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[bookmark: _Toc461631398]Introduction and Executive Summary
Brooke Weston Trust is a Multi-academy Trust comprising ten schools, five secondary and five primaries.  
One of the Trust schools, Beanfield Primary is seeking to upgrade its ageing telephony system and telephone lines, to increase capacity.
The school is looking for the best solution to give enough lines to meet its needs as well as resilience and low call costs.  The schools current system is site based however would like to look at options, benefits and drawbacks for both site and cloud based solutions.   Scope to add schools as other contracts end, for a Trust system should also be explored, where option for cost savings.

 Detailed Specification
Current solutions
Beanfield Primary School has the following system in place:
	Lines
	 

	Current line provider
	BT

	Number of lines
	4+1 (ASDL)

	What are lines for
	All for school use, no emergency lines + 1 for Access Control

	Number of separate emergency lines
	0

	Number of analogue lines
	4

	Number of ISDN lines
	0

	Number of DDI
	0

	Number of Voicemail licenses
	1 Absence Line

	School internet connection
	100 mbps, quality of service is not enabled, HSO Managed, Virgin Media Line

	School back up power hours
	None, if required arrangements will be made by Beanfield School to add UPS to the 4 switch cabinets.


	Hardware
	 

	Onsite / Hosted
	Onsite

	Specification of telephone box
	Panasonic KX-TDA 30PBX, KX-TDA 3180 4-port analogue line card.  Located in reception.  
School reception is about to be refurbished over the summer and this will need to be removed in conjunction with the reception refurbishment works. Please consider in your tender return.

	Number of handsets
	26 analogue

	Specification of handsets
	4 x KXT7630 Handsets with 24 programmable keys                                                                                               22 x KXT7665 Handsets with 8 programmable keys

	Location of handsets
	All around the school

	Handsets IP or analogue
	Analogue

	How many phones have voicemail
	1 reception



Scope of Requirements
Brooke Weston Trust is interested in exploring the flexibility of adding additional schools to any hosted system as current contracts expire, these will be specified under separate projects as required. 
Beanfield Primary School would like to review options of both Cloud Hosted and Site Hosted Telephone Systems in addition to purchasing additional / new hardware.  Therefore the scope of requirements has been split into 3 lots and it is expected that award will be made from either 1 and 3 or 2 and 3.  
The school reserves the right to not award from any or all lots for any reason. 
Lot 1 – Cloud Hosted Telephone System
ID	Lot	Category	Questions
1.1	Lot 1 - Cloud Hosted Telephone System	Service	The school currently has 4 analogue lines, which is not adequate for their needs.  The school would like to review options to provide adequate incoming/outgoing lines, direct dial numbers, voicemail boxes, and flexibility for phones to be used in different locations, at an affordable price.   Please provide details of your proposed solution outlining the benefits and potential drawbacks for consideration.  		The school would like to keep 2 analogue lines for emergency use.		Guaranteed up time during local office hours 07:30-18:30 GMT
1.2	Lot 1 - Cloud Hosted Telephone System	Service	Please explain the benefits of this cloud hosted telephone system for the school and the Trust should more schools want to be added in the future. 
1.3	Lot 1 - Cloud Hosted Telephone System	Service	The school requires up to 12 direct dial numbers with the option to add more in the future. 
1.4	Lot 1 - Cloud Hosted Telephone System	Service	The school requires minimum of 12 voicemail boxes aligned to the direct dial numbers, and additional voicemail boxes not associated to physical extensions for trips and absence. An option to add more in the future. 
1.5	Lot 1 - Cloud Hosted Telephone System	Service	The system requires an auto attendant facility providing a menu of options taking callers to relevant extensions.  The system needs to support day mode, holiday mode and night mode.
1.6	Lot 1 - Cloud Hosted Telephone System	Service	The school will require training and on-going technical support via telephone and email between 8am and 5pm


Lot 2 – Site Hosted Telephone System
ID	Lot	Category	Questions
2.1	Lot 2 - Site Hosted Telephone System	Service	The school currently has 4 analogue lines, which is not adequate for their needs.  The school would like to review options to provide adequate incoming/outgoing lines, direct dial numbers, voicemail boxes, and flexibility for phones to be used in different locations, at an affordable price.   	The school would like the possibility of using the current analogue infrastructure and all new extensions being IP based.  The school does not want to increase its analogue cabling infrastructure.	Please provide details of your proposed solution outlining the benefits and potential drawbacks for consideration.	
2.2	Lot 2 - Site Hosted Telephone System	Service	Please explain the benefits of this site hosted telephone system for the school and the Trust should more schools want to be added in the future. 
2.3	Lot 2 - Site Hosted Telephone System	Service	The school requires up to 12 direct dial numbers with the option to add more in the future. 
2.4	Lot 2 - Site Hosted Telephone System	Service	The school requires minimum of 12 voicemail boxes aligned to the direct dial numbers, and additional voicemail boxes not associated to physical extensions for trips and absence. An option to add more in the future. 	
2.5	Lot 2 - Site Hosted Telephone System	Service	The system requires an auto attendant facility providing a menu of options taking callers to relevant extensions.  The system needs to support day mode, holiday mode and night mode.
2.6		Lot 2 - Site Hosted Telephone System	Service	The school will require training and on-going technical support via telephone and email between 8am and 5pm


Lot 3 – Hardware
ID	Lot	Category	Questions
3.1	Lot 3 - Hardware	Feature	The system is required to provide automated call routing (auto attendant). An example menu of options is as follows:                                                                                          1. Site Management                                                                                                                           2. Finance                                                                                                                                         3. Wellbeing Team                                                                                                                         4. Extended Provision                                                                                                                      5. Reception                                                                                                                                     6. Pupil Absence Voicemail                                                                          7. Trip Voicemail            
3.2	Lot 3 - Hardware	Feature	The system must provide the ability to route calls to mobile phones or wireless handsets.
3.3	Lot 3 - Hardware	Feature	The system must support conference calling.
3.4	Lot 3 - Hardware	Feature	The system must support 3 reception telephones in concurrent use.
3.5	Lot 3 - Hardware	Feature	The system must support wireless handsets for staff who roam the school site.
3.6	Lot 3 - Hardware	Feature	The system must support the addition of further extensions in the future
3.7	Lot 3 - Hardware	Hardware	A total of new 40 handsets are required for use in the school.  This is made up of:                                                                                               3x Receptionist phones linked on a call group                                 34x User phones which will be located across the multi building school site.                                                                                                   3x wireless handsets for mobile staff   
3.8	Lot 3 - Hardware	Hardware	The school requires that any hardware is warrantied for the entire contract period.
3.9	Lot 3 - Hardware	Hardware	The school requires onsite training, this must be delivered in multiple sessions on the dates specified in the Schedule of Activity. 
3.10	Lot 3 - Hardware	Hardware	The school will require on-going technical support for the installed solution. This is to be via telephone and email between 07:30 - 18:00 GMT
3.11	Lot 3 - Hardware	Hardware	Installation to include, scoping detailed requirements for menu options and telephone set up.


Contract Period
The contract period will be 3 years with option for a further 2 years, to be confirmed 30 days before the end of the year contract.   
Warranty 
The supplier must demonstrate and hold all applicable certifications and standards pertinent to the scope of this contract.
New Information
The supplier must provide Brooke Weston Trust notification of any new regulations relating to this RFQ within the contract period.
Schedule of Activity
	Activity
	Start Date
	Completion Date

	Staff Training Likely Dates (TBC on award)
	04/09/2017
	05/09/2017



Out of Scope
Any expenses incurred by bidders in responding to this RFQ (including time, travel and accommodation) are out of scope of this tender.  
[bookmark: _Toc461631400]Assumptions & Constraints
Assumptions
As per schedule of activity, staff training will need to be carried out in 2 or 3 sessions during the staff training days on or before 4th/5th September 2017.  Details to be confirmed on award.
The current school telephone number 01536 262000 must be retained.

Constraints

The Trust has appointed a consultant, Faithful and Gould (F&G) to manage extensive works at Beanfield School during the summer holidays.  This includes the refurbishment and reconfiguration of the school reception where the telephone box is currently situated and relaying of the playground where telephone lines pass.  Therefore the installation works will need to be scheduled with F&G and carried out under the direction of the principal contractor who is responsible for health and safety onsite. 
For Safeguarding compliance, staff or subcontractors carrying out installation or maintenance are required to have valid DBS clearance certificates (should be Enhanced DBS including Barred List checks) this must be presented prior to any visit, due to pupils being onsite over the holiday period.
[bookmark: _Toc461631401]Submission Details
Submission Delivery
Submissions should be delivered electronically via email as detailed below, before the submission deadline. 	
	Submission Deadline: 18th July 2017 12pm
Contact:			Matt Robbins
Tel: 			01536 397000
Email:			Proc0049@brookeweston.org
	Reference:		Project No: 0049

Submission Requirements
· Please telephone to confirm your email has been received before the deadline.
· Please provide pricing in a separate document to the non-price part of your proposal.  This is required for assist evaluation. 
· Please document a manifest of files supplied in your tender return for ease of evaluation.
· Please encrypt to protect confidential information.
All elements of scope of requirements must be addressed in response.
· Submissions are required on or before submission deadline. 
Submission Questions and Clarifications
Bidders requiring further clarification or interpretation of the RFQ must submit their request using the question process via email detailed below. 
Email:		

Site Surveys can be arranged by contacting:  Frank Burton, fburton@beanfieldprimary.org 01536 262000 
[bookmark: _Toc461631402]Selection Criteria and Contract Award
The contract will be awarded to the supplier with highest scoring bid based on the evaluation split:
Price		40%
Non Price	60%

Price Evaluation
Please provide pricing options broken down in grid below
Lot	Cost	Frequency 	Bid Price £
Lot 1 or 2	Line Installation	One Off	 
	Line Connectivity	Annual	 
	Line Service Charge	Annual	 
	Additional Cost – please detail		
	Call Charges	Quarterly	
	Total Line Cost	3 Years	 
Lot 3	Hardware Installation	One Off	 
	Hardware Costs (Purchased) breakdown by product	One Off	 
	Hardware Costs (Leased) breakdown by product	Term	
	Hardware Service Charge	Annual	 
	Additional Cost – please detail		
	Total Hardware Costs	3 Years	 
 	Total Cost	3 Years	 


Non Price Evaluation
The requirements listed in this section are pass/fail questions, solutions must be able to demonstrate meeting all of these criteria to qualify for assessment detailed in the Non Price Evaluation Table below.  
ID	Lot	Category	Question	Pass or Fail Question
1.3	Lot 1 - Hosted	Service	The school requires up to 12 direct dial numbers with the option to add more in the future. 	Y
1.4	Lot 1 - Hosted	Service	The school requires minimum of 12 voicemail boxes aligned to the direct dial numbers, and additional voicemail boxes not associated to physical extensions for trips and absence. An option to add more in the future.	Y
1.5	Lot 1 - Hosted	Service	The system requires an auto attendant facility providing a menu of options taking callers to relevant extensions.  The system needs to support day mode, holiday mode and night mode.	Y
1.6	Lot 1 - Hosted	Service	The school will require training and on-going technical support via telephone and email between 07:30-18:00 GMT	Y
2.3	Lot 2 - Site	Service	The school requires up to 12 direct dial numbers with the option to add more in the future. 	Y
2.4	Lot 2 - Site	Service	The school requires minimum of 12 voicemail boxes aligned to the direct dial numbers, and additional voicemail boxes not associated to physical extensions for trips and absence. An option to add more in the future. 	Y
2.5	Lot 2 – Site	Service	The system requires an auto attendant facility providing a menu of options taking callers to relevant extensions.  The system needs to support day mode, holiday mode and night mode.	Y
2.6	Lot 2 - Site	Service	The school will require training and on-going technical support via telephone and email between 07:30-18:00 GMT	Y
3.1	Lot 3 - Hardware	Feature	The system is required to provide automated call routing (auto attendant). An example menu of options is as follows:                                                                    1. Site Management                                                                                         2. Finance                                                                                                      3. Wellbeing Team                                                                                               4. Extended Provision                                                                                                                     5. Reception                                                                                                                        6. Pupil Absence Voicemail                                                                          7. Trip Voicemail	Y
3.2	Lot 3 - Hardware	Feature	The system must provide the ability to route calls to mobile phones or wireless handsets.	Y
3.3	Lot 3 - Hardware	Feature	The system must support conference calling.	Y
3.4	Lot 3 - Hardware	Feature	The system must support 3 reception telephones in concurrent use.	Y
3.5	Lot 3 - Hardware	Feature	The system must support wireless handsets for staff who roam the school site.	Y
3.6	Lot 3 - Hardware	Feature	The system must support the addition of further extensions in the future	Y
3.7	Lot 3 - Hardware	Hardware	A total of 40 handsets are required for use in the school.  This is made up of:                                                                                                             3x Receptionist phones linked on a call group                                            34x User phones which will be located across the multi building school site.                                                                                                      3x wireless handsets for mobile staff   	Y


Non Price Evaluation Table
Element	Measurement	Weighting
Solution	Solution meets the current needs and provides adequate resilience for term of the contract	20
Understanding of Engagement	Ability to deliver a suitable solution & capacity for ongoing support	10
Experience and Personnel	Organisation has the experience in the market and working within Education. Personnel are suitably qualified.  Please provide case studies and references	10
Method Statement	Installation, Process and flexibility to work with principal contractors schedule of delivery to meet the needs of the school	20


Contract Award
· The contract shall be awarded to successful supplier by the issue of a Purchase Order Number against the returned quotation. 
· The successful supplier quotation shall form the basis of the contract.
· Terms and Conditions Brooke Weston Trust will use are detailed in this RFQ
· The contract term is stated in Detailed Specifications Contract Period in this RFQ.
· Implementation schedule is documented in Schedule of Activity in this RFQ.
[bookmark: _Toc461631403]Bidders Checklist
· Bidders must provide information to cover all elements of the specification, by the submission deadline.
· An authorised agent of the bidder must sign quotations.
· Include bidder company information, describing the size and scope of operations, corporate structure, names, titles and roles of people who would be working directly with Brooke Weston Trust if your company were to be awarded the contract, and years of experience with your company.
· Provide a copy of your organisations latest Annual Report, or Audited Balance Sheet including Profit and Loss statement.  If available via website, a link to this information to made available. References to be included in bid both financial and previous or ongoing customer references, who may be contacted in the evaluation process.
· Please provide details of your top three customer accounts and additional details of any other key Trust or educational customers.
· Clearly indicate if any of the roles listed in this RFQ will be subcontracted to another supplier. 
· Provide details of valid DBS clearance certificates (should be Enhanced DBS including Barred List checks) to be supplied by the bidder including those of any subcontractors. DBS certificates must be made available to BWT prior to any works carried out within the schools.
· Outline a plan to set up and maintain a successful delivery programme.
· Other pertinent information the bidder feels would assist in the evaluation of the bidder’s capability.
· Pricing must be split out on a separate page.

[bookmark: _Toc461631404]Business Overview & Background
The Brooke Weston Trust specialises in education and has a network of both primary and secondary schools across Northamptonshire and Cambridgeshire.  With a student population is around 7,000, staff population is around 1,000 staff, and details of the trust can be found via our website: http://www.brookewestontrust.org

Northamptonshire Schools: Brooke Weston Academy, Corby Business Academy, Corby Technical School, Beanfield Primary Academy, Gretton Primary Academy, Oakley Vale and Kettering Science Academy.  Cambridgeshire schools:  Thomas Clarkson Academy and Peckover Primary school. 
[bookmark: _Toc461631405]Confidentiality Statement
All bidders agree that any information about Brooke Weston Trust, which is exchanged as part of the quotation, negotiation, or performance stages of this contract will be kept confidential by the bidder.  This is especially important where the information includes Trust finances, enrolment issues, projects and plans for expansion, new academic areas, or other sensitive information.
[bookmark: _Toc461631406]Tax and Invoice Requirements
Brooke Weston Trust holds “Charitable Non-Business Activity” status & as such is VAT exempt.  Payment terms to the company are net 30 days from the date of invoice.
For this service, the Trust wishes to operate an interim payment schedule, based on a cash-flow forecast, which must be included within the returned quotation
[bookmark: _Toc461631407]Disclaimers
· Late responses will not be considered.
· Quotations must address all terms of this RFQ.  
· Terms and conditions may be incorporated into the final contract.
· In the event that there is a discrepancy between the contract and the RFQ, the RFQ will prevail.
· Brooke Weston Trust (BWT) reserves the right to accept or reject any or all quotations.
· It is the Trusts’ intention to award this contract to the supplier who provides the best overall value to the Trust.
· That value will be determined by an evaluation of the price and non-price elements of the returned supplier information.
· Brooke Weston Trust is not obligated to award this contract to lowest bidder.
· Brooke Weston Trust reserves the right to award a contract without further discussions.  Therefore, the original submissions must be as complete as possible in all respects.
· Whether a quotation is responsive to this RFQ shall be determined exclusively by and under the sole discretion of Brooke Weston Trust.
· Brooke Weston Trust reserves the right to waive any informality in or reject any or all quotations and accept quotations deemed most favourable to the interest of Brooke Weston Trust after all quotations have been examined and reviewed. 
· Any interpretations, correction, or changes in RFQ made in any manner, other than that described here, will not be binding on Brooke Weston Trust and should not be relied on in the RFQ process.
· Brooke Weston Trust may choose to terminate this RFQ at any time for any reason.
· Brooke Weston Trust makes no guarantees as to the actual service purchased, nor will Brooke Weston Trust accept any penalties from the supplier regarding the service purchased


[bookmark: _Toc461631408]Terms and Conditions
These conditions shall not apply where the supply of goods or services is subject to the terms of a framework contract between the Contractor and BROOKE WESTON TRUST. 
1. Definitions - In these conditions:
“Contract” means the agreement between BROOKE WESTON TRUST and the Contractor comprising BROOKE WESTON TRUST’s request for quotation (&/or request for quotation), any specification, the Contractor’s quotation (&/or quotation), these Short Form Conditions of Contract, the Purchase Order, and any documents referred to therein.
“Contractor” means the individual, firm or company with whom BROOKE WESTON TRUST enters into the Contract (including where the context requires any of the Contractor’s sub-contractors) as identified in the Purchase Order. 
“BWT” means the Brooke Weston Trust.
“Goods” means anything (other than Services) supplied or to be supplied to BROOKE WESTON TRUST under the Contract. 
“Purchase Order” means the purchase order issued by BROOKE WESTON TRUST to the Contractor for the supply of Goods and/or the provision of Services. 
(v) “Services” means all the services that the Contractor is required to carry out under the Contract.
2. Conditions for the supply of Goods - Contractor’s duties 
(i) The Contractor shall supply the Goods specified in the Contract. Goods may be returned at the Contractor’s expense if they do not correspond with the Contract. 
(ii) All Goods shall be delivered, carriage paid, at the place specified and only between 9.00 am and 4.00 pm Mondays to Fridays, unless otherwise agreed by BROOKE WESTON TRUST. A delivery note must accompany the Goods and must specify the quotation reference and the type of Goods being delivered and must also include BROOKE WESTON TRUST’s reference number and the Purchase Order number. 
(iii) The cost of packaging will be deemed to be included in the cost of the Goods. If the Contractor requires packaging to be returned, it will be returned at the Contractor’s expense. 
3. Conditions for the supply of Services - Contractor’s duties 
(i) The Contractor shall properly perform the Services specified in the Contract with the standard of skill, care and diligence which a competent and suitably qualified person performing such services could reasonably be expected to exercise and in accordance with all relevant statutory requirements and industry best practice. 
4. Environmental Requirements 
(i) In providing the Goods or Services the Contractor shall comply with BROOKE WESTON TRUST’s environmental policy, which is to conserve energy, water and other resources, reduce waste and phase out the use of ozone depleting substances and minimise the release of greenhouse gases, volatile organic compounds and other substances damaging to health and the environment. 
(ii) All written outputs produced in connection with the Contract shall (unless otherwise specified) be produced on recycled paper containing at least 80% post-consumer waste and used on both sides where appropriate. 
(iii) Maximum use must be made of recycled materials in the manufacture of crates, pallets, boxes, cartons, cushioning and other forms of packaging. Packaging must be capable of recovery for reuse or recycling. 
5. Health, safety and security 
(i) The Contractor shall ensure that all of the Contractor’s personnel who have access to or are employed on BROOKE WESTON TRUST’s premises comply with BROOKE WESTON TRUST’s health, safety and security procedures and instructions and complete any additional security clearance procedures required by BROOKE WESTON TRUST before working at BROOKE WESTON TRUST’s premises. 
6. Invoices and Payment 
(i) The Contractor shall submit an invoice within 30 days of meeting any milestone set out in the request for quotation/& or RFQ to the satisfaction of BROOKE WESTON TRUST or otherwise within 30 days of supplying the Goods or Services to the satisfaction of BROOKE WESTON TRUST. The invoice shall show the amount of VAT payable and bear the Purchase Order number. Save where an invoice is disputed, BROOKE WESTON TRUST shall pay the Contractor within 30 days of receipt of an invoice. 
7. Corrupt Gifts and Payments of Commission
(i) In accordance with the Bribery Act 2010, the Contractor shall not receive or agree to receive from any person, or offer or agree to give to, or procure on behalf of any person in the employment of Brooke Weston Trust, any gift or consideration of any kind as an inducement or reward for doing or not doing anything, or for showing favour or disfavour to any person in connection with the Contract. 
8. Official Secrets Acts 
(i) If applicable to the Contract, the Contractor shall take all reasonable steps to ensure that all persons employed by him or by any sub-contractor in connection with the Contract are aware of the Official Secrets Acts 1911 to 1989, and understand that these Acts apply to them during and after performance of any work under or in connection with the Contract. 
9. Disclosure of Information 
(i) To enable compliance with the Freedom of Information Act 2000 and the Environmental Information Regulations, BROOKE WESTON TRUST reserves the right to disclose information about this Contract pursuant to a valid request for information. 
(ii) The Contractor hereby gives consent for BROOKE WESTON TRUST to publish the Contract in its entirety to the general public. 
(iii) The Contractor shall not disclose any information relating to the Contract or BROOKE WESTON TRUST’s activities without the prior written consent of BROOKE WESTON TRUST, which shall not be unreasonably withheld. Such consent shall not be required where the information is already in the public domain, is in the possession of the Contractor without restriction as to its disclosure, or is received from a third party who lawfully acquired it and is under no obligation restricting its disclosure. 
10. Discrimination 
(i) The Contractor shall not discriminate directly or indirectly or by way of victimisation or harassment against any person contrary to legislation relating to any discrimination (whether in race, gender, religion, disability, sexual orientation, age or otherwise) as amended from time to time, including but not limited to the Race Relations Act 1976, the Sex Discrimination Acts 1975 and 1986, the Disability Discrimination Acts 1995 and 2005, the Employment Equality (Sexual Orientation) Regulations 2003, the Employment Equality (Religion or Belief) Regulations 2003 and the Equalities Act 2010. 
11. Sub-contracting and assignment 
(i) The Contractor shall not sub-contract or transfer, assign, novate, charge, or otherwise dispose of the Contract or any part of it without the prior written consent of BROOKE WESTON TRUST. Where the Contractor enters into a contract with a supplier or sub-contractor for the purpose of performing the Contract or any part of it, it shall cause a term to be included in such contract which requires payment to be made by the Contractor to the supplier or sub-contractor within a period not exceeding 30 days from receipt of a valid invoice as defined by the contract requirements. 
12. Intellectual Property Rights 
(i) Subject to any prior rights of BROOKE WESTON TRUST, and to the rights of third parties arising otherwise than under the Contract, such intellectual property rights as are derived from or arise as a result of the performance of the Contract by the Contractor shall vest in the Contractor. The Contractor hereby grants a perpetual, irrevocable, worldwide, royalty-free licence to BROOKE WESTON TRUST (and any person authorised by them) to use, supply, reproduce, publish, modify, adapt, enhance or otherwise deal with any materials in which such intellectual property rights exist. 
13. Termination 
(i) If the Contractor fails to fulfil its obligations under the Contract, BROOKE WESTON TRUST may terminate the Contract forthwith by written notice and, in accordance with condition 16, may recover from the Contractor any reasonable costs necessarily and properly incurred by BROOKE WESTON TRUST as a consequence of termination. 
14. Break 
(i) Without prejudice to condition 13, BROOKE WESTON TRUST shall at any time have the right to terminate the Contract or reduce the quantity of Goods or Services to be provided by the Contractor in each case by giving to the Contractor one months’ written notice. During the period of notice BROOKE WESTON TRUST may direct the Contractor to perform all or any of the work under the Contract. Where BROOKE WESTON TRUST has invoked either of these rights, the Contractor may claim reasonable costs necessarily and properly incurred by him as a result of the termination or reduction, excluding loss of profit and consequential losses, provided that the claim shall not exceed the total cost of the Contract. 
(ii) Termination or reduction under this provision shall not affect the rights of the parties to the Contract that may have accrued up to the date of termination. 
15. Loss or Damage 
(i) The Contractor shall, without delay and at the Contractor’s own expense, reinstate, replace or make good to the satisfaction of BROOKE WESTON TRUST, or if BROOKE WESTON TRUST agrees, compensate BROOKE WESTON TRUST, for any loss or damage connected with the performance of the Contract, except to the extent that such loss or damage is caused by the neglect or default of BROOKE WESTON TRUST. “Loss or damage” includes but is not limited to: loss or damage to property; personal injury; sickness or death; and loss of profits or loss of use suffered as a result of any loss or damage. 
16. Recovery of Sums from Contractor 
(i) Whenever under the Contract any sum or sums of money shall be recoverable from or payable by the Contractor to BROOKE WESTON TRUST, that amount may be deducted from any sum then due, or which at any later time may become due, to the Contractor under the Contract or under any other contract with BROOKE WESTON TRUST.
17. Insurance 
(i) The Contractor shall effect and maintain an adequate level of insurance cover in respect of all risks that may be incurred by him in the performance of this Contract. 
18. Notices 
(i) A notice may be served: by delivery to the Contractor; by sending it by email to him; or by ordinary first class post to the Contractor’s last known place of business or registered office. A notice shall be deemed served at the time of delivery, after four hours for an email, or on the second working day after posting. 
19. Law and Jurisdiction 
(i) The Contract shall be governed by and interpreted in accordance with the law of England and Wales. The parties hereby submit to the exclusive jurisdiction of the English Courts. 
20. Dispute Resolution 
(i) In the event of dispute, the parties shall negotiate in good faith to reach a solution. If they do not reach a solution within one month BROOKE WESTON TRUST may refer the dispute to mediation. During the dispute the Contractor shall at BROOKE WESTON TRUST’s discretion continue to perform the Contract with all due diligence. 
21. Variations to the Contract 
(i) No variation to the Contract will be effective until it has been recorded in writing and signed by BROOKE WESTON TRUST and the Contractor.
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