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SECTION 1: PURPOSE OF THIS DOCUMENT

1. This document forms the invitation to Tender to award a contract for a two-year period, with two options to extend by 12 months each, to provide Keyholding and Security Services at Qualifications Wales. It provides information to an organisation (the ‘Bidder’) wishing to submit an offer to supply the goods or services for the contract.

2. You are advised to read this document, the instructions on Sell2Wales and all other documents uploaded to Sell2Wales before completing your response.




















SECTION 2: CONDITIONS OF TENDER
2.1 Bidders are invited to submit bids which must be based on the Contract Specification Section 6 and meet all of our requirements.

2.2 We may clarify elements of any Bidders’ submissions, provided this does not involve changes to the basic features of the tender. We will not enter into any negotiation with individual Bidders of any material feature or key contract term post-submission as this may result in a distortion of competition. 

2.3 Following the submission of the bids, we will undertake an evaluation process to identify the Bidder (the ‘Successful Bidder’) that provides the most economically advantageous tender to which we intend to award the contract. Full details of the evaluation process are contained within Section 5 of this document

2.4 We will inform the Successful Bidder and other Bidders of the outcome.

2.5 Following notification of the selection of the Successful Bidder, we may clarify aspects of the tender submission provided by the Successful Bidder provided that there are no substantial changes to the final bid and that this does not risk distorting competition or causing discrimination.

2.6 Once we have reached a decision in respect of contract award, we will notify all Bidders of that decision and provide a voluntary standstill period of eight working days before entering into a contract with the Successful Bidder.

2.7  We plan to complete the procurement process in line with the timetable set out in Section 4. This timetable has been carefully considered to ensure an appropriate balance between a) ensuring that the planned contract commencement date is achieved b) allowing sufficient time for Bidders to develop their response to the invitation to tender and c) ensuring the process is subject to appropriate internal governance. However, we reserve the right to amend the timings as necessary. We will notify Bidders of any amendments to the timetable via the message facility on Sell2Wales.

2.8 Proposals put forward by one Bidder will not be disclosed to others and all submissions will be treated confidentially. 

2.9 We shall retain unsuccessful tender submissions including any personal information for the period stated in our privacy notice. Should you be successful in your tender, we will retain your submission including any personal information for the length of our contract with you and thereafter according to our retention schedule.  
2.10 It is imperative that Bidders are clear in every response given the extent to which it is commercially sensitive and / or confidential using the Freedom of Information Pro Forma provided Section 9. 

2.11 Subject to the exceptions referred to in paragraphs 2.12 to 2.15 any information relating to this invitation to tender bid is being made available on the condition that: 

· Bidders shall at all times treat the information as confidential;
· Bidders shall not (or allow anyone else to) disclose, copy, reproduce, distribute or pass the information to any other person at any time;
· Bidders shall not use the information for any purpose other than for the purpose of responding to (or deciding to respond to) this invitation to submit a final bid; and
· Bidders shall comply with the provisions of paragraph 2.17 and 2.18 regarding publicity activity.

2.12 Bidders may disclose, distribute, or pass information relating to this invitation to tender to another party (including but not limited to, for example, legal advisers, the Bidder’s insurers, consortium members / sub-contractors) if either:
· this is done for the sole purpose of enabling a bid to be submitted and the person receiving the information undertakes in writing to keep the information confidential on the same terms; or
·  the Bidder obtains the prior written consent of Qualifications Wales in relation to such disclosure, distribution or passing of information related to this invitation to tender.

2.13 We may disclose detailed information relating to the tender to our Board Members, executive team, employees, agents, advisers and auditors. We may make key contract documents available for private inspection by our Board Members, executive team, employees, agents, advisers or auditors.
 
2.14 In accordance with the obligations placed on public bodies by the Freedom of Information Act (FOIA) and / or Environmental Information Regulations (EIR), all information submitted to Qualifications Wales may be disclosed by us in response to a request made pursuant to the FOIA or EIR. 

2.15 Bidders must carefully consider the use of phrases such as ‘in confidence’ or commercially sensitive’ when submitting their tender since they will not necessarily protect the tender or parts of the tender from disclosure. In respect of any information submitted by Bidders which they consider to be commercially sensitive, Bidders should:

· Clearly identify such information as commercially sensitive and the consequences of disclosure; and
· Detail the envisaged timeframe during which such information will remain commercially sensitive
The Freedom of Information Pro Forma (Section 9) of the invitation to submit a tender should be used to identify any areas of the bid that you consider are confidential and / or commercially sensitive. 

2.16 We are required to comply with the provisions of the FOIA and / or EIR and will normally seeks comments from any party whose information is subject to a request under the FOIA and / or EIR. Even where information is identified as confidential and / or commercially sensitive, we may be required to disclose such information in accordance with the FOIA and EIR if a request is received. Receipt of bids marked in whole or in part as ‘confidential’ and / or ‘commercially sensitive’ should not be taken to mean that Qualifications Wales accepts any duty of confidence by virtue of the marking. 

2.17 Bidders shall not undertake (or permit to be undertaken) at any time, whether at this stage or after any contract award, any publicity activity with any section of the media in relation to this commissioning process other than with the prior written agreement of Qualification Wales.

2.18 Such agreement shall extend to the content of any publicity. In this section Publicity, ‘media’ includes (but without limitation) radio, television, newspapers, trade and specialist press, the internet, social media and email accessible by the public at large and the representatives of such media. 

2.19 Any Bidder who, in connection with this process:
· offers any inducement, fee or reward to any Board Member or employee of Qualifications Wales or any person acting as an adviser for us in connection with this procurement process; or
· does anything which would constitute a breach of the Bribery Act 2010; or
· canvasses any of the persons referred to above in connection with this process; or
· contacts any employee of Qualifications Wales prior to the contract being awarded about any aspect of the procurement process in a manner not permitted by this invitation to tender,
may be disqualified (without prejudice to any other civil remedies available to Qualifications Wales and without prejudice to any criminal liability which such conduct by a Bidder may attract). 
2.20 Any Bidder which, in connection with this procurement process:
· fixes or adjusts the final bid by or in accordance with any agreement or arrangement with any other Bidder (other than when working within a consortium); or
· enters into any agreement or arrangement with any other Bidder that it shall refrain from submitting a bid or as to the amount of any bid to be submitted; or
· causes or induces any person to enter such agreement or to inform the Bidder of the amount or approximate amount of any rival final bid; or
· offers or agrees to pay or give or does pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other final bid or proposed final bid for this procurement process any act or omission; or
· communicates to any person other than Qualifications Wales the amount or approximate amount of his proposed bid except where such disclosure is made in confidence in order to obtain quotations necessary for the preparation of the bid,
may be disqualified (without prejudice to any other civil remedies available to Qualifications Wales and without prejudice to any criminal liability which such conduct by a Bidder may attract).
2.22  The issue of this invitation to tender no way commits Qualifications Wales to award any contract pursuant to this procurement process.

2.23  Qualifications Wales is not bound to accept the lowest or any bid and reserves the right to accept any bid either in whole or in part or parts. 

2.24  Nothing in this invitation to submit a tender shall oblige Qualifications Wales to award a contract. In this event Qualifications Wales will be under no liability with regards to costs incurred by Bidders in the preparation of responses to this tender.

2.25   We reserve the right, subject to relevant legislation, at any time to reject any bids and / or Bidders. 

2.26  We reserve the right to disqualify any Bidder who makes material changes to, or in our opinion, a material change takes place in respect of, any aspect of its bid (unless substantial justification can be provided to our satisfaction or the material change has been requested by Qualifications Wales). 

2.27  You are not entitled to claim from us any costs or expenses which you may incur in the preparation of your submission.






SECTION 3: INSTRUCTIONS TO BIDDERS

3.1 Applicants must provide their response to the invitation to submit a tender in Sell2Wales and upload all requested documents by 10am Monday 11 May 2026. 

3.2 You should ensure that you provide all of the information requested in the specified format. A Response template has been provided as an additional document in Sell2Wales.

3.3 Your response to a particular question should be contained in that question’s answer box. We will only consider responses provided against each question and will not look for extra information in another question’s answer box when evaluating responses.

3.4 If any information is supplied in response to individual questions that has not been requested, we will ignore it during the evaluation process. 

3.5 We reserve the right to modify, amend or provide further clarification regarding the invitation to tender at any time prior to the deadline for completion. We will notify you of this as a message via Sell2Wales. 

3.6 Any requests for clarification regarding the invitation to tender must be made via the message facility in Sell2Wales. Requests for clarification must be sent no later than 3pm  Friday 1 May to allow for sufficient time for a response to be given prior to the closing date for submission of the invitation to tender. 

3.7 If you require a site visit to inspect the office prior to submitting a tender, please contact reception@qualificationswales.org 
Site visits if required, will be available week beginning 27 April.

3.8 When submitting a question or request for clarification of further information, Bidders should clearly indicate which (if any) part of their question they view as commercially confidential to them and applicable only to the Bidder submitting the question.

3.9 Where such a request has been made, the reply will be provided to all Bidders via Sell2Wales although anonymity will be preserved.

3.10 If we consider that in the interests of open and fair competition, we are unable to respond to the question or request for clarification or further information on a confidential basis, we will inform the Bidder that has submitted it. The Bidder must thereafter respond within 24 hours via Sell2Wales to indicate that either the query will be withdrawn or that they are content for it to be treated as non-confidential. We will deem that the question or request for clarification to further information is withdrawn if we are not contacted within 3 working days. 

3.11 You should only contact us using the message facility on Sell2Wales. This is to ensure that we maintain the integrity and robustness of the procurement process and guarantee that answers given are consistent. 

3.12 You must not contact any member of Qualifications Wales’ staff to obtain any additional information about this tender. You may contact us to discuss ‘business as usual’ matters but you must not discuss this tender.

3.13 We will make every effort to respond to any query within three working days of receipt on the online message facility. This timeline may be extended where more complex queries are submitted. 

3.14 Please refer to the message facility on Sell2Wales for any additional information we may post about this procurement or to view answers to any clarification questions that may have been submitted.

3.15 We are unable to access any submission until after the closing time and date has passed. We cannot see anything that Bidders have partially or fully submitted until this time.

3.16 We actively encourage you to respond to the invitation to tender as early as possible to ensure you meet the deadline. 

3.17 If at any time you experience technical difficulties or require technical assistance, you should contact the Sell2wales helpdesk on 0800 222 9004 or use the ‘Contact us’ form.

3.18 The Successful bidder will be required to :
· register as a supplier on both Find a Tender to obtain a unique Public Procurement Organisation Number(PPON), and
· register as a supplier on Sell2Wales 
· complete and return a New Supplier form providing contact and bank details (required for payment)
Links and instructions to these will be provided.








SECTION 4: TIMETABLE
We reserve the right to amend the timings as necessary. We will notify Bidders of any amendments to the timetable via the message facility on Sell2Wales.
	Activity
	Date(s)

	Issue Invitation to Tender
	Thurs 16  April

	Attend site visits if requested
	Wk begin 27 April

	Closing date for clarification requests
	15:00 Fri 1 May

	Closing date /time for tender submission

	10:00 Mon 11 May

	Evaluation of bids
	11-28 May

	Issue intention to award letters
	Fri 29 May

	Standstill period ends midnight:
	Weds 10 June

	Implementation meetings on site
	Mid June tbc

	Contract commences
	18 July











 SECTION 5: EVALUATION MODEL
5.1 The value of this contract for Keyholding and Security services is below the threshold set by the UK Public Contract Regulations  however we intend to follow the principles of the Regulations and operate a fair, transparent and non-discriminatory approach in our evaluation of Bidders.

5.2 This includes us stating up front the criteria we will use to evaluate tender submissions The criteria against which the responses to the invitation to tender will be evaluated are as follows:

5.3 Quality 60%  Price 40%.

5.4 There are some essential qualifying questions, if you unable to confirm a positive response to questions, your response may be disallowed and will not be scored. 

	Essential qualifying criteria  (not scored)


	Real Living Wage:  
Confirm whether you are already committed to paying the Real Living Wage to all staff employed on this contract.

	Right to Work Checks :
Detail the process used to verify staff right to work in the UK where this is not covered by SIA licensing requirements.

	SIA Approved Contractor Scheme (ACS) Membership:
Confirm that your business, or any proposed sub‑contractor, is a member of the Security Industry Authority (SIA) Approved Contractor Scheme. Provide relevant ACS registration details.


5.5 

	[bookmark: OLE_LINK2]Scored Quality Criterion

	Criterion 1: Account Management 15%

	Please describe how you propose to manage our contract include details and processes of:
Company and Management Structure
· Provide details of the organisational structure that will support the contract, including key roles and responsibilities.
Management Availability
· Confirm management availability during normal working hours and the arrangements in place for out‑of‑hours support and escalation.
SIA Licensing Compliance
· Describe the processes used to ensure that all proposed security personnel hold the appropriate and valid SIA (Security Industry Authority) licences for their roles.
Service Management and Reporting Systems
· Describe the systems used to log and manage the service provided (e.g. electronic reporting systems or online portals).
· Confirm whether the client will have access to any online portal.
· Confirm your ability to provide detailed reports, including incident logs, evidence of achieved opening and closing times, alarm activations, and call‑outs.


	Criterion 2: Service Quality (capability to perform the contract) 45%


	Resourcing, Resilience and Service Continuity
Please describe how you will ensure the availability of appropriately skilled, trained, and vetted resources to deliver the required services throughout the contract term. Your response should include details of the arrangements in place to provide resilient cover for the following service requirements:

Building Lock‑Ups
· Monday to Friday, excluding Bank Holidays
Ad‑Hoc Weekend Working
· Where required by the Authority (for example, to support contractor activity on site)
· Weekend services will be limited and advance notice will be provided where practicable
Nightly Patrols
· Where required by the Authority
Absence Management and Contingency Planning
· Arrangements to manage both planned and unplanned staff absences, including (but not limited to) annual leave, parental leave, sickness, recruitment shortfalls, and other staff unavailability
· How service continuity will be maintained given requirements for staff training, SIA licensing, and security clearance
· Reference should be made to the staffing structure provided in response to Question 1.
· Confirm how the required 20‑minute alarm response time will be consistently achieved under all circumstances

Fleet Resilience and Operational Coverage
Vehicle Base Locations
· Confirm the location of response and patrol vehicles relative to the site(s) covered under this contract
Vehicle Breakdown and Business Continuity Arrangements
· Describe the contingency measures in place in the event of vehicle breakdown, unavailability, or other fleet‑related disruption

Local Capacity and Operational Resilience
·  Provide details of any other sites within the local or surrounding area where you currently deliver similar services
· Confirm the number of operatives already deployed locally (ie Within an average 20 minute response time)
This information should be provided as evidence of your capacity, resilience, and ability to support this contract effectively

	Criterion 3:  Flexibility in delivering the Service 25%


	Flexibility, Experience and Incident Response Capability
Please provide details of the following:

Service Flexibility
· Evidence your ability to deliver a flexible service model.
· Provide a specific example where service delivery hours or shift patterns were adjusted quickly in response to changing requirements, or amendments to operational hours.

Relevant Experience and References
· Provide an example of a contract delivered at a site of similar size and complexity.
· Include suitable references where available.

Additional Security Measures and Incident Response
· Explain how you would implement enhanced security measures following a security breach or intruder incident. This may include increased patrol frequency, deployment of an on‑site security guard, and/or temporary changes to service hours, including weekend working where required.
· Describe how such measures would be mobilised, managed, and communicated.



	Criterion 4:  Health and Safety 10%


	Please explain how you will manage health and safety requirements for the Authority’s site. Your response should include details of the following:

Site Induction Process
· Describe the proposed site induction process for all personnel attending site.
· Confirm how inductions will be recorded and monitored to ensure compliance.

Risk Assessments and Method Statements (RAMS)
· Provide examples of relevant risk assessments and method statements applicable to the services being delivered.
· Describe the procedures in place for the preparation, review, and approval of RAMS for both in‑house staff and any sub‑contractors.
· Explain how you will ensure that RAMS are completed and approved prior to attendance on site.
· Confirm where RAMS and associated records will be logged and whether these will be accessible to the client for review.

Lone Working and Driving for Work
· Describe your arrangements for managing lone working and driving for work.
· This should include any buddying systems, welfare check‑in or check‑out processes, rest period arrangements, and escalation procedures to ensure staff safety and support.

Safety Control Measures
· Confirm the safety control measures in place to protect employees, such as (but not limited to body‑worn cameras, vehicle tracking systems, real‑time monitoring or geofencing
· Explain how these measures are used to actively manage risk and respond to incidents.


	Criterion 5:  Socially Responsible Procurement 5%


	Please explain how your organisation commits to the following requirements:

Fleet Details
Provide a description of your current vehicle fleet, including: 
· Vehicle types and numbers
· Age and general condition of vehicles
· Vehicle propulsion types (e.g. electric, hybrid, diesel)
· Maintenance and vehicle inspection schedules

Environmental Sustainability and Emissions Reduction
· Describe the measures your organisation is taking to reduce environmental impact and move towards lower emissions. This may include, but is not limited to: 
· Low‑emission or electric vehicles
· Fuel efficiency initiatives
· Energy efficiency measures within offices and control rooms
· Waste reduction and recycling practices
· Where available, please provide supporting figures, data, or benchmarks to evidence progress or commitments.




5.6  Bidders must achieve a minimum score of 3 for each quality criterion to remain in the process. Each quality  criterion will be scored out of 5 as per the scoring model below.  





5.7 Scoring Models
5.5.1 Quality
	Capability
	Evidence Provided
	Score
	Remark

	Bidder is likely to be able to meet the needs of the Organisation.
	Evidence of relevant ability, understanding, experience, skills, resource, and quality measures required to provide the services relative to the contract is consistent, comprehensive, compelling, directly relevant to the requirement in all respects and highly credible 
	5
	High Confidence

	
	Evidence of relevant ability, understanding, experience, skills, resource, and quality measures required to provide the services relative to the contract is sufficient (in qualitative terms), convincing, and credible.
	4
	Confidence

	Small risk that Bidder will not be able to meet the needs of the Organisation.
	Evidence of relevant ability, understanding, experience, skills, resource, and quality measures required to provide the services relative to the contract has minor gaps, or to a small extent is unconvincing, lacks credibility or irrelevant to the contract.
	3
	Minor Concerns

	Moderate risk that the Bidder will not be able to meet the needs of the Organisation
	Evidence of relevant ability, understanding, experience, skills, resource, and quality measures required to provide the services relative to the contract has moderate gaps, is unconvincing.
	2
	Moderate Concerns

	Significant risk that the Bidder will not be able to meet the needs of the Organisation.
	Evidence of relevant ability, understanding, experience, skills, resource, and quality measures required to provide the services relative to the contract has major gaps, is unconvincing in many respects, lacks credibility, or irrelevant to the contract.
	1
	Major Concerns

	Bidder will not be able to meet the needs of the Organisation.
	No evidence or misleading evidence.
	0
	Not acceptable









5.5.2 Price
The pricing element will be scored as follows:  

Annual cost (255 working days) + one planned attendance + one unplanned attendance to give evaluation cost.
Lowest bid                        x 40 
Bid being evaluated
 


SECTION 6: CONTRACT SPECIFICATION
[bookmark: _Hlk486425797]
6.1 Introduction
6.2 Scope of the Service
6.2.1 Opening and Closing
6.2.2 Intruder Alarm Monitoring
6.2.3 Incident Response
6.2.4  Planned Additional Cover
6.2.5  Un-Planned Additional Cover
6.3 Health and Safety
6.4 Risk Assessments
6.5 Prevention of Harassment
6.6 Environmental Management
6.7 Performance Management
6.7.1 Performance Reporting
6.7.2 Key Performance Indicators
6.8 Payment and Invoicing
Annex A – Lock Down and Opening up Checklist

6.1 Introduction
This document (the ‘Specification’) outlines the Services that the Contractor shall make available to Qualifications Wales (QW).
QW occupy the ground floor within Q2 Building, a leased building in Imperial Park, Newport. 
QW occupies 11,329ft² within the Q2 Building. The building is a landlord owned building and therefore QW are not responsible for any communal or external areas of the building. However, QW have retained the management of the security and keyholding despite there being another organisation now occupying the space upstairs and sharing our communal entrance foyer. The QW office space was newly fitted out in 2015, and the number of staff that can be accommodated on desks at any one time is 53, our total number of staff is currently 111, 9 of these are dedicated homeworkers.  that regularly use the office is . QW also has ad hoc external visitors from a range of stakeholders.  
QW has a Senior Facilities Manager that  sits within the Corporate Resources Directorate. The Senior Facilities Manager will be the lead contact on this contract for QW and is responsible for managing all facilities outsourced contractors
The Contractor will nominate an appropriately qualified and experienced Account Manager who will provide regular contact with the QW representative.  The Account Manager will have overall responsibility for the management and performance of the contract on the Contractor's behalf. 
 
6.2 Scope of the Service
The Contractor will hold two sets of keys for the building and be required to provide the following services.
· Opening and Closing
· Intruder Alarm Monitoring
· Incident Response
· Planned Additional Cover
· Unplanned Additional Cover
The Contractor will provide a single contact number and email address to report issues.  This telephone number and email address will be monitored and answered 24/7, 365 days per year, by competent staff. 
Attendance is required at site within 20 minutes the Contractor must have local staff able to respond to this time frame at all times.
Sub-contractors company should be SIA Approved Contractor and the persons carrying out the service must be SIA Key-holding Licenced and names provided to QW. 
The Contractor must operate a contingency plan to prevent any service failures and communicate any delays in providing any service immediately to the Senior Facilities Manager.
Qualifications Wales is a Real Living Wage accredited employer and as such requires all its contractors to pay the Real Living wage to its employees and subcontractors working on this contract.
Qualifications Wales is committed to carbon footprint reduction and as such asks its contractors to minimise their carbon impact in the delivery of this contract. 
  
6.2.1 Opening and Closing
Q2 building is to be opened at 7am Monday to Friday excluding bank holidays (and Christmas shut down period).
The building is to be locked up at 7pm Monday to Friday excluding bank holidays (and Christmas shutdown period).
A full set of Instructions will be provided on the processes for opening and locking up Annex A.
Any issues noted when opening or closing must be reported to the Senior Facilities Manager immediately.

6.2.2 Intruder Alarm Monitoring
A suitable system must be in place to remotely monitor the intruder alarm and provide alerts to the keyholders if this is activated when set.
The intruder alarm system is maintained under a separate QW contract.
The fire alarm is maintained and monitored by the Landlord and is excluded from this specification.
6.2.3 Incident Response 
The Contractor will be the first point of contact to attend the site in the event of a Fire, Intruder or Server room alarm activation out of hours.
On receipt of an alarm activation the keyholder will be contacted to attend the site by the alarm monitoring company or Senior Facilities Manager.
The key holder must attend the site within 20 minutes of receiving the call.
The actions required at site will be affected by the reason for the call out, examples of foreseeable incidents and the response required are described below.
In the event of a Fire Alarm activation
Attend site
If Incident has occurred
· Liaise with emergency services on site 
· Alarm may be triggered by a maintenance issue such as a leak.
· If possible take action to prevent further damage for example isolate water supply, guidance will be provided.
· If the incident can be dealt with by security officer they should resolve the issue, reset alarms and secure building.
· If the incident can’t be dealt with by security officer, they should
report incident to Senior Facilities Manager, who will arrange appropriate maintenance, provide regular updates and handover. 
· The officer should remain on site until any repairs necessary are completed.
· Provide written report to Senior Facilities Manager by next working day.

If all clear
· Landlords keyholder will reset Fire Alarm
· Secure QW Area
· Provide written report to Senior Facilities Manager by next working day.

In the event of an Intruder Alarm activation
Attend site carry out a full site patrol

If Incident has occurred
Report incident to Police if necessary
· Alarm may be triggered by a maintenance issue such as a leak.
· If possible take action to prevent further damage for example isolate water supply, guidance will be provided.
· If the incident can be dealt with by security officer they should resolve the issue, reset alarms and secure building.
· If the incident can’t be dealt with by security officer, they should
· Report incident to Senior Facilities Manager, who will arrange appropriate maintenance, provide regular updates and handover. 
· The office should remain on site until any repairs necessary are completed
· 
· Provide handover to Senior Facilities Manager
· Provide written report to Senior Facilities Manager by next working day.

If all clear
· Reset alarm secure building
· Provides written report to Senior Facilities Manager by next working day.

6.2.4 Planned Additional Cover
QW may require the Contractor to provide cover for planned events such as out of hours working by staff or contractors.
The building would need to be opened and closed and where necessary contractors supervised whilst on site.
QW would provide a minimum of 24 hours’ notice of any additional planned cover.
6.2.5 Unplanned Additional Cover
QW may request attendance to open or close the building at short notice for example if the building is closed early due to snow or staff or contractors continue working out of hours.
In the event of an incident the Contractor will be contacted to attend the site by the Senior Facilities Manager.
The Contractor must attend the site within 20 minutes of receiving the call.

6.3 [bookmark: _Toc318126337] Health and Safety Management
The Contractor will comply with all QW rules regarding health and safety, including completing a site induction and complying with signing in procedures, together with all applicable statutory rules and regulations regarding these matters.  
· The Contractor will notify QW as soon as practicable of any health and safety hazard. 
· The Contractor will participate as required with QW emergency evacuation drills. 
· The Contractor will provide a single contact point for all Health and Safety Issues.
· The Contractor will provide a Health and Safety Report as part of Performance Management information including performance and any matters outstanding.
The Contractor will ensure that any equipment or protective clothing are used correctly.
QW may carry out active monitoring on the Contractor’s staff at any time, this will include adherence with the safe systems of work and risk assessments provided.
 6.4   Risk Assessments 
The Contractor will provide risk assessments for the entire planning and undertaking of all services.
The Contractor will be responsible for risk assessments as necessary for their own areas of work. The Contractor shall ensure that QW has access to these documents as required. 
The Contractor will provide, review and at least annually update safe systems of work and risk assessments for all services. 
The Contractor’s Health & Safety Manager shall sign off all initial Risk
Assessments and shall be responsible for the annual review and signatory of
annual reviews for each Risk Assessment.

6.5  Prevention of Harassment
 The Contractor shall take all reasonable and proactive steps to prevent harassment, bullying, discrimination, and any other inappropriate behaviour in the workplace or in connection with the Services. The Contractor shall ensure that its employees, agents, and subcontractors are aware of and comply with applicable legislation and the Organisation’s policies, conduct themselves professionally at all times, and treat others with dignity and respect. Any allegations of harassment involving the Contractor’s personnel shall be addressed promptly and appropriately by the Contractor, and the Organisation shall be informed without undue delay.

6.6 Environmental Management  
The Contractor will take account of and comply with the QW environmental policy and all current and any future environmental legislation.

6.7 Performance Management 
The Account Manager and QW representative will hold Operational Meetings on a monthly basis to review the performance and effectiveness of the services.

The Contractor will where necessary ensure that any Sub Contractor representative attends the Operational Meetings. 

6.7.1 Performance Reporting
The Contractor will provide QW with Quarterly reports or access to a real-time portal, at its own cost.  
This will allow QW to review and measure performance. 

The Contractor and QW will agree the information required by the report/portal, but will typically contain the following:

· An overview of the Contractor’s service performance.
· Reports on all incidents attended, these must also be issued to the Senior Facilities manager the day after an incident.
· Reports on any observations when carrying out Opening and Closing service.
· Any health, safety and environment breaches and recordable accidents, incidents and near misses relating to the delivery of the services.

The contractor will meet QW for contract reviews to discuss:
· Service delivery proposals and contractual issues if any changes have occurred. 
· Details of training undertaken.
· Invoicing accuracy and issues.

QW retain the right to terminate this agreement if there is a failure to deliver any of the services required as detailed in Annex A.

6.7.2 Key Performance Indicators

[bookmark: _Toc318126331]QW will agree KPI’s with the Contractor during the mobilisation period these will include but are not restricted to.

· Opening and Closing service completed on time and to schedule
· All opening and closing issues reported correctly to QW
· 20 Minute response time met for all Unplanned Additional Work and Incident Response call outs.
· All Incident reports received on time.
· Monthly reports received
· Invoicing Accurate

6.8 Payment and Invoicing

Invoices will be submitted by the Contractor monthly for the services provided in the previous month.

Invoices must show:

· QW Purchase Order number
· Description of product / service supplied
· Charging Quantity
· VAT
· Total charge including VAT
Full discount rates shall be clearly shown on all invoices.
Credit notes must be issued within five working days of an agreed return.
  


Annex A
Lock Down and Opening Up Checklist
The building must be locked at 7pm Monday – Friday, excluding Bank Holidays 
	Lockdown 
	

	Check everyone has left the building.
There will be two cleaners on site daily, 5-7pm. 
	

	Check double fire exit doors in open plan area are secured.
	

	Check back fire exit in kitchen is secured.
	

	Check external fire exit door opposite meeting room 1, leading from communal stairwell is secure.
	

	Lock thumb turn on internal door leading to communal stairwell.
	

	Activate the intruder alarm with fob provided and set using external button.
	

	Lock the internal wooden entrance door into the QW area.
	

	Turn the automatic door key from ‘auto’ to ‘off’.  (see diagram below)
	

	Anchor the first door before locking both locks. (see photo)
	


 
The building must be open by 7am Monday – Friday excluding Bank Holidays
	Opening Up 
	

	Open both locks and take the anchor clips off the door. (see photo)
	

	Turn the automatic door key from ‘off’ to auto.
	

	Open the internal wooden entrance door into the QW area.
	

	Disable the intruder alarm with fob provided.
	

	Check back fire exit in kitchen is secured.
	

	Open thumb turn on internal door leading to communal stairwell.
	

	Ensure the internal wooden entrance door into the QW area is covered with access control before leaving site – if not contact Senior Facilities Manager immediately.
	

	Advise the Senior Facilities Manager immediately if any issues with Car Park Barrier
	










	 During Opening – Release Anchors before turning key from Off to Auto
During Lockdown – Turn key from Auto to Off before anchoring the door
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Door anchors must be used to secure door in place before locking.
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Qualifications Wales regulates awarding bodies offering general and vocational qualifications in Wales. Our aim is to ensure the efficient delivery of our services with due regard to the principle of improving energy efficiency and promoting sustainable development.

Our day-to-day operations have an impact on the environment, arising mainly through the consumption of resources (energy, water and paper), travel and the generation of waste. · Minimise the use of natural resources in the delivery of our services, specifically energy, water and paper.
· Minimise waste (reduce, reuse and recycle) and prevent pollution.
· Reduce unnecessary travel; and promote responsible and sustainable travel in the performance of our duties.
· Comply with all relevant environmental regulations, standards and other codes of practice. 
· Monitor and report annual environmental performance.
· Dedicate appropriate time and resource to set environmental objectives and targets. improve energy efficiency.

Qualifications Wales commits to:

· Ensure the efficient use of our building.
· Develop a culture of environmental responsibility amongst our staff, Suppliers, suppliers and visitors to our building ensuring that they fully understand the contribution they can make to improve environmental performance.
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· Monitor and improve Qualifications Wales environmental performance through benchmarking against similar organisations and implementing recognised best practice.
· Commit to sustainable development through improving environmental performance to achieve the goals outlined in The Well-being of Future Generations Act 2015.
· Require our suppliers and Suppliers to ensure, where appropriate, that goods and services procured support our environmental policy
· Implement an Environmental Management system.


This policy statement applies to Qualifications Wales and will be reviewed annually. This statement will be made available to all staff of Qualifications Wales through SharePoint, and any other interested parties through our website.  
Philip Blaker
Chief Executive, Qualification Wales

SECTION 7: TERMS AND CONDITIONS OF CONTRACT

The terms and conditions of contract that will apply are:
Terms and Conditions of Contract for Goods and Services 2021
These have been uploaded as a separate document on Sell2Wales.

The following document templates are to be used to prepare your submission and have been uploaded separately on Sell2Wales 

SECTION 8: FORM OF TENDER
The Form of Tender is signed by the Bidder to confirm that it understands the tender and accepts the Terms and Conditions of Contract and other requirements relating to its participation in the procurement exercise. 
SECTION 9: FREEDOM OF INFORMATION PRO FORMA
SECTION 10: RESPONSE TEMPLATE
SECTION 11: PRICING SCHEDULE
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