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[bookmark: _Toc115874014]Introduction
[bookmark: _Toc115874015]1.1 Outline Scope of Requirements
1.1.1 Nottingham City Council (hereafter 'the Authority') is seeking tenders from sufficiently experienced and qualified providers for inclusion on a Dynamic Purchasing System (DPS) to provide Private Hire Transport Services. A more detailed description of a DPS can be found below in point 1.8. The Authority’s detailed requirements are defined in the Service Specification outlined in Section 4 of this document. 

1.1.2 The DPS will consist of six lots. There is no limit on the number of providers accepted onto each lot. Suppliers can apply for any and all lots:
· Lot 1 – Planned taxi routes
· Lot 2 – Ad-hoc taxis 
· Lot 3 – Vehicles up to 8 seats (including specially adapted vehicles)
· Lot 4 – Vehicles with 9 to 16 seats (including specially adapted vehicles)
· Lot 5 – Vehicles with 17-51 seats
· Lot 6 – Buses with 52 seats and above

1.1.3 The Primary Contacts for the Authority will be: 
· Robin Radford (Lots 1 – 4)
· Claire Moores (Lots 5 – 6) 
1.2  Vehicle Classification Definitions

1.2.1 All vehicles supplied under the DPS will conform to Category M classification as per the Vehicle Certification Agency’s definition as follows:
· “ Power-driven vehicles having at least four wheels and used for the carriage of passengers”

1.2.2 The Vehicle Certification Agency has defined vehicle classifications in relation to this DPS as follows:
· Category M1 – “Vehicles used for the carriage of passengers and comprising not more than eight seats in addition to the driver’s seat.”

· Category M2 – “Vehicles used for the carriage of passengers, comprising more than eight seats in addition to the driver’s seat, and having a maximum mass not exceeding 5 tonnes.”

· Category M3 – “Vehicles used for the carriage of passengers, comprising more than eight seats in addition to the driver’s seat, and having a maximum mass exceeding 5 tonnes.”







1.2.3 The following table outlines the vehicle classifications per Lot as defined by the Vehicle Certification Agency:
	Lot Number
	Vehicle Classification

	Lot 1 - Planned taxi routes
	Category M1

	Lot 2 – Ad-hoc taxis 
	

	Lot 3 – Vehicles up to 8 seats (including specially adapted vehicles)
	

	Lot 4 – Vehicles with 9 to 16 seats (including specially adapted vehicles)
	Category M2

	Lot 5 – Vehicles with 17-51 seats
	Category M2 & Category M3

	Lot 6 – Buses with 52 seats and above
	



1.2.4 In regards to all vehicles, Class B vehicles must be provided as per the Vehicle Certification Agency’s definition:
· Class B – “Vehicles not designed to carry standing passengers; a vehicle of this class has no provision for standing passengers.”

1.2.5 In regards to M2 and M3 classified vehicles; Class III vehicles must be provided as per the Vehicle Certification Agency’s definition:
· Class III – “Vehicles constructed exclusively for the carriage of seated passengers.”

1.2.6 All information can on Vehicle Classifications and Approvals can be found by following Vehicle approval: Individual Vehicle Approval manuals - GOV.UK (www.gov.uk)
1.3 [bookmark: _Toc115874016]Contract Duration
1.3.1 The DPS will be for a period of ten years. It is intended for the DPS to commence on 1st July 2024 and operate for ten years. During this period, the DPS will remain open to new suppliers who can apply to join and bid for work at any time during this term. 
1.4 [bookmark: _Toc115874017]Contract Value
1.4.1 [bookmark: _Toc456901]The potential contract value for the Authority only is estimated to be £4,162,000 per annum, with a ten-year value of £41,620,000 over the ten year period, although please note that the Authority is unable to guarantee work or any level of work for any of the operators included on DPS.

1.4.2 The total value is spread across the below areas: 
· Social Care Transportation (including SEND Home-to-School): £3.7m p/a
· School Trips Transport: £450,000p/a
· Council Staff Transportation: £12,000 p/a

1.5 [bookmark: _Toc396316728][bookmark: _Toc115874018]Procurement Timetable
	Procurement Phase 1 (Admission onto DPS)
	Date

	Issue Date
	03 May 2024 

	Tender Return Date
	07 June 2024 

	Provider outcome notified by 
	W/C 17 June 2024  

	Procurement Phase 2 (Individual routes tendered)
	

	Begin tendering individual work packages (please note not all routes will be released at the same time but on a staggered basis)
	01 July 2024

	[bookmark: _Toc115874019][bookmark: _Toc406764870][bookmark: _Toc392773493][bookmark: _Toc391904558]
The DPS will be open throughout its life for providers to join


Please note that the timetable dates detailed above are provided as indicative dates only. The Authority may if necessary, extend the timelines.
1.6 [bookmark: _Toc115874020]Project Background
1.6.1	The Authority has a track record of being a high performing local authority and is keen to focus on securing genuine and measurable improvement for people living in the city. 
1.6.2	The key requirement of this procurement process is to appoint providers to the DPS that offer the best combination of skills, expertise and quality in line with the evaluation and award criteria.  The Authority therefore needs to ensure that it has the necessary information in order to evaluate the submissions and select the best providers for the delivery of the contractual requirements.  
1.6.3	Regretfully, we may have to reject any bid, which does not adequately follow the instructions in this or other accompanying documents. These instructions are intended to make sure that all providers are given equal and fair consideration.  Please provide all your information in the layout and order outlined within the DPS documentation pack.
1.7 [bookmark: _Toc115874021]Contract Terms & Conditions
1.7.1 The draft contract the Authority proposes to use is available through the e-tendering portal, www.eastmidstenders.org. By submitting a DPS application, Providers are agreeing to be bound by the terms of this DPS and the contract without further negotiation or amendment. Any amendments that are proposed but not agreed could be considered non-compliant tender. 
1.7.2 For contracts that do not require a seal, the final contract will be populated by the Authority upon successful award onto the DPS. Unless a hard copy is specifically required by the contractor an electronic version in PDF format will be sent to the awarded provider(s) via the procurement portal. The provider will be required to print the contract and sign the relevant section of the signature page. The contract must be signed by hand. Typed or electronic signatures will not be accepted. The signature page must be scanned and together with a copy of the contract returned the Authority electronically via the procurement portal. A version of the contract that is signed by all relevant parties and dated by the Authority will be returned to the Contractor electronically. Please do not date the contract.
1.7.3 For contracts that require a seal, the process outlined in clause 1.7.2 will apply but the provider will be required to print and sign two copies of the contract and return both documents to the Authority via post. Please do not date the contract.  One of the copies of the contract that has been signed by all relevant parties and dated by the Authority will then be returned to the provider by post.
1.8 Definition of a Dynamic Purchasing System (DPS)
1.8.1	The definition of a Dynamic Purchasing System under EU Procurement Regulations is a completely electronic process for making commonly used purchases and can be for a period deemed applicable to the service. 
1.8.2	Providers that meet the assessment criteria within the submission will be admitted to the DPS (see Section 3).
1.8.3	The system is open to any economic operator (Provider) who meets the selection criteria and submits a submission that is found to be compliant.
1.9	Establishment of a DPS
1.9.1	The DPS is a two stage process that will be used as a mechanism through which the contracting authority will procure transport services.  The DPS is open during its lifecycle, which means that following the initial establishment of the DPS, providers can apply to the DPS at any point in time.  
1.9.2	The process outlined in this document is for the initial establishment of the DPS.  Responses will be assessed against the criteria set out within this document and applicants will be informed following the assessment if they have been successful or not.  The assessment is based on the responses to the questions within the Form of Tender.  Some of the criteria within this assessment are PASS/FAIL questions and therefore all of these questions must be passed and the quality threshold of 70% must be met regarding the Quality Assessment elements in the Form of Tender in order to be successfully admitted onto the DPS.
1.9.3	Those who have applied and have been unsuccessful may re-apply to be admitted to the DPS. Although please note that where a provider has previously been unsuccessful, it is unlikely a further submission will be successful unless the reasons why the previous submission was unsuccessful have been addressed.
1.9.4	Providers should note that the Authority regards the evaluation of applications as a continuous process up to the point of award for a place on the DPS.  Due consideration will be given to any relevant factors that come to light during this process and further information may be sought at any time including, (but not limited to) references, vehicle/service assessments and visits to the operators’ premises where deemed necessary.  In the event of an unsatisfactory finding at any stage in the evaluation process the Authority reserves the right to disqualify the applicant concerned from the process without compensation.
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2.1 [bookmark: _Toc115874023] General Requirements
2.1.1 Tenders must be submitted in accordance with the following instructions; any not complying in part or in whole may be rejected at the Authority's sole discretion.
2.2 [bookmark: _Toc392773494][bookmark: _Toc115874024] Preparation of Tender
2.2.1 Tenderers are responsible for obtaining all information necessary for the preparation of their response. All costs, expenses, and liabilities incurred by the Tenderer in connection with the preparation and submission of the DPS application, and attending any such presentations or interviews as required, shall be borne by the Tenderer.
2.2.2 The Tenderer will be deemed for all purposes connected with the Tender and the DPS to have carried out all researches, 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 DPS (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. 
2.2.3 Tenderers may request clarification on any of the points contained in the DPS documents (including requests for clarification in relation to the contract terms and conditions). However Tenderers should note that contract terms are non-negotiable and by submitting a completed tender response to the Authority, they are accepting the Authority’s terms of contract. Any qualified tender responses could be deemed as non-compliant.
2.2.4 Clarification requests MUST be submitted in writing through the e-tendering portal, www.eastmidstenders.org, no later than 12:00pm on 30 May 2024. This will allow the Authority to prepare a response and to supply the information before the final date for receipt of tenders.
2.2.5 Unless otherwise stipulated within the terms and conditions of the contract, Tenderers are responsible for the costs of preparing and submitting their DPS response. 
2.2.6 Any background information included in relation to this tender is provided in good faith to assist Tenderers in submitting their tenders; no guarantee is given that it is exhaustive, or that any conclusion whatsoever may be drawn from it; and no warranty is made as to its accuracy.
2.2.7 Information given in respect of historical spend is given as a guide; the Authority makes no warranty and accepts no liability as to the actual value or volume of orders to be placed with the provider.
2.2.8 Responses to this DPS application, and any other associated communication must be submitted in English.
2.3 [bookmark: _Toc115874025] DPS Responses
2.3.1 The purpose of the response is to enable us to evaluate your understanding of our requirements, your proposed methods for meeting them and the suitability of your organisation to become a provider to the Authority. 
2.3.2 Your response shall consist of the following:
2.3.2.1 A completed Selection Questionnaire, available online on the East Midlands Tenders Procurement Portal.
2.3.2.2 A written response to the Quality Assessment section, contained within the Form of Tender.
2.3.2.3 Driver and Vehicle proforma (all relevant tabs)
2.3.3 Tenderers should complete the Form of Tender as instructed and should not make any variation or alteration to the document supplied nor submit any supplementary documents, unless expressly invited or permitted. The Authority reserves the right not to consider any tender submissions received in any other format. 
2.3.4 Where signatures are required, these must be provided by an appropriately authorised individual as follows:
2.3.4.1 Where the Tenderer is an individual, by that individual;
2.3.4.2 Where the Tenderer is a partnership, by two duly authorised partners;
2.3.4.3 Where the Tenderer is a limited company, by a director duly authorised for such purposes.
2.3.5 Signatures may be requested electronically on the procurement portal or within the Form of Tender to be submitted. Where a handwritten signature is requested; a scanned signature or an electronic signature is acceptable. Please note; it is acceptable to submit a typed signature for the online Selection Questionnaire declaration.
2.4 [bookmark: _Toc388541864][bookmark: _Toc115874026] DPS Submissions
2.4.1 All submissions and any associated documents must be submitted via the Authority’s e-tendering portal, located at www.eastmidstenders.org unless otherwise specified or agreed by the Authority in advance of the stated deadline.
2.4.2 If you experience any problems accessing EastMidsTenders please contact the Helpdesk on Tel: +44 330 005 0352 or Email: procontractsuppliers@proactis.com 
2.4.3 Tenders must be submitted no later than the time and date shown on the front of this document. No tender will be considered which is late, for whatever reason.
2.4.4 No alteration or amendment of returns will be accepted after the stated deadline, with the exception that the Authority may, at its sole discretion, permit a Tenderer to correct an error or omission that, in the Authority's considered opinion, is a genuine and obvious one.
2.4.5 [bookmark: _Toc389488313][bookmark: _Toc392773497]We do not open any tenders until after the stated deadline has expired, therefore there is neither penalty nor advantage for returning a tender early.
2.5 [bookmark: _Toc115874027]Consideration of DPS Submission
2.5.1 The Authority reserves the right not to award the DPS in whole, or in part.
2.5.2 Any acceptance of a DPS submission by the Authority shall be in writing and shall be communicated to the provider via the Eastmids Tender portal. 
2.6 [bookmark: _Toc115874028] Non-Consideration of DPS Submission
2.6.1 The Authority may, at its absolute discretion, refrain from considering any Tender where:
2.6.1.1 It is not in accordance with the Form of Tender and/ or terms and conditions provided within the tender pack;
2.6.1.2 The provider makes or attempts to make any variation or alteration to the terms of the Form of Tender, the terms & conditions, or the Specification; except where a variation or alteration is expressly invited or permitted;
2.6.1.3 Any part of the submission is incomplete, or the Tenderer does not provide all the information required by the Authority.
2.6.1.4 The Tenderer submits supplementary documents; except where supplementary documents are expressly invited or permitted.
2.7 [bookmark: _Toc115874029] Rejection of DPS Submission
2.7.1 The Authority may reject any submission in any of the following circumstances where the provider: 
2.7.1.1 In connection with the DPS submission commits an offence under the Bribery Act 2010 or gives any fee or reward the receipt of which is an offence under Sub-Section (2) of Section 117 of the Local Government Act 1972;
2.7.1.2 Has directly or indirectly canvassed any member or official of the Authority concerning the acceptance of any provider or who has directly or indirectly obtained or attempted to obtain information from any such member or official concerning any other application submitted by any other provider.
2.8 [bookmark: _Toc392773500][bookmark: _Toc115874030]Providers Individual Warranties
2.8.1 In submitting a response the provider warrants and represents that:
2.8.1.1 It has not carried out any of the acts or matters referred to in the clauses titled Non-Consideration of Tender or Rejection of Tender, and has complied in all respects with these Conditions of Tender;
2.8.1.2 All information, representations and other matters of fact communicated (whether in writing or otherwise) to the Authority by the provider or its employees in connection with or arising out of the application are true, complete and accurate in all respects, as of the date of submission of the application;
2.8.1.3 It has made its own investigations and research, and has satisfied itself in respect of all matters relating to the application, the Specification and the Terms & Conditions and that it has not submitted the application and will not have entered into the DPS in reliance upon any information, representations or assumptions (whether made orally, in writing or otherwise) which may have been made by the Authority;
2.8.1.4 It has full power and Authority to enter into the DPS and will, if requested, produce evidence of such to the Authority;
2.8.1.5 It is of sound financial standing and the provider 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 Tenderer) which may adversely affect such financial standing in the future.
2.8.2 The Authority requires the following minimum insurances; the successful providers will be required to demonstrate that they hold the appropriate levels of indemnity before being awarded the contract: 
2.8.2.1 Employer's Liability: £5,000,000
2.8.2.2 Public Liability: £10,000,000
2.8.2.3 [bookmark: _Toc392773501]Professional Indemnity: £1,000,000
2.8.2.4  Motor Insurance: Fully Comprehensive cover for each vehicle (either by way of an individual policy for each one or a ‘block’ or Fleet policy for all of them) to include Public Liability with a £10m limit for damage to Third Party Property and a limit for Third Party Injury / Death that is either Unlimited or is at least at a limit of £10m
2.9 [bookmark: _Toc115874031] Data Protection
2.9.1 The provider shall ensure that any information that is provided as part of the tender process is at all times compliant with their obligations under the Data Protection Act 2018 and the UK General Data Protection Regulations.
2.9.2 Notwithstanding the general obligation above where the Provider is tendering to processing Personal Data as a Data Processor for the Council, the Provider shall ensure that it has in place appropriate technical and contractual measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful Processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under Article 5 (1)(f) of the UK GDPR; and if awarded the contract will provide the Council with such information as the Council may reasonably require to satisfy itself that the Provider is complying with its obligations under the Data Protection Legislation.
2.9.3 Any contract specific information in respect of data protection is set out in the Specification and Contract documents.  Bidders are expected to have read and fully understood the Council’s requirements and any data protection implications associated with them, including the bidder’s own obligations, liabilities and responsibilities under data protection legislation in the delivery of the tendered contract.
2.10 [bookmark: _Toc115874032]Confidentiality
2.10.1 This document, Form of Tender, Terms & conditions, Specification, and all other documents or information issued by the Authority in relation to the DPS shall be treated by the provider as private and confidential for use only in connection with the DPS 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 Authority. 
2.10.2 The documents which constitute the Contract and all copies thereof are and shall remain the property of the Authority (whether or not the Authority shall have charged a fee for the supply of such documents) and must not be copied or reproduced in whole or in part and must be returned to the Authority upon demand.
2.10.3 All information provided by providers as part of their response will be treated as confidential during the procurement process. Requests for information received following the procurement process will be considered by the Authority on a case by case basis applying the principles of the Freedom of Information Act which permits certain information to be withheld, for example, where disclosure would be prejudicial to a party’s commercial interests, and in accordance with the Authority’s transparency obligations.
2.11 [bookmark: _Toc115874033]Freedom of Information
2.11.1 The Authority is subject to the requirements of the Freedom of Information Act 2000 (FoIA) and the Environmental Information Regulations 2004 (EIR); and may be obliged to disclose information (including information provided by providers) in accordance with the requirements of this legislation.
2.11.2 Providers shall state if any information supplied by them is confidential or commercially sensitive or should not be disclosed in response to a request for information under the Act, and should state why they consider the information to be confidential or commercially sensitive.
2.11.3 The Authority shall be responsible for determining at its absolute discretion whether information held by it relating to the tender shall be disclosed in response to a request for information under FoIA or EIR.
2.11.4 This will not guarantee that the information will not be disclosed, but will be examined in the list of the exemptions provided in the Act.
2.12 [bookmark: _Toc115874034]Intellectual Property
2.12.1 [bookmark: _Toc115874035]Any and all intellectual property rights in any tender documents provided by the Council (including this Invitation to Tender) shall remain the property of the Council and no licence or other right is granted to a tenderer, save for the express purpose of submitting a bid.
2.12.2 [bookmark: _Toc115874036]Any and all intellectual property rights in any tender submission documents provided by the tenderer shall remain the property of the tenderer and no licence or other right is granted to the Council save for the express purpose of tender evaluation.
2.12.3 [bookmark: _Toc115874037]Where any documents under 2.12.1 and 2.12.2 are subject to third party intellectual property rights the Council and the tenderer shall ensure that they have permission to use such intellectual property.
2.12.4 [bookmark: _Toc115874038]For the avoidance of doubt the provisions of 2.12.1 – 2.12.5 shall not apply to any subsequent contract which may be awarded to a successful tenderer and such terms shall be contained in the awarded contract.
2.12.5 [bookmark: _Toc115874039]For the purpose of the tender documents (save for the draft contract provisions) any reference to intellectual property shall mean all copyright, patents or patent rights, registered and unregistered design rights, trade marks, service marks, rights to inventions, moral rights,  database rights and all other intellectual or industrial property rights wherever in the world enforceable.
2.13 [bookmark: _Toc115874040]Sub-contracting
2.13.1 The Authority requires all Tenderers to identify whether (and which) sub-contracting or consortium arrangements apply in respect of this tender. In particular, Tenderers must specify the elements / share (if any) of the contract it intends to sub-contract, any proposed sub-contractors and precisely which entity they propose to be the service provider. This information shall be stated within the Selection Questionnaire.
2.14 [bookmark: _Toc396914006][bookmark: _Toc115874041]Consortium Bids
2.14.1 Organisations which might not have the necessary capability or size to tender for the requirement individually are invited to form consortia with other organisations to be able to put in joint bids.
2.14.2 Consortium bids are particularly encouraged from groups of small medium enterprises (SME’s) or voluntary sector organisations, to allow them to compete in markets where they would otherwise be under-represented.
2.14.3 Consortia may take one of two forms, depending on the agreement between the constituent organisations:
2.14.3.1 Where providers are proposing to create a discrete corporate entity, they shall provide a separate attachment giving details of the entity itself, and the actual or proposed percentage shareholding of the constituent members within the consortium.
2.14.3.2 If a consortium is not proposing to form a corporate entity, full details of the alternative arrangements proposed shall be provided in a separate attachment. This shall include the management structure, and the identity of the lead organisation responsible for submitting the application on behalf of the consortium.
2.14.4 In either case, each constituent member of the consortium must complete a selection questionnaire with its own details to be submitted as part of a single composite response.
2.14.5 The Authority recognises that arrangements in relation to consortia may (within limits) be subject to future change. Providers should therefore respond in the light of the arrangements as currently envisaged. Providers are reminded that any future proposed change in relation to a consortium must be notified to the Authority so that it can make a further assessment by applying the selection criteria to the new information provided. 
2.14.6 Where not already the case, the Authority reserves the right to require a successful consortium to form a single legal entity in accordance with regulation 19(6) of the Public Contracts Regulations 2015.
2.15 [bookmark: _Toc115874042]TUPE (Transfer of Undertakings and Protection of Employment) Regulations
2.15.1 The Authority considers that it is unlikely that TUPE will apply.
2.15.2 The Authority has obtained information from the current provider that TUPE does not apply to the staff currently employed to undertake this provision, which is the subject of this DPS. 
2.15.3 Tenderers are advised to seek independent professional advice and if, for any reason, Tenderers deem TUPE to apply all costs submitted must include TUPE cost implications. 
2.16 Public Services (Social Value) Act 2012
2.16.1 The Act requires contracting authorities to consider at the pre- procurement stage of any services contract, or contract for a combination of goods and services where services are the main element, and where the contract value is above the EU threshold:
2.16.1.1 How the goods or services to be procured may improve the economic, social and environmental well-being of their areas.
2.16.1.2 How the contracting Authority may act with a view to securing that improvement in conducting the process of procurement.
2.16.2 Consideration has been given prior to the advertisement of this contract requirement to the economic, environmental and social benefits of our approach to this procurement. We have undertaken consultation where appropriate in consideration of Social Value issues and how they can be applied to the outcomes required from this contract.  This approach is in accordance with our Commissioning and Procurement Strategy and in compliance with the requirements of the Public Services (Social Value) Act 2012.
2.17 [bookmark: _Toc115874043]Words and Expressions
2.17.1 Words defined in the Terms & Conditions shall have the same meaning in the DPS information documents provided by the Authority.
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3.1  Evaluation and Assessment process for providers to be admitted on to the DPS
3.1.1 Suppliers will be assessed in one of two ways:
· Standard Selection Questionnaire- the answers provided will be assessed in accordance with the table below (please see point 3.2.6). 
· Scored Quality Assessment (per Lot) – the answer provided will be scored in accordance with the table below and will constitute the Applicant’s Quality Assessment score for the Lot applied for (please see section 3.3 for further details). 
3.1.2 Applicants will NOT be admitted onto the DPS if they:
· fail to provide a satisfactory response to any questions or inadequately or incorrectly complete any question in Standard Selection Questionnaire, or
· fail to achieve a rating of satisfactory, i.e. a minimum unweighted score of 3 or above, in any of the quality questions.  
· fail to achieve a total quality assessment score of 70% or above.  
· fail to meet the required criteria in Mandatory and Discretionary Exclusion criteria within the SQ
3.1.3 if an Applicant fails any single criterion in Part 2, their submissions will not be considered further at this stage, and they will take no further part in the process.
3.1.4 if any person OR body forming part of a consortium fails any criterion, the consortium will fail as a whole.
3.1.5 The decision of the Authority to disqualify an Applicant for any of the above reasons shall be final.
3.1.6 All Applicants admitted to the DPS will be eligible to participate in the further competition tender process for specific work packages.
3.2  Supplier Questionnaire Online (SQ)
3.2.1 Suppliers are required to complete the standard supplier questionnaire (SQ) online as part of their tender package. These questions cover your organisation's basic details and some questions will be used to gauge your organisation's suitability to become a provider to the Authority. 
3.2.2 The SQ questions are not scored; however any organisation failing to satisfy the Authority of their suitability to undertake the contract will be removed from consideration. Some elements (such as potential conflicts of interest) may require you to provide additional information, and the Authority reserves the right to seek further clarification where appropriate. 
3.2.3 The SQ questions are pass / fail, and thus form no part of the evaluation other than to gauge an organisation's basic suitability. Any organisation failing to satisfy the Authority of their suitability to undertake the contract will be removed from consideration.
3.2.4 The Supplier Information Questions are presented as Yes or No responses; however should you feel that there are any that do not apply, please leave the 'Yes' or 'No' tick-boxes blank or state 'N/A' in the answer / supporting information box, and if necessary provide a brief explanation of why you feel the question is not applicable.
3.2.5 Please do not provide any supporting information at this time unless specifically requested in the evaluation table below; relevant details will be sought from the leading provider and checked for suitability prior to contract award.
3.2.6 The table below details what questions will be assessed as pass / fail and which are for information only.
	Section 
	Section title
	Requirements

	Part 1: Potential Supplier Information

	Section 1.1
	Potential supplier information
	For information

	Section 1.2
	Bidding model
	For information

	Section 1.3
	Contact details and declaration
	For information 

	Part 2: Exclusion Grounds

	Section 2.1
	Grounds for mandatory exclusion
	Pass / Fail

	Section 3.1
	Grounds for discretionary exclusion 
	Pass / Fail

	Part 3: Selection Questions

	Section 4
	Economic and Financial Standing
	Pass / Fail

	Section 5
	Wider group / Consortia details
	Pass / Fail

	Section 6
	Technical and Professional Ability
	Pass / Fail

	Section 7
	Modern Slavery Act 2015
	Pass / Fail

	Section 8
	Additional Questions
	

	Section 8.1
	Data Protection
	Pass / Fail

	Section 8.2
	Insurance
	Pass / Fail

	Section 8.3
	Real Living Wage 
	For information

	Section 8.4
	Organisational Structure
	For information

	Section 8.5
	Safeguarding Policy Submission
	Pass / Fail

	Section 8.6
	Confirmation of Staff DBS Checks within previous 3 years
	Pass / Fail

	Section 8.7
	Confirmation of MOT of all vehicles
	Pass / Fail

	Section 8.8
	Confirmation that all vehicles are serviced in line with legislative requirements (refer to Specification section 4.4 for further detail)
	Pass / Fail

	Section 8.9
	Confirmation of all drivers licences up-to-date
	Pass / Fail

	Section 8.10
	Operator License Number and Assigned Officer
	Pass / Fail


3.2.7 Section 4 - Economic and Financial Standing: As part of section four of the selection questionnaire evaluation process, the Authority will check your organisation’s financial stability.  An important part of the financial vetting process is to establish that the tenderer is viable and financially stable.  Where appropriate the Authority uses an external credit agency to verify your organisation’s financial stability.  When an external credit agency is not appropriate (i.e. organisations which are not limited companies, or when the credit agency does not recommend a sufficient contract limit, or provide confirmation of financial stability), the Authority will undertake a financial assessment of your organisation.  This assessment involves reviewing a set of independently certified / audited financial accounts of your organisation, considering your organisation’s level of reported turnover in relation to the contract value, a liquidity test and a general review of the statements. This information may requested at Supplier Questionnaire stage.  
3.2.8 Section 6 – Technical & Professional Ability: Please provide details of up to three contracts that your organisation has already delivered, from either the public or private sector that are relevant to our requirements. Contracts for supplies or services should have been performed within the past three years. If you are unable to provide at least one relevant example, please provide an explanation for this in question 6.3. 
3.2.9 Section 8 – Data Protection: This contract contains a high element of data processing. As a result, providers must provide additional details of the technical facilities and measures (including systems and processes) that are in place, or will be in place by acceptance on to the DPS to ensure compliance with the General Data Protection Regulation and to ensure the protection of the rights of data subjects. Your response should include, but not be limited to facilities and measures: 
· To ensure ongoing confidentiality, integrity, availability and resilience of processing systems and services;
· To comply with the rights of data subjects in respect of receiving privacy information, and access, rectification, deletion and portability of personal data;
· To ensure that any consent based processing meets standards of active, informed consent, and that such consents are recorded and auditable;
· To ensure legal safeguards are in place to legitimise transfers of personal data outside the EU (if such transfers will take place);
· To maintain records of personal data processing activities; and
· To regularly test, assess and evaluate the effectiveness of the above measures.

3.2.10 In addition, the tenderer must confirm if their organisation has been subject to any action from the ICO within the last 12 months, received any complaints from data subjects in respect of the treatment of their personal data in the last 12 months, and confirm if a Data Protection Officer has been appointed.
3.2.11 Section 8 – Real Living Wage: Details of the Real Living Wage are available at https://www.livingwage.org.uk/. This information will be used for monitoring purposes only in relation to the City Council’s objectives of promoting staff development and welfare and payment of the Real living wage. The ‘real Living Wage’ is an hourly rate of pay set independently by the Living Wage Foundation, which may be paid voluntarily by employers. It is at a higher level than the government’s ‘national living wage’, which is the statutory minimum wage payable to all workers in the United Kingdom. The real Living Wage is calculated with the aim of ensuring all employees earn a wage that meets the costs of living, not just the government minimum. (Note this question is for information only and will not be considered as part of the selection process)
3.3 [bookmark: _Toc115874045]Quality Assessment
3.3.1 Providers are invited to submit a response to each of the questions included within the Quality Assessment Questions section in the Form of Tender provided within the DPS pack.
3.3.2 Providers must submit one Quality Assessment response and declare which Lot(s) they wish to bid for. 
3.3.3 The Authority will assess Tenderers’ responses to each question against the criteria set out in the Quality Assessment Scoring Tables below, and will award points up to the maximum shown against each heading:
3.3.4 Quality Assessment - Scoring Table:
	QU
	Description
	Weight
	Maximum Points

	1
	1.1 Vehicle Contingency
	4
	20

	
	1.2 Staff Absences 
	4
	20

	2
	2.1 Documentation Checks
	7
	35

	
	2.2 New Staff Checks
	7
	35

	
	2.3 Driver Licence Points
	3
	15

	3
	3.1 Driver Etiquette & Cleanliness
	4
	20

	
	3.2 Vehicle Cleanliness
	4
	20

	4
	4. Complaints 
	12
	60

	5
	5.1 Service Efficiency
	4
	20

	
	5.2 Risk Assessments
	5
	25

	6
	6. Training
	13
	65

	7
	7. Vehicle Suitability
	15
	75

	8
	8. Communication & Proactivity
	10
	50

	9
	9. Carbon Neutral
	4
	20

	Total
	480



3.3.5 Each question will be assigned a score according to the following criteria. Failure to achieve a rating of satisfactory (i.e. a minimum unweighted score of 3 or above) in any one or more categories will result in the bid being disqualified at the Authority’s discretion: 
	Assessment Criteria
	Score

	Unacceptable: either no answer is provided, or the answer fails to demonstrate that any of the key requirements in the area being measured will be delivered.
	0

	Poor: fails to demonstrate how the basic requirements in the area being measured will be addressed, giving rise to serious concerns that acceptable outcomes would be not delivered against the specification.
	1

	Weak: barely demonstrates how the basic requirements in the area being measured will be addressed, giving rise to concerns whether acceptable outcomes would be delivered against the specification.
	2

	Satisfactory: demonstrates how the basic requirements in the area being measured will be addressed so as to deliver acceptable outcomes against the specification.
	3

	Good: demonstrates how most of the requirements in the area being measured will be addressed so as to deliver good outcomes against the specification.
	4

	Excellent: demonstrates clearly how all of the requirements in the area being measured will be fully addressed so as to deliver excellent outcomes against the specification.
	5


3.3.6 For example; a weighted score of 4 for question 1.1 would be calculated using the following formula: 
4 (Question weighting) x 4 (Question Score) = 16 points
3.3.7 The weighted scores for each question will be added together to create a total score for the DPS Lot Submission. There will be a separate quality evaluation for each Lot bid for.
3.4  Award of contracts under the DPS
3.4.1 Following the initial establishment of the DPS, contracts will be awarded via:
· Further competition. Contracts will be awarded based on either:
· price only or;
· a combination of price and quality (where there are additional quality requirements that require further evaluation).
· E-Auctions (further detail can be found in Section 3.4.2); 
· Direct Award – up to a contract value of £6,000.

3.4.2 E-Auctions 
· E-Auctions work on the basis that once all of the initial prices are submitted and recorded, suppliers who have submitted a price for a route within the respective Lot may be invited to participate in a reverse E-Auction. 
· A reverse auction is an electronic auction (separate to this tender process) where suppliers bid online against each other for contracts against the lowest received tender price.
· Reverse E – Auctions take place on the PROACTIS portal at a pre-determined date and time, and suppliers will be invited via the portal.
· Participating suppliers who have already been promoted onto the DPS will be ranked in the auction by price only. 
· If more than one bidder submits the same price during the E - Auction, only the first bidder to submit that price will be accepted for that bid. In the instance that two bids are received at the same time, the Council reserves the right to award the route based on the DPS score achieved on acceptance on the DPS. The contactor with the higher DPS score will be awarded the route.
· If a winning bidder is unable to provide any route they have been offered, the Council will investigate justification for this. The Council reserves the right to withdraw any offer and either re run the e Auction or offer the route to the next most economical offer. 

3.4.3 Contracts will be issued for competition to providers who had been admitted to the DPS.

3.4.4 Following evaluation of tenders submitted by providers for further competitions, successful providers will be informed if they are to be awarded a contract to provide the services, and also if they have been unsuccessful.

3.4.5 It is at the point when a specific contract has been awarded that the agreement is made between the Authority and the successful provider.

3.4.6 Any extensions to these agreements will be subject to a continuance of service requirement, satisfactory performance, continued value for money, local authority requirements and policies, market forces and/or changes in legislation. 

3.4.7 All providers admitted to the DPS will be notified via email of the release of any further competitions issued for tender.
[bookmark: _Toc392773526]
3.5 [bookmark: _Toc115874046]Clarification of Tender Responses
3.5.1 Where it is considered by the evaluation team that the information or documentation submitted is or appears to be incomplete or erroneous, or where specific documents are missing, the Authority may request the provider(s) concerned to submit, supplement, clarify, or complete the relevant information or documentation within an appropriate time limit.
3.5.2 Wherever possible, any clarifications required relating to the response will be dealt with in writing via the portal. 
3.5.3 It may be considered that written clarification is not sufficient in some instances; the Authority thus reserves the right to invite Tenderers to attend a clarification interview in person.
3.6 [bookmark: _Toc115874047]Final Qualification Check
3.6.1 Prior to being successful, if not already supplied or requested at the Supplier Questionnaire stage, the providers will be asked to provide documentary evidence to substantiate their responses to the supplier information questions. At the very least, we will ensure that providers meet the minimum standards established in respect of:
· Financial stability;
· Insurance policies & indemnity limits

3.6.2 Should the Providers be unable to satisfy the Authority's requirements in this respect, their application will be deselected. 
3.7 De-selection of successful bidder
3.7.1 Following the appointment of a successful bidder, in the event that the successful bidder:
· Makes a material alteration to the bid which formed the basis of its selection as successful bidder (whether as to price or any other aspect of its bid); and/or
· Does not comply with one or more of the provisions in this document; and/or
· Has not returned a signed version of the DPS Contract; and
· In the case of any of the above, fails to remedy the situation to the reasonable satisfaction of the Authority within a defined time period having been serviced notice in writing by the Authority. 
3.7.2 The Authority shall then de-select the successful bidder and exclude the successful bidder from any further participation in the individual contract opportunity. 
3.8  Notification of application outcome
3.8.1 The Authority shall evaluate responses received following a further competition and shall award an Order to the successful bidder by sending a notification of its acceptance of an Order via the EastMids Tenders system.  Where the Authority places an Order with a successful supplier, a call-off contract shall be established between the Authority and the Provider on the terms of the Contract Terms and Conditions. Any award of the Contract is conditional on the Contract being approved in accordance with the Authority’s internal procedures and able to proceed. The Authority reserves the right not to award a Contract to the successful bidder or to any bidder. 
3.8.2 The Agreement will be entered into on the date stated in the Contract Order Form. 














[bookmark: _Toc115874048]Section 4: Specification 
4 Introduction and Background
4.1.1 The Authority wishes to establish a Dynamic Purchasing System (DPS) for the provision of high quality and cost effective private hire transport services.  
4.1.2 Nottingham City Council is managing this procurement process in accordance with the Public Contracts Regulations 2015 (the “Regulations”) as amended.  
4.1.3 The nature of the DPS is to provide scheduled and non-scheduled passenger transport routes via a broad range of appropriate vehicles. Wheelchair adapted vehicles will form part of the requirement on specific request of customer requirements as per Lot 3 & Lot 4. 
4.1.4 Tenderers will be asked to confirm the number of vehicles available in the ‘Vehicle and Driver Proforma’ spreadsheet’.  All vehicles must meet the Council requirements as outlined in the specification and where required Tenderers will be obligated to provide evidence that they can obtain the vehicles in time to deliver the service. In this case, prior to awarding each route the supplier will need to confirm the vehicle has been purchased or leased.
4.1.5 The routes will be determined and awarded by the Authority. There will be regular reviews of scheduled routes and providers will be required to allow for variations to routes/passenger volumes at agreed Route prices. The Council at its discretion may re-award the route if a larger or smaller vehicle is required to meet the service provision following unexpected changes to the requirements / routes. 
4.1.6 The Authority’s detailed requirements apply to all Lots unless specifically stated. 
4.1.7 Below are the listed requirements for all Lot’s on the DPS. Lot specific requirements can be found in Appendices 1-6. 
4.2  Health and Safety 
4.2.1 The Provider must comply with all relevant legislation and guidance relating to the service, including any subsequent updates and amendments to those statutes.  It is the provider's responsibility to ensure that they are aware of the implications of legislative changes and adjust their practices and provision accordingly in line with the following legislation:
· Education Act 1996, 2002 and 2011
· Safeguarding of Vulnerable Groups Act 2006
· The Equality Act 2010 
· Sex Offenders Act 1997 as amended by part 2 of the Sexual Offences Act 2003 (In relation to safer recruitment)
· General Data Protection Regulations 2018
· Keeping Children Safe in Education 2019
· Working Together to Safeguard Children 2018
· Health and Safety at Work 1974
· Road Traffic Act 1988 
4.2.2 The Authority reserves the right to check Providers Vehicle Safety Equipment Check Records at any stage throughout the duration of the DPS. 
4.3 Operating licences
4.3.1 The Provider must at his/her own cost have and keep in force a current licence that is appropriate for this size of vehicle, issued in the name of the Provider at all times throughout the period of the Contract, authorising the operation of the appropriate type of vehicle(s) and comply with all the conditions contained therein. The Provider shall produce the Licence(s) for inspection when required to do so by the Authority, and authorises the Authority to contact the authority issuing the Licence to resolve any queries.
4.3.2 The Provider must notify the Authorised Officer immediately of any change to, or disciplinary action taken against, his/her Licence(s), including changes of address or operating centre. The Provider must comply with all conditions attached to any licence.
4.3.3 This Contract shall be invalid and of no force or effect during any period that the Provider does not have a required Licence, or if any Licence previously granted has been revoked or suspended for any reason, or has had conditions attached to it which prohibit or limit the operation of any service which is the subject of the Contract with the Authority. At the Authority’s discretion, the Contract may be terminated immediately in these circumstances.
4.4 Vehicles
4.4.1 The Provider must ensure that any vehicle being used on this Contract is duly licensed and is equipped, maintained and operated entirely in accordance with all regulations made by the authority with whom the vehicle is licensed. Appropriate Licence Plates must be permanently affixed to the vehicle and clearly displayed and have valid Vehicle Excise Duty.
4.4.2 Any vehicle being used on this Contract must at all times be maintained in a fit and roadworthy condition, comply with all relevant legislative requirements, and conform to any other requirements specified in the Contract. The current Motor Vehicle Test Certificate for such a vehicle must be presented to the Local Authority upon issue. The vehicle(s) used must not be of a smaller seating capacity than that specified in the Specified Service.
4.4.3 The Provider must notify the Authorised Officer immediately in writing of any alteration, suspension or revocation of a vehicle licence issued to the Provider made by the authority issuing the licence, whether for maintenance or other reasons.
4.4.4 The Provider must notify the Authorised Officer immediately when an Immediate Prohibition Notice (PG9) has been issued to the Provider by a Vehicle Examiner in respect of any vehicle based and maintained at any depot of the Provider at which vehicles to be used on this Contract are based. Failure to do so will be regarded as a serious breach of Contract and may result in termination of the Contract.
4.4.5 The Provider must ensure that all vehicles are covered by a daily vehicle defect recording system that includes nil returns by the driver.
4.4.6 Where a vehicle is fitted with childproof locks on the rear doors, these must be used while the vehicle is carrying children under the age of 14 (or under the age of 18 for children with additional learning needs or for any other passenger identified   through a risk assessment) unless instructed otherwise.
4.4.7 The seating capacity of the vehicle is not to be exceeded under any circumstances.
4.4.8 All vehicles must be fitted with seat belts, which meet all legal requirements. Passengers must not be carried in sideways facing seats and every passenger carried shall be provided with their own seat.
4.4.9 Where required child safety seats, booster seats, seatbelt extensions or other seating equipment will be provided by either the Provider, the parent/guardian or the local authority as deemed appropriate, and will be detailed in the individual service specification. Specialist seating which is passenger specific will be addressed on an individual basis. No child, irrespective of age, is to be carried in the vehicle unless appropriate seating is available and correctly fitted.
4.4.10 Following any changes to the Provider’s fleet, the Provider is required to submit immediately any such amendments to the Authorised Officer using the fleet profile pro forma. If so required, the Provider must at his/her own expense make available any vehicles used in the operation of this Contract for inspection by the Authorised Officer or another person nominated by him/her, at a time and place to be determined by the Authorised Officer. Failure to produce the vehicle for inspection without a reasonable explanation will be regarded as a serious breach of Contract and may result in termination of the Contract.
4.4.11 If, in the opinion of the Authorised Officer or his/her representative, any vehicle has a defect which could affect the safety of passengers or other road users, the Provider must cease to use that vehicle on the Contract immediately (or as directed in writing by the Authorised Officer) until the defect has been rectified to the satisfaction of the Authorised Officer, and at the Provider’s expense provide a suitable replacement. The Authorised Officer may notify the authority licensing the vehicle or the Driver & Vehicle Standards Agency (DVSA) of any defects that are found.
4.4.12 The Provider must permit the Authorised Officer to inspect any premises used by the Provider for the storage and maintenance of vehicles used on the Contract at any reasonable time. If a third party services such vehicles, the Provider must ensure that the maintenance agreement with the third party provides that the Authorised Officer may inspect the premises used in accordance with this clause.
4.4.13 The Provider must ensure that any vehicle used on this Contract is in a clean condition both internally and externally at the commencement of every day’s operation of the Contract, and as far as practicable is kept in a clean condition at all times and that furnishing and fittings are in good condition.
4.4.14 Vehicles must be equipped with a heating system capable of achieving an interior temperature of 10ºC within ten minutes of starting up and be capable of maintaining a temperature of 15ºC within thirty minutes.
4.4.15 All vehicles should carry a charged mobile telephone, which contains sufficient credit to deal with any eventualities. The use of such communication equipment must be undertaken in a safe manner and in compliance with the Road Vehicles (Construction and Use) Regulations 1986, or as amended.
4.4.16 The Authorised Officer must be able to contact all vehicles used on the Contract, either directly or indirectly through the Provider’s base. If the system is through the Provider’s base or premises, then the Provider will ensure that this base is occupied throughout the operating hours of the Contract with employees able to respond to enquiries or emergency contact. The Provider must have in place a system for communicating with the driver in emergency without requiring the driver to be in breach of the Road Vehicles (Construction and Use) Regulations 1986, or as amended.
4.4.17 The use of radios on vehicles is permitted but it is the responsibility of the driver to ensure that they only transmit material suitable for passengers. Any audio content played needs to be suitable for passenger. 
4.4.18 Where the Provider states on the Tender that a vehicle with a passenger carrying capacity greater than that required in the Specified Service will be provided and the Authority accepts this in the Order all the capacity of the vehicle may be taken up by the Authority at no extra charge.
4.4.19 The Provider shall be responsible for paying any bus station fees or road tolls. The Provider shall also be responsible for obtaining authority to operate over private roads and on to private property, if appropriate, and shall comply with any conditions, which may be specified by the owner for its use. The Provider shall ensure that any vehicles proposed to be used on the Specified Service do not conflict with any height, width, weight or other physical restrictions along the route.
4.4.20 The Provider shall in the event of adverse weather conditions, road closure, traffic congestion or other circumstances outside his/her control preventing him/her from operating the Contract in full, notify the Authorised Officer by telephone and in writing or other electronic means as soon as is practicable, giving details of the duration and extent of the interruption to Specified Service. 
4.4.21 The Provider must make suitable arrangements to deal with lost property and give reasonable assistance to passengers in reclaiming any property recovered on the vehicles.
4.4.22 Vehicles will be presented for annual inspection as part of the licensing process and all vehicles irrespective of their age will undergo an interim inspection, no more than six months from the date of issue of the licence.
4.4.23 All vehicles must have fire extinguishers. All fire extinguishers must be tested at least once annually. 
4.5 Drivers
4.5.1 The Provider must ensure that any driver of a vehicle used on the Contract possesses a current, valid Driving Licence for that type of vehicle. Drivers must be able to produce the appropriate valid Driving Licence, including Driver CPC where required, on request by the Authorised Officer. If the driver is unable to produce the licence on request companies must produce the licence within 48 hours of the request from the Authorised Officer. Failure to produce the documentation within this timescale will result in the immediate suspension of the contract.
4.5.2 License checks for all Drivers will be carried out by the Authority prior to the commencement of any contract as well as every three years. 
4.5.3 The Provider must notify the Authorised Officer immediately of any alteration, suspension or revocation of a Driver’s Licence made by the authority issuing the licence
4.5.4 The Provider must ensure that the Provider’s public liability and motor insurance policy covers all Drivers employed on the Contract. It is the responsibility of the Provider to affect appropriate insurance cover against injury to Drivers in the performance of their duties, and the Authority will accept no liability for any injury sustained under any circumstances.
4.5.5 Drivers must not be under the influence of drugs or alcohol at any time during the operation of any part of the Specified Service. Any Driver found to have any trace of drugs or alcohol in their system will result in the immediate suspension of the Contract.
4.5.6 Drivers must not smoke at any time during the operation of the Specified Service including any waiting period at the appropriate establishments or timing points. This prohibition includes the use of electronic cigarettes.
4.5.7 Drivers must have a responsible attitude in due regard to the nature of the service being provided. Where the Authority has reason to doubt the suitability of a driver the Provider must allow the Authorised Officer to inspect the employment file of the Driver. The Provider will be required to immediately suspend any employee, from this service, where there is an allegation of improper conduct. The employee will remain suspended from the service, at no cost to the Authority, pending the outcome of investigations carried out by the Authority or other relevant body.
4.5.8 The Provider shall not employ, sub-contract or associate with any third party that may constitute a danger to any member of the public and further ensure that all persons at work are correctly vetted and safe. The Authority will require Drivers to obtain enhanced DBS Clearance or similar vetting procedure, be it statutory or regulatory.
4.5.9 Where a driver has undertaken an enhanced DBS clearance but the Authorised Officer is not satisfied that the Driver is a ‘fit and proper person’ to carry out employment on Transport, the Authority reserves the right to deem that person unsuitable and will refuse clearance for use.
4.5.10 Where the Contract is for the provision of School Whynott Transport or Social Services Transport, the Authority requires the Provider to:
· Supply the name and address of the Driver(s) prior to contract commencement that will be used on each contract awarded, and any changes to these staff must be notified to the Authority prior to any change. In addition to this, any persons proposed to be utilised who may come into contact with vulnerable people, the provider must provide the name, address, contact telephone number, NI number, date of birth. No person other than these named individuals may act as Driver for the Contract, except in an emergency, when another Driver already approved by the Authorised Officer may be substituted. The Authority must be notified in advance of any driver substitution. Any person acting as a Driver must provide his/her name and address, and other proof sufficient to establish his/her identity, to any Officer of the Authority on request.
· Adhere to the Authority’s enhanced DBS Clearance Checking Procedure and any other Safeguarding Policies adopted by the Local Authority. Enhanced DBS clearances are to be completed and verified to the Authorised Officer’s satisfaction before any Contract is undertaken;
· Not use any Driver until written confirmation has been received from the Authorised Officer that they have been cleared to work on the Contract. Drivers who have attended a DBS appointment with the Authority to complete the application form are not immediately cleared for use on the Contract nor are newly employed Drivers who are in possession of an enhanced DBS check covering their previous employment;
· Comply with any legislative requirement that has been or may be introduced in the future, such as the Safeguarding Vulnerable Groups Act 2006 or similar;
· Be able to present at all times during the performance of this Contract an Identity Badge which will only be issued after the Enhanced DBS clearance has been obtained. The Provider will bear the cost, in advance, of initial and subsequent DBS clearances for all of his/her Drivers. The badge must be carried at all times during the execution of the Contract – a photograph of the badge is not sufficient. The Authority will supply the initial badge but any replacement will be charged for. All Drivers should wear their Driver’s Badge where it can be easily seen. The use of any other Driver may be regarded as a serious breach of Contract and may result in termination of the Contract; and
· Provide copies of employee wage slips, National Insurance Numbers, Tax Identification Numbers or evidence of PAYE for any Driver employed in the operation of the contract, upon request by the Authorised Officer.
4.5.11 All Staff DBS Checks must be revalidated every three years. 
4.5.12 Where a Passenger Assistant has undertaken an enhanced DBS clearance but the Authorised Officer is not satisfied that the Passenger Assistant is a ‘fit and proper person’ to carry out employment on School Transport, Social Services Transport, the Authority reserves the right to deem that person unsuitable and will refuse clearance for use. 
4.5.13 If the Provider becomes aware of any actual or intended prosecution for an offence against any Driver, or is given any other reason to doubt the suitability of any individual Driver, the Provider must consult immediately with the Authorised Officer and follow the Authorised Officer’s directions. Should any Driver employed by the Provider be informed by the Police that a prosecution is to be considered for any offence, the Provider must immediately notify the Authorised Officer.
4.5.14 Where an incident has been reported regarding the conduct of a Driver, the Authorised Officer reserves the right to suspend the Driver’s employment on School Transport, or Social Services Transport for the duration of investigation.
4.5.15 Where the Contract carries a Passenger Assistant and they leave the vehicle to assist a passenger to/from the vehicle the Driver must, as far as is practicable, assume the duties of the Passenger Assistant for any passengers who remain in the vehicle.
4.5.16 Drivers of passenger carrying vehicles will be required to undertake appropriate training relevant to passenger needs as identified, and specified by the Authority, which is aligned to current and future legislation and Authority policy. Training must be renewed / refreshed as appropriate to remain applicable. All training, including renewal/refresher training is to take place as and when the need arises. Where appropriate, additional training may be required at the Authority’s discretion as passenger needs may change. Providers must note that whilst some training is mandatory, other training is passenger specific and notification of the appropriate requirements will be provided accordingly. Mandatory training that all Drivers must have undertaken includes:
· Fire Prevention;
· Evacuation Measures
4.5.17 Drivers must be able to communicate and understand English to a standard that would enable them to deal appropriately and without delay with any issue that may arise during the operation of the Contract.
4.5.18 Drivers must not take any instructions from parents, guardians or carers without the approval of the Authorised Officer.
4.5.19 Drivers are required to comply with code of conduct as specified in Section 4.11. 
4.5.20 Drivers licenced outside of the Nottinghamshire area will not be excluded from the DPS, BUT they must meet the same standards as those licenced within Nottinghamshire. Therefore, Drivers will be required to undertake the enhanced safeguarding training, yearly DBS checks and the topology test as required by Nottingham City Council. This is to ensure all drivers and passenger transport organisations are competing on an equal basis.
4.6 Passenger Assistants
For Further Competition contracts where Passenger Assistants are required
4.6.1 The Provider must provide a Passenger Assistant licensed by the Authority to travel with the vehicle at all times when passengers are on board. Certain Tenders will specify a male or female Passenger Assistant, and the Provider must ensure that any such requirement is complied with at all times. The Provider must supply the name and address of the Passenger Assistant(s) to be used on a regular basis. No person other than these named individuals may act as Passenger Assistant on the Contract, except in an emergency, when another Passenger Assistant already approved by the Authorised Officer may be substituted. The Authority must be notified in advance of any passenger assistant substitution. Any person acting as a Passenger Assistant must provide his/her name and address, and Authority issued identification badge, passport or DVLA photo card driving licence (including provisional licence) to establish his/her identity to any officer of the Authority on request.
4.6.2 Passenger Assistants must be medically fit with a responsible attitude and due regard to the nature of the services being provided. 
4.6.3 The Provider shall not employ with any third party that may constitute a danger to any member of the public and further ensure that all persons at work are correctly vetted and safe. The Authority requires its Providers:
· To adhere to the Authority’s enhanced DBS Clearance Checking Procedure and any other Safeguarding Policies adopted by the Local Authority.  Enhanced DBS clearances are to be completed and verified to the Authorised Officer’s satisfaction before any Contract is undertaken. If the DBS result ‘’contains information’’, the contract is required to contact Authority contract manager to provide details of that information to discuss whether this person is suitable;
· Not to use any Passenger Assistant until that they have been cleared and issued an identification badge to work on the School Contracts. Passenger Assistants who have attended a DBS appointment with the Authority to complete the application form are not immediately cleared for use on the Contract nor are newly employed Passenger Assistants who are in possession of an enhanced DBS check covering their previous employment;
· To comply with any legislative requirement that has been or may be introduced in the future, such as the Safeguarding Vulnerable Groups Act 2006 or similar;
· To be able to present at all times during the performance of this Contract an Identity Badge which will only be issued after the Enhanced DBS clearance has been obtained. The Provider will bear the cost, in advance, of initial and subsequent DBS clearances for all of his/her Drivers and Passenger Assistant. The badge must be carried at all times during the execution of the Contract– a photograph of the badge is not sufficient. The Authority will supply the initial badge but any replacement will be charged for. The use of any other Passenger Assistant may be regarded as a serious breach of Contract; and
· To provide copies of National Insurance Numbers, Tax Identification Numbers or evidence of PAYE for any Driver employed in the operation of the contract, upon request by the Authorised Officer.
4.6.4 All Staff DBS Checks must be revalidated every three years. 
4.6.5 Where the Contract is for the provision of School Transport or Social Services Transport, Passenger Assistants will be required to undertake appropriate training relevant to passenger needs as identified, and specified by the Authority, which is aligned to current and future legislation and Authority policy. Training must be renewed/refreshed as appropriate to remain applicable. All training, including renewal/refresher training is to be undertaken at the expense of the Provider and is to take place as and when the need arises. Where appropriate, additional training may be required at the Authority’s discretion as passenger needs may change. Providers must note that whilst some training is mandatory, other training is passenger specific and notification of the appropriate requirements will be provided accordingly.
4.6.6 Where an incident has been reported regarding the conduct of a Passenger Assistant, the Authorised Officer reserves the right to suspend the Passenger Assistant’s engagement on School Transport, Social Services Transport for the duration of investigation.
4.6.7 If required by the Authority, the Passenger Assistant must meet with the Head Teacher/Officer in Charge of a Social Services Establishment or their authorised representative to be briefed on the special education needs of their passengers. If in the opinion of the Head Teacher/Officer in Charge of a Social Services Establishment the Passenger Assistant is unsuitable for the duties the Authority will ask the Provider to provide a suitable alternative Passenger Assistant.
4.6.8 If the Provider becomes aware of any actual or intended prosecution for an offence against any Passenger Assistant, or is given any other reason to doubt the suitability of any individual Passenger Assistant, the Provider must consult immediately with the Authorised Officer and follow the Authorised Officer’s directions. Should any Passenger Assistant employed by the Provider be informed by the Police that a prosecution is to be considered for any offence the Provider must immediately notify the Authorised Officer.
4.6.9 The Provider must ensure that the company's public liability and motor insurance policy cover all Passenger Assistants employed on Contracts. It is the responsibility of the Provider to affect appropriate insurance cover against injury to Passenger Assistants in the performance of their duties, and the Authority will accept no liability for any injury sustained under any circumstances.
4.6.10 Passenger Assistants must not be under the influence of drugs or alcohol at any time during the operation of any part of the Specified Service. Any Passenger Assistant found to have any trace of drugs or alcohol in their system will result in the immediate suspension of the Contract.
4.6.11 Passenger Assistants must not smoke at any time during the operation of the Specified Service including any waiting period at the appropriate establishments. This prohibition includes the use of electronic cigarettes.
4.6.12 Passenger Assistants must be able to communicate and understand English to a standard that would enable them to deal appropriately and without delay, with any issue that may arise during the operation of the Contract.
4.6.13 Passenger Assistants must not take any instructions from parents, guardians or carers without the approval of the Authorised Officer.
4.6.14 Passenger Assistants are required to comply with code of conduct as detailed in Section 4.11. 
4.7 Transporting of medication 
For Further Competition contracts where the transportation of medicine is required
4.7.1 All Drivers and Passenger Assistants must not administer medication.
4.7.2 From time to time the Provider may be asked to pass messages, medication equipment between home and the appropriate establishment(s). In such circumstances, the medication should be clearly labelled with the passenger’s name, address and date of birth, and carried in a sealed envelope or container in the passenger’s bag. Equipment should be stored safely and securely on the vehicle during each journey. 
4.7.3 It must be ensured that any messages, medication or equipment are handed over to a responsible member of staff on arrival at the appropriate establishment(s).
4.7.4 The Provider must not discuss information about passengers with anyone else in the presence of themselves or other passengers. Prescribed protocols must be followed for individual passengers who need medication. 
4.7.5 The Local Authority is committed to meeting its legal obligations under the:
i) Care Act 2016 
ii) NHS Act 2006
iii) Equality Act 2010
iv) Children’s Act 1989
v) Education Act 1996
vi) Education Act 2002
vii) Education Act (Wales) 2014
viii) Social Services and Well Being Act (Wales) 2014 
ix) Misuse of Drugs 1971
x) Medicines Act 1968
xi) Health and Safety at Work etc. Act 1974
xii) Management of Health and Safety at Work Regulations 1999
xiii) Safeguarding Vulnerable Groups Act 2006
xiv) Health and Safety Care Act 2008 (Regulated Activities) Regulations 2014 Regulation 12
xv) Medicines and Healthcare Products Regulatory Agency (MHRA)
4.7.6 Other legislation such as the Data Protection Act, Human Rights Act and the Disability Discrimination Act may also be relevant to particular circumstances, such as providing accessible information or explanations about medicines that can be understood by passengers with various disabilities.
4.8 Additional contract requirements
4.8.1 The Provider must provide a nominated and lead member of staff to be the Authorities point of contact the Providers position on the DPS.
4.8.2 When requested by the Authorised Officer, the Provider must establish whether the Driver (and Passenger Assistant where relevant) know on a personal basis, or are related to particular passengers before the start of the Contract and advise the Authorised officer. In such circumstances the Authorised Officer may instruct the Provider that an alternative Driver and/or Passenger Assistant be provided.
4.8.3 Where the Provider is required to perform a service, the Provider shall use all reasonable endeavours to ensure that its operations do not disrupt the orderly running of those premises and that its drivers and passenger assistants behave with due consideration toward staff and others present on those premises.
4.8.4 Speed limits are to be observed at all times. 
4.8.5 The member of staff on duty within any premises has a responsibility to ensure transport is operating safely, and Drivers should co-operate with his/her instructions regarding parking and departing. If the school/centre has a policy that vehicles should not move whilst passengers are crowding around, then, even if all passengers allocated to the Contract are on board, the vehicle should not depart unless the member of staff sanctions the departure.
4.8.6 The vehicle(s) operating the Contract shall arrive/depart the establishment as detailed in the Specified Service. This will ensure that all vehicles are parked and stationary before the passengers arrive in the loading area. If a Contract picks up at more than one school/centre, then this requirement may be suspended in respect of the second school/centre. 
4.8.7 The Provider will be supplied with lists containing the names of passengers, their travel details and any special requirements. The Provider must ensure that the Driver and Passenger Assistant are made fully aware of these requirements. The Authority will supply personal information, which relates to a passenger’s special requirements during the journey. Regular staff may become aware of other personal information. This information should be treated as confidential and only disclosed to the Authorised Officer.
4.8.8 No unauthorised passengers are to be carried. The unauthorised transfer of passengers could result in the Contract being terminated.
4.8.9 In the event of a vehicle being delayed by over 10 minutes, while carrying passengers or going to pick up passengers, the Authorised Officer must be advised immediately by telephone. In addition, on regular routes with multiple occupants, the Passenger Assistant will contact parents or carriers if a delay occurs. 
4.8.10 Where the Head Teacher or Officer in Charge or their Authorised Deputy decides not to open the School/Establishment or the Authorised Officer decides to withdraw transport because of inclement weather or unforeseen circumstances the Provider will be notified as soon as possible in advance by the School/Establishment. 
4.8.11 Where transport is cancelled on a date as detailed in 4.8.10, only the inward journey will be paid.  
4.8.12 If it is indicated that a passenger must travel alone, this must be strictly adhered to.
4.8.13 In the event of a passenger absconding from a contracted vehicle, the Driver or Passenger Assistant must notify the Authorised Officer immediately. 
4.8.14 In the event of a passenger refusing collection, the Driver or Passenger Assistant must notify the Authorised Officer immediately, and shall not invoice the Authority/Customer for the entirety of the booking but for costs incurred to the point of collection/pick-up point. 
4.9  Policy Development
4.9.1 If the Provider does not have a Complaints Policy prior to award of placement onto the DPS, the Authority requires that a Complaints Policy is developed and forwarded to the Authority within 3 months of award of placement on to the DPS. 
4.9.2 If the Provider does not have a Driver Etiquette & Cleanliness Policy prior to award of placement onto the DPS, the Authority requires that a Driver Etiquette & Cleanliness Policy is developed and forwarded to the Authority within 3 months of award of placement on to the DPS. 
4.9.3 If the Provider does not have a Vehicle Cleanliness Policy prior to award of placement onto the DPS, the Authority requires that a Vehicle Cleanliness Policy is developed and forwarded to the Authority within 3 months of award of placement on to the DPS. 
4.10 Performance and Default Points System
4.10.1 The Authority regards the quality of service as very important, and the Provider must take all reasonable steps to ensure that, as well as operating all the specified journeys, the service is provided to the required quality. The Authority will monitor the service and will also investigate complaints received from passengers.
4.10.2 The Authority recognises that unreliability can be caused by circumstances beyond the control of the Provider; however, failures to meet the Performance Specification as outlined below, which in the opinion of the Authorised Officer could reasonably have been foreseen or otherwise avoided by the Provider, may incur default points under this procedure. In the event of a fail decision on such a check, a further series of monitoring checks will be initiated on the Contract in question.
4.10.3 If, from any source, the Authority has evidence that the Provider has failed to meet the required standards, action may be taken as described below. The onus will be on the Provider to satisfy the Authorised Officer that any alleged irregularities did not occur, providing whatever evidence acceptable to the Authorised Officer may be available. In the absence of such evidence, the allegation may be treated as being correct. In the event of conflicting evidence over an alleged incident the Authority reserves the right to give greater weight to the evidence presented by the complainant. Such right will not be unreasonably exercised.
4.10.4 When the Authority has cause to investigate a complaint or alleged breach of Contract, the Provider is required to submit a brief written report within one working day, with a full detailed Incident report, in writing, within three working days. Failure by the Provider to provide a written Incident Report will be considered to be in breach of Contract. In instances of a serious breach of Contract the Authorised Officer may request a full written incident report at shorter notice.
4.10.5 If the Authority is satisfied that the Provider has failed to meet the required quality of service or any other Clause of this Contract, Default Points may be issued.  Previous penalty points may be taken into considerations. If the Authority is satisfied that the Provider has failed to meet the required quality of service or any other Clause of this Contract, Default Points may be issued.  
4.10.6 For most matters, a default points system is operated which will trigger a decision to terminate the Contract if a total of 150 points is incurred in any rolling period of six months. However, some penalties as stated will lead to immediate suspension pending termination.
4.10.7 If a Provider's failure score reaches 75 points or more in any rolling period of six months, the Authority will issue a first warning letter. If a further 40 points or more are awarded in any rolling period of six months a second and final warning letter will be issued.
4.10.8 If a total of 100 points is incurred in any rolling period of six months, the Provider may be prevented from tendering for new work under a mini competition for a six-month period. However, some penalties as stated will lead to immediate suspension pending termination, and where applied the Provider may be removed from the DPS.
4.10.9 Providers will be penalised under the default points system as follows:

	Details of Operating Failure
	Penalty Awarded

	Insurance, Tax and Licensing Issues

	Vehicles operated without valid licenses, tax, insurance or MOT
	Driver unable to work on contract

	Failure to display licenses
	10 Points

	Vehicle operated by unlicensed/unregistered Drivers
	Driver unable to work on contract

	Failure to produce upon request valid licenses, tax, insurance or MOT
	10 Points

	Persistent failure to respond to communications from the Passenger Transport Team / Non availability of contractor by phone when contact attempted.
	10-50

	Failure to obey instructions issued or procedures implemented with regard to transport or premises visited in course of that transport
	20-50

	Vehicle Standards

	Cleanliness
	5 Points

	Refuelling on route (unless journey is longer than a full fuel tank)
	10 Points

	Any other vehicle defects
	5-50 Points

	Use of vehicle not meeting contract specification
	10-50 Points

	Failure to use contractually specified equipment
	5 Points

	Inappropriate lift use (Breach of Tail lift Regulations) 
	10-50 Points

	Failure to use required safety equipment / inadequate equipment i.e. seatbelts, wheel chair restraints, harness
	10 Points

	Staff Related Issues

	Failure to report safeguarding incidents, action/non action by staff that result in safeguarding issues, leaving children of vulnerable adults unattended on any vehicle or failure to supervise/transfer passengers into the responsibility of responsible person where it has been indicated as a requirement of the order.
	10-50

	Driver smoking (including e cigarette)
	Driver unable to work on contract

	Using mobile phone whilst vehicle in motion
	Driver unable to work on contract

	Driver excessively tired
	10-50 Points

	Using non DBS cleared staff
	Unable to work on contract

	Operational Issues (unless the Provider can evidence that this is due to matters outside of their control)

	Unauthorised late running up to 10 Minutes
	5 Points

	Unauthorised late running 11 – 30 Minutes
	25 Points

	Unauthorised late running over 30 Minutes
	50 Points

	Carrying unauthorised passengers
	Driver unable to work on contract

	Information and Monitoring

	Refusal to allow Council officers access to vehicles and/or documents
	25 Points

	Failure to provide any information upon request
	10-50 Points

	Customer Care

	Failure to pass on clients complaints within 24 hours of receipt
	10 Points

	Failure to reply to client complaints within 48 hours
	25 Points

	Failure to report immediately of a collision or passenger injury which has occurred en route.
	25-50 Points



4.11 Code of conduct for all staff involved in the operation of the contract
4.11.1 Introduction
· This Code of Conduct for sets out the standards the Authority expects of all staff involved in the operation of the Contract, over and above any statutory requirements. Failure to meet these standards could constitute a breach of Contract and may result in Default Points being issued or, in extreme circumstances, the Contract being terminated. 
· The Code of Conduct aims to ensure a consistent standard on all services provided on behalf of the Authority. Please read it carefully and keep it for future reference.
· Your role is particularly valuable to your passengers, and you have the opportunity to contribute positively to their lives. Thank you for your co-operation, in what we know can be difficult work.
4.11.2 General
· An understanding and awareness of the needs of disabled and vulnerable people is essential.
· Behave professionally and politely at all times. Passengers should be treated with kindness, respect and understanding. Appropriate language should always be used especially when referring to a disabled passenger. Avoid inappropriate and unnecessary physical contact or over familiarity with passengers and never use language or behaviour, which is offensive or threatening. Always treat them in a manner suited to their age and abilities.
· Some passengers can demonstrate challenging behaviour. Use positive, firm instructions and facial expressions to communicate. Strategies for the management of behavioural issues should be discussed with the Authorised Officer.
· Drivers and Passenger Assistants should always work where appropriate as a team to ensure passengers’ journeys are as comfortable and as safe as possible. They should make themselves fully aware of the requirements of any Risk Assessment or Care Plan that has been provided for any of the passengers in their care and be fully-trained to use any ancillary equipment fitted to vehicles, such as tail lifts, ramps, wheelchair and passenger restraints and car seats, as well as in the use of the fire extinguisher, first aid kit and any other safety equipment.
· The Passenger Assistant's role is to ensure the safety and wellbeing of the passengers, and deal with any problems, so that the Driver can concentrate on driving and is not distracted. The Passenger Assistant must take a seat in the rear of the vehicle, where possible facing into the rear of the vehicle, in order to see the passengers and attend to their needs during the journey, but be prepared to help the Driver as required. When the Passenger Assistant leaves the vehicle to assist passengers to/from the vehicle the Driver should as far as is practicable ensure the safety and wellbeing of the passengers remaining on the vehicle.
· All Drivers and Passenger Assistants must dress appropriately at all times during the operation of the contract. For the avoidance of doubt, please check with the Authorised Officer.
· Drivers and Passenger Assistants should not lift or carry passengers, only help them get in and out of the vehicle. 
· You must not smoke whilst you are operating a Contract or during the waiting period at the appropriate establishments. This prohibition includes the use of electronic cigarettes.
· Always carry your official identity badge, and identify yourself and the company you work for when picking up passengers. Private Hire and Hackney Carriage Drivers should wear their Driver’s badge where it can be easily seen.
· Be prepared to co-operate with Authority staff and parents/carers to resolve any problems. Drivers and Passenger Assistants are often able to assist staff and carers by keeping them informed of any concerns about, or changes in condition or behaviour of their regular passengers.
· Always exercise complete discretion, treating all information about a passenger as sensitive and confidential, and do not discuss it with anyone except the individual’s family/carer, school/establishment staff or other officials who need to know it.
· Establish that supervision arrangements are in place particularly for primary school learners ensuring pupils are collected from the nominated pick-up points by a responsible adult.  Should a pupil not be collected this is to be considered a child protection or vulnerable adult issue, and should immediately be reported to the Transport Operations Manager.
· Where a door-to-door service is provided it is the parents’, guardians’ or carers’ responsibility to take the passenger to and from the vehicle. 
· As passengers leave the vehicle, please try to ensure that they do not leave anything behind. At the end of each journey you should check for any items of lost property left on the vehicle, and inform your employer of anything found. These may be returned to their owner on the next trip, or otherwise dealt with according to your Company’s instructions.
· Do not give presents, food or sweets to passengers, as this can be misconstrued or cause health problems where children have allergies or swallowing difficulties.
· Do not take any instructions from parents, guardians or carers without the approval of the Authorised Officer.
· The use of social media sites to make contact with passengers and or families is strictly prohibited at all times. Such use will be considered to be a child protection or vulnerable adult issue.
· During investigation into any incident or complaint you should not make any contact with the family, school, establishment or any person other than a representative of the Authorised Officer.
4.11.3 On the vehicle
· The comfort and safety of passengers should be the Driver’s main concern. A high standard of driving is essential taking into account the ages and needs of the passengers being conveyed. Drive with care, especially approaching pick up points, and avoid sharp braking. Unless instructed otherwise, always pick up and set down passengers on the correct side of the road; never stop on the offside of the road and allow passengers to alight into the roadway.
· When parking on a hill and using a tail lift ensure the vehicle is pointing downhill to assist the Passenger Assistant in controlling the wheelchairs.
· If you have to reverse the vehicle, use extreme caution. If passengers get on or off at the reversing point, ensure that they are on board the vehicle while you are reversing. Always use the reversing horn/bleeper if fitted.
· On arriving at a School / Social Services establishment the Passenger Assistant must assist the passengers, as requested, to enter the establishment, and report their arrival to the Head-teacher / Officer-in-charge or their representative. In the event of early arrival at a school or establishment for any reason, passengers must not, under any circumstances, be left unattended.
· When picking up passenger(s) from a School/Social Services establishment, the Passenger Assistant must:
(1) Identify him/herself and the employing Provider to the Head- teacher/Officer-in-charge or their representative;
(2) Establish the identity of the appropriate passenger(s) from the Head- teacher/Officer-in-charge or their representative;
(3) Assist the passenger(s), where required, to transfer on to the vehicle.
· When returning a passenger to his/her home, the Passenger Assistant should assist the passenger, as requested, to leave the vehicle and transfer him/her to the custody of a parent or other responsible adult. 
· The Passenger Assistant must:
(1) Care for the passengers whilst they are on the vehicle, recognising and taking account of physical and mental conditions. This includes using appropriate language and behaviour;
(2) Ensure that passengers are seated securely in the vehicle, using seat belts/harnesses and wheelchair clamps and restraints as appropriate;
(3) Report to the Head-teacher / Officer-in-charge / Parent / Guardian any significant change in the condition or behaviour of any of the passengers observed on the vehicle;
(4) If required, record the attendance/absence of passengers on daily log sheets provided by the Authority;
(5) Be aware that information regarding passengers and their families is confidential, and must not be disclosed to anyone, except as professionally required.  
(6) Any personal information printed or otherwise such as passenger manifests, telephone numbers etc. must always be kept secure and never left unattended in the vehicle.
· Make sure passengers board and alight safely, and at the appropriate stop; keep all doors closed until the vehicle is at a standstill; and do not allow passengers to open doors themselves. Always be prepared to assist passengers in boarding and alighting from the vehicle. Personally ensure that all doors are properly closed before moving off, and that the area around the vehicle is clear.
· Ensure that all passengers are seated comfortably and that all restraints, harnesses and seat belts are secured. Please give any necessary assistance in fixing seat belts or harnesses. Ensure that passengers in wheelchairs (or special seats) are secure, with both the wheelchair/seat and the occupant separately restrained. As far as possible, you should ensure that all passengers remain seated whenever the vehicle is moving, and do not allow them to talk to or distract the Driver except in an emergency.
· Passengers should never share a seat belt.
· Make sure that all luggage, folded wheelchairs, equipment etc. is safely stowed and secured, and that all gangways and emergency exits are kept clear.
· From time to time you may be asked to pass messages or medication between home and centre. These should be labelled with the passenger’s name, and preferably carried in a sealed envelope or container. Make sure these are handed over to a responsible member of staff on arrival. Do not discuss passengers with anyone else in the presence of themselves or other passengers. Prescribed protocols must be followed for individual passengers who need medication. Guidance will provide more detailed information.
· On vehicles with less than 9 passenger seats which are fitted with childproof rear door locks, it is the Driver's responsibility to ensure that these locks are engaged on all appropriate doors of the vehicle when carrying young people with special education needs under the age of 18 or any other passenger identified through the risk information, unless instructed otherwise.
· Drivers must comply with the legal requirements in regard to the wearing of seat belts. Guidance is available for the Department for Transport website www.dft.gov.uk
· Drivers must not use hand-held mobile telephones when the vehicle is moving, picking up, setting down, stationary in traffic or on a School site.
· Incidents that may occur on the vehicle or during the journey must be reported immediately to the Authorised Officer. The Provider will provide a full written incident report form, which is to be completed and submitted by the Provider to the Authorised Officer, within one working day. The original is to be sent to the Authorised Officer who will investigate the incident and a copy retained by the Provider.
4.11.4 Emergency Procedures
· You should be familiar with your employer's procedures for dealing with accidents, breakdowns and bad weather. In the event of an accident, or if the vehicle breaks down, it is especially important for people with special education needs that you give clear instructions to your passengers and ensure emergency services are called. You must not leave your passengers unattended in an emergency.
· In case of a breakdown or emergency, keep the passengers on board the vehicle, unless it is dangerous for them to do so. If they have to alight, gather them together in a safe place clear of traffic, and instruct them to stay there – they should be supervised at all times. Under no circumstances should passengers be expected to assist in a breakdown.
· Advise the Authorised Officer, as soon as possible if there is a serious delay (over 15 minutes) on the route. If you are delayed by over 20 minutes, you must do this as a condition of the Contract.
· Make sure you are familiar with the position and use of all safety equipment, including the first aid kit and fire extinguisher, that you know how to use the emergency exit(s), and can evacuate your passengers – including any wheelchair users – quickly and safely. You must also know how to manually lower any wheelchair lift in the case of a power failure.
· If you are required to deliver a passenger into someone’s care, and there is nobody at home to receive him/her, you should continue on the route and return after dropping off the other passengers. If there is still nobody at home, contact the Authorised Officer for instructions or in case of Social Services, the Emergency Duty Team for out of hours calls. In the event of failure to contact any Authority representative, you must contact the nearest Police station and request assistance. 
· THIS CODE OF CONDUCT IS CONTINUALLY UNDER REVIEW AND THEREFORE IS SUBJECT TO CHANGE AS AND WHEN NEW GUIDANCE / NEW POLICY IS DEVELOPED. ANY CHANGES WILL BE NOTIFIED TO THE PROVIDER AND A NEW CODE OF CONDUCT ISSUED APPROPRIATELY.

4.12 Reducing Emissions
4.12.1 Nottingham City was identified in the government’s 2017 plan for tackling roadside nitrogen dioxide (NO2) emissions. Since then the Authority have implemented a number of schemes for improving air quality particularly aimed at reducing NO2 emissions. These efforts have been effective at reducing NO2 emissions, but the Authority wishes to continue efforts to improve air quality and therefore during the life of this agreement we may require suppliers to ensure that their vehicles are of the highest standard with regard to emissions. Any requirements relating to emissions will be specified for each individual work package / further competition. 
4.12.2 This service also aims to provide cleaner vehicles by omitting aging registrations, where by it is a requirement that:
· Double decker buses are no older than 2002 model’s with euro 4 emission rates. 
· Single decker buses are no older than 2011 models, with euro 6 emissions.
4.12.3 An additional requirement in terms of reducing emissions is that; whilst waiting for passengers, engines must be stopped.
4.13 Non-exclusivity:
4.13.1 The Supplier acknowledges that, in entering into this Agreement, no form of exclusivity or volume guarantee has been granted by the Council for Private Hire Transport Services to the Supplier and that the Council are at all times entitled to enter into other contracts and agreements with other DPS Providers for the provision of any or all the Private Hire Transport Services, which are the same as or similar to the Private Hire Transport Services being provided under this Agreement.











[bookmark: _Toc115874049]Section 5: Social Value & Nottingham Business Charter
[bookmark: _Toc115874050][bookmark: _Toc520278932]5.1 Social Value & Nottingham Business Charter
· The principles and policies of the Nottingham Business Charter will be a mandatory condition of contracts with the Authority above the following thresholds:

· Individual contracts over £1,000,000 for services and works
· Individual contracts over £1,000,000 per annum for goods

· All organisations awarded a contract with a total value over £1,000,000 (services and works) or £1,000.000 per annum (goods) are required to sign up to the Business Charter as a mandatory requirement of the contract and must demonstrate their commitment in their tender response.

· Organisations awarded a contract with a total value below the relevant thresholds (£1,000,000 total value for services and works / £1,000,000 per annum for goods) are encouraged to sign up to the Nottingham Business Charter and commit to its principles on a voluntary basis. 

· Other organisations seeking to work with the Authority but who are not currently contracted are also encouraged to sign up to the Nottingham Business Charter and commit to its principles in their work. 

· [bookmark: Jobs]Organisations signing up to the Business Charter (whether on a mandatory or voluntary basis) will be offered the services of Nottingham Jobs who work with employers to design a bespoke package of support in order to provide a job ready local workforce. For further information about Nottingham Jobs or to sign up to the Nottingham Business Charter, please see Nottingham Jobs Hub below. 
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5.1.2 Business Charter Principles
· The Nottingham Business Charter is a way of doing business in the city to promote and support sustainable growth, social and environmental wellbeing.
· Signatories to the Charter will become part of a network of organisations that can do business together, whilst supporting the Charter principles to promote economic prosperity and social environmental wellbeing. 

· The Charter also provides a way to create more employment and training opportunities for Nottingham city residents. With Nottingham Jobs we will help employers to find the right people for their business. This free service helps employers to employ the right people with the right skills.

· The Charter identifies the actions and activities that Nottingham City Council, our contracted suppliers and partner organisations will deliver to bring about economic growth and prosperity and help transform Nottingham from a good to a great city.

· Charter Principles:
· Support the growth of the local economy 
· Be environmentally responsible
· Be a good employer
· Be fair and transparent
· Charter Signatories will:
· Take an active part in improving the economic, social and environmental
· well-being of Nottingham 
· Promote the Charter within their own supply chain and encourage their suppliers to adopt the principles of the Charter
· Commit to the principles of the Charter and implement these principles at the earliest opportunity

· The principles and policies of the Charter will be mandatory condition for businesses contracting with the Authority above the following thresholds:

· Individual contracts over £1,000,000 for services and works 
· Individual contracts over £1,000,000 per annum for goods 


5.1.3   Business Charter Principles - Support the growth of the local economy

·      Where possible Charter signatories will:
· Use the free Nottingham Jobs service to offer employment and training opportunities  for local people when creating
· Apprenticeships and/or traineeships
· General entry-level employment opportunities
· Work experience placements
· Internships and graduate placements

· ‘Buy Nottingham First’ – purchase from a local business

· Undertake school visits to support learning and careers events

· Provide in-kind support for Employment and Skills programmes

· Seek opportunities to work with schools to help to ensure that the young people of Nottingham are equipped with the right skills to match the present and future requirements of the labour market

· Commit to create employment and training opportunities for local residents, including people with disabilities and support people into work experience  placements

· Encourage suppliers to endorse the principle of ‘Buy Nottingham First’ throughout their supply chains

· Support the local economy and create jobs and apprenticeships by adopting procurement strategies that remove barriers to local businesses

· Support the local economy by choosing suppliers close to the point of service delivery

5.1.4 Support the Local Economy – Indicative Targets & Monitoring

Contractors will be referred to the relevant support service on appointment to discuss how these targets will be delivered. 
	
Objective
	
Indicative Target
	
Relevant Support Service

	Apprenticeships /New Entrants 
	5 Over 4 years
	Nottingham Jobs Hub

	General Employment Opportunities
	
20 Over 4 years
	Nottingham Jobs Hub

	Work Experience / Traineeships
	
10 Over 4 years
	Nottingham Jobs Hub

	Internships / Graduate Placements
	
2 Over 4 years
	Nottingham Jobs Hub













The contractor will also submit quarterly updates showing current social value performance against the targets followed by a final report at the end of the contract. Data to be monitored will include:
· Name of beneficiaries
· Postcode
· Previous employment status
· Ethnicity
· Disability (Y/N) 
Definitions

Apprenticeships / New Entrants 

The creation of apprenticeships and/or a ‘new entrant trainee’ posts for individuals that are new to the sector, seeking to develop a career and receive formal on-the-the job training and/or associated accredited qualifications.  Support for the recruitment to these posts is available from Nottingham Jobs Hub.  

General Employment Opportunities

The estimated number of new vacancies that will arise with the contractor throughout the duration of the contract. This is based on estimated staffing turnover and does NOT represent a requirement to take on additional unrequired new staff as part of the contract. Support for the recruitment to these posts is available from Nottingham Jobs Hub.  

Work Experience / Traineeships

The creation of work experience and/or traineeship placements which are 4-8 weeks in length and offer formal work experience to unemployed job seekers. Support for the recruitment to these posts is available from Nottingham Jobs Hub.  

Internships / Graduate Placements

This target entails the creation of internships and/or graduate placements that are 3 months in length and offer formal work experience for unemployed graduates. Support for the recruitment to these posts is available from Nottingham Jobs Hub.  


5.1.5 Business Charter Principles – Be Environmentally Responsible 
Charter signatories will commit to contribute to a sustainable future by:

· Pledge support for the city’s carbon neutral 2028 target and report annual carbon emissions 

· Maximise energy and water efficiency through behaviour change, improving processes and installing clean technologies

· Support the energy transition; use ‘green’ tariffs, install on site renewable generation or switch to low carbon heating i.e. electric heat pumps 

· Raise and record awareness of environmental issues and embed environmental management into corporate objectives 

· Work to eliminate waste by pushing the “reduce, reuse, recycle, recover” hierarchy

· Invest in an organisational sustainable transport plan for commuting, grey fleet activity and business related fleet transport; encourage walking and cycling

· Enhance local biodiversity by creating, maintaining and protecting green spaces 

· Reduce supply chain impacts by procuring local and/or use sustainable suppliers 

· Minimise and monitor all forms of pollution to land, air, water and noise

5.1.6   Business Charter Principles – Be a Good Employer
· Charter signatories will support staff development and welfare and commit to paying the living wage or have a clear plan for moving to paying the living wage

· Signatories will provide a safe and hygienic working environment and not discriminate in terms of recruitment, compensation, access to training, promotion or termination of employment on any grounds

· We also ask Charter signatories not to use zero hour contracts, but instead utilise contracts that allow for suitable flexibility for both employer and employee

5.1.7     Business Charter Principles - Be Fair and Transparent
Charter signatories will operate in a fair and transparent way and will:
· Work to the highest standards of business integrity and ethical conduct
· Work in an inclusive way and actively promote equality and diversity
· Ensure the well-being and protection of workforces, supported by policies
· Adopt best practice when procuring goods and services
      
5.1.8   Support Services
· Nottingham City Council and its partners offer several support services that can assist contractors in meeting their social value objectives and these are detailed below. These services provide a number of functions, which will be highly beneficial in terms of the delivery and monitoring of social value objectives by the contractor as they seek to meet the aims of the Business Charter. 
· [bookmark: Jobs2]      Nottingham Jobs Hub
The Nottingham Jobs Hub offers a free of charge and confidential recruitment service to Council contractors and other local employers
If your business is operating in the Nottingham area we can save you time, money and effort. As part of our services we are able to provide employment advice, details on financial grants such as the Nottingham Jobs Fund that you may be entitled to and support with recruitment.
How will the Jobs Hub support your company?
You will be assigned a dedicated Account Manager who will work with you to help identify your business needs and design a bespoke package of support, which could include:
· Advertising your jobs on our website with a database of over 2,000 users
· Promoting your vacancies at Jobs Fairs and Community Events
· Access to financial support that could reduce the risk of taking on new staff
· Pre-screening of candidates
· Providing interview and testing facilities at locations across Nottingham
· Organising recruitment events tailored to your processes and needs
· Connecting you to appropriate training providers to up-skill your workforce
· Provide specialist advice on employing an apprentice
· Connect you to other key partners and services who can provide business development support and funding
To find out more please visit www.nottinghamjobs.com, email info@nottinghamjobs.com or contact the Nottingham Jobs Hub team on 0115 876 4508 to learn more about the services and grant funding on offer. 
· D2N2 Growth Hub
The D2N2 Growth Hub aims to help your business by facilitating better market opportunities for businesses in Derby, Derbyshire, Nottingham and Nottinghamshire.
For many businesses there are difficulties in finding a good contractor, a better deal, or even to decide what their strategy should be and what assistance might help them to realise their potential!
The overarching aim of the D2N2 Growth Hub is to improve the ability of businesses in the D2N2 area to value and engage appropriately with business service providers (be they public or private), and to help business service providers to improve their offer.
Government studies have pointed to the impact that poor use and management of business services has on the economy, as those who use services well are more likely to survive, compete, and grow.
Businesses that use business services well are more likely to make better investments in the right things at the right time, and realise consequent benefits in terms of sustainable competitiveness, profitability and growth. However, many challenges hinder the process, particularly (but not exclusively) for smaller businesses and start-ups. These include the ability to find and manage the right service-providers, and to afford the services offered.
A great host of services are on offer from the public, private and third sector, but businesses may struggle to find their way in this market and make it work for them. In summary, many businesses don’t know what they don’t know, and don’t recognise or, more importantly, value the opportunities and services on offer.
Good services are available, and initiatives already abound to help improve access to them. Overall, however, there still remains great complexity and uncertainty that creates a great barrier to change for many businesses – holding back both users and providers of business services.
The launch of Growth Hubs is an important step in the evolving business support landscape. Growth Hubs will drive SME growth by bringing coherence to the business support landscape, improving awareness, understanding and accessibility of the support available. They will support businesses that aspire to grow and also build capacity in smaller businesses not currently engaged with business support. They will add strategic value to the business support system by ensuring the optimal balance between specialist, targeted national schemes, such as Growth Accelerator and MAS, and localised initiatives and delivery.
More specifically, the D2N2 Growth Hub will:
· Create awareness of the benefits of taking up the business services available
· Help businesses understand what services they should be using, and why
· Help business leaders to make informed choices about the service providers they engage with
· Encourage more businesses to work with business service providers and to keep on working with them as they address evolving challenges and opportunities
· Help service providers to understand what customers need and to shape their offer to better match the evolving needs of businesses
· Work with the public, private and third sectors to find ways of appropriately filling the 'gaps'
· Increasingly allow the D2N2 Growth Hub to be recognised as the place to go for information and advice about the business services market in the D2N2 area.
Growth Hubs will build on existing organisational structures where possible and focus on three main areas of activity:
· Increasing the uptake of national and local schemes: facilitate a 'single conversation' with local businesses, raising awareness and uptake of both public and private sector support by improving coordination, marketing and signposting. Develop links to local access to finance support measures, such as investment readiness, local business angels and networks.
· Enhance and expand the provision of national schemes locally (e.g. MAS, Growth Accelerator, UKTI).
· To provide tailored business support to businesses - the right type of support at the right time.
To find out more please contact the Business Growth Manager, Nottingham City Council, M: 07939 979461 or visit www.d2n2growthhub.co.uk
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