	Contractor’s / contractor’s Name

address
	
	School Name

	
	
	Address

	
	
	

	
	
	Tel:

Fax:

e-mail:



Date
Dear …………

REQUEST FOR A QUOTE FOR …………………………………………

Please can you provide ………………. School with a quote for the following service / goods by completing the form attached overleaf.  A copy of the school’s Terms and Conditions are attached.
	Description of service / goods / works required:



	Time frame:


	Other requirements / criteria:




If you have any queries about this request please contact:

[Insert Name, address and contact details (tel. / fax. / e-mail) of someone in school]
It is the schools intension to inform you of the outcome of this enquire no later than………/……/ 2008.

Signed: …………………………………….
Name: 
…………………………………….

Designation: 
…………………………………….

Commissioning Officer under Contract Regulations

TO BE COMPLETED BY THE CONTRACTOR:
	
	Tick Box

	I / my organisation is able to supply the requested services / goods as described in the attached Request for a quote.
	

	Price:

…………………………………………………..………………………………



	I / my organisation is able to supply the requested service / goods / works as described in the attached request with the following amendments:

Amendments are:

………………………………………………………………………..…………

……………………………………………………………..……………………

…………………………………………………..………………………………

………………………………………………………………………………….
	

	Contractor / contractor’s contact details are:

Name: 
…………………………………….

Address: 
…………………………………….

Tel No: 
…………………………………….

Fax No: 
…………………………………….

e-mail: 
…………………………………….

	Signed:


…………………………………….

Name: 
…………………………………….

Designation: 
…………………………………….




Terms and Conditions: 
(For “Goods” remove the Terms below and attach the standard Terms in T3b:

For “SERVICES” use the Terms below)
1. PURPOSE OF THE AGREEMENT
This Agreement relates to the school purchasing the service as described on pages one and two of this document.
2. DURATION

2.1
This Contract shall commence on the [     ] day of [  ] 20[  ] and shall continue for a period of [   ] years thereafter until [   ] 20[  ] unless terminated in accordance with the provisions of this Contract or extended at the sole discretion of the School for [   ] years by giving at least [   ] Months’ prior notice in writing.
2.2
If the School exercises its discretion to extend the Contract Period pursuant to clause 2.1 then the terms and conditions of this Contract between the School and the Contractor shall be the terms and conditions of the extended Contract, save for this clause 2 and clause 9 Pricing which may be revised and agreed by both Parties.

3. Clause not used
4. INTERPRETATION AND APPLICABLE LAW

4.1
This Contract shall be governed by and interpreted according to the laws of England.

4.2
Any references to any Act of Parliament shall be deemed to include any amendment, replacement or re-enactment thereof for the time being in force, and to include any bylaws, licenses, statutory instruments, rules, regulations, orders, notices, directions, European Union legislation made thereunder, and any condition attaching thereto.

4.3
The expression ‘person’ used in this Contract shall include (without limitation) any individual partnership, local authority or incorporated or unincorporated body.

4.4
In this Contract, the masculine includes the feminine and the neuter and vice versa; the singular includes the plural and vice versa.

4.5
References to clauses or Schedules shall be to clauses and Schedules of this Contract.

5. MANAGEMENT AND STAFFING INCLUDING VOLUNTEERS

5.1
Safeguarding

5.1.1
The Contractor acknowledges that the School has legal responsibilities under the Safeguarding Vulnerable Group Act 2006 (the “SVG Act”) (as amended from time to time) and in providing the Services under this Contract, the Contractor warrants that it will comply with all requirements under the SVG Act and all other relevant legislation in relation to safeguarding vulnerable group 

5.1.2
In addition to clause 5.1.1 the Contractor warrants that it will comply with the School’s Adult and Child Safeguarding procedures in relation to this clause 5.1 details of which are available on the Herts Direct Website (http://www.hertsdirect.org/yrccouncil/hcc/acswww/acspolicies/safeadults/ and http://www.hertsdirect.org/caresupport/childfam/childprotection/acpc/procedures/) as may be amended from time to time and notified to the Contractor

5.1.3
The Contractor shall give reasonable assistance to the School to comply with the SVG Act and shall not do any act either knowingly or recklessly that would cause the School to be in breach of the SVG Act   

5.1.4
Pursuant to clause 5.1 the Contractor shall nominate and name a designated senior officer or manager and make arrangements during the provision of the Services under this Contract to ensure that it complies with the provisions of the SVG Act  

5.1.5
The designated senior officer or manager shall comply with the provisions of working together for safeguarding children, young people and vulnerable adults in dealing with allegation of abuse made against the Contractor’s employee who work with children, young people and vulnerable adults
5.2
Criminal Records Bureau (“CRB”)

5.2.1
It is the School’s policy that all staff and volunteers must have satisfactory Enhanced CRB checks and references prior to appointment.  This applies also to all organisations that work in partnership with the School:- 

5.2.1.1
who work directly and regularly with children, young people 

5.2.1.2
who provide advice regularly to children, young people or vulnerable adults over the telephone or via electronic communication including the internet and text messaging which relates to their physical, emotional or educational well-being or

5.2.1.3
who are involved in establishing and operating the Database containing basic information about children, young people or vulnerable adults in England and those whose employment  requires them to access the Database

5.2.2
The Contractor shall ensure that before a Named Employee begins to perform any of the Services:-

5.2.2.1.
each Named Employee is questioned as to whether he or she has any convictions, reprimands, final warnings or any other relevant information which makes them unsuitable to perform any of the Services; and

5.2.2.2
the results are obtained of a check of the most extensive available kind made with the Criminal Records Bureau enhanced in accordance with Part V of the Police Act 1997 in respect of each Named Employee in accordance with the School’s policy

5.2.3
The Contractor shall use one of the following methods for the advice, processing and storage of CRB checks:

5.2.3.1
through the Council’s CRB Umbrella Body

5.2.3.2
by the Contractor directly (if CRB registered)

5.2.3.3
through an external umbrella Body 
5.2.4
Where the Contractor uses the Council’s CRB Umbrella Body the Contractor shall ensure that no person who discloses any convictions, cautions, reprimands, final warnings or other relevant information or who is found to have any information following the results of a CRB check, is employed or engaged by the Contractor or on the Contractor’s behalf without the School’s prior written consent (such consent not to be unreasonably withheld or delayed)

5.2.5
Where the Contractor’s CRB checks are processed either directly by the Contractor or by an umbrella body other than the Council the Contractor shall comply with and observe all relevant legislation in relation to CRB checks and follow all recommendations and general guidance issued by any Central Government Department on CRB checks when deciding whether the outcome of the CRB check is satisfactory and whether the individual concerned is suitable to work with children, young people or vulnerable adults 

5.2.6
The Contractor shall disclose to the School the CRB record for each Named Employee and the Contractor shall store the record securely within the Contractor’s organisation in accordance with the Data Protection Act 1998. Where the disclosure information is on a CRB certificate, a risk assessment should be kept by the Contractor  
5.2.7
Pursuant to clause 5.2.5 above the Contractor will complete a risk assessment form similar to the one specified in Schedule [1] of this Contract. If the Contractor uses their own form, then it must reflect the same standard as this form

5.2.8
The School reserves the right to request additional CRB checks are carried out if there is any doubt about the outcome of any individuals check 

5.2.9

The Contractor through monitoring of its compliance with this clause 5 shall ensure that the School is kept advised at all times of any member of Staff who, subsequent to his/her commencement of employment as a member of Staff, receives a conviction or whose previous convictions become known to the Contractor (or any employee of a sub-contractor involved in the provision of the Services)

5.3
Vetting and Barring Scheme

5.3.1
The Contractor shall comply with the requirements of the national Vetting and Barring Scheme (“VBS”) under the Safeguarding Vulnerable Group Act 2006 (the “SVG Act”) in providing the Services under this Contract. The requirement for CRB checks will continue and will run in conjunction with VBS.

5.3.2
The School under its duty to the ISA shall respond to requests from the ISA for further information already held by the School in relation to the Contractor’s Staff 

5.3.3.Failure by the Contractor to comply with this clause 54 may lead to the termination of this Contract at the School’s sole discretion

6. REMEDIES FOR POOR PERFORMANCE 

6.1 
If in the reasonable opinion of the School’s Contract Manager, the performance of the Contractor in a particular service area is unsatisfactory the School’s Contract Manager shall notify the Contractor in writing indicating the areas of concern and shall require a plan of corrective action including timescales to be put into place (the “Action Plan”). 

6.2 The Contractor shall produce the Action Plan within ten (10) Working Days of receiving notification from the School’s Contract Manager.  If the Contractor fails to produce the Action Plan or if there are any elements of the Action Plan that the School’s Contract Manager disagrees with then the School’s Contract Manager shall prepare the Action Plan or specify amendments to the Action Plan (as the case may be)

6.3
The Action Plan will be confirmed in writing by the School’s Contract Manager

6.4
Improvements in performance will be monitored for three months from the date that the Action Plan is put into place and a review to monitor and assess progress on the Action Plan will take place after the expiry of the three month period.  

6.5 
If following the review, the Contractor fails to satisfy the School (acting reasonably) that the areas of concerns raised in the review have been remedied then the School shall be entitled to terminate the Contract completely or in respect of the relevant service area without further notice.

6.6
The School shall in exceptional circumstances be entitled to employ and pay any other persons to provide the Services in whole or in part and where appropriate to recover from the Contractor any reasonably incurred additional costs in so doing provided that at all times the School shall actively seek to mitigate the level of such costs and keep them to a minimum.

7. Termination

7.1
This Contract may be terminated by either party giving 6 months notice to the other, or over a shorter period if both parties agree.

7.2 The School may terminate this contract immediately if a service user has been placed at risk or if the monies paid by the school are not being used in connection with the Services. In such circumstances the school will take action to recover such monies as it considers appropriate.

7.3
The School may terminate this Contract immediately on giving written notice and recover the costs of such termination from the Contractor if:

7.3.1
The Contractor loses any necessary registration which is required for the completion of this Contract.

7.3.2
The Contractor becomes bankrupt or has an administration order made against it or present its petition in bankruptcy or makes an arrangement with or assignment in favour of its creditors or agrees to continue this Contract under a committee of inspection of its creditors or if the Contractor goes into liquidation (other than a voluntary liquidation for the purposes of amalgamation or reconstruction) or has a provisional Liquidator, Receiver or Manager of its business duly appointed or has possession taken by or on behalf of the holders of any debentures secured by a floating charge on any property comprising in or subject to a floating charge;

7.4
This Agreement will be terminated with immediate effect in the event that the school is closed down for whatever reason.

8. PAYMENT

8.1
The School will pay the Contractor £……(To be agreed)……. for 201X/201X for the Services / Goods / Works as detailed in clause 1, this will be the Contract Sum.

8.2
The payment for subsequent years of this agreement shall be the Contract Sum plus reasonable allowances agreed by the County Councils Chief  Finance Officer , for inflation, cost of living, pay awards and incremental points, less any one of costs which are included in the Base Budget
8.3
Payment with regards to this Service will be made quarterly / termly / monthly (To be agreed) in advance in …  [list of months]…..  on receipt of a valid invoice.

8.4
All sums payable under this contract are exclusive of VAT or any tax replacing it. 

8.5
The School may set off against any sums payable by the School pursuant to the agreement amounts due at any time to the school from the Contractor under any contract or agreement.

8.6
The School may reduce payment in respect of any Services which the Contractor has either failed to provide or has provided inadequately, without prejudice to any other rights or remedies of the School.

8.7
The Contractor shall not suspend the provision of Services for failure to pay disputed charges.

9. HEALTH AND SAFETY


The Contractor is responsible for ensuring that it has a Health and Safety Policy that complies with the requirements of Health and Safety and any other relevant legislation.

10. INSURANCE AND INDEMNITIES 

10.1
The Contractor shall indemnify the School against and insure against any liability loss or claim or proceedings whatsoever arising under any statute or at common law in respect of personal injury to or death of any person whomsoever arising out of or in the course of or caused by the execution of the Services specified herein due to the acts omissions or negligence of the Contractor its servants or agents or sub-contractors.

10.2
The Contractor shall indemnify the School in respect of any liability loss claim or proceedings in respect of any injury or damage whatsoever arising out of or in the course of or by reason of the execution of the Services to any property real or personal due to any negligence omission or default of the Contractor its servants or agents or sub-contractors.

10.3
The Contractor shall maintain the following minimum insurance cover and provide copies of the relevant insurance certificates to the School:-
· Public Liability
£5 Million  (any one incident) 

· Employers Liability
£10 Million (any one incident) (where appropriate)
· Professional Indemnity 
£5 Million  (any one incident) (where appropriate)
11. DATA PROTECTION

11.1
Each party shall comply with the requirements of the Data Protection Act 1998 in relation to the provision or use of the Services, and shall not knowingly or negligently take any action that might lead to a breach by the other party.

11.2
The Contractor shall only use any and all information which is given or made available to it by the School under the provisions of the Data Protection Act 1998 for the provision of the Services and for no other purposes whatsoever at any time.

12.
Clause Not Used
13.
CONTRACTOR’S EQUIPMENT

13.1
The Contractor shall be responsible for the provision and maintenance of the Contractor’s Equipment during the Contract Period.

13.2
The Contractor shall be responsible for the security of the Contractor’s Equipment and the School shall be under no liability in respect thereof save where any damage or loss is caused to the Contractor’s Equipment by the acts or omissions of the School. 

13.3
The Contractor shall ensure that any hired or leased equipment is clearly marked with the name of the hirer or owner.

13.4
The Contractor shall upon request made by the  School’s Contract Manager at any time in relation to any item of Equipment used in the provision of the Service, forthwith notify School’s Contract Manager in writing the name and address of the owner thereof.

13.5 
Where in the opinion of the School, any Equipment used in the performance of the Service does not comply with the requirements of this Contract, the School may serve on the Contractor a Notice in writing requiring the Contractor to remove such Equipment within such time as may be specified in the Notice and to substitute proper and suitable Equipment.  

13.6
The School reserves the right to reject any Equipment which, in the opinion of the School, will not achieve the standard of the Services or is unsafe.

13.7
The Contractor shall maintain in a safe, serviceable and clean condition, all Equipment used in the provision of Service on the Premises and on request shall allow the same to be inspected by the School’s Contract Manager.

13.8 
The Contractor shall keep all hazardous Equipment under proper control and safekeeping and shall ensure that all such Equipment is properly and clearly labelled.

13.9
Where adequate secure storage space is not provided by the School at the Premises, the Contractor shall provide at his own expense, reasonable and suitable storage for all equipment and materials.  Such storage may be provided on the Premises only with the consent of the School, and in accordance with any restrictions or requirements he may impose.  If secure storage facilities are not available on the Premises, the Contractor shall ensure that all materials and equipment are removed from the Premises as soon as work there ceases.
14
MONITORING


That, where required, you will provide a progress report and / or evidence of how this funding has been spent, and provide the necessary receipts as proof.  Where appropriate, you will seek feedback from the users of your services and from other stakeholders. You will have a complaints procedure in place and take steps to ensure that users of the service are aware of it.
Your contact with the School with regards to this agreement is 

Name: 
……………………………………..
Designation: 
……………………………………..
Address:
……………………………………..
Use this Quotes for up to £10k, (use T8B for >£10k) and then use the Letter of Agreements to confirm, T4.  Now delete this box
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