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[bookmark: _Toc149725563]1. Introduction
In accordance with the terms and conditions of RM6314 Demand Management & Renewables Framework, Lot 3.1: Heat pumps – Projects £0 - £1m, the Driver and Vehicle Licensing Agency (DVLA) invites proposals for the following: The provision of Design, Supply and Installation of Air Source Heat Pumps systems. 

DVLA have chosen to use JCT Design and Build without quantities contract terms. In addition, DVLA have included JCT Design and Build Boilerplate Amendments to these contract terms (copy attached in tender pack).

[bookmark: _Toc149725564]2. Background to the Requirement
The DVLA is an Executive Agency of the Department for Transport (DfT), based in Swansea. The DVLA’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 (VED). 

DVLA has obligations to meet targets in the Greening Government Commitments, which include reducing CO2 emissions.

A feasibility study was undertaken in 2022-23 to explore options to replace heating appliances that burn fossil fuels with Air Source Heat Pumps (ASHP).

DVLA now wishes to take some of the options further, moving into the detailed design, supply and installation stages.

[bookmark: _Toc253400957][bookmark: _Toc149725565]3. Procurement Timetable
The timetable for this procurement is set out in the Invitation to Tender (ITT). The timetable may be changed at any time but any changes to the dates will be made in accordance with the Regulations (where applicable).

Suppliers will be informed if changes to the timetable are necessary.

The key dates for this procurement (Timetable) are currently anticipated to be as follows: 

	  Event
	  Date

	  Launch Invitation to Tender (ITT)
	Wednesday 1st November 2023

	  Site visits
	   8th or 9th November 2023

	  Clarification questions deadline
	   Monday 13th November 2023 at 17:00

	  Tender submission deadline
	   Wednesday 22nd November 2023 at 17:00

	  Evaluate Responses          
	   Friday 24th November 2023

	  Notification of Contract Award Decision
	   Monday 4th December 2023

	  Standstill Period closes
	   Thursday 14th December 2023

	  Award Contract
	   Monday 18th December 2023s

	  Mobilisation and transition
	   Week Commencing 8th January 2024

	I Target Works Completion Date
	   Sunday 31st March 2024




DVLA reserves the right to amend the Timetable. Any changes to the Timetable shall be 
notified to all suppliers as soon as practicable.

[bookmark: _Toc177969166][bookmark: _Toc180380665][bookmark: _Toc149725566][bookmark: _Toc177969167][bookmark: _Toc180380666]4. Scope
Following the feasibility study that has been undertaken (RIBA stage 2), DVLA have chosen preferred options from the feasibility study which should be considered by prospective suppliers following contract award. It will be the responsibility of the successful supplier to verify these as the most suitable solutions. 

Copies of the feasibility reports (including DVLA’s preferred options) will be provided upon request during the tender process. DVLA will only release the reports, once Suppliers have signed and returned a non-disclosure agreement-(NDA). NDA to be obtained from contact in Section 13. 

The successful Supplier is required to carry out detailed design (RIBA stage 4) and to supply, install and commission the ASHPs and associated ancillary equipment (RIBA stage 5). This includes the provision of new or upgraded electrical supplies and distribution boards where required. The supplier is also responsible for interfacing the new equipment to DVLA’s Building Management System (BMS) with Schneider, further details in Section 6.

The Supplier is to determine if Planning Permission is required at any of the locations and to apply for this on DVLA’s behalf if it is required.

The Supplier is responsible for Project Managing their own work and the work of any sub-contractors that they employ as part of the contract, therefore taking the role of a Principal Contractor and Principal designer under the CDM Regulations.

The locations for installation are the DVLA’s facility in Fforestfach, Swansea and the main site in Morriston, Swansea. (Site visits are available for the 8th or 9th November. To register for a visit, please email the points of contact in Section 13 by 12:00 pm on Monday 6th November)


The Supplier will also fully test and commission all installed equipment, provide training to the incumbent Facilities Management provider and hand over Operation & Maintenance (O&M) manuals within one calendar month of each installation being completed.

Upon completion of each installation, the Supplier must attend a handover meeting. Any snags identified within this meeting must be remedied within one calendar month.

[bookmark: _Toc253400959][bookmark: _Toc149725567]5. Implementation and Deliverables
The target date for commencement of this contract is 18th December 2023 for a period of 12 months.
The target date for completed installation of all systems is no later than 31st March 2024. 
A handover meeting, snagging and provision of all documentation (see Section 11) must be completed for each installation within one calendar month of commissioning of each system (these can be after 31st March 2024 but preferred to be before).

[bookmark: _Toc177969168][bookmark: _Toc180380667][bookmark: _Toc149725568]6. Specifying Goods and / or Services
DVLA require a Supplier with suitable expertise to design and install ASHP systems in 4 locations at the DVLA Swansea estate.

The specific locations are:
· Security gatehouse at the Ty Felin site, Fforestfach, SA5 4AW
· Office heating system at the Ty Felin site, Fforestfach, SA5 4AW
· E block main heating/cooling system, Morriston, SA6 7JL
· J block main heating/cooling system & DHW, Morriston, SA6 7JL

Systems must be designed and installed to provide comfortable environmental conditions in the respective office spaces. Winter air temperatures of 20°C – 24°C and summer air temperatures of 21°C – 24°C must be achieved by the installed systems (cooling is location specific). These conditions are based on the following external conditions:
· Winter ambient of -4°C (minus 4 degrees Celsius) saturated
· Summer ambient of 28°C db / 22°C wb


Requirements for detailed design are:
· Minimising the carbon footprint of the DVLA estate
· Type of refrigerant used vs. cost
· Maintaining comfortable working conditions for staff who occupy the buildings
· Availability of electrical capacity and any upgrades required
· Minimising waste
· Facilitating future maintenance of installed equipment in a safe manner
· Providing reliable systems, with the option to retain existing systems (or parts of) as a standby
· Keeping operational noise to a minimum, with the installation of sound enclosures if deemed necessary 

Any requirements for Planning Permission are the responsibility of the Supplier.

The Construction Design and Management Regulations - 2015 will apply to this contract and the successful contractor will be the Principal Contractor and Principle designer for these works.

The provision of suitable electrical supplies is the responsibility of the Supplier. Each of the buildings ASHP system should be individually sub metered and linked to Ecostruxure Resource Advisor.

Installation must be carried out with minimal disruption to DVLA staff and operations. The Supplier must consider the work that can be done during normal hours, and potentially disruptive work which must be done outside of normal office hours (06:00 – 18:00). This will vary depending on location. All usable parts (such as gas boilers) that are not required once installation is complete, should be offered to the FM Service partner for safe storage and future re-use. General waste and any parts not suitable for storage is the responsibility of the Supplier and must be disposed of off-site in accordance with Environmental regulations.

When each installation is complete, the Supplier must liaise with the DVLA Projects Manager to arrange a handover meeting which will include DVLA’s incumbent Facilities Management provider. At least 2 weeks’ notice must be given to arrange this.

6.1 Location-specific information


Security gatehouse, Ty Felin:

· This building is occupied 24/7 and is served by a Worcester Greenstar 25Si condensing combi 25kW boiler which provides heating and domestic hot water. There is also a Daikin unit that provides cooling for the main space.
· The building is less than 20 years old.
· This installation is to meet both heating and cooling requirements stated above.
· The Supplier is to determine the most appropriate electrical heating/cooling arrangements for the building, so that the requirement for natural gas is removed. This could mean replacement of all the existing equipment with a combination of ASHP, point of use water heater and panel heaters. An option could be to keep the existing Daikin unit and reconfigure. The Supplier is to determine the best configuration in detailed design.
· This installation is not required to be interfaced with DVLA’s Building Management System (BMS).
· The gas supply feeding the existing boiler is to be capped off and a certificate of leak/pressure testing provided.


Office heating system, Ty Felin:

· This building is potentially in use 24/7 as staff work shifts depending on business needs. Space heating in the main west wing entrance, offices, reception area and welfare facilities on the ground and first floor are heated by an underfloor heating system and radiator circuits respectively. The heat for these emitters is raised by two Hamworthy Sherbourne 70kW wall mounted condensing boilers, providing a total of 140kW Low Pressure Hot Water.
· The building is less than 20 years old.
· The installation is only to meet the heating requirements stated above, though must be interfaced to the BMS to ensure there are no conflicts between heating and cooling systems.
· The Supplier is to determine the most appropriate electrical heating arrangements for the area, so that the requirement for natural gas is removed. This should include the replacement of existing radiators with low temperature radiators (if required) and also replacement of pipework if necessary.
· Any redundant gas supplies must be capped off, tested for leaks and certification provided.





Main heating system, E block:

· Construction of this building is circa 1960’s and therefore the potential presence of Asbestos Containing Materials (ACMs) needs to be considered.
· This building is predominantly used during the day but is also sometimes used out of normal working hours. Space heating is currently provided by an 80kW natural gas-fired condensing boiler which feeds traditional cast iron radiators. There are three floors in total, though the 2nd floor is much smaller than the ground and first floors (see Annex 2).
· While the existing installation only provides heating, the requirement is for the Supplier to design and install a system to provide both heating and cooling, meeting the summer and winter office temperatures specified above.
· Use of electrical panel heaters is acceptable for spaces where connection to the centralised system is not practical, the Supplier is to determine this in detailed design.
· The installed equipment must interface with DVLA’s BMS.





Main heating system & DHW, J block:

· Construction of this building is circa late 1960’s and therefore the potential presence of Asbestos Containing Materials (ACMs) needs to be considered.
· This building has historically been used during normal office hours though it is currently unoccupied. Space heating and DHW are provided by a 25kW natural gas fired condensing combination boiler. There are two floors in, please see Annex 2 for sizes.
· While the existing installation only provides heating, the requirement is for the Supplier to design and install a system to provide both heating and cooling, meeting the summer and winter office temperatures specified above.
· Use of electrical panel heaters and point of use water heaters is acceptable if connection to the central system is not practical or the alternatives are more viable. The Supplier is to determine this in detailed design.
· The installed equipment must interface with DVLA’s BMS.
· Any redundant gas supplies must be capped off, tested for leaks and certification provided.


[bookmark: _Hlk87971088]6.2 Social Value Considerations 
The Social Value Act (2012) requires contracting authorities to consider social
value when procuring services, by taking into account the additional social benefits that can be achieved in the delivery of its contracts.  It has been identified that Procurement Policy Note 06/20 – taking account of social value in the award of central government contracts applies to this procurement. 

Using policy outcomes aligned with Government’s priorities, a weighting of 10% of the overall score for this requirement is dedicated to social value criteria. 

The social value theme for this requirement is MAC 4.2 Influence staff, suppliers, customers and communities through the delivery of the contract to support environmental protection and improvement, which requires Tenderers to demonstrate how, in the delivery of this contract, they can assist the DVLA in delivering the policy outcome of providing effective stewardship of the environment. 

The full evaluation process is outlined in Section 13 and the required social value criteria are detailed in Annex 1.


6.3 Modern Slavery Considerations
· 6.3.1 Modern Slavery Assessment Tool (MSAT) 
The MSAT is a modern slavery risk identification and management tool. This tool has been designed to help public sector organisations work in partnership with suppliers to improve protections and reduce the risk of exploitation of workers in their supply chains. It also aims to help public sector organisations understand where there may be risks of modern slavery in the supply chains of goods and services they have procured. 

Please note that the successful tenderer, as part of the contract, may be requested to complete the MSAT and, where appropriate, work with the DVLA in resolving any issues identified. If completion of the MSAT is required, the Commercial Advisor identified in Section 14 will instruct as appropriate. Suppliers who have previously completed the MSAT for another Government body may share their results with the DVLA. 

The requirement to complete and assess the MSAT at appropriate intervals throughout the lifecycle of the contract may also form part of the Contract Management process. 

In addition to completing the MSAT, and depending on the outcome of this assessment, it may be necessary for the DVLA to work with the successful supplier to undertake a supply chain mapping exercise to have a more informed position of any modern slavery risks within the wider supply chain beyond first tier/prime supplier. Such an exercise may also cover wider compliance with all relevant social, ethical and legal requirements of first tier/prime Suppliers and their supply chain.

For further information on the MSAT and registration process, please visit:
https://supplierregistration.cabinetoffice.gov.uk/msat

[bookmark: _Hlk90479760][bookmark: _Toc177969172][bookmark: _Toc180380671]
[bookmark: _Toc149725569]7. Quality Assurance Requirements 	
Any Supplier undertaking the installation of equipment containing refrigerant gases must be registered with an approved body such as Refcom.
Individuals installing equipment containing refrigerant gases must hold appropriate F-gas certification.
Individuals working on natural gas equipment must be Gas Safe registered.
All electrical works must be carried out in accordance with BS 7671:2018.
Evidence of appropriate registration(s) must be submitted as part of the Supplier’s bid or confirmed that only sub-contractors that hold these registrations will be utilised.

[bookmark: _Toc149725570]8. Other Requirements

8.1 Information Assurance and Governance 
Removable Media
Tenderers should note that removable media is not permitted in the delivery of this Contract.  Where there is a requirement for Supplier 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
Level 2
Tenderers are required to confirm in their response that any Supplier Staff that will be accessing the DVLA Site to provide routine maintenance or have access to the DVLA site and DVLA systems have Baseline Personnel Security Standard clearance (BPSS).  The BPSS comprises verification of the following four main elements:
1.  Identity;
2.  Employment History (past 3 years);
3.  Nationality and Immigration Status;
4.  Criminal Record Check (unspent convictions only).

The aim of the Baseline Standard verification process is to provide an appropriate level of assurance as to the trustworthiness, integrity and proper reliability of prospective staff. Tenderers are required to provide evidence of relevant Supplier Staff clearance in their response.


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


Processing Personal Data
Please note that the successful tenderer as part of the contract agrees to comply with all applicable requirements of UK Data Protection Legislation (including UK GDPR) and all applicable Law about the processing of personal data and privacy.

The supplier will not be required to process any Personal Data on behalf of DVLA.


Redundant Equipment
Any redundant equipment that will have captured any DVLA sourced data must be disposed of securely on the DVLA Site.

8.2 Sustainability
DVLA is committed to reducing any negative impacts produced by our activities, products and services. This aligns to the Greening Government Commitments which state we must: “Continue to buy more sustainable and efficient products and services with the aim of achieving the best long-term, overall value for money for society.”

DVLA is certified to ISO 14001:2015 and more information is available in our Environmental Policy at:
https://www.gov.uk/government/publications/dvlas-environmental-policy The Supplier must comply with this policy.

Where appropriate, the Supplier shall assist DVLA in achieving its Greening Government Commitments as detailed on Greening Government Commitments 2021 to 2025 - GOV.UK (www.gov.uk) i.e. Reduce CO₂ emissions through energy consumption and travel, reduce water consumption and waste produced.

The Supplier shall provide the specified goods and services without the use of single use plastic in line with Government commitments. 

The Supplier shall be able to evidence continual environmental improvements in their own organisation (ideally through a certified EMS, i.e. ISO 14001). 

If available, the Supplier shall provide a copy of their sustainability or environmental policy.

The Supplier shall ensure that its own supply chain does not have negative environmental or social impacts.

If requested, the Supplier shall be able to provide data on carbon emissions related to the products and services being supplied, to aid with scope 3 emission calculations and other reporting requirements.

The Supplier shall promote resource efficiency and waste avoidance, to reduce waste arising and consumption of natural resources. Any waste shall be disposed of correctly and in accordance with the waste hierarchy and duty of care, and any applicable legislation.

The Supplier shall continually aim to travel sustainably when attending a DVLA site.

The Supplier shall be committed to reducing their carbon emissions year on year.




8.3 Health and Safety
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]DVLA has an Occupational Health and Safety Management System that is certificated to ISO45001. Further information on our Health & Safety Policy, is available on request from the Commercial Advisor. (See Section 14 for Points of Contact):


	All Supplier Staff working in the DVLA on any of our premises must fully comply with relevant health and safety legislation, together with health, safety and welfare policy and management arrangements applied by the DVLA. If appropriate, these issues must be addressed at or before the award of the contract and may form part of the procurement process. Where requested, Suppliers will be required to provide copies of their health and safety policy statement, risk assessments and method statements, clearly identifying any safety implications that their activities may have and how these will be managed. Contract management staff are responsible for checking health and safety information provided by Suppliers and passing relevant information to local line management and staff. Supplier’s safety performance will be monitored and checked as part of normal contract management.

Tenderers must: 
· 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 their own first aid when on site 
· Have an accident reporting and recording process for all near misses, 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 DVLA
· 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/subcontractors. 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



8.5 Estates
In planning and delivering this contract, the Supplier must consider the following:
· An area is identified for storage of equipment (if required)
· All deliveries/removal of equipment to/from site are in line with DVLA Security procedures
· All new contractors are booked in via the pass offices and adhere to pass office procedures
· All new contractors receive a site induction and adhere to agency and security policies
· All new contractors are made aware of emergency procedures in the event of an emergency
· Waste is disposed of in line with waste legislation


8.5 Diversity and Inclusion
The Public Sector Equality Duty (PSED) is a legal requirement under the Equality Act 2010. The Equality Duty ensures that all public bodies play their part in making society fairer by tackling discrimination and providing equality of opportunity for all. It ensures that public bodies consider the needs of all individuals in their day-to-day work – in shaping policy, in delivering services, and in relation to their own employees. DVLA is committed to encouraging equality, diversity and inclusion within our workforce and against unlawful discrimination of employees, customers and the public. We promote dignity and respect for all and will not tolerate bullying, harassment or discrimination by staff, customers or partners we work with. 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 transactions with customers and our staff. 

A full copy of our Equality, Diversity and Inclusion Policy is available on request from the DVLA. 

8.6 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.
8.7 Procurement Fraud

	
The Driver and Vehicle Licensing Agency (DVLA) adopts a zero tolerance approach to procurement fraud.




A counter fraud culture has been embedded at DVLA and is actively promoted amongst all staff, particularly procurement specialists. 
DVLA is committed to continually improve the awareness and understanding of its staff to actively prevent, deter and detect procurement fraud.
DVLA expects the highest standards of conduct and integrity from its staff, potential suppliers and its contractors. Individuals and organisations have responsibilities in preventing, deterring and reporting any instances where procurement fraud 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 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,

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,
· report details immediately through the appropriate channel if procurement fraud 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,
· ensure adequate control measures exist and operate effectively,
· assess the risk of procurement fraud,
· regularly review and test control measures and implement new control measures where necessary.

We have a zero tolerance approach to procurement fraud. If you identify or suspect procurement fraud, please contact us immediately on the following numbers:
DVLA Counter Fraud & Intelligence Team – 01792 782650
DVLA Whistle-blowing Hotline – 01792 788883

If procurement fraud is identified or suspected, DVLA may:
· report the matter to the Police and share with Counter Fraud Organisations, 
· disqualify a potential supplier from a procurement process,
· suspend or terminate a contract with a supplier,
take steps to recover financial losses.

8.8 Use of DVLA Brands, Logos and Trademarks
The DVLA does not grant the successful Supplier licence to use any of the DVLA’s brands, logos or trademarks except for use in communications or official contract documentation, which is exchanged between the DVLA and the successful Supplier as part of their fulfilment of the Contract.
Approval for any further specific use of the DVLA’s brands, logos or trademarks must be requested and obtained in writing from the DVLA.


8.9 Delivery Instructions – Goods Inward

8.9.1 Advance Delivery Booking Process
All deliveries must be pre-booked and confirmed 48hours in advance. Please contact the Logistic and Storage Team Leads, 01792 783185 or email mailto:stores.order.forms@dvla.gov.uk ensuring the following information is included.
 
1. Driver’s Name
2. Vehicle Make and Model
3. Vehicle Registration Number
4. Number/Volume of items to be delivered
You will be sent a notification email confirming the booking reference number and the time and date delivery is required.
 
Large volume deliveries will normally be allocated a morning delivery time. This helps ensure that the vehicle can be offloaded with minimum impact to the delivery driver and their onward transmission of additional deliveries. 

If a scheduled delivery is delayed in transit (e.g. vehicle break down, significant traffic or tacho restrictions) please contact 01792 783185 immediately to provide information updates on progress and a revised estimated time of arrival. 

Failure to notify a delay will result in an impact to the official acceptance of the delivery and the vehicle could be prevented from accessing the site by the DVLA Security team. 

8.9.2 Packaging Requirements for DVLA Forms, Envelopes and Continuous Stationery
All deliveries should comply with the packaging requirements, below. If your goods fall outside the parameters set out in this document then please contact the stores team above.

8.9.3 Delivery Address/Locations
DVLA has three delivery locations as follows: -

	D – Basement Morriston

	C – Basement Morriston

	Ty – Felin Stores & Output Areas


	D-Block Stores,
DVLA,
Longview Road,
Morriston,
Swansea
SA6 7JL
7am till 3pm
	C-Block Stores,
DVLA,
Longview Road,
Morriston,
Swansea
SA6 7JL
7am till 3pm
	Ty-Felin DVLA Output Facility
Felinfach
Swansea West Industrial Park
Fforestfach
Swansea
SA54AW
7am till 3pm



The delivery address will be included in the formal DVLA Purchase Order. It is your responsibility to ensure that the designated delivery vehicle is dispatched to the correct location. 



8.9.4 Onsite equipment
All three locations have a combination of reach, counterbalance, and clamp forklift trucks along with electric powered pallet trucks and hand pallet trucks. The maximum loaded weight that can be safely managed using the existing equipment is 1.6 metric tonnes.

8.9.5 Site Etiquette
On arrival delivery drivers must make themselves known to the DVLA Security Team at the security sentry post/gatehouse. The DVLA Security Team will request details from the driver (i.e. driver’s name, vehicle make/model, vehicle registration number etc.) to ensure a match with the information already provided to DVLA when the delivery was pre-booked. The DVLA Security team will process the vehicle and enable access to site accordingly.

On accessing the site the driver must make themselves known to the DVLA Stores and Logistics staff. 

A ‘goods in’ notification bell is located at the loading bay entrances. Drivers are requested to ring the bell and await the arrival of the stores loading bay supervisor.

Assistance to offload the delivery will be arranged by the stores supervisor. 
Drivers must not reverse onto the loading bay without expressed permission. The stores supervisor will aid the driver when backing onto the loading bay. Stores and Logistics staff safety protocols must always be observed.
 
Drivers must not leave any items unattended or unsigned for at any loading bay entrances. This will trigger a security breach and items being quarantined until deemed safe to accept. This will delay the goods in process.
When the delivery has been offloaded, checked and approved the Stores Supervisor will sign and provide the relevant remittance slip to the driver (usually the delivery carrier’s official delivery note).

8.9.6 Unsafe Load or Non-Compliant Delivery
If the loading bay supervisor deems the delivery unsafe or non-compliant the delivery will be rejected back to the Supplier to resolve and re-deliver.

8.9.7 Consignment Labelling
Labelling must conform to the standards outlined in the Packaging Requirements. Non-compliance will result in the delivery being rejected back to the Supplier to resolve and re-deliver. 

8.9.8 Exceptional Circumstances
It is important that oversized or heavier goods are highlighted to DVLA in your tender so that an alternative delivery plan can be provided. 



[bookmark: _Toc149725571][bookmark: _Hlk134523991]9. Management and Contract Administration

[bookmark: _Toc408585086][bookmark: _Toc177969175][bookmark: _Toc180380674]9.1	Communication and meetings

Contract mobilisation must commence within 4 weeks of DVLA’s contract award. 
All communication regarding the Services shall in the first instance be via the main points of contact defined at Section 13.

During the contract period, the Parties shall meet to:

· report progress against the Plan/Schedule
· highlight any issues or blockers to delivery of the Services at the earliest opportunity 
· review any outputs delivered to the DVLA
· agree work plans and deliverables for forthcoming week if they differ from project plan.

Once designs are complete the supplier is to present proposed designs to the DVLA, this can be done via face to face meeting or electronically over Teams. The designs must be sent to DVLA electronically 2 weeks prior to the presentation meeting. 

The frequency of meetings will be agreed during the contract mobilisation meeting.




9.3 Subcontracting to Small and Medium Enterprises (SMEs):

DVLA is committed to removing barriers to SME participation in its contracts, and would like to also actively encourage its larger suppliers to make their subcontracts accessible to smaller companies and implement SME-friendly policies in their supply-chains (see the Gov.Uk 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 subcontract 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.

[bookmark: _Toc177969176][bookmark: _Toc180380675][bookmark: _Toc149725572]10. Training / Skills / Knowledge Transfer 
The Supplier will be responsible for providing basic training on the equipment installed to DVLA’s FM provider and 2 members of the EMG Directorate. The training must be completed within 2 weeks of completion and include, but not be limited to, day-to-day adjustments to the equipment that maybe required in normal operation, operation of any user interfaces and any regular maintenance that can be done by FM provider.
[bookmark: _Toc177969177][bookmark: _Toc180380676][bookmark: _Toc149725573]11. Documentation 
The Supplier is responsible for providing the following in electronic (typically pdf) format within one calendar month of completion of each of the installations:
· As-built documentation (layouts, M&E schematics, etc.)
· Operation & Maintenance (O&M) documentation
· Health & Safety file
· Manufacturers Warranties
· Any other documentation as appropriate

[bookmark: _Hlk115775229]
[bookmark: _Toc149725574][bookmark: _Toc380578633]12. Response Evaluation

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.

Your tender will be evaluated using the following weightings and the criteria weightings set out at Annex 1, to obtain the optimal balance of quality and cost.


Mandatory Requirements (if applicable)
Annex 1 provides details of any elements/criteria considered as critical to the requirement. These are criteria, which will be evaluated on a pass/fail basis. A fail may result in the tender being excluded from further evaluation.

Quality Criteria:
Annex 1 provides details of the quality criteria on which tenders will be evaluated. This will list the primary criteria along with the allocated percentage weighting and a description of the specific requirement. The overall percentage allocated for the Quality Criteria is outlined in the Table “Overall Weighting Allocation” and the method used to allocate scores is outlined below.

Quality Criteria Scoring Methodology:
The scoring methodology used to assess and allocate scores to each criteria are included in the table below

	Points awarded
	Description

	100
	Fully meets/evidence provided that demonstrates the requirement can be met


	60
	Minor concerns/issues that the requirement can be met


	30
	Major concerns/issues that the requirement can be met


	0
	Does not meet the requirement, not addressed or no evidence provided




Based on the allocated score, a percentage will be calculated against each element using on the following calculation:

(Allocated Score
			X  Weighting
Maximum Score)

For example, “Quality Element 1” can be allocated a score between 0 and 100 but carries a weighting of 10%. Supplier A is given a score of 60 for this element so receives a score of (60/100 x 10) = 6%. The scores for each element will then be added together to calculate the overall Quality Criteria score.

Financial / Price Criteria
Evaluation of the prices submitted will be performed separately by a Commercial Finance Accountant and details will not be made available to the Quality Evaluation Panel. This is to ensure fairness and avoid any subconscious influence of a lower price on the quality scoring. The overall percentage weighting allocated for the Financial/Price Criteria is outlined in the Table “Overall Weighting Allocation”.

Financial / Price Criteria Scoring Methodology:
A Percentage Scoring Methodology will be used to evaluate all proposals for this requirement.  This methodology is based on the following principles:
The lowest tendered price will be awarded the maximum score available. Each subsequent bid will be baselined to this score and will be awarded a percentage of the maximum score available. The calculation used is as follows:

             (Lowest Tendered Price
			                              X  Maximum Score Available (i.e. Weighting)
Tender Price Submitted per Supplier)

For example, if the Financial/Price weighting allocation is 40%, the maximum score available is 40. Supplier A submits the lowest price of £100,000 and Supplier B submits a price of £180,000. Based on the above calculation Supplier A and B will receive the scores shown below:
Supplier A = 100k/100k x 40 = 40%
Supplier B = 100k/180k x 40 = 22.22%  

Overall Weighting Allocation
	Evaluation Criteria
	Weighting

	Quality Criteria and Social Value Criteria (if applicable)
	70%

	Financial / Price Criteria
	30%

	Total
	100%








Calculation of Overall Score:
The allocated score for the Quality and Social Value Criteria (where applicable) will be added to the Financial/Price Factor score to calculate the overall score for each tender (out of a max available 100%). The tender with the highest overall score will be deemed as successful.

[bookmark: _Toc145312896][bookmark: _Toc149725575]13. Points of Contact
	Commercial Advisor
	Name
	Xxxxx redacted under FOI Section 40

	
	Tel
	Xxxxx redacted under FOI Section 40

	
	e-mail
	Xxxxx redacted under FOI Section 40

	
	Address
	Xxxxx redacted under FOI Section 40

	Project Lead/Business Area Contact
[Estates Management Group] 
	Name
	Xxxxx redacted under FOI Section 40

	
	Tel
	 Xxxxx redacted under FOI Section 40

	
	e-mail
	Xxxxx redacted under FOI Section 40



All queries/questions should be sent to the Commercial Advisor
[bookmark: _Toc253400972]
[bookmark: _Toc145312897]

[bookmark: _Toc149725576]14. Annexes:
[bookmark: _Toc145312898][bookmark: _Toc149725577]Annex 1 – Evaluation Criteria: 

Mandatory Criteria
	Mandatory Criteria
	Mandatory Criteria Description
	Pass/Fail

	Health & Safety
	The Supplier agrees to abide by all relevant Health & Safety legislation, including DVLA’s Health & Safety policy
	Pass/Fail

	
	The Supplier has provided evidence of suitable registration(s) to be able to install equipment as per the scope (or confirmed that sub-contractors will hold the registrations).
	Pass/Fail









Scored Quality Criteria
	Primary Scored Criteria
	Primary Scored Criteria Weighting (%)
	Scored Sub-criteria Description
	Individual Scored Sub -Criteria Weighting (%)

	Experience & Delivery
	60%
	DVLA has a target to deliver 4 ASHP systems by 31st March 2024, aligned with business objectives. While you (the Supplier) may not be able to guarantee delivery by this date, please detail, in no more than 500 words, how you will work towards meeting this objective. A high level timing plan should be included as part of the answer which also includes expected lead times on hardware.
	30%

	
	
	In no more than 500 words, please provide at least one example of a project that you (the Supplier) have completed in the last 3 years, of a similar scale and application as DVLA requires. Photos of the installation(s) are welcome.
	30%

	Social Value Outcomes
	10%
	MAC 4.2 Influence staff, suppliers, customers and communities through the delivery of the contract to support environmental protection and improvement.
Using a maximum of 500 words, describe the commitment your organisation will make to ensure that opportunities under the contract deliver the Policy Outcome and Model Award Criteria. Please include:
● your ‘Method Statement’, stating how you will achieve this and how your commitment meets the Award Criteria, and
● a timed project plan and process, including how you will implement your commitment and by when. Also, how you will monitor, measure and report on your commitments/the impact of your proposals. You should include but not be limited to:
○ timed action plan
○ use of metrics
○ tools/processes used to gather data
○ reporting
○ feedback and improvement
○ transparency
	10%

	
	Total = 70%
	
	





Financial/Pricing Criteria 
	Primary Financial/Pricing Criteria
	Financial/Pricing Weighting (%)
	Description

	Pricing Requirements
	30%

	
	Total = 100%
	




[bookmark: _Toc149725578]Annex 2 – Building Information

Floor areas:
	Floor
	GIA (m2)
	NIA (m2)

	E Block ground floor
	200.47
	161.57

	E Block first floor
	205.28
	150.62

	E Block second floor
	93.85
	83.26

	J Block ground floor
	66.04
	36.62

	J Block first floor
	70.86
	59.27

	Ty Felin ground floor 
	Part only
	Part only

	Ty Felin first floor 
	Part only
	Part only

	Ty Felin Gatehouse
	30.98
	N/A




[bookmark: _Toc119072813][bookmark: _Toc123118156][bookmark: _Toc149725579]Annex 3: Code of Conduct


[bookmark: _Toc119929073][bookmark: _Toc123118157][bookmark: _Toc149725580]Annex 4: Corporate Environmental Policy


[bookmark: _Toc119929074][bookmark: _Toc123118158][bookmark: _Toc149725581]Annex 5: DVLA Health and Safety Policy

[bookmark: _Toc119929075][bookmark: _Toc123118159][bookmark: _Toc149725582]Annex 6: Equality Diversity Inclusion Policy


[bookmark: _Toc119929076][bookmark: _Toc123118160][bookmark: _Toc149725583]Annex 7: Armed Forces Covenant
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