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SECTION 1 - STATEMENT OF REQUIREMENTS
1 Introduction

1.1 Under the Right-to-Buy scheme, Wolverhampton Homes (WH) has to produce Rd SAP Energy Performance Certificates (EPC) for each Right-to-Buy enquiry.
1.2 Energy Performance Certificates are required for properties within the City Boundaries of Wolverhampton only.
1.3 Under its Void Property process, it also has to produce an Rd SAP EPC each for each Void Property once it has been re-furbished and ready for occupation.
1.4 There may be other requests for EPC’s throughout the contract period for matters such as structural investigations, new build and for investment planning purposes.
1.5 A Service Provider is required to provide a high number of EPCs per annum to service the above requirements.
1.6 Over the last 3 years Wolverhampton Homes have generated on average circa 650 EPC’s per annum. This may increase to 700 but please note these are indicative numbers only and Wolverhampton Homes are unable to guarantee.
1.7 WH also manages a number of shops.  When re-letting the shops a Commercial EPC may be required, however, this is not expected to be significant requirement. Occasionally Wolverhampton Homes offices will require an EPC but only when one has lapsed or if a new office is aquired. 
1.8 As a Public Authority, occupying buildings many of which are frequently visited by the public, Display Energy Certificates are also required, however this is not expected to be a significant requirement.
1.9 On occasion Wolverhampton Homes may also require Full SAP EPC’s for investment planning purposes. Drawings and U Values information will be provided by Wolverhampton Homes, however this is not expected to be a significant requirement

1.10 The Service Provider shall undertake professional RD SAP, Full SAP, Commercial and Display Energy Performance Certificates across Wolverhampton Homes portfolio in accordance with this ‘Statement of Requirements’
1.11 The Service Provider shall ensure that only competent, qualified and accredited Assessors undertake the EPCs
1.12 The Service Provider shall be responsible for supplying and maintaining all necessary equipment to carry out the services, including all relevant Personnel Protective Equipment (PPE) and Surveying equipment (including allowances  for Covid 19).
2 General Requirements

2.1 The Service Provider shall acquaint himself with the nature of the services and the site for each order prior to the actual site visit. Wolverhampton Homes will provide a stock information database to assist with the accuracy of EPC’s produced. 
2.2 The Service Provider will be required to complete all work within the response times as set out at Paragraph 2.11.4.
2.3 The Service Provider shall employ suitably qualified operatives to provide the Services.

2.4 The Service Provider shall be responsible for supplying all necessary equipment to carry out the services. 

2.5 The properties requiring services may be infested with vermin and/or insects, such as fleas, or contain sharps, including clinical waste.  Wherever possible the Client shall inform the Service Provider where these risks are known to exist before attending site, however, the Service Provider must always be prepared to deal with these risks once on site.

2.6 Safeguarding 

2.6.1 Under Section 7 of the Local Authority Services Act 1970, guidance was issued in 2000 under the title of ‘No Secrets’.  Its aim was to ‘create a framework for action within which all responsible agencies work together to ensure a coherent policy for the protection of vulnerable adults at risk of abuse and a consistent and effective response to any circumstances giving ground for concern or formal complaints or expressions of anxiety.  The agencies’ primary aim should be to prevent abuse where possible, but if the preventative strategy fails, agencies should ensure that robust procedures are in place for dealing with incidents of abuse’. 

2.6.2 Wolverhampton Homes’ recognises its role as an agency which provides services to individuals who can be seen as ‘vulnerable adults’ and within its Delivery Plan identifies the need to employ ‘mechanisms to ensure that tenants who are vulnerable are identified, appropriate support accessed and outcomes monitored’.

2.6.3 In relation to children, safeguarding is the process of protecting children from abuse and neglect, preventing impairment of their health and development and ensuring they are growing up in circumstances consistent with the provision of safe and effective care, which is undertaken so as to enable children to have optimum life chances and enter adulthood successfully.  Every person below the age of 18 is a child.

2.6.4 The term ‘vulnerable adult’ refers to any person aged 18 years or over ‘who is or may be in need of community care services by reason of mental or other disability, age or illness, and who may be unable to protect him or herself against significant harm or serious exploitation. Such a person may be experiencing physical, psychological, sexual, discriminatory, or institutional abuse, or neglect or failure to provide adequate care’ (“Who Decides” Lord Chancellor's Department 1997).

2.6.5 All Service Providers working for Wolverhampton Homes are expected to support the principles of safeguarding vulnerable adults and children outlined above and where they have any contact with tenants or their families that may give rise for concern they should report these to their service delivery or contract manager.  If required, copies of all our safeguarding policies and procedures can be made available to the Service Provider.

2.7 Health and Safety at Work
2.7.1 The Service Provider must carry out appropriate risk assessments and method statements prior to commencement of work to ascertain the appropriate safe methods of working and any health and safety risks for each Order.  These must be in accordance with the Management of Health and Safety at Work Regulations 1999, and all relevant Approved Codes of Practice and Regulations.

2.7.2 The Service Provider is to ensure that their operatives are issued with the relevant approved method statements and risk assessments for the required services.

2.7.3 The Service Provider is to ensure that their operatives wear the appropriate PPE to carry out the required services.

2.7.4 The Service Provider must ensure that all operatives are aware of regulations and working practices concerning services where asbestos may be present.  In cases where surfaces or materials are suspected to have asbestos content, the work must be stopped immediately and the Client must be contacted to arrange for the appropriate sample testing to be carried out and test results confirmed before work can commence.
2.7.5 The Service Provider is to ensure that their operatives comply and continue to receive training on the relative Health and Safety Acts.

2.7.6 A breach of paragraph 2.7 is a Material Default of the Contract. 

2.7.7 The Client shall at any time, have the right, at no additional cost to the Client to stop the work if the Client believes there is a danger to the Service Provider and it’s Sub-Contractors, the Client, the Tenant or the general public from any failure of the Service Provider or it’s Sub-Contractors to comply with health and safety requirements.  

2.7.8 Work stopped in accordance with paragraph 2.7, will only be allowed to commence once the Client is satisfied it is safe to continue.  The Service Provider shall, at no additional cost to the Client, follow all reasonable instructions made by the Client to ensure that work is safe to continue.

2.8 Material and Equipment

2.8.1 All materials and equipment used shall be to the satisfaction of the Client.  

2.9 Inspection of Services / Right of Audit 

2.9.1 The Service Provider shall afford every facility to the Client, to examine any EPC’s generated.  Should any doubt exist as to the quality of workmanship or service, the Service Provider will be requested to investigate and rectify the issues at no cost to Wolverhampton Homes.  The inspection can take place during or on completion of services.
2.9.2 The cost of investigating the work, remedial work and making good shall be borne by the Service Provider.
2.10 Ordering Process
2.10.1 An essential element of this contract is to establish an efficient cohesive ordering procedure enabling the Service Provider to carry out the surveys and issue the certificate within the time classification detailed below.
2.10.2 The Client may during the term of the Contract change the reporting process to improve the service to its customers.  All changes shall be discussed with the Service Provider before implementation.
2.10.3
A batch order will be created monthly, raising a purchase order. An email instruction is then sent against a services purchase order.
2.11 Client’s Repair Reporting Service
2.11.1 The Client shall clearly identify Orders as either as Right to Buy, Voids or Misc
2.11.2 For each Order, the Client shall provide the Service Provider via email, the following information:
· Void Properties

Property Address; 
Access Arrangements;

Age of the Property; 
Known Alerts (subject to paragraph 2.13);

Known requirements covered under Equality & Diversity Act 2010.  
· Right to Buy

Property Address; 
Tenant’s name and contact details;

Age of the Property; 
Known Alerts (subject to paragraph 2.13);

Known requirements covered under Equality & Diversity Act 2010.  
· Miscellaneous Requests
Property Address; 
Tenant’s name and contact details;

Age of the Property; 
Known Alerts (subject to paragraph 2.13);

Known requirements covered under Equality & Diversity Act 2010.  
2.11.3 The Service Provider is to complete and return the EPCs, complying with all relevant requirements of this Contract and within the stated Response Times detailed in paragraph 2.11.4 below
2.11.4 Response Times
All Energy Performance Certificates are to be completed in full, and returned to the Client within the following timescales from receipt of the Order:

	Type of Order
	Timescales

	Void Properties (Rd SAP)
	within 8 days

	Right-to-Buy (Rd SAP)
	within 21 days

	Misc Requests (Rd SAP)
	within 21 days

	Misc Requests (Commercial EPC’s)
	within 1 month

	Misc Requests (Display EPC’s)
	within 1 month

	Misc Requests (Full SAP EPC’s)
	within 1 month

	Rectify EPC errors at no extra cost to the client
	Within 1 month

	The Service Provider shall ensure that the Rd SAP EPCs are lodged correctly on the national EPC Register (as detailed in 3.5 & 4.4)
	Within 1 month of completing the EPC


2.11.5 The Service Provider must have the ability to receive orders via e-mail. 
2.12 Access / No Access Agreements
2.12.1 For Void Properties, the Client shall advise the Service Provider of the access arrangements.  Where access is unavailable to the property, the Service Provider is to inform the Client immediately.  
2.12.2 The Service Provider shall liaise with the Client to arrange the most appropriate time to survey Void Properties to ensure that all planned improvements are taken into account in the EPC.

2.12.3 With regard to Right-to-Buy orders, the responsibility for ensuring access rests with the Service Provider. The Service Provider shall make a minimum of three attempts to make an appointment before referring the issue back to the Client.
2.12.4 If the Service Provider is unable to gain access after an appointment has been made, the Service Provider is to leave a card containing contact details and inform the Client immediately who may cancel the order.

2.12.5 There shall be no payments made for abortive calls.
2.12.6 Following acceptance by the Client of the submitted costs, the Service Provider is to complete the Order, complying with all relevant requirements of this Contract and within the stated Response Time.

2.13 Alert System (Potentially Violent Hazard)

2.13.1 The Client’s information Alert System (Potentially Violent Hazard) will be made available to the Service Provider following the Award of Contract, subject to the Service Provider signing of “Wolverhampton Homes’ Information Sharing Protocol Agreement – Service Providers Agreement”.

2.13.2 In order to access the system the Service Provider will require Internet access.
2.14 Reports and Review Meetings
2.14.1 The Service Provider shall submit a quarterly report, which shall include as minimum the following items:

· Details and addresses of the number of EPCs completed in the previous quarter spilt into Void Properties, Right-to-Buy and Miscellaneous;

· Reasons for any failure to meet the KPI’s;

· Details of any issues in relation to access arrangements or abortive call issues;

· Details of any issues regarding payments to the Service Provider;

· Any notifiable accidents or incidents and any other significant safety related incidents, including near misses;

· Any changes in risk assessments / method statements affecting Health and Safety;

2.14.2 Meetings shall be held quarterly, unless otherwise agreed by the Client, to discuss the performance of the Contract. 

2.14.3 Additional ad hoc meetings may be called at the request of either party following a period of 5 working day’s notice.

2.15 Performance Management    

2.15.1 At the start of the Contract, the Client and the Service Provider shall agree the methodology for monitoring performance.

2.15.2 The agreed methodology shall be reviewed annually to ensure it remains fit-for-purpose

2.15.3 Once agreed both Parties are to be bound by the methodology until it is reviewed.

2.15.4 The Mandatory Key Performance Indicators for this contract shall be as follows:
	No
	Category Description
	Requirement
	Required Level

	1
	Rd SAP EPCs for Voids
	To be completed and returned within 8 days of receipt of order
	100%

	2
	Rd SAP EPCs for Right to Buy
	To be completed and returned within 21 days of receipt of order
	100%

	3
	Misc Requests (Rd SAP)
	To be completed and returned within 21 days of receipt of order 
	100%



	4
	Misc Requests (Commercial EPC’s)
	To be completed and returned within 1 month of receipt of order
	100%

	5
	Misc Requests (Display EPC’s)
	To be completed and returned within 1 month of receipt of order
	100%

	6
	Misc Requests (Full SAP EPC’s)
	To be completed and returned within 1 month of receipt of order
	100%

	7
	Accuracy of EPC’s produced
	Each EPC to accurately reflect the circumstances of each dwelling / site surveyed
	100%


2.15.5 Failure to meet these Mandatory KPI’s shall be investigated.  Consistent failure to meet the Mandatory KPI’s for this contract without adequate explanation may be considered a Breach of this Contract. 
2.15.6 Other KPI’s shall be agreed at Contract Award.

2.15.7 The KPI’s shall be reviewed and, if agreed, amended at periods at not less than 6 Months.

2.16 Invoicing
2.16.1 The Service Provider shall invoice monthly in arrears.

2.16.2 The Service Provider shall provide one consolidated invoice for each batched purchase order, electronically to:


whomes.invoices@proactiscapture.com
2.16.3 The Client shall compare the Invoice with the Monthly Report before approval.  Where there are discrepancies, the invoice, or the contested part of the invoice, shall be rejected. 

2.16.4 Invoices shall be paid within 30 days of receipt except where it is rejected in accordance with 2.16.3 above or the Monthly Report is not received within the required timescales.  

2.16.5 Where the Monthly Report is not received within the required timescales,   payment of the invoice may be delayed.  The Client accepts no responsibility for late payment due to delays in receiving the Monthly report. 

2.16.6 Invoices will not be considered for payment unless accompanied by the corresponding purchase order.
2.17 Breach Resolution

2.17.1 Before invoking Condition H2, of the Conditions of Contract (Default) for a Material Breach of the Contract, both parties shall follow the Breach Resolution Process at Annex A to Section 3, Statement of Requirements.

2.17.2 A Material Breach includes but is not limited to:  

· A breach of paragraph D6, Health and Safety; 

· Any security incident caused by the Service Provider and/or his staff or Sub-Contractors, involving tenant and/or a tenant’s property;  

· 3 or more Corrective Action Notices in any 6 month period. 

2.17.3 Nothing in this requirement shall limit the rights of the Client to terminate the contract under Condition H2, of the Conditions of Contract (Default).
2.18 Client’s Responsibilities

2.18.1 The Client shall provide the Service Provider with relevant order details as outlined in 2.10, Ordering Process. 
2.18.2 The Client shall provide the Service Provider with access keys; training and authority to enable access to Void Properties with steel security doors.

2.18.3 The Client shall inform the Service Provider of all known risks before the Service Provider attends Site.
2.18.4 The Client shall provide the Service Provider with access to its Information Alert System (Potentially Violent Hazard) and provide the necessary training if required.
3 Domestic Rd SAP EPCs (Voids / RTB’s / Misc)
3.1 Introduction
3.1.1 The majority of work under this contract shall be for Rd SAP Domestic EPCs.

3.1.2 The Service Provider is to undertake Domestic Rd EPCs for houses or flats in the Wolverhampton area on request from the Client.

3.2 Domestic Energy Assessors (DEAs)
3.2.1 The Service Provider shall ensure that all Domestic Rd SAP EPCs are undertaken by competent, qualified and accredited DEAs and members of a government approved accreditation scheme.

3.2.2 The Service Provider shall provide evidence of appropriate qualifications and registration of its Assessors within 10 days of request.

3.3 Communal Areas
3.3.1 Communal Areas shall not be taken into account.

3.4 Documentation
3.4.1 The Service Provider shall submit all documentation relevant to the Domestic Rd SAP EPC’s to the Client.

3.4.2 The Domestic Rd SAP EPCs shall be submitted electronically as a PDF file.

3.5 Registration

3.5.1 The Service Provider shall ensure that the Rd SAP EPCs are lodged correctly on the national EPC Register

4 Commercial & Display Energy Certificate EPCs

4.1 Introduction
4.1.1 Wolverhampton Homes does manage a number of shops and offices in the Wolverhampton area, and therefore Commercial and Display Energy Certificate EPCs may also be required on occasion, although this will not be a significant area of the contract

4.2 Commercial Energy Assessors
4.2.1 The Service Provider shall ensure that all Commercial EPCs are undertaken by competent, qualified and registered and accredited Commercial Energy Assessors and members of a government approved accreditation scheme.

4.2.2 The Service Provider shall provide evidence of appropriate qualifications and registration of its Assessors within 10 days of request.

4.3 Documentation
4.3.1 The Service Provider shall submit all documentation relevant to the Commercial and Display Energy Certificate EPCs to the Client.

4.3.2 The Commercial EPCs shall be submitted electronically as a PDF file.

4.3.3 The Service Provider shall provide an A2 laminated colour Certificate and the full advisory report, as both a hard copy and a PDF version, for each Display Energy Certificate Ordered. 

4.4 Registration

4.4.1 The Service Provider shall ensure that the Commercial and Display Energy Certificate EPCs are lodged correctly on the national EPC Register

5 Full SAP EPC’s
5.1 Introduction
5.1.1 On occasion the Service Provider maybe required to provide Full SAP EPC’s for investment planning purposes.
5.2 Full SAP EPC Energy Assessors
5.2.1 The Service Provider shall ensure that all Full SAP EPC’s are undertaken by competent, qualified and accredited Commercial Energy Assessors and members of a government approved accreditation scheme.

5.2.2 The Service Provider shall provide evidence of appropriate qualifications and registration of its Assessors within 10 days of request.

5.3 Documentation
5.3.1 Wolverhampton Homes will furnish the Service Provider with all relevant drawings, u values and documentation required for every full SAP EPC ordered. 

5.4 Registration

5.4.1 The Service Provider shall ensure that the Full SAP EPC’s are lodged on the national EPC Register
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SECTION 2 – SCHEDULE OF RATES AND PRICES
To be included on award of Contract
SECTION 3 – CONTACT DETAILS

	Contract Officer:

Stuart Hobbs

Asset Sustainability Manager

Wolverhampton Homes,

29 Market Street,

Wolverhampton,

WV1 3AG

Tel: 07971 445073

Email: stuart.hobbs@wolverhamptonhomes.org.uk

	Customer Focal Point
Stuart Hobbs
Asset Sustainability Manager

Wolverhampton Homes,

29 Market Street,

Wolverhampton,

WV1 3AG
Tel: 07971 445073

Email: stuart.hobbs@wolverhamptonhomes.org.uk
 

	Procurement Officer

John Bailey
Wolverhampton Homes

29 Market Street

Wolverhampton

WV1 3AG

Tel: 0797 2603193

Email: john.bailey2@wolverhampton.gov.uk 
	Health & Safety Officer

 TBC

	Invoicing and Payments 

Wolverhampton Homes

Civic Centre
St Peters Square
Wolverhampton

WV1 1RL
accounts.payable@wolverhamptonhomes.org.uk
whomes.invoices@proactiscapture.com

	Service Provider
TBC



No








No





Yes





Yes





Breach of Contract by either Party





The injured Party notifies, as soon as possible, in writing the other of a Material Default of Contract





Is it a Material Breach Default?





Can it be remedied?





The Injured Party may terminate in accordance with Condition H2 of the Conditions of contract





The Party in Breach is given 14 days to remedy the Material Default





Breach  Remedied?





Lessons Learnt exercise





The Injured Party may terminate in accordance with Section H of the Condition of Contract








The Injured Party notifies the other informally of the Breach 





At the following monthly meeting, the Injured Party issues a Corrective Action Notice listing all minor Breaches within a period.





Breach and remedy kept on record





The other party to put in the required corrective actions





Monitoring the Corrective Actions





Yes





No
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