Official - Commercial

Provision of Taxi Services to the Tribunal Service 
Newport Multi-Jurisdiction Hearing Centre.

Specification
Background

This specification which shall form part of the contract, which sets out the requirement for the provision of taxi services, for the ministry on behalf of the Tribunals Service, Newport Multi-Jurisdictional Hearing Centre.  The contractor shall be deemed to have satisfied themselves as regards the nature and extent of the services to be performed.  No claims by the contractor for additional payment will be allowed on the grounds of misunderstanding or misinterpretation due to lack of knowledge of the requirements as set out in the documents that comprise the contract.  The department’s conditions of contract for the supply of goods and services, as attached shall apply.
The Tribunals Service located at Newport, are required to provide travel arrangements for customers. As a result, the tribunal requires assistance to transport customers attending the Newport Multi-Jurisdictional Hearing Centre by those whom are licensed in this field.  This requirement is particularly important because the tribunal has agreed to this as part of the planning permission to operate a hearing centre in Newport.

1.  Definition

1. The following definitions apply to the attached Schedule of Journeys
1. “Specified Journeys" means those for which destinations and other applicable specifications are set out:
· each single journey covers.
· Newport City Centre Railway Station/IAC Newport
· Or, IAC Newport/Newport City Centre Railway Station
· Journey times are estimated as 10 minutes.
1.3 "Unspecified Journeys" means any journey not included in the Specified Journeys; mileage will be calculated from pick up to destination by the shortest practical route unless otherwise ordered by the representative of the Authority.
1.4        Tribunal Service Users must show a valid notice of hearing upon entering the vehicle

1.5
Should the Contractor find more than 8 Tribunal Service Users seeking transport then Tribunal appellants will be given priority over any other Tribunal Users. Should there be more than 8 appellants seeking transport the contractor will provide service on a first come first serve basis.

1.6 
In order for the Authority to track the daily usage of the taxi by their users, each driver will need to report to the reception at Columbus House to record the number of passengers on each journey. This log will be signed by the Tribunal Service receptionist and the Provider’s driver at either arrival at Columbus House or departure from Columbus House.

1.7
The Contractor shall be required to provide a means by which Tribunal Service users can identify their designated taxi at Newport Railway Station.

1.8
For the service to be provided, the Contractor must identify themselves to the Tribunal Service Users at each of the departure and arrival points.

1.9
It is expected that the majority of the work will be carried out at the departure & arrival 
points of the following:
a) Newport Multi-Jurisdictional Hearing Centre, Columbus House, Langstone Business Park, Chepstow Road, Newport, NP18 2LX.
b) Newport Railway station, Newport, NP20  3BA

1.10 “Waiting Time” means:

The period between the time stated and the time the vehicle arrives, whichever is the later and the time leaving the IAC Hearing Centre  on the return journey;
1.11 The period between arrival at the destination, and departure. Waiting time will only be paid on a 
return journey where the vehicle and the driver have been requested to and actually wait.
1.12 The period between arrival at the final destination and dismissal.
1.13 Waiting time incurred on any or all of the above will not be chargeable until a minimum period in any 
one hiring has been accumulated. The minimum period will be 15 minutes in respect of all vehicles. 
Only the waiting time after and not including the initial minimum period will incur a cost.  Waiting time 
will not be payable for traffic delays or breakdowns.
2. Requirement

2.1 The contractor is required to convey, inside a mini bus/coach IAC Hearing Centre Users, to or from the IAC Hearing Centre as specified by the representative of the Authority.
2.2 The vehicles supplied are to be in a good state of repair, satisfactorily heated and properly lighted internally, meeting the requirements of Public Service Vehicles as per the guidance on the website shown below.

https://www.gov.uk/drivers-hours/gb-domestic-rules

2.3  All vehicles should be maintained in accordance with manufacturer’s instructions
2.4 Preferably vehicles should be a mini bus/coach with appropriate First Aid, Fire Extinguishers and manufactures fitted seat belts.
2.5 There is an ongoing requirement for the provision of this service.  Demand is likely to fluctuate due to the number of court hearings.
2.6 All journeys are required to be made in a mini bus/coach which is correctly licensed, insured, taxed and tested.
2.7 All vehicles shall be free from defects, which contravene UK Law, as per the Legislation within the various Road Traffic Acts enacted by the UK Parliament.
2.8 All drivers shall hold the correct Public Service Vehicle driving license in order to drive a minibus bus/coach private hire vehicle for hire or reward and be in a position to provide them upon request by the “Authority”. 
2.9 Mini bus/coach provision with a minimum of 8 seats is required as follows:
9.00am – Newport City Centre railway station to Newport IAC (10 min journey)

9.30am - Newport City Centre railway station to Newport IAC (10 min journey)

12.00am – Newport IAC to Newport City Centre railway station (10 min journey)

1.15pm - Newport City Centre railway station to Newport IAC (10 min journey)

2.00pm – Newport IAC to Newport City Centre railway station (10 min journey)

4.00pm – Newport IAC to Newport City Centre railway station (10 min journey)
This does not include weekends and Bank Holidays.
2.10 The contractor shall provide telephone contact numbers to cover these time periods.
2.11 If a mini bus/coach is expected to be late in arriving at the IAC Hearing Centre Newport, the contractor is required to make telephone contact immediately giving an updated expected time of arrival.
3 Journeys

3.1 The breakdown of journeys for the IAC Hearing Centre is as specified in Section 2 – Schedule of Prices and Rates (See table below).
4 Security Training
4.1 Staffs are required to have been DBS checked, there is a potential that they may have lone vulnerable adults as a passenger.
5. Late Pick-ups
If the mini bus/coach pick up is going to be 15 mins or more after the agreed pick-up time the contractor must contact the IAC Hearing Centre to provide notification of a new pick up time and reasons why the pick-up is late.
6. 
IAC Newport and Newport City Centre Railway Addresses

Columbus House

Langstone Business Park

Chepstow Road

Newport

Gwent

NP18 2LX


Newport Railway Station


High Street


Newport


NP20
4AX

Section 2
2.1 Response and Schedule of Prices and Rates

Cost Model

General

The Prices and Rates contained within the Schedule of Prices and Rates are fixed for the term of the contract.

The Prices and Rates exclude Value Added Tax.
All Prices and Rates are deemed to include for all costs, overheads and profit associated with the delivery of the service
	Please state discount offered for prompt monthly or other period of settlement from receipt of correct invoice
	


2.2 Price Breakdown
2.1 A percentage breakdown of the cost elements must be provided in the format below.

	Cost elements (insert additional as necessary)
	Percentage

	Labour
	

	Tax and Insurance
	

	Fuel
	

	Overheads
	

	Profit
	

	TOTAL
	100%


2.3 Commercial Requirements

Please complete all of the following.  Where answers are negative, please write 'nil' or 'none', as appropriate.  Do not leave blank.

If you need more space, please complete a separate sheet and note the schedule "please see separate sheet".

3.1 The prices shall exclude VAT.

3.2
Invoices will be received from the Supplier on a monthly basis.

3.3
Payment will be received within 30 days of receipt of an invoice.

3.4 The Authority requires a system of invoicing, which meets the following criteria;
a) Invoices shall be submitted at the end of each calendar month, along with the management information applicable to that month’s activity.
b) Payment terms for invoices are 30 days from receipt of invoice.
c) All invoices shall be sent to LIBERATA, PO Box 697, Caerleon House, Cleppa Park, Newport, NP10 8ZF (DX134283 Newport Cleppa); and shall include the relevant reference numbers ( i.e. a 2 digit operating unit identifier, and a 5 digit business entity identifier).  The department in advance of contract commencement will provide these. The invoices are to be also annotated with the Purchase Order number, which the contracting “Authority” will provide.
d) A copy of the invoice and management information will also be sent to Newport Multi-Jurisdictional Hearing Centre, Columbus House, Langstone Business Park, Chepstow Road, Newport, NP18 2LX.

2.4 Use of Sub-Contractors

Please list the name and addresses of any Sub-Contractors used:

	Name and Address of Sub-Contractor
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