annually, to be agreed by the school 3 months prior to the end of the current contract year. An increase in meal price is not guaranteed.  In the event that the reviewed price cannot be agreed, the school reserves the right to terminate the contract at the end of the current year.

Canvassing

Any contractor who directly or indirectly canvasses any governor, staff member or representative of the school concerning the award of the contract or who directly or indirectly obtains or attempts to obtain information from any such governor, staff member or representative of the school will be disqualified.

Specification and Requirement

This Schedule details the specification and the specific requirements that will apply to this Contract.  

The Services required at Offham Primary School:-

· The school has currently 212 pupils and 30 staff. 
· The school currently provides an average of 140 meals a day over 5 sittings (service 12:10 – 1:40 pm Monday to Thursday and 12:00 – 1:20 pm) for pupils. 
· The daily number of Universal Infant Free School Meals is on average 83.
· The kitchen is fully functioning and well equipped.  An office area and storage is available.  
· All equipment is the property of the school.
· The catering is for 190 school days per year plus inset days as required (maximum 5 per year).  
· The caterer will be expected to work with the school encouraging children to eat healthily and to educate them about food. 
· The caterer must comply with the School Food Standards and use locally produced ingredients.

Requirements of the Contract

The Caterer will:-

· Be responsible for cleaning for each meal session.
· Ensure that the school meal service operates so that the school does not incur a financial loss.  
· Ensure that there must be a minimum of 4 choices of meals available each day, which should include a vegetarian option. Also available should be a variety of fresh vegetables and a salad. A selection of desserts including fresh fruit should be offered daily.
· Comply with all legislation relating to the display of ingredients and allergens.
· Ensure that all dietary needs are catered for.
· The catering staff are expected to be present on school inset days (a maximum of 5 days per annum, in addition to term time) as determined by the school.
· Ensure that the kitchen is managed efficiently, and waste is kept to a minimum, the caterer is responsible for the collection and disposal of all food waste, refuse and waste oil from the kitchen and the property.
· Ensure that a list of the suppliers used will be provided to the school.
· Ensure that local produce should be used whenever possible ensuring best value for money. The school is passionate about supporting local businesses
· Will attend events as determined by the school. 
· Be willing to cater for events, such as governor meetings, staff inset days etc., this will be an additional charge.
· Provide packed lunches in place of hot school meals on occasions when pupils are going on school trips.
· Ensure that there is adequate food choice available throughout the service period.
· Ensure that portion sizes are consistent and age appropriate as detailed in The School Food Standards. 
· Be responsible for ensuring the catering facility and equipment is cleaned on a daily basis and complies with Environmental Health Regulations for standards of cleanliness.
· Be expected to be flexible and accommodating should the school timetable change at any point during the contract period.
· Provide menus in advance for distribution amongst the school population.

Financial Considerations

· The school will pay invoices promptly provided by the caterer on a per calendar month basis.
· The contract will operate a transparent policy in that the school and caterer will share all information regarding the number of meals being provided, the income, expenditure and profits.
· The caterer will be required to meet with the school, to provide a financial overview of the school meal service and to report/ discuss any other issues on a termly basis.
· Our current provider collects dinner money from parents, the School intends the arrangement to remain but is open to discussion on this point.


Management and Compliance

The caterer will:

· Visit the kitchen and sample the food regularly to ensure the quality of food provided is in accordance with the criteria set out in The Soil Association, Food For Life Catering Mark, covering areas such as locally produced, seasonal and cooked from scratch.
· Ensure catering staff are fully supported and trained.
· Be responsible for staff recruitment.
· Ensure catering staff are enhanced DBS checked, and provide evidence of same to the school.
· Ensure all catering staff hold a valid food hygiene certificate.
· Provide a member of the relief team to cover for any staff absences.
· Adhere to all relevant Health and Safety and Food Hygiene legislation. 
· Provide menus that are child friendly, healthy, delicious and offer variety.
· Monitor performance of the catering service provided against the specified requirements on a termly basis.
· Have in place suitable insurance covering employer’s liability, plus produce liability and public liability, of at least £10 million for any one incident.
· Agree that any catering contract awarded will prohibit transfer or assignment without written permission of the School.

Staff

Transfer of Undertakings (Protection of Employment) Regulations 2006 (TUPE)
This tender is upon the expiry of the present contract.  As a result, there will be a Transfer of Undertakings (Protection of Employment) Regulations 2006 (TUPE).  The successful Tenderer will work with the incumbent to ensure the transfer of existing staff to the new staffing structure in line with Transfer of Undertakings (Protection of Employment) Regulations 2006.

Quotation Response

Please answer all questions in the response boxes provided.  Companies may submit supporting information which must be clearly labelled with the relevant question number. If you have standard terms and conditions which you would propose to include in any contract, please provide a copy. 

	Company Details
	

	(Where a limited company) Date of registration and registration number (under Companies Act, 1985)
	

	Registered Office (if different)


	

	If applicant is a member of a group of companies, provide the name and address of Holding Company.

	

	Where a partnership or other non-limited organisation, full details of partners (including names and contact details)
	

	Name, position and email address of company representative 

	




Question 1
Please detail company ethos in relation to the services being provided and describe how you will deliver these services. 

	Response: (max 500 words)

	



Question 2
Please provide a proposed 3 week menu cycle, which has been written in accordance with the School Food Standards and The Soil Association, Food for Life Catering Mark criteria. Also include supplier details and how you will manage the sourcing and procurement of all food stuffs. 

	 Response: (max 1000 words)

	



Question 3
Please demonstrate how your company will market the new school meal service and what innovations you will use to encourage pupils to eat lunch on a daily basis and also how you will engage pupils to interact with food.  How will you measure customer satisfaction?
	

	



Question 4
Please describe your company’s food management systems and quality control procedures. 

	Response: (max 500 words)

	




Question 5
Please provide a mobilisation plan that will illustrate how your company intends to manage delivery of this new service. 

	Response: (max 500 words)

	




Question 6
Please provide details of your company structure and explain how staff absences will be covered. Give details of your policy and procedures in relation to staff training. 
	Response: (max 500 words)

	




Question 7
Please provide a meal price for:- 
· Universal Infant Free School Meals

Also include a financial forecast showing all income and expenditure for the year. 



Experience 

Please provide details of three school contracts where the same or similar services are provided.  Please confirm that the School may contact these for a reference if desired.

	
	Contract 1
	Contract 2
	Contract 3

	School name:
	
	
	

	School contact name, phone number and email
	
	
	

	Contract start date

	
	
	

	Contract Value 
	
	
	



	Brief description of contract 
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