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1
Introduction

 1.1     City of Lincoln Council is a district council located within the county of Lincolnshire.  Divided by uphill and downhill Lincoln is one of England’s most beautiful and vibrant cathedral cities.  With a constantly diversifying population of 88,400, Lincoln is Lincolnshire’s urban hub.  Situated in the East Midlands region of England, the city is entirely urban in nature and has a tightly drawn boundary covering just 13.78 square miles.  It is a significant regional centre, with a high number of people who commute to work, shop, or visit the city. 

1.2
City of Lincoln Council has four clear strategic objectives:

· Lets Drive Economic Growth

· Lets Reduce Inequality

· Lets Deliver Quality Housing

· Lets Enhance Our Remarkable Place

1.3
Potential suppliers to City of Lincoln Council should be aware that these four objectives are at the centre of everything we do. It is expected that each and every contract that we enter into will make a contribution towards these four objectives.  

1.4
Suppliers responding to any contract opportunity advertised by City of Lincoln Council should carefully consider how their response can align with our priority areas. As a minimum, we expect our suppliers to respond with market leading pricing structures which reflect the considerable scope of the commercial opportunities we offer.  Additionally, wherever there is an opportunity for a sustainable solution, suppliers are strongly encouraged to offer such solutions where permitted within the scope of the individual contract requirements.  Further information on sustainable procurement is available on our website and suppliers are encouraged to review this. 

1.6
Suppliers should treat this contract as a ‘one-shot’ opportunity and are reminded that procurement regulations prevent us from negotiating on commercial aspects of any supplier’s offer – hence, suppliers should always treat their tender submission as a “best and final offer” process.

1.7
The tender documentation may vary in detail, but we will:

· avoid over specifying a requirement,

· invite a sufficient number of suppliers to ensure fair competition, but remove barriers to participation by small suppliers without discriminating against larger suppliers

· provide clear documentation

· give all suppliers equal opportunity

· provide feedback to unsuccessful Suppliers

2
The Requirement 

2.1
Tenders are invited for the supply of services in respect of Building maintenance and refurbishment services including voids, general building works, aids and adaptations, emergency call out services and environmental cleansing. The successful bidder will be responsible for providing the services, liaising closely with the Contract Manager Daryl Wright.
2.2
In order to support the delivery of a repairs and maintenance service to their
            housing stock The City of Lincoln Council are seeking to procure 3 Service Providers 
            to assist with repairs and maintenance in both occupied and void property. The
            Council’s housing stock consists of approximately 8000 properties and they are 
            responsible for in the region of 

·   700 void property refurbishments per annum
·   30,000 scheduled and urgent repairs per annum 
·   2,000 out of hours repairs per annum
2.3     Component elements of the contract will include,

· Void property maintenance
· General building works
· Aids and adaptations

· An Out of Hour’s Emergency Call Out service
· An Environmental Cleansing service including a 24/7 Out of Hour’s Emergency Call Out service

            The Council’s detailed requirements are defined in the Specification at Section Three A.

2.4
The Contract will be let for an initial period of 3 years intended to commence on 1st June 2022 with the option to extend for 2 further periods of 2 years up to a maximum contract period of 7 years.
3
Indicative Procurement Timetable
3.1
It is intended that the tender exercise follows the timeline detailed below:

	1
	Invitation to Tender Issued
	2nd December 2021

	2
	Deadline for Questions
	12:00 noon, 21st December 2021

	3
	Deadline for Bids
	12:00 noon, 21st January 2022

	4
	Evaluation 
	21st January to 11th March 2022

	5
	Presentations
	Week commencing 1st March 2022

	6
	Standstill Period
	15th March to 25th March 2022

	7
	Contract Award
	Week commencing 28th March 2022

	8
	Initial Project Meeting
	TBC

	9
	Contract Start
	1st June 2022


3.2
Please note the Council reserves the right to amend this timetable and steps 2, 3, 4, 5, 6, 7, 8 and 9 are provided for indicative purposes only. 

4
Overview Of The Process

4.1
A two stage process is being used.  Stage one of this process comprises of an initial assessment of submissions as detailed in ‘Evaluation of Tenders’.  Only those passing the initial assessment will go through to stage two which is the evaluation of the proposed working methods questions and pricing schedules.
5 Evaluation Of Tenders

5.1
An initial examination will be made to establish the completeness of submitted tenders.  
5.2
The evaluation of tender submissions will be based upon two stages, Business Information Assessment and Award Criteria. Only those submissions that meet the Assessment criteria will then be evaluated against the award criteria. Those deemed not to meet the Assessment Criteria will not be considered further. 
5.3
Bidders should note that regardless of a bid’s overall merits, in the event that evaluating officers (acting reasonably) consider there to be a fundamental weakness (i.e., that a score of 0-1 is achieved on more than one occasion for any Proposed Working Method question) which is likely to impact adversely upon the supply of the services, then grounds will exist to exclude the bid from further consideration. 

5.4
Throughout the evaluation process, the council reserves the right to seek clarifications from Bidders, where this is considered necessary to achieve a complete understanding of the bids received.  In any event, should the evaluation panel, in its reasonable judgement, identify a fundamental failing or weakness in any tender then that tender may, regardless of its other merits, be excluded from further consideration.
Assessment Criteria

5.5
A range of pass / fail assessment criteria will be applied to the responses given by Bidders to the Business Information (Section 4) section of this invitation to tender document.  The assessment criteria are the minimum assessment requirements which the Council require its Suppliers to meet or exceed, including the Eligibility for public contracts in regard to the grounds specified in regulation 57 of the Public Contract Regulations 2015. All questions will be scored on a pass/fail basis aside from Section 6 Questions 6.1 , 6.2 and 6.3 Technical and Professional Ability. 

5.5.1
The financial assessment will be based on the lower annual contract value (£315,000) not the higher annual value (£630,000).  This is due to only the bidder in first place, following the ITT evaluation stage, being required to have a financial standing that allows for the higher contract value and the final placings will not be n until the ITT stage has been completed.  Following the ITT evaluation stage, the bidder who is in first place will be financially assessed to ensure that they pass the £630,000 annual contract value assessment.  If they do not pass this assessment, then they will be put in the £315,000 annual contract value placings.  The next placed bidder will then be assessed for the higher value annual contract
            Business Information Assessment Criteria for Section 6 Questions 6.1 , 6.2 and 6.3 Technical and Professional Ability. 

 5.6     The scored criteria will be assessed on a using the following scale of awarding marks between [0 and 3] as detailed below: 

	0
	Completely unsatisfactory/unacceptable response 
No response to the question or serious deficiencies in meeting the required standards. 

	1
	Poor response 
The response provides only limited evidence that the required standards can be met and / or demonstrates significant omissions.  The risk to the Council of contracting with the candidate is high.

	2
	Acceptable response in most areas
The response provides evidence that the required standards have been met in most areas with no more than minor omissions and where any concerns are only of a minor nature.  The risk to the Council of contracting with the candidate is medium.

	3
	Good response 
The response is compliant and meets the required standards.

The response provides evidence that the required standards can be met. The risk to the Council of contracting with the candidate is low.


   

  5.7    Candidates will be scored on their responses to the Selection Questions in relation to the requirements of the specification.  The score applied to each of the questions is shown in the table below

	Element
	Minimum Score 2

	Section 6 Questions 6.1 , 6.2 and 6.3 Technical and Professional Ability
	Q 6.1 
Q 6.2

Q 6.3 




            Only the candidates that pass stage 1 (this includes the scored element where only those that have attained a minimum score of 2) will proceed to stage 2 which is the evaluation of the proposed working methods questions and pricing schedules.

5.8
Whilst it is unlikely that any organisation which fails on any of the assessment criteria below will proceed to the next round of evaluation, the Council reserves the right to seek explanation from an organisation as to the incomplete nature of its tender and ask for clarification and / or submission of additional or missing information where there is a mitigating explanation as to the omission, such as mistake or issues beyond the control of the organisation.  This does not create a legal obligation for the Council to make such a request and each case will be considered on its own merits and with regard to the risks and implications involved should the Council decide to proceed.

	Assessment Criteria
	Assessment 

	Fully Complete ITT
	Bidders must submit a fully complete ITT document signed where applicable. 

Any ITT that is not fully complete or without the appropriate signatures will fail.
	Pass / Fail

	Part 1 Section 1: Potential Supplier Information and Bidding Model
	Bidders must submit full company information and details of the proposed bidding model. 

Any Bidder may be excluded on the grounds of providing insufficient or false information.
	Pass / Fail

	Part 2 Section 2:  Grounds for mandatory exclusion
	Bidders will be failed if any of the mandatory grounds for exclusion apply and if the Bidder has failed to provide sufficient evidence of remedial action having taken place subsequently.
	Pass / Fail

	Part 2 Section 3: Grounds for discretionary exclusion
	Bidders may be failed if any of the discretionary grounds for exclusion apply but the Council may at its discretion allow a Bidder to proceed
	Pass / Fail

	Part 3 Section 4 and 5: Economic and Financial Standing
	Financial standing will be considered as part of the overall suitability criteria and a potential Bidder will not be deselected on the basis of turnover alone.
	 Pass / Fail

	Part 3 Section 6: Technical and Professional Ability 
	Organisations must demonstrate sound contract performance by providing details of up to three relevant contracts. 


	Scored 

	Part 3 Section 7: Modern Slavery Act 2015
	Since 1 October 2015, commercial organisations that carry on a business or part of business in the UK, supply goods or services and have an annual turnover of £36 million or more ("relevant commercial organisations") have been required under Section 54 of the Act to prepare a slavery and human trafficking statement as defined by section 54 of the Act.
	Pass / Fail

	Part 3 Section 8: Additional Questions

	Question 8.1: Insurance
	For insurance cover, Bidders to self- certify that they have or will undertake to secure the stipulated levels of insurance.
	Pass / Fail

	Question 8.2: Compliance with equality legislation 
	Bidders must self-certify that they demonstrate a sound Equality and Diversity track record.  Any remedial action taken to address any declared breaches will be assessed and taken into consideration. 

Any Bidder who does not demonstrate this will fail.
	Pass / Fail

	Question 8.3: Environmental Management
	Bidders must self-certify that they comply with environmental legislation. Any remedial action taken to address any declared breaches will be assessed and taken into consideration 

Any Bidder who does not demonstrate this will fail.
	Pass / Fail

	Question 8.4: Health & Safety
	All Bidders with more than 5 employees must self-certify that they have a health and safety policy in place. The Bidder must also demonstrate that their directors and/or executive officers have not received enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last three years.  Any remedial action taken to address any declared breaches will be assessed and taken into consideration.

Any Bidder who does not demonstrate this will fail.
All bidders must complete, submit and be successful in passing The City of Lincoln Council Control of Contractors Health and Safety Questionaire, please see Appendix 9.
	Pass / Fail


5.9
If the situation arises where no Bidders meet the minimum requirements, the Council reserve the right to cancel or restart the tender process.  

Award Criteria

5.10
The Council will accept the tender, which is the most economically advantageous, i.e., a balance between cost and quality.
5.11
If a tender submission meets the minimum requirements of the Assessment Criteria as detailed above, it will then be evaluated using the Bidders Responses to the Proposed Working Methods (Section 5) and Pricing Schedule (Section 6).

5.12 
The Award Criteria will be scored out of 100%, with bids evaluated on the following basis: 

Prices and Costs




60 %

Quality (Working Method Statements)

40 %
Price – 60%
5.13
Price will be evaluated using the methodology below. 

5.14
In the example below, price accounts for 40% and therefore the quality aspect would be marked out of the remaining 60%. 

5.15
The maximum price % is given to the lowest submitted price.  Other price scores will be calculated as a percentage of the maximum score based on their price in relation to the lowest price.  

5.16
For example, in the table below Supplier 3 has submitted the lowest price and therefore receives maximum points.  Supplier 1 has submitted a price 25% higher and therefore receives a score 25% lower.  

	Supplier
	Price
	%

	1
	£125,000
	30

	2
	£185,000
	6

	3
	£100,000
	40

	4
	£150,000
	20

	5
	£225,000
	0 *


*If a bid is more than twice the amount of the lowest price the equation will produce a negative number, in this case the bids score 0 points.   Please note the figures used in the above table are purely for example purposes only and are not a reflection of anticipated tender prices.

            Quality – 40%
5.17
Bidders will be scored on their responses to the Proposed Working Method Questions (Section 5) in relation to the requirements of the specification.  The weighting applied to each of the quality sub criteria is shown in the table below
	Element
	Weighting

	Quality
	

	Compliance with the specification
	7.5%

	Skills, experience, and staff monitoring
	7.5%

	General understanding of the project
	5%

	Contract monitoring and reporting
	5%

	Sample programme of works for void property
	5%

	Social Value Policy
	5%

	Presentation 
	5%


5.18
The quality element of the tender will be scored using the following scale of awarding marks between 0 and 4.
	0
	Completely unsatisfactory/unacceptable response 
No response to the question or serious deficiencies in meeting the required standards. The risk to the Council is very high.

	1
	Poor response 
The proposals provide only limited evidence that the specified requirements will be met and / or demonstrate significant omissions and / or demonstrate only a limited level of quality. The risk to the Council is high.

	2
	Acceptable response in some areas
The response is compliant in most areas, but in some areas falls short of the required standards.

The proposals provide evidence that reasonable quality will be met where detailed, but with some material omissions. The risk to the Council is medium.

	3
	Good response 
The response is compliant and meets the contract standards.

The proposals provide evidence that the specified requirements will be met, with no more than minor omissions and where any concerns are only of a minor nature and demonstrate reasonable quality. The risk to the Council is low.

	4
	Outstanding response 
The response is fully compliant, with no omissions, and clearly indicates a full understanding of the contract. The proposals provide strong evidence that all of the specified requirements will be consistently delivered to a high level of quality. The risk to the Council is very low.


5.19
The winning tender is the one which scores the greatest overall mark once the Price and Quality scores have been combined.   
6 Council Decision Process

6.1. 
Following the evaluation of the Tenders, the Council will award the contract to the preferred Bidder, based upon the outcome of the above evaluation procedure.

7 Award of Contract
7.1. 
Following the decision by the Council to award the contract, all Bidders will be informed of the decision.  A standstill period of 10 days will come into effect.  All unsuccessful Bidders will receive detailed feedback.

1
General Instructions


Definitions

1.1
Words defined in the Terms and Conditions of Contract shall have the same meaning throughout the Tender document.

1.2
“Authority”, “Council”, “Customer” and “Purchasing Organisation” means the organisation that is seeking to award a contract.

1.3
“Supplier” and "Bidder" means the organisation submitting the Invitation to Tender document.


General Instructions

1.4
Tenders must be submitted in accordance with the following instructions and conditions.  Any Bidders that do not comply with these instructions or conditions may have their tender rejected.

1.5
The Council reserves the right to disqualify any tender submission which is incomplete or not in accordance with paragraph 1.4 above.

1.6
Prospective suppliers should be aware that canvassing (i.e., seeking the support of influential persons within the purchasing organisation) will lead to disqualification.

1.7
The information that Bidders give in response to the Invitation to tender forms part of the legal representations of the Bidders organisation during the tender process.  Any findings of misrepresentation may result in any subsequent contract being terminated.  

1.8
The Bidder’s written response to any information required by the Council will be taken into account in the evaluation of competing tenders and if approved, will be binding but will not detract from the Specification nor Conditions of Contract.

1.9
Bidders should note that wherever reference is made to any external assessment body or external accreditation standard, such reference shall be deemed to include reference to any equivalent body or standard. 

1.10
Bidders are advised that any contract(s) resulting from this procurement exercise will be subject to conditions which require the Supplier, as an employer, to comply with all statutory obligations to staff (and to applicants for employment) under all equality and non-discrimination laws (and amendments thereto) and with any statutory instruments, orders, guidance, and codes of practice made thereunder.

1.11
The Council does not bind itself to accept any offer resulting from the Invitation to Tender and reserves the right not to award any contract under this procurement process.


The Council`s Right to Reject Solutions

1.12
The Council reserve the right to reject or disqualify a Bidder and/or the members of the Bidder's Team where: -
a) there is a change in identity, control, financial standing, previous bid position, structure or other factor impacting on the evaluation process affecting the Bidder and/or the members of the Bidder's Team (including but not limited to a change in the Bidder's Team from the members who completed the Invitation to Tender) and/or a failure to comply with the Council's requirements set out in paragraph [1.13 to 1.17] (Confidentiality) below. 

b) where a Bidder is in receipt of confidential information belonging to another the Council reserves the right to reject or disqualify the Bidder and/or the members of the Bidder's Team which disclosed the information and the Bidder and/or the members of the Bidder's Team which received it.

Confidentiality

1.13
All documentation and information issued by the Council relating to the procurement process shall be treated by the Supplier as private and confidential for use only in connection with the procurement process and any resulting contract and shall not be disclosed in whole or in part to any third party without the prior written consent of the Council.

1.14 
All bidding documentation and information which an organisation may have as a result of it being a member of a bidding consortium (whether information of the Council or that consortium) must and shall be treated by that organisation as private and confidential to that consortium and must not and shall not be shared outside of that consortium in particular in circumstances where an organisation is a member of more than  one consortium that organisation  must not and shall  not share confidential information with competing Bidders.

 1.15  The Invitation to Tender and the associated documents are being made available by the Council on condition that:- 

· Bidders shall at all times treat them as confidential.
· Bidders shall not disclose, copy, reproduce, distribute, or pass them to any other person at any time.
· Bidders shall not use this Procurement Pack and the associated documents for any purpose other than for the purposes of preparing (or deciding whether to prepare) a response to the Solution

1.16 
Bidders shall ensure that each member of the Bidder's Team who receives any of the information is made aware of, and complies with, the provisions of this section as if they were a Bidder.

1.17
All information provided to the Supplier by the Council shall be regarded as confidential and used only to prepare a response to any clarification questions.  The questionnaire remains the property of the Council and must be returned upon demand.


Freedom of Information

1.18
The Supplier acknowledges that the Council is obliged under the Freedom of Information Act (FOIA) to disclose information to third parties subject to certain exemptions.  This includes the information given in relation to this invitation to tender process.  The Supplier therefore accepts and acknowledges that the decision to disclose information and the application of any exemptions will be at the Councils sole discretion.  The Council will act reasonably and proportionately in exercising its obligations under the FOIA as to whether any exemptions under section 43 of the FOIA may be applied to protect the supplier’s legitimate commercial and trade secrets.
1.19
Bidders should state at Section 10 if any of the information supplied by them is confidential or commercially sensitive or should not be disclosed in response to a request for information under the Act.  Bidders should state why they consider the information to be confidential or commercially sensitive and for how long.

1.20
This will not guarantee that the information will not be disclosed but will be examined in the light of the exemptions provided in the Act. 

Information, Costs and Expenses

1.21
The Bidder is responsible for obtaining all information necessary for the preparation of its submission and all costs expenses and liabilities incurred by the bidder in connection with the preparation and submission of the tender will be borne by the bidder.

1.22
Bidders should satisfy themselves of the accuracy of all fees, rates and prices quoted, since Bidders will be required to hold these or withdraw their Tender in the event of errors being identified after the submission of Tenders.

1.23
If a bidder fails to provide fully for the requirements of the Specification in the Tender it must either:

(i)
absorb the costs of meeting the full requirements of the Specification within its tendered price; or
(ii) withdraw its Tender.


Research and Investigation

1.24
The Bidder will be deemed for all purposes connected with the tender and the Contract to have carried out all research, investigations and enquiries which can reasonably be carried out and to have satisfied itself as to the nature, extent, and character of the requirements of the Contract (in the context of and as it is described in the Specification), the extent of the materials and equipment which may be required and any other matter which may affect its Tender.  

1.25
The Supplier shall have no claim whatsoever against the Council in respect of such matters and in particular (but without limitation) neither the Council shall make any payments to the Supplier save as expressly provided for in the Contract and (save to the extent set out in the Contract) no compensation or remuneration shall otherwise be payable by any Council to the Supplier in respect of the scope of the Contract being different from that envisaged by the Supplier or otherwise.  Information given in respect of current orders is given as a guide and the Council makes no warranty and accepts no liability as to the actual value or volume of orders to be placed with the Supplier.

2
Completing the Form

2.1
Failure to complete the form as instructed may result in your submission being rejected.  
2.2
Tenders must be submitted on this Invitation to Tender Document, in Word format (unless otherwise specified), which must be duly completed and signed where appropriate.  These include the:

(a)
Bidder Responses, 

(b)
Pricing Schedule, 

(c)
Payment Details, 

(d)
Form of Tender, 

(e)
Collusive Tendering Certificate, 

(f)
Commercially Sensitive Information Disclosure Form,

2.3
When completing this document, you may enlarge the answer boxes to ensure you have sufficient space to respond.  Please do not alter or amend the form in any other way.

2.4
The form must be completed even if your organisation has previously worked with the Council or submitted a Tender to City of Lincoln Council – cross-referencing to previous submissions will not be sufficient. 
2.5
Please answer every question as instructed to do so.  Do not assume that the officers evaluating the form will know about your organisation or the work that you do and answer the questions as fully as possible within any given constraints.  

2.6
If the question does not apply to you please write N/A; if you don’t know the answer please write N/K.  When posed with Yes / No questions please edit your answer as appropriate.  All figures should be in full, i.e., £3,500,000 not £3.5 million and in GBP.  

2.7
Unless instructed otherwise, please give details that specifically relate to your organisation and not to the whole of the group where your organisation forms part of a group.  Any information submitted in response to this document must relate to the applicant only, the applicant being the organisation who it is proposed will enter into formal contract with the Council if awarded the contract.

2.8
Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the prospective main Supplier or consortium leader.  Relevant information should also be provided in respect of consortium members or sub-contractors who will play a significant role in the delivery of the Services under any ensuing Contract.  Responses must enable the Council to assess the ability of the consortium or sub-contractor to deliver the contract.

2.9
Where the prospective supplier(s) is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members.

2.10
The Council recognises that arrangements in relation to consortia and sub-contracting may be subject to future change. Bidders should therefore respond in light of arrangements currently envisaged.  Please provide details of the proportion of any contract awarded under this Contract that the prospective partner proposes to subcontract.
Variant Bids 

2.11
No variant bids will be accepted.


Signatures

2.12
Where required, the Invitation to Tender Document must be signed in accordance with the options below:

(a)
where the Supplier is an individual, by that individual, OR
(b)
where the Supplier is a partnership, by two duly authorised partners, OR
(c)
where the Supplier is a limited company, by a director duly authorised for such purposes.

2.13
You may submit electronic or typed signatures.  However, should you be successful, you will be required to resign all declarations that form part of the contract with an original signature.  
Supporting Documents

2.14
In order to simplify this process, you should not provide supporting documents, for example, accounts, certificates, statements, or policies unless specifically requested to do so.  Instead, we may ask you to provide a statement regarding your approach to various aspects or a summary of your policies. However, the purchasing organisation may ask to see these documents at a later stage so it is advisable that you ensure they can be made available upon request.   You may also be asked to further clarify your answers or provide more details. 

3
Submitting the Form 

3.1
Tenders must be submitted electronically no later than 12 noon on 21st January 2022 through the Due North Proactis ProContract tender portal which is a secure exchange module of the ProContract e-sourcing suite.  Submissions via the electronic tenderbox cannot be accessed or opened by the contracting authority until after the deadline has expired.  No documents can be uploaded to the tenderbox after the deadline has expired; therefore, there is no penalty for returning a submission early!  It is strongly recommended that your submission is uploaded well before the deadline to ensure that failure of ICT/Servers/PC/laptop or similar does not result in your submission failing to be placed in the tenderbox.

3.2
Any queries regarding this opportunity must be submitted electronically no later than 12:00 noon on 21st December 2021 through the Proactis ProContract tenderbox. 

3.3
The Bidder’s attention is specifically drawn to the date and time for receipt of tenders and the Council reserves the right to reject any submission received after the closing date and time.  
4
Rejection of the Tender
4.1
Any Tender submitted by a Bidder in respect of which the Bidder:

(a)
fixes and adjusts prices and rates shown in its tender by or in accordance with any agreement or arrangements with any other person or by reference to any other tender or communicates to any person other than the Officer mentioned in this tender the amount or approximate amount of the prices and rates shown in its tender except where such disclosure is made in confidence, in order to obtain information for the preparation of the tender documents or for the purposes of financing or insurance; or

(b)
enters into any agreement with any other person that such other person shall refrain from submitting a tender or shall limit or restrict the prices to be shown by any other Bidder in its tender; or

(c)
offers or agrees to pay or does pay or give any sum of money, inducement, or valuable consideration directly or indirectly to any person for doing or having or causing or having caused to be done in relation to any other Supplier or any other person’s proposed Tender any act or omission; or

(d)
in connection with the award of the Contract commits an offence under the Bribery Act 2010

(e)
has directly or indirectly canvassed any member or official of the Council concerning the acceptance of any Tender or who has directly or indirectly obtained or attempted to obtain information from any such member of official concerning any other Supplier or tender submitted by any other Bidder.
(f)
does not provide all the information required by the Council.

(g)
fails to pass any of the mandatory Business Information requirements.

(h)
fails to meet any of the required minimum standards

(i) includes proposed amendments or additions to the terms of the tender, conditions of contract and/or specification changes shall be deemed a variant bid. 

may be rejected by the Council provided always that such non-acceptance or rejection shall be without prejudice to any other civil remedies available to the Council or any criminal liability which such conduct by a Supplier may attract.
5
Acceptance of Tender 

5.1
Any acceptance of a Tender by the Council will be in writing and communicated to the Bidder, following a standstill period (from the date that the notification of intention to award is sent to all bidders) of not less than 10 calendar days., 
5.2
Following the end of the standstill period The Council will inform the successful Bidder of the acceptance of the offer by means of a formal letter accompanied by two copies of the contract document.  The Bidder will be expected to sign and return the contract document to the Council who will duly sign and complete the contract and return one copy to the Supplier.  
6
Bidder's Warranties

6.1
In submitting a Tender the Bidder warrants and represents that:

(a)
it has complied in all respects with the Conditions of Tender.
(b)
all information, representations and other matters of fact communicated (whether in writing or otherwise) to the Council by the Bidder or its employees in connection with, or arising out of the Tender are true, complete, and accurate in all respects.
(c)
it had made its own investigations and research and has satisfied itself in respect of all matters relating to the Tender, the Specification, and the Conditions of Contract and that it has not submitted the Tender and will not have entered into the Contract in reliance upon any information, representations or assumptions (whether made orally, in writing or otherwise) which may have been made by the Council.
(d)
it has full power and authority to enter into the Contract and will if requested produce evidence of such to the Council.
(e)
it is of sound financial standing and the Bidder and its partners, officers and employees are not aware of any circumstances (other than such circumstances as may be disclosed in the accounts or other financial statements of the Bidder which may adversely affect such financial standing in the future.
6.2
All Bidders shall keep their respective bids valid and open for acceptance by the Council until the expiry of 90 days from the last date for the receipt of tenders.


INTRODUCTION AND GENERAL REQUIREMENTS FOR ALL ELEMENTS OF THE CONTRACT

Overview

In order to support the delivery of a repairs and maintenance service to their housing stock The City of Lincoln Council are seeking to procure 3 Service Providers to assist with repairs and maintenance works in both occupied and void property. The Councils housing stock consists of approximately 8000 properties and they are responsible for in the region of 

· 700 void property refurbishments per annum
· 30,000 scheduled repairs per annum 
· 2,000 out of hours repairs per annum
Component elements of the contract will include,

· Void property maintenance

· General Building works
· Aids and adaptations
· An Out of Hour’s Emergency Call Out service

· An Environmental Cleansing service including a 24/7 Emergency Call Out service

Each of the 3 Service Providers will be responsible for providing all elements of the above services, liaising closely with The Councils Contract Manager, Daryl Wright. The majority of works to be carried out by Service Providers will take place within The Council’s housing stock which is located within the boundaries of The City of Lincoln however Service Providers may also be required to undertake works in Council owned commercial property and in privately owned property, no historic data is available for this potential element of the contract.  Service Providers must deliver a service that is demonstrably focused upon the requirements of all stakeholders including The Council and its tenants. Services must be delivered in accordance with this specification.

Contract Scope Summary

Works issued to The Service Providers will include internal and external repairs, property maintenance and refurbishment. Works will be both planned and responsive and will take place in both void and occupied property. The requirements for each component element of the contract is described in the relevant section of this document. 

· Page 28, Void property maintenance

· Page 35, General Building works
· Page 40 Aids and Adaptations
· Page 44, Out of Hour’s Emergency Call Out service

· Page 47, Environmental Cleansing service including an Out of Hour’s Emergency Call Out service
Exclusions
Service Providers will not be required to undertake asbestos removal works, full central heating system/boiler replacements or the installation of lifts and hoists.

Contract Period

The Contract will be let for an initial period of 3 years intended to commence on 1st June 2022 with the option to extend for 2 further periods of 2 years up to a maximum contract period of 7 years. Extensions are subject to a number of key factors including
· The Councils service requirements and sufficient funds being available
· The satisfactory performance of The Service Provider
· The successful renegotiation of any amendments required to the service provision
Estimated annual spend and indicative volumes

There is no guarantee as to the annual spend with each Service Provider or the volume of works issued, this is due to the fluctuating capacity of The Councils directly employed workforce. As an indication of annual contract value, the total combined anticipated average annual spend based upon averages over the last 4 years will be approximately £1,260,000 split between the 3 Service Providers. Using averages over the last 4 years together with service area projections this will equate to approximately  

· 80 Voids works orders per annum per Service Provider per area.
· 100 Void ‘clean only’ works orders per annum per Service Provider, per area.
· 70 General Building Works orders per annum per Service Provider, per area.
· 10 Aids and Adaptations Works orders per annum per Service Provider, per area.
· 580 Out of Hour’s Emergency Call Outs per annum per Service Provider.
· 41 Environmental Cleansing works orders per annum per Service Provider, per area.
Voids, General Building works, Aids and Adaptations works, and Environmental Cleansing works will be allocated to each Service Provider on a per area basis. The top scoring Service Provider will be issued works orders in Areas 1 and 2 of the below four areas of the City.  The remaining two Service Providers will be issued works in 1 area each.  Service Providers should also note that the fluctuating capacity of The Councils directly employed workforce means that Council employees will be undertaking works in each of the areas. The Four areas are 

· Area 1. North (Ermine East, West and Newport)

· Area 2. East (St Giles and Monks Road)

· Area 3. Central (Boultham Moor, Bracebridge, Manse and City Centre)
· Area 4. South (Birchwood and Hartsholme)

Performance Bond 
A performance bond of 10% will be required, The Performance bond wording is included as Appendix 2. Contract award is strictly subject to the receipt of a performance bond. The bond should be provided to the council by 16th May 2022. The total estimated contract value per Service Provider for the initial term based upon averages over the last 4 years is 

£1,890,000 for the top scoring Service Provider and £945,000 for the remaining two Service providers. The tendered bond cost will not form part of the price evaluation.  Performance Bond arrangements will be reviewed should options to extend be agreed.
Collateral Warranties
Collateral warranties will be required, these are detailed in clause 21 of Appendix 3a.
TUPE

Contractors are advised that where a service provision change is identified and takes place the Transfer of Undertakings (Protection of Employment) Regulations 2006 may apply to these contracts. 

a) The Contractor shall, and shall procure that each Sub-contractor shall, promptly provide to The Council and/or at The Councils’ discretion, the Incumbent Contractor, in writing such information as is necessary to enable The Council and/or the Incumbent Contractor to carry out their respective duties under Regulation 13 of the TUPE Regulations. The Council shall or shall procure that the Incumbent Contractor shall (as applicable), promptly provide to The Contractor in writing such information as is necessary to enable The Contractor and/or any Sub-contractor to carry out their respective duties under the TUPE Regulations.

b) Subject to clause a) The Council shall use reasonable endeavours to procure that the Incumbent Contractor shall indemnify The Contractor and any Sub-contractor from and against all Loss in connection with, or as a result of: -

c)Any claim or demand in respect of any Transferring Employee arising out of their employment or the termination of their employment provided that this arises from or as a result of any act, negligence, fault or omission of the Incumbent Contractor occurring before the Relevant Transfer Date.

d) Any claim or demand arising from or as a result of the breach or non-observance by the Incumbent Contractor occurring before the Relevant Transfer Date of: -

e) Any collective agreement applicable to the Transferring Employees; and/or

(f) Any other custom or practice with a trade union or staff association in respect of any Transferring Employees which the Incumbent Contractor is contractually bound to honour.

g) Any claim by any trade union or other body or person representing any Transferring Employees arising from or connected with any failure by the Incumbent Contractor to comply with any legal obligations to such trade union, body or person arising before the Relevant Transfer Date.

h) Any failure by Incumbent Contractor to discharge or procure the discharge of all wages, salaries and all other benefits and all PAYE tax deductions and national insurance contributions relating to the Transferring Employee in respect of the period to (but excluding) the Relevant Transfer Date.

i) Any claim made by or in respect of any person employed or formerly employed by the Incumbent Contractor other than a person identified as a Transferring Employee for whom it is alleged The Contractor and/or any Sub-contractor (as appropriate) may be liable by virtue of the TUPE Regulations and/or the Acquired Rights Directive 77/187 EC (as amended from time to time); and

j)  Any claim made by or in respect of the Transferring Employees or any appropriate employee representative (as defined in the TUPE Regulations) of any Transferring Employee relating to any failure by the Incumbent Contractor to comply with obligations under Regulation 13 of the TUPE Regulations, save if that failure arises from the failure of The Contractor or any Sub-contractor to comply with its obligations under Regulation 13(4) of the TUPE Regulations.

ELI information from the incumbent Service Providers is included as Appendices 3 to 8. Where an incumbent Service Provider has indicated that they do not envisage as transfer this is detailed on the relevant appendix. Please note that this exercise may result in multiple contracts which may therefore result in TUPE transfer situations to multiple transferees.
Insurance
The Service Provider will be required to have in place at all times

· Employers Liability £15M

· Public Liability £10M

· Products Liability £10M

· Professional Indemnity £2M. 

The Service Provider will maintain professional indemnity cover in respect of the activities performed by them under this contract for a period of 6 years following the termination date of the contract.
Accreditations 
The successful Service Provider will be

· SSIP accredited (Safety Schemes in Procurement) E.G. CHAS (Contractors Health and Safety Assessment Scheme) and Constructionline registered

· Required to possess Quality and Environmental Management Systems such as ISO9001 and ISO14001 certification or internal QMS systems

· Registered at the Environment Agency with an Upper Tier waste carriers’ licence

· Required to possess Gas Safe and NICEIC (or equivalent) accreditations or have this capability within their supply chain
Materials

The Service Provider will ensure that all materials used are of a standard that satisfies all British regulations and standards. All materials used will be new unless otherwise agreed or specified.  Any substandard materials used will be removed at The Service Provider’s expense. All materials will be used in strict compliance with the manufacturer’s instructions. The Service Provider will be able to demonstrate the ability to provide a fully ethical supply chain that satisfies all current and future British regulations and standards. These include

· PEFC certification

· FSC Certification

· Timber chain of custody

Waste

It will be the responsibility of The Service Provider to dispose of all waste generated by the works that they undertake. All invoices for chargeable waste should be submitted with a Waste Transfer Note. The Waste Transfer Note should be submitted at the same time as the invoice.
Subcontractors and directly employed staff

With the Councils Contract Manager’s approval, Service Providers are authorised to use subcontractors for the provision of all trades. The Council Contract Managers approval will be obtained by The Service Provider in writing prior to The Service Provider appointing sub-contractors.   The Service Provider will be fully responsible for the management and performance of their sub-contractors. On a monthly basis the Service Provider will provide the Councils Contract Manager with a list of all employees and subcontractors deployed on the contract.  The Council reserve the right to instruct the Service Provider to terminate the use of any directly employed staff or subcontractors that they consider to have a detrimental effect upon contract performance.
Company Uniform and Identification card
The Service Providers operatives and subcontractors will attend site in company branded uniform and they will carry a photo ID card at all times. 

Health and Safety

The Service Provider will complete Appendix 9, The City of Lincoln Council Control of Contractors Health and Safety Questionaire and submit it along with their response. This section will be evaluated on a pass/fail basis. Please note that Service Providers will only be permitted to commence works following the successful evaluation of the Control of Contractors Health and Safety Questionnaire.

The Service Provider’s operatives will be Asbestos Awareness trained. The nature of the works and services means that The Service Provider may come into contact with materials that contain or may contain asbestos or asbestos based products. If ACMs are present or suspected to be present The Service Provider will inform The Councils Contract Manager. The Council will then arrange for ACM testing and removal works. If, during works asbestos is found, The Service Provider will be required to immediately notify The Council by telephone, followed up by an email to The Councils Contract Manager and immediately suspend all work that may release asbestos fibres and withdraw from the location after leaving the area safe.  Please see Appendix 10, Asbestos Management Policy. 

The Service Provider will comply with all parts of the Health and Safety at work Act 1974 at all times. The Service Provider will comply with all current and future Health and Safety legislation which is relevant to the operation of the service.

The Service Provider will comply with the Personal Protective Equipment Regulations 2002 at all times. The Service Providers staff and subcontractors will wear personal protective equipment as advised by their risk assessments. The Service Provider will adhere to government guidelines and legislation with regard to Covid 19.
Access Equipment. Service Providers may be required to erect and use tower scaffolds and supply powered access equipment. Operatives used to erect tower scaffolds will be Prefabricated Aluminium Scaffolding Manufacturer’s Association trained (PASMA).
First aid kits will be in place on each of The Service Provider’s vehicles and an appropriate number of The Service Provider’s staff will be first aid trained.  Spill kits and fire extinguishers will be carried on each of The Service Provider’s vehicles.

The Service Provider is to provide The Council with suitable and sufficient risk assessments and method statements.  This is in respect of all works to be carried out under this contract and these will be required prior to works commencing on site. The Service Provider shall allow for carrying out all Risk Assessments as required under the Management of Health and Safety at Work Regulations. 
Risk assessments method statement’s and COSHH information will be carried by all operatives at all times and be available for inspection upon request by The Councils’ Contract Manager. The Service Provider will maintain accurate and up to date health and safety records and documentation. These will be available for inspection by The Councils Contract Manager three working days’ notice will be given if access to records are required. 
The Service Provider will report any incidents under RIDDOR to the Health and Safety Executive. In the case of any incidents involving members of the public or third parties or that are reportable under RIDDOR, The Service Provider shall provide details to The Council immediately. The Service Provider shall record all accidents / incidents in addition to its compliance with the statutory obligations of reporting dangerous occurrences and accidents to the HSE.
Prior to the contract commencing The Service Provider will provide The Council with a list detailing the names of all directly employed staff and subcontractors deployed on the contract and their qualifications. Any subsequent changes of staff will be notified to The Councils Contract Manager. The Service Provider will be required to ensure that all works are only undertaken by suitably trained qualified and competent operatives and that works are carried out under the direction of an SSSTS qualified (Site Supervisor Safety Training Scheme) supervisor. The Service Provider will ensure that adequate arrangements are in place in the event of lone working. 
The Service Provider will be responsible for ensuring that property is left clean and clear of all debris upon the completion of works.  All rubbish, debris, dust, and other waste generated, and equipment used for the work shall be removed upon the completion of each stage of the works. The Service Provider shall comply with all current legislation in respect of the transportation and disposal of waste.

The Service Provider will take all necessary steps to ensure that properties are protected appropriately using dustsheets, carpet protection etc. whilst works are being carried out. The Service Provider will be liable for any damage caused during works and this will be recharged via an invoice deduction. 

All power tools and relevant plant will be PAT tested and a PAT testing certificate and records will be provided to The Councils Contract Manager on an annual basis if tools and plant are recharged in property that falls within the contract scope. 
Safeguarding
The Service Provider will adhere to all applicable Council policies and procedures including the Safeguarding policy.  Please see Appendix 11, City of Lincoln Council Safeguarding Policy. 

Environment

The Service Provider will adhere to all current and future applicable environmental legislation and will maintain a valid Waste Carriers License at all times.  The Service Provider will be required to demonstrate how they comply with The Councils Environmental Policy, please see Appendix 12, City of Lincoln Council Environmental Policy and Appendix 13, Climate Change Statement. 
Business Continuity

The Service Provider will have a full and comprehensive business continuity plan (BCP) in place at all times.  The BCP plan should be submitted to The Councils Contract Manager upon commencement of the contract and thereafter on an annual basis.

Social Value

The Council is committed to fulfilling its duty under the Social Value Act as well as maximising the social value and impact of all Council actions and resources. Our procurement processes seek not only to maximise value for money in terms of our spending and outcomes for residents but also seek to:

· Encourage innovative approaches to social, environmental, health and economic issues in our area of operation.

· Encourage solutions which benefit and engage underrepresented communities and our most vulnerable residents

· Deliver sustainable solutions, benefiting our communities beyond the length of a contract.

· Improve job opportunities and skills in our areas of operation.

Service Providers will be required to submit a social value plan (SVP) detailing specific actions and targets for the duration of the contract together with details of how they will implement it. Consideration must be given to setting realistic goals that are achievable within the contract period. The SVP submitted must provide details of
· The named person responsible for managing delivery of the SVP

· The SVP target outputs

· How the target outputs detailed on the SVP will be delivered, monitored, and reported.
Council requirements for any social value activity are that they must be of a high quality and must show a tangible benefit to Council tenants and residents. The Council’s Social Value priorities for the purposes of this contract are listed below. The Council operate a Social Value Fund. As part of the Suppliers Social Value assessment, it is expected that Service Providers will contribute towards this fund.  Ideally the Council would like to see a minimum 5% uplift on its contract value being used. Contributions from the Service Provider can take the form of equipment, resources, and materials to benefit the community and address local needs and requirements. The Councils preferred mechanism is a cash rebate which would form an element of the 5% uplift.

The Council endeavors to assist young people into training and employment, work placements and apprenticeships. Any new apprenticeship opportunity that this contract provides will include a full training framework to include, functional skills, NVQ and literacy and numeracy elements. Any apprenticeships will be completed within the timeframe of the contract. The Service Provider may be required to provide the opportunity, on occasion, for Council apprentices to work with the Service Providers operatives. Service Providers will be required to submit their social value proposals specific to this contract as part of the assessment criteria. Please see Appendix 14, City of Lincoln Council Social Value Policy.
Demobilisation plan

The Service Provider will develop a demobilisation plan to ensure that if required a seamless transition takes place upon the expiry of this contract. The draft plan must be prepared for review and mutually agreed by The Council’s Contract Manager within the first 12 months of the contract. The Service Provider and The Council will then review and agree the plan annually in order to ensure it is relevant and compliant with The Councils policies and procedures. There should be no changes to the plan without the consent of both The Service Provider and The Council.  The plan must include but will not be limited to details regarding 
· The planning, communication, and engagement process including stakeholder consultation
· Resources and timescales
· Managing workforce reductions and TUPE transfers
The Service Provider should ensure that there are no changes to key personnel in the last 12 months of the contract.
VOIDS

Introduction

In order to support the delivery of a repairs and maintenance service to their housing stock The Council require Service Providers to deliver a void property repairs and maintenance service. The Councils are responsible for repair and maintenance works to approximately 700 void properties per annum within The City of Lincoln. Works orders will be passed to the Service Providers who will then be responsible for the completion of works in line with agreed timescales. Service Providers will be responsible for delivering all works required to bring void properties up to the City of Lincoln Council’s Void Property Letting Standard, please see Appendix 15. The successful Service Providers will be responsible for providing the services, liaising closely with The Councils Contract Manager, Daryl Wright.

It is estimated that approximately 160 void properties per annum would be passed to the top scoring Service Provider and  80 void properties per annum would be passed to each of the other Service Providers.  In addition, each Service Provider would also be required to undertake clean only works following repair and maintenance works delivered by The Councils directly employed staff.   

Scope

Works issued to The Service Provider will include internal and external repairs, property maintenance and refurbishment. This will include but is not limited to 
· soft strip demolition
· property clearance and waste disposal including lofts, gardens, and outbuildings
· plumbing including removal and repositioning/reinstatement of radiators
· electrical works including full and partial rewires, upgrades and isolations
· plastering
· bricklaying
· joinery and carpentry
· lock changes
· wall tiling
· flooring
· partial and full property decoration
· kitchen and bathroom replacements
· level access showers
· glazing
· boarding up
· concreting and rendering
· general building work
· major works
· fire damage reinstatement
· roofing, flat roofing and roofline work
· window and door replacement
· aids and adaptations work (excluding lifts and hoists)
· pre cleans including mould removal
· cleaning of properties to a lettable standard
· needle sweeps and sharps disposal

· pest control and fumigation

· pigeon faeces removal

· graffiti removal

· cleaning and removal of bodily fluids and human waste

· removal of drug paraphernalia

· cleaning of fire damaged properties

· environmental cleansing

· horticultural works including strimming, weed clearance and hedge trimming

· removal and disposal of fly tipped items

· Supply and erection of prefabricated aluminium scaffolding (Tower Scaffolds)

· building surveys

· structural surveys

· damp surveys

· building works and services associated with grant funded projects

Service availability requirement and hours of work

The hours of work are 8am to 5pm Monday to Friday. The Service Provider will be permitted to undertake weekend work and out of hours work with the prior permission of The Councils Contract Manager. 

Allocation of works  

The top scoring Service Provider will be issued works orders in Areas 1 and 2 of the below four areas of the City.  The remaining two Service Providers will be issued works in 1 area each.  Service Providers should also note that the fluctuating capacity of The Councils directly employed workforce means that Council employees will be undertaking works in each of the areas. 

The Four areas are 

· Area 1. North (Ermine East, West and Newport)

· Area 2. East (St Giles and Monks Road)

· Area 3. Central (Boultham Moor, Bracebridge, Manse and City Centre)

· Area 4. South (Birchwood and Hartsholme)

Please see Appendix 16 Area Map 

In terms of each Service Providers allocated area, works to void properties will be carried out in each of the four areas throughout the year. 

Works orders

Works orders will be issued by email. The email will include health and safety information, a purchase order number and an inspection form confirming the type and quantity of repairs to be undertaken in each room of the property. The inspection form will include codes from the M3 Version 7 Schedule of rates which detail the type of works required. Also included will be access arrangements and the required category timescale for the completion of works. Please see Appendix 17, Voids Procedure Flowchart.

Target Timescales and priorities

The Councils required turnaround timescales for void works are detailed below in Table 1. 
Table 1  
	Clean only, 1 working day
	· Clean only 
	Handover within 1 working day

	Cat 1, 3 working days 
	· Clearance,

· Minor repair works


	Handover within 3 working days of receipt of works order

	Cat 2, 5 working days
	· Clearance,

· High volume of repairs


	Handover within 5 working days of receipt of works order

	Cat 3, 10 working days 
	· Clearance,

· High volume of repairs

· Kitchen and/ or Bathroom Replacement


	Handover within 10 working days of receipt of works order

	Cat 4, 15 working days
	· Clearance,

· High volume of repairs

· Kitchen and/ or Bathroom Replacement

· Major works such as full re-plaster and/or full redecoration
	Handover within 15 working days of receipt of works order


It is not The Councils intention to penalise Service Providers for not achieving these targets as The Council accept that in certain void properties the various works required will dictate the number of day’s required for works to be completed. Persistent non-compliance with the timescales detailed in Table 1 without a justifiable reason would be viewed by The Council as poor delivery performance.  The Service Provider is required to work in collaboration with The Council in order to challenge current procedures so that the 13-calendar day average target can be reduced further. 

Time Extensions
If there is a requirement to carry out further works in a property, then The Councils Contract Manager will review the timescale category.  The Service Provider is expected to accommodate additional works of a minor nature within the original timescale specified. In exceptional circumstances time extensions may be granted.  In the event that a target cannot be met by The Service Provider The Councils Contract Manager must be notified immediately with the reasons for the delay. The notification will be via a phone call initially and then confirmed by e-mail. The email will contain information detailing the reasons for the completion date being outside of the agreed category timescale. The Service Provider will provide The Council with a revised completion date for the works to be completed based upon the time extension agreed with The Councils Contract Manager. 

Use of The Councils Managed stores

The Service Provider may have the option to utilise the JPS Managed Stores located at the Councils premises at Hamilton House in Lincoln for the supply of kitchen units, worktops, and related fittings as well as bathroom suites, shower trays and associated fittings and components. The Service Provider will not be obliged to use this facility and The Council will not be obliged to offer it.  Any arrangements can be agreed at the initial contract meeting and a variation to the contract can be enacted if required. If an agreement is reached the Service Provider will facilitate this process  via an itemised invoice deduction.   
Security and Access

Service Providers operatives will access void properties via the use of a key safe however on occasion Service Providers will be required to gain access. Key safe access codes will be issued to The Service Provider along with the works order and schedule of works. The Service Provider will ensure that keys are placed back in the key safe immediately after being used to access the property and immediately after being used to secure the property. The key safe will not be left open at any time. In the event that the key safe access code is compromised by The Service Providers staff, The Council reserve the right to pass on any all costs incurred including The Councils administrative costs.  Properties may also be alarmed, and the Service Provider’s operatives will be required to disable the alarm before commencing works and to reactivate the alarm when securing the property. In the event of the Service Providers staff causing a false alarm activation, The Council reserves the right to pass on any costs incurred. One set of communal area master keys will be provided to the Service Providers Contract manager to facilitate access to low rise flats. 

Enabling works and services 

Prior to issuing void property works to The Service Provider, The Council will arrange a gas safety check, electrical safety check and drain down the heating system if required. Information regard to Asbestos Containing Materials (ACM’s) will be communicated upon the issue of works along with proposed dates of removal. Any identified enabling works will be completed by The Council prior to the handover of the property to The Service Provider. Dates for this work proposed or confirmed, will be communicated to The Service Provider upon the issue of the works order. The Service Provider is permitted to use water and electricity supplies at void properties where these services are available. If these services are not available, it is The Service Providers responsibility to make the necessary arrangements to enable works to be carried out.  This may include the provision of generators and the transportation of water to the property.  On occasion The Service Provider may be required to obtain and top up a Pay as You Go meter key in order that a meter debt is cleared so that electricity can be provided to the property. The key top up will be of a sufficient amount to ensure that works can be completed. The Service Provider will be reimbursed for their expenses relating to meter keys upon the production of a receipt. Agreed expenses should be detailed on the invoice. 

Cleaning and Clearance works
Please note that The Service Provider may be required to clear properties in which The Council are undertaking repair works as well as properties where The Service Provider would be undertaking works. Void properties will be cleaned by The Service Provider to the standard described in this specification. The Service Provider will also be required to undertake clean only works to properties in which The Council have undertaken works as well as the cleaning of all void properties which are issued to The Service Provider. The Service Provider will provide and leave a New Tenant Welcome Pack in each void property for the incoming tenant regardless of whether The Service Provider or The Council have carried out repair works. The pack should include, tea, coffee, sugar, milk, washing up liquid, sponge, and a utility box key. The Council will provide The Service Provider with a welcome card for the incoming tenant which will be passed to The Service Provider to leave in the void property upon the completion of works. 
As a minimum the clean will include

· Stack mail in a safe place 

· Sweep/vacuum/mop throughout

· Remove cobwebs

· Remove drawing pins, blue tack, and tape etc. from walls

· Clean all windows internally

· Clean all hard surfaces with an anti-bacterial cleaning agent including fixtures and fittings, internal window frames, doors and frames, skirting, architrave, and wall tiles

· Clean and sanitise bathroom suite including chemical clean of WC when necessary

· Clean and sanitise kitchen units, degrease where necessary including the tops of units

· Clean and sanitise all cupboards including meter and boiler cupboards

· Clean all radiators and remove any debris from behind radiators

· Clean all switches, sockets, light fittings, vents, and extractors

· Clean all pipework

· Clean all fittings

· Clean front and back doors internally and externally

· Sweep path

After the completion of the clean The Service Provider will take high resolution digital photographs of the front and rear elevations of the property and 4 photos of every room within the property. The 4 internal photos will be taken from each corner of the room. Each photo will be clearly referenced including property address, date taken, and room photographed. Photographs will be contained in an individual electronic folder stored on a memory stick and the folder will be titled with the property address. Memory sticks containing photos will be submitted to The Councils Contract Manager upon the completion of works in a property.

Kitchen and Bathroom Replacements

Where required and instructed the Service Provider will deliver kitchen and bathroom replacements as detailed in Appendices 18 and 19, Kitchen and Bathroom specifications. 

Service Provider pre and post inspections and handover
Two working days prior to the completion of works, The Service Provider’s Contract Manager will inform the Council’s Contract Manager in order that a joint inspection can be arranged. Following this inspection, the Service Provider’s Contract Manager will carry out a 100% post inspection of the property before handing back the property to The Councils Contract Manager.  If works are not completed in full or if the quality of workmanship is not acceptable The Service Provider will be required to rectify any issues immediately at their own cost, a time extension will not be allowed, and the original completion timescale will not be amended.
Variations
The Service Provider will not carry out any additional works without approval in writing from The Councils Contract Manager. At handover stage the Service Providers Contract Manager will complete a single signed variation order detailing all agreed variations.  Please see Appendix 22 Variation Order. Payments for any additional works will only be made with a signed variation order and no further variations will be agreed once the variation order has been signed off by The Councils Contract Manager. 

Invoicing

Prior to invoicing all provisional costs will need to be agreed with The Council prior to the raising of any invoice.  The Service Provider will complete a Pre-Invoice Summary spreadsheet each week on Fridays and send it to The Councils Contract Manager by email. Please see Appendix 20 Pre-Invoice Summary spreadsheet.  Within 2 working days of receipt of the Pre-Invoice Summary spreadsheet The Councils Contract Manager will sign off the Pre-Invoice Summary spreadsheet provided that any queries have been resolved. 

At this point The Service Provider will provide a fully consolidated electronic invoice on which details all properties which are complete and have been handed back to The Councils Contract Manager. Only those properties formally signed off by The Council each week will be included on the invoice. No invoice will be passed for payment until all works are completed satisfactorily. Should the total cost of works on any individual void property exceed £30,000 the Service Provider may request an interim payment by emailing a request to The Councils Contract Manager. The Councils Contract Manager may authorise a part payment at their discretion. Please see Appendix 21, Void Costs Invoice Flowchart

Invoices will include the following information:

· Property address

· Order Number(s) – (“L” or “O” purchase order numbers)
· Works undertaken

· Cost of works undertaken showing a summary of the original order value plus or minus any agreed variations.

· Total cost per property

· VAT applicable

· Total invoice value

Failure to comply with these conditions will delay any payment of the whole invoice.
GENERAL BUILDING WORKS

Introduction

In order to support the delivery of a repairs and maintenance service to their housing stock The Council require Service Providers to deliver a General Building works repairs and maintenance service.  The Councils housing stock consists of approximately 8000 properties and they are responsible for approximately 30,000 scheduled and urgent repairs   per annum within The City of Lincoln. Works orders will be passed to the Service Providers who will then be responsible for the completion of works in line with agreed timescales. The successful Service Providers will be responsible for providing the services, liaising closely with The Councils Contract Manager, Daryl Wright. 
Scope

Works issued to The Service Provider will include General Building works including internal and external repairs, property maintenance and refurbishment during normal working hours. The General Building requirement includes but is not limited to the below works.
· soft strip demolition
· property clearance and waste disposal including lofts, gardens, and outbuildings
· plumbing including removal and repositioning/reinstatement of radiators
· electrical works including full and partial rewires, upgrades and isolations
· plastering
· bricklaying
· joinery and carpentry
· lock changes
· wall tiling
· flooring
· partial and full property decoration
· kitchen and bathroom replacements
· level access showers
· glazing
· boarding up
· concreting and rendering
· general building works
· major works
· fire damage reinstatement
· roofing, flat roofing and roofline work
· window and door replacement
· pre cleans including mould removal
· cleaning of properties to a lettable standard
· horticultural works including strimming, weed clearance and hedge trimming

· removal and disposal of fly tipped items

· Supply and erection of prefabricated aluminium scaffolding (Tower Scaffolds)

· building surveys

· structural surveys

· damp surveys
The majority of works orders that form the  General Building Works requirement fall into the category of Scheduled Repairs. A Scheduled Repair is a repair that needs to be completed that is not urgent and that is unlikely to cause a risk to tenants, their belongings, or their home. Scheduled Repairs are carried out at set times of the year, across four set areas in the city.
Service availability requirement and hours of work

Normal hours of work are 8am to 5pm Monday to Friday. The Service Provider will be permitted to undertake weekend work and out of hours work with the prior permission of The Councils Contract Manager. 

Allocation of works 
The top scoring Service Provider will be issued works orders in Areas 1 and 2 of the below four areas of the City. The remaining two Service Providers will be issued works in 1 area each.  Service Providers should also note that the fluctuating capacity of The Councils directly employed workforce means that Council employees will be undertaking works in each of the areas. 

Please see Appendix 16, Area Map. The Four areas are 

· Area 1. North (Ermine East, West and Newport)

· Area 2. East (St Giles and Monks Road)

· Area 3. Central (Boultham Moor, Bracebridge, Manse and City Centre)

· Area 4. South (Birchwood and Hartsholme).

Routine Category General Building works will be carried out during a 3-week period in each of the 4 areas on a 12-week rolling programme.  The programme will then repeat throughout the year. For example 

Weeks 1-3 Area 1 Top Ranking Service Provider 1 
Weeks 4-6 Area 2 Top Ranking Service Provider 1
Weeks 7-9 Area 3 Service Provider 2 
Weeks 10-12 Area 4 Service Provider 3
At the end of week 12 the programme will then repeat and carry on throughout the year from weeks 13-52. In practice this means that the majority of the works that fall within this element of the contract will be batched together and carried out in each Service Providers designated 3-week period in each area. 
General Building works that fall into the Urgent category will be carried out throughout the year in Service Providers allocated area(s)  irrespective of the 3-week rolling programme.
Works orders

Works orders will be issued by email. The email will include health and safety information, tenant contact details, a purchase order number and a description of type and quantity of repairs or repairs to be undertaken in each room of the property. Also included will be access arrangements and the required category timescale for the completion of works. 

Target timescales and priorities
The Councils required turnaround timescales for General Building works are detailed below in Table 2.  
Table 2 

	Category
	Category Description


	Ordering Process

	Urgent, Attend within 24 hours, Monday to Friday


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Scheduled Repair, Routine Attend within 3 Calendar Days
	Attend site within 3 calendar days of receipt of email instruction.
	Communicated via email and works order sent within 2 working days

	Scheduled Repair, Routine Attend within 7 Calendar Days
	Attend site within 7 calendar days of receipt of email instruction.
	Communicated via email and works order sent within 2 working days

	Scheduled Repair, Routine Attend within 20 Calendar Days
	Attend site within 20 calendar days of receipt of email instruction.
	Communicated via email and works order sent within 2 working days


Urgent priority Timescales In the case of the urgent priority timescale repairs the Service Provider will attend the property and complete works within normal working hours (Monday to Friday 8am to 5pm excluding bank holidays) and within 24 hours of receipt of the instruction. It will be Service Providers responsibility to contact the tenant to make an appointment to arrange access. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property. In the event that the Service Provider is unable to contact the tenant in order to arrange access the Service Provider should supply and deliver  a ‘no access’ card to the tenant’s property. The card will include the Service Providers contact details. If arrangements are not able to be made to complete works within the required priority timescale the Service Provider will contact The Councils Contract Manager.

Routine priority Timescales During the planning stage for each of the 4 areas The Council will endeavour to provide The Service Provider with as much visibility as possible in terms of non-urgent repairs work volume. In the case of routine priority timescale repairs the Service Provider will attend the property and complete works within normal working hours (Monday to Friday 8am to 5pm excluding bank holidays) and within the specified timescale.  It will be the Service Providers responsibility to contact the tenant to arrange access. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property.  In the event that the Service Provider is unable to make contact with the tenant in order to arrange access the Service Provider will supply and deliver a ‘no access’ card to the tenant’s property. The card will include the Service Providers contact details. If arrangements are not able to be made to complete works within the required priority timescale the Service Provider will contact The Council’s Contract Manager. 
Time Extensions

If there is a requirement to carry out further works in a property, then The Councils Contract Manager will review the timescale category. The Service Provider will be expected to accommodate additional works of a minor nature within the original timescale specified. In exceptional circumstances time extensions may be granted.  In the event that a target cannot be met by The Service Provider the Councils Contract Manager must be notified immediately with the reasons for the delay. The notification will be via a phone call initially and then confirmed by e-mail. The email will contain information detailing the reasons for the completion date being outside of the agreed category timescale. The Service Provider will provide The Council with a revised completion date for the works to be completed based upon the time extension agreed with The Councils Contract Manager. 

Use of The Councils Managed stores

The Service Provider may have the option to utilise the JPS Managed Stores located at the Councils premises at Hamilton House in Lincoln for the supply of kitchen units, worktops, and related fittings as well as bathroom suites, shower trays and associated fittings and components. The Service Provider will not be obliged to use this facility and The Council will not be obliged to offer it.  Any arrangements can be agreed at the initial contract meeting and a variation to the contract can be enacted if required. If an agreement is reached the Service Provider will facilitate this process  via an itemised invoice deduction.   
Variations
The Service Provider is authorised by The Councils Contract Manager to carry out variations up to the total value of £100 per works order per property  without prior authorisation. The Service Provider will not carry out any additional works in excess of this £100 limit without a signed variation order from The Councils Contract Manager – Please see Appendix 22, Variation Order. Payments for any additional works in excess of the £100 limit will only be made with a signed variation order. Additional works in excess of £100 in value will be agreed before undertaking the additional works. 

Invoicing

Consolidated invoices detailing individual properties will be submitted on a weekly basis on a Friday and will be built up by The Service Provider using the tendered call out rate plus codes from the M3 Version 7 Schedule of rates (at the tendered percentage)  which detail the type of works required. Alongside the code The Service Provider should include the code description, the unit of measurement and the quantity of works undertaken. Invoices will contain the following information:

· Property address

· Order Number(s) – (“L” or “O” purchase order numbers)
· SOR codes, code description, unit of measurement and quantity of works undertaken.

· List of variation works undertaken and associated costs

· Total cost per property

· VAT applicable

· Total invoice value.

Failure to comply with these conditions will delay any payment of the whole invoice. Invoices will be settled within 28 calendar days of receipt.
AIDS AND ADAPTATIONS

Introduction

In order to support the delivery of a repairs and maintenance service to their housing stock The Council require Service Providers to assist with the delivery of an Aids and Adaptations repairs and maintenance service.  Works orders will be passed to the Service Providers who will then be responsible for the completion of works in line with agreed timescales. The successful Service Providers will be responsible for providing the services, liaising closely with The Councils Contract Manager, Daryl Wright. 
Scope

Aids and Adaptations works issued to The Service Provider will include general building works, internal and external repairs, property maintenance and refurbishment. The scope of works includes but is not limited to,
· aids and adaptations works (excluding lifts and hoists)
· level access showers
· kitchen and bathroom replacements
· Installation of grabrails
· soft strip demolition
· plumbing including removal and repositioning/reinstatement of radiators
· electrical works and isolations
· plastering
· bricklaying
· joinery and carpentry
· wall tiling
· flooring
· partial property decoration
· glazing
· concreting and rendering
· general building works
· window and door replacement
· cleaning of properties to a lettable standard
Service availability requirement and hours of work

Normal hours of work are 8am to 5pm Monday to Friday. The Service Provider will be permitted to undertake weekend work and out of hours work with the prior permission of The Councils Contract Manager. 
Allocation of works 
The top scoring Service Provider will be issued works orders in Areas 1 and 2 of the below four areas of the City. The remaining two Service Providers will be issued works in 1 area each.  Service Providers should also note that the fluctuating capacity of The Councils directly employed workforce means that Council employees will be undertaking works in each of the areas. 

Please see Appendix 16, Area Map. The Four areas are 

· Area 1. North (Ermine East, West and Newport)

· Area 2. East (St Giles and Monks Road)

· Area 3. Central (Boultham Moor, Bracebridge, Manse and City Centre)

· Area 4. South (Birchwood and Hartsholme)
Works will be issued throughout the year.
Works orders

Works orders will be issued by email. The email will include health and safety information, tenant contact details, a purchase order number and a description of type and quantity of repairs or repairs to be undertaken in each room of the property. Also included will be access arrangements and the required category timescale for the completion of works. 

Target timescales and priorities

The Councils required turnaround timescales for Aids and Adaptations works are detailed below in Table 3.  
Table 3 

	Category
	Category Description


	Ordering Process

	Urgent, Attend within 24 hours, Monday to Friday


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Routine Attend within 3 working  Days
	Attend site within 3 working  days of receipt of email instruction.
	Communicated via email and works order sent within 2 working days

	Routine Attend within 7 Calendar Days
	Attend site within 7 calendar days of receipt of email instruction.
	Communicated via email and works order sent within 2 working days

	Routine Attend within 20 Calendar Days
	Attend site within 20 calendar days of receipt of email instruction.
	Communicated via email and works order sent within 2 working days


Urgent priority Timescales In the case of the urgent priority timescale repairs the Service Provider will attend the property and complete works within normal working hours (Monday to Friday 8am to 5pm excluding bank holidays) and within 24 hours of receipt of the instruction. It will be Service Providers responsibility to contact the tenant to make an appointment to arrange access. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property. In the event that the Service Provider is unable to contact the tenant in order to arrange access the Service Provider should supply and deliver a ‘no access’ card to the tenant’s property. The card will include the Service Providers contact details. If arrangements are not able to be made to complete works within the required priority timescale the Service Provider will contact The Councils Contract Manager.

Routine priority Timescales In the case of routine priority timescale repairs the Service Provider will attend the property and complete works within normal working hours (Monday to Friday 8am to 5pm excluding bank holidays) and within the specified timescale.  It will be the Service Providers responsibility to contact the tenant to arrange access. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property.  In the event that the Service Provider is unable to make contact with the tenant in order to arrange access the Service Provider will supply and deliver a ‘no access’ card to the tenant’s property. The card will include the Service Providers contact details. If arrangements are not able to be made to complete works within the required priority timescale the Service Provider will contact The Council’s Contract Manager. 

Time Extensions

If there is a requirement to carry out further works in a property, then The Councils Contract Manager will review the timescale category.  The Service Provider will be expected to accommodate additional works of a minor nature within the original timescale specified. In exceptional circumstances time extensions may be granted.  In the event that a target cannot be met by The Service Provider the Councils Contract Manager must be notified immediately with the reasons for the delay. The notification will be via a phone call initially and then confirmed by e-mail. The email will contain information detailing the reasons for the completion date being outside of the agreed category timescale. The Service Provider will provide The Council with a revised completion date for the works to be completed based upon the time extension agreed with The Councils Contract Manager. 
Use of The Councils Managed stores

The Service Provider may have the option to utilise the JPS Managed Stores located at the Councils premises at Hamilton House in Lincoln for the supply of kitchen units, worktops, and related fittings as well as bathroom suites, shower trays and associated fittings and components. The Service Provider will not be obliged to use this facility and The Council will not be obliged to offer it.  Any arrangements can be agreed at the initial contract meeting and a variation to the contract can be enacted if required. If an agreement is reached the Service Provider will facilitate this process  via an itemised invoice deduction.   
Variations
The Service Provider is authorised by The Councils Contract Manager to carry out variations up to the total value of £100 without prior authorisation. The Service Provider will not carry out any additional works in excess of this £100 limit without a signed variation order from The Councils Contract Manager – Please see Appendix 22, Variation Order. Payments for any additional works in excess of the £100 will only be made with a signed variation order. Additional works in excess of £100 in value will be agreed before undertaking the additional works. 
Invoicing

Invoice for individual properties will be submitted on a weekly basis and will be built up by The Service Provider using codes from the M3 Version 7 Schedule of rates which detail the type of works required. Alongside the code The Service Provider should include the code description, the unit of measurement and the quantity of works undertaken. Invoices will contain the following information:

· Property address

· Order Number(s) – (“L” or “O” purchase order numbers)
· SOR codes, code description, unit of measurement and quantity of works undertaken.

· List of variation works undertaken and associated costs

· Total cost per property

· VAT applicable

· Total invoice value.

Failure to comply with these conditions will delay any payment of the whole invoice. Invoices will be settled within 28 calendar days of receipt.
OUT OF HOURS EMERGENCY CALL OUT SERVICE

Introduction

In order to support the delivery of a repairs and maintenance service to their housing stock The Council require Service Providers to deliver a 24/7/365 day responsive out of hours repairs service. The Councils housing stock consists of approximately 8000 properties and they are responsible for approximately 2000 out of hours call outs per annum within The City of Lincoln. Works orders will be passed to the Service Providers who will then be responsible for the completion of works in line with agreed timescales. The successful Service Provider will be responsible for providing the services, liaising closely with The Councils Contract Manager, Daryl Wright. 

Scope

Works issued to The Service Provider will include internal and external repairs, this will include but is not limited to 
· plumbing 
· electrical 
· joinery and carpentry
· lock changes
· glazing
· boarding up
· roofing, flat roofing and roofline work
Service availability requirement and hours of work

The out of hour’s service is required

· Between 5pm on Monday to 8am Friday
· From 3.30pm on Friday to 8am on Monday

· On Bank Holidays
Allocation of works

On a weekly rolling rota basis each of the three successful Service Providers will operate an emergency out of hours call out service across the whole of the city. The Service will operate on a 3-week rolling rota basis, for example

Week 1 Service Provider 1

Week 2 Service Provider 2

Week 3 Service Provider 3
The top scoring Service Provider will be allocated week 1. Changeover will be at 8am each Monday. The cycle will then repeat throughout the year.

Works orders

Works orders will be issued to the Service Provider via a telephone call from the Lincare call centre. The telephone call will be followed up by an email from Lincare. 

Target timescales and priorities

In the case of Emergency Call outs the Service Provider will attend the property within one hour of a telephone instruction in order to complete the works. Works orders will be accompanied by the tenants contact details. It will be the Service Providers responsibility to contact the tenant to arrange access in order to complete the works. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property In the event that the Service Provider is unable to access the property the Service Provider will contact the Lincare Call Centre immediately and follow this up with an email to The Councils Contract Manager on the next working day. Please see Table 4 below.

Table 4 

	Category
	Category Description


	Ordering Process

	Emergency Call out, attend within 1 hour outside of normal working hours, Monday to Thursday 5 pm-8 am. Friday 3.30pm to 8am


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 8am and 5 pm 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 5 pm and 8am 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days


Invoicing

Invoice for individual properties will be submitted on a weekly basis Invoices will contain the following information:

· Property address

· Order Number(s) – (“L” or “O” purchase order numbers)
· Time operative arrived at property

· Time operative completed works at property

· Total time spent at property

· Brief description of works

· Tendered Call out charge

· Breakdown of SOR codes applied

· VAT applicable

· Total invoice value.

Failure to comply with these conditions will delay any payment of the whole invoice. Invoices will be settled within 28 calendar days of receipt.
ENVIRONMENTAL CLEANSING INCLUDING AN OUT OF HOURS ENVIRONMENTAL CLEANSING EMERGENCY CALL OUT SERVICE

Introduction

In order to support the delivery of a repairs and maintenance service to their housing stock The Council require Service Providers to deliver an Environmental Cleansing service.  The Council are responsible for are responsible for approximately 120 Environmental Cleansing works per annum across The City of Lincoln. The scope of the contract will include a 24/7 365-day emergency call out service for Environmental Cleansing works. Works orders will be passed to the Service Providers who will then be responsible for the completion of works in line with agreed timescales. The successful Service Provider will be responsible for providing the services, liaising closely with The Councils Contract Manager, Daryl Wright. 

Scope

Works issued to The Service Provider will include but is not limited to 

· needle sweeps and sharps disposal

· pest control and fumigation

· pigeon faeces removal

· graffiti removal

· cleaning and removal of bodily fluids and human waste

· removal of drug paraphernalia

· cleaning of fire damaged properties

The Environmental Cleansing requirement will include a 24/7/365 day call out service. 

Service availability requirement and hours of work
The top scoring Service Provider will be issued Environmental works orders in Areas 1 and 2 of the below four areas of the City. The remaining two Service Providers will be issued works in 1 area each.  
Please see Appendix 16, Area Map. The Four areas are 

· Area 1. North (Ermine East, West and Newport)

· Area 2. East (St Giles and Monks Road)

· Area 3. Central (Boultham Moor, Bracebridge, Manse and City Centre)

· Area 4. South (Birchwood and Hartsholme).

Normal hours of work are 8am to 5pm Monday to Friday. 

In addition, an emergency call out service including an out of hour’s service is required
· Between 5pm on Monday to 8am Friday 

· From 3.30pm on Fridays to 8am on Monday
· On Bank Holidays
Each Service Provider will be required to carry out works in their designated area(s)  throughout the year as well as provide an emergency call out service for their area(s) throughout the year. 
Allocation of works

The top scoring Service Provider will be issued works orders in Areas 1 and 2 of the below four areas of the City. The remaining two Service Providers will be issued works in 1 area each.  

Please see Appendix 16, Area Map. The Four areas are 

· Area 1. North (Ermine East, West and Newport)

· Area 2. East (St Giles and Monks Road)

· Area 3. Central (Boultham Moor, Bracebridge, Manse and City Centre)

· Area 4. South (Birchwood and Hartsholme).

There is no guarantee as to the volume and value of works issued. Works will be formally issued via email. The email will include health and safety information, a purchase order number and details confirming the type and quantity of services to be undertaken. Also included will be access arrangements and the required category timescale for the completion of works. If there is a requirement to carry out further works in a property, then The Councils Contract Manager will review the timescale category.  The Service Provider is expected to accommodate additional works of a minor nature within the original timescale specified

Works orders
During normal working hours works orders will be issued by email. The email will include health and safety information, tenant contact details, a purchase order number and a description of type and quantity of repairs or repairs to be undertaken in each room of the property. Also included will be access arrangements and the required category timescale for the completion of works. Out of hours works orders will be issued to the Service Provider via a telephone call from the Lincare call centre. The telephone call will be followed up by an email from Lincare. 
Target timescales and priorities

These are detailed in Table 5, below. 

Table 5
	Category
	Category Description


	Ordering Process

	Emergency Call out, attend within 1 hour during normal working hours, Monday to Friday 8am-5pm


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Emergency Call out, attend within 1 hour outside of normal working hours, Monday to Friday 5pm-8am


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 8am and 5pm 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 5pm and 8am 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Urgent, Attend within 24 hours, Monday to Friday


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Urgent, Attend within 24 hours, weekends, and bank holidays


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	Communicated via telephone and works order sent within 2 working days

	Routine Attend and quote for works within 3 Calendar Days
	· Attend site and quote for works within 3 calendar days. Complete works within 7 calendar days of authorisation of quote
	Communicated via email and works order sent within 2 working days


Emergency Call out priority timescales. (Attend within 1 hour)

A 24/7 365-day emergency out of hour’s service is required

· Between 5pm on Monday to 8am on Friday

· From 3.30pm on Fridays to 8am on Mondays.

· On Bank Holidays

In the case of Emergency Call outs the Service Provider will attend the property within 1 hour of a telephone instruction in order to complete the works. Works orders will be accompanied by the tenants contact details. It will be the Service Providers responsibility to make contact with the tenant to arrange access in order to complete the works. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property. In the event that the Service Provider is unable to access the property the Service Provider will contact the Lincare Call Centre immediately and follow this up with an email to The Councils Contract Manager on the next working day. 

Urgent priority Timescales (carry out works within 24 hours) In the case of the urgent priority timescale repairs the Service Provider will attend the property and complete works within 24 hours of receipt of the instruction. Requests for urgent priority works will be accompanied by the tenants contact details if required. It will be Service Providers responsibility to make contact with the tenant to make an appointment to arrange access and carry out works within 24 hours. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property In the event that the Service Provider is unable to make contact with the tenant in order to arrange access the Service Provider should supply and deliver a ‘no access’ card to the tenant’s property. The card will include the Service Providers contact details. If arrangements are not able to be made to complete works within the required priority timescale the Service Provider will contact The Councils Contract Manager.

Routine priority Timescales (Carry out works within 7 days of acceptance of quote, as specified on the works order).   In the case of routine priority timescale repairs the Service Provider will attend the property and provide a quote to The Councils Contract Manager within 3 working days of request. Quotes will be built up using the Service Providers tendered SOR’s. Following acceptance of the quote by The Councils Contract Manager works will be completed within the instructed priority timescale.   Requests for quotations will be accompanied by the tenants contact details, it will be the Service Providers responsibility to make contact with the tenant to arrange access. Following acceptance of the quote the council’s Contract Manager will issue a works order.  It will be the Service Providers responsibility to make contact with the tenant to arrange access in order to complete the works within the agreed priority timescale. In the event of no access the Service Provider will attempt to contact the tenant by phone before leaving the property In the event that the Service Provider is unable to make contact with the tenant in order to arrange access the Service Provider will supply and deliver a ‘no access’ card to the tenant’s property. The card will include the Service Providers contact details. If arrangements are not able to be made to complete works within the required priority timescale the Service Provider will contact The Council’s Contract Manager. 

In exceptional circumstances time extensions may be granted.  In the event that a target cannot be met by The Service Provider the Councils Contract Manager must be notified immediately with the reasons for the delay. The notification will be via a phone call initially and then confirmed by e-mail. The email will contain information detailing the reasons for the completion date being outside of the agreed category timescale. The Service Provider will provide The Council with a revised completion date for the works to be completed based upon the time extension agreed with The Councils Contract Manager. 

Needle Sweeps

These works will require an extensive inspection of the property in order to remove any sharps present, including hidden or maliciously placed items. Areas where sharps may be hidden include but are not limited to, cupboards, sofas, bedding, loft hatches and spaces, pull cords, bath panels, under floorboards and waste pipes.  The needle sweep should be non-destructive however any visibly disturbed areas, e.g., lifted floorboards, removed plinths etc. should be checked.  Operatives carrying out these works should be CIWM (Chartered Institute of Waste Management) qualified. A signed report should be passed to The Council’s Contract Manager immediately after the needle sweep and clearance confirming that the property is safe to work in. Please see Appendix 23, Needle Sweep Report Form. A copy of this report should also be displayed prominently within the property.

Invoicing

Invoice for individual properties will be submitted on a weekly basis Invoices will contain the following information:

· Property address

· Order Number(s) – (“L” or “O” purchase order numbers)
· Time operative arrived at property

· Time operative completed works at property

· Total time spent at property

· Description of works undertaken.

· Total cost of works built up using the tendered or quoted rates

· VAT applicable

· Total invoice value.

Failure to comply with these conditions will delay any payment of the whole invoice. Invoices will be settled within 28 calendar days of receipt.

Contract Management Arrangements

The Service Provider will provide a dedicated Contract Manager to assume day-to-day responsibility for managing the demands of this contract. The Service Provider will ensure that supervision of their operatives is provided if required in order that the progress and quality of works carried out is managed and monitored and that Health, Safety and legislative compliance is maintained.  All communication to and from The Service Provider should   be directed through this person.  Any change to The Service Providers supervisory or management personnel must be notified in writing to The Councils Contract Manager. A schedule of formal monthly meetings will be agreed at which The Councils Contract Manager and the Service Providers Contract Manager will discuss all issues affecting the delivery of the service.  A meeting agenda will be circulated by The Councils Contract Manager a minimum of 2 working days prior to the meeting. Meeting minutes will be circulated within 2 working days of the meeting taking place.   The Councils Contract Manager will chair this meeting.  Additional meetings may be required during the contract period and these can be requested at any time by both parties. Agenda items discussed during Contract Management meetings will be recorded and areas for improvement and action points will be agreed and noted. 
Service Credits
Three penalty points will be awarded for each property which is not delivered within the timescale allotted for each category detailed in the below table, Table 2. A 30-day countdown timer will begin for each category upon the award of points in that category.  Once a Service Credit Trigger Point is reached within a category the number of points for that category will return to zero and a new 30-day countdown timer will begin for that category.  Points awarded, timers and service credits are specific to each category and not cumulative between categories. Service credits will be invoiced by The Council on a monthly basis following the monthly Contract Management Meeting.  Service credits are detailed in Tables 6,7,8,9 and 10 below.
Table 6 Void Service Credits

	Void Category
	Void Category Description
	Timescale
	Trigger Point
	Service Credit Required

	One Day
	· Clean only
	Handover within 1 working day of receipt of works order
	12 Points within 30 calendar days.
	£500

	Three Days
	· Clearance,

· Minor repair works

· Clean.
	Handover within 3 working days of receipt of works order
	9 Points within 30 calendar days
	£500

	Five Days
	· Clearance,

· High volume of repairs

· Clean.
	Handover within 5 working days of receipt of works order
	9 Points within 30 calendar days
	£500

	Ten Days
	· Clearance,

· High volume of repairs

· Kitchen and/ or Bathroom Replacement

· Clean
	Handover within 10 working days of receipt of works order
	9 Points within 30 calendar days
	£500

	Fifteen Days
	· Clearance,

· High volume of repairs

· Kitchen and/ or Bathroom Replacement

· Major works such as full re-plaster and/or full redecoration
	Handover within 15 working days of receipt of works order
	6 Points within 30 calendar days
	£500


Table 7 General Building works Service Credits
	Category
	Description
	Trigger Point
	Service Credit Required

	Urgent, Attend within 24 hours, Monday to Friday


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	12 Points within 30 calendar days.
	£250

	Routine Attend within 3 Calendar Days
	Attend site within 3 calendar days of receipt of email instruction.
	12 Points within 30 calendar days
	£250

	Routine Attend within 7 Calendar Days
	Attend site within 7 calendar days of receipt of email instruction.
	9 Points within 30 calendar days
	£250

	Routine Attend within 20 Calendar Days
	Attend site within 20 calendar days of receipt of email instruction.
	6 Points within 30 calendar days
	£250


Table 8 Aids and Adaptations works Service Credits

	Category
	Description
	Trigger Point
	Service Credit Required

	Urgent, Attend within 24 hours, Monday to Friday


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	12 Points within 30 calendar days.
	£250

	Routine Attend within 3 Calendar Days
	Attend site within 3 calendar days of receipt of email instruction.
	12 Points within 30 calendar days
	£250

	Routine Attend within 7 Calendar Days
	Attend site within 7 calendar days of receipt of email instruction.
	9 Points within 30 calendar days
	£250

	Routine Attend within 20 Calendar Days
	Attend site within 20 calendar days of receipt of email instruction.
	6 Points within 30 calendar days
	£250


Table 9 Emergency Out of Hours call out Service Credits
	Category
	Description
	Trigger Point
	Service Credit Required

	Emergency Call out, attend within 1 hour outside of normal working hours, Monday to Thursday 5pm-8am. Friday 3.30pm to 8am


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days.
	£250

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 8am and 5pm 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days
	£250

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 5pm and 8am 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days 
	£250


Table 10 Environmental Cleansing service credits
	Category
	Description
	Trigger Point
	Service Credit Required

	Emergency Call out, attend within 1 hour during normal working hours, Monday to Friday 8am-5pm


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days.
	£250

	Emergency Call out, attend within 1 hour outside of normal working hours, Monday to Friday 5pm-8am


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days
	£250

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 8am and 5pm 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days 
	£250

	Emergency Call out, attend within 1 hour at weekend/bank holiday between 5pm and 8am 


	Attend site to carry out works within 1 hour of receipt of telephone instruction
	12 Points within 30 calendar days 
	£250

	Urgent, Attend within 24 hours, Monday to Friday


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	12 Points within 30 calendar days 
	£250

	Urgent, Attend within 24 hours, weekends, and bank holidays


	Attend site to carry out works within 24 hours of receipt of telephone instruction
	12 Points within 30 calendar days 
	£250

	Routine Attend and quote for works within 3 Calendar Days
	Attend site and quote for works within 3 calendar days. Complete works within 7 calendar days of authorisation of quote
	12 Points within 30 calendar days 
	£250


Management Information
The Service Provider will produce reports on a monthly basis in excel format including statistics detailing how targets have been performed against.  These reports should be submitted to The Contract Manager 5 days prior to the monthly contract management meeting. 
Voids Management information to be supplied to The Councils Contract Manager on a monthly basis includes, but is not limited to

· Properties complete within the calendar month completed within the original target dates

· Properties requiring a time extension

· Number and % of defects at handover

· Customer satisfaction of the new tenant(s)

· Time Taken to respond to recalls

· % and value of variations per property

· Working days to return property

General Building works Management information to be supplied to The Councils Contract Manager on a monthly basis includes, but is not limited to

· Property Addresses

· Description of works

· Number and % of works orders complete within each allocated priority timescale

· Costs 

· % of and value of variations per works order

· % of works orders completed right first time

· Works requiring a time extension

· Number and % of defects at handover

· Tenant satisfaction (if applicable)

· Time taken to respond to recalls
Aids and Adaptations works Management information to be supplied to The Councils Contract Manager on a monthly basis includes, but is not limited to

· Property Addresses

· Description of works

· Number and % of works orders complete within each allocated priority timescale

· Costs 

· % of and value of variations per works order

· % of works orders completed right first time

· Works requiring a time extension

· Number and % of defects at handover

· Tenant satisfaction (if applicable)

· Time taken to respond to recalls
Emergency Out of Hours Call out Service Management information to be supplied to The Councils Contract Manager on a monthly basis includes, but is not limited to

· Property Addresses

· Dates and times attended

· Description of works

· Number of call outs 

· Adherence to category description timescales

· Costs 

· % of works orders completed right first time
Environmental Cleansing Management information to be supplied to The Councils Contract Manager on a monthly basis includes, but is not limited to

· Property Addresses

· Dates and times attended

· Description of works

· Number of call outs 

· Adherence to category description timescales

· Costs 

· % of works orders completed right first time
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Note – You may adjust the size of the following text boxes to suit your response.
Bidders are required to respond to the questions below.  You may expand the sections provided or provide your responses on clearly cross-referenced sheets.  Please make sure that where you choose to cross reference, the responses are all submitted in a single word file so that they may be printed off together.  

Please note you do not need to provide supporting documents and policies, unless specifically requested to do so.

NOTE:  Responses to the questions in Part 1 (Section 1), Part 2 (Section 2 and Section 3) and Part 3 (Section 4 to 8) will be assessed as PASS / FAIL.  Only those applications achieving a PASS will be put forward for further evaluation.

PART 1: POTENTIAL SUPPLIER INFORMATION
Please answer the following questions in full. Note that every organisation that is being relied on to meet the suitability must complete and submit the Part 1 and Part 2 self-declaration. 
	SECTION 1
	POTENTIAL SUPPLIER INFORMATION

	Question number
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information

	

	1.1(b) – (i)
	Registered office address (if applicable)
	

	1.1(b) – (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status 
a) public limited company

b) limited company 

c) limited liability partnership 

d) other partnership 

e) sole trader 

f) third sector

g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number 
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	Yes ☐
No  ☐
N/A ☐

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	

	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	Yes ☐
No  ☐

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one)
a) Voluntary Community Social Enterprise (VCSE)

b) Sheltered Workshop

c) Public service mutual
	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)
?
	Yes ☐
No  ☐


	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  
 
- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 
- Over 25% up to (and including) 50%, 

- More than 50% and less than 75%, 

- 75% or more. 

(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:
- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)
(Please enter N/A if not applicable)
	


Please provide the following information about your approach to this procurement:
	SECTION  1
	BIDDING MODEL

	Question number
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	Yes ☐
No   ☐
 If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Section 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Section 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Yes ☐
No  ☐


	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.
Name
Registered address
Trading status
Company registration number
Head Office DUNS number (if applicable)
Registered VAT number
Type of organisation
SME (Yes/No)
The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables
The approximate % of contractual obligations assigned to each sub-contractor



Contact details and declaration
I declare that to the best of my knowledge the answers submitted, and information contained in this document are correct and accurate. 
I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 
I understand that the information will be used in the suitability process to assess my organisation’s suitability to be invited to participate further in this procurement. 
I understand that the Council may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any section.
I am aware of the consequences of serious misrepresentation.
	SECTION 1
	CONTACT DETAILS AND DECLARATION

	Question number
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address 
	

	1.3(f)
	Postal address
	

	1.3(g)
	Signature (electronic is acceptable)
	

	1.3(h)
	Date
	


PART 2: EXCLUSION GROUNDS

You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate e.g., only minor amounts involved). 
Any Bidder that answers “yes” to question 2.3(a) on the non-payment of taxes or social security contributions and have not paid or entered into a binding arrangement to pay the full amount, you may still avoid exclusion if only minor tax or social security contributions are unpaid or if you have not yet had time to fulfil your obligations since learning of the exact amount due.  If your organisation is in that position, please provide details at 2.3(b). You may contact the Council for advice before completing this form. 

‘Self-cleaning’ 
Any Bidder that answers ‘Yes’ to questions 2.1(a) and 2.2 in relation to the mandatory exclusions should provide details in a separate Appendix, of any remedial action that has taken place subsequently and effectively “self-cleans” the situation referred to in the question. Any Bidder that answers ‘Yes’ to questions 3.1(a) to 3.1(j) in relation to the discretionary exclusions should explain in 3.2 or a separate Appendix if necessary, what measures have been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion. 
If such evidence is considered by the Council (whose decision will be final) as sufficient, the economic operator concerned shall be allowed to continue in the procurement process.
In order for the evidence referred to above to be sufficient, the Bidder shall, as a minimum, prove that it has.
· paid or undertaken to pay compensation in respect of any damage caused by the criminal offence or misconduct.
· clarified the facts and circumstances in a comprehensive manner by actively collaborating with the investigating authorities; and
· taken concrete technical, organisational and personnel measures that are appropriate to prevent further criminal offences or misconduct.
The measures taken by the Bidder shall be evaluated taking into account the gravity and particular circumstances of the criminal offence or misconduct. Where the measures are considered by the Council to be insufficient, the Bidder shall be given a statement of the reasons for that decision.
Please answer the following questions in full. Note that every organisation that is being relied on to meet the suitability must complete and submit the Part 1 and Part 2 self-declaration.
	SECTION 2
	GROUNDS FOR MANDATORY EXCLUSION

	Question number
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation.  
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Corruption.  
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Fraud. 
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Terrorist offences or offences linked to terrorist activities
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Money laundering or terrorist financing
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)

	
	Child labour and other forms of trafficking in human beings
	Yes ☐
No  ☐
If Yes please provide details at 2.1(b)  

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction,
Identity of who has been convicted
If the relevant documentation is available electronically please provide the web address, issuing authority, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion ? (Self Cleaning)
	Yes ☐
No  ☐


	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?

	Yes ☐
No  ☐


	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	


Conflicts of interest
In accordance with question 3.1 (g), the Council may exclude the Bidder if there is a conflict of interest which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly or indirectly, a financial, economic, or other personal interest which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 
Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Bidder to inform the Council, detailing the conflict in a separate Appendix. Provided that it has been carried out in a transparent manner, routine pre-market engagement carried out by the Council should not represent a conflict of interest for the Bidder.
Taking Account of Bidders’ Past Performance
In accordance with question 3.1 (i) below, the Council may assess the past performance of a Bidder (through a Certificate of Performance provided by a Customer or other means of evidence). The Council may take into account any failure to discharge obligations under the previous principal relevant contracts of the Bidder completing this section. The Council may also assess whether specified minimum standards for reliability for such contracts are met. 
In addition, the Council may re-assess reliability based on past performance at key stages in the procurement process (i.e., Supplier suitability, tender evaluation, contract award stage etc.).  Bidders may also be asked to update the evidence they provide in this section to reflect more recent performance on new or existing contracts (or to confirm that nothing has changed).

The Council may exclude any Bidder who answers ‘Yes’ in any of the following situations set out in paragraphs (a) to (j);
	SECTION 3
	GROUNDS FOR DISCRETIONARY EXCLUSION 

	
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this web page, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)

	Breach of environmental obligations? 
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1 (b)
	Breach of social obligations?  
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1 (c)
	Breach of labour law obligations? 
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	Yes ☐
No  ☐
If yes please provide details at 3.2


	3.1(e)
	Guilty of grave professional misconduct?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	Yes ☐
No  ☐
If yes please provide details at 3.2

	3.1(j)
3.1(j) - (i)
3.1(j) - (ii)
3.1(j) –(iii)
3.1(j)-(iv)

	Please answer the following statements
The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the suitability criteria.
The organisation has withheld such information.
 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.
The organisation has influenced the decision-making process of the contracting authority to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, suitability or award.
	Yes ☐
No  ☐
If Yes please provide details at 3.2
Yes ☐
No  ☐
If Yes please provide details at 3.2
Yes ☐
No  ☐
If Yes please provide details at 3.2
Yes ☐
No  ☐
If Yes please provide details at 3.2



	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	


PART 3: SUITABILITY QUESTIONS
 
	SECTION 4 
	ECONOMIC AND FINANCIAL STANDING 

	
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with Y/N in the relevant box.

	Yes ☐
No  ☐

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.

	Yes ☐
No  ☐

	
	(b) A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes ☐
No  ☐

	
	(c) Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes ☐
No  ☐

	4.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.

	Yes ☐
No  ☐


	SECTION 5
	If you have indicated in the Suitability Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	

	Relationship to the Supplier completing these questions
	


	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Yes ☐
No  ☐

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Yes ☐
No  ☐

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Yes ☐
No  ☐


	SECTION 6
	TECHNICAL AND PROFESSIONAL ABILITY 

	6.1
	Relevant experience and contract examples

Please provide details of up to three contracts, in any combination from either the public or private sector; voluntary, charity or social enterprise (VCSE) that are relevant to our requirement. VCSEs may include samples of grant-funded work. Contracts for supplies or services should have been performed during the past three years. Works contracts may be from the past five years.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.
If you cannot provide examples, see question 6.3



	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Description of contract 
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	


	6.2

	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s)
Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries)

	
	


	6.3  
	If you cannot provide at least one example for questions 6.1, in no more than 500 words please provide an explanation for this e.g., your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	


	SECTION 7
	MODERN SLAVERY ACT 2015: Requirements under Modern Slavery Act 2015


	7.1
	Are you a relevant commercial organisation as defined by section 54 ("Transparency in supply chains etc.") of the Modern Slavery Act 2015 ("the Act")?
	
Yes   ☐
N/A☐


	7.2
	If you have answered yes to question 1 are you compliant with the annual reporting requirements contained within Section 54 of the Act 2015?

	Yes   ☐
Please provide relevant the url …
No   ☐
Please provide an explanation


8. ADDITIONAL QUESTIONS  
Suppliers who self-certify that they meet the requirements to these additional questions will be required to provide evidence of this if they are successful at contract award stage.
	SECTION 8
	ADDITIONAL QUESTIONS 

	8.1
	Insurance

	a.
	Please self-certify whether you already have, or can commit to obtain, prior to the commencement of the contract, the levels of insurance cover indicated below:  
Y/N  

Employer’s (Compulsory) Liability Insurance = £15M
Public Liability Insurance = £10M
Product Liability Insurance = £10M

Professional Indemnity Insurance = £2M
The Service Provider will maintain professional indemnity cover in respect of the activities performed by them under this contract for a period of 6 years following the termination date of the contract.
Service Providers should confirm if they have a deductible on these policies and confirm the amounts below. 


*It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £5 million as a minimum. Please note this requirement is not applicable to Sole Traders.


	8.2

	Compliance with Equality Legislation

	For organisations working outside of the UK please refer to equivalent legislation in the country that you are located.

	a.


	In the last three years, has any finding of unlawful discrimination been made against your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	 Yes ☐
 No  ☐

	b.


	In the last three years, has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?  
	Yes ☐
No  ☐

	
	If you have answered “yes” to one or both of the questions in this module, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.
If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.
You may be excluded if you are unable to demonstrate to the Council’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.    

	

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	Yes ☐
No  ☐


	8.3


	Environmental Management

	a.
	Has your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 
If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served.
The Council will not select bidder(s) that have been prosecuted or served notice under environmental legislation in the last 3 years, unless the Council is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.
	 Yes ☐
 No  ☐

	b.
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?
	Yes ☐
No  ☐


	8.4


	Health and Safety

	a.
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.
	 Yes ☐
 No  ☐

	b.
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 
If your answer to this question was “Yes”, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result.
The Council will exclude bidder(s) that have been in receipt of enforcement/remedial action orders unless the bidder(s) can demonstrate to the Council’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.     
	Yes ☐
No  ☐

	c.
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

	Yes ☐
No  ☐

	d.
	All bidders must complete, submit with this ITT,  and be successful in passing The City of Lincoln Council Control of Contractors Health and Safety Questionaire, please see Appendix 9.
	Submitted

Yes ☐
No  ☐
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Note – You may adjust the size of the text boxes to suit your response.
	
	PART 9 – Proposed Working Methods

	
	Bidders are required to respond to the questions below to explain how your organisation proposes to deliver the services called for in the Service Specification (Section 3a). You may expand the areas provided.  Please note that there is a maximum word count for responses to each question of 1000 words unless otherwise stated.  If a response exceeds this limit, any additional words will be deleted and will not form part of the evaluation.

Please answer all the questions and try to be concise in your response, making all responses relevant to the questions being asked. 

Note that appendices should not be included or referred to in your response unless specifically indicated and therefore may not be considered. 
Please refer to Section 1 of this document as a reminder of the weightings for the proposed working methods.  Questions may also have an assigned relative importance weighting / percentage to reflect its significance within the overall evaluation.  Where this is the case the weighting / percentage is shown alongside each question.



	Q No
	

	Q1 
	7.5 %
	Compliance with the specification  (1250 words)

	
	
	Q: Please explain how you will meet The Council’s requirements as detailed in the specification and explain in detail how you intend to deliver the service over the full contract period. You should link your response to the description of the service in the specification. The response should include but not be limited to the delivery of works within specified timescales, business continuity and information with regard to a demobilisation plan. 

	
	
	A:

	
	
	Skills, experience and staff monitoring (1250 words)

	Q2
	7.5 %
	Q:  Please identify the key personnel that will be involved in delivering the project, together with evidence of their individual skills, relevant experience, and abilities.  Please explain their role in delivering the contract detailing how these individuals will ensure that the work programme is delivered on time and in accordance with the specification.

Within their response The Service Provider should demonstrate how they will achieve this. 



	
	
	A:

	Q3
	5%
	General understanding of the project (1000 words)



	
	
	Q:  Please identify the five the main issues/challenges in delivering the void, general building, and responsive elements of the contract   and detail how you would mitigate these challenges. 


	
	
	A:

	Q4
	5 %
	Contract monitoring and reporting (500 words)



	
	
	Q: Describe the measures that you will put in place to self-monitor delivery of the contract. How do you envisage communicating with The Council and meeting their monitoring and reporting requirements?


	
	
	A:

	Q5
	5

%
	Sample programme of works for void property (500 words plus program)



	
	
	Q: Please provide a detailed program and description of works  for the sample void property included as Appendix 25. On a day-by-day basis the program should detail the works that would be carried out in the property. 



	
	
	A:

	Q6
	5 %
	Social Value Policy (500 words)

	
	
	Q: The Council has a Social Policy in place and as such is looking to deliver additional value on its contracts through this. Please detail how you will deliver Social Value as part of this contract which meets the aspirations of the policy. (Please see Appendix 14, City of Lincoln Council Social Value Policy)


	
	
	A:

	Q7
	5 %
	Presentation 

	
	
	Q: The following question is to be answered via a PowerPoint presentation which must be submitted as an appendix/attachment to your submission. Presentations will be held week commencing 31st January 2022, Timings will be communicated as soon as possible. The session will comprise of a ten-minute presentation followed by a question-and-answer session relating to the topic of the question. The presentations will then be scored by on the same basis as the written responses, using the Qualitative Scoring Guidance 

Q Please describe how your organisations structure and processes will ensure that works are completed for each element  in line with the timescales detailed in the specification. 

	
	
	A:



Prices are to be submitted in Pounds Sterling and exclusive of VAT.  It should be assumed that all the requirements under the specification should be included in the costing proposal. For the avoidance of doubt all costs associated with implementing the contract and subsequent individual Council requirements must be included within the prices quoted. 
Of the 40 points that are available for the pricing element, weightings are as follows.

90% Voids, General Building works and Aids and Adaptations.

5% Out of Hours Emergency call out Service
5% Environmental Cleansing
Service Providers will ensure that they submit a sustainable tender proposal, no variations to the tendered rates will be authorised. Pricing is to be held fixed for the initial period of 3 years and following this initial fixed price period extensions will be subject to a number of key factors including the successful renegotiation of any amendments required to the service provision.
Pricing Schedule-Voids, General Building works, Aids and Adaptations, and Out of Hours Emergency call out Service. 

Please see Appendix 24 Tab 1.  Service Providers should submit a single +/- percentage for all SOR items by populating the green cell on the first tab of Appendix 24. Please note that the % adjustment entered by The Service Provider on the ‘Service Providers % adjustment’ tab of the Pricing Schedule will be applied to all SOR codes, individual % adjustments to the SOR codes will not be permitted. Please also note that the schedule of rates has been amended on line 1191 to line 1212 to incorporate’ fit only’ works in terms of the kitchen units that the supplier may be able to obtain from The Councils managed stores at Hamilton House.  
Performance bond

Service Providers should also enter the total cost associated with the supply of a performance bond for both of the below scenarios.  

· 10% of £1,890,000 in the event of being the  top scoring Service Provider (£189,000)
· 10% of £945,000 in the event of being one of the remaining two Service providers (£94,500)
The Council will reimburse successful Service Providers with the applicable tendered bond costs. The tendered bond cost will not form part of the price evaluation. 
Pricing Schedule-Out of Hours Emergency call out service. 
Please see Appendix 24 Tab 2.  Service Providers will populate the green cells with their tendered call out charges and also provide their weekly retainer charge which will be paid regardless of the whether the service is utilised or not. In addition to tendered call out charges SOR codes can also be applied at the tendered plus or minus percentage adjustment. 

Pricing Schedule-Environmental Cleansing.

Please see Appendix 24 Tab 3.  Service Providers will populate the green cells with their Environmental Cleansing rates and also provide their weekly retainer charge which will be paid regardless of the whether the service is utilised or not. Please note that these rates are all inclusive and Service Providers will not be permitted to apply SOR codes. 


The Council’s standard payment terms are 28 days from receipt of invoice 

Payment is by BACS

It is the policy of the Council to make payments to all suppliers direct into their bank account using the Bankers Automated Clearing Systems (BACS).  Please complete your bank and relevant company details below.  If your sales are factored to an Agency, please enclose a copy of the authorisation to make payment directly to them.  The bank details will then be those of the factor and not yours.

Note – You may adjust the size of the following text boxes to suit your response.
	Bank Name
	

	Bank Address and Post code
	

	Account Name
	

	Account Number 
	

	Sort Code
	


No invoices will be accepted from any Supplier without an official written order from us and the order number in full being quoted on all invoices.

IMPORTANT

Each separate invoice for City of Lincoln Council should be addressed to:

Payments Team

Chief Executives Department

City Hall

Beaumont Fee

Lincoln

LN1 1DD

Payments.team@lincoln.gov.uk

Failure to do so may lead to a delay in payment.

Note: Refusal to give this declaration and undertaking means that your tender will not be considered.

To City of Lincoln Council
Having examined carefully and understood the, Conditions of Tender, Terms and Conditions of Contract, the Specification and all other documentation issued by the Council in connection with the Building Maintenance and refurbishment services contract including voids, general building works, aids and adaptations and an emergency call out service.
We:  ………………………………………………………………………………………

Of:  ……………………………………………………………..…………………………

hereby offer to supply the Services subject to the terms and conditions set out in such Conditions of Tender, Terms & Conditions of Contract, Specification, and other documents (if any) at the prices and rates contained in the Pricing Schedule.  We will keep our bid valid and open for acceptance by the Council until the expiry of 90 days from the last date for the receipt of tenders.

I/We understand you are not bound to accept the lowest or any tender you may receive, and you will not pay any expenses incurred by us in connection with the preparation and submission of this tender. 

I/We declare that to the best of my/our knowledge the responses submitted in this ITT are correct and a true representation.  I/We understand that the information will be used in the process to assess my/our organisation’s ability to deliver the Council’s requirement.  I/We understand that the Contracting Authority may reject this ITT if there is a failure to answer all relevant questions fully or if I provide false/misleading information

Unless and until a formal Contract is prepared and executed this Tender together with your written acceptance thereof shall constitute a binding Contract between us. 

Signature 



………………………………………………………

Position held 


………………………………………………………

Name and Address of Supplier 
………………………………………………………






………………………………………………………






………………………………………………………

Dated




………………………………………………………

Note1 – Please note the above signature needs to be that of a Director or equivalent

Note2 – Electronic signatures or typed names are acceptable.  In the event that your organisation is successful you will be required to resign this form with an original signature.

Note: Refusal to give this declaration and undertaking means that your tender will not be considered.

I/We declare that:

1.
This is a bona fide tender, intended to be competitive, and that I/we have not fixed or adjusted the amount of the tender by or in accordance with any agreement or arrangement with any other person.

2.
I/We have not done and I/we undertake that I/we will not do at any time before the hour and date specified for the return of this tender any of the following acts:

a
communicating to a person other than the person calling for those tenders the amount, or approximate amount of the proposed tender except where disclosure, in confidence, of the approximate amount of the tender was necessary to obtain premium quotations required for the preparation of the tender.

b
entering into any agreement or arrangement with any other persons that they shall refrain from tendering or as to the amount of any tender to be submitted.

c
offering or paying or giving or agreeing to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.  We acknowledge that if we, or anyone who acts on our behalf behaves improperly or commits an offence under the Prevention of Corruption Acts 1889-1916, the Council may cancel the contract and recover all costs and losses. 

In this certificate, the word ‘person’ includes any persons or any body or associated, corporate or unincorporated, and ‘any agreement or arrangement’ includes any such transaction, formal or informal, and whether legally binding or not.

Signature 



………………………………………………………

Position held 


………………………………………………………

Name and Address of Supplier 
………………………………………………………






………………………………………………………






………………………………………………………

Dated




………………………………………………………

Note1 – Please note the above signature needs to be that of a Director or equivalent

Note2 – Electronic signatures or typed names are acceptable.  In the event that your organisation is successful you will be required to resign this form with an original signature.

City of Lincoln Council
Freedom of Information Act 2000: Commercially Sensitive Information Disclosure Form 

The Council is committed to the principle of open government and may disclose, upon request, information that it considers to be in the public interest to disclose. 

Please state below any information that you specifically do not wish the Council to disclose together with any timescale relating to this non-disclosure e.g., for first 6 months, lifetime of the contract etc. 

Please note that the council may still need to disclose such information if necessary, to comply with its obligations under the Act. 

I agree that information relating to this offer/contract may be disclosed, save for the information specified below which we consider to be commercially confidential: 

Signature 



………………………………………………………

Position held 


………………………………………………………

Name and Address of Supplier 
………………………………………………………






………………………………………………………






………………………………………………………

Dated




………………………………………………………

Note – You may adjust the size of the text boxes to suit your response.
	Information not for Disclosure
	Reason for Non-Disclosure
	Timescale

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note1 – Please note the above signature needs to be that of a Director or equivalent

Note2 – Electronic signatures or typed names are acceptable.  In the event that your organisation is successful you will be required to resign this form with an original signature.

Bidders should ensure that they have completed the following sections before returning their responses:

	SECTION HEADING
	COMPLETED?

	Section 4 – Bidder Responses - Business Information
	Yes / No

	Section 5 – Bidder Responses – Working Methods
	Yes / No

	Section 6 – Pricing Schedule
	Yes / No

	Section 7 – Payment Details
	Yes / No

	Section 8 – Form of Tender
	Yes / No

	Section 9 – Collusive Tendering Certificate
	Yes / No

	Section 10 – Commercially Sensitive Information Disclosure Form
	Yes / No


It is important that all sections are completed as failure to do so may result in your tender not being considered.  

Bidders who do not wish to offer a tender following receipt of this opportunity are requested to advise the Council’s named contact as soon as possible.


Please see Appendice 1 NEC4 Term Service Contract (TSC) and Appendix 3a,

Amendments to the NEC4 TSC.
SCHEDULE 1

SPECIFICATION SCHEDULE

PART 1 - CUSTOMER’S SERVICE REQUIREMENTS

SCHEDULE 1

SPECIFICATION SCHEDULE

PART 2 – SUPPLIER SERVICE DELIVERY DETAILS

SCHEDULE 2

PRICING SCHEDULE

1.
The Service Charges shall be as follows and shall be payable as set out in this Schedule.


[insert pricing provisions as per tender document]

2.
The Supplier shall submit an invoice to the Customer in respect of the Services rendered on a [insert frequency] basis not later than the last day of each relevant calendar month.   

3.
Each invoice shall be addressed to [Insert Name of Customer] and be submitted to: [insert address] or any other address as the Customer may notify the Supplier in writing. 

4.
The Supplier shall supply evidence to the Customer to support the invoice and must be submitted to the [insert name or role]. The Customer may request any further information it may require in order to satisfy itself that the amount claimed under the invoice is properly due and payable in respect of Services properly delivered in accordance with the requirements of the Contract. 

5.
The Customer shall pay each invoice within [30] days of Receipt of an invoice that complies with the requirements set out in this Schedule.

6.
The Supplier shall ensure that each invoice contains the following information:


(a)
the date of the invoice;


(b)
a clear reference number;


(c)
the period to which the invoice relates;

(d) 
a detailed breakdown of the Services supplied and the Service area of the Customer to which the invoice relates; 


(e)
the supporting evidence referred to in paragraph 4 above; and


(f)
a contact name and telephone number of a responsible person in the Supplier’s department in the event of administrative queries.

7
If the amount due for payment under this Contract remains [wrongfully withheld / unpaid] after the relevant final date for payment of a correctly submitted and undisputed invoice, such amount shall bear simple interest at the rate of [4]% per annum over the Bank of England base rate at the relevant time, from the final date for payment to and including the date on which such amount is paid or discharged.  It is agreed between the Parties that the above rate provides the Provider with a substantial payment remedy pursuant to sections 8 and 9 of the Late Payment of Commercial Debts (Interest) Act 1998.

8
Where any payment is made by the Customer and it is subsequently established that in the circumstances existing at the relevant time the Customer was only liable under the terms of this Contract to pay the Supplier a lesser sum (or none at all), the Supplier shall repay the amount of the overpayment within [7] days from receiving notice from the Customer of such overpayment. 

SCHEDULE 3

MONITORING AND PERFORMANCE SCHEDULE

SCHEDULE 4

[COMMERCIALLY SENSITIVE INFORMATION SCHEDULE]

SCHEDULE 5

SERVICE LEVELS AND SERVICE CREDITS

INSERT REQUIRED SERVICE LEVELS / SERVICE CREDITS THAT ARE APPROPRIATE TO THE MANAGEMENT OF THE CONTRACT

Service Level Agreement

•
[insert service levels required]

Both parties agree to deliver the services in accordance with the contents of this agreement.

1.
Services covered

1.1.
This Service Level Agreement sets out the agreed Service Levels to be provided by the Supplier to the Customer under the Contract entered into between the Customer and the Supplier in respect of the contract for the provision of [insert title] ref [insert contract ref]

1.2.
The service for [insert contract title] includes but is not limited to provision of [insert requirements].

1.3.
This Service Level Agreement covers the core level of service applicable to all Services provided as defined in the Schedule 1, part 1 (Specification).

2.
Duration

2.1.
This Service Level Agreement will be valid for as long as there are Services still in use by the Customer which have been supplied in accordance with the Contract for [insert title] let under ref [insert contract ref]

3.
Services supplied

3.1.
The Services shall be delivered in accordance with the Supplier’s Tender submitted and accepted by the Customer.

4.
Ordering 

4.1.
The Customer shall ensure that requests / orders provide sufficient detail to enable the Supplier to supply the services required

4.1.1.
The Customer shall provide the Supplier with sufficient detail to enable the Supplier to provide the service carried out with suitably qualified and experienced staff.

4.1.2.
The Customer shall ensure that requests for Services are authorised promptly 

5.
Rejection and cancellation 

5.1.
the Supplier shall ensure that the services are supplied to the appropriate standard and measures are in  place to measure the quality of the services being provided

5.2.
In the event that the service will not be delivered within the timescales agreed, the Supplier shall ensure that the Customer is notified without delay.

5.3.
In accordance with the specification the Supplier shall make no charge to the Customer for the services being provided under this contract.

5.4.
The Customer shall notify the Supplier of the requirement for any change or cancellation of the service as soon as possible.

6.
Communications 

6.1.
The supplier will respond to enquires within 2 working days and within 1 working day wherever possible. 

7.
Complaints and Resolution 

7.1.
In the event of any issues, the Customer’s Contract Manager shall in the first instance contact the Supplier’s Account Manager for resolution.

7.2.
Any complaints raised will be managed in accordance with the agreed complaints procedure.  This process ensures that all complaints are dealt with in a professional manner, and to the satisfaction of the Customer. 

7.3.
If the issue is not resolved satisfactorily or escalation is needed, the Escalation process will be invoked. The supplier will nominate an Escalation manager for this process. 

8.
Service Levels

8.1.
The Supplier will ensure that the Services meet or exceed the Service Levels at all times from the Commencement Date.

9.
Service credits

9.1.
[insert mechanism to be used to hold payments or receive service credits in relation to poor performance]

SCHEDULE 6

KEY PERSONNEL

PART 1

Customer’s Key Personnel

	Name
	Job Title
	Responsibilities



	
	Customer’s Representative
	

	
	Customer’s Contracts Manager
	

	
	Customer’s Corporate Health and Safety Advisor
	

	
	
	


PART 2

Supplier’s Key Personnel

	Name


	Job Title
	Responsibilities

	
	Supplier’s Representative
	

	
	Supplier’s Contracts Manager
	

	
	[OTHERS]
	

	
	
	


SCHEDULE 7

DISASTER RECOVERY AND BUSINESS CONTINUITY PLAN

1. CONTENT OF THE DISASTER RECOVERY AND BUSINESS CONTINUITY PLAN

1.1 
The Supplier shall ensure that the Disaster Recovery and Business Continuity Plan shall include:

(a) details of how the Supplier will implement the Disaster Recovery and Business Continuity Plan;

(b) 
details of how the Disaster Recovery and Business Continuity Plan inter-operates with any other disaster recovery and business continuity plan of the Customer (as notified by the Customer from time to time);

(c) 
details as to how the invocation of any element of the Disaster Recovery and Business Continuity Plan may impact on the operation of the Services and a full analysis of the risks to the operation of the Services; and

(d) 
identification of all reasonably possible failures of or disruptions to the Services. 

1.2 
The Supplier shall ensure that the Disaster Recovery and Business Continuity Plan shall also include:

(a) 
back-up methodology;

(b) 
data verification procedures;

(c)
identification of all potential disaster recovery scenarios;

(d) 
provision of appropriate levels of spares, maintenance Equipment and test Equipment;

(e) 
responsibilities of the Sub-Suppliers in the event of a Disaster;

(f) 
hardware configuration details, network planning and invocation rules and procedures;

(g) 
data centre site audits;

(h)
Service Levels that the Supplier will have to comply with in the event of a Disaster; and

(i) 
Customer obligations and dependencies.

1.3 
The Supplier shall also ensure that the Disaster Recovery and Business Continuity Plan defines the processes, activities and responsibilities relating to the application of emergency fixes in business-critical emergency situations. It shall also define the rules for storing data, the required availability for that data and the mechanisms for making that data available. It shall also include:

(a) 
risk analysis (including failure scenarios, assessments, identification of single points of failure and ways to manage such failure and business impact analysis);

(b) 
possible areas where system critical elements can be ''dual sourced'' so as to eliminate or minimise single points of failure;

(c) 
business continuity maintenance;

(d) 
documentation of business processes, procedures and responsibilities;

(e) 
a communications strategy; and

(f)
procedures for reverting to normal service.

Top
2. REVIEW AND AMENDMENT OF THE DISASTER RECOVERY AND BUSINESS CONTINUITY PLAN


2.1
The Disaster Recovery and Business Continuity Plan shall be reviewed by the Customer and the Supplier annually, or at such other times as may be requested by the Customer or the Supplier.

SCHEDULE 8

MINIMUM INFORMATION SECURITY STANDARDS

The minimum security standards detailed within this Schedule are to be adhered to at all times when processing personal data for the purpose of or in connection with the delivery of the Services.

1. 
GENERAL

1.1 
Personal Data shall be appropriately protected and only accessed for a lawful purpose at all times.

1.2 
Personal Data shall not be disclosed to any person or organisation unless authorised by the Customer except where an existing arrangement is in place e.g. information sharing agreement or where the disclosure is required by law.

1.3 
All Staff involved in handling Personal Data shall complete locally arranged information security and data protection training.

1.4 
A security policy must be in place which sets out management commitment to information security and data protection and defines information security and data protection responsibilities.

1.5 
Personal Data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of the data subjects in relation to the processing of Personal Data. Any proposed transfers of Personal Data outside of the EU must be approved in advance by the Customer.

2. 
ELECTRONIC INFORMATION

2.1 
Electronic copies of Personal Data shall only be stored:

(a) 
On hardware located in premises which are secure. This means premises which have suitable security measures to prevent unauthorised access and to protect information and information assets. Security measures include control of access; locked windows and doors; intruder alarm; visitor control.

(b) 
On portable devices e.g. laptops, netbooks, which are encrypted using AES-256 bit encryption.

(c) 
On removable media e.g. USB memory sticks, CD’s, DVD’s and external hard drives which are encrypted using an AES-256 bit encryption

2.2 
Electronic Personal Data shall not be transferred to any system not under the control of the Supplier e.g. a private laptop belonging to a staff member.

2.3 
The use of unencrypted portable devices or removable media to store Personal Data shall not be permitted.

2.4 
Portable devices and removable media shall be held under lock and key when not in use; data stored on removable media for the purpose of transporting data shall be securely deleted immediately after use e.g. USB sticks, external hard drives.

2.5
Access control (username and password) shall be in place across any device that is used to store electronic Personal Data.

2.6 
Passwords shall consist of a minimum of seven characters including a combination of upper and lower case letters, numbers and special keyboard characters such as an asterisk or currency symbols

2.7 
Electronic copies of Personal Data shall be securely deleted when no longer required (in line with retention and disposal schedules). This includes data stored on servers, desktops, laptops or other hardware and media. Secure deletion means deleting files so that they cannot be retrieved.

3. 
ELECTRONIC DATA TRANSFER

3.1 
Data transfer shall occur in the following ways; by secure email; by secure file transfer; via a trusted private network (utilised for the exchange of information without data traversing the public internet); or by secure courier services.

3.2 
Secure email – Personal Data sent by email shall be transferred by attachment to an email between nominated GCSX, NHS.net, PNN, GSI, GSX email accounts. Staff shall use the email addresses notified to the other Party in advance of the data transfer to ensure that the recipient confirms successful receipt before the data is sent.

(a) 
Where GCSX email transfer is unavailable then an alternative secure email service shall be used e.g. Lincolnshire County Council secure mail. A secure mail service is one which uses an encrypted communication/connection to deliver the email. If in doubt about the intended use of a specific solution, advice is to be sought from the Customer’s Information Governance Team before the transfer occurs.

3.3 
Secure Courier – data transfer shall be achieved using a signature service provided by a reputable secure courier. Removable media used to store the data shall be encrypted using an AES-256 bit encryption. Passwords must be communicated separately and are not to be included with the media.

(a) 
The receiving Party must confirm by email that they are ready for the transfer and that the recipient address is correct before the transfer takes place. A further email must be sent confirming when the recipient has received, intact, the data.

4. 
NETWORK SECURITY

4.1 
Personal Data stored on a device/network which connects to the public internet shall implement the following controls which offer a sound foundation of basic security:

(a) 
Boundary firewall and internet gateways: Information, applications and computers within the organisation’s internal networks should be protected against unauthorised access and disclosure from the internet, using boundary firewalls, internet gateways or equivalent network devices.

(b) 
Secure configuration: Computers and network devices should be configured to reduce the level of inherent vulnerabilities and provide only the services required to fulfil their role.

(c) 
User access control: User accounts, particularly those with special access privileges (e.g. administrative accounts) should be assigned only to authorised individuals, managed effectively and provide the minimum level of access to applications, computers and networks.

(d) 
Malware protection: Computers that are exposed to the internet should be protected against malware infection through the use of malware protection software. Examples of Malware include viruses, worms, trojan horses, ransomware, spyware, and adware.

(e) 
Patch Management: Software running on computers and network devices should be kept up-to-date and have the latest security patches installed.

5. 
HARD COPY INFORMATION

5.1 
Hard copy Personal Data which includes printed material, files, and documents shall be stored under lock and key when not in use and access to the information shall be controlled.

5.2 
Anonymised information shall be used wherever possible.

5.3 
When printing off Personal Data only print the minimum necessary to achieve the purpose.

5.4 
When transporting hard copy Personal Data a locked briefcase or bag shall be used and it shall remain in the custody of the member of Staff at all times. The personal information must not be visible through the bag.

5.5 
Personal Data shall only be removed from premises when absolutely necessary and shall be returned and locked away as soon as possible.

5.6 
Hard copy Personal Data shall be destroyed securely when no longer required e.g. cross cut shredder. Alternatively it can be returned securely to the Customer for destruction if local facilities are not available.

5.7 
Data transfer of hard copy Personal Data shall be achieved by signature service recorded delivery or courier service in a sealed envelope, addressed to an individual by name or appointment.

6. 
SECURITY INCIDENTS/DATA BREACHES

6.1 
The Supplier must notify the Customer immediately of any information which has been subject to an actual or potential security incident or data breach including any failure to comply with the security requirement set out in this schedule.

6.2 
The Supplier must fully co-operate with any investigation that the Customer requires as a result of a potential security incident or data breach.

6.3 
In the event of a security incident or data breach data transfers shall be delayed until the risk or issue is resolved.

6.4 
If a security incident or data breach cannot be resolved following intervention data transfers shall stop unless the risk of stopping the transfer of Personal Data is outweighed by the need to transfer the personal data. Authority to continue must be provided by the Customer.



Invitation to Tender 


for the supply of


Building maintenance and refurbishment services including voids, general building works, aids and adaptations, emergency call out services and environmental cleansing.
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� See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/


�  UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. � HYPERLINK "https://www.gov.uk/government/publications/guidance-to-the-people-with-significant-control-requirements-for-companies-and-limited-liability-partnerships" \h �See PSC guidance�. 


� Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. 


� � HYPERLINK "https://www.gov.uk/government/collections/procurement-policy-notes" �See Action Note 8/16 Updated Standard Selection Questionnaire�





� � HYPERLINK "https://www.gov.uk/government/collections/procurement-policy-notes" �Procurement Policy Note 8/16 (Para.53) Modern Slavery Act 2015�
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