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APPENDIX A: Specification of Requirements for the Provision of Portable and Fixed Appliance Testing 
Please note that engineers employed to undertake any activity included in this specification (portable appliance testing and fixed appliance testing) must be qualified electricians who also hold 

City and Guilds 2377-22

We will disqualify all submissions which do not meet this criteria e.g. if engineers hold PAT C&G qualifications only

Agreement for the Provision of Portable and Fixed Appliance Testing
The successful contractor must comply fully with the obligations set out in this specification in conjunction with the conditions of contract.

Overview

It shall be the duty of the Contractor to carry out the testing of all portable and fixed appliances, as defined in this Specification.  This will include:

Testing the portable and fixed appliances to protect the value of Blackpool Borough Council’s (BC) assets.

Maintaining a working environment for the building users and tenants that fulfils BC’s obligations as defined in the lease(s).

Making adequate arrangements for the Health and Safety of persons in or around the buildings and to fulfil all safety requirements particularly in regard to the Health & Safety at Work etc. Act. 1974.

Scope of Works/Services

The scope of work comprises the following:-

(a) Periodic testing of all portable Class 1 appliances every year.

(b) Periodic testing of all portable Class 2 appliances every two years. 

(c) Periodic testing of all fixed appliances every year.

(d) Replacing incorrect rating fuses

(e) Replacing damaged 13A plugs

(f) Remaking connections to plugs where necessary.

(g) Microwave leakage testing

The successful Contractor will be supplied with lists of premises, relevant to the area, with a unique site code (EN number) to be used on all invoices to identify the premises or parts of premises for charging purposes.  Specific details of equipment contained therein will not be supplied. It is estimated, but not confirmed, that there is in the order of 80,000 (approximately 15%-20% are fixed appliances) items of electrical equipment within the area.

The premises are administered by various departments and the invoices may need to be grouped or separated into various departmental areas.

The successful contractor shall complete a formal visual inspection and an electrical test in accordance with the attached specification on:

Class 1 equipment, fixed equipment and all Class 2 equipment in the financial year 2017/2018 or remainder of this year;

Class 1 equipment, fixed equipment and any new Class 2 equipment in the financial year 2018/2019;

And alternate years thereafter.

All corporate laptop charges/leads to be tested annually.
All equipment, which is the personal property of staff, found in use, shall be subjected to the same test procedures.

The works are a Health and Safety check and NOT a test for satisfactory operation. Equipment which does not work shall still be tested.

The purpose of this Contract is to ensure as far as practicable, that electrical equipment which may, or may not belong to BC, but for which the Council has a responsibility to maintain is adequately maintained.

To simplify tendering procedure, electrical equipment is categorised as follows: ‑


Permanently connected to the fixed installation

e.g. lathes, drilling machines, fixed heaters, storage heaters, wall fans, water heaters (including cylinder mounted immersion heaters), kitchen equipment  etc.


Connected to the fixed installation by means of a plug and flexible lead

e.g. vacuum cleaners, polishing machines, portable heaters, teaching aids of various sorts (non‑electronic), electric drills (all voltages), kettles, microwaves, domestic science equipment, etc.


Electronic apparatus and apparatus with an electronic content

e.g. television sets, computers, electronic typewriters, laboratory packs, etc.

The contractor will identify tested equipment with colour coded labels as follows:

Labels shall be colour coded to indicate the class of appliance, white for Class 1 and yellow for Class 2.


The label shall be constructed to allow for a re-test date due label of a different colour to be fitted for visually identifying the second year re-test has been carried out without covering the equipment unique number. 


Labels identifying portable appliances shall be fixed around the flex adjacent to the plug. Labels identifying the fixed equipment shall be fitted on the rear of the appliance in a prominent location.


Other methods of labelling may be discussed and approved with the successful contractor and BC.


All microwaves shall be tested annually for leakage as part of this contract – any failed items noted on the PAT sheet. 

Variations from the standard specifications may only be adopted with the prior written agreement of BC.

General Conditions

All plant rooms and areas occupied or used by the Contractor shall, at all times, be maintained in a clean and tidy condition.

All waste resulting from the performance of duties shall be promptly removed from site and disposed of in accordance with current legislation at no extra cost to the Contract.  Documentation in support of compliance with Environment Agency Duty of Care Regulations shall be copied to BC if requested. 

The accumulation of combustible materials is strictly forbidden.


The Contractor shall strive to recycle waste materials wherever practicable.


The Contractor shall carry out his duties in such a manner as to afford the building occupiers quiet enjoyment of their demises and so as to avoid disruption of their activities. 


Any defect, failure to meet current British Standard requirements, or potential safety hazards noticed by the Contractor within a building, whether forming part of this testing contract or not, must be reported immediately to BC.


The discovery of asbestos material not identified in the buildings Asbestos Register or in a friable condition must be reported immediately to BC prior to commencement of any work.


The Contractor will ensure that, wherever applicable, all materials used and replacement parts shall conform to all relevant British Standards.


If any portion of the work reasonably and obviously inferred to be necessary is not expressly described, the Contractor shall execute the same in a satisfactory manner without extra charge.


After working on any equipment, the working areas shall be cleared of any materials and shall be left in a safe, clean and tidy condition.


All certification shall be presented monthly, no later than the 2nd week in the following month e.g. services carried out in January should have paper work presented no later than 2nd week of February.

Consumables

All items considered consumable, necessary to comply with the as detailed in this Contract, shall be included within the Contract Sum.  


Staffing 


The Contractor shall provide only competent labour and fully trained staff and his responsibility in this respect shall be extended to the employment of any Sub-Contractors.  As part of the Tender process the Contractor will provide BC with a detailed list of all competent labour to be employed on the contract and qualifications held by each employee as part of their submission. This will include qualifications, training courses etc. This shall also be extended to the Sub-Contractor labour force.


It is the responsibility of the Contractor to provide a sufficient site labour force which will cover all holiday, sickness requirements at no extra cost to BC.  This will be rigorously enforced.


The qualifications deemed satisfactory for engineers employed on this contract will be qualified electricians who also hold City and Guilds 2377-22 and the company shall be a full member of the National Inspection Council for Electrical Installation Contracting (NICEIC) or Electrical contractors association (ECA) for the entire duration of the contract.  

Prior to the start of this contract the successful tenderer must have completed Disclosure and Barring Service (DBS) checks on all staff who may visit any property within this tender specification (or subsequently added).

Following a test at an establishment Form ETC/1, or similar approved by BC, shall be completed and a copy may be left on site with the Head of Establishment or nominated representative and duly signed.

Defects shall be noted either on a separate sheet or on the same sheet, if approved by BC.

All test record details shall be held by the contractor on their secure database to form an asset register, which may be requested as and when required by BC. 

The PAT registers and test sheets shall be sent to: p2legislative.compliance@blackpool.gov.uk in .pdf format or similar.
These documents shall be legible and sent within one month of the testing date. 

All costs to administer and undertake the managing of this database shall be allowed for by the Contractor.

TUPE

It has been advised that TUPE will NOT apply for the requirements of this service.  


Performance and KPI’s
Information shall be provided monthly, or other set period determined by BC, in the form of a spreadsheet for the following:-

· Appointments made and attended successfully;

· Time spent in each property and number of staff;

· Any property which deferred the testing until a later date, and reasons.

Health & Safety Provisions


The Contractor and his staff shall comply with all relevant statutory requirements, and shall carry out all servicing and repairs to a standard that will enable BC's obligations under the Health & Safety at Work etc. Act 1974 to be met.


The Contractor's staff shall be required at all times to perform in a manner that is safe both to themselves (including the wearing of safety harnesses and/or hard hats when appropriate) and safe to office staff or to pedestrians or motorists who may have to pass in the vicinity of the work in progress.


BC's Representative or Safety Officer shall have the authority to immediately stop the Contractor's staff if they are considered to be working in an unsafe manner, and they shall not resume until a safe method of working has been agreed.  Any cost or delay resulting there from shall be the responsibility of the Contractor.


The Contractor shall submit a copy of his Company's Health & Safety Policy Statement for retention by BC.

 
The Contractor shall provide only competent labour and fully trained staff and his responsibility in this respect shall extend to the employment of sub-contractors to perform the duties set out in the documentation.

Assessment of Risks

The Contractor, in fulfilling his statutory duty-of-care to his employees under the Management of Health & Safety at Work Regulations 1999, shall make an assessment of the risks to which the Health & Safety of his employees would be exposed whilst they are at work; and of the risks to the Health & Safety of persons not in his employ out of or in connection with the conduct by him or his undertaking.


The risk assessment shall pertain to the actual premises and equipment in question, and not premises or equipment in general.


The Contractor shall undertake a full written assessment, taking into account his entire sphere of operation and recording all significant findings of that assessment.


The Contractor shall repeat the risk assessment at yearly intervals, or sooner if it is suspected, or known, that circumstances affecting safety have changed.  A copy of each risk assessment shall be submitted to BC with a clear and prioritised indication of any remedial measures that need to be implemented by BC.


The Contractor shall regard the risk assessment(s) as a duty to be carried out within the contract price for the whole job and at no additional cost to BC.

Hazardous Substances 

The Contractor must comply with the ‘Control of Substances Hazardous to Health’ (COSHH) Regulations particularly regarding the identification and notification of hazardous substances, storage, processes and places where substances are used, potential health risk of each substance and persons likely to be exposed to risk.

The Contractor shall, on request, produce product hazard data sheets for inspection and undertake risk assessments, as required by the Regulations for all hazardous (as defined) substances and materials, including dust, fumes or other outputs arising from their method of use or application. The assessments to include an evaluation of the likely exposure and risk to the health of the relevant contracting Authority’s employees, clients, pupils, visitors or the general public who may be affected during the course of the work in which the material will be used.

In all but the simplest situations, the assessment should be in writing and be available for inspection by the Authorised Officer.  Where a contractor identifies a potential hazard to persons in the use of a material or process he must notify the Authorised Officer in writing and obtain agreement on the action to be taken, prior to commencing work.

The Authority will require the Contractor

a) To comply with all health and safety matters called for by current legislation;

b) To prepare, prior to commencing work, details of its methods of working and have

on-site and available for inspection, by the Authorised Officer, hazard data sheets for all substances which will be used on site during the term of the Contract;

c) To refrain as far as is reasonably practicable from exposing any of the Authority’s employees, clients or other persons who may be affected, to any substance hazardous to health whilst working on Authority’s sites;

d) However, where the Contractor anticipates that methods of working may expose any of the Authority’s employees, clients or any other persons to any substances hazardous to health, he must notify the Authorised Officer in writing and obtain agreement as to future action prior to implementing such action;

e) With regard to above. The Authority may audit the use, as appropriate, of any or all substances being used by the Contractor at any stage during the term of the contract and take whatever interim action may be deemed appropriate to prevent a breach of this policy occurring in addition requiring the Contractor to prepare alternative methods of working which shall be subject to the approval of the Authority. In the event of being unable to obtain agreement, the Authority may specify the method of working which shall be used;

f) So far as is reasonably practicable, to co-operate and collaborate with the Authority to ensure these duties are fulfilled.

Access to Premises

The Contractor shall be responsible for establishing if free parking facilities are available at the premises in question.  The Contractor shall assume that on-site parking is not available except where agreed in advance with the Building Manager or other party controlling the parking arrangements, on each occasion.


BC shall not be liable for any parking meter charges or parking fines that may be incurred by the Contractor as a result of carrying out work at the premises.


The Contractor's engineers, on entering the premises shall sign-in and register with Reception or Security and make themselves known to the site supervisor or other party responsible for the premises.


Engineers shall also sign out so a true record of time is recorded for time spent in premises.


The engineers shall co-operate and comply with any Permit to Work or CDM procedures that may be in force at the time in the premises concerned.

The Contractors staff MUST make a pre-arranged appointment before attending to complete a service call at a site. All appointments must be made at least 24 hours in advance. Any access refused without an appointment being made will not be counted as an aborted visit, however if access is refused and a written record of an appointment being made can be produced this may be agreed as an abortive visit.

A list of appointments made will be made available to BC if requested.

Security

The Contractor will provide as a minimum personalised identification tags that carry the following information and are to be displayed clearly whilst carrying out his duties: -


a)
Name of Company.


b)
Name of Individual.


c)
Issue Date.


d)
Up-to-date Photograph.


The Contractor shall be entirely responsible for guarding against the theft of his own vehicles, tools, materials, equipment etc., including any replacement parts awaiting fitting. BC shall not accept liability for any such losses howsoever occurring.

Payment and Invoices

The Contractor shall submit a monthly electronic invoice to the Authorised Officer covering all the properties inspected and tested that month.  The invoice must be received by Property Management within 14 days of the end of the month and emailed to the address below: 

building.maintenance@blackpool.gov.uk

A small number of the properties are managed by Blackpool Coastal Housing and the report sheets and invoices for their properties should be sent to robert.wolstencroft@bch.co.uk or 

Bob Wolstencroft

Mechanical and Electrical Services Engineer

Blackpool Coastal Housing

17-19 Abingdon St

Blackpool

FY1 1DG

01253 477473

No additional expense will be allowed for this aspect of the invoicing.

All test sheets must be completed in full otherwise the invoice may be returned unpaid.

Payment will be made as soon as the Contractor’s accounts have been agreed and processed by the Authority within 30 days of receipt of invoice.

Invoices shall include the following information:

(a) Site name and EN number 

(b) Date(s) work carried out

(c) Order number

(d) Description of work carried out

(e) VAT where applicable shall be shown separately on all invoices as a strictly net extra charge. 

Labour Provisions
Servicing shall be carried out during normal working hours (e.g. between 0700 and 1900) except for premises where operational or safety requirements dictate a need for out-of-hours working.

The Contractor shall allow for any out of hours working, mileage costs and travelling time in his contract price.

The contract price shall remain fixed for one year from commencement of the Service Agreement.  Any subsequent annual adjustments shall be in accordance with either a recognised trade index; the rate of inflation; or by mutual negotiation.

Fire Drills
In the event of a fire emergency or fire drill in the building, the Contractor's staff shall be required to evacuate the building along with the other occupants.  This shall apply even though they may be working on the roof or in the boiler room.

Contract Review

At intervals not exceeding three months, and will initially be monthly, a contract review meeting shall be held at the offices of BC Property Management to review the performance of the contract. A senior manager from the Contractor shall attend and should be prepared to supply full details of the works carried out. The primary purpose of the meeting is to review the asset register to determine if any particular piece of equipment has a particular problem.

Warranties

All components used and purchased by either the Contractor (or the Contractors Sub Contractor) as part of the performance of this Contract must be fully covered by a manufacturer’s warranty. Any subsequent failure and associated claim will be the responsibility of the Contractor to resolve in full.  The Council will not be liable for any additional costs or claims arising from such failure. 
Protection of Children and Young Persons

The protection of children and young persons from potential sex offenders and other undesirable people is of paramount importance, as is the protection of all vulnerable client groups from any form of abuse. The Contractor will be required to ensure that the appropriate level of vetting check is carried out for all employees and sub-contractors who will be working with children and vulnerable people to determine the existence and content of any criminal record or other information relating to their suitability to have contact with children/young persons or vulnerable adults. For the avoidance of doubt the Contractor shall not provide employees and sub-contractors with previous convictions relating to offences involving children/young persons or vulnerable adults. Neither shall the Contractor provide employees and sub-contractors where information has been provided indicting that they are unsuitable to work with children/young persons or vulnerable adults.

BLACKPOOL COUNCIL 

                                                                        FORM ETC/1

CYCLIC TESTING AND REPAIR OF FIXED AND PORTABLE ELECTRICAL AND ELECTRONIC EQUIPMENT AND APPLIANCES.

Establishment:  ……………………………………………………………………………………………..

Site Address:........……………………………………………………………………………………………

Site Ref: .....................…………………………………

Site Tel:………………………………………………………..

Certification Period: 12 months from date below

I hereby certify that all fixed, portable and electronic equipment scheduled have been inspected, tested and, where authorised, repaired to ensure compliance with the current IEE Regulations, British Standards and Health and Safety Executive Requirements in accordance with the BC specification for the cyclic testing of Class 1 and Class 2 electrical and electronic equipment

Signed:.………………………………………………………….(APPROVED ELECTRICIAN)

Name (BLOCK CAPITALS): ……………………………………………………  

Date: …………………………….

On behalf of:

Registered Office:

______________________________________________________________________________

SUMMARY OF TESTS AND REPAIRS COMPLETED
























QUANTITY

a
Class 1 Appliances

b
Class 2 Appliances

1
Renewal of fuses

2
Supply and fit plug top

3
Reconnect loose flexible cable into existing plug tops

3 Any other items of work

Head of Department …………………………………………………………….

Name(Printed)…………………………………………………………………….

Date………………………………………………………………………………..

FAULT REPORT SHEET                                                                                             FORM ETC/2

Name of Premises:………………………………………………………………..   

Site Ref: …………………

Address: ...........……………………………………………………………………………………………………

CYCLIC TESTING AND REPAIR OF FIXED AND PORTABLE ELECTRICAL AND ELECTRONIC EQUIPMENT AND APPLIANCES.

TEST PERIOD 200
TO 200

* FIXED/PORTABLE/ELECTRONIC:   * Delete as necessary

	Location\Room No.
	Appliance Number
	Appliance

Description
	Details of Fault,

Repairs and Parts

Required

	
	
	
	


TO BE REPAIRED/TAKEN OUT OF SERVICE*

	
	
	
	


TO BE REPAIRED/TAKEN OUT OF SERVICE*

	
	
	
	


TO BE REPAIRED/TAKEN OUT OF SERVICE*

	
	
	
	


TO BE REPAIRED/TAKEN OUT OF SERVICE*

*DELETE AS APPROPRIATE

Engineer’s Signature …………………………………………………………………….

Date: 
……………………………………………………………………………………..

Head of Establishment Signature

Confirm these items of equipment in the above schedule of faults require action.
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