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Pre-Qualification Questionnaire
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[bookmark: _GoBack]Closing Date and Time: 1st April 2019, 12pm (UK Time)
NGN Contact Details: Harriet Wilkes, hwilkes@northerngas.co.uk 






[bookmark: _Toc375037600]Guidance Notes.  Please read carefully.

1. This Pre-Qualification Questionnaire (PQQ) is designed to provide Northern Gas Networks (NGN) with the information required to assess your organisation’s suitability to be included in the list of tenderers for the project described. 
2. All submissions must be made using Ariba, NGN will not consider any submissions via post or email.
3.  You must pass all mandatory questions set out in the PQQ. 
4. Applicants should note that in order to be correctly evaluated they must answer each question in the required format and adhere to any word count limits that have been set. Answers must be in English, stating nil or not applicable where appropriate.  Information must be accurate and current.  NGN may refuse to consider your organisation if the PQQ is not fully completed or is found to be inaccurate. 
5. If any error, omission, false statement or misrepresentation is discovered, NGN may disqualify your organisation, without regard to what stage the selection process has reached when the error, omission, false statement or misrepresentation is discovered.
6. Applicants must only provide information requested for in this PQQ. Applicants are not to include non-requested information.
7. Information submitted in response to this PQQ must relate solely to the organisation that will enter into a formal contractual agreement with NGN.  If completing on behalf of a consortium, or if work is to be subcontracted, relevant information about partners, subcontractors and their experience should be given.
8. Where any question refers to UK legislation, non-UK organisations should answer on the basis of laws applicable in the UK.
9. No payment will be made for completing this PQQ.
10. NGN does not bind itself to invite tenders.
11. When the short list of tenderers has been agreed you will be notified of the outcome. 
12. No information contained in this PQQ or in any communication made between NGN and any applicant in connection with this PQQ shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this PQQ.  
13. NGN reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall NGN incur any liability in respect of this PQQ or any supporting documentation.
14. All information provided will be treated in strict confidence.
15. If NGN has ever terminated a contract with your company, it reserves the right to not include you in any short list of tenderers, regardless of the answers to other questions in this questionnaire.
16. All applicants will subsequently be advised of their status and those short-listed will be advised of the timescales and requirements of further stages.  
17. NGN reserve the right to hold a second round at request for proposal stage






1. INTRODUCTION
[bookmark: _Toc220346985]1.1 Company overview
Northern Gas Networks Limited (NGN) is the company responsible for distributing gas to homes and businesses across the North of England. As part of the restructuring of the gas distribution business in England, NGN successfully acquired the North of England gas Distribution Network (DN) and took control of the assets on 1st June 2005. NGN has been responsible since then for the transportation of gas to the North of England via 36,000Km of pipelines.

The DN is located in the North of England and extends south from the Scottish border to South Yorkshire and has coastlines on both the East and West sides of the region. The DN contains a mixture of large cities such as Newcastle, Middlesbrough, Leeds and Bradford and a significant rural area including North Yorkshire and Cumbria. The area covers around 6.7 million inhabitants and has approximately 2.5 million customers. The DN is supplied via 23 off takes from the national Transmission System. 


Northern Gas Networks Geographic Area

	
	

	No.
	Location

	1
	North Tyne

	2
	Cumbria

	3
	Wear

	4
	Tees

	5
	North Riding

	6
	Bradford

	7
	Leeds

	8
	East Riding

	9
	Pennines
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NGNs dream is to become the UK’s most loved, admired and respected company, and to establish a reputation for doing business really well through a united and empowered team that is mind-blowingly great. We recognise the important role that our supply chain partners having in supporting NGN to achieve our dream.

The procurement process will be managed electronically, with all communication being managed through the Northern Gas Networks e-Procurement Portal Ariba.
All PQQ & tender documentation will be uploaded electronically.

All timings will be clearly identified in the electronic system and will be adhered to. 

Suppliers should avoid uploading responses on the last day in case of technical difficulties as NGN will not reopen an event after it has closed.

You may save your documents throughout the process but you must ensure that it is finally submitted before the closing date.

The submit button is clearly marked and is highlighted in yellow, after you have submitted the system will still allow you to modify your proposal at any time up to the closing date. You may review the event log to confirm that your proposal has been submitted.

NGN cannot access or determine whether you have submitted a bid until after the event has closed as our process is a totally sealed bid process. It is your responsibility to ensure you submit on time. 

Questions should be answered in the requested format, i.e. text or attachment, and word counts adhered to where applicable. Suppliers should note if they persistently fail to follow this instruction and answers are not readily available this may result in failing to achieve a score in the relevant section 
1.2 NGN Core Values 

NGNs dream is to become the UK’s most loved, admired and respected company, and to establish a reputation for doing business really well through a united and empowered team that is mind-blowingly great. We recognise the important role that our supply chain partners having in supporting NGN to achieve our dream.

Our dream lies at​​ the centre everything we do and has been translated into a unique set of values that reflect and reinforce our culture
· Trailblazing 
· Intellectually Curious
· Community Focused 
· Empowered
· Heartfelt
· Happy

Every member of our team is passionate about the contribution they make to our growing reputation as a pioneering, effective, conscious and enlightened business that is focused on changing the way that things are done. 

We expect our suppliers to share our vision and values and our way to support NGN in achieving our goals.
 

2. THE PROJECT 

2.1 Scope

NGN will be looking to appoint a single supplier to;  

· Oversee and manage maintenance of all facilities and buildings;
· Establish demand maintenance process and preventive maintenance plans;
· Ensure all building systems are operational and are maintained in accordance with company policies, M&E plant manufacturers recommendations, environmental regulations, building codes, and local/national regulations.
· Coordinate projects with other departments, contractors, and vendors.
· Oversee facility inspections, building inspector visits, and facility safety inspections. Address any issues that arise, and PAT testing processes.
· Provide a safe and efficient work environment for NGN employees and NGNs visitors;
· Ensure that all services are performed by staff who possess suitable skills and experience including contractors and sub-contractors, as appropriate;
· Ensure that NGN’s future Facilities Management solution is fit for purpose and adds value to Health, Safety & Environmental elements; and
· Continually ensures that NGN always receive a high-quality and commercially competitive service.

It is anticipated throughout the timeline of this tender that sites may change location due to ongoing property refurbishment, developments and moves. The successful supplier is expected to be able to accommodate for future increases or decreases in Facilities Management activities across these locations. The successful supplier is expected to take on changes with no interruption to services. 

All of NGN's sites will be available for viewing/surveying through the tender period, the details of the sites will be provided during this process.

Please refer to the Scope of Requirements for high level detail of NGN’s requirements.




2.2 Contract Period 

The period of any contract(s) resulting from this procurement will be 3 years. 

The length of the contract may be extended by negotiation with the supplier for a further 3 x 1 year periods.

Prices as submitted in the Proposal shall be fixed for a minimum of 3 years from the commencement of the contract.

2.3 EU Procurement Directives 

This procurement is being conducted in accordance with “The Utilities Contracts Regulations 2016” using the Negotiated Procedure.

2.4 Proposed Timetable 



*Please note – if successful and shortlisted to RFP you will need to liaise with the NGN Procurement team via the Ariba messaging portal to arrange site visits (if you feel this is required in order to submit your strongest bid).
  
Please note the above timetable is indicative and may be subject to change.



2.5 Evaluation Criteria

The PQQ responses will be assessed against the criteria set out below and detailed with the attached evaluation criteria and scoring document. 

Suppliers who pass all mandatory and discretionary questions will then be assessed against the scoring criteria and suppliers scoring more than 50% will progress through to tender stage. 



2.6 Scoring Methodology 

For qualitative questions NGN will score on the following basis 


	Points
	Interpretation

	10
	Excellent – Overall the response demonstrates that the bidder exceeds all areas of the requirement and provides all of the areas evidence requested in the level of detail requested. This, therefore, is a detailed excellent response that meets all aspects of the requirement leaving no ambiguity as to whether the bidder can meet the requirement. 

	5
	Good - Overall the response demonstrates that the bidder meets all areas of the requirement and provides all of the areas of evidence requested, but contains some trivial omissions in relation to the level of detail requested in terms of either the response or the evidence. This, therefore, is a good response that meets all aspects of the requirement with only a trivial level ambiguity due the bidder’s failure to provide all information at the level of detail requested. 

	3
	Poor – The response does not demonstrate that the bidder meets the requirement in one or more areas. This, therefore, is a poor response with significant ambiguity as to whether the bidder can meet the requirement due to the failure by the bidder to show that it meets one or more areas of the requirement.

	0 
	Unacceptable - The response is non-compliant with the requirements of the ITT and/or no response has been provided. 





2.7 Evaluation Panel 
NGN’s team to perform the evaluation of this tender process comprises the following:
	Name
	Job title

	Harriet Wilkes
	Procurement Manager

	Tom Dickson
	Procurement Officer

	Mark Squires
	Fleet & Facilities Manager

	Sarah Cooper-Birkenhead
	Fleet & Facilities Officer

	Lee Cox
	Mechanical Project Lead

	Neil Whalley
	Environmental Strategy Manager

	Alex O’Connell
	Solicitor

	Richard Armstrong
	Colicitor

	Liam Kelly
	Investment Analyst



2.7 PQQ Submission and Notification
Responses must be submitted via Ariba on a word or PDF document and upload with all attachments as a zip file. If you experience any technical difficulties please contact the person named in this document.
All bidders will be notified of the PQQ outcome and provided feedback by the date specified on the procurement timetable.
Please note: the tender documents will be published via Ariba.
NB: It is recommended that you use Google Chrome or Firefox when using Ariba, as some versions of Internet Explorer do not support Ariba.
3. INSTRUCTIONS TO APPLICANTS

3.1 Queries 

Queries must be set out via the Ariba messaging Portal. Queries must be received no later than 4pm (GMT) seven days before the PQQ close date. Answers to substantial queries will be circulated to all applicants. No indication will be made regarding the source of the query.

3.2 NGN Contact 

During the period of this Tender process, no contact must occur between any member of your organisation's staff and any member of NGN other than through the designated contact points. The only exception to this rule is where organisations already have staff working on NGN business, in which case their staff should be instructed not to discuss the project with NGN employees.
NGN reserves the right at its sole discretion to exclude any organisation (or third party working for any organisation) found to be in breach of these contact requirements.







4. PRE-QUALIFICATION QUESTIONNAIRE – INFORMATION TO BE PROVIDED

All applicants are required to fully complete this questionnaire and are advised to read the guidance notes provided on page 2 of this PQQ.

	Section 1 – Supplier Details - Use if the company is not registered on Achilles:


	Information Required 
	Answer

	Supplier name (Trading and Registered), registered address:

	

	Company Registration Number:
	

	Details of supplier operations and operating locations:

	

	Total number of employees:

	

	Primary Contact Details for this PQQ (name, tel, email):

	

	Secondary Contact Details for this PQQ (name, tel, email)
	

	Invoice Contact Details (name, tel, email):

	

	Does your company carry out work that is covered by the Construction Industry Scheme (CIS)? If Yes, please provide your company’s Unique Taxpayer Reference (UTR).
	






	Section 2 - Mandatory Exclusions and Discretionary Exclusions (Pass / Fail)


	2.1 Mandatory Exclusions                                                                                  

	Question
	Answer

	Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?
	Please ensure you answer all questions ‘Yes’ or ‘No’
Answers that are answered ‘No’ will not be accepted.

	(a) conspiracy within the meaning of section 1 of the Criminal Law Act 1977 where that conspiracy relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA (as amended);
	

	(b) corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906 (as amended);
	

	(c) Bribery within the meaning of the Bribery Act 2010; (see last page for required documents) or any other form of bribery.
	

	(d) fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of:
the offence of cheating the Revenue;
the offence of conspiracy to defraud;
fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978;
fraudulent trading within the meaning of section 458 of the Companies Act 1985 or section 993 of the Companies Act 2006; 
defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994; 
an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993; or 
destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968;

	

	(e) money laundering within the meaning of the Money Laundering Regulations 2003 or Money Laundering Regulations 2007; or
	

	(f) any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant State.
	





	[bookmark: _Toc310320775]2.2 Discretionary Exclusions   Pass / Fail                                                                         

	A contracting authority may exclude suppliers from consideration if any of the following apply but may decide to allow the application to proceed further. If you cannot answer ‘no’ to every question it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently.  NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise.


	Is any of the following true of your organisation? 
	Answer ‘Yes’ or ‘No’

	(a) being an individual,
is bankrupt or has had a receiving order and/or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or appears unable to pay or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state;
	

	(b) being a partnership constituted under Scots law,
has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate; or
	

	(c) being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002
has passed a resolution or is the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is the subject of similar procedures under the law of any other state?
	

	(d) been convicted of a criminal offence relating to the conduct of your business or profession;
	

	(e)  committed an act of grave misconduct in the course of your business or profession;
	

	(f) failed to fulfil obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which you are established;
	

	(g) failed to fulfil obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which you are established; or
	

	(h) been guilty of serious misrepresentation in providing any information required of you under Regulation 22 of the Utilities Contracts Regulations 2006?
	


	[bookmark: _Toc220347005][bookmark: _Toc220347006][bookmark: _Toc220347000]Section 3 – Data Protection  (Pass/Fail) / Weighted)
	

	Question 
	Answer ‘Yes’ or ‘No’ (P/F)

	3.1 Does your company have a GDPR Policy? 
	

	3.2  Please attach a detailed description/diagram of the "data journey" within your organisation; where is it stored, what transfers within and between systems take place, what third party sub-processing do you employ, and to whom will you disclose the personal data we supply?

	Insert Attachment here or as a separate attachment clearly identifying reference number 

	3.3 Will any personal data provided to you by NGN be processed by a third country or international organisation as defined by GDPR Article 44? If so, please provide evidence of your relevant assessments of adequacy for that processing? 
	Insert Attachment here or as a separate attachment clearly identifying reference number

	Section 4 -    Commerce Automation  (Pass / Fail )
	

	Question      (Pass / Fail)                                       
	Answer ‘Yes’ or ‘No’

	4.1 NGN are in the process of implementing SAP Ariba Network (Commerce Automation) to send purchase orders and receive invoices from our suppliers. This is a cloud-based networked platform that allows real-time purchase order and invoice delivery for faster fulfilment, eliminating paper for purchase orders and invoices amongst many other benefits for NGN and the Supplier. This is a mandatory requirement to trade with NGN. Please confirm that if successful through this Tender process, your company will use the SAP Ariba Network to financially transact with NGN.
	

	4.2 Is your current financial system/ERP compatible of integrating with SAP S/4HANA 16/10 Cloud?
	




	Section 6 - Supplier financials / Insurances (weighted)

	6.1 Financial Standing 

	

	Please provide a copy of your latest Credit Report (e.g. ICC, Dun & Bradstreet, Equifax, Experian, Graydon) 
NGN will assess your financial standing and add a score using the scoring methodology set in section 2.5. 
NB: It is at NGN’s discretion to reject any Bidders response if there is a significant risk to NGN regarding Financial Standings

	Answer (attach appendices here or reference the appendix number if attaching as a separate document). 

	6.2 Insurances                                                                   

	Question (weighted)

	Please provide a list and copies of the type of and value of insurances held: 
	Type
	Cover Level (£)
	Renewal Date 
	Policy Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please note the following levels of insurance are required as a minimum for this procurement 
· Public Liability - £5m
· Professional Indemnity - £5m
· Employer Liability – £5m



	Section 7 - Quality Management 

	Question 

	7.1 Please provide details about any Quality Management Systems that you have in place and attach relevant policy statements and certifications held, e.g. ISO 9001.

	Answer (attach appendices here or reference the appendix number if attaching as a separate document).




	Section 8 - Responsible Procurement    (weighted)

	The section below contains a number of questions on environmental issues. It is intended to give us a better understanding of your commitment towards the adoption of environmental policies and improving environmental performance. It has been included in the qualification questionnaire document to assist the selection of companies for this contract.
NGN are continually setting targets to improve our performance on all aspects of sustainability, including energy reduction and waste minimisation As part of its policy, NGN expects its major suppliers and contractors to demonstrate their commitment to continuous improvement. This questionnaire will help us to determine this. 


	Environmental Management 

	Question (weighted)
	       Answer ‘Yes’ or ‘No’

	8.1 Does the company have an Environment Policy?
Copies will be requested if successful at tender stage
	

	8.2 Does the company have an Environmental Management    system? If yes, is it externally certified to ISO 14001:2004 or equivalent?
	

	8.3 Does your company have a formal environmental incident / near miss reporting system and do you investigate all environmental incidents and accidents?
	

	8.4 Does your company identify the environmental impacts of your operations? 
	

	8.5 Do you have an Environmental Action Plan in place to reduce your impact on the environment?
	

	8.6 Has the company had any convictions for offences under environmental legislation in the last five financial years in any country of operation? If Yes, how many?
	

	8.7 Has the company had any environmental improvement, prohibition or abatement notices served in the last five financial years in any country of operation? If Yes, how many?
	

	8.8 Has your company, or any individual director, partner or proprietor been prosecuted under health, safety or environmental legislation or had enforcement action taken against it/them by the enforcing authorities (this includes the issuing of a prohibition or improvement notice), or are any such actions pending? YES/NO
If YES, please provide details of the declared occurrence.
	

	8.9 Will hazardous substances be used as part of this contract?        

· If YES, List all substances to be used on this contract; provide relevant COSHH assessments /safety data sheets / risk assessments?

	

	
	

	8.10 Compatibility with the NGN’s Environment Strategy (weighted)

	NGN’s Environment Strategy commits to:
· Take action against climate change
· Improve air quality
· Use resources responsibly
· Enhance life on land
· Enable lasting energy solutions

	Strategy Subheading
	Question
	Answer ‘Yes’ or ‘No’

	8.10.1 Take action against climate change

	Do you measure your carbon footprint?
	

	
	Do you have a carbon emissions reduction plan?

	

	8.10.2 Improve air quality

	Do you have an air pollutant emissions reduction plan? For example, do you regularly replace vehicles in your fleet?
	





	8.10.3 Use resources responsibly

	Do you measure your waste generation and monitor what % goes to landfill? 
	


	
	Does your organisation generate waste that is classified as hazardous waste?

	

	
	Are you a registered waste carrier?

	

	
	Does your company have any Policies or programmes regarding use of Natural Resources?

	

	8.10.4 Enhance life on land

	Do you have a staff volunteering policy? 
	


	
	Do you carry out bio-diversity action plans?

	

	
	Do you carry out ecological management plans?

	

	8.10.5 Enable lasting energy solutions. 

	Do you power your operations using electricity from renewable sources? 

	


                      
	8.9 Sustainable Procurement (weighted) 


	8.9.1 Does your company have a Sustainable Procurement Policy? (Y/N) . If no please summarise your company’s approach to Sustainable Procurement.

	Answer (attach appendices here or reference the appendix number if attaching as a separate document).


	8.9.2 Is your Supply Chain expected to comply with your Sustainable Procurement principles? If Yes, under what terms, contractual or voluntary?

	Answer (attach appendices here or reference the appendix number if attaching as a separate document).


	8.9.3 How does the company assess/audit their Supply Chain? 

	Answer (attach appendices here or reference the appendix number if attaching as a separate document).


	8.9.4 Does the company have any programmes or policies in place to encourage local sourcing?

	Answer (attach appendices here or reference the appendix number if attaching as a separate document).


	8.9.5 Does the company have any programmes in place that involve interaction with local communities? Please provide details.

	Answer (attach appendices here or reference the appendix number if attaching as a separate document).


	Question
	     Answer ‘Yes’ or ‘No’

	8.9.6 Has your company ever been convicted for a breach of any labour laws in the countries you operate within the last five years?
	

	8.9.7 Has your company ever been convicted for a breach of any social and ethical requirements in the countries you operate within the last five years?
	

	8.9.8 Has the company ever been convicted for a breach of any child labour laws in the countries they operate?
	

	8.9.9 Does your organisation have a documented policy to ensure that neither slavery nor human trafficking takes place within your organisation and your Supply Chain? 
If yes, copies may be requested if successful to tender stage.
	

	8.9.10 Has your organisation been convicted for breaches of any slavery laws in the countries it operates in within the last five years?
	




	Section 10 –  Health & Safety 

	Question 
	Answer ‘Yes’ ‘No’

	10.1 Please provide current copies of any environmental, health and safety and other relevant company policies.
	

	10.2 Please indicate if you hold any management system certifications (ISO 9001/14001/45001 or OHSAS 18001) or if not any detail any other models your QEH&S management systems are based upon.
	

	10.3 Please describe your arrangements for the provision of Health, Safety and Environment competent advice and assistance - Who has overall responsibility for HS&E and how will the contract be supported in terms of personnel (HS&E Structure)
	

	10.4 What do you see as the significant health, safety and environmental risks of your scope of work and how are they controlled. Please provide a sample of the typical project H&S arrangements for a facilities management contract and/or an overarching Risk Assessment or similar.
	

	10.5 Please provide details of any HSE prosecutions, enforcement action or details of any significant RIDDOR reportable incidents within the last 3 years (including any pending). If any, how were they addressed and what measures have been put in place to prevent occurrences?
	



	Section 11 – PQQ Specific Questions 

	Q11.1 Please provide 2 case studies of similar contracts that you are currently working on? 

	

	Q11.2 Please detail how you are able to provide all of the services listed within the Scope of Requirements at each of NGN’s offices/depots? Please break this down by section as per the scope – Sections 1-15
	

	Q11.3 At RFP, are you able to complete depot / office surveys at each site to complete a robust planned preventative maintenance schedule?
Yes ☐
No   ☐
	

	Q11.4 You will be expected to consider all TUPE liabilities associated with current workforce currently undertaking this work, please detail how this will be accommodated? 

	

	Q11.5 Please detail how you will accommodate for changes such as location changes /requirements throughout the life of the contract? Additional offices will need maintaining/services at offices or depots will be removed from the contract.
	

	Q11.6 Will there be a dedicated account manager?
Yes ☐
No   ☐
	

	Q11.7 Will the Account Manager be able to attend Monthly Operational Performance Meetings and Annual Commercial Contract Management Meetings with NGN? 
Yes ☐
No   ☐
	

	Q11.8 You will be expected to have the following certification and/or accreditation. Please provide evidence of the below certification and Accreditations – 

· British Institute of Facilities Management
· CHAS
· Gas Safe
· ISO 14001
· ISO 9001
· OSHAS 18001
· The Security Industry Authority Approved Contractor Scheme
· Waste Carrier and Broker License

	

	Q11.9 Will you provide annual up to date test certificates and documentation for inspection by NGN? 
Yes ☐
No   ☐
	

	Q11.10 Please give an example of the monthly dashboard reporting on KPI performance, costs, scheduled maintenance (completed and scheduled) and helpdesk calls statistics. 

	

	Q11.11 Please give an example and evidence of the customer log-in portal of your QIS System. 
	

	Q11.12 Please confirm that you accept all KPIs outlined below – 
	 
	KPI
	Target

	1
	All Statutory Planned Preventative Maintenance tasks are completed by the planned due date. 
	100%

	2
	All other Planned Preventative Maintenance and other services i.e Pest Control, Window Cleaning etc to be completed by planned due date
	98%

	3
	Monthly Cleaning audits to be completed at each location, including contracted hours and actual hours. Any failures to be documented and actioned.
	98%

	4
	Emergency Response: Attendance within 4hrs from initial report. Time to fix 24hrs from first attendance.
	100%

	5
	Routine Response: Attendance within 48hrs from initial report. Time to fix 24hrs from first attendance.
	98%

	6
	Quoted Works: Quotes to be received within 10 working days. 
	98%

	7
	Help Desk Calls to be answered within 20 seconds.
	98%

	8
	All Waste to be avoided from landfill.
	100%

	9
	Monthly Waste Report to be completed and include:
Cost of collection and disposal per site, per waste type.
Frequency of collection per site, per waste type.
Quantity of waste collected per site, per waste type.
Destination of waste collected.
Quantity of waste recycled, recovered, landfill.
Fuel consumption associated with collection of NGN waste (only) during the specific month in litres of fuel with fuel type specified.
	100%

	10
	0% disposal of recyclable or recoverable waste to landfill throughout duration of contract.

	100%



Yes ☒
No   ☐
	

	Q11.13 NGN has established the requirement for the supplier to help NGN reduce our overall waste generation, and a requirements to achieve 0% disposal of recyclable or recoverable waste to landfill throughout the duration of the contract. Please confirm that you will introduce measures to ensure that these objectives are met
Yes ☐
No ☐
	

	Q11.14 Please confirm that NGN waste disposed under the contract will be done in a legally compliant manner in accordance with duty of care requirements.
Yes ☐
No ☐
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Scope of Requirements



All communication must be sent via NGN’s e-Procurement Portal Ariba.



Company Information

Northern Gas Networks Limited (NGN) is the company responsible for distributing gas to homes and businesses across the North of England. As part of the restructuring of the gas distribution business in England, NGN successfully acquired the North of England Gas Distribution Network (DN) and took control of the assets on 1st June 2005. NGN has been responsible since then for the transportation of gas to the North of England via 36,000Km of pipelines.

The DN is located in the North of England and extends south from the Scottish border to South Yorkshire and has coastlines on both the East and West sides of the region. The DN contains a mixture of large cities such as Newcastle, Middlesbrough, Leeds and Bradford and a significant rural area including North Yorkshire and Cumbria. The area covers around 6.7 million inhabitants and has approximately 2.5 million customers. The DN is supplied via 23 offtakes from the National Transmission System. 

Currently NGN replace approximately 570km of mains and 44,000 services per year and provides24/7 gas emergency services to our network.



Business / Operating Model



Business Strategy & Vision



NGN is committed to building on the network’s inheritance of providing safe and reliable operations, and to establishing NGN as a socially responsible corporate citizen in the region covered by our network. We are developing a culture of sustained high performance, delivering continuous improvement to the benefit of customers, consumers, employees and shareholders.

Fundamental to our strategy is implementing productivity improvement whilst complying with our regulatory obligations and achieving the standards of service required of us. This will ensure continual investment in our network, sharing of these efficiencies with customers through the regulatory price resets whilst maintaining acceptable financial return to our shareholders.

Northern Gas Networks’ business performance is guided by our overall vision “We strive to be a best-in-class gas distributer and a responsible corporate citizen, with a culture of high performance and continuous improvement”

By achieving this corporate goal we will maximise shareholder value through cash yield and revenue generation.

Our key business performance objectives include:



· Maintaining and developing a reliable and safe network 

· Compliance with licence requirements and other regulatory and legal obligations 

· Meeting our regulated service standards 

· Maintaining high standards of corporate governance 

· Being a responsible corporate citizen in the region 

· Maintaining a corporate culture of performance and continuous improvement 

· Maintaining strong relationships with all our key stakeholders 

· Maintaining a strong investment grade credit rating 

· Maintaining acceptable financial returns to our shareholders





Operating Model



The Company requires the Contractor to complete the Works in line with the Company’s health, safety and environment policies and procedures and the Company’s engineering policy and procedures. 



The Company further requires the Contractor to complete the Works in line with the Company’s Customer Charter so as to ensure that the Company’s standards of service set by Ofgem are met.



Project Background



Northern Gas Networks current facilities contract provides a wide range of services and manages the facilities function out of our five offices and twelve depots across the network (North East of England, Cumbria, North & East Riding and West Yorkshire). See Appendix i. Facility Sites for office locations. Our offices and depots range from newly built/refurbished industrial units and office buildings to long standing brick-built Gas buildings. Services included are outlined in the below Contract Scope.





Contract Scope



NGN will be looking to appoint a single supplier to;  



· Oversee, carry out and manage maintenance of all NGN facilities and buildings;

· Establish and deliver all demand maintenance process and preventive maintenance plans;

· Ensure all building systems are operational and are maintained in accordance with company policies, M&E plant manufacturers recommendations, environmental regulations, building codes, and local/national regulations.

· Coordinate projects with other departments, contractors, and vendors.

· Oversee facility inspections, building inspector visits, and facility safety inspections. Address any issues that arise. 

· Provide a safe and efficient work environment for NGN employees and NGNs visitors;

· Ensure that all FM services are performed by staff who possess suitable qualifications, skills and experience including contractors and sub-contractors, as appropriate;

· Ensure that NGN’s future Facilities Management solution is fit for purpose and adds value to Health, Safety & Environmental elements; and

· Continually ensures that NGN always receive a high-quality and commercially competitive FM service.



It is anticipated throughout the timeline of this tender that sites may change location due to ongoing property refurbishment, developments and moves. The successful supplier is expected to be able to accommodate for future increases or decreases in Facilities Management activities across these locations. The successful supplier is expected to take on changes with no interruption to services. Change occurs when variations to works and services are requested over and above those specified and agreed in the original contract.  Change must be managed in a way that ensures NGN get the maximum value for that change. The change process must go through the business for approval, via an agreed Contract Variation Sign off Process.





All of NGN's sites will be available for viewing/surveying through the tender period, the details of the sites will be provided during this process.

	



















1.0 Planned / Fixed Services



1.1 Setting Up the Operations

The supplier, whilst undertaking the Setting Up Operations, to carry out all due diligence, including a detailed verification of the plant, equipment and fabric described in the existing asset registers. Each asset will be given a unique asset number, either as a bar code, which can be read electronically, or with a tag label.

It is the responsibility of the supplier during the period of Setting Up Operations, as detailed in the Conditions of Contract to provide an exception report for the asset register and other information provided by the Client prior to the Commencement Date, and thereafter ensure all plant identified is maintained according to all statutory obligations and other requirements. Within the first six months of contract award the successful provider will establish and implement manufacturers Standard Operating Procedures for each activity of the contract, i.e. Cleaning, Reactive Maintenance, Help Desk, Security and Reception services (Thorpe Park only), Waste Management etc. and embed with all members of staff responsible for delivering the contract. 



1.2 Planned Preventative Maintenance

The supplier will carry out the Planned Preventative Maintenance services in accordance with the Asset register, manufacturers recommendations and key performance indicators, together with specialist maintenance services.  Equipment shall include, but is not limited to:



Statutory

· Fire Alarms and Fire Fighting Equipment

· Emergency Lighting

· Five Yearly Fixed Electrical Testing

· Legionella Testing 

· Gas Appliance Maintenance and Testing 



Non-Statutory

· Heating, Ventilation and Air conditioning

· Domestic Hot and Cold Water

· Lift

· Lighting/Lighting Controls

· Annual PAT Testing

· Waste Management/Disposal

· Hygiene

· Cleaning

· Pest Control

· Windows and Guttering Cleaning

· Reception Services (at Thorpe Park site only)

· Security (Thorpe Park) and Key Holding (Unit 9)

     

        Ad Hoc and Reactive works and Maintenance

· Emergency Response

· Routine Response

· Quoted Works







Appendix ii. Services Matrix is a base line Services List, which should be used as a guide only and as part of this process, it will be the responsibility of each supplier to conduct their own full site/asset survey in order to provide a robust and inclusive response to the full facilities management requirement including all PPM Schedules and requirements for each location. (This will only be required if shortlisted to RFP).



The supplier shall operate and maintain the fixed and installed assets with the objective of:



· Providing a safe and statutory compliant working environment for building users;

· Maximising the useful life span of the building, plant and equipment through a robust yet competitive Planned Preventative Maintenance regime.

· Enabling building users to effectively discharge their business functions;

· Ensuring efficient and cost-effective use of those assets;

· Complying fully with Government and the Client’s policy and guidance on environmental issues relating to Facilities Management;

· Seeks to achieve the efficient use of energy, including bringing opportunities to save energy or operate more efficiently to the attention of NGN in a timely manner; 

· Includes consumables such as oils, grease and filters within the costs for maintenance.  



The supplier shall provide a professionally managed, Planned Preventative Maintenance service regime in accordance with OEM instructions, CIBSE TM 40 and a system and programme of building fabric and M&E maintenance. This service shall take cognisance of the asset registers and all lease obligations. Planned Preventative Maintenance tasks and power downs shall be generated by the Quality Management System, in advance, and agreed with NGN annually. The supplier shall also provide NGN with a customer log in for NGN Nominated Site Manager and Facilities Contract Team to view all site records. 

With regard to the up keep of site records the Supplier shall:



· Maintain appropriate records in relation to all specific licence requirements (e.g. waste, security, confidentiality, Permit to Work etc) where the Supplier is responsible for obtaining such licences; 

· Advise NGN accordingly and ensure compliance with all applicable legislation and any other regulations in force from time to time relevant to the Building Maintenance Services;

· Ensure all test certificates and appropriate documentation and records (in particular those relating to any aspects of safety, legislatory or statutory compliance) shall be maintained accurately and updated appropriately and shall be available for inspection by the Customer or any other relevant party;

· Prepare and supply all information reasonably required by any person, firm, governmental authority or other body to whom NGN is obliged to present information to at any time in relation to the FM management/performance of the Site.



2.0	Statutory Planned Preventative Maintenance requirements



2.1	Maintenance of Fire Alarms and Portable Fire Fighting Equipment



The supplier will maintain in good operational order all firefighting equipment sufficient to meet design purpose at all time and shall comply with the requirements of the fire certificate and legislation including the BS 9999:2017 Fire safety in the design, management and use of buildings – Code of practice.



2.2	Emergency Lighting

The supplier will maintain in good operational order all Emergency Lighting in its premises to ensure compliance with all legislation including the BS 5266 Emergency lighting – Part 1: Code of practice for the emergency lighting of premises.

2.3	Five Yearly Fixed Electrical Testing

The supplier will continue to carry out five yearly fixed electrical testing of the electrical installations within the NGN property locations to ensure they are safe & compliant.

2.4	Legionella Testing

The Supplier will inspect and routinely test and conduct appropriate Risk Assessments relating to water systems, the equipment associated with the system such as pumps, heat exchangers, showers etc, and its constituent parts to identify and manage against the risk from exposure to legionella in line with The Approved Code of Practice: Legionnaires’ disease: The control of Legionella bacteria in water systems (L8).

2.5	Gas Appliance Maintenance and Testing

The Supplier will inspect, maintain and routinely test all Gas Appliances to ensure compliance with the Approved Code of Practice on the Gas Safety (Installation and Use) Regulations (GSIUR) and SI 2018/139 Gas Safety (Installation and Use) (Amendment) Regulations 2018.









3.0 Non-Statutory Planned and Preventative Maintenance requirements



3.1	Heating, Ventilation and Air Conditioning

The supplier will maintain in good operational order all Heating, Ventilation and Air Conditioning systems operating within its premises as part of the overall Planned Preventative Maintenance regime, to comply will all relevant legislation and best practice including Part F of the Building Regulations which includes standards for ventilation and air quality for buildings and requirements for the prevention of condensation.

3.2	Domestic Hot and Cold Water systems

The supplier will maintain in good operational order all NGN building domestic Hot and Cold Water systems operating within its premises as part of the overall Planned Preventative Maintenance regime, to comply will all relevant legislation and best practice including the Approved Code of Practice: Legionnaires’ disease: The control of Legionella bacteria in water systems (L8).

3.3	Lift Maintenance

The supplier will inspect, maintain and routinely test all Lifts where applicable in NGN buildings to ensure compliance with the Approved legislation and best practice including the Lift Regulations 1997, as amended by the UK Supply of Machinery (Safety) Regulations 2008.

3.4	Lighting and Lighting controls

The supplier will inspect, maintain and routinely test as part of the Planned Preventative Maintenance regime all NGN building Lighting and Lighting Controls to ensure compliance with the Approved legislation and best practice including BS EN 12464 – 1:2011 and the requirements of the Workplace (Health, Safety and Welfare) Regulations 1992.

3.5	Portable Appliance Testing

The supplier will inspect and test annually all Portable Appliance products across the NGN buildings and including items held in the Operational Vehicles which operate out of each depot. The supplier will conduct this in such a way that it will be the most cost effective and least disruptive to the business. Previous PAT testing information will be supplied but it is expected that these numbers will fluctuate throughout the life of the contract. The tests will be carried out by suitably qualified operatives and in line with legislation and best practice including the Electricity at Work Regulations 1989. The supplier will test equipment and label compliant equipment with the required information and will remove defective equipment and inform NGN of the action taken.

3.6	Waste Management/Disposal



The supplier shall provide Waste Services on each site where required to enable NGN to comply with the waste hierarchy whilst also encouraging Offices and Depots to keep waste to a minimum by preventing, reusing and recycling. The supplier is required to support NGN to achieve its target of reducing overall waste generation by 5% between 2017 and 2021, and 20% between 2017 and 2026. This includes the requirement to bring opportunities to reduce waste generation and landfill disposal to the attention of NGN in a timely manner.



The Supplier will;

· Aspire to achieve 0% disposal of recyclable or recoverable waste to landfill throughout the duration of the contract. 

· Provide appropriate secure segregated waste storage on all sites allowing for separate collection of recyclables, hazardous and residual wastes. 

· Provide all office, kitchen and workshop areas with sufficient segregated waste and recycling bins each with clear labelling regarding what waste should be placed in each bin to enable our colleagues to participate in recycling. Bins should be labelled to reflect the relevant waste types accepted at that particular location. As a minimum, each office, kitchen and workshop area should be provided with separate waste containers for recyclable waste, paper and cardboard, glass (if not accepted within recyclable waste) and general waste. Consideration should also be given to provision of separate containers for food waste.

· Actively manage and monitor the usage of waste and sanitary disposal bins and will advise the Customer if the frequency, type or size of collection needs to be amended as appropriate.

· Centrally hold, provide all waste details (inc waste carrier and waste disposal licenses, consignment notes, annual waste transfer notes (AWTNs), hazardous waste transfer notes (HWTNs) etc.) and provide assurance of compliance with the Waste Management Duty of Care Code of Practice.

· Comply with all Waste Regulations and NGN Waste Management Policy and Procedure Appendix iii. Waste Matrix.  

· Complete Duty of Care compliance checks on all waste carriers and receiving waste facilities utilised under the contract at the first time of use and at minimum annual intervals thereafter. The findings of these checks are to be provided to NGN within 10 working days of completion.

· Utilise local waste facilities in preference to remote facilities to help NGN minimise the fuel consumption and resultant carbon emissions associated with our supply chain.

· Provide NGN with monthly reporting of waste collection and disposal data to include:

· Cost of collection and disposal per site, per waste type.

· Frequency of collection per site, per waste type.

· Quantity of waste collected per site, per waste type.

· Destination of waste collected.

· Quantity of waste recycled, recovered, landfilled.

· Fuel consumption associated with collection of NGN waste (only) during the specific month in litres of fuel with fuel type specified.

· Exact reporting dates to be agreed with NGN but reports would be required one month plus five working days in arrears.

· Data to be made available to NGN in electronic format in a manner to be agreed with NGN.







The main waste streams are, but are not limited to the following:

· General 

· Recyclable (Paper, Cardboard, Metal, Wood, Plastic etc)

· Secure disposal of Confidential Waste

· Construction

· Hazardous

· Asbestos (small quantities)

· Anaerobic Materials (Methacrylate Based)

· Aerosols (WD40, spray paint, etc.)

· Fluorescent Tubes

· Batteries (Alkaline, lithium, zinc carbon, lead acid and NICAD)

· Electrical Goods (inc computers)

· Foams (two part material with isocyanate hardener)

· Odorant Filters (adhoc request)

· Oil (from workshops)

· Oil Contaminated Materials (rags, used spill kits)

· Pigging Waste (waste extracted from gas pipes)

· Sharps

· Interceptor Waste

· Mains Dust (containing traces of Naturally Occurring Radioactive Material “NORM” with activity

levels <14.8 Bequerels per gm)

· Syphon Water with >25% Monoethylene Glycol concentration

· Syphon Water from mains (containing Syphon Water)



The supplier should also provide ad hoc waste management services for unanticipated waste streams. All Waste Management activities must comply with appropriate legislation and best practice including;



· The Environment Protection Act 1990 (including Duty of Care regulations)

· The Controlled Waste (England and Wales) Regulations 2012

· The Hazardous Waste Directive

· The Carriage of Dangerous Goods Regulations

· Waste Regulations 2011

3.7	Hygienic Services



The Supplier will provide hygiene services including:



· The supply of hygiene sanitary bins; 

· The disposal of the contents of sanitary bins at an appropriate frequency;

· The supply and maintenance of air fresheners;

· The supply and disposal of Sharps Bins; and

· The supply and maintenance of dust mats. 



The Supplier will monitor the usage of the sanitary disposal bins and will advise the Customer if the frequency of collection needs to be increased or decreased as appropriate.

	

A guide to current quantities and frequencies is attached as Appendix iv. Hygiene Matrix 



3.8	Cleaning Services / Contract Cleaners



The Cleaning Service shall include:



· Offices and General Areas (including desks and office furniture) 

· Toilets and Washroom Areas

· Kitchen/Tea Points



A guide to current cleaning hours is attached as Appendix v. Cleaning Schedule



The Supplier shall:



· Provide a cleaning service Monday to Friday, excluding Bank Holidays;

· Ensure that routines and Customer’s processes are not adversely affected by the Cleaning Services;

· Ensure safe working practices are followed at all times; and 

· In the event that any of the areas for cleaning are in use during the access times the Supplier shall liaise with the Customer to agree alternative access times so as to ensure that the Supplier is able to comply with the terms of this Service Level Specification.

· Include consumable items costs (e.g. toilet rolls, hand towels, soap, bin liners). Requirement for use of reusable products in preference to single-use / disposable materials wherever possible. Where single/disposable materials are necessary, they should be recyclable. Ecological cleaning products to be used in preference to standard wherever possible, for example washing up liquids and detergents. All appropriate legislation and best practice requirements will be fulfilled including production and upkeep of COSHH Risk Assessments for all products used across this service.



The Supplier will be responsible for the procurement, safe storage and use of materials as required for the provision of the Cleaning Services.



The Supplier shall:

	

· Select, and maintain cleaning equipment used in the provision of the Cleaning Services;

· Provide all general and specialist equipment necessary to fulfil the Cleaning services;

· Ensure that the equipment used in the provision of the Cleaning Services complies with all applicable legislation, good practice and any other applicable regulations.

· Ensure that all materials and equipment are designed for specific use in specific areas of the Site;

· Ensure that all equipment is properly cleaned and stored;

· Ensure that staff are properly trained in the use of cleaning materials and equipment;

· Ensure that the most environmentally advantageous products to be used, including avoidance of single use or disposable items wherever possible. Where single/disposable materials are necessary, they should be recyclable. Ecological cleaning products to be used in preference to standard wherever possible.

· Ensure all appropriate COSHH data sheets, COSHH Risk Assessments, staff training, and awareness and associated health and Safety requirements are fulfilled.





The Supplier shall be able to provide upon request general and ad hoc services as requested by the Customer. Adhoc cleaning requests will be requested through Reactive Maintenance and may include but not limited to:



· Dealing with additional ad hoc requests for Cleaning Services;

· Periodic cleaning duties such that carpets are deep cleaned on a periodic basis as required;  

· Dealing with ad hoc duties in relation to special incidents; and

· Specialist Cleaning Services.





The successful supplier must be willing to consider all TUPE liabilities associated with the current workforce.

The supplier will set appropriate Standard Operating Procedures to ensure a consistent quality standard of cleaning is maintained. This will be measured and monitored and reported on throughout the duration of the contract.



3.9	Pest Control



All sites will be kept free from pests and infestations at all times. The supplier will maintain records of all incidents of infestation reported and shall provide:



· A pest control manual and guidance at each site;

· Adequate means of pest control, including periodic site visits, and will provide cover against the following, with preference for humane control methods where possible:

· Rats

· Mice

· Ants

· Birds



3.10	Window Cleaning and Gutter Cleans 



The Supplier shall undertake the cleaning of external and internal windows and gutter cleans on relevant buildings:

See Appendix ii. Services Matrix. 



· Window Cleans to be twice per annum

· Gutter Cleans to be once per annum



The Supplier shall ensure that all related equipment required is included in costs in the pricing matrix for each site. The supplier is to ensure the equipment is maintained to a safe operational standard and meet all working at height regulations.





3.11	Provision of Reception Services (Thorpe Park)



The Supplier shall provide a professional; customer orientated Reception Service at Thorpe Park premises. In Reception areas of the premises, the Reception service is expected: 

· To integrate with and complement the security service. The Supplier shall be responsible for providing a seamless and integrated service within reception areas in order to receive and manage staff and visitors efficiently and in a customer friendly manner.

· To ensure reception area is a pleasant and welcoming environment to all staff and visitors. Reception area is to be kept clean and tidy at all times. 

· To distribute incoming mail to various departments as required, ensuring timely dissemination of all incoming and process outgoing mail for NGN.

· To achieve and maintain a general understanding of the functions of NGN in order to answer incoming General Enquiry calls and ensure the accurate and efficient routing of calls and visitors.

· To inspect Thorpe Park meeting rooms at the end of each day to ensure they are clean and prepared for the next day and take action where necessary. 

· Shall always be of a neat and tidy appearance. They shall meet and greet in a friendly and polite manner all visitors to the premises and ensure that their passage into the Building is as smooth as possible, whilst complying with procedural and security requirements.





The normal working hours of the Reception service are to be one 06:00-14:00 and one 10:00-18:00 to cover the Core Service Hours Monday to Friday, however the Contractor shall ensure, when given 24 hours’ notice, that s/he responds positively to requests to escalate the service provision, in terms of staffing and the service specific duties to be performed.



The Supplier shall ensure that there are adequate procedures laid down for use by Reception staff so that they are immediately capable of answering general queries about the functioning of the premises and NGN’s business and are able to forward any concerns to relevant NGN staff. 



All Reception staff shall be trained in basic Health and Safety matters, be trained as a First Aider by an approved body, and shall always have immediate access to, and full awareness of, emergency contacts and procedures. All Reception staff shall be trained in appropriate emergency procedures, including but not limited to urgent evacuation of the building and responses to bomb threats. It will be expected for the Supplier to ensure that all Reception staff always remain updated on emergency procedures and Health and Safety. 



Reception staff shall issue all visitor passes and ensure all visitors are signed in. Visitor passes shall only be issued to those visitors with verified appointments within the premises, or to bona-fide staff of NGN. It will be incumbent on the Supplier to ensure that all visitors to the premises have a valid reason for gaining access, by checking with the appropriate the member of the NGN’s staff, and ensuring that the visitor remains at Reception until their meeting sponsor arrives. Reception staff shall ensure, through appropriate communication, that the sponsor of each and every visitor is advised in timely fashion of their visitor’s arrival. If there is any delay, for any reason, in a visitor to the premises attending his/her meeting, Reception staff will keep the visitor informed as to the reason for the delay and the likely wait time. Reception staff shall ensure that visitors shall not have to wait more than fifteen minutes without information on recipient status. In no circumstances should a visitor to the premises be allowed to enter the premises without a sponsor. 



Reception staff will ensure all goods inwards are always to be via the rear loading bay. Reception staff shall be responsible for advising those delivering other goods of the location of the goods entrance and advising the recipient of the goods arrival.  



NGN welcomes innovative proposals from the Supplier for the optimisation of the management of visitor ingress and egress in the Reception area. This may include appropriate management of the interfaces between the Reception and Security services to ensure that all visitors and staff have a positive experience each time they visit the premises. This is a ‘Front of House’ role and therefore appearance and high customer relationship skills are essential attributes.





3.12	Provision of Key Holding and Security Guarding



The supplier shall provide a Key Holding Service for one NGN Office (Unit 9), Security Guarding for one NGN Office (Thorpe Park) and Intruder Alarm Servicing at several sites, however the supplier will be expected to provide a range of security options on an ad-hoc basis.  



The Supplier should be able to provide the following Services at the sites as listed in Appendix ii. Services Matrix.  



· CCTV Service, Maintenance & Monitoring, 

· Intruder Alarm, Service Maintenance & Monitoring, 

· Key Holding,			

· Manned Security.



	Security guarding services should be provided to the standards set out below.

All Security staff must be adequately trained in emergency evacuation measures including but not limited to building evacuation procedures and how to react in the event of fire, bomb, terrorist or any other threat. 



		Service 

		Service Standard



		Provide Security Guards. One person at any one time to cover out of hours 17:00 – 08:00 Monday to Friday. 17:00 – 08:00 Friday to Monday at Thorpe Park. 

		The supplier will recruit and provide staff who are suitable, qualified and able persons to carry out procedures in accordance with BS 7858.  Training of staff to British Standard 7499 (and ISO equivalent) will be required.  

The supplier will minimise staff turnover and provide appropriate cover for annual leave and other absences to maintain full cover at all times.

The supplier will provide evidence that all staff meet the required standard.



		Production and issue of assignment instructions.  

		The supplier will produce assignment instructions detailing working methods and procedures, in conjunction with the Client, and issue to all relevant parties.



		Adherence to and maintenance of assignment instructions.

		The supplier will deliver services at all times in accordance with the procedures set out in the assignment instructions.



		Access control.



		The supplier will prevent unauthorised access to the Sites and assist and direct visitors and contractors.  The supplier will respond immediately to any breach of security with appropriate action being instigated and resolved within a timely fashion. 

The supplier will maintain the access control system in line with the Data Security Policies.

The supplier will operate the pass system in accordance with the Client’s security instructions.

The supplier will issue new or replacement staff passes within one Business Day of the requirement being notified.

The supplier will control access to car parking to maintain the security of the Sites and prevent unauthorised access.

The Contractor will at all times maintain access and egress for emergency vehicles.



		Operating, monitoring and responding to all alarms and CCTV.



		The supplier will monitor all alarm and CCTV systems as required by the assignment instructions and to meet the ACPO Code of Practice.

The supplier will take appropriate action in the event of any incident.  



		Patrolling internal/external areas.

		The supplier will perform all activities in accordance with assignment instructions.



		Fire/bomb emergency control/co-ordination.

		The supplier will perform all activities in accordance with assignment instructions.



		Compliance with state of alert procedures.

		The Client will notify the supplier which level of state of alert is in force at a given time.

The supplier will immediately implement the appropriate change in security measures and ensure that security appropriate to the given level is provided at all times.  supplier will operate these procedures to the standard specified by the Client.











4.0 Reactive Maintenance



The Supplier will provide and maintain a fault reporting system such that the Customer can report any failure, repair or any other matter which requires Reactive Maintenance to a Helpdesk. The Helpdesk contact number will be displayed on all sites notice boards.



The supplier shall provide a professionally managed service, for reactive repairs and maintenance 24 hours per day, 365 days per year. With the exception of Emergency Response (described below), no works with a value in excess of £250 to be undertaken without the prior agreement of NGN. It is the responsibility of the provider to continuously demonstrate value for money to NGN for any proposed works or repairs, this will include having robust terms and rates in place and market test / provide competitive quotes where appropriate. 

Faults reported shall be categorised and responded to accordingly. The categorisation of faults shall be as follows:



· Emergency Response – Attendance within 4hrs. Time to fix 24hrs: This will cover events requiring immediate response or action to prevent and/or mitigate damage, injury or harm to Visitors and Customer’s employees or where there is a serious threat to business continuity. In such circumstances, the Supplier shall take all such actions that may be reasonably necessary to make safe any failure or want of repair.  



The Supplier shall then use its best endeavours to rectify such failure or repair within such time as is reasonable and as agreed with the Customer, taking into account the severity of the situation and the availability of the replacement part.   



· Routine Response – Attendance within 48hrs. Time to fix 24hrs: This will cover any faults to the Site, plant and equipment other than a failure or want of repair that prevent or severely restrict NGN from conducting normal operations. In such circumstances, the Supplier shall take control as soon as reasonably practicable. 



· Quoted Works – Quotes to be received within 10 working days: The Supplier will provide quotes for change works or cosmetic requests. The supplier will be responsible for demonstrating value for money, competitive rates and ensure that any sub contracted works are agreed prior with vetted/quality workmanship.



· Electrician

· Joiner

· Glazer

· Plumbing and Heating engineer

· Air Conditioning Engineer

· Lift Engineer

· Grounds Maintenance (i.e. grass cutting, weed killing & winter gritting/snow clearing)

· Indoor plants (One location)

		

Grass cuttings to be disposed off site as green waste under Duty of Care thereby avoiding landfill.







5.0 Managed Services (On Site Customer Support Officers) 



Currently we pay a monthly cost for the services supplied by our Customer Support Officers (CSO) and their wage is paid by our Facilities Management Supplier. – The successful supplier must be willing to consider all TUPE liabilities associated with the current workforce. 





The CSO shall undertake the following:



· Annual Fire Evacuations,

· Weekly Fire Alarm Tests,

· Monthly Emergency Light Tests,

· First Fix Maintenance (Minor Repairs),

· Contractor Liaison and Management (CAMOC),

· Helpdesk Liaison,

· Liaison with Client HSE Representatives, Office & Depot Site Managers and members of the Project Teams,

· Processing payment of invoices on behalf of the client

· Provision of Water Coolers including Maintenance and replenishment,

· Monthly Site Audits in line with NGN’s Annual HS&E A7 Audit,

· Statutory Building Health and Safety:

· Fire evacuations

· Fire extinguisher checks

· Fire Risk Assessments

· Call point tests

· Statutory services in accordance with applicable legislation at the time of undertaking the work,

· Update and maintain all records,

· Contractor and Contract Management,

· Induction and monitoring of contractors,

· Monthly gas, water and electricity meter reads for each facility on the last day of each month to be provided to NGN within 2 working days of completion of reading,

· Audit of services to ensure full compliance to contract,

· Day to day management of contractors relative to this scope of works,

· Undertake twice-annual NGN Health & Safety inspection of site,

· The Supplier will undertake audits of statutory health and safety signage to ensure that all signage complies with current legislation. Additional signage, or replacement of existing signage due to changes in legislation,

· Monitor progress timely completion of repairs and planned maintenance and

· TV Licence management/renewal.

· Supervise ancillary staff such as Cleaners, Security and Receptionist where applicable



It is envisaged there will be a requirement for three CSO’s, one based in NGN Leeds Head Quarters to cover Thorpe Park and building functions. One based from NGN Leeds HQ Office to cover Yorkshire Depots and one based in NGN Sunderland Office to cover North East and Cumbria Depots and Offices.







6.0 Health, Safety and Fire Safety



The supplier shall work in association with NGN’s Nominated Site Managers to protect staff and members of the public on the premises through compliance with all relevant statutory obligations and legislation and with Health and Safety Policy (including annual HS&E A7 Audit) as it supports this legislation. The supplier must have the depth of technical and professional advice to advise the NGN and Nominated Site Managers on all Health and Safety matters relating to the premises to deliver this undertaking.

The supplier shall ensure compliance at all times with the Health and Safety at Work etc. Act 1974, the Regulatory Reform (Fire Safety) Order 2005 and all provisions of the Equality Act 2010.

The supplier shall participate fully in the compilation, planning, testing and implementation of emergency evacuation drills and shall report on the events of each evacuation whether planned or not. The supplier shall be responsible for ensuring that all Client and Contractor staff are aware of the protocol to be used in case of an emergency and assist in making certain that emergency procedures are kept up-to-date and applicable for the premises under their control. The supplier shall be responsible for the maintenance of all emergency equipment (e.g. fire extinguishers, stretchers, evac chairs) and shall notify the NGN immediately if any such equipment requires replacement and carry out any building related fire risk assessment actions.

The supplier shall warrant he shall take all practicable steps to ensure that the premises shall comply with all Health and Safety legislation and any other statutory obligations at all times. The supplier shall advise on any areas which appear not to comply with legislation. Any works which are necessitated as a result of such advice shall be added to the Forward Maintenance Programme with agreement of the client and dealt with as a priority under the terms of the contractual remedial actions requirements in agreement with the Client where there is a significant health and safety risk to people and/or property.

The supplier shall ensure that the Fire Safety Plan and Fire Risk Assessment at each NGN location is up-to-date at all times.



The supplier shall work in close co-operation with the NGN HR staff and any other relevant NGN staff, to ensure compliance with personnel and data protection issues in relation to information held.



7.0 Liaison 



In connection with the provision of the Services, and without prejudice to any other obligations, to liaise with appropriate personnel and/or contact points. The Supplier shall regularly liaise with:



· The Customer when preparing to undertake an action in respect of Maintenance or new works which may impact upon the delivery of the Customer’s services or upon the comfort and wellbeing of employees and visitors;

· External advisors and statutory bodies in respect of the Services; and

· Actively engage with internal stakeholders such as NGN Nominated Site Managers, Refurb & Property Team, 3iG Team, etc. 





8.0 Performance Monitoring and Contract Management



The supplier will be required to undertake the following performance monitoring regime which will be available to view on the Customer Portal:

· Operate procedures within the ISO 9001/2010 compliant Quality Management systems to record information in support of performance monitoring and to enable regular robust performance reporting, 

· Monitor the performance of the Services and produce monthly service reports,

· The supplier will maintain a Management Information System (MIS) as part of the ISO 9001/2010 compliant Quality Management systems to analyse information on the performance of each aspect of required services. 

· The MIS system utilised by the supplier will at all times throughout the period of the Contract monitor performance of services, notwithstanding any changes in work practices, technology, agreed Performance Standards etc. and be available to view by NGN and its stakeholders in a live on-line Customer Portal.





The supplier and NGN Contract Manager shall hold meetings to review the performance and effectiveness of the Services. The frequency of the meetings is to be in line with the following;

· Operational Performance Meeting – Monthly

· Commercial Contract Management Meeting – Per Annum 



The supplier’s Account Manager will attend and participate in the Operational Performance Meetings (Monthly), ad hoc meetings and provide regular central contact with NGN. 



The supplier will also provide details of their management structure and nominate senior representatives to attend and participate in Commercial Contract Management Meetings (Per Annum).

NGN shall complete an annual audit for each NGN Site which will cover all aspects of the contract, audit items shall include, but not limited to; Statutory and Non-Statutory Planned Preventative Maintenance and Scheduling, Cleaning, Hygiene Services, Window/Gutter Cleans, Pest Control, Fire Risk Assessments, Waste etc.  





The supplier shall inform the NGN Contract Manager of all complaints and compliments received about the Services delivered under the Contract. The supplier shall be required to deal directly with complaints and shall provide a senior employee and any required specialists to attend and participate in meetings at the NGN’s request.



Issues, complaints and service failures that cannot be resolved shall be escalated through the Contract Management meeting structure.



The supplier shall provide monthly Service Reports drawn from their Quality Management System at their own cost to support and inform regular review meetings between the Contractor and NGN. Each Service Report shall detail, but not be limited to, the following: - 

· Summary of PPM, Periodic Cleaning, Pest Control, PAT Testing and Forward Maintenance activities in the reporting month showing planned date, actual date activities were carried out,

· KPIs highlighting any shortfall in performance,

· Emergency, Routine and Quoted work response and fix times,

· Helpdesk Call Statistics,

· Waste Management monthly data (including waste diverted from landfill) and Annual Waste Transfer Notes Service performance in the reporting month,

· Forward work plan to show planned PPM for following two months, specialist or periodic cleaning for following two months and the current Forward Maintenance Programme,

· Number of Contract variation requests,

· Number of Contract variation requests implemented,

· Number and details of all complaints,

· Statement of accounts showing the invoiced amounts, payments made by the Client, payments made to sub-contractors, payments made to suppliers,

· Highlight areas where each building is failing to reach efficiency targets and make recommendations to improve performance,

· Forthcoming changes in legislation,

· Health, Safety and environment breaches and reported accidents, incidents and near misses,

· Statutory Compliance checks completed in month, outstanding checks and remedial actions required,

· Quality Audits undertaken in month,

· Review of staffing numbers, and contract management structures including full list of site staff showing name, job descriptions, work location, CRB status, SIA licence and other relevant certification details as required,

· Service delivery proposals and contractual issues if any changes have occurred,

· Lifecycle reports detailing condition of building fabric and fittings, including timely notification of any items beyond economic repair or requiring replacement.



The Service Report shall include a dashboard which will provide highlight information on the above items noted and shall form the basis of all monthly operation performance meetings.

	

The Service Report shall include the performance of each Service provided under the Contract including the following:



· All reported faults in this reporting period;

· Performance failure occurrences and duration;

· Performance failures dealt with within rectification periods;

· Performance failures not dealt with within rectification periods;

· Number of outstanding performance failures not yet dealt with; 

· Average response times across types of fault.



Call statistics from the Helpdesk showing number of calls, calls answered within 20 seconds, longest ringing time and abandoned call rate.



NGN and supplier shall both within reason have the opportunity to add further measurable items to this list or request ad hoc reports, such requests shall be provided within a reasonable time before the production of the Report to enable the Contractor to collate the necessary information.



Most of the specific requirements are captured within this Scope however, Northern Gas Networks’ requirements may change and therefore, a variation to the contract may be required. This would occur as a result of any business changes and therefore, a flexible approach is required. If additional service requirements and/or sites are identified to be disposed of following contract award, the contract will be varied to reflect the changes. 





9.0       Staff



Services provided must be delivered by competent staff who have Basic Skills, in line with the Government’s initiative outlined in the Cabinet Office ‘Joint Statement on Access to Skills, Trade Unions and Advice in Government Contracting’. Basic Skills are defined as Level 1 literacy (equivalent to GCSE English at grades D-G) and Entry Level 3 numeracy (one level below Level 1).



All Contractor and Sub-Contractor staff employed in the delivery of the services must have HMG Baseline Personnel Security Standard (BPSS) checks, as detailed in the Cabinet Office Security Policy Framework, in place prior to commencing work on the Contract. The Cabinet Office Security Policy Framework is available at http://www.cabinetoffice.gov.uk/sites/default/files/resources/HMG%20Baseline%20Personnel%20Security%20Standard%20V3%201a.pdf



The supplier must ensure all documentation held in relation to Basic Skills and BPSS is made available for audit by the Client on request.



All staff must be supplied with a suitable uniform to be agreed with NGN and must present a neat and tidy appearance at all times. 



The supplier shall employ sufficient staff to ensure that the Services are provided at all times and in all respects in accordance with this Specification. The supplier shall ensure that a sufficient reserve of staff is available to meet the requirements of this Specification during holidays and all absences. Staffing levels employed by the supplier shall accord with those to be agreed with the Client in the Method Statements. 



Where staff are employed to work within the sites details of staff shall be submitted in an agreed format to the NGN for approval, prior to the relevant person commencing work.



The supplier shall maintain a personal training record for all staff.



The supplier shall ensure all new staff, agency staff and Sub- Contractors involved in the delivery of the Services undertake the induction programme prior to their commencement of works on Site.



The supplier shall ensure that all staff engaged in the delivery of the Services, shall in addition to participating in the induction programme, be at all times properly and adequately notified, trained and instructed and the information recorded within their personal training records (including if reasonably practicable by way of continuing professional development) with regard to, but not limited to:



· The task that the individual has to perform;

· All the provisions of this Specification relevant to the duties to be performed;

· The standing instructions, policies and procedures of the Client, where relevant to the Services;

· All relevant health and safety hazards, rules, policies and procedures concerning health and safety at work, all Client Policies and all other mandatory and statutory requirements;

· Fire precautions, fire procedures and Client Fire Safety Policy;

· Improving energy and resource efficiency within the Sites including in accordance with the provisions of this Specification and in line with mandatory standards and requirements. For avoidance of doubt the supplier shall release staff as may be required from time to time to attend NGNs training. The supplier shall at its own expense provide suitably trained replacement staff so as not to compromise the level or quality of service delivery at such times.





10.0 Management of Sub-Contractors



The supplier is required to actively manage all aspects of Sub-contractors throughout the supply chain and ensure that all service requirements, service levels and KPI’s contained in the Contract are passed directly through to all Sub-contractors within the supply chain.

 

The Contractor shall provide to the Client a copy of their Sub-Contractor management plan within the proposed Quality Plan.

The supplier shall implement and maintain a pre-approvals process and register of approved Sub-Contractors to ensure adequate competence levels are maintained to comply with statutory requirements and ISO9001/ISO14001/ISO14001/OSHAS 18001 certification.



Suppliers shall warrant that all supply chain partners carry adequate professional indemnity insurance and that they are legally and professionally compliant in all activities whilst operating within the premises. The supplier shall demonstrate unequivocally the acceptance of these issues.



The supplier shall provide, monitor and update an approved list of Sub-Contractors which have proven relevant skills, qualifications, financial, management and operational experience relevant to the Services and satisfactory to the Client. This information will be available for inspection by the Client.





11.0 Safe Systems of Work



The supplier shall be responsible for defining within their operating QMS any required Safe Systems of Work including all processes and records associated with issuing, managing and approving permits to work.



12.00 	Continuity of Services



The supplier will be required to demonstrate that processes are in place to ensure continuity of services should there be a critical failure by either the contractor or any sub-contractor through the entire supply chain.



The supplier will ensure that any risks identified in their risk register which relate to potential failure to deliver the services are reviewed and appropriate processes put in place to ensure continuity of the services. This includes insuring robust staffing levels are maintained to cover all roles including cover for annual leave and other absences. 



The supplier shall support the NGN’s business continuity planning by offering practical advice on issues such as the safe evacuation of the premises during an emergency, the operation of emergency systems (such as standby power generation etc). The supplier shall ensure that all Contractor staff are aware of the protocols to be used in case of an emergency, and shall participate fully in the compilation, planning, testing and implementation of the NGN’s emergency management procedures including evacuation drills and shall report on the events of each and any incident. The supplier shall be proactive in identifying areas of potential risk or proposing any changes to the operation of emergency procedures and reporting these to the Client. 

The supplier shall liaise with NGN to ensure that they are fully cognisant at all times of the NGN’s emergency procedures. The supplier shall seek ways to improve and enhance such procedures in partnership with NGN.



The supplier shall support the NGN in managing the implementation of the business continuity plan. This plan will include but not be limited to:

· Responses to all potential emergencies and

· Compliance with legal requirements.





13.0       Refurbishment Works



Refurbishment works are activities that may be identified by NGN.  The supplier may be invited to procure, and project manage on behalf of NGN. NGN reserves the right to decide whether or not to offer the supplier such opportunities.

For all Refurbishment Works full liability for costs will fall to NGN.

The supplier shall propose and agree with NGN a methodology which states clearly and unequivocally how they shall:  

· Execute, were required, Refurbishment Works whilst satisfying NGN’s need for transparency, competition, demonstration of value for money procurement and partnership.

· Procure and manage, and if required execute, Refurbishment Works on behalf of NGN whilst satisfying NGN’s need for transparency, competition, demonstration of value for money procurement and partnership.

The supplier shall recognise NGN’s requirements for transparency, competition, demonstration of value for money, procurement and partnership must be satisfied.  All submissions for works shall be subject to the provision of a strategic business case justification.



14.0        Mobilisation 



The supplier shall develop a plan, including but not limited to, a schedule of all activities to be undertaken in the mobilisation of all services contained in this schedule, liaison with the incumbent supplier, including TUPE transfers, staff terms and conditions, appropriate consultations and plans and documentation to be produced and timescales for completion. The mobilisation plans shall be copied to NGN for approval prior to commencement of the mobilisation period. 

During the mobilisation period the supplier will familiarise himself with the NGN’s Buildings and the accommodation needs. 

The supplier must fulfil all the duties contained in the following paragraphs and must have in place by the end of the mobilisation period all the necessary arrangement to ensure continuous service to NGN. 

The supplier should note that NGN cannot guarantee the completeness or accuracy of any information provided, or that of the outgoing supplier.

The supplier will attend weekly progress meetings (or teleconference) with NGN, or more frequently on request, during the mobilisation period, to report progress against the mobilisation plan, the meetings will be chaired by the NGN; minutes will be kept and published by the supplier. In conjunction with NGN the supplier shall construct and maintain a Risk Register for mobilisation. 



15.0         De-Mobilisation



On the expiry, or earlier determination, of the Contract, the supplier shall:

· Six Months prior to the end of the contract the Contract draw up a demobilisation plan

· Ensure there is no diminution of the Services up to and including the final day of the Contract Period;

· Cooperate with NGN and incoming supplier in the development and execution of plans to ensure that all work and appropriate staff (TUPE) are transferred to the new contractor or contractors as smoothly and efficiently as possible;

· Draw any outstanding work to a close at an appropriate stage as agreed with the Customer;

· Hand over to NGN all documents, software and information relating to the Services including but not limited to repair, replacement and maintenance records and service regimes.

· Return to NGN any equipment owned by NGN and used by the supplier;

· Co-operate fully with any incoming contractor or contractors including any TUPE requirements.





















 

General Health, Safety and Environmental Requirements







1.	LEGISLATION



[bookmark: _DV_M580]The Supply/Works shall be carried out in accordance with the Acts and Regulations of which the following are some but not necessarily all those applicable: -



[bookmark: _DV_M581]Factories Act 1961

[bookmark: _DV_M582]Construction (Health, Safety & Welfare) Regulations 1996

[bookmark: _DV_M583]Construction (Health Protection) Regulations 1989

[bookmark: _DV_M584]Workplace (Health, Safety & Welfare) Regulations 1992

[bookmark: _DV_M585]Lifting Operations & Lifting Equipment Regulations 1998

[bookmark: _DV_M586]Gas Safety Management Regulations 1996

[bookmark: _DV_M587]Special Waste Regulations  

[bookmark: _DV_M588]Heath and Safety at Work etc. Act 1974

[bookmark: _DV_M589]Environmental Protection Act 1990

[bookmark: _DV_M590]The Gas Safety (Installation and Use) Regulations 1998

[bookmark: _DV_M591]Ionising Radiation Regulations 1985

[bookmark: _DV_M592]Control of Asbestos at Work Regulations 2002

[bookmark: _DV_M593]Control of Substances Hazardous to Health Regulations 2002

The Waste (England and Wales) (Amendment) Regulations 2012

Hazardous Waste (England and Wales) Regulations 2005



[bookmark: _DV_M594]The Supplier will make available to the Company on request and prior to commencement of the Contract, its arrangement for carrying out and implementing the requirements of the following Regulations: 



The Management of Health and Safety at Work Regulations 1999

[bookmark: _DV_M596]The Manual Handling Operations Regulations 1992

[bookmark: _DV_M597]The Provision and use of Work Equipment Regulations 1992

[bookmark: _DV_M598]The Personal Protective Equipment Regulations 1992 / 2002

[bookmark: _DV_M599]The Construction (Design & Management) Regulations 1994 / 2000



[bookmark: _DV_M600]The Supplier must also observe the requirements of all other Acts and Regulations British Standards, IGEM Standards, and Codes of Practice or others which may be relevant.



[bookmark: _DV_M601]

2.	GENERAL



The Supplier will have in place a formal Health, Safety and Environment management system and will be responsible for safeguarding the health, safety and welfare of his employees, the Company’s employees whilst on his sites, the general public and the protection of the environment, e.g. the Supplier will ensure the provision and proper use of personal protective equipment (including clothing) to conform with the various requirements of the Company’s and / or the Asset Owner’s procedures and the relevant statutes and regulations. 







3.	Accident, Incident or Dangerous Occurrence



The Supplier will advise the Company in a manner compliant with the current legislation immediately in the event of an accident, incident or dangerous occurrence involving people, damage to property, the environment or the Works.  Similarly, the Company will be informed immediately of the details and outcomes of any investigation or disciplinary action taken by the HSE (or other regulatory authority) of any work carried out by the Supplier.



4.	Company’s HS&E Audit



The Company through its Project Manager or through people nominated by its Project Manager will have at all times the right to require the Supplier to undergo a complete audit of its health and safety records and procedures to ensure compliance with statutory requirements, law, Regulations and the Company and / or the Asset Owner’s policies and procedures.





5.	Environment



The Company aims to control the impact on the environment through its activities, products and services and ensure that its and its Suppliers comply with environmental legislation.



Examples include:

· Environmental Policy 

· Staff training and briefings

· Site drainage plans

· Discharge consents

· Environmental response plan

· Materials and waste management

· Spillage collection and disposal

· Waste management licences

· Noise and dust pollution

· Nominated site landlords

· Recycling of waste



To support this, the Company is certified to ISO 14001. Upon request, the Supplier will demonstrate what Environmental Management System they have in place to dovetail with the Company systems. The Supplier is encouraged to gain Certification of ISO 14001.	







6.        Operatives



All operatives will be competent and capable of undertaking the full range of duties associated with the Safety and Technical Competency profile for their particular roles. 

	

Upon request, the Supplier will produce documentary evidence of operative qualifications and will maintain and make available a register of all employees stating their qualifications, dates obtained, expiry, revalidation dates and details of and update or other relevant training courses attended.



Supplier to provide adequate PPE and Staff Uniform, Operatives to be appropriately presentable to uphold the professional and Corporate image of NGN.







7. Safety & Technical Competencies



The Supplier will have in place a system for assessing, recording and reviewing annually the safety and technical competencies of all its staff and operatives which complies with the requirements of Regulation 13 of the Management of Health & Safety at Work Regulations 1999 and all other appropriate/related best practice/legislation.

	



8. Appendices

	



Please find attached all relevant appendices.



















Project Success Criteria



The main factors by which the success of this exercise will be judged are:



· The appointment of a single Supplier to provide the goods, training and maintenance requirements as set out within this Tender as the most economically advantageous outcome.



· The successful completion of the aforementioned contract in full compliance with NGN’s HS&E Policies, legal requirements and technical specifications. 





Estimated Contract Timings





 



*Please note – if successful and shortlisted to RFP you will need to liaise with the NGN Procurement team via the Ariba messaging portal to arrange site visits (if you feel this is required in order to submit your strongest bid).





Basis of Contract



Contract length of three years with an option to extend for a further 3 x 1 years.  Start date estimated as August 2019.



The Contract will be based on NGNs standard supply of services terms and conditions, with adaption to certain particulars for specific supplies, i.e. insurance limit requirements, liabilities, conditions for inspection, testing, delivery and lead times, payment etc...



There will be an expected service level/KPI provision in terms of supply which will be detailed further in the tender documentation. 



In addition to the detail in this scope, the successful supplier will be expected to consider all TUPE liabilities associated with NGN’s current workforce currently undertaking the work detailed. Further details will be issued within the tender documentation if successful. 
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Appdendix i. Facility Sites


			Appendix i. Facility Sites


			Sites			Area 			Site Address 			Type 			Repairing Obligation


			Bradford 			Bradford 			Mortimer St, Bradford, BD8 9RL 			Operational Depot 			Full


			Bradford Cumberland House			Bradford 						Office 			Internal Office Only


			Burradon  			North Tyne 			Mylord Crescent, Camperdown Ind Est, Newcastle Upon Tyne, NE12 5UJ 			Operational Depot 			Full


			Cannon Park 			Tees 			Cannon Park Holder, Cannon St, Middlesbrough, TS1 5JJ 			Operational Depot 			Full


			Carlisle, Port Road			Carlisle, Cumbria 			Unit F, G & H, Port Road Business Park, Carlisle, CA2 7AF 			Operational Depot 			Full


			Doxford Park 			Wear 			Akeler House, 1st Floor,1 Emperor Way, Doxford International Business Park, Sunderland, SR3 3XR      			Office 			Internal Office Only


			Elland 			Pennies 			Unit K1, Lowfields Way, Lowfields Industrial Estate, Elland, Halifax, HX5 9DA 			New Operational Depot 			Full


			Felnex, Leeds 			Leeds 			24 Felnex Close, Felnex Ind Est, Cross Green, Leeds, LS9 0SR 			Operational Depot 			Full


			Hull  			East Riding 			Clough Road, Hull, HU5 1SA 			Operational Depot 			Full


			Low Thornley 			Wear 			The Old Gas Yard, Thornley Lane, Low Thornley, Blaydon-On-Tyne, NE21 6LE 			Operational Depot 			Full


			Moorside 			Wear 			 7 Camberwell Way, Mooreside Park, Sunderland, SR3 3XN 			Office 			Internal Office Only


			Netherpoppleton, York 			North Riding 			Unit 9 Rose Avenue, Nether Poppleton, York, YO26 6RU 			Operational Depot 			Full


			Pontefract 			East Riding 			Off Bondgate, Pontefract, WF8 2JJ (across from the Shell Garage) 			Operational Depot 			Full


			Scarborough 			North Riding 			Unit 20, Olympian Trading Estate, Cayton Low Road, Eastfield, Scarborough, YO11 3BT 			New operational Depot 			Full


			Thorpe Park  			Leeds 			1100 Century Way, Leeds, LS15 8TU 			Office 			Full


			Unit 9 Temple Point 			Leeds 			Temple Point, Finch Drive Off Bullerthorpe Lane, Leeds, LS15 9JQ 			Office 			Full


			Washington 			Wear 			Rainhill Road, Stephenson Industrial Estate, Washington, NE37 3HP.  			New Operational Depot 			Full








Appendix ii. Services Matrix


			Appendix ii. Services Matrix


			SITE			Daily Cleaning			Water cooler maintenance			Window & Gutter Cleaning			Key Holding 
(Security)			Pest Control 			Confidential Waste			Hygiene Services			Ground Inspection			Safety Inspection			Evac Chair			CCTV Maint			L8 water temp			Intruder Alarm Maintnenance			Fire Alarm Testing			Fire Risk Assesment 			Automatic Gate Maintenance 			Air Conditioning			Fire Extinguishers 			Fire Alarm Maint			blown heater			Gas fired boiler			 Circulating pumps			Elec Hand Water Heater			Electric Wall Heater			Emergency Lighting			Extractor Fan			Gas Heater			Gas Rad Heater			Gas Water Heater			Hand Dryer			Lighting			Lift Maintenance			Radiators			Roller Shutter			Under Sink Heater			Wall Mounted Electric Heater			Water Boiler 			Wanter Tank


			Bradford			A			F			F &G						E						D			D			D									D						B			G									D & G			E									E									D&G						G												D, F & G						G			F									F


			Bradford Cumberland House			A																																	D									G									D & G																					D&G																								G


			Burradon			A			F			F &G						E						D			D			D									D						B			G			G						D & G			E						G			E									D&G												G						D, F & G						G												F			G


			Cannon Park			A			F			F &G						E						D			D			D						F			D						B			G			G						D & G			E															E, F &G			D&G			G															D, F & G																		F


			Carlisle, Port Rd			A			F			F &G						E						D			D			D									D			G			B			G									D & G			E			F			G			E									D&G						G			G			G			G			D, F & G						G			F									F


			Doxford			A			F												C						D			D																		G						F			D & G																					D&G																																				F


			NEW Elland			O&M Manuals Attached in 'Drop Box'


			Felnex, Leeds			A			F			F &G						E						D			D			D						F			D			G			B			G			G						D & G			E															E, F &G			D&G			G												G			D, F & G						G			F


			Hull			A			F			F &G						E						D			D			D									D						B			G									D & G			E						G						G						D&G									G						G			D, F & G						G			F			G			E, F &G


			Low Thornley			A			F			F &G						E						D			D			D									D									G						F			D & G									G												D&G															G			D, F & G						G						G			E, F &G


			Moorside																																													G									D & G


			Netherpoppleton, York			A			F			F &G						E						D			D			D						F			D						B			G			G						D & G			E																		D&G															G			D, F & G									F						E, F &G			F


			Pontefract			A			F			F &G						E						D			D			D									D			G			B			G			G						D & G			E						G									E, F &G			D&G			G			G									G			D, F & G						G			F


			NEW Scarborough			O&M Manuals Attached in 'Drop Box'


			Thorpe Park			O&M Manuals Attached in 'Drop Box'


			Unit 9 Temple Point			A			F			F &G			●			E			C			D			D			D									D			G			B			G						F			D & G			E												G			E, F &G			D&G			G												G			D, F & G			F									G						F


			NEW Washington			O&M Manuals Attached in 'Drop Box'


						●			Applicable


						A			DAILY


						B			WEEKLY


						C			BI WEEKLY


						D			MONTHLY


						E			QUARTERLY


						F			BI ANNUAL (Twice a Year)


						G			ANNUAL








Appendix iii. Waste Matrix


			Appendix iii. Waste Matrix


			Site			Bin Type			No. of Bins			No. Pick Ups per Week			Waste Type			Ave No. Picks per Annum


			Burradon, North Tyne			8 cu yd FEL			1			1			General Waste 			52


			Burradon, North Tyne			1100L euro bin			1			1			Cardboard & Paper			52


			Burradon, North Tyne			drum			2			On demand			Batteries			1


			Burradon, North Tyne			205L drum			Varies			On demand			Aerosols			1


			Burradon, North Tyne			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Burradon, North Tyne			205L drum			Varies			On demand			Asbestos			1


			Burradon, North Tyne			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Burradon, North Tyne			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Burradon, North Tyne			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Burradon, North Tyne			205L drum			Varies			On demand			Odorant Filters			1


			Burradon, North Tyne			205L drum			Varies			On demand			Pigging Waste			1


			Burradon, North Tyne			205L drum			Varies			On demand			paint/varnish


			Burradon, North Tyne			8 cu yd skip			1			On demand			Scrap Metal			1





			Bradford			1100L euro bin			2			1			General Waste 			104


			Bradford			1100L euro bin			1			1			DMR			52


			Bradford			205L drum			Varies			On demand			Aerosols			1


			Bradford			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Bradford			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Bradford			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Bradford			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Bradford			8 cu yd skip			1			On demand			Scrap Metal			1





			Cannon Park, Tees			8 cu yd FEL			2			1			General Waste			104


			Cannon Park, Tees			1100L euro bin			2			1			DMR			104


			Cannon Park, Tees			240 lt wheelie bin			1			On demand			Batteries			1


			Cannon Park, Tees			205L drum			Varies			On demand			Aerosols			1


			Cannon Park, Tees			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Cannon Park, Tees			205L drum			Varies			On demand			Asbestos			1


			Cannon Park, Tees			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Cannon Park, Tees			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Cannon Park, Tees			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Cannon Park, Tees			205L drum			Varies			On demand			Odorant Filters			1


			Cannon Park, Tees			205L drum			Varies			On demand			Pigging Waste			1


			Cannon Park, Tees			205L drum			Varies			On demand			Syphon Water >25% Monoethylene Glycol (Waste Water)			1


			Cannon Park, Tees			8 cu yd skip			1			on demand			Scrap Metal			1





			Carlisle, Port Road			8 cu yd REL			1			1			General Waste			52


			Carlisle, Port Road			1100L euro bin			1			1			DMR			52


			Carlisle, Port Road			Magnum			1			On demand			Batteries			1


			Carlisle, Port Road			205L drum			1			On demand			Aerosols			1


			Carlisle, Port Road			205L drum			1			On demand			Anaerobic Materials (Soil)			1


			Carlisle, Port Road			205L drum			1			On demand			Encapsulants (Hazardous)			1


			Carlisle, Port Road			205L drum			1			On demand			Foam Kits (Spill Kit)			1


			Carlisle, Port Road			205L drum			1			On demand			Oil Contaminated Waste			1


			Carlisle, Port Road			8 cu yd skip			1			On demand			Scrap Metal			1





			Clay Flatts, Workington			8 cu yd REL			1			1			General Waste			52


			Clay Flatts, Workington			Magnum			1			On demand			Batteries			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Aerosols			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Asbestos			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Odorant Filters			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Pigging Waste			1


			Clay Flatts, Workington			205L drum			Varies			On demand			Syphon Water >25% Monoethylene Glycol			1





			Cumberland House, Bradford			1100L euro bin			1			0.5			General Waste 			26


			Cumberland House, Bradford			1100L euro bin			1			0.5			DMR			26





			Darlington Holder, Valley Street North			12 cu yd enclosed skip			1			On demand			General Waste			1





			Doxford Park			20 litre			1			On demand			alkaline, lithium, zinc batteries			1





			Elland 			8 cu yd FEL			1			1			General Waste			52


			Elland 			1100L euro bin			1			1			DMR			52


			Elland 			240L euro bin			1			1			Paper			52


			Elland 			8 cu yd skip			1			On demand			Green Waste			1


			Elland 			8 cu yd enclosed skip			1			On demand			Mixed Construction Waste			1


			Elland 			14 cu yd skip			1			On demand			Plastic 			1


			Elland 			205L drum			Varies			On demand			Aerosols			1


			Elland 			8 cu yd skip			1			On demand			Wood			1


			Elland 			8 cu yd skip			1			On demand			Scrap Metal			1


			Elland 			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Elland 			205L drum			Varies			On demand			Asbestos			1


			Elland 			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Elland 			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Elland 			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Elland 			8 cu yd skip			1			On demand			Scrap Metal			1





			Felnex, Leeds			8 cu yd FEL			1			1			General Waste/construction			52


			Felnex, Leeds			1100L euro bin			1			1			DMR			52


			Felnex, Leeds			240L wheelie bin			Varies			On demand			Battieries			1


			Felnex, Leeds			820 ltr			1			On demand			WEEE			1


			Felnex, Leeds			skip			1			On demand			Fluorescent tubes			1


			Felnex, Leeds			205L drum			Varies			On demand			Aerosols			1


			Felnex, Leeds			240L wheelie bin			Varies			On demand			Asbestos			1


			Felnex, Leeds			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Felnex, Leeds			8 cu yd skip			1			On demand			Scrap Metal			1





			Harrogate			8 cu yd FEL			1			0.5			General Waste			26


			Harrogate			n/a			1			n/a			General Waste Rental


			Harrogate			8 cu yd skip			1			On demand			Scrap Metal			1





			Hull			8 cu yd FEL			1			1			General Waste			52


			Hull			8 cu yd FEL			1			1			General Waste			52


			Hull			1100L euro bin			2			0.5			Cardboard			52


			Hull			205L drum			Varies			On demand			Aerosols			1


			Hull			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Hull			240L wheelie bin			Varies			On demand			Asbestos			1


			Hull			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Hull			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Hull			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Hull			8 cu yd skip			1			On demand			Scrap Metal			1





			Low Thornley, Sunderland			8 cu yd FEL			1			1			General Waste			52


			Low Thornley, Sunderland			8 cu yd skip			1			On demand			Wood			1


			Low Thornley, Sunderland			1100L euro bin			1			0.5			Cardboard & Paper			26





			Nether Poppleton, York			1100L euro bin			2			1			General Waste			104


			Nether Poppleton, York			1100L euro bin			1			1			DMR			52


			Nether Poppleton, York			1100L euro bin			1			0.5			Plastic Waste			26


			Nether Poppleton, York			205L drum			Varies			On demand			Aerosols			1


			Nether Poppleton, York			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Nether Poppleton, York			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Nether Poppleton, York			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Nether Poppleton, York			205L drum			Varies			On demand			Syphon Water >25% Monoethylene Glycol			1


			Nether Poppleton, York			8 cu yd skip			1			On demand			Scrap Metal			1


			Nether Poppleton, York												Scrap Metal Rental





			Pontefract 			8 cu yd enclosed skip			1			1			General Waste			52


			Pontefract 			1100L euro bin			1			1			Dry mixed recylicing			52


			Pontefract 			1100L euro bin			1			1			Plastics/Cans			52


			Pontefract 			5 litre  ??			1			On demand			Batteries			1


			Pontefract 			205L drum			1			On demand			Aerosols			1


			Pontefract 			205L drum			1			On demand			Anaerobic Materials (Soil)			1


			Pontefract 			205L drum			1			On demand			Asbestos			1


			Pontefract 			205L drum			1			On demand			Oil Contaminated Waste			1


			Pontefract 			8 cu yd skip			1			On demand			Wood			1


			Pontefract 			8 cu yd skip			1			On demand			Scrap Metal			1





			Scarborough			1100L euro bin			1			1			General Waste			52


			Scarborough			205L drum			Varies			On demand			Aerosols			1


			Scarborough			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Scarborough			240L wheelie bins			Varies			On demand			Asbestos			1


			Scarborough			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Scarborough			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Scarborough			205L drum			Varies			On demand			Syphon Water >25% Monoethylene Glycol			1


			Scarborough			8 cu yd skip			1			On demand			Scrap Metal			1





			Sheepscar, Leeds			8 cu yd FEL			1			0.33			General Waste			17


			Sheepscar, Leeds			205L drum			Varies			On demand			Aerosols			1


			Sheepscar, Leeds			205L drum			Varies			On demand			Asbestos			1


			Sheepscar, Leeds			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Sheepscar, Leeds			Tanker			Varies			On demand			Interceptor Waste			1





			Thorpe Park, Leeds			5 litre			2			On demand			alkaline, lithium, zinc batteries			1





			Unit 9 Temple Point, Leeds			1100L euro bin			2			2			General			104





			Washington, Wear			8 cu yd FEL			1			1			General Waste			52


			Washington, Wear			1100L euro bin			3			1			Cardboard			156


			Washington, Wear			12 cu yd skip			1			On demand			Green Waste			1


			Washington, Wear			12 cu yd enclosed skip			1			On demand			Mixed Construction Waste			1


			Washington, Wear			drum			2			On demand			Batteries			2


			Washington, Wear			Waste Safe - 800ltr			1			On demand			WEEE			1


			Washington, Wear			Lampsafe			1			On demand			Fluorescent Tubes			1


			Washington, Wear			205L drum			Varies			On demand			Aerosols			1


			Washington, Wear			205L drum			Varies			On demand			Anaerobic Materials (Soil)			1


			Washington, Wear			205L drum			Varies			On demand			Asbestos			1


			Washington, Wear			205L drum			Varies			On demand			Encapsulants (Hazardous)			1


			Washington, Wear			205L drum			Varies			On demand			Foam Kits (Spill Kit)			1


			Washington, Wear			205L drum			Varies			On demand			Oil Contaminated Waste			1


			Washington, Wear			205L drum			Varies			On demand			Odorant Filters			1


			Washington, Wear			205L drum			Varies			On demand			Pigging Waste			1


			Washington, Wear			205L drum			Varies			On demand			Syphon Water >25% Monoethylene Glycol			1


			Washington, Wear			8 cu yd skip			1			On demand			Wood			1


			Washington, Wear			8 cu yd skip			1			On demand			Scrap Metal			1








Appendix iv. Hygiene Matrix


			Appendix iv. Hygiene Matrix


			Site			Qty			Frequency per Annum			Product


			Bradford			1			26			Dust Mat Sapphire 180 x 115 (Sm)


			Bradford			1			12			Eclipse Extra Sanitary Disposal Grey Base Grey Lid


			Bradford			2			8			Airscent Burst White


			Bradford			1			8			Airscent Burst White


			Bradford			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201


			Bradford			1			26			Dust Mat Sapphire 120 x 85 (Sm)





			Burradon			2			12			Dust Mat Mink 150 x 85


			Burradon			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Burradon			3			8			Airscent Burst White


			Burradon			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201





			Cannon Park			2			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Cannon Park			3			8			Airscent Burst White


			Cannon Park			2			12			Dust Mat Sapphire 300 x 85 (Sm)


			Cannon Park			1			12			Dust Mat Mink 150 x 85


			Cannon Park			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201





			Carlisle, Port Rd			5			8			Airscent Burst White


			Carlisle, Port Rd			2			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Carlisle, Port Rd			2			26			Dust Mat Mink 150 x 85


			Carlisle, Port Rd			1			26			Dust Mat Mink 180 x 115





			Clay Flatts			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201





			Elland			4			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Elland			7						Airscent Burst White


			Elland			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201


			Elland			1			26			Dust Mat Mink 120 x 85


			Elland			1			26			Dust Mat Mink 180 x 115





			Felnex, Leeds			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Felnex, Leeds			4			8			Airscent Burst White


			Felnex, Leeds			3			26			Dust Mat Mink 120 x 85


			Felnex, Leeds			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201


			Felnex, Leeds			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid





			Hull			1			4			WR 11L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201


			Hull			1			26			Dust Mat Mink 240 x 85


			Hull			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Hull			2			8			Airscent Burst White





			Low Thornley			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Low Thornley			2			8			Airscent Burst White


			Low Thornley			2			12			Dust Mat Mink 150 x 85


			Low Thornley			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201





			Nether Poppleton, York			1			26			Dust Mat Mink 350 x 115


			Nether Poppleton, York			1			26			Dust Mat Mink 240 x 85


			Nether Poppleton, York			2			8			Airscent Burst White


			Nether Poppleton, York			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Nether Poppleton, York			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201





			Pontefract			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201


			Pontefract			1			26			Dust Mat Mink 240 x 85


			Pontefract			1			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Pontefract			2			12			Airscent Burst White





			Scarborough			1			4			WR 7L Daniels Sharps Orange Lid Cat 1 Av 2kg Non Hazardous 180101 180201





			Unit 9 Temple Point			1			26			Dust Mat Mink 180 x 115


			Unit 9 Temple Point			6			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Unit 9 Temple Point			2			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Unit 9 Temple Point			7			4			AirScent ATOM White


			Unit 9 Temple Point			13			8			Surface Sanitiser II PHS 1=1





			Washington			2			26			Dust Mat Mink 150 x 85


			Washington			5			8			Airscent Burst White


			Washington			2			12			Eclipse Xtra Sanitary Disposal Grey Base Grey Lid


			Washington			1			4			WR 7L daniels sharps orange lid 2av 2kg non hazardous








Appendix v. Cleaning Schedule


			Appendix v. Cleaning Schedule


			No.			Freq			Areas & Activities						Site			Qty of Cleaners			Weekly Hrs per Site





									Office and General Areas						Bradford			1			10


			1			A			Carpet free from dust/debris, edges and corners cleaned						Bradford Cumberland House			1			7.5


			2			A			All waste bins emptied						Burradon			1			10


			3			A			Hard floor surfaces free from surface soiling (sweep and mop)						Cannon Park			1			10


			4			B			Low and medium level dust/damp wipe completed - skirtings, pipes, ledges, fixtures and fittings, etc						Carlisle, Port Rd			1			12.5


			5			A			Dust/damp wipe furniture						Doxford Park			3			40


			6			A			Dust/damp wipe telephones						Elland			1			10


			7			A			Hard floor surfaces free from surface soil and scuff marks						Felnex, Leeds			1			15


			8			B			Dust /damp wipe waste bin, bin liners in place						Hull			1			15


			9			A			Clean door vision panels, furniture and kick plates						Low Thornley			1			6


			10			B			Window sills and edges clear of dust						Nether Poppleton, York			1			10


									Stairs						Pontefract			1			10


			11			B			Floors, metalwork and ledges						Scarborough			1			4


			12			B			Lifts clean - floors, mirrors, etc						Thorpe Park			4			70


									Toilet and Washroom Facilities						Unit 9 Temple Point			2			30


			13			A			Toilets, lids and seats clean						Washington			1			10


			14			A			Urinals clean


			15			A			Washbasins and chromework clean


			16			A			Showers and chromework clean


			17			A			Cisterns, pipework, fixtures and fittings clean


			18			A			Clean partitions and doors.


			19			A			Clean mirrors


			20			A			Clean ceramic tiles


			21			A			Hard floor surfaces free from surface soiling and scuff marks


			22			A			Waste bins emptied, internal and external surfaces clean, bin liners in place


			23			A			Feminine hygiene bins external surfaces damp wiped


			24			A			Consumables items replenished (sufficient stock available)


			25			A			Dispensers clean and in working order.


									Tea Points & Kitchens


			26			A			Sink, taps, pipes clean


			27			A			Floors, work surfaces, bin


			28			A			Clean exterior of fridges, cookers and microwaves


									Circulation Areas


			29			B			Furniture, fixtures and fittings - dust/damp  wipe- seating, skirtings, pipes and ledges, high level, etc


			30			A			Floors and glazing


									Periodics & Deep Cleans


			31						Interior clean of fridges


			32						Tea Towels and Roller Towels


			33						Wall washing


			34						High level cleaning


			35						Clean window blinds.


			36						Upholstery, deep clean.


			37						Cleaning atrium and glass canopies


			38						Carpet deep clean


			 A = Daily   B = Weekly   C = Bi-Weekly   D = Monthly   E = Quarterly   F = Bi-Annual (twice a year)   G = Annual








Appendix vi. KPI's


			Appendix vi. KPI's


			Minimum No of KPI’s – If the supplier would like to suggest additional KPI’s to be added these will be considered. It is expected that these KPI’s will form part of the monthly dashboard.


						KPI			Target


			1			All Statutory Planned Preventative Maintenance tasks are completed by the planned due date. 			100%


			2			All other Planned Preventative Maintenance and other services i.e Pest Control, Window Cleaning etc to be completed by planned due date			98%


			3			Monthly Cleaning audits to be completed at each location, including contracted hours and actual hours. Any failures to be documented and actioned.			98%


			4			Emergency Response: Attendance within 4hrs from initial report. Time to fix 24hrs from first attendance.			100%


			5			Routine Response: Attendance within 48hrs from initial report. Time to fix 24hrs from first attendance.			98%


			6			Quoted Works: Quotes to be received within 10 working days. 			98%


			7			Help Desk Calls to be answered within 20 seconds.			98%


			8			All Waste to be avoided from landfill.			100%


			9			Monthly Waste Report to be completed and include:
Cost of collection and disposal per site, per waste type.
Frequency of collection per site, per waste type.
Quantity of waste collected per site, per waste type.
Destination of waste collected.
Quantity of waste recycled, recovered, landfill.
Fuel consumption associated with collection of NGN waste (only) during the specific month in litres of fuel with fuel type specified.			100%
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Procurement Manager: Harriet Wilkes


Main Stakeholder/s: Mark Squires		


Procurement Route: Full OJEU tender		


	 





Procurement Timetable (subject to change)


			Description of Event


			Date


			Duration





			Publish Contract Notice via TED 


			22/02/2019 – 11/03/2019


			15 days





			Issue PQQ Ariba


			12/03/2019 


			15 days





			Deadline for submission of PQQ 


			26/03/2019


			





			Download PQQ submissions 


			27/03/2019


			1 day





			Evaluation of PQQ submissions


			27/03/2019 – 10/04/2019


			2 weeks





			PQQ Sign off Stage 


			10/04/2019 – 17/04/2019


			1 week 





			Notification to successful/unsuccessful bidders


			17/04/2019


			1 day





			 Issue invitation to tender via Ariba 


			17/04/2019


			4 weeks





			Site Visits (any time in between these dates)


			17/04/2019 – 08/05/2019


			





			Deadline for supplier clarification questions


			09/05/2019


			





			Tender return date


			15/05/2019


			





			Download Returns from Ariba & circulate to stakeholders


			16/05/2019


			1 day 





			Supplier Interviews / Presentations (if required) 


			WC 20/05/2019





			1 week 





			Best and Final Offer


			W/C 27/05/2019


			2 days





			


Evaluations & Contract Clarifications


			27/05/2019 – 10/06/2019


			2 weeks 





			Award Recommendation Form to be completed / approved 


			10/06/2019 – 17/06/2019


			 1 Week





			


Issue Standstill Letters 





			17/06/2019 – 27/06/2019


			10 calendar days 





			


Send formal award letter to the successful bidder





			28/06/2019


			1 day





			


Issue contract to supplier





			28/06/2019


			1 day





			Contract negotiations


			28/06/2019 – 12/07/2019


			2 weeks





			


Contract Sign Off form Approval and NGN Contract Signature 





			15/07/2019 – 29/07/2019


			2 weeks 





			


Send fully signed contract to bidder 





			[bookmark: _GoBack]29/07/2019


			1 day 





			


Publish Contract Award Notice via OJEU





			Within 30 days of award 


			1 day 





			Contract Start Date


			August 2019


			





			Implementation


			August 2019


			TBC














			Notes: 
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Procurement Manager: Harriet Wilkes

Main Stakeholder/s: Mark Squires		

Procurement Route: Full OJEU tender		

	 



Procurement Timetable (subject to change)

		Description of Event

		Date

		Duration



		Publish Contract Notice via TED 

		28/02/2019 – 14/03/2019

		15 days



		Issue PQQ Ariba

		15/03/2019 

		15 days



		Deadline for submission of PQQ 

		01/04/2019

		



		Download PQQ submissions 

		01/04/2019

		1 day



		Evaluation of PQQ submissions

		01/04/2019 – 15/04/2019

		2 weeks



		PQQ Sign off Stage 

		15/04/2019 – 22/04/2019

		1 week 



		Notification to successful/unsuccessful bidders

		22/04/2019

		1 day



		 Issue invitation to tender via Ariba 

		22/04/2019

		4 weeks



		Site Visits (any time in between these dates)

		22/04/2019 – 10/05/2019

		



		Deadline for supplier clarification questions

		13/05/2019

		



		Tender return date

		20/05/2019

		



		Download Returns from Ariba & circulate to stakeholders

		20/05/2019

		1 day 



		

Evaluations & Contract Clarifications

		20/05/2019 – 03/06/2019

		2 weeks 



		Best and Final Offer

		W/C 03/06/2019

		2 days



		Award Recommendation Form to be completed / approved 

		10/06/2019 – 17/06/2019

		 1 Week



		

Issue Standstill Letters 



		17/06/2019 – 27/06/2019

		10 calendar days 



		

Send formal award letter to the successful bidder



		28/06/2019

		1 day



		

Issue contract to supplier



		28/06/2019

		1 day



		Contract negotiations

		28/06/2019 – 12/07/2019

		2 weeks



		

Contract Sign Off form Approval and NGN Contract Signature 



		15/07/2019 – 29/07/2019

		2 weeks 



		

Send fully signed contract to bidder 



		29/07/2019

		1 day 



		

Publish Contract Award Notice via OJEU



		Within 30 days of award 

		1 day 



		Contract Start Date

		August 2019

		



		Implementation

		August 2019

		TBC









		Notes: 

























2



image1.png

Gas Networks







image5.emf
PQQ Scoring


PQQ Scoring




[image: ]



PQQ Scoring Criteria and Weightings for Facilities Management



Suppliers must score 50% in the weighted questions and must pass all pass/fail sections to be successfully carried through to RFP.

		Section Ref

		Criteria

		Weighting



		Section 1 

		Supplier Details 

		Not weighted 



		Section 2

		Mandatory & Discretionary 

		Pass/Fail 



		Section 3 

		Data Protection 

		3.1 Pass/Fail, 3.2 & 3.3 weighted at 10% 



		Section 4

		Commerce Automation 

		Pass / Fail 



		Section 6 

		Supplier Financials / Insurance 

		20% 



		Section 7

		Quality Management 

		20% 



		Section 8

		Responsible Procurement

		30% 



		Section 10

		Health and Safety 

		20% 



		Section 11

		PQQ Specific Questions

		Pass/Fail



		

		100%







	



		Section 1 

		Question

		Sub Criteria 

		Max Score

		Weighting 



		Supplier Details 

		1.1

		Information Only 

		0

		



		Section 2

		Question 

		Sub Criteria 

		Max Score

		Weighting 



		Mandatory Exclusions 

		2.1 (a – f)

		All questions must answer no, responses with yes will be rejected 

		

		Pass / Fail 





		Discretionary Exclusions 

		2.2 (a – h)

		NGN may exclude suppliers from consideration if any of the questions in section 2.2 apply but may decide to allow the application to proceed further. NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise

		

		Pass / Fail 





		Section 3 

		Question

		Sub Criteria 

		Max Score

		Weighting 



		Data Protection 

		3.1

		Suppliers must have a GDPR policy in place to trade with NGN. Any supplier who does not have a policy in place will be rejected from the tender

		

		Pass/Fail 



		Data Protection

		3.2

		Responses will Be assessed by NGNs data protection team and take into account the detail of the information provided about the data journey and the question answered in full.

		10

		50%



		Data Protection

		3.3

		Responses will Be assessed by NGNs data protection team and take into account the detail of the information provided about the how data will be processed by a third party 

		10

		50%



		Section 4

		Question

		Sub Criteria 

		Max Score

		Weighting 



		Commerce Automation

		4.1

		All questions must answer yes, responses with yes will be rejected

		

		Pass/Fail



		Commerce Automation

		4.2

		For information only

		N/A

		N/A



		Section 6

		Question 

		Sub Criteria 

		Max Score 

		Weighting 



		Financial Standing 

		6.1

		Please see Scoring Methodology for Financial Standings below

		10

		100%



		Insurances 

		6.2

		This is a mandatory requirement and suppliers must meet minimum insurance levels.

		

		Pass/Fail



		Section 7

		Question 

		Sub Criteria 

		Max Score 

		Weighting 



		Quality Management 

		7.1

		Please see Scoring Methodology for weighted questions below

		10

		100%



		Section 8

		Question 

		Sub Criteria 

		Max Score 

		Weighting 



		Environment  

		8.1

		Yes will receive max score and no will be zero

		10

		10%



		Environment 

		8.2

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.3

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.4

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.5

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.6

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.7

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.8

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.9

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.10.1

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.10.2

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.10.3

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.10.4

		Yes will receive max score and no will be zero

		10

		5%



		Environment

		8.10.5

		Yes will receive max score and no will be zero

		10

		5%



		Sustainable Procurement

		8.9.1

		Please see Scoring Methodology for weighted questions below

		10

		5%



		Sustainable Procurement

		8.9.2

		Please see Scoring Methodology for weighted questions below

		10

		5%



		Sustainable Procurement

		8.9.3

		Please see Scoring Methodology for weighted questions below

		10

		5%



		Sustainable Procurement

		8.9.4

		Please see Scoring Methodology for weighted questions below

		10

		5%



		Sustainable Procurement

		8.9.5

		Please see Scoring Methodology for weighted questions below

		10

		5%



		Sustainable Procurement

		8.9.6

		NGN may exclude suppliers from consideration if any of the questions in section 2.2 apply but may decide to allow the application to proceed further. NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise

		

		Pass/Fail



		Sustainable Procurement

		8.9.7

		NGN may exclude suppliers from consideration if any of the questions in section 2.2 apply but may decide to allow the application to proceed further. NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise

		

		Pass/Fail



		Sustainable Procurement

		8.9.8

		NGN may exclude suppliers from consideration if any of the questions in section 2.2 apply but may decide to allow the application to proceed further. NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise

		

		Pass/Fail



		Sustainable Procurement

		8.9.9

		NGN may exclude suppliers from consideration if any of the questions in section 2.2 apply but may decide to allow the application to proceed further. NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise

		

		Pass/Fail



		Sustainable Procurement

		8.9.10

		NGN may exclude suppliers from consideration if any of the questions in section 2.2 apply but may decide to allow the application to proceed further. NGN will take into account the information provided in considering whether or not you will be able to proceed any further in respect of this procurement exercise

		

		Pass/Fail



		Section 10

		Question 

		Sub Criteria 

		Max Score 

		Weighting 



		Health & Safety 

		10.1

		Yes will receive max score and no will be zero

		10

		20%



		

		10.2

		Yes will receive max score and no will be zero

		10

		20%



		

		10.3

		Yes will receive max score and no will be zero

		10

		20%



		

		10.4

		Yes will receive max score and no will be zero

		10

		20%



		

		10.5

		Yes will receive max score and no will be zero

		10

		20%



		Section 11

		Question 

		Scoring Criteria 



		Case studies  

		11.1

		Discretionary Pass/Fail

If suppliers can provide 2 detailed case studies of similar contracts that they have worked on, they will Pass. If suppliers are unable to provide 2 case studies, they will Fail. 



		Scope of requirements 

		11.2

		Discretionary Pass/Fail

Suppliers must be able to detail that they can provide all of the services listed within the scope to Pass. If suppliers are unable to evidence this, they will Fail.



		Site visits 

		11.3

		Yes = Pass, No = Fail



		TUPE

		11.4

		Discretionary Pass/Fail

Suppliers must detail that they are able to accommodate TUPE requirements to Pass this question. If suppliers are not able to accommodate TUPE requirements, they will fail this question.



		Location changes

		11.5

		Discretionary Pass/Fail

Suppliers must detail how they can accommodate for changes such as location changes to Pass this question. If Suppliers are unable to demonstrate this level of flexibility, they will Fail this question.



		Account Manager

		11.6

		Yes = Pass, No = Fail



		Monthly meetings 

		11.7

		Yes = Pass, No = Fail



		Certification and accreditations

		11.8

		Discretionary Pass/Fail

Suppliers must be able to provide evidence that they have all of the listed certification and accreditations to Pass this question. If Suppliers do not have all listed certification and accreditation, they will Fail this question. 



		Test certificates

		11.9

		Yes = Pass, No = Fail



		Monthly MI

		11.10

		Discretionary Pass/Fail

If suppliers can evidence that they can provide MI including KPI Performance, costs, scheduled maintenance and helpdesk calls statistics, they will pass this question. If Suppliers are unable to provide an example of this MI, they will Fail this question



		QIS System

		11.11

		Discretionary Pass/Fail

Suppliers who are able to provide an example of their customer log-in portal will pass this question. If suppliers are unable to provide details of their QIS System, they will Fail this question. 



		KPIs

		11.12

		Yes = Pass, No = Fail



		Waste to landfill objective

		11.13

		Yes = Pass, No = Fail



		Waste disposal

		11.14

		Yes = Pass, No = Fail
















Scoring Methodology for weighted questions

		Points

		Interpretation



		9 - 10

		Excellent – Overall the response demonstrates that the bidder exceeds all areas of the requirement and provides all of the areas evidence requested in the level of detail requested. This, therefore, is a detailed excellent response that meets all aspects of the requirement leaving no ambiguity as to whether the bidder can meet the requirement. 



		6 - 8

		Good - Overall the response demonstrates that the bidder meets all areas of the requirement and provides all of the areas of evidence requested, but contains some trivial omissions in relation to the level of detail requested in terms of either the response or the evidence. This, therefore, is a good response that meets all aspects of the requirement with only a trivial level ambiguity due the bidder’s failure to provide all information at the level of detail requested. 



		3 - 5

		Adequate - Overall the response demonstrates that the bidder meets all areas of the requirement, but not all of the areas of evidence requested have been provided. This, therefore, is an adequate response, but with some limited ambiguity as to whether the bidder can meet the requirement due to the bidder’s failure to provide all of the evidence requested.



		1 - 2

		Poor – The response does not demonstrate that the bidder meets the requirement in one or more areas. This, therefore, is a poor response with significant ambiguity as to whether the bidder can meet the requirement due to the failure by the bidder to show that it meets one or more areas of the requirement.



		0 

		Unacceptable - The response is non-compliant with the requirements of the ITT and/or no response has been provided. 












		

		

		Check It (ICC)

		Dunn & Bradstreet

		Equifax

		Experian

		Graydons



		Assessment Score

		Risk Rating

		Credit Score Report

		Comprehensive Report

		

		Bronze, silver or Gold report

		Level 1, 2 or 3 level report



		100

		Minimal

		95-100

		5A1

		A+

		95-100

		1A



		90

		Minimal

		90-94

		5A2/4A1

		A/A-

		90-94

		1B/2A



		80

		Minimal

		80-89

		5A3/4A2/3A1

		B+

		80-89

		1C/2B/3A



		70

		Low

		70-79

		4A3/3A2/2A1

		B/B-

		70-79

		2C/3B/4A



		60

		Low

		60-69

		3A3/2A2/1A1

		C+

		60-69

		3C/4B/5A



		50

		Low

		50-59

		2A3/1A2/A1

		C/C-

		50-59

		4C/5B/5A



		40

		Average

		40-49

		1A3/A2/B1

		D+

		40-49

		5C/6B/7A



		30

		Average

		30-39

		A3/B2/C1

		D/D-

		30-39

		6C/7B/8A



		20

		High

		20-29

		B3/C2/D1

		E+

		20-29

		8B



		10

		High

		10-19

		C3/D2/E1

		E/E-

		10-19

		8C



		0

		High

		Below 10

		Below E1

		Below E-

		Below 10

		Below 8C





Scoring Methodology for Financial Standing
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