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Glossary of Terms

	‘Down Stream Access (DSA)’ 

	a mail item that has been collected and distributed by a supplier, but is handed over to Royal Mail mail centres for final processing onto local delivery offices and final mile delivery. 


	‘Hybrid Mail Solution’ 
	mail that is delivered using a combination of electronic and physical delivery.  Involves digital data being transformed into physical letter items at distributed print centres located as close as possible to the final delivery addresses. 


	‘Mail Items’ 

	a letter, large letter or a packet. 

	‘Mailing Profile’ 
	the agreed parameters of mailing items to be collected and conveyed under this agreement as agreed by the Authority and/or Contracting Bodies and the Supplier.


	RoHS Regulations’ 
	he Restriction on Hazardous Substances Directive 2011/65/EU, as implemented by the Restriction of the Use of Certain Hazardous Substances in Electrical and Electronic Equipment Regulations 2012 (SI 2012 no 3032).


	‘Secure Mail’ 
	an item of mail that requires proof of delivery, a signature on delivery or has a value attached which requires it to be covered by a level of compensation for loss/damage. 


	‘Service Desk’ 
	a facility used by the Supplier to manage all Buyer contact through a variety of media such as telephone, fax, letter, e-mail and online live chat. One of the primary functions of the service desk is to answer technical questions from the Buyer and assist them using their equipment, service or software. 


	‘Sorted Mail’ 
	mail which has undergone a level of sortation. This could be sortation which separates the class of mail or alternatively the size of the item. Sortation could also include to postcode. 


	‘Unaddressed Mail Items’ 
	item of mail which does not bear an address. Unaddressed items of mail are delivered to all premises and/or households within an agreed radius or area. 


	‘Unsorted Mail’ 
	mail that has not undergone any form of sortation. 


	‘User Guide’ 
	a technical communication document intended to give assistance to people using a particular system, good or service. 


	Final mile
	A term used to describe the delivery of mail from the last Royal Mail mail centre to the doorstep.


	Premium Delivery
	The term used by CPD for the equivalent of 1st Class mail, in line with Royal Mail delivery targets 90% of items delivered next working day. i.e. D + 1 delivery.  
The day of collection (D) from the Buyer’s site will be considered Day 0.  

	Standard Delivery
	The term used by CPD for the equivalent of 2nd Class mail, in line with Royal Mail delivery targets 95% of items delivered within 3 working days.  The day of collection (D) from the Buyer’s site will be considered Day 0 and the Down Stream Access supplier will utilise Access Standard Service D + 3.


	Economy Delivery
	The term used by CPD, providing a 5 day delivery service.  The day of collection (D) from the Buyer’s site will be considered Day 0 and the Down Stream Access supplier will utilise Access Standard Service D + 5.

	Quality Mail

	Quality of mail refers to whether the address is printed or handwritten; printed being higher quality. 

	Machine readable
	Mail that conforms to specific requirements as set by the Supplier, which can be processed through their automated sortation process. e.g. This requires correct font format, address presented in the correct area of the envelope, correct addresses with full postcode.

	Non-machine readable
	Mail that does not conform to the specific requirements as set by the Supplier. Handwritten mail is classed as non-machine readable. However, even if an address is printed it may not be machine readable, e.g. if it’s not of correct font type, incorrect area on envelope or line of address / postcode is missing. 

	
Printed Postage Impression (PPI)
	
A pre-printed alternative to the traditional postage stamp or franking to indicate that postage has been (or will be) paid. 

















[bookmark: _Toc218002226]1.0	Introduction & Background
1.1	Construction and Procurement Delivery (CPD) seek to establish a Contract for the Provision of Postal Services on behalf of the Participating Bodies listed (hereafter referred to as the Buyer) at locations throughout Northern Ireland. Details of the individual premises are provided within Annex 1 - Buyer Building List. The Supplier will be responsible for managing and delivering the specified services at the different premises in a flexible and responsive way.
	
This contract will be awarded to a single Supplier who will be required to provide the services detailed in the contract to those participating bodies listed at Annex 3 – List of Participating Bodies. 

1.2	Through Service delivery, the Supplier will be required to;
· Implement a sustainable structure that encourages continued value for money, efficiencies, continuous improvement and innovations.
· Deliver a strategic partnership approach to the effective and efficient management of postal services across the Buyer’s estate.
· Foster and maintain a genuine spirit of partnership between the Supplier and the Buyer through the delivery of a high-quality, efficient Service, a proactive approach to issue resolution, and a firm commitment to effective dispute management.
· Regularly benchmark services to incorporate industry best practice and identify the most cost-effective means including reviews of the quality of mail for optimum pricing and reporting recommendations.
· Meet all legislative obligations in relation to the provision of the services.
· Maintain a robust programme of contract monitoring to ensure effective delivery of Services; and 
· Integrate environmental considerations and delivery on social considerations through the performance of the Contract. 



0. The key operational objectives and tasks of the Supplier in relation to the provision of the specified services are: -

· Deliver a consistent quality service to all Participating Bodies, meeting the Specification Schedule and the contracts Key Performance Indicators (KPIs);
· Ensure that the services are operated in an efficient and cost effective manner with regard to their business activity;
· Report to and liaise with the Buyer’s Representatives (and professional advisors) to compile and implement strategic policy for operating the Services in an efficient and cost effective manner;
· The Supplier shall ensure that it complies with the regulatory requirements and conditions imposed by the Regulator.  Further details can be found via the link https://www.ofcom.org.uk/post
· Offer continual advice and proposals to the Buyer on methods of introducing additional value for money and innovation into the delivery of the Services; and
· Ensure high levels of customer satisfaction.

1.4	The initial period of the contract will be for three (3) years.  Options to extend for two (2) further individual periods of 24 months shall be included subject to satisfactory performance.
Pricing shall be fixed for the initial contract period.  
The Buyer will only consider a price review during the initial contract period in line the Royal Mail Universal Service Obligation (USO) Tariff Review details below, 
· We acknowledge and accept that the Universal Service Obligation is a statutory requirement which can only be amended with the consent of the UK Parliament.  In order to retain the principles of the USO provisions, the Buyer accepts that the Price Control Agreement (USO Price Tariff Review) exists within the postal service market to protect the USO and that the Price Control Agreement (USO Price Tariff Review) is monitored and regulated by The Office of Communications (Ofcom).

· Prices for Goods and/or Services which fall under the USO provisions are reviewed, monitored and controlled by The Ofcom.  The Customer accepts that the USO provisions will impact upon the USO Goods and/or Services provided by USO holder under this Contract.  The Authority also accepts that the Price Control Agreement (USO Price Tariff Review) may impact on suppliers offering Down Stream Access (DSA), where these suppliers hold a valid Postal Services Licence.

· All Goods and/or Services which fall outside of the USO provision are deemed to be within the control of the Supplier and will be subject to the terms and conditions as set out in this Contract.

· Where the Supplier seeks an increase in pricing for items falling within the USO provision, the Supplier shall provide Constructions and Procurement Delivery with not less than thirty (30) days’ written notice. Such notice must specify the items affected, the proposed revised pricing, and the rationale for the increase as provided by Royal Mail.

· Any increase shall apply solely to the Royal Mail element of the item pricing. The Supplier’s element of the item pricing shall remain fixed for the initial contract period. Thereafter, any adjustment to Supplier pricing shall be made strictly in accordance with the procedures set out in ID 5831752 – Mid-Tier Schedule 3 – Charges.




1.5	The Northern Ireland Civil Service (NICS) is currently structured as 9 Departments.  Further information is available at the following link.

 	https://www.nidirect.gov.uk/articles/changes-government-departments

1.6	There is an ongoing review on the current use of the government estate and a commitment under the Asset Management Strategy to achieving savings through efficient use of assets. 

1.7	As such the Supplier shall be required to be flexible in the delivery of the services during the contract period. This will include allowing Buyers to make adjustments to services or the number of buildings as operational requirements change. The Buyer is entitled to add or delete Services or buildings from the contract, as operational requirements change.  Where possible the Buyer will provide one month’s written notice to the Supplier in doing so.  As such, the Buyer offers no guarantee that the value or volumes within the contract will remain unchanged throughout the contract period.  Any additions / reductions will be in line with the Supplier’s commercial offer submitted at the point of tender. 

1.8	All changes to the contract shall be the subject of a contract variation in line with clause 28 of the Mid-Tier Core Terms and Mid-Tier Schedule 21.  

1.9	Historical total item volumes have been provided for both 23/24 and 24/25 please see summary table below further detail can be found in Annex 2. 

	Year
	Total Number of mail items

	1 April 2023 – 31 March 2024
	6,902,192

	1 April 2024 – 31 March 2025
	7,254,496



The profile shows volumes recorded for all mail items including international requirements and bulk mail. The volumes detailed are intended to provide an indication of potential mail volumes, from all sites and locations as listed in Annex 1.  Exact figures cannot be guaranteed and as such may vary throughout the lifetime of the contract. Suppliers should note that volumes will vary depending upon the collection point.

1.10	Buyers reserve the right to reduce or remove volumes throughout the contract period in order to implement alternative mail solutions such as hybrid mail. 

1.11 	Within the Buyer Estate there are some sites which have low volumes. As this is a collaborative contract the Supplier is required to ensure a full service is provided to all Buyers listed including those identified as low volume sites.

[bookmark: _Toc218002227]2.0	Governance Arrangements
2.1	The Buyer will nominate a Representative for each location to whom the Supplier shall be responsible. The Buyer’s Representative may also nominate a deputy who can act in his/her absence.

2.2 	Whilst retaining overall strategic control, the Buyer shall delegate the day-today management and delivery of the Services to the Supplier. The Supplier shall manage the Services in support of the Buyer’s business aims and objectives. 

2.3 	The Supplier will be advised and directed by the Buyer’s Representative from whom the Supplier must seek guidance and direction as and when required; the Supplier is to observe and put in force such advice, guidance and directives.

2.4	The Supplier shall have full responsibility for the delivery of all Services whether by directly employed personnel or sub-contracted personnel and is fully liable should any theft, fraud or other malpractices result from the actions of the Supplier’s staff or sub-contractor’s staff. 

[bookmark: _Toc218002228]3.0	Purpose of the specification 
3.1 	The aim of this Specification is to state the minimum level of performance for the delivery of the Services and it should be read in conjunction with the other component elements of the tender documentation and supporting annexes.

3.2	The Supplier shall actively demonstrate innovative ways of delivering the Services and eliminating inefficiencies throughout the term of the Contract including new ways of working.  This shall include a continuous review of service delivery methods to eliminate inefficiencies (including improving the quality of mail), introduce innovation through the use of industry best practice, identify and realise cost savings and improve value for money.  This shall be achieved at no detriment to the quality of the Services delivered.  

3.3	In the spirit of continuous improvement, the Supplier shall carry out a strategic review of resources to improve the efficiency of operation. The Supplier shall provide an annual Continuous Improvement Plan to each Buyer to realise savings. The format of the plan and detail required must be agreed with the Buyer Department at the initiation meeting following award however it would be expected to include:-
· Review of the current position;
· Identification of improvement initiatives including timeframes, risks, opportunities and resources required for initiating;
· Define continuous improvement principles and how these will be incorporated;
· Continuous Improvement Tasks;
· Communication plan for ensuring objectives are met;
· Monitoring plan progress; and
· Evaluation

3.4	The Supplier shall demonstrate, throughout the term of the Contract that the performance standards with which they are required to comply are reflected throughout the supply chain with all sub-contractors, suppliers and consultants. A list of Key Performance Indicators (KPIs) has been provided in the Mid-Tier Schedule 10 Performance Levels.

[bookmark: _Toc218002229]4.0	Implementation of Operations
4.1	Given that services under this contract are business critical services to the delivery of the Buyers business objectives an effective and efficient implementation is a key priority. The Supplier will be required to ensure that a robust and tailored implementation plan is in place to ensure the smooth transition of services for each Buyer. The Supplier will be required to ensure that Buyers are onboarded to the contract within the timeframes stipulated. The Supplier shall comply with the implementation plan submitted within their tender submission.

4.2	At implementation the Supplier must ensure that operational activities are managed effectively.  The Supplier must provide support and guidance to Buyers throughout the implementation phases and during the contract term. 
The Supplier shall source and provide pre-printed envelopes to each Buyer listed on the contract.  
The purchase of new envelopes to include the Suppliers indicia and return address as required will be at the Buyer's expense.  
The Supplier shall communicate directly with the departmental contact in relation to the supply and printing of envelopes.  All printing costs must be included in the tendered rates as specified in the ‘Pre-Printed Envelopes’ tab of the pricing schedule.

4.3	The contract commencement date for all Buyers is the 1st of August 2026.

4.4	Within 5 working days of award of contract the Supplier will be required to contact the Buyer Representatives for all business areas to have an initiation meeting to agree and activate their previously submitted implementation plan which details key milestones, resource allocation and timeframes for the services to be established.

4.5	The implementation plan must be agreed within 5 working days of the initiation meeting taking place and will include as a minimum but is not limited to:-
· Site specific postal requirements including, delivery and collection times and specific security considerations;
· Risk assessments for sites and mitigating measures required. A copy of the risk register must be provided to the Buyer representative one month after contract commencement.  The risk register must cover risk for each premises and contained site specific contingencies to ensure delivery of service in event of staff absence, etc.  This register must be updated on a quarterly basis or when new information comes to light.
· Any revisions to the current risk assessment register must be agreed with the Buyer’s representative within 30 days from the Contract commencement date;
· Agree frequency and method of communication through implementation stage with Business representatives;
· Detail key dates, milestones, resource allocation and timescales;
· User Guides and training for online portal;
· Consumables required for the site(s) which are to be provided free of charge;
· Handling of Buyer’s existing stock of pre-printed envelopes if applicable  
· Business continuity plan;
· Confirm Key Performance Indicators (KPIs); and
· Process for managing an addition or deletion of a site 

4.6	During the implementation of services to Buyers the Supplier shall provide the other Buyers with any key findings of the implementation, identification of any operational issues and recommendations and lessons learnt which would be beneficial to note.

4.7	The Supplier must establish a communication process with the Buyer’s Representatives. The Buyer’s representatives (Departmental representatives) will require a weekly update with the Supplier during the period of implementation (i.e. between agreement of the implementation plan and Commencement Date of Contract), to discuss progress against the Implementation Plan and ensure service delivery on commencement of the contract.  

4.8	During the implementation stage the Supplier shall make contact with the current Supplier and the Buyer to arrange the transfer of services to ensure the smooth transition of services from the agreed commencement date of services.

[bookmark: _Toc218002230]5.0	Service Requirements
5.1	The Buyer requirement for postal services includes:-
· Daily collection and delivery of premium, standard and economy mail (sorted and unsorted) from all the sites listed in Annex 1 Buyer Building List; and
· Daily collection and delivery of International Mail (sorted and unsorted) from all the sites listed in Annex 1 Buyer Building List. 
· Collection and delivery of bulk mail (sorted and unsorted), unaddressed mail, secured mail and undelivered mail from sites currently listed in Annex 1 Buyer Building List.  
· Collection, delivery and tracking of mail items to be delivered the next working day and items to be delivered within 2 working days.

5.2	The primary requirement under this Contract is the provision of downstream access (“DSA”) postal services.
Where operationally required, the Supplier shall also be able to provide Royal Mail retail postal services, including services that are not available via downstream access.
Royal Mail retail services may include, by way of example:
· Retail tariff mailings e.g. RM Premium 1-2 day, RM Secure Tracked, RM Recorded Premium or Standard, RM International Tracked.
· Services falling outside the scope of downstream access
· Contingency, resilience or exception-handling mail services
The Supplier shall work collaboratively with the Buyer, where required, to develop, agree and implement appropriate processes to support the use of Royal Mail retail services. This may include, as appropriate, processes for ordering, approval, despatch, invoicing, reporting and management information.
Charges for Royal Mail retail services shall be based on Royal Mail’s prevailing published retail tariffs at the time of use, less any discounts offered by the Supplier. Charges shall be transparently itemised and clearly identifiable from downstream access charges.
The Buyer does not guarantee any minimum volumes of Royal Mail retail services under this Contract. Any such services are expected to represent a minority proportion of the overall postal requirement.

5.3	The Contracting Authority reserves the right to add or remove sites without invalidating the contract. The Supplier shall be required to collect mail items from the buildings detailed within Annex 1 Buyer Building List, and if required sort and make deliveries to any postal address within the UK including Scotland, Highlands, Islands and Internationally if required. 

5.4	Day to Day Mail Requirement
The Supplier shall provide the Buyer with a range of delivery options as a minimum these shall include:-
· Premium delivery – next day (it is recognised that if mail is being sent to UK mainland this timeframe could be extended by up to 1 day);
· Standard delivery – 3 days; and
· Economy Delivery – 5 days; and
· Proof of Delivery/tracked mail
· Next Day Delivery
· Ad hoc Services
Note for the above timeframes the day of collection from the Buyer’s site will be considered day 0.

5.5	The Buyers mailing requirements shall include but not be limited to: 
· Pre-sorted, unsorted, planned or on an ad-hoc basis. Where an ad-hoc requirement has been identified, the Buyer will provide 1-2 days written notice;
· Be of typed address face or hand-written with varying degree of mail quality; and
· a mixture of envelope sizes including but not limited to :-. DL, C5 and C4 etc.

5.6	Bulk Mail Requirement
The Supplier shall provide the following services as standard for the Buyer’s Bulk mail requirements:
· Planned, pre - sorted bulk mailings of 1000 items or more, per collection;
· Planned, un-sorted bulk mailings of 1000 items or more, per collection; 
· Ad-hoc pre-sorted, bulk mailings of 1000 items or more, per collection; and
· Ad-hoc unsorted, bulk mail items of 1000 items or more, per collection. 

The Electoral Office for Northern Ireland (EONI) is currently reviewing its requirements regarding the delivery of poll cards. The Buyer reserves the right to incorporate this requirement into the contract at any point during its term.

The Supplier must ensure that all bulk mail is stored securely until the release date that has been agreed with the Buyer, no items are to be released early. 


5.7		Mail Items 
For the purpose of this tender mail items are deemed to be items that conform to the following dimensions:

	
	Max Weight
	Max Length
	Max Width
	Max Thickness

	Letter
	100g
	240mm
	165mm
	5mm

	Large Letter
	750g
	353mm
	250mm
	25mm

	Packet/Small Parcel
	2kg
	450mm
	350mm
	80m




	


5.8	For the avoidance of doubt, any items over 2kgs will be deemed as a parcel and will be outside the scope of this requirement. 

5.9	International Services Requirement
Business areas have also described a requirement for international services including mail items to the Republic of Ireland, the European Union and the Rest of the World. Historical volumes indicate that the Buyers requirement for international mail represents less than 1.5% of the overall volumes collated for that period of time. 
The Pricing Schedule provides a breakdown of the potential volumes associated with International Mail. 
Note the volumes are only intended to provide an indication there is no guarantee of volumes which may fluctuate depending on business activity. 

5.10	International Services will cover collection from the sites listed in Annex 1 Buyer Building List with onward delivery to countries within the Republic of Ireland (RoI), European Union (EU), and Rest of the World (ROW) destinations.

5.11	Delivery Timescales 

The Supplier shall provide the Buyer with a range of delivery options as specified below, to service the various International Mailing services as a minimum these should be:
· EU Destinations within 3 working days; and
· ROW within 7 working days

5.12 	For the avoidance of doubt, any item considered to contain restricted/hazardous contents will be deemed as a courier piece and will be not within the scope of this contract. 
5.13 	The Supplier shall provide a mail solution or service to fulfil the following Buyer International mailing requirements: 
Standard International Mailings: 
· Mailings may be pre-sorted, unsorted, planned or on an ad-hoc basis. Mailings could be of typed address face or hand-written. 
· Mailings could be a mixture of envelope sizes i.e. DL, C5 and C4.
 
	Sorted and unsorted International mail items.
· The Buyer may sort their outgoing mail into delivery locations prior to hand over of the Mail Items however this cannot be guaranteed.  The Buyer will work with the Supplier regarding continuous improvement of mail presentation. 

Secured International mail items (Buyer receipted mail) 
· The Authority requires a delivery service where the Supplier can evidence the delivery of such items. This ‘premium’ service may be used where a Buyer requires an item to be delivered at a specified time or within a specified time window or: 
· Where the Buyer requires the item to be tracked through the mailing network; or 
· Where the Buyer requires confirmation or proof of delivery (POD)
· The Buyer shall determine the type of proof of delivery that is required to fulfil a specific requirement. This could include, but not be limited to: 
· Delivery, no signature required. 
· Delivery with signature required. 

5.14	Collections
	In general for the requirement in its entirety collections are required to be carried out once daily, however there may be occasions when the Buyer will request more than one collection, or a different time for collection. The Supplier will be provided with 1-2 days written notice when these occasions occur. 

5.15	The collection of all Mail Items from Buyer’s premises shall be made on a free of charge basis and at the agreed times. The Supplier accepts that on occasions, the Buyer may request an urgent, un-scheduled collection. The Buyer acknowledges that such collections may attract a fee; however the Buyer expects the Supplier to make every effort to keep such a charge to an absolute minimum. Where opportunities allow the Supplier will be provided with 1 days’ notice of such a requirement. The Supplier will be expected to provide flexibility. 

5.16	There may be occasions when normal pick-up times from Buyer’s sites will have to be changed at short notice. Such occasions are anticipated to be few in number, but a degree of flexibility will be required to be facilitated by the Supplier. Where opportunities allow the Supplier will be provided with 1 days’ notice of such a requirement. The Supplier will be expected to provide flexibility.

5.17	Sortation
	Buyers may or may not be able to sort their outgoing mail into “delivery locations” prior to hand over of the Mail Items. Where Buyers have undertaken this task the Mail Items shall be defined as Sorted Mail and where they have not been able to, the Mail Items will be defined as Unsorted Mail. The Supplier will be required to work in conjunction with Buyers to advise on the level of sortation required and ensure that appropriate training and operating procedures are in place to allow all mail to be sorted to the required level to ensure efficiency and the optimum price points are achieved. 

5.18	Secure Mail 
	The Supplier shall provide a secure mail item service to provide the Buyer with evidence that the item has been delivered successfully. This service may be used where a Buyer requires;
· an item to be delivered at a specified time or within a specified time window or;
· Where the Buyer requires the item to be tracked through the mailing network; or 
· Where the Buyer requires confirmation or proof of delivery (POD)
· Items to be delivered the next working day and items to be delivered within 2 working days.

5.19	The Buyer shall determine the type of proof of delivery that is required to fulfil a specific requirement. This may include, but is not limited to: 
· Delivery, no signature required; and
· Delivery with signature required. 

5.20	Mail Security 
The Supplier shall ensure the physical security of all Mail Items collected from each Buyer from time of collection to time of delivery to the customer address or, in the case of Down Stream Access (DSA), to the Royal Mail access point. Suppliers should note that there will be occasions when the delivery of bulk mail may need to be held at the point of production securely until a date and time specified by the Buyers. This is anticipated to be few in number but a degree of flexibility is required by the Supplier. 

5.21	The Supplier shall have reasonable rights of access to open mailing bags and inspect Mailing Items (but not their contents) in order to verify compliance with the requirements of the service. Envelopes shall remain unopened. 

5.22	The Supplier shall have a robust process for dealing with Mail Items which have not been delivered successfully (i.e. ‘Gone Away Items’ or incorrectly addressed items). The Supplier must work with the Buyer’s business areas to ensure that this process is fully understood and that any requirements for business areas to meet certain standards are met e.g. the use of return addresses on mail items as best practice.

5.23	Where the above services are required the Buyer expects the Supplier to work in conjunction with Buyer and Business Areas to ensure that this is implemented within an agreed timeframe with minimal impact on day to day business operations. 
5.24	The Supplier shall provide Buyers with the use of the property and materials necessary for the Supplier to undertake the service obligations in the most efficient and cost effective manner. Such property and materials may include as a minimum: 
· The necessary software (including installation, training and de-commissioning) to enable the Buyer to interface directly with suitable approved software or equivalent. The software browser must comply with His Majesty's Government (HMG) Information Security Standards and be available for Buyer Users free of charge. There shall be no charge to the Buyer for the use of the software i.e. no licence fee etc;
· Printer consumables;
· Labels and or rubber hand stamps;
· Mail bags/trays;
· Bag ties;
· Manifest templates;
· Mail cages; and
· Weighing Scales if required

The consumables detailed above will be provided to the Buyer at no additional cost. 

5.25	The Supplier will be required prior to implementation of services to schedule and provide free of charge training to the Buyers postal team for each premises. Such training will include but not limited to the new operating procedures at the Buyers premises, identification of appropriate personnel for training requirements, mail presentation including preparation training and user guides. All material required for the training must be accessible electronically however if required hard copies must be supplied free of charge.  Further training may be required during the contract period, for the avoidance of doubt this shall be provided free of charge.

5.26	The Supplier shall develop with Buyers a tailored User Guide for the Contract. User Guides shall provide detailed instructions pertaining to the operation of the Service(s) and may include, but shall not be limited to, any or all of the following subject areas: 
· Overview of the organisation and of the services provided;
· Each User Guide shall include a glossary of terms;
· Key Account Manager and Key Account Team Contact details;
· Guidance on correct use of services available;
· Guidance on correct use of consumables;
· Helpdesk and or local depot contact numbers;
· Mail Addressing standards;
· The Supplier’s mail indicia;
· Down Stream Access requirements (where applicable); 
· Mail piece accreditation and process for mail discounts; 
· Mail preparation, sortation and presentation requirements;
· Process for return addresses and undeliverable mail; 
· Customer obligations; 
· Incident escalation procedures and procedures for complaints handling;
· User Guides shall be provided on a free of charge basis and shall be produced electronically in an MS readable format; and
· User Guides shall be reviewed and updated as appropriate by the Supplier to reflect any changes in routine operational practice. Any changes must be agreed in advance and in writing with the Buyer. 

[bookmark: _Toc218002231]6.0	Continuous Improvement / Service improvement 
6.1	Analysis of the mail profile across the Buyer’s estate shows that the level of mail quality has improved over the last number of years.  As mail quality and continuous improvement are key objectives of this contract the Supplier will be required to work in partnership with Buyers to benchmark services and provide the Buyer with recommendations on their solutions for improving services and ensuring that the optimum price point available can be achieved. The Supplier will be required to engage with Buyers to inform and educate them on how quality improvements in mail results in optimum price points being achieved.  
In order to maximise the use of recycled materials and as such aim to restrict unnecessary non-sustainable alternatives and as envelopes are a major contributor to paper usage, there may be a requirement to review the use of non-recycled materials which will be discussed during the life of the contract.

6. 2	The Supplier will be required to review Buyers’ mail requirements and identify areas where efficiencies can be made. The Buyer will review these proposals and work in partnership with the Supplier to agree and progress if required. The Supplier shall be required to work with Buyer in partnership to achieve process efficiencies and savings and to:
· review, advise and change if necessary the Buyer’s document templates;
· cleanse the Buyer’s databases whilst adhering to Departmental Policies on Information Management to ensure the databases addresses meet machine readable criteria;
· Identify the level of handwritten mail per business site and identify solutions to reduce the volumes of handwritten mail items e.g. by encouraging and educating staff within Departments and Agencies to produce mail with type-faced addresses;
· seek to standardise, where possible, the use of ‘Letter’ sized mail items (i.e. DL and C5), thus removing the volume of Large Letters and Packets;
· ensure training for staff on new procedures required, regularly updated and adapt to meet users needs;  
· provide quarterly update reports to Buyers on the progress.
· Throughout the lifetime of the contract the Supplier will be required to optimise the Buyer’s internal collection and delivery routes, for example identifying efficiencies, and exploring the scope to consolidate mail volumes (e.g. low mail volume sites) to achieve higher volume discounts; and
· Following award of contract and the establishment of the first phase of service implementation the Supplier will be required to provide a report tailored for these business areas detailing recommendations to drive through process improvements, and efficiencies. 

6.3	The Supplier shall lead, free of charge, in benchmarking the Services annually for the duration of the Contract in order to compare the charges offered and quality of service received against comparable quantities of comparable services provided in the UK by the Supplier to any public/private sector organisation. This benchmarking must be provided in report format along with relevant data including statistical information and supporting written summary of the findings. 
6.4	Operational Checks and Audits
The Supplier shall carry out such operational checks and audits as are required to ensure the most cost effective and efficient provision of the services. The frequency of such checks and audits to be agreed with Buyers dependent on the service provided.

6.5	Service Enhancements 
	The Supplier will work with Buyers to provide a solution to ensure value for money is achieved. The Supplier will be required to provide a quarterly report to Buyers which addresses but is not limited to the following key areas:-

· Cost Savings – The Supplier will be expected to demonstrate an approach that is able to deliver significant cost savings to the Buyer in the elimination of unnecessary or duplicated effort and by assisting in keeping all administration costs to a minimum, consistent with providing service excellence and assuring quality. The Supplier must review and identify any areas through which efficiencies could be made, e.g. the amalgamation of low volume postal sites to drive efficiency and ensure volumes thresholds are achieved to obtain optimum pricing discounts;

· Service Improvements – The Supplier will be required to demonstrate an approach that is able to deliver service improvements. The Supplier will be required to provide an annual continuous improvement plan. The Supplier will be required to implement an innovative approach to service improvement and ensure that services are regularly reviewed to identify innovative solutions and continuous improvements throughout the life of the contract. The focus should be as a minimum but not limited to efficiency savings identified and trends highlighted within management information; and

· Quality Improvements – The Supplier is required to demonstrate a robust and tailored approach that is able to monitor and improve the quality of mail using continuous improvement methods to ensure that the optimum price point can be achieved. Value added principles must be demonstrated and addressed through service improvement plans.

6.6	Third Party Sub-Contracting – Down Stream Access (DSA) 
	The Buyer accepts that Down Stream Access (DSA) may be a solution offered by Suppliers. Where this is the case, the Supplier should be in possession of an access agreement with Royal Mail and at any time be able to provide the Buyer with evidence of this agreement. 
The Supplier shall convey and deliver to the relevant Royal Mail access point all mailing items collected by Supplier from the Buyer. 

Where required and where the Supplier is in possession of an access agreement with Royal Mail in order to provide Collection and Delivery services the Supplier shall:
1. convey and deliver to the relevant Royal Mail access point all Mailing Items collected by Supplier from the Buyers and accepted by the Supplier in accordance with an agreed Mailing Profile and the terms of this Contract;
1. provide the Buyer with an online and /or telephone facility to enable the tracking of Mailings at individual bag/tray level, from time of collection from the Buyer to the point of delivery to the relevant Royal Mail access point. A telephone helpdesk shall be made available by the Supplier to the Buyers, so that queries in relation to the delivery of Secure Mail items can be raised and escalated. Such facilities shall be provided to the Buyer on a free of charge basis;
1. provide a track and trace facility at individual bag/tray level to ensure that the location of a Mail Item can be identified at any appropriate point in the mail pipeline.
1. undertake the service at (e) in line with the Performance Targets as set out in this document.
1. Undertake a proactive approach with Royal Mail to resolving any complaints or issues that arise.

6.7	Key Account Manager and Key Account Team

6.8	On award the Supplier shall appoint a Key Account Manager and Key Account Team for the contract period that will be point of contact and escalation point for all contractual issues. The Key Account Manager and Key Account Team should be included in a full organisation chart showing the escalation contact points.

6.9	The Key Account Manager will be directly responsible for the day-to-day operations of the contract. The Key Account Team will provide operational support under the Key Account Manager’s direction to ensure the smooth implementation and service delivery for the duration of the contract period. 

6.10	Account Management must include as a minimum but is not limited to:
1. Sales and marketing;
1. Contract management and governance, including a complaints escalation procedure;
1.  Implementation activity, planning and technical assistance;
1.  Training and Training Guides/User Guides; 
1. Provision of Management Information;
1. Sharing and implementing of Industry Best Practice; 
1. Opportunities for innovation and how to implement within this contract;
1. Monthly invoices, broken down by cost centre, business area etc. where requested by the Buyer; and
1. Regular review meetings agreed with the Buyer representatives to discuss performance;
6.11	The Supplier shall have a complaints procedure in place to effectively manage and resolve issues on a day-to-day basis and an escalation process where issues cannot be resolved. A process chart should be provided to Buyer Representatives outlining the process should there be a complaint or issue identified. 

6.12	The Supplier shall provide a Helpdesk facility to deal with service request and offer a responsive service to deal with telephone enquiries where other means of resolving queries have failed. Core hours will be agreed between the Supplier and business areas but will typically be 09:00 hrs to 17:00 hrs Monday to Friday.

The Supplier shall provide the following support to the Buyer: 
· log support calls with a help desk by email, by phone or customer service portal. 
· receive telephone support for all services; and
· receive remote support via the network where this is specifically authorised and facilitated by the Buyer. 


6.13	Contract Management 
	Whilst retaining overall strategic control, the Buyer shall delegate the day-to-day management and delivery of the Services to the Supplier.   The Supplier shall manage the Services including any sub-contractors in support of the Buyer’s business aims and objectives. Further information on the contract management arrangements for the contract is included within ID 5831752 – Mid-Tier Schedule 13 Contract Management.

[bookmark: _Toc218002232]7.0	Audit 
7.1	The Supplier shall perform regular internal audits to check for duplicate charges and / or payments and provide the Buyer with a report of all items identified on a quarterly basis, arranging appropriate refunds to the Buyer as required.

[bookmark: _Toc218002233]8.0	International Quality Standards
8.1	The Supplier must ensure that they maintain current and valid ISO 9001 and ISO 27001 accreditation or an equivalent quality and security accreditation programme which must be capable of self and third-party audit. 

[bookmark: _Toc218002234]9.0	Management Information 
9.1	Management Information is required to accompany all monthly invoices in the form of a monthly report to Buyers and will be measured as a Key Performance Indicator (KPI). The Buyer will agree with the Supplier when the monthly report is to be completed by. The monthly reports shall include but shall not be limited to the following content:
· Performance against the Service Levels detailed in Mid-Tier Schedule 10 Performance Levels including where appropriate to the Supplier’s performance, information on mailing delivery failures by postcode area and/or postcode district; 
· Percentage of machine readable mail produced by the Buyer each month and recommendations for improving this;
· Breakdown of mail transaction activity by day per Buyer Breakdown of daily committed expenditure by the Buyer by the Buyer cost centre;
· Volumes of post across each classification and quality (show separate figures for machinable and non-machinable post);
· Complaints, issues and risks; including proposed remedial actions or actions taken. 
· Reports shall be submitted to the Buyer by the Supplier on the agreed date, covering the previous month’s activities. 
· The Supplier shall provide reports electronically in either MS Excel or PDF format as agreed with the Buyer. Where appropriate, the reports shall include statistical data (including visual representation of the statistics where relevant). The reports must include a written summary report explaining the findings of the data and include recommendations for continuous improvement. 
· The parties may agree additional reporting requirements from time to time in accordance with the Variation process. 
· Volume of mail that meets the required standard for OCR/machine readability and resulted in the optimum price point being achieved;
· Volume of mail that was deemed machine sortable, but failed OCR tests and impacted on the price point achieved;
· Volume of mail that was classified as premium class;
· Volume of mail that is classified as non-machinable which will allow analysis and opportunities to inform, train and implement users on the quality standards required in relation to addressing to improve efficiency and price; and
· Volume of mail in large letter format (C5 – over 100g) to identify whether further training is required to ensure the correct sized envelope is being used;
· Volume of mail not in pre–printed envelopes.
9.2	Exception Reporting 
	The Supplier shall provide reports of exceptions to the service level targets including but not limited to: 
· Mailing delivery failures; 
· Incident reports; 
· Mails pipeline failure; 
· IT/server failure; and
· Printer failure; 

9.3	Exception reports shall be provided to the Buyer immediately the exception occurs and provided in the format requested. 
9.4	Provision of monthly management information 
	All management information provided must be:-
· On time in line with the agreed Buyer requirement – 100%
· Content Complete – 100%; and
· In required format – 100%

[bookmark: _Toc218002235]10.0	Performance Standards for the Contract 
10.1	The Supplier’s performance will be measured against the Key Performance Indicators throughout the Contract period. The Buyer reserves the right to carry out a verification exercise to ensure performance standards are being met.    A list of Key Performance Indicators (KPIs) has been provided in Mid-Tier Schedule 10 Performance Levels. 
10.2	Where any of the Service Levels are not met, the Supplier shall pay to the Buyer (as an adjustment to charges) the Service Credits detailed in Schedule 10 Performance Levels. The parties specifically acknowledge that such Service Credits are a reasonable adjustment to charges to reflect the reduced Service given and do not in any way form a penalty. Service Credits shall only apply where failure to meet the Service Levels are directly attributable to the Supplier. 


10.3	Service Delivery
	Collections and deliveries must be made in accordance with this specification of requirements. Collection times are to be agreed post award.  Service collection must not vary by more than 30 minutes in total from the times agreed and thereafter specified. The Supplier must inform the Buyer within 1 day if any operational matter impacts on the delivery time frames. 

10.4	On-time Mailing collection 
	Mail is to be collected from the Mailing Location no earlier than the agreed collection time and no later than 30 minutes in total after the agreed collection time for 98% of collections made in the calendar month for each building/site.

[bookmark: _Toc218002236]11.0	Business Continuity and Disaster Recovery 
11.1	The Supplier must have a business continuity and disaster recovery plan to ensure uninterrupted delivery of the services. As a minimum the plan must deal with;
· Loss of IT Service provision e.g. tracking facility;
· Provision of adequate resources for a peak in demand for services; 
· Provision of adequate cover of appropriately security cleared staff during planned/unplanned absence;
· Continued access to a vehicle if regular driver is unavailable;
· Vehicle breakdown;
· Continuation in the event of severe weather;
· Business continuity in the event of pandemic illness;
· Business continuity in the event of loss or damage to premises;
· Business continuity in the event of loss or damage to equipment i.e. mail sorting equipment;
· Access to a suitable alternative vehicle to cover periods of planned/unplanned maintenance; and
· the maintenance of the Service in the event of fuel shortages;

[bookmark: _Toc218002237]12.0	 Incident Handling

12.1 	The Supplier must have an incident handling procedure for dealing with any incidents including security breaches. The Supplier is required to ensure the early identification and reporting (within 1 hour) of any loss or damage of mail either in transit or on the premises by email or phone to the relevant Buyer contact. The Supplier will undertake an immediate investigation (including premises and vehicle searches) and must provide feedback in writing on findings, including corrective actions required and trends observed, to the Buyer within 24 hours of the incident being reported by telephone/e-mail. 

12.2	Serious incidents can be categorised as but not limited to:
· Mail items that cannot be traced following despatch; 
· Any tracked item that has been delivered incorrectly; 
· Any items that are found in public places; 
· Any failed collections from the Buyer site; 
· Any items that have been stolen whilst in the Suppliers’ possession; 
· Any breach of security which may affect the security of data supplied by the Buyers to the Supplier; 
· Failure to deliver the required Services; and
· Any failure to deliver mail in mail ready state to any third party (i.e. if applicable, Royal Mail)

This list is indicative only and the Buyer may provide for further categories of serious incidents at contract initiation. 

12.3	The Supplier shall, in the event of a serious incident, provide from within Supplier’s senior management, a single point of contact person within 1 hour of notification of the incident. 

12.4	It shall be the responsibility of the contact person to pursue the investigation and mitigation of the incident to the satisfaction of the Buyer and shall be required to provide progress updates to them and the Buyer on request.

12.5	In addition to the above notification requirements, the Supplier shall have in place an effective and efficient incident handling procedure for dealing with security breaches in the provision of Service(s) to the Buyer and these shall be agreed by the Buyer and Supplier in advance. As a minimum it must include but not be limited to: 

· Early identification of any loss of data;
· Early notification to the Buyer of any security breaches; 
· Set procedures in place to conduct thorough premises searches;
· Ability to provide immediate feedback on investigations to Buyer contacts that may be requested at any time from the notification; 
· Report any possible impact that the incident may have on the services, including delivery timescales, provided to the Buyer;
· Internal escalation procedures in place to notify senior contract managers and security managers; 
· Ability within workforce planning to provide on-site management and assistance to ascertain the causes of the security breach and implement any immediate remedial actions in mitigation; 
· Final reporting writing procedures in agreement with the Buyer; 
· Full co-operation with any requests for written reports and information pertaining to security incidents; and
· Feedback in writing on findings, including corrective actions required and trends observed, to the Buyer within 24 hours of the incident being reported by telephone/e-mail. 


[bookmark: _Toc218002238]13.0	Staff and Vehicles
13.1	 The Supplier shall be responsible for the conduct of all employees and sub-contractor’s employees. This includes, but is not limited to, the acts or omissions of any employee sub-contractor.

13.2   The Supplier must ensure that all employees and sub-contractors are at all times licensed to drive the class of vehicle used in the transport operations.

13.3	It is the responsibility of the Supplier to ensure that employees and sub-contractor’s employees wear a photographic identity card that must include: 
1. Company’s name and address
1. Company logo
1. Employee’s Photograph
1. Name
1. Signature
1. Contact telephone number for verification

13.4	 The Supplier shall ensure that all vehicles operated in execution of the services under the Contract are suitably identifiable whilst on the Buyer’s premises.

13.5    Security Clearances
	The level of security vetting required is detailed in the Buyer Building List and ID 5831752 – Mid-Tier Schedule 16. 

[bookmark: _Toc218002239]14.0	Sustainability
Several sustainability aspects will be incorporated into the Contract in terms of: - 
1.      Economic;
2.      Environmental; and
3.      Social Value.

14.1	Economic
	Suppliers are encouraged to work with small Suppliers (i.e. less than 50      employees); micro-Suppliers (i.e. less than 10 employees) or Social Economic Enterprises throughout their supply chain for this contract when established. Payment to sub-contractors should be made within 30 days of receipt of a valid invoice. 

14.2	Environmental
	The Supplier will develop and maintain a sound proactive environmental approach in the delivery of this Contract, designed to minimise harm to the environment by: 
· conserving fuel, energy, water, wood, paper and other resources
· reducing waste
· phasing out the use of single-use resources, instead re-using (where possible), recycling or using recycled resources
· use the most efficient routes in delivery of the services including route optimisation for low volume sites to ensure efficiencies 
· switching engines off when vehicles are stationery                  
· minimising the release of greenhouse gases, ozone depleting substances, volatile organic compounds and other substances damaging to health and/or the environment.
· maximise the use of fuel efficient vehicles, e.g. LPG. Bio-diesel                         


14.3	Social Value
Social Value requirements are detailed in Annex 4 of this Specification document.

[bookmark: _Toc218002240]15.0 Fair Work
[bookmark: _Hlk149561164]On 5 July 2021 the Northern Ireland Executive approved a revised policy on Scoring Social Value. The policy is set out in Procurement Policy Note 01/21 – Social Value in Procurement.  This policy requires, from the 1 September 2021, the following requirements to be incorporated into all government contracts: 
· compliance with relevant employment, equality and health and safety law and human rights standards; 
· adherence to relevant collective agreements; and 
· adoption of fair work practices for all workers engaged in the delivery of the contract.
There is a growing body of evidence about the importance of fair work practices and their impact on employees, employers and economic performance. Fair work plays a key role in supporting the positive behaviours and attitudes of employees that can lead to improved business performance, innovation and productivity, and can lead to better quality jobs.

Fair work practices should be respected by Suppliers that deliver public contracts, including sub-contractors.  Suppliers should be able to demonstrate that they are good employers who have policies that adopt fair work practices for all workers engaged in delivering the contract.  

The Executive is committed to the delivery of high-quality public services and recognises that this is critically dependent on a workforce that is well rewarded, well-motivated, and has access to appropriate opportunities for training and skills development.
In order to ensure the highest standards of service quality in this contract, we expect the Supplier to take a similarly positive approach to fair work practices. 

15.1 Living Wage

New Decade New Approach (NDNA) commits the Northern Ireland Executive to becoming a Living Wage Employer. The Living Wage is an estimate of the hourly wage that would provide a full-time worker with a reasonable standard of living calculated by the Living Wage Foundation. In line with NDNA, the Supplier must ensure that the Living Wage Foundations rates are applied to staff residing in the UK and, if applicable, their sub-contractors are on no less favourable terms. 

(See Living Wage Foundation | For the real cost of living for further information).
[bookmark: _Toc218002241]16.0	Handover of Services on Contract Expiry
16.1	On the expiry, or earlier determination, of the Contract, the Supplier shall: 

0. Comply with the TUPE requirements as stated at Mid-Tier Schedule 7 Staff Transfer; 
0. Ensure there is no diminution of the Services up to and including the final day of the Contract Period;
0. Ensure that all work is transferred to any new Supplier or Suppliers as smoothly and efficiently as possible;
0. Draw any outstanding work to a close at an appropriate stage as agreed with the Buyer;
0. As requested, provide the Buyer with information pertaining to the services and where applicable hand over appropriate documentation;
0. Return to the Buyer any security passes, access cards, keys equipment etc. owned by the Buyer and used by the Supplier; and
0. Co-operate fully with any incoming Supplier or Suppliers.

















Annex 1 - Buyer Building List

Please see separate document uploaded within eTendersNI CfT documents

Annex 1a – Buyers requiring tracked 24-hour & 48-hour letter, packet and parcel services

Please see separate document uploaded within eTendersNI CfT documents

Annex 2 - Historic Mail Volumes

Please see separate document uploaded within eTendersNI CfT documents





















Annex 3 - List of Participating Bodies

Department of Agriculture, Environment and Rural Affairs (DAERA)
Department for Infrastructure (DfI)
Department for the Economy (DfE)
Department of Education (DE)
Department of Finance (DoF)
Department of Health (DoH)
Department of Justice (DoJ)
Department for Communities (DfC)
The Executive Office (TEO)

The nine Northern Ireland Government Departments, their Arm’s Length Bodies (ALBs) and all associated Non-Departmental Public Bodies (NDPBs) shall be Participating Bodies in this contract. The below list identifies the ALBs and NDPBs at contract commencement but should not be considered exhaustive.
Other Public Bodies by Department
Department of Agriculture, Environment and Rural Affairs (DAERA)
Agri-Food and Biosciences Institute for NI (AFBINI)
Northern Ireland Environment Agency (NIEA)
College of Agriculture, Food and Rural Enterprise (CAFRE) 
Corporate Sponsor Branch  

Department for Infrastructure (DfI)
Driver Vehicle Agency

Department for the Economy (DfE)
Belfast Metropolitan College
Northern Regional College
North West Regional College
South Eastern Regional College
South West College
Southern Regional College
Stranmillis College
Northern Ireland Screen
Invest NI
Office of the Industrial Tribunal and Fair Employment Tribunal (OITFET)
The Consumer Council
Consumer Affairs/Trading Standards
Tourism NI
Labour Relations Agency
Construction Industry Training Board
Health and Safety Executive NI

Department of Education (DE)
Council for the Curriculum, Examinations and Assessment (CCEA)
The Council for Catholic Maintained Schools (CCMS)
Comhairle na Gaelscolaíochta (CnaG)
NI Council for Integrated Education (NICIE)

Department of Justice (DoJ)
Northern Ireland Courts and Tribunals Service
Northern Ireland Police Fund
Northern Ireland Policing Board
Police Rehabilitation and Retraining Trust
Office of the Police Ombudsman
Independent Monitoring Board
Probation Board Northern Ireland
Youth Justice Agency
Legal Services Agency Northern Ireland
Northern Ireland Prison Service
Access NI

Department for Communities (DfC)
Local Government Staff Commission for NI
Commissioner for Older People for NI (COPNI)
NI Museums Council
Charity Commission NI (CCNI)
Northern Ireland Commissioner for Children and Young People (NICCY)
Ulster Supported Employment Limited (USEL)
Sport Northern Ireland
Libraries NI
National Museums NI
The Arts Council of NI
Armagh Observatory and Planetarium (AOP)
Ulster Scots Agency
Foras na Gaeilge

The Executive Office (TEO)
Commissioner for Survivors of Institutional Childhood Abuse (COSICA)
Northern Ireland Judicial Appointments Commission (NIJAC)
Historical Institutional Abuse Redress Board 
Equality Commission for Northern Ireland (ECNI)
Victims and Survivors Service (VSS)

Others
Electoral Office for Northern Ireland
Public Prosecution Service

Centres of Procurement Expertise (CoPEs)
Education Authority
Northern Ireland Housing Executive 
Northern Ireland Water
Translink



























[bookmark: _9.11.1_The_Contractor]
Annex 4 – Social Value

Background

In accordance with the Procurement Policy Note (PPN) 01/21 (Scoring Social Value Policy), the successful Supplier will be required to deliver measurable social value outcomes. 
In support of the PPN 01/21, and in light of the subject matter of the contract, the Contracting Authority has selected theme 1 and 4 as the most relevant social value themes to include in this contract.  

Theme 1 – Increasing secure employment and skills – aims to create employment and training opportunities, contribute to in-work progression and skills development, create opportunities for entrepreneurs and support economic growth.  
The New Decade, New Approach Deal emphasised the importance of access to good jobs, where workers have a voice that provides a level of autonomy, a decent income, security of tenure, satisfying work in the right quantities and decent working conditions. Creating good jobs and protecting workers’ rights impacts upon better health and wellbeing by tackling inequalities, building self-efficacy and combating poverty and also helps employers to attract and retain the talent they need to grow and thrive.

Theme 4 – Promoting wellbeing – aims to improve the health and wellbeing of the contract workforce, tackle employment inequality, contribute to in-work progression and skills development, and improve community integration.  
The Public Health Agency (PHA)[footnoteRef:1] recognises that using the workplace as a setting to promote and support health and wellbeing makes good business sense and has many benefits for both employers and employees which is especially important as workplaces emerge from the COVID-19 pandemic. According to the World Health Organisation, the definition of a healthy workforce is: ‘... one in which workers and managers collaborate to use a continual improvement process to protect and promote the health, safety and wellbeing of all workers and the sustainability of the workplace’.[footnoteRef:2] [1:   The Public Health Agency has developed a resource guide to support employers and employees to access information on improving health and wellbeing at work which can be accessed here]  [2:  healthy_workplaces_model_action.pdf (who.int)] 

[bookmark: _Hlk179977311]To help achieve these objectives and address the strategic aims, it is required that the successful Supplier will deliver measurable social value outcomes.  

In addition to the social value requirements set out below, the Supplier is required to address the social value award criteria AC5 – Social Value as set out in the Instructions to Tender.

1.0 Paid Employment Opportunities  
[bookmark: _Hlk171087617][bookmark: _Hlk171085948][bookmark: _Hlk179977509]1.1 To maximise paid employment opportunities for people who face barriers to employment, a minimum of 40% of new personnel engaged on the contract (be it through the supplier or a sub-contractor) must satisfy one of the descriptions below. 
· a person who is in education or has left education in the last 12 months and is seeking employment; or  
· people who are long-term unemployed[footnoteRef:3] [3:  a person aged under 25 that has been unemployed for more than 26 weeks and is seeking employment; or
a person aged 25 or over that has been unemployed for more than 52 weeks and is seeking employment.] 

· [bookmark: _Hlk159943783]people who are located in deprived areas and are seeking employment
· people who are underrepresented in the contract's workforce, are new to the sector and are seeking employment
· another person who faces barriers to employment and is at risk of social exclusion and is seeking employment, as accepted by the Authority, at the Authority’s discretion 

1.2 Moreover, the Supplier will endeavour to fill 10% of vacancies by people who have a disability and are seeking employment. These beneficiaries may also contribute to the minimum target of 40% which is outlined at 1.1.   


1.3	Support and Training
Each beneficiary must be:
· provided with the opportunity to obtain training and accreditation relevant to the tasks they are expected to perform;
· asked if they would like to receive support with numeracy, literacy and information technology, and those that do must be signposted to sources of training and accreditation for these Essential Skills; and
· supported in undertaking training e.g. through flexible working arrangements, where practicable.
The costs of training and accreditation/registration must be covered by the Supplier either directly or through public or industry sources that they identify.

2.0 Promoting Wellbeing  

The Supplier will deliver initiatives to continuously improve the Health and Wellbeing of the contract workforce, particularly for the groups set out at clause 1.0. These initiatives should be above and beyond the legal and mandatory requirements of the contract.
The Supplier shall develop a staff well-being framework to ensure staff have access to appropriate support and well-being services.

3.0 Positive Action to maximise employment opportunities

All employment vacancies on the contract are to be notified by the Supplier to (www.jobapplyni.com) and one or more organisations registered on the Social Value Unit website (www.socialvalueni.org/contractors/find-a-broker/) and/or other agencies named by or agreed with the Authority for this purpose. Sufficient time must be allowed for information on vacancies to be made available and applications submitted.

4.0	Security clearance 

The Supplier shall obtain security clearance for all persons visiting the workplace in relation to employment opportunities and site visits to the same standard as all other personnel involved in the contract in accordance with the Contract Information.

5.0	Data Protection 

Where the Supplier has selected to provide paid employment opportunities for people who face barriers to employment the following Data Protection arrangements will apply.  
A Data Protection Consent Form (as provided) must be completed by each person in the Supplier’s Social Value Monitoring Report and therefore counted towards the Social Value target for the contract. Consent shall be provided on a voluntary basis and can be withdrawn at any time (as noted within the Data Protection Consent Form). Completed Consent Forms must be sent to the Strategic Investment Board.  Notwithstanding the above, the Supplier shall ensure it satisfies itself in respect of its obligations under the Data Protection Act 2018 (as may be amended from time to time) and the General Data Protection Regulation (UK GDPR).
The Supplier, at contract award, shall enter into a Data Processing Agreement with the Strategic Investment Board. This is to enable the sharing of personal information (provided in the Social Value Monitoring Report) for the purposes of checking and verification. 
The Supplier must only engage a Sub-processor, in relation to the Social Value requirements, with the prior consent of the Strategic Investment Board and must enter into a Data Processing Agreement with any Sub-processor with whom the information in the Supplier’s Social Value Monitoring Report is shared.  

6.0	Health and Safety 

It is the responsibility of the Supplier to ensure that persons recruited or otherwise visiting the worksite in relation to the social value requirements has or is supported to obtain the necessary health and safety accreditation or other appropriate measures and appropriate personal protective equipment if necessary.

7.0 The Authority’s Support Activities

Organisations delivering employability, education and skills training are listed on the Social Value Unit website (www.socialvalueni.org/Contractors/find-a-broker/) established for the purpose of helping Suppliers identify social value beneficiaries.  However, this action does not comprise or imply any promise on the part of the Authority or their agents to provide suitable services.  Responsibility for sourcing social value beneficiaries remains with the Supplier.
Any action taken by the Authority or their agents to broker relationships between the Supplier and local individuals/firms/agencies does not imply and should not be deemed to imply that they or their agents consider the individual/firm/agency as suitable for engagement by the Supplier. 

8.0	Costs

The Supplier shall deliver the social value requirements within their tender sum (omitting any grants or other public funding that will be obtained to offset the costs of delivering the social value requirements). 

9.0 Sub-contractors

[bookmark: _Hlk159922836]It is the Supplier’s responsibility to develop a working method and where necessary secure sub-contractor co-operation in order to achieve the Authority’s social value requirements.

10.0 Monitoring Information 

The Supplier shall provide a completed Social Value Monitoring Report every month. The Authority retains the right to request interim reports. 
This Report will include, subject to Data Protection:
· the number of people recruited during the period to the contract workforce and the percentage of these that meet the descriptions set out in clause 1.1 and 1.2;
· a listing of all of the new employees that meet the descriptions set out in clause 1.1 and 1.2, including which group they belong to (as set out in clause 1.1 and 1.2,), and the number of weeks they have delivered in the period reported on and the period since their employment;

In addition, this Report will include, subject to the initiatives set out for delivery by the Supplier at bid stage and Data Protection:
· Number of hours of health and wellbeing initiatives delivered to the contract workforce
· Other activities committed by the supplier at bid stage 

The Supplier shall provide all information necessary, including obtaining it from subcontractors and agencies, and cooperate with the Authority's Project Manager to review progress on delivering the overall social consideration requirement.
The Supplier should not record any activities on the Social Value Monitoring Reports to the extent that they are delivered, wholly or in part, for a purpose other than satisfying the requirements specified in this Schedule.
















v.1.3	                                           
		 1
[bookmark: bookmark=id.3znysh7]	
