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1. [bookmark: _Toc1739167]Introduction

Contract and Supplier Management (“CSM”) is a crucial process that must be implemented to ensure that procured services provide best value for all stakeholders. Two key phases within CSM are contract implementation and contract exit. 

[bookmark: _Hlk511294206]Implementation plans and exit strategies are assessed in Section 2 (Development and Tender) of the Procurement & Commercial Improvement Programme (“PCIP”), within Question 2.4 ‘What does your organisation do to efficiently use implementation plans and exit strategies?’. This question is subject to pre-assessment and in the last round of PCIP assessment, Scottish local authorities (“Councils”) recorded their second lowest scores for this question. Therefore, implementation plans and exit strategies have been identified by Scotland Excel as an area in which Councils would benefit from additional guidance to support improved practice.
2. [bookmark: _Toc1739168]Scope

This document aims to: 

· improve your knowledge of the assessed area of implementation plans and exit strategies and share relevant, up-to-date examples and templates, so that:
· improved practice is developed and implemented;   
· Council’s increase their understanding of what is expected to be submitted for evaluation in this question of the PCIP assessment; and
· to inform the selection of information submitted to demonstrate that the assessment criteria have been met.
3. [bookmark: _Toc1739169]Overview of Guidance 

This guidance focuses on ensuring that newly procured contracts are successfully implemented to drive maximum benefits (timescales, uptake etc.) and that appropriate consideration has been given to the end of an agreement and the potential for early termination. 



4. [bookmark: _Toc1739170]Contract Implementation Plans

a. [bookmark: _Toc1739171]Implementation Plans – Key Points

Forming an integral part of the CSM process, contract implementation is the process that primarily occurs in the period between contract award and ‘go live’, consisting of two distinct phases:

· Migration - facilitating the movement of organisations to a new contract post 'go-live'; and 
· Mobilisation - the process of moving from contract award to 'go-live', i.e. the point when a user can buy from the contract.

Implementation ensures that suppliers have all the information they require to plan the migration of users to the contract and that user-organisations have all the information they require to use the contract e.g. suppliers’ contact details, information on the goods/services available from the contract and continuity of supply (Procurement Journey, Route 3 - Contract Implementation). 

The process to migrate and mobilise a contract consists of a number of steps, which when documented create a contract implementation plan. The timescales of each activity should be amended to suit each specific procurement activity. Scotland Excel, for example, begin planning for mobilisation 1-3 weeks in advance of the contract award, and send out pre-mobilisation communications to relevant parties 1 week prior to contract award. 
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Source: Procurement Journey, Route 3 - Contract Implementation
b. [bookmark: _Toc1739172]Communication 

Communication is a key element of the implementation phase, ensuring compliance and maximisation of the planned benefits of the procurement exercise.

A communication plan should be developed which considers:

· Who? – identified key stakeholder groups to whom you are communicating;
· What? – appropriate key and supporting messaging for each audience, focussed on what they need to know and what is expected of them;
· When? – the timing of your communications, which should be considered in line with the implementation process;
· How? – your communication method, which should be determined by the stakeholder audience and should take account of the accessibility requirements e.g. email, newsletter, roadshows. 

It is good practice to hold your first meeting with the successful supplier[footnoteRef:1] as soon as possible after the contract has been awarded. As a guideline this should be within 1-3 weeks and should cover: discussions around the contract implementation phase; agreeing roles and responsibilities; identifying activities; agreeing KPIs and timescales; and setting expectations. Communication with suppliers throughout the implementation phase is crucial and meetings should be arranged as and when required.  [1:  or suppliers, if you have procured a framework agreement or a dynamic purchasing system.  ] 


c. [bookmark: _Toc1739173]Catalogue Management 

The process of catalogue management involves receiving initial catalogue data from suppliers, checking catalogue content, validation checks and testing, before finally issuing it to end user organisations.

Catalogue management can be very time consuming, depending on the size (number of line items) and number of catalogues involved, so it is imperative to allow enough time to build catalogues prior to the ‘go live’ date of the contract. It should be noted that electronic catalogues are more suited to certain commodity/service areas such as contracts for goods, and are less applicable to other commodity/areas such as social work or construction.  

d. [bookmark: _Toc520807824][bookmark: _Toc520808741][bookmark: _Toc520808783][bookmark: _Toc520807825][bookmark: _Toc520808742][bookmark: _Toc520808784][bookmark: _Toc1739174]Buyer / End User Information Pack

An information pack containing key information about the use of a contract is useful to distribute to buyers/end users. This should detail:

· information regarding the goods and services available throughout the contract;
· prices;
· supplier contact details;
· ordering information;
· returns / complaints / escalation process; and
· CSM process. 

[bookmark: _Hlk519171351]The information pack should be proportionate to the size and complexity of the contract. It should demonstrate how the contract delivers best value and provide information relating to the benefits of the contract, e.g. savings, KPIs, improvements in quality and service, sustainable procurement and community benefits expected etc. 


e. [bookmark: _Toc520807828][bookmark: _Toc520808745][bookmark: _Toc520808787][bookmark: _Toc520807829][bookmark: _Toc520808746][bookmark: _Toc520808788][bookmark: _Toc1739175]Supplier/Buyer Events 

Dependent on the nature of the contract e.g. size, value and risk, organising a supplier/buyer event can be a good way to raise awareness of the contract amongst potential customers / end users. This also provides a good opportunity to distribute information packs / buyers’ guides.

i. [bookmark: _Toc1739176]Examples of good practice

	
The City of Edinburgh Council

	Contract Implementation Guidance




	Contract Classification Tool




	Contract Handover and Management Report





	
South Ayrshire Council 

	Contract Implementation Plan Template




	CSM Briefing Pack Template




	
Scotland Excel 

	(0517) Children’s Residential Care & Education Services Including Short Breaks, Purchasers Guide





	
Crown Office and Procurator Fiscal Services 

	Implementation/Mobilisation Plan 





5. [bookmark: _Toc1739177][bookmark: _GoBack]Contract Exit Strategies

a. [bookmark: _Toc1739178]Exit Strategies – Key Points

An exit strategy is usually developed as the means of withdrawal from a working relationship with a supplier, whether it be at the end of a contracted period, failure to meet agreed performance measures, breach of contract or through force majeure (CIPS Procurement Topic, Exit Strategies). “Development of an exit strategy should be a ‘front end’ activity, considered when developing your commodity/service strategy, included in the Procurement Documents and contractual terms and conditions where possible” (Procurement Journey, Route 3 - Contract & Supplier Management - Exit Strategy). Each condition through which the relationship can be terminated should be addressed in the exit strategy and essential components such as the transfer of information, assets, knowledge, staff (TUPE) and intellectual property considered. 


b. [bookmark: _Toc1739179]Exit Strategy Considerations

Having a well-developed and documented exit strategy is crucial. Fundamentally, it should contain concrete “details on the timescales for key actions and the party responsible for such actions” (CIPS Procurement Topic, Exit Strategies). Other considerations that the strategy should address include service continuity (business continuity planning), appropriate communication with the incumbent (i.e. current) supplier, escalation processes and alternative dispute resolution procedures, breach of contract, risk mitigation and exit trigger points.

c. [bookmark: _Toc1739180]Risk

An exit strategy will help to mitigate risks to the purchaser when a relationship ends and reduces the likelihood of legal complications. “Barring force majeure, it will normally be the provider’s responsibility to manage service continuity” (Leitch, 2016). However, a good exit strategy should identify the risks associated with service interruption or failure, formally record these in a risk register and assign each risk to an individual owner to be actively managed in accordance with good risk management practice (Leitch, 2016). 

d. [bookmark: _Toc1739181]Engaging Suppliers 

It is crucial to engage a supplier at the early stages of a relationship to discuss exit strategies. This must be treated as a sensitive conversation, as too much emphasis on the exit strategy or handling discussions unprofessionally could cause the supplier(s) concern regarding the purchaser(s) future commitment and co-operation, which may result in supplier demotivation, thus potentially impacting agreed service levels (Power et al., 2004). 
Therefore, the exit strategy needs to be clearly defined and agreed during the pre-contract stage to avoid difficulties at a later date, noting that the practical implementation of an exit strategy is to a large extent, dependent upon maintaining a working relationship with the outgoing supplier (Making an exit, 2012). Inclusion of a clause in the contract to the effect, “the supplier is required to provide all such assistance as may be necessary to ensure a seamless handover to a new supplier” can be a useful tool to encourage co-operation at what may be a challenging point in the relationship (CIPS Australia: Where’s the Exit?).
Overall, it is best practice to ensure that all parties are satisfied before formally drafting the exit strategy and before signing any agreement (CIPS Australia: Where’s the Exit?). Exit strategies should be reviewed annually or when significant change occurs, and the conclusion of any contract is the ideal time to review how well the contract performed and to explore lessons learned which can be carried forward to inform future contract terms or strategies (The Procurement Journey, Contract & Supplier Management - Exit Strategy).

i. [bookmark: _Toc1739182]Examples of good practice

	
The City of Edinburgh Council 

	Renew and Exit Guidance



	Contract Closure Report Guidance




	
Glasgow City Council 

	Exit Strategy and Monitoring Plan




	
South Ayrshire Council 

	Exit Strategy Template





	
Crown Office and Procurator Fiscal Service 

	Exit Management Example (draft)




	The Procurement Journey - Contract Management Checklist

	



6. [bookmark: _Toc1739183]Project Plans

A project plan can be a useful tool to develop, manage and document the implementation plan and exit strategy, within a wider commodity strategy.  Each project plan should be relevant and proportionate to the strategic importance, value and/or risk associated with the contract. It should be clear, accessible and contain a broad level of detail, including milestones, timeframes for actions and events, and approval, review and sign-off points as a minimum. 
With regards to PCIP assessment, it is essential that all activities detailed in the project plan can be evidenced through supporting documentation. 

i. [bookmark: _Toc1739184]Examples of good practice 

The Scottish Government have produced a template for the sector to use in the form of the Procurement Journey Project Plan, available in PowerPoint and Excel formats. 
	Procurement Journey Project Plan 

		


	














7. [bookmark: _Toc1739185]PCIP Evidence 

Implementation plans and exit strategies form part of a pre-scored question set in the PCIP assessment, and so requires advanced information to be submitted. Specific tender or contract information will be requested, comprising of a cross-section of evidence from, including, but not limited to:

a. Business Critical End to End Procurement Exercise(s); 
b. End to End High Risk Procurement Exercise(s); 
c. End to End High Value Procurement Exercise(s); 
d. Implementation & Exit Plans Procedure; and
e. Documentation of sharing implementation plans and exit strategies with other organisations.

In addition to the evidence requested, Councils also select and submit evidence to be assessed. 

For this question, it is key to demonstrate that implementation plans and exit strategies have been considered and can be evidenced in pre-tender documentation, for example: 

· Providing an implementation/ project plan, which considers:
· Communications; 
· Process change; 
· Materials and documents; 
· Training;
· Roles; 
· Technology; 
· Contingency plans; 
· Elements of planned CSM; and  
· A process to trigger when an exit strategy should be initiated;
· Within commodity strategies / category strategies;
· Within an Invitation to Tender; and / or
· Evidenced through emails, meeting minutes and reports.
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Appendix 1 – Contract Implementation Guidance

Suppliers must have all the information they require to plan the delivery of the new works, services or supplies. Users must be informed about the new contract and have all the information they need to use the contract and get the best from it e.g. Supplier(s) contact details, information on the goods/services available from the contract.

Contract Handover and Management Report

A Contract Handover and Management Report will be used to provide a summary of the main provisions of the contract. This should be prepared by CPS, with assistance from the Service Area, and act as a guide for end-users and Contract Managers on the key provisions of the contract. The key information will include:

1. Background to the contract and objectives;

2. Details of the goods, services or works available;

3. Prices;

4. Contract Owner/manager details;

5. Supplier contact details;

6. Expected costs and savings, key payment mechanism terms;

7. Meetings/complaints/escalation process;

8. Implementation process;

9. Key Performance Indicators (KPI)s;

10. Community Benefits deliverables;

11. Processes for monitoring risks, health and safety, financial standing, Business Continuity; and

12. Exit strategy.

The Contract Handover and Management Report should be proportionate to the contract, and should demonstrate how it delivers best value and provides information relating to the benefits of the contract (e.g. cost savings, KPIs, improvements in quality and service). 



















Contract Implementation Activities

		Key Activities

		Points for the Contract Manager to consider



		1. Tier contract



		· The Service Area supported by CPS will provisionally categorise contracts using the Contract Classification Tool during the procurement stage. The Contract Tier will be confirmed at the contract implementation stage once the Supplier and contract terms are confirmed.

· The value, risk and complexity of the contract will be identified as part of the procurement process. Provisionally assessing the classification at an early stage will help identify the contract management activities required for the contract and appropriately assign a Contract Manager.





		2. Prepare Contract Handover and Management Report



		· Ensure this contains key milestones for go live of contract - site visits, data access, knowledge transfer, etc.

· Set the frequency of performance reviews with the Supplier now to remain on top of Supplier performance.

· Set key metrics, frequency and process for MI reporting to identify any Supplier data integrity or availability issues.



		3. Post award Supplier meeting



		· A contract implementation meeting with the Supplier should be held by the Contract Manager as soon as possible after the contract has been awarded. The purpose of this meeting is to discuss the contract implementation phase and agree roles, responsibilities, handover information from the outgoing Supplier and identify and agree activities and timescales as per the specification.

· It is important to keep in regular contact with the Supplier during the contract implementation phase and to arrange meetings when required.



		4. Manage communication both internally and externally before the contract goes live

		· Verify that the contractual documents received have been signed by both parties and dated appropriately.

· Update Contract Register as required.

· The Contract Manager should work with CPS and Communications to determine the appropriate communications plan.



		5. Set up governance and key processes for the contract



		· Define roles and responsibilities between the Contract Manager and service user(s) – being joined up here helps prevent Supplier miscommunication going forward.

· Set up the governance process and structure to ensure ownership and accountability for managing risks/issues and reporting. Ensure that the Community Benefits reporting process feeds into contract reporting.

· Consider the likely effort required to manage the contract going forward, and how risks will be managed and communicated.

· Ensure all invoicing, change control and approvals processes are clearly defined and accessible to all parties.

· Agree and communicate delegated authorities and escalation routes.



		6. Supplier / Buyer events

		· It may be necessary to raise awareness of the contract amongst end users by organising a Supplier/Buyer ‘launch’ event to give users the opportunity to meet each other, and for the Supplier to present details of the contract. This is also an opportunity to distribute information packs/buyer’s guides.

· Where many users are affected, a news item should be published via the Orb.



		Useful documents for contract implementation

		Contract Classification Tool

Contract Handover and Management Report
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[bookmark: _Toc517884621][bookmark: _Toc517945819]Introduction

This Contract Classification Tool should be used to determine the Contract Tier. As described below, the Contract Tier is determined through assessment of the value, risk and complexity of the contract. This will be considered during the procurement process and through development of the Contract Handover and Management Report. Completing the classification at this stage will help identify the contract management activities required for the contract and appropriately assign a Contract Manager in the Service Area. 



The assessment should be undertaken by the Service Area(s) supported by the Contract and Grants Management (CAGM) Team and Commercial and Procurement Services (CPS).



[bookmark: _Toc517945820]Definition of Contract Tiers

Figure 1 shows the tiering system for contracts by contract value and risk/complexity. 

[bookmark: Figure1]Figure 1 – Contract Classification Matrix

		Annual Contract Value 

		Above £2m

		Tier 2

		Tier 1

		Tier 1



		

		Between £1m - £2m

		Tier 3

		Tier 2

		Tier 1



		

		Between £50k* - £1m

		Tier 3

		Tier 2

		Tier 2



		

		

		Low

		Medium

		High



		

		

		Risk / Complexity





*£50,000 total forecast contract spend

Tier 1

· These are high value contracts (>£2m per annum) that are medium or high risk, or lower value (£1m-£2m per annum) contracts that present high risk to the Council.

· These require Tier 1 contract management**

Tier 2

· These are contracts (£1m to £2m per annum) that present medium levels of risk, or higher value contracts (>£2m per annum) that present low risk, or lower value contracts (<£1m per annum) that present high risk to the Council.

· These require Tier 2 contract management**

Tier 3

· These are relatively low value contracts (£50,000 to £1m per annum) that are low to medium risk, or contracts (£1m to £2m per annum) that present low risk.

· These require Tier 3 contract management**



**See detail in section 5: Guide to Contract Management Levels for more detail





Goods or services contracts with total anticipated spend below £50,000 are anticipated to need low levels of contract management. This will include monitoring of spend and management information (MI) as set out in the contract terms. The Contract Manager will be responsible for ensuring monitoring takes place. For contracts with a value above £3,000, the Mobilisation Checklist should be completed. This is found in Appendix 4 of the Contract Handover and Management Report. 



Works contracts note

[bookmark: _Hlk516235589]It is recognised that the regulated procurement threshold for works is £2m. Therefore, it may not be appropriate to apply the tiering thresholds detailed above for certain works contracts. Relevance of the thresholds will depend on factors such as whether the works are being undertaken through a framework agreement, the risks involved with the project and the relevant contract terms. This should be considered during the procurement stage, please seek guidance from your Procurement Lead. 



[bookmark: _Toc517945821]Assessment of Risk and Complexity

The risk and complexity level can be assessed using the table ‘Defining the Risk and Complexity’ below.  In undertaking the assessment of risk and complexity, consideration of the Council’s risk policies and guidance including Health and Safety policies should be undertaken. 



Assessment of risk should consider the following: 

1. Strategic importance of the contract. 

2. Likelihood that contract failure or serious under performance will create:

· Reputational issues;

· Economic issues;

· Political issues;

· Life and limb issues;

· Security or health and safety issues; 

· Potential for fraud;

· Failure to fulfil legislation/regulations; or

· Failure to deliver.

Assessment of complexity should consider the following:

1. Number and type/variety of stakeholders.

2. Number of different goods/services, with different payment and monitoring requirements for each category.

3. Complexity of payment provisions, transparency of the costing model, complex incentive mechanisms.

4. Requirements for continuous innovation/development.




[bookmark: _Toc517945822]Determining the Contract Tier

Step 1

Define the risk/complexity of the contract using the table below. The cost and risk of Supplier failure can be assessed using the table. Consider each category from A – E and place a cross in the relevant box (i.e. low, medium, high risk).

		Risk/Complexity Factors

		Low Risk

		Medium Risk

		High Risk



		A

		Costs arising from Supplier failure (e.g. penalties, replacement services, re-procurement)

		£0 - £25,000

		£25,000 - £100,000

		£100,000 plus



		

		

		 

		 

		 



		B

		Impact of Supplier failure on Vulnerable Children and Adults 

		No impact

		Minor impact; procedures are in place which would minimise distress

		Potential to cause significant distress; could impact on safety of vulnerable individuals



		

		

		 

		 

		 



		C

		Reputational impact on the Council of Supplier failure

		No or limited impact on stakeholders; no impact on stakeholder perception

		Some impact on stakeholders; small to moderate negative impact on stakeholder perception

		High impact on stakeholders; significant impact on public perception



		

		

		 

		 

		 



		D

		Impact on Business Continuity

		No impact

		Minor service disruption; some disruption to non-essential activities

		Significant service disruption



		

		

		 

		 

		 



		E

		Impact on risk from Supplier failure (e.g. loss of PI cover, reduction in risk mitigation activity etc) or complexity of contract

		No or limited increase in Council risk exposure

		Some increase to Council risk exposure

		Significant increase to Council risk exposure



		

		

		 

		 

		 



		Overall Risk/Complexity Level

		 





The overall risk/complexity level to be adopted for the purpose of the assessment is the highest of any risk assessed (i.e. a procurement project meeting the high risk definition for any of the criteria in the table is deemed to be high risk overall).

Step 2

After determining the risk and complexity level in Step 1, consider the annual contract value. With the level of risk/complexity and the annual contract value, determine the Contract Tier (i.e. Tier 1, 2 or 3) using the Contract Classification Matrix (Figure 1).

Step 3

Please complete the table below, with an explanation of the factors determining the risk and complexity level and return with any relevant additional information to CAGManagement@edinburgh.gov.uk for review during the development of the Contract Handover and Management Report.



		Tiering Assessment

		Outcome



		Result of the Risk and Complexity



		A

		[L,M,H]

		B

		[L,M,H]

		C

		[L,M,H]

		D

		[L,M,H]

		E

		[L,M,H]



		Overall level of risk and complexity (highest level overall)

		[Low, Medium or High]



		Comments

		



		Result of the Contract Classification Matrix 



		Annual Contract Value

		[Above £2m, between £1m - £2m or between £50k* - £1m]



		Tiering 

		[Tier 1, 2 or 3]



		Comments

		



		Completed by



		Contract Name

		



		CT Ref (if applicable)

		



		Name (BLOCK LETTERS)

		



		Signature

		



		Date

		





*£50,000 total forecast contract spend

Contract Classification Tool – Version 1.0 – 28 June 2018



0
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[bookmark: _Toc517945823][bookmark: Section6]Guide to Contract Management Levels

The classification of the contract determines the level of contract management activity required. Please note that this is a high level guide and actual contract terms should take precedence. Please refer to the Contract Manual for further guidance on the contract stages. 

3. Contract health check

2. In-life contract management

1. Contract implementation

4. Renew & exit

Tier 1

1. Contract Handover & Management Report to be developed by CPS with relevant Service Areas. 

2. Set up governance and key processes for the contract:

· Dedicated Contract Manager identified.

· Internal governance body set up with regular meetings and reporting process (monthly).

3. Manage communication both internally and externally before the contract goes live.

1. Hold supplier performance meetings to discuss performance targets, risks, disputes, incidents/disruptions and changes to the scope/contract (fortnightly/monthly). 

2. Maintain Contract Handover & Management Report.

3. Ensure governance procedures and approval methods are adhered to.

4. Ensure timely and accurate reporting

5. Baseline actuals versus forecast. 

6. Monitor and track benefits delivered and report at governance meetings.

7. Dispute management.

1. Annual contract review for all Tier 1 contracts

2. Select criteria for contract review

3. Invite service users, management to contract review sessions.

4. Capture business user feedback.

5. Select opportunities for implementation which are going to bring the most value.

6. Document action plan and circulate for approval.

1. Renew/exit consideration.

2. Inform the existing supplier as part of review process.

3. Contract renewal or exit.

4. Contract exit will mean termination clauses are adhered to and transition to the next contract is in place.

5. Complete the Contract Closure Report. and provide CAGM Team a signed copy.

Tier 2

1. Contract Handover & Management Report to be developed by CPS with relevant Service Areas. 

2. Repeat points 2 and 3 under Tier 1, however internal governance meetings and reporting should be quarterly or 6 monthly.

1. Hold periodic performance meetings with the supplier to discuss performance targets, risks, issues, disputes, incidents/disruptions and changes to the scope/contract (every two/three months).

2. Repeat points 2 – 7 under Tier 1, however internal governance meetings and reporting should be quarterly or 6 monthly.

1. One contract review across lifespan of each Tier 2 contract (to be completed at least 12 months prior to contract expiry).

2. Repeat points 2 – 6 under Tier 1.

1. Repeat points 1 – 5 under Tier 1

Tier 3

1. Contract Handover & Management Report to be developed by CPS with relevant Service Areas. 

2. Repeat point 2 under Tier 1, however internal governance meetings and reporting should be annually

3. Repeat point 3 under Tier 1.

1. Hold periodic performance meetings with the supplier to discuss performance targets, risks, issues, disputes, incidents/disruptions and changes to the scope/contract (every 12 months).

2. Repeat points 2 – 7 under Tier 1, however internal governance meetings and reporting should be annually.

1. No health checks required for Tier 3 however, monitoring should be completed through a supplier and internal governance meeting annually.

1. Repeat points 1 – 5 under Tier 1





Contract management responsibility is still the responsibility of the Service Areas; however, the following support is available from the CAGM Team:

· Support during procurement delivery.

· Set up of contract management requirements.

· Support Service Areas in conducting contract health checks.

· Provide contract management guidance and support.

For further contracts management guidance please see the Contract Management Manual.  



Return to contents page





[bookmark: _Toc517945824][bookmark: Appendix1]Appendix 1 – Location of Key Documents

		Name of Document

		Location



		Contract Management Manual

		The CAGM Team Orb Page



		Contract Handover and Management Report

		The CAGM Team Orb Page



		Contract Review Meeting Guidance

		The CAGM Team Orb Page



		Contract Change Note Guidance

		The CAGM Team Orb Page



		Contract Closure Report Guidance

		The CAGM Team Orb Page



		Financial Probity Assessment

		This can be obtained by emailing one of the following teams: 

CPS (procurement@edinburgh.gov.uk); or

Finance (FinanceCheck@edinburgh.gov.uk). 







Return to contents page
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The purpose of this document is to act as both a contract handover report and a contract management plan. This document describes how contract(s) between the City of Edinburgh Council and Supplier(s) for the supply of works/goods/services will be managed.



Sections highlighted in PALE BLUE and square bracketed text in RED are to be completed by Commercial and Procurement Service (CPS) in partnership with the Service Area to produce the Contract Handover and Management (CHM) Report. Information in the red brackets are examples and for guidance only, and should be replaced with relevant information relating to the contract.



Sections highlighted in PALE ORANGE are to be completed by the Service Area Contract Manager during the contract to maintain an up-to-date record of the contract.



This document should be tailored as appropriate during the handover stage to reflect the requirements of the contract. If any monitoring or reporting requirements are not applicable to the contract then the relevant sections should be marked as not applicable, with an explanation of this decision.



Document owner: Following handover from CPS, this document is owned by the Contract Manager who is responsible for ensuring that it is maintained and version control is managed. If the Contract Manager changes during the life of the contract, then a handover should take place between the outgoing and new Contract Manager to ensure that the contract management and recording procedures will continue. 



Document review: The Contract Manager will review this CHM Report with key stakeholders on a regular basis to ensure that it continues to reflect the works/goods/services required and provided. Where variations to existing goods, services or processes are identified, and subsequently approved, this document will be updated.



Document use: This document does not replace the contract(s). It is the primary reference document in the routine management of works/goods/services provided by the Supplier to the Council. This reflects the Council’s desire to build meaningful relationships with the Supplier and to ensure the contract(s) provide the value envisaged by both parties at the start of the contractual relationship.

		USER NOTES



The handover element of the report is completed by CPS in partnership with the Service Area to supply the designated Service Area Contract Manager with the information that they require to manage the contract. Appendix 1 – Completion Timetable provides a template of the main activities required to effectively handover the contract to the Service Area.





		For information the following contract documents may be appended to this CHM Report e.g.: 

· Contract Classification Tool

· Specification

· Tender Submission

· Forecast Benefits/Savings

· Terms and Conditions of contract

· Pricing Schedule



		At the end of the procurement project, this report will be reviewed and approved at a meeting with all relevant stakeholders. Relevant stakeholders will depend on contract specifics and the Contract Tier (for detail of contract tiering which considers contract value and risk see Contract Classification Tool), but as a guide it is recommended that attendees are as follows:





		Contract Tier

		Recommended stakeholder attendees



		Tier 1

		Procurement Lead, Service Area Contract Manager, Finance Lead, Commercial Partner/Senior Category Manager, Contracts and Grants Management Team contact



		Tier 2

		Procurement Lead, Service Area Contract Manager, Finance Lead, Contracts and Grants Management Team contact



		Tier 3

		Procurement Lead, Service Area Contract Manager



		

This should be completed along with Appendix 4 – Mobilisation Checklist







		USER NOTES



From a contract management perspective, the main objectives of this document are to provide:



· A definition of Supplier and organisation responsibilities.

· A point of reference for the current management of the works/goods/services, governance process, KPI measurement, reporting tools and risk assessment.

· A clear and current definition of the works/goods/services and service levels provided by the Supplier.

· It is the responsibility of the Contract Manager to: 

· Work in partnership with the Supplier to continuously improve processes, identify innovation, drive improvements to ensure the service continues to meet and exceed the Council’s requirements and delivers best value for all stakeholders; 

· Provide subject-matter expertise in the scope of works/goods/services covered by the contract(s);

· Through continuous monitoring, identify and alert the Council of changes to demand expectations and any other influences that materially change the expected service requirements;

· Manage and maintain third-party relationships required to ensure the delivery of the required works/goods/services; and 

· Monitor contract spend and benefits such as Community Benefits.
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[bookmark: _Toc517945974]Summary of Contract Management Requirements

Please note this document does not replace the contract(s), it is the primary reference document in the routine management of works/goods/services provided by the Supplier to the Council.  Contract management requirements will be determined by the contract terms and conditions, outcome of risk evaluations such as the Business Continuity, financial probity and contract tiering assessment as per the Contract Classification Tool.  It is therefore necessary to tailor the summary of contract management requirements to the specifics of each contract. If certain sections are not applicable to the contract, please mark as N/A, and provide the reasoning. 



In certain instances, it may be appropriate to refer to other reports/management information to avoid duplication of reporting. In these instances, please provide a file name, reference to where file is saved and contact details of the file holder so that information can be accessed at a later date should this be required. Alternatively, you may attach the file as an appendix to this report. 



Contract management tier: [provide the tier chosen]

		Contract Management Actions (links to page)

		Frequency

		Responsible



		Communication and transition management plan



		[prior to commencement of the contract]

		[Contract Manager]



		Monitoring of conditions of contract and obligations



		[see detail of reporting requirements]

		[Contract Manager]



		Monitoring of KPIs 

		[e.g. monthly]

		[Contract Manager]



		Monitoring of savings/benefits

		[e.g. monthly]

		[Contract Manager with support of Finance]



		Monitoring of Supplier relationship/ dispute resolution

		[e.g. monthly]

		[Contract Manager]



		Monitoring of health and safety

		[e.g. annual and as issue arises] 

		[Contract Manager with support of Health and Safety]



		Review of risk assessment

		[e.g. annual and as issue arises] 

		[Contract Manager with support of Risk]



		Review of Business Continuity plan

		[e.g. annual and as issue arises] 

		[Contract Manager with input from Resilience Services/CAGM Team]



		Review of financial standing

		[e.g. annual and as issue arises] 

		[Finance]



		Monitoring of information governance

		[e.g. annual and as issue arises] 

		[Contract Manager with input from Information Governance]



		Contract variations/extension

		[as required]

		[Contract Manager with input from CPS/CAGM Team]



		Contract Closure

		[prior to end of contract] 

		[Contract Manager with input from CPS/CAGM team]
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[bookmark: _Ref504558007][bookmark: _Toc514419086][bookmark: _Toc516055403][bookmark: _Toc517945975]Scope of Works/Goods/Services

This CHM Report relates to the following contract:

		Contract name

		



		Brief description and scope

		







		Contract reference number

		[e.g. CT ref number, or own internal number]



		Contract Register Unique Key

		[e.g. 10000123456]



		Contract start/end date

		[ DD/MM/YYYY – DD/MM/YYYY]



		Extension options

		[if extension options need to be specified in detail please provide further detail in section 20. Exit Strategy]



		Contract type 

		[e.g. call-off of framework]



		Contract let by

		[e.g. SXL, CEC] 



		Comments

		[e.g. lot description/call off methodology] 







		USER NOTES



The contract(s) are entered into the table below. Where there are multiple contracts covered under this CHM Report (e.g. in the case of a framework contract), then to avoid onerous duplication, reference may be made to details recorded in the Contract Register.



Please note that in all instances where contract values are above £50k for goods and services and £2m for works, the public body must publish a contract award on Public Contracts Scotland within 30 days of contract award.  This applies to subsequent call-offs from a framework so this should be highlighted at the handover meeting. 
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[bookmark: _Ref504558294][bookmark: _Ref504558314][bookmark: _Ref504558318][bookmark: _Ref504558352][bookmark: _Ref504558359][bookmark: _Ref504558363][bookmark: _Ref504558425][bookmark: _Ref504558465][bookmark: _Toc514419203][bookmark: _Toc516055404][bookmark: _Toc517945976]Contract Variation

Contract variations should be made in accordance with the terms and conditions of the contract. To assess all contract variations, consider the following key elements:

· Historical performance

· Business needs

· Pricing

· Associated KPIs

· Technical specification

· Commercial impact

· Risk

· Organisational financial and procurement delegations

[bookmark: _Toc514419205][bookmark: _Toc516055405]Advice should be sought from CPS or Legal Services prior to any contract variation. Variations should be made in accordance with the contract variation process as detailed in the Contract Change Note Guidance.

Contract variations agreed or in-progress

The following table lists all the agreed / in progress contract variations:

		Contract Number

		Variation Description

		Reference to Contract Change Note/Variation and Extension Agreement

		Date Raised

		Status

		Date Agreed/Rejected

		Additional Comments



		[insert]

		[insert]

		[insert]

		[DD/MM/YY]

		[e.g. in progress/ agreed/ rejected

		[DD/MM/YY]

		[insert]



		

		

		

		

		

		

		





[bookmark: _Toc514419087]Where contract variations are identified and subsequently approved, this CHM Report will be amended. The Contract Manager will ensure this document is maintained and published as directed and version control is up to date.
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[bookmark: _Toc516055406][bookmark: _Toc517945977]Communication Plan

		USER NOTES



An internal communication plan for the Council to implement the contract(s) should:

· address how stakeholders/customers will be informed about the establishment of the contract(s), including how to buy goods/services under the contract(s);

· address how stakeholders identified in the roles and responsibilities matrix will be informed of their involvement in the contract management process;

· inform stakeholders/customers about who they should contact for further information, or to provide feedback about the goods/service;

· identify who is responsible for carrying out these tasks, and by when

· address any other issues identified.







		Reference to Communication Plan



		[provide a link to document or provide as an appendix to this report] 
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[bookmark: _Toc517945978][bookmark: TransitionMgmt]Transition Management

		USER NOTES



The Contract Manager is responsible for the smooth transition between new Supplier(s) and the existing Supplier(s). The level of detail regarding transition is dependent on the contract activity. 



Where the Supplier has developed a transition plan as part of the tender process, incorporate the document here. 



Where a transition plan needs to be developed, incorporate details specific to managing transition here. 



If relevant, TUPE details and process for monitoring should be included within this plan. 







		Reference to Transition Management Plan



		[provide a link to document or provide as an appendix to this report] 
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[bookmark: _Toc517945979][bookmark: KeyContracts]Key Contacts

		USER NOTES



Complete the tables below with the relevant Council and Supplier contact details. 



Prior to contract commencement please email FinanceCheck@edinburgh.gov.uk with confirmation of the Supplier’(s) legal entity names so the companies can be added to the financial monitoring systems as appropriate. 





CEC contact details

		Role

		Name

		Email Address / Phone Number



		Service Area Contract Manager 

		

		



		Procurement Lead 

		

		



		Legal Lead (where appropriate)

		

		



		Finance Lead/Benefits Monitoring 

		

		





[bookmark: _Toc514419091][bookmark: _Toc516055409]Supplier(s) contact details

		Detail

		Description



		Supplier Contact Name

		[duplicate if more than one Supplier]



		Supplier Company Name

		



		Supplier Address

		



		Supplier Phone Number

		



		Supplier Email Address 

		



		Comments

		[e.g. Supplier of Lot 1 only – ad hoc journeys]
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[bookmark: _Toc516055410][bookmark: _Toc517945980][bookmark: KeyDates]Key Contractual Activity Dates

Please complete the table below with relevant information on the timetable for key contract activities.

		Activity

		Owner

		Date/Regularity

		Comments



		Post contract award Supplier meeting

		

		

		



		Contract start date

		

		

		



		Supplier meetings

		

		

		



		Management Information (MI) receipt

		

		

		



		contact CPS to exercise extension option or instruct commencement of re-tender ([x] months before contract end date)

		

		

		



		Contract end date

		

		

		



		Exit strategy implementation commencement date
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[bookmark: _Toc516055411][bookmark: _Toc517945981][bookmark: Conditions]Conditions of Contract and Obligations

Detail any conditions of contract and obligations that will need to be actively monitored during the contract period. 



As a condition of contract, the Supplier is required to hold as current throughout the contract the policies/licences/certificates etc. listed below (table is populated with examples, amend as necessary). These require to be checked by the Service Area Contract Manager as per the regularity specified.

Summary of contract conditions and obligations to be monitored

		Document

		Description

		Regularity of Check



		[All contract insurance policies]

		[It is a mandatory requirement of this contract that the Supplier holds: 

(a)public liability insurance with a limit of indemnity of not less than £10,000,000 in relation to any one claim or series of claims 

(b)motor vehicle insurance with third party property cover with a limit of indemnity of not less than £5,000,000 in relation to any one claim or series of claims.]

		[Up-to-date records should be requested and checked on an annual basis.]



		[Waste Management Licence]

		[It is a mandatory requirement of this contract that the Supplier holds a Waste Management Licence.]

		[Up-to-date records should be requested and checked on an annual basis.]



		[PVG Clearance]

		[It is a mandatory requirement of this contract that all persons employed in the provision of this Framework Agreement have a Protecting Vulnerable Groups (PVG) Scheme record.]

		[Up-to-date records should be requested and checked on an [annual basis].]



		[Subcontractors]

		[It is a mandatory requirement of this contract that the Supplier seeks the Council’s approval for any proposed subcontractors prior to their appointment.]

		[Up-to-date records should be requested and checked on a quarterly basis.]



		[Construction Skills Certification Scheme]

		[Construction Skills Certification Scheme (CSCS) proves that individuals have the training and qualifications required to carry out their occupation.]

		[Up-to-date records should be requested and checked on an annual basis.]







		USER NOTES



Update the table below (populated with examples, amend as necessary) to reflect the key contract policies/licences/certificates/Subcontractor details that are monitored during the contract period. Any issues should be escalated in accordance with escalation policy detailed in Section 14: Escalation of this document. 



[bookmark: _Hlk509584424]Note on Subcontractors:



All Subcontractors should be monitored during the contract period. In the Council’s standard terms and conditions of contract it is noted that:



‘The Supplier shall remain responsible to the Council for the performance of its obligations under the contract notwithstanding the appointment of any Subcontractor and be responsible for the acts, omissions and neglects of its Subcontractors. 



In the event that the name, contact details or legal representatives of any Subcontractor changes during the term of the contract, the Supplier shall provide to the Council details of the changes.’



It is therefore the responsibility of the main Supplier to provide assurance to the Council that they are effectively managing Subcontractors and raising all relevant issues with the Council. The Contract Manager should request confirmation from the main Supplier of changes at Subcontractor level.  If the financial standing of a Subcontractor was evaluated as part of the contract award process, and that a Subcontractor is then replaced, it may be necessary, depending on the contractual structure, for the financial standing of the replacement Subcontractor to be evaluated. Please inform Finance at FinanceCheck@edinburgh.gov.uk and the CAGM Team at CAGManagement@edinburgh.gov.uk of any such Subcontractor replacement. 



The Contract Manager should also request confirmation that there are no issues at Subcontractor level which may impact on the Supplier’s performance of its obligations e.g. any Health and Safety; business continuity, information governance or financial standing issues. Should any issues be identified then these should be escalated in accordance with section 14: Escalation.





Monitoring of contract conditions and obligations 

		Information

		Date Received

		Compliant 

		Comments



		[All Contract insurance policies]

		

		

		



		[Waste Management Licence]

		

		

		



		[PVG Clearance]

		

		

		



		[Subcontractor information]

		

		

		



		[Construction Skills Certification Scheme]
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[bookmark: _Toc516055412][bookmark: _Toc517945982][bookmark: Risk]Risk

The contract(s) (and consequently Supplier relationship) has been assessed as Tier [1, 2 or 3] using the value/risk matrix in the Contract Classification Tool.



A risk assessment has been completed for the works/goods/services purchased under the contract(s). 

		USER NOTES



A risk assessment template is included in Appendix 2 which details risks and issues relevant during the contract period. This should be kept as a live document throughout the project and updated as necessary.



The Contract Manager is responsible for reviewing the risk assessment, with appropriate support from subject-matter experts from Directorate as required.  In particular, the Contract Manager should assess any changes to the Supplier’s financial health, disaster recovery plans, or other risk categories identified as moderate to high in impact or likelihood. This review takes place at least once a year, and is dependent upon the tiering of the contract.
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[bookmark: _Toc514419096][bookmark: _Ref388620298][bookmark: _Toc514419097][bookmark: _Toc516055413][bookmark: _Toc517945983][bookmark: KPI]Key Performance Indicators (KPIs)

The Contract Manager is responsible for ensuring the collection of the Management Information (MI) required and Supplier reports as detailed below.

		USER NOTES



Detail the specified/contracted MI obligations. 



Example:

‘The Suppliers are required to provide the following information on a quarterly basis: 

· summary information of service levels provided as defined in (KPI)s and Targets

· MI should be sent to x, Operations Manager within the Operations Unit, electronically, x working days after the month/quarter end as appropriate’





[bookmark: _Toc514419099][bookmark: _Toc516055415]Contract KPIs

		USER NOTES



Complete the table below for each KPI that is being measured under the contract, or if all of this information is specified in contract documentation already, please provide the document reference.





The KPIs specified in the contract(s) are detailed in the following documentation [name contract document]. 

KPIs detail

[Delete table below if KPI documentation provided]

		

		Area the KPI falls into (e.g. cost, service, quality etc.)



		KPI name

		[Name of KPI being measured]



		Purpose

		[Description of why KPI is being measured]



		Performance target

		[Description of what KPI is measuring]



		Measurement calculation

		[How to measure KPI]



		Responsibility

		[Who is responsible for measuring compliance against the KPI?]



		Acceptable score

		 [The minimum acceptable score that the Council will accept from the Supplier and how to escalate poor performance.]





[bookmark: _Toc514419100][bookmark: _Toc516055416]KPI reporting

		USER NOTES



KPI reports should track performance and detail specific service failures with actions discussed in the Supplier meeting and minuted for action and monitoring in subsequent Supplier meetings.



These provide a formal record of actual performance levels provided to the Council over the previous period for all KPIs. 



The KPIs detailed above should be tracked throughout the contract term. The following information could also be considered for inclusion in the KPI reporting: 

· areas of service issues or failures and immediate actions taken to minimise the impact to customers in the event of a service failure;

· areas where issues have been resolved;

· planned actions to prevent further occurrences of similar problems—both from the Supplier and the Council;

· additional actions discussed;

· value-added services provided;

· continuous improvement activities undertaken by the Supplier; and/or

· other information about significant events affecting the Supplier.

The Contract Manager reviews the reports and escalates internally where necessary.







		KPI records (detail where latest and historical KPI records are held)
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[bookmark: _Toc516055417][bookmark: _Toc517945984][bookmark: CostTracking]Costs/Savings/Benefits Tracking

		USER NOTES



Benefits tracking (price monitoring and compilation of other quantitative and qualitative data, including Community Benefits) takes place each [Time Period]. prior to Contract Handover the following should be confirmed: 

· specify the information that will be required by Finance to monitor the savings e.g. Oracle global contract reference, contract or framework reference, relevant costs centres, feeder systems that will be used to monitor the contract; 

· specify which benefits tracking method will be used; and

· communicate the contract baseline for price and non-price benefits and how incremental changes will be measured, for example: 

· how often benefits will be measured; 

· how data will be verified and analysis conducted; and

· how savings against the contract pricing baseline will be calculated.

The Service Area Contract Manager is responsible for the delivery and monitoring of any financial benefits along with the relevant Finance Officer as appropriate.





[bookmark: _Toc273538021][bookmark: _Toc301962405][bookmark: _Toc301962463]

		Details of information required by Finance: 



		[examples provided in user notes above]





[bookmark: _Toc516055419]Cost baseline

		Summary



		[Provide a brief summary of baseline costs and how these were determined]



		Year

		Cost per unit (as applicable)

		Volumes (as applicable)

		Baseline cost



		[2018/19]

		£

		

		£



		[]

		£

		

		£



		[]

		£

		

		£



		[]

		£

		

		£



		TOTAL

		£

		

		£





Benefits description and assumptions 

		Summary



		[Provide a brief summary of benefits]







		Benefits Type (please mark as appropriate)



		Re-negotiation of product/service price

		

		Inventory reduction

		



		Price discount for volume

		

		Revision of existing specifications

		



		Price discount for volume consolidation

		

		Make versus buy, or use of third-parties

		



		Retrospective rebate

		

		Internal labour reductions

		



		Volume rebate

		

		Material acquisition cost reduction

		



		Early payment rebate

		

		Price increase limitations

		





Forecast savings

		Summary



		[Provide a brief summary of forecast savings including description of method, including rationale, for evaluating forecast savings, including reference to spreadsheet/supporting information, any assumptions/dependencies upon which these rely, and who endorsed the data/rationale/savings figure]

For a full breakdown of forecast savings please refer to [name of file] (you can attach file as appendix to this report)







		Year

		Savings



		[2018/19]

		£



		[]

		£



		[]

		£



		[]

		£



		TOTAL

		£





[bookmark: _Toc514419111][bookmark: _Toc516055420]Payment terms

Payment terms are: [insert payment terms] 



All invoices must have a Council Purchase Order (PO) number. Any invoices received by the Council without a PO will be returned to the Supplier and payment will be delayed. The payment terms will take effect from the receipt date of the correct invoice. This information should be re-iterated to Suppliers. All supplier and contractor invoices for goods and services should be sent directly to Payment Services at invoices@edinburgh.gov.uk. 



Please add the contract reference (in most instances the CT reference) to purchase orders raised for the Contract. This will aid monitoring of contract spend. Email contract.register@edinburgh.gov.uk to request CT reference number. 

Add reference to and details of payment mechanism terms if there are elements of payments which are performance related e.g. performance deductions, excess income sharing, rebates.

Payment mechanism

		

		Payment mechanism details (if applicable)



		Reference to payment mechanism document

		



		Details of payment mechanism clauses that are performance related including any revenue/cost reduction share

		





Performance vs baseline

It is important to baseline the contract during set intervals of the contract to ensure the contract is performing in line with expectations set out at the start.

		Date

		Estimated Cost

		Actual Cost to date

		Projected Cost for remainder of project

		Cost Savings achieved

		Comments



		

		

		£

		£

		£

		



		

		

		£

		£

		£

		



		

		

		£

		£

		£

		



		

		

		£

		£

		£

		





[bookmark: _Toc514419112][bookmark: _Toc516055421][bookmark: _Hlk515625495]Detail any additional revenues or cost reductions that have been shared with the Supplier (as applicable with the contract terms):

		Revenue sharing/joint benefits



		[Detail or provide reference to records of any revenue/benefit sharing. Consider benefits such as: sharing of cost reductions; sharing of additional revenue generated; any other joint benefits. Records may be included as an appendix to this report]





Community Benefits

If the contract includes Community Benefits, please provide the contract reference (or provide an attachment with the relevant contract Community Benefit clauses) in the table below.



Measurement and recording of Community Benefits (environmental, sustainability, economic, fair work practices) should be undertaken using the CPS Community Benefits Records Template (this can be requested from CPS. 

		Summary of Community benefits



		Community Benefits contract clause reference 

		[State the relevant contract clause/schedule reference]



		Measurement and recording

		[Detail how to measure the Community Benefit in the contract or framework. 



For example:

· The Community Benefits detailed in the record will be reviewed within the Performance review meeting schedule [minimum annually].

· The Community Benefits in this framework will be measured annually using the previous year’s spend and accrued points. These will be scheduled and recorded using the excel template provided by CPS.



		Responsibility

		[Detail who in the Service Area is responsible for measuring compliance against the Community Benefit]



		Community benefit records 

		[Detail where latest and historical Community Benefit records are held]





Return to Contents Page



[bookmark: _Toc516055422][bookmark: _Toc517945985][bookmark: Meetings]Meetings

The table below provides a guide to the types of meetings required to manage the contract(s). Adjust the table as required by the Contract requirements and terms and conditions.

		Meeting

		Purpose

		Supplier attendees

		Organisation attendees

		Frequency



		Executive Meeting

		To discuss information to support decision-making at the executive level

		[Insert names and titles]



Typically, Supplier executive and Supplier Account Manager attends]

		[Insert names and title.] 



[Typically, the Contract Manager, the Contract Owner and a procurement representative (if necessary) attends]

		[Insert meeting frequency]



[Typically, six-monthly, annual, or as required]



		Management Meeting

		To discuss information to support management level decisions

		[Insert names and titles]



[Typically, Supplier Account Manager attends]

		[Insert names and titles]



[Typically, Contract Manager attends]

		[Insert meeting frequency]



[Typically, monthly, quarterly or six-monthly or as required]



		Operations Meeting

		To review current operational status of contract and determine whether improvements required

		[Insert names and titles.



[Typically, daily Supplier contact attends]

		[Insert names and titles]

 

[Typically, Contract Manager and contract users attends]

		[Insert meeting frequency]



[Typically, weekly or monthly or as required]





Meetings overview 

		Meeting

		What is usually covered at the meeting?



		Executive Meeting

		· Supplier/contract information for strategic, high risk and critical to business contracts

· Key financials

· Key performance data

· Escalated issues

· High risks



		Management Meeting

		· Review performance against KPIs

· Review operational issues and establish action plan

· Review insurances to ensure currency

· Agree any process/policy changes

· Identify events that may impact service

· Identify if any performance related payments apply

· Review change requests and manage change control process



		Operations Meeting

		· Review status

· Review KPIs

· Identify/review issues and areas for management attention (e.g. Health and Safety, Business Continuity)





[bookmark: _Toc514419115][bookmark: _Toc516055423]Meeting minutes’ register 

		USER NOTES



See Contract Review Meeting Guidance for guidance and template agenda with standard agenda items.







Minutes from the meeting should be taken to ensure an audit trail exists and that the output of the meetings can be shared with internal stakeholders and the Supplier.

		Meeting date

		Date minutes issued

		Reference to minute record

		Comments
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[bookmark: _Toc517945986][bookmark: EscalationProcess]Escalation Process

It is recommended that a process for addressing contract issues is considered at the start of the contract. This should consider:

· The escalation process;

· those involved and their tasks; and

· responsibilities and deadlines.

If issues are not resolved in the required timeframe they are escalated as per the escalation process flow in Figure 1. 

Figure 1 – Escalation process flow

[image: ]

An issue can be immediately classed as ‘critical’ and raised to the appropriate meeting level if required. It is recommended that the Contract Manager records all issues in an issues log and once issues are resolved the resolution should be documented.



		USER NOTES



Update the points below to reflect the agreed escalation process in the contract terms.







The following defines the escalation process flow:

· If task owners cannot resolve an issue within [insert] days, the issue is escalated to the Operations Meeting group. The issue is set out in the minutes and included on the agenda of the Operations Meeting;

· If members of the Operations Meeting cannot resolve an issue after referral, the issue is escalated within [insert] days to the Management Meeting group. The issue is set out in the minutes and included in the agenda of the Management Meeting;

· If members of the Management Meeting cannot resolve an issue after referral, the issue is escalated within [insert] days to the Executive Meeting group. The issue is set out in the minutes and included in the agenda of the Executive Meeting; and

· The Executive Meeting group has final responsibility to resolve any matters escalated to it. The Executive Meeting group is called together on a [insert] basis or as required to resolve service issues.

Dispute management

Document all meetings or correspondence relating to a dispute to keep an audit trail of all communications and decisions. 





		Date

		Details of Dispute

		Actions Taken

		Escalated



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





[bookmark: _Ref508979311][bookmark: _Toc514419117][bookmark: _Toc516055425][bookmark: DealwSupplierUnderPer]Dealing with Supplier underperformance

If there are areas of concern where the Supplier is underperforming then the impact of underperformance and the remedial actions should be addressed using improvement notices, action plans, KPIs and in extreme instances termination or penalty clauses (in accordance with the contract conditions).  Please see the Contract Management Manual for further guidance on dealing with Supplier underperformance.



Supplier underperformance may indicate issues with the financial standing of the Supplier – this should be considered in light of guidance in section 17. Financial Standing. 

		Date

		Concern

		Action Taken



		

		

		



		

		

		



		

		

		



		

		

		





Return to Contents Page
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		USER NOTES



H&S requirements for the contract should be determined during the procurement process and the sections below should be tailored as appropriate at the handover stage. For example, it is expected that there will be very limited H&S monitoring required for a low risk service contract and sections may therefore marked as not applicable, however, all sections below would be appropriate for a higher risk works contract. 



The Council H&S Policy sets out Contract Owner’s responsibilities for managing Suppliers which includes: 

· Ensure that Suppliers have undergone appropriate and robust checks, and are deemed competent and suitable to undertake work for the Council. 

· Provide Suppliers with all necessary information including the H&S Policy and relevant procedures. 

· Ensure that Suppliers have provided the necessary H&S control documents (e.g. H&S risk assessments and method statements).

· Plan, manage, resource and supervise the work, proportionate with the level of risk.

· Ensure that all Supplier personnel co-operate with any incident investigation on the part of the Council, including by the provision of witness evidence. 









		Detail the Supplier’s nominated person for H&S matters:



		Name

		



		Contact Details

		





[bookmark: _Toc514419120][bookmark: _Toc516055428]H&S information provided to the Supplier prior to commencement

		USER NOTES: 



Detail H&S information (as applicable) provided to the Supplier from the Council prior to commencement of the contract. 



Example:

Information may include and is not limited to: 

· site hazards e.g. fragile roofs, asbestos, gas, flammables; 

· accident reporting arrangements; and/or

· emergency procedures for any Council premises on which they are working. 







		Document provided 

		Description



		

		



		

		





H&S information provided to the Supplier during the contract

		USER NOTES: 



Detail H&S information (as applicable) provided to the Supplier from the Council during the contract. 



Example:

Information may include and is not limited to: 

· site hazards e.g. fragile roofs, asbestos, gas, flammables; 

· accident reporting arrangements; and/or

· emergency procedures for any Council premises on which they are working.







		Document provided 

		Description



		

		



		

		





H&S information provided to the Council prior to commencement

		USER NOTES: 



Detail H&S information (as applicable) provided to the Council from the Supplier prior to commencement of the contract. 



Example:

Information may include and is not limited to: 

· H&S risk assessments; and/or

· Method statements. 







		Document provided 

		Description



		

		



		

		





H&S information provided to the Council during the contract

		USER NOTES: 



Detail H&S information (as applicable) provided to the Council from the Supplier during the contract. 



Example:

Information may include and is not limited to: 

· H&S risk assessments; and/or

· Method statements. 







		Document provided 

		Description



		

		



		

		





[bookmark: _Toc514419122][bookmark: _Toc516055430]H&S incident reporting

Detail any H&S incidents that have occurred on the contract.



		USER NOTES

The following types of incidents should be reported:

· Accidents resulting in injury, ill health or fatality to Council employees, service users, pupils or other third parties affected by the works/goods/services.

· Near misses (where injury, ill health or fatality could have occurred but did not).

· H&S risks associated with failure to plan and/or carry out works appropriately, e.g. suspected or confirmed unplanned release of asbestos fibres.

· Any involvement or action by the Health and Safety Executive (HSE) or Scottish Fire and Rescue Services (SFRS).

With the exception of incidents occurring on construction sites, all accidents and near misses must be reported on the Council’s incident reporting system.



The Corporate Health and Safety Team should be notified of any HSE and SFRS involvement.













		Reference to Incident Reporting Mechanism



		[provide a link to document or provide as an appendix to this report. This should be a copy of all incidents and the reporting mechanism used to record incident. Date, description, actions taken and details of any escalation should also be included] 





[bookmark: _Toc514419123][bookmark: _Toc516055431]H&S assurance

		USER NOTES



Detail any H&S assurance checks that have occurred on the contract. The table below may be used to reference documents where the outcome of assurance checks, action plans, escalation processes are recorded. 



An evaluation of a Supplier’s health and safety arrangements may be requested by the Corporate Health and Safety Team during the contract term. 







		Date

		Details of assurance checks performed

		Actions Taken subsequent to assurance checks

		Details of any Escalation
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As part of the procurement process an assessment will be made as to whether the tendered works/goods/services support an Essential Activity and therefore may affect the Council’s Business Continuity. The “Business Continuity Assessment in Procurement Procedure” and “List of Essential Activities” will be used for this purpose.  If the review concluded that the impact of Supplier failure is high risk, then an evaluation of the Supplier’s Business Continuity arrangements will have been performed during the procurement process. 



Detail the outcome of the assessment of essential activities and Business Continuity that occurred during the procurement stage and, if applicable, the Business Continuity management arrangements to be monitored during the contract:



		USER NOTES



The indicators below may assist when considering whether an evaluation of a Supplier’s Business Continuity arrangements (during the contract period) would be beneficial.



Evaluation of a Supplier’s business continuity arrangements is strongly encouraged where:

the Supplier provides works/goods/services to one of the Council’s essential activity areas (a full list of the Council’s essential activities is available from either CPS or Resilience Services)



The essential activity area depends on the Supplier’s works/goods/services to deliver the essential activity.



[bookmark: _Hlk505158844]An evaluation of a Supplier’s Business Continuity arrangements may be requested by the Council’s Resilience Services as part of the organisation’s compliance with ISO22301. This review will be undertaken by the Council’s Resilience Services.



Indicators

· The Council has experienced a disruption in delivery of the Supplier’s works/goods/services.

· The Council is aware of an incident or issue which resulted in a significant disruption to the Supplier’s works/goods/services that did not impact the Council.

· The Council is aware of a potential issue that could impact the Supplier’s works/goods/services e.g. a change in regulation / legislation, funding withdrawal or other financial difficulties, etc.

· There is a foreseen incident with long lead-in time (e.g. pandemic outbreak, industrial action affecting fuel supplies, etc.) that could disrupt the Supplier’s works/goods/services.

· The Supplier has had a recent significant organisational change.

· There has been a change in the works/goods/services being delivered to the Council.

· There has been a change in how works/goods/services are delivered which may result in an increased vulnerability to the works/goods/services being delivered.  







		Outcome of Business Continuity in Procurement

		Action

		Frequency



		[Business Continuity management arrangements to be monitored (if applicable)]

		

		







Detail any evaluation of Supplier’s Business Continuity arrangements that have occurred during the contract:

		Date

		Summary of any amendments

		Reference to updated report

		Date agreed
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[bookmark: _Toc516055433][bookmark: _Toc517945989][bookmark: Financial]Financial Standing 

Finance undertake an appraisal of the Supplier’s financial standing during the procurement process. All Suppliers with forecast annual spend more than £500k will be monitored by Finance using news alerts systems as well as an annual review of financial results. 



		USER NOTES



Ongoing Supplier financial standing checks should be undertaken as part of contract monitoring to manage risk and ensure Business Continuity. The Supplier entities reviewed should be those that were assessed prior to contract award, subject to any amendments to the contracting structure as recorded in Section 7 Key Contracts and Section 9 Conditions of Contract and Obligations (e.g. if a key Subcontractor’s financial standing was evaluated prior to contract award then this should be monitored during the contract).



Supplier financial standing should be reviewed during the contract term in accordance with the Financial Probity Policy. The financial appraisal should be undertaken by appropriately qualified accounting staff within Finance. Finance staff will contact the CAGM Team and the Service Area to make them aware of any negative changes to the companies they are monitoring, if required. When contacting Finance in relation to a financial assessment, please email FinanceCheck@edinburgh.gov.uk.



During the contract lifecycle the Contract Manager and Service Area can use the example indicators detailed below to assess if a Supplier may be experiencing financial difficulties. Financial Services and the CAGM Team (CAGManagement@edinburgh.gov.uk) should be notified immediately if a Supplier’s financial standing appears to be deteriorating.



The Contract Manager and Service Area should work with Finance, the CAGM Team and potentially Legal Services to obtain further details of the situation so that the appropriate actions, dependent on contract value, contract terms, risk, and the nature of the market, can be determined. 



Indicators

· The Council has experienced a deterioration in quality of the Supplier’s works/goods/services (please refer to the records detailed for any Supplier underperformance as noted in section Dealing with Supplier underperformance above.) 

· The Supplier has asked for an amendment to payment terms to shorten payment terms or hold back rebates.

· The Council is aware of a potential issue that could impact the Supplier’s works/goods/services e.g. a change in regulation/legislation, funding withdrawal or other financial difficulties, etc.

· The Council is aware that the Supplier has breached financial covenants on this, or other contracts.

· The Supplier has failed to attend meetings or turn up on-site.

· The Supplier has had a recent significant organisational change, or sale of significant assets.







Detail any evaluations of Supplier financial standing that have occurred during the contract:

		Date

		Review Performed

		Outcome of Assessment
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[bookmark: _Toc514419200][bookmark: _Toc516055435]Records management

The Supplier’s records management obligations are set out in the terms and conditions of contract and contract specification. These state that Suppliers shall manage Public Records in accordance with the Public Records (Scotland) Act 2011, the CEC Records Management Plan and its record retention rules as outlined in its Record Retention Schedule. 



Public Records are those that are created by Suppliers specifically when they are performing a statutory function of the Council. Other business records of Suppliers are not covered as Public Records. Those Suppliers who do not perform a statutory function for the Council are likewise not covered.



It is important that adequate records and record keeping processes are followed throughout the contract and should any concerns or queries over records management arise during the contract then the Council’s Records Management Team can be contacted for advice at RecordsManagement@edinburgh.gov.uk.

[bookmark: _Toc514419201][bookmark: _Toc516055436]Data Protection

		USER NOTES



The Council regularly uses third parties to provide services on its behalf. In providing services (e.g. social care provision), third parties will often collect, store, use, manage, share, and dispose of personal data – this is known as data processing and third parties involved in such activities are known as data processors. 



Under Data Protection Law, when a data controller, such as the Council, uses a data processor it must have a written contract in place to evidence and govern that working relationship. 



Contracts with data processors must include certain information about the data processing:

· the subject matter of the processing;

· details of the duration of the processing;

· the nature and purpose of the processing;

· the types of personal data being processed; and

· the categories of data subjects.

They must also include a range of obligations:

· The data processor must only act on the written instructions of the controller (unless required by law to act without such instructions).

· The data processor must ensure that people processing the data are subject to a duty of confidence.

· The data processor must take appropriate measures to ensure the security of processing

· The data processor must only engage a sub-processor with the prior consent of the data controller and a written contract.

· The data processor must assist the data controller in providing subject access and allowing data subjects to exercise their rights under the GDPR.

· The data processor must assist the data controller in meeting its GDPR obligations in relation to the security of processing, the notification of personal data breaches and data protection impact assessments.

· The data processor must delete or return all personal data to the controller as requested at the end of the contract.

In imposing a higher duty of care upon data controllers, the Council needs to ensure that contracts with data processors are regularly assessed to ensure compliance with data protection law. In doing so, the data processor must submit to audits and inspections, provide the Council with whatever information it needs to ensure that they are meeting contract obligations, and tell the Council immediately if it has breached Data Protection Law.  For further guidance, please see GDPR guidance notes on the Orb.



Data protection impact assessment

For contracts that involve the processing of personal data, a Data Protection Impact Assessment (DPIA) will have been completed during the procurement process and an assessment of the Supplier’s data protection arrangements will have taken place. Data Protection clauses and the schedule of Processing, Personal Data and Data Subjects will be included (as relevant) in the contract.



Data processing scope amendments

If during the Contract, you become aware that the scope of data processing arrangements has, or is about to change from that set out in the DPIA and contract terms, then you must amend and resubmit the DPIA.



Evaluation of Supplier’s data protection compliance

An evaluation of a Supplier’s data protection compliance arrangements may be requested by the Council’s Information Governance Unit as part of the organisation’s compliance with Data Protection Law. 



Data Protection breaches

If during the contract, you become aware of any data protection breaches, the Information Governance Unit must be notified through the completion and submission of the Data Protection Breach Form as per Council procedures.  







Detail the outcome of the DPIA that occurred during the procurement stage and the relevant data processing arrangements to be monitored during the contract: 

		Data Processing to be monitored (if applicable) as set out in schedule [ ] to the contract

		Frequency of monitoring



		

		



		

		





To confirm that the Supplier is aware of their responsibilities in relation to the management of Council information it is recommended that Data Protection be included (as relevant) as an agenda item for discussion with the Supplier. 



Detail any evaluation of Supplier’s data processing arrangements that have occurred during the contract:

		Date

		Review Performed

		Outcome of Assessment
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		USER NOTES



Insert details of the term of the contract and any extension options. Incorporate any strategies that have been developed for contract extensions or renewals, for example, is there a view as to when the market should be re-tested for these works/goods/services?





[This contract/these contracts] are for an initial term of [insert period].

[If there are no extension options in the contract insert “There are no extension options in the contract.”]



[If there are extension options in the contract insert: “There are extension options in the contract of [insert details, e.g. two x two years]. Steps should be taken at least [insert] months before the expiry date of the initial term to assess whether the extension option should be exercised.]



If a contract extension is proposed, then a Contract Extension and Variation Agreement must be completed (at the time the extension or renewal is requested). The Contract Extension and Variation Agreement template can be obtained from CPS or Legal Services. 
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[bookmark: ExitStrat][bookmark: _Toc514419206][bookmark: _Toc516055438][bookmark: _Toc517945992]Exit Strategy and Contract Close

[bookmark: _Toc514419207][bookmark: _Toc516055439]Strategy for contract renewal/exist

		USER NOTES



An exit strategy is necessary to identify possible risks, ensure continuity of service and should reflect the contractual terms and conditions. 



Detail the exit/transition strategy to apply at the contract end and specify relevant dates, noting factors such as extension options as detailed in section 19 Contract Terms and Extensions and risks that will need to be managed. This strategy will depend on the specifics of the contract, but as a guide a review should be planned at least 12 months prior to the initial contract expiry to determine whether an extension should be pursued. 

All Tier 1 contracts should consider the following scenarios in the exit strategy:

· breach of contract;

· incumbent winning; and

· incumbent unsuccessful.







		Reference to Exit / Transition Strategy



		[provide a link to document or provide as an appendix to this report] 





[bookmark: _Toc516055440]Contract Closure Report

		USER NOTES



The Contract Closure Report Guidance should be considered and a draft started prior to the end of the contract. This should:

· Summarise how effectively the needs of the customer and project were met.

· Compare forecast costs/savings/benefits with actual and describe discrepancies.

· Identify and discuss specific issues that challenged the contract/Contract Manager and any contract breaches.

· Consider areas such as quality of service, risks, issue, regulatory compliance, and overall Supplier performance.

· Summarise project lessons learned including the cause of issues and reasoning behind the corrective action chosen.  Lessons learned should be considered for any contract renewal or retendering.

· Summarise project closure activities such as stakeholder approval for deliverables; verification that all deliverables have been provided and accepted; and validation that completion and exit criteria have been met; to formally close the contract.







		Reference to Contract Closure Report



		[provide a link to document or provide as an appendix to this report] 
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You are now at the end of the CHM Report. This CHM Report should be continually updated during the life-cycle of a contract. The Contract Manager is responsible for keeping the CHM Report up to date and notifying any of the teams mentioned throughout the report of any changes that may affect their responsibilities. The CAGM Team may request sight of the CHM Report during the life-cycle of the contract. If you have any contract management queries or would like further guidance on this document, please contact the CAGM Team at CAGManagement@edinburgh.gov.uk.



The next 5 appendices provided within this CHM Report supports the completion of this report, you may add to these appendices by adding copies of any documentation listed within this report. The appendices are as follows: 

Appendix 1 – Completion Timetable

Appendix 2 – Risk Assessment

Appendix 3 – Approvals 

Appendix 4 – Mobilisation Checklist

Appendix 5 – Location of Key Documents





[bookmark: _Appendix_1_–][bookmark: Appendix1][bookmark: _Ref508964898][bookmark: _Toc514419214][bookmark: _Toc516055442][bookmark: _Toc517945993]
Appendix 1 – Completion Timetable

The following activities will be completed in full before the required dates in order to effectively handover the contract to the Service Area. 



(R = Responsible; A = Accountable; C = Consulted; I = Informed)



The Mobilisation Checklist in Appendix 4 will also be completed and supplement this schedule with further detail. Please note that the following table is a guide only, and must be reviewed in full, and amended as appropriate, and then all fields must be completed



		Activity/Requirement

		Completion Date

		Service Area Contract Manager

		CPS Category Lead

		Procurement Lead

		Finance Lead



			Contract Award	



		Issue Committee Report

		[Date]

		R

		I

		C

		C



		Issue Standstill Letter

		[Date]

		C

		A

		R

		-



		Issue Award Letter

		[Date]

		C

		A

		R

		-



		Internal Contract Handover



		CHM Report approval

		[Date]

		C

		A

		R

		C



		Contract Handover Meeting

		[Date]

		C

		A

		R

		-



		Supplier Handover



		Contract Implementation Meeting

		[Date]

		R

		I

		I

		-



		TUPE Handover (CEC to Supplier)

		[Date]

		R

		I

		I

		-



		Contract Commencement



		Date contract officially commenced/mobilised

		[Date]

		C

		A

		R

		-



		Contract Management



		Ongoing contract management

		N/A

		A

		-

		I

		I



		Benefits Tracking



		Monitor & report actual spend

		N/A

		A

		-

		-

		I



		Track Savings

		N/A

		C

		-

		I

		R



		Record-keeping



		File signed contract documents

		[Date]

		-

		-

		R

		-
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Detail risks & issues relevant during the contract period. [Table populated with topics to consider, amend as necessary]. This should be kept as a live document throughout the project and updated as necessary.

		Risk

		Owner

		High/Medium/Low risk

		Mitigating action

		Review Date



		[e.g. exit, handover and transition strategies]

		

		

		

		



		[e.g. contract implementation]

		

		

		

		



		[e.g. Supplier and customer training requirements]

		

		

		

		



		[e.g. TUPE]

		

		

		

		



		[e.g. conflict of interest]

		

		

		

		



		[e.g. non-compliance]

		

		

		

		



		[e.g. contract ownership/management]
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[bookmark: _Toc133831871][bookmark: _Toc514419218][bookmark: _Toc516055445][bookmark: _Toc517945995]Appendix 3 – Approvals

The undersigned acknowledge they have reviewed the CHM Report and agree with the approach it presents. 



		USER NOTES



The CHM Report should be approved as follows:

· Tier 1 - Service Area Contract Manager and Contract Owner, CPS Category Lead and Chief Procurement Officer, Finance (relevant Finance contact for benefits tracking)

· Tier 2 - Service Area Contract Manager, CPS Category Lead, Finance (relevant Service Area Finance contact for benefits tracking)

· Tier 3 – Service Area Contract Manager, CPS Category Lead 

(Add or remove authorised tables below where applicable)







		Authorised By



		Name (IN CAPITALS)

		



		Title

		



		Role

		



		Signature

		



		Date

		







		Authorised By



		Name (IN CAPITALS)

		



		Title

		



		Role

		



		Signature

		



		Date

		







		Authorised By



		Name (IN CAPITALS)

		



		Title

		



		Role

		



		Signature

		



		Date

		







		Authorised By



		Name (IN CAPITALS)

		



		Title

		



		Role

		



		Signature

		



		Date
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[bookmark: Appendix4][bookmark: _Toc517945996]Appendix 4 – Mobilisation Checklist

Introduction

Effective contract mobilisation is required to ensure that a contract is live on the purchasing system and communicated to stakeholders. In addition, it enables the Contract Register to be updated, for valuable MI to be captured and for contract pricing to be monitored and controlled in line with tendered pricing during the contract period. The completed mobilisation checklist will also be used for audit purposes, to inform future procurement exercises, to feedback to partner organisations such as Scottish Procurement and for Procurement and Commercial Improvement Programme (PCIP) evidence. This process applies to all Council, national and local collaborative contracts and framework agreements and framework agreement call-offs (i.e. the award of a contract following a mini competition or direct award utilising an existing framework agreement).

Activity Log

This contract mobilisation checklist outlines the roles and responsibilities and includes an activity log which requires to be completed to demonstrate that contract mobilisation has been effectively undertaken following the award of a contract. 



Procurement Lead – Complete the Procurement Lead section in the Activity Log below. The log should then be emailed along with the relating CHM Report to the Commercial Operations Team at contract.register@edinburgh.gov.uk. This should take place within 5 working days following issue of the final contract award letter.



Commercial Operations Lead – Complete the Commercial Operations Lead section in the Activity Log below and meet with the Procurement Lead (if required) to discuss. The fully completed log should then be returned to the Procurement Lead by email to be held on file.

		[bookmark: _Hlk516145220]Description

		Yes

		No

		N/A

		Date



		To be completed by the Procurement Lead



		Contract award & (if required – check Oracle or ask Commercial Operations Team) vendor information request issued to successful Supplier(s).

		

		

		

		



		Contract Handover and Management Report drafted.

		

		

		

		



		Contract handover meeting with Service Area arranged and completed.

		

		

		

		



		Meet with the Commercial Operations Lead to discuss Contract Register entry, catalogues, supplier information (if required).

		

		

		

		



		Contract Register input form completed

Note: where utilising another organisations contract or framework (e.g. Scotland Excel) a Contract Register entry is required for both the call-off (i.e. award of contract following mini competition or direct award) as well as for the original overarching contract or framework being utilised. In these instances, advice should be sought by meeting with the Commercial Operations Lead.

		

		

		

		



		PCS contract award notice placed

Note: a PCS contract award notice is now also required for framework agreement call-offs over the value of £50k. Contract award notice’s must be placed no later than 30 days after the award of the contract.

		

		

		

		



		Email FinanceCheck@edinburgh.gov.uk with confirmation of the Supplier(s)’ legal entity names so the companies can be added to the financial monitoring systems as appropriate.

		

		

		

		



		Email this partially completed Mobilisation Checklist and CHM Report (including confirmation of the Contract Tier) to the Commercial Operations Team at contract.register@edinburgh.gov.uk.

		

		

		

		



		To be completed by the Commercial Operations Lead



		Meet with the Procurement Lead to discuss Contract Register entry, catalogues, supplier information (if required).

		

		

		

		



		Contract Register update completed. 

		

		

		

		



		(If required) remove previous Supplier’s catalogue & update Service Area regarding any changes.

		

		

		

		



		(If required) issue Catalogue Content Request to new Supplier(s).

		

		

		

		



		(If required) check with the Procurement Lead that the returned new Supplier(s) catalogue matches the contracted products/prices. 

		

		

		

		



		(If required) upload the new Supplier’s catalogue.

		

		

		

		



		Email completed Mobilisation Checklist back to the Procurement Lead.
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[bookmark: Appendix5][bookmark: _Toc517945997]Appendix 5 – Location of Key Documents

		Name of Document

		Location



		Contract Classification Tool

		The CAGM Team Orb Page



		Contract Review Meeting Guidance

		The CAGM Team Orb Page



		Contract Closure Report Guidance

		The CAGM Team Orb Page



		Contract Management Manual

		The CAGM Team Orb Page



		Contract Change Note Guidance

		The CAGM Team Orb Page



		Council Health & Safety Policy

		The Health and Safety Policies Orb Page



		Incident Reporting System

		Reporting Accidents Orb Page



		Corporate Health & Safety Team

		The Health and Safety Orb Page



		Contract Register Input Form

		The Contract Register Input Form Orb Page



		Contract Register

		The Contract Register Orb Page



		Business Continuity Assessment in Procurement Procedure

		This can be obtained by emailing one of the following teams: 

CPS (procurement@edinburgh.gov.uk); or

Resilience Services (resilience@edinburgh.gov.uk)  



		List of Essential Activities

		This can be obtained by emailing the Resilience Services (resilience@edinburgh.gov.uk)



		Financial Probity Policy

		This can be obtained by emailing one of the following teams: 

CPS (procurement@edinburgh.gov.uk); or

Finance (FinanceCheck@edinburgh.gov.uk).



		GDPR Guidance

		The GDPR Orb Page



		Data Protection Breach Form

		The Data Protection Breach Online Form on the Orb
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Contract & Supplier Management (CSM)

Implementation Plan  






<Insert Contract Ref>

<Insert Supplier Name>



Contents 

· Purpose and Overview					…………………………3

· Document Control 						…………………………3

· Key Contract Information 				…………………………4

· Implementation Team					…………………………5

· Implementation Plan 					…………………………7




Implementation Plan: Purpose & Overview

1.1	The purpose of an Implementation Plan is to ensure all Suppliers have all the information they require to plan the migration of users to the contract and to ensure all parties have access to information they require to use the contract.  

1.2	Contract Implementation consists of two (2) distinct phases:

Migration: 	Facilitating the moment of both the Council and the Supplier to a new contract post “go live”.

Mobilisation:	The process of moving from contract award to “go live”, to the point where users can actually use the contract.

1.3	An Implementation Plan must be completed at Contract Award by the relevant Procurement Officer for all Strategic Contracts and any other contracts deemed applicable.



Document Control 

2.1	The Document Control Table is required to be completed if any changes are made to the Implementation Plan:

		Document Control



		Version 

		Revision Date

		Change Summary 

		Author 



		

		

		

		



		

		

		

		



		

		

		

		







2.2	The Document Distribution Table is required to be completed if the Implementation Plan is shared with any internal or external stakeholder:

		Document Distribution 



		Version 

		Revision Date

		Change Summary 

		Author 



		

		

		

		



		

		

		

		



		

		

		

		










Key Contract Information 

3.1	The tables below provide key contractual information that will help inform the relevant Stakeholders prior to implementation:

		Contract Reference 

		CE-xx-17



		Contract Description 

		



		Lead Procurement Officer 

		



		Contract Owner and Administrator 

		



		Directorate and Service Area

		







		Contract Risk Level 

		Strategic/Operational/Transactional 



		Contract Review Frequency 

		Quarterly/Bi-Annual/Annual 



		Contract Value 

		Contract Award Value










Implementation Team (Stakeholder Analysis)

6.1	The table below identifies the key stakeholders (internal and external) that would have an interest or influence (power) throughout the implementation:

INTERNAL STAKEHOLDERS

		Stakeholder Name

		Role

		Responsibility 

		Interest 

		Influence 



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L







EXTERNAL STAKEHOLDERS

		Stakeholder Name

		Role

		Responsibility 

		Interest 

		Influence 



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L









6.2	The diagram below plots the key stakeholders (internal and external) to identify if Strategic Procurement must:

· Keep the Stakeholders satisfied;

· Manage Stakeholders closely;

· Monitor Stakeholders (minimum effort)

· Keep Stakeholders informed.




 





High

Influence



Low											        High


Interest 



Implementation Plan

		Milestone

		Migration/ Mobilisation 

		Owner

		Other Applicable Stakeholders

		Start Date

		Due Date

		Status



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		







		ISSUES/RISKS



		R/I?

		Issue

		Resolution

		Owner / Responsibility

		Date



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







		Key

		Definition

		Interpretation



		[image: https://www.covalentcpm.com/css/white/small/big_red_octagon.png]

		Red. The project/stage has exceeded its tolerances or is in danger of doing so unless remedial action is taken.

		Project Board must take action. The project is at risk.



		[image: https://www.covalentcpm.com/css/white/small/big_yellow_triangle.png]

		Amber.  The project has a problem which is being managed/monitored, but remains within the defined tolerances 

		The project may be at risk. Project Board to assess status and take action if necessary.



		[image: https://www.covalentcpm.com/css/white/small/big_green_circle.png]

		Green. The project is proceeding according to plan.

		None. The project is currently on target to meet its objectives.









Keep Satisfied 





Manage Closley





Monitor (Minimum Effort)





Keep Informed
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CSM Briefing Pack Template.pptx
Contract & Supplier Management (CSM) Briefing Pack

<insert contract ref and description>

<insert supplier name>





Contract Overview 

Information and Contacts 

		Contract Start Date / End Date		

		Contract Duration		

		Contract Administrator 		

		Contract Owner 		

		Procurement Lead 		

		The Contract and Supplier Management (CSM) Team		Trish Gibson, Nicola Deans
CSM@south-ayrshire.gov.uk 
01292 612912

		Supplier Contact 		







The Contract

Contract Documents

		Specification/Statement of Requirements		<Embed Statement of Requirements as an attachment>


		Pricing Schedule		<Embed Pricing Schedule as an attachment>


		Terms and Conditions		<Embed Ts and Cs as an attachment>


		Clarifications during the tendering process		<Attach documents containing details of any clarifications during the tender process>


		Other Documents 		<Please insert any other relevant contract documents or delete this row if not relevant>



The table below contains a copy of the all of the relevant contract documents which, together, make up ‘The Contract”. It is important you keep a record of these documents as South Ayrshire Council will monitor performance against the contractual obligations outlined across these documents.





Contract and Supplier Management 

Purpose & Vision

The purpose of Contract and Supplier Management (CSM):



to formalise the process of monitoring a Supplier`s performance against their contractual requirements;

to define clear roles and responsibilities of Strategic Procurement and Service Users after Contract Award;

to implement a consistent approach to managing Supplier`s across the Council;

to realise financial and efficiency savings through proactive CSM; 

to improve successful contract execution;

record and manage contractual and voluntary Community Benefits;

improve relationships between contracted Supplier’s and the Council;

South Ayrshire Council`s Procurement Vision 



‘To continue to grow Strategic Procurement’s influence across the Council, realising our ambitions for a centralised procurement model, while maintaining an excellent procurement service, as set out in our Strategy, which contributes to the transformation of South Ayrshire within available resources..’

The importance of Contract and Supplier Management will help achieve South Ayrshire Council`s Procurement Vision which was outlined in the Councils Procurement Strategy (December 2016)
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The CSM Process

South Ayrshire Council`s (SAC) CSM Process
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SAC shall monitor and measure Supplier performance against the

SAC Standard Key Performance Indicators (KPI`s). 





Balanced Scorecards will be issued to the Contract Administrator and other relevant internal SAC Stakeholders via Public Contract Scotland Tender on a Quarterly, Bi-Annual or an Annual Basis, depending on the overall risk of the Contract.





The results from the Balanced Scorecards will be shared with the Supplier within 14 days of completion.  The Supplier will have 14 days to make comment or query the Balanced Scorecard comments.





Suppliers will be required to attend a Contract and Supplier Management Meeting should their overall Balanced Scorecard score fail to achieve a minimum overall score of 75 – Meeting Expectations. 





The Contract and Supplier Management Meeting will follow a set agenda. 

 The CSM Team may still invite Suppliers who are performing well to discuss new Contract Developments and/or products 





Contract Risk Level 

Strategic – Operational – Transactional 

During the Contract, the frequency the Balanced Scorecard is distributed is dependent on the overall risk of the Contract.

This Contract has been identified as an <insert risk level> Contract









6





Strategic 





High Risk 





Balanced Scorecard Frequency – Quarterly 





Operational 





Medium Risk





Balanced Scorecard Frequency – Bi-Annual





Transactional 





Low Risk





Balanced Scorecard Frequency – Annual





Key Performance Indicators (KPIs) 

South Ayrshire Council`s Standard KPIs 

During the Contract, the Council shall monitor and measure Supplier performance against South Ayrshire Council`s Contract Key Performance Indicators (KPIs), a breakdown of these can be found in the PDF below:





For each individual KPI, the Contract Administrator and other key stakeholders shall score the Supplier using the Balanced Scorecard via Public Contract Scotland Tender applying the following scoring mechanism;



4 - Exceeding Expectations (100)

3 - Meeting Expectations (75)

2 - Minor Concerns (50)

1 - Major Concerns (25)

0 - Not Performing (0)

 

The Supplier must achieve a minimum overall score of 75 – Meeting Expectations.  Where the Supplier fails to achieve a minimum overall score of 75, the Supplier will be required to attend a CSM Review Meeting to discuss Contract/Framework performance.  The CSM Review Meeting shall follow a set Agenda, link to the Agenda Template is detailed below:
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Your CSM Responsibilities 

The “Supplier`s Role”

		Role Description 		Further Information 

		Ensure your contact details are up to date on your Organisations PCS-T profile.
		You can do this by logging onto PCS-T and updating your Registration Data. Guidance can be found here and here .


		Ensure all required Management Information is submitted on time to CSM@south-ayrshire.gov.uk and to the relevant Contract Administrator.		Please refer to the Management Information Clause within the relevant tender documentation to identify the required information and frequency.

		Ensure the CSM Team and the relevant Contract Administrator are informed that submitted Community Benefits are delivered. 		You can do this by emailing the CSM Team (CSM@south-ayrshire.gov.uk) updates on contractual and voluntary Community Benefits delivered during the contract term.

		Ensure your payment details are up to date.		You can do this by emailing  any changes throughout the Contract term to the CSM Team (CSM@south-ayrshire.gov.uk).  

		Attend CSM Meetings if your organisation is not performing and meeting expectations.		The CSM Team will notify your organisation if this is required. 

		Notify the CSM Team of any contractual issues or concerns.		You can do this by emailing  any changes throughout the Contract term to the CSM Team (CSM@south-ayrshire.gov.uk).  
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Management Information (MI)

During the contract, the Council shall require information to be provided on a regular basis for monitoring purposes. 

The Management Information clause within the tender documentation outlines the Council’s requirements for Management Information as part of this contract:

		Management Information Clause Number		Clause Detail

		<Insert Relevant Clause Number>		<Insert Management Information Clause Wording>



Management Information should be submitted via e-mail to the Contract Administrator and CSM@south-ayrshire.gov.uk on a <annual/quarterly/monthly> basis within one working week for the preceding <year/month/quarter>, with the first report due <insert month, 2018>.
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Community Benefits – Contractual <DELETE SLIDE IF NO CBs QUESTION USED IN TENDER>

To improve standards of Sustainable Procurement and in accordance with the duties set out within the Procurement Reform Act (Scotland) 2014 and South Ayrshire Council’s Procurement Strategy 2018, the Council requires suppliers to provide an update on contractual and voluntary community benefits and sustainable methods or initiatives delivered throughout the contract term. 

Contractual Community Benefits are those that were submitted and scored during the formal tender process. Below is the link to your company’s Community Benefit submission:



<insert Submission>



The CSM Team will request an update from your company based on the above Community Benefits submission on a bi-annual basis.



To provide an update, your company is required to complete and return an excel based form on a bi-annual basis. You will have two weeks to complete and return the form to CSM@south-ayrshire.gov.uk. 



The CSM Team will request the first Community Benefits update from your company in <December 2018/ July 2019>

We recognise that some of our suppliers would like to deliver community benefits on a voluntary basis. Voluntary Community Benefits are those that are either not part of/separate or supplementary to the benefits offered during the tender process.



If, during the contract term, your company delivers any community benefits within South Ayrshire on a voluntary basis, please send us an e-mail with a short summary on any benefits delivered to the relevant Contract Administrator as well as  CSM@south-ayrshire.gov.uk.  



The CSM Team share details of Community Benefits delivered by our suppliers with the Council’s Elected Members on a routine basis, therefore, by providing us with an update on contractual and voluntary Community Benefits, we can help to ensure your company is recognised for any good work delivered in the Community. 
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As there was no weighted Community Benefit question used during the tender process for this contract, your company is not contractually obligated to deliver community benefits, however, we recognise that some of our suppliers would like to deliver community benefits on a voluntary basis.

If your company requires support or further information in order to deliver community benefits, there are relevant contact details on the Community Benefits section of the South Ayrshire Council website:

https://www.south-ayrshire.gov.uk/procurement/community-benefits.aspx

If, during the contract term, your company does deliver any community benefits within South Ayrshire on a voluntary basis, please send us an e-mail with a short summary on any benefits delivered to the relevant Contract Administrator as well as  CSM@south-ayrshire.gov.uk.  

The CSM Team share details of Community Benefits delivered by our suppliers with the Council’s Elected Members on a routine basis, therefore, by providing us with an update via e-mail we can help to ensure your company is recognised for any good work delivered in the Community. 

Community Benefits – Voluntary <Delete slide if weighted Community Benefits question used in tender>





SAC CSM Responsibilities 

The “Council`s Role”

		Role Description 		Further Information 

		Issue Balanced Scorecards on a Quarterly, Bi-Annual or an Annual basis.		The Balanced Scorecards will be issued to the Contract Administrator and internal SAC Stakeholders via PCS-T.

		Collect feedback and share with the Supplier.		Feedback will be communicated to the Supplier via the messaging portal on PCS-T.

		Arrange CSM Meetings with Suppliers who are not meeting expectations to resolve any issues.		Requests for a CSM Meeting will be communicated to the Supplier via the messaging portal on PCS-T.


		Develop and manage a constructive and transparent relationship with suppliers and contract users.		All CSM information in relation to KPIs or Meeting Minutes will be recorded on PCS-T and can be shared with the Supplier at any time.

		Ensure all parties (Suppliers and Contract Users) recognise and understand their contractual role and responsibilities.		The CSM Team will support both SAC internal Stakeholders and Suppliers.

		Monitoring Sustainable Procurement benefits (including Community Benefits through the life of the contract and ensuring that targets are met.		The CSM Team will record all Sustainable Procurement Benefits delivered by the Supplier throughout the Contract lifetime.

		Provide a Formalised System of Monitoring for managing a contract.		The CSM Team will conduct all CSM Activities via PCS-T all processes and documentation used will be consistent, transparent and easy to understand.
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Further Information 

Guidance on CSM and Procurement 

For further guidance on Contract and Supplier Management procedures, please contact the CSM Team:



CSM@south-ayrshire.gov.uk 
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Cost

e Invoice Accuracy
e Cost Reduction Initiatives

Quality

e Fit for Purpose Products/Service
e Contract Outcome
e Continual Improvement and Innovation

Service

e Complaints

e Communication

e Management Information
e Accuracy

Sustainability

e Sustainability (Sustainable Processes)
o  Community Benefits

SAC KPI's - V1
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Cost
Category Weight 20%
Scot Gov Scot Gov Standard SAC SAC
standard KPI KPI Description KPI Expected Results
Label/ID P Weight P
Invoices must be processed accurately in line with South Ayrshire
Council’s procedures.
This KPI shall be scored as follows:
4 - Exceeding Expectations (100)
No Invoice/Order issues. The Supplier/Service Provider goes
above and beyond to ensure the Council invoice and order
process is efficient, highlighting problems and supporting the
relevant stakeholder group.
To what extent does 3 - Meeting Expectations (75)
the Supplier/Service
Provider ensure that No Invoice/Order issue.
Invoice Accurac invoices provide 2 - Mi
y detailed, accurate 50% - Minor Concerns (50)
(KP1/0901-006) cost information, Within the last quarter there has been 1-3 issues relating to
and Fhat, where Invoicing and Ordering. The Contract Administrator has notified the
queries occur, they Supplier of these issues on various occasions
are resolved within
agreed timescales? 1 - Major Concerns (25)
Within the last quarter there has been 4-7 issues relating to
Invoicing and Ordering. The Contract Administrator and the CSM
Team has notified the Supplier/Service Provider of these issues on
various occasions
0 - Not Performing (0)
Within the last quarter there has been more than 7 issues relating
to Invoicing and Ordering. The Supplier/Service Provider has
failed to respond to Council communications.
The Supplier/Service Provider works in collaboration with the
Council to identify innovative Cost Reduction Initiatives either by
proposing better value products or new ways of working to reduce
the cost of the required services.
This KPI shall be scored as follows:
4 - Exceeding Expectations (100)
Supplier/Service Provider notifies the applicable Contract
To what extent does Administrator and/or Procurement of potential cost reduction
. the Supplier/Service initiatives on a regular basis and provides the analysis, resource
Cost Reduction ; . .
Initiati Provider work with and support to implement the changes.
itiatives .
the authority in 50%

(KP1/0901-007)

suggesting and
responding to cost
reduction initiatives?

3 - Meeting Expectations (75)

Supplier/Service Provider notifies the applicable Contract
Administrator and/or Procurement of cost reduction initiatives

2 - Minor Concerns (50)
The Council are aware of potential cost reduction initiatives but

have to prompt the Supplier/Service Providers for support in the
last quarter.

The South Ayrshire Way

Respectful e Positive e Supportive
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1 - Major Concerns (25)

During the last two (2) quarters, the Council has received little
feedback from the Supplier on how well the Contract is doing and if
there is any potential cost reduction initiatives. Little
communication from Supplier on cost reduction initiatives.

0 - Not Performing (0)

During the last year, the Council has received no feedback from
the Supplier/Service Provider on how the Contract is doing and if
there is any potential cost reduction initiatives in the last year.

Respectful e Positive e Supportive The South Ayrshire Way
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Quality
Category Weight 30%
Scot Gov Scot Gov Standard SAC SAC
standard KPI KPI Description KPI Expected Results
Label/ID P Weight P
This KPI relates to the goods and/or services received.
The service/goods must meet the set out requirements detailed
under the relevant Sections of the Statement of Requirements.
This KPI shall be scored as follows:
4 - Exceeding Expectations (100)
The goods/services received meet all contractual requirements as
set out in the Statement of Requirements.
The Supplier/Service Provider goes above and beyond to ensure
the Council received excellent quality service/goods.
To what extent does 3 - Meeting Expectations (75)
. the Supplier/Service ) ) )
Fit for purpose ) ) The goods/services received meet all contractual requirements as
. Provider provide ; :
products/services set out in the Statement of Requirements.
goods and or 50%
. . 0
(KP1/0901-001) services which are 2 - Minor Concerns (50)
compliant with the
specification? Within the last quarter there has been 1-3 issues relating to the
goods/services received. The Contract Administrator has notified
the Supplier/Service Provider of these issues on various occasions
1 - Major Concerns (25)
Within the last quarter there has been 4-7 issues relating to the
goods/services received. The Contract Administrator and the
CSM Team has notified the Supplier/Service Provider of these
issues on various occasions
0 - Not Performing (0)
Within the last quarter there has been more than 7 issues relating
to the goods/services received. The Supplier/Service Provider has
failed to respond to Council communications.
This KPI relates to the Supplier/Service Providers
responsibilities.
The Supplier/Service Provider meets the set out
requirements/responsibilities when delivering their goods/services
to the Council as detailed under the relevant Sections of the
Statement of Requirements to meet the Councils objectives.
To what extent doe This KPI shall be scored as follows:
the Supplier/Service
Contract Outcome | Provider deliver the 4 - Exceeding Expectations (100)
KP1/1908-001 contractual 40%

objectives which are
compliant with the
specification

The Supplier/Service Provider meet all contractual requirements as
set out in the Statement of Requirements. The Supplier/Service
Provider goes above and beyond to ensure the Council received
excellent quality service/goods.

3 - Meeting Expectations (75)

The Supplier/Service Provider meet all contractual requirements as
set out in the Statement of Requirements.

2 - Minor Concerns (50)

Within the last quarter there has been 1-3 issues relating to the

The South Ayrshire Way
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Supplier/Service Providers performance. The Contract
Administrator has notified the Supplier of these issues on various
occasions

1 - Major Concerns (25)

Within the last quarter there has been 4-7 issues relating to the
Supplier/Service Provider performance. The Contract Administrator
and the CSM Team has notified the Supplier/Service Provider of
these issues on various occasions

0 - Not Performing (0)

Within the last quarter there has been more than 7 issues relating
to the Supplier/Service Provider performance. The
Supplier/Service Provider has failed to respond to Council
communications.

Continual
Improvement/
Innovation

(KP1/0901-003)

To what extent does
the Supplier/Service
Provider work with
the authority to
identify opportunities
for continual
improvement or
innovation?

10%

The Supplier/Service Provider works in collaboration with the
Council to identify innovative new ways of working and/or process
changes that will create contract efficiencies or generate savings for
the Council.

This KPI shall be scored as follows:
4 - Exceeding Expectations (100)

Supplier/Service Provider notifies the applicable Contract
Administrator and/or Procurement of potential contract
efficiencies/savings on a regular basis and provides the analysis,
resource and support to implement the changes.

3 - Meeting Expectations (75)

Supplier/Service Provider notifies the applicable Contract
Administrator and/or Procurement of potential contract
efficiencies/savings.

2 - Minor Concerns (50)

The Council are aware of potential contract efficiencies/savings but
have to prompt the Supplier/Service Providers for support in the
last quarter.

1 - Major Concerns (25)

During the last two (2) quarters, the Council has received little
feedback from the Supplier on how well the Contract is doing and if
there is any potential for efficiencies or savings. Little
communication from Supplier on continual improvement/innovation.

0 - Not Performing (0)

During the last year, the Council has received no feedback from
the Supplier on how the Contract is doing and if there is any
potential for efficiencies or savings. Contract is not performing well
and the Supplier/Service Provider provides no support to improve
efficiencies in the last year.

Respectful e Positive e Supportive

The South Ayrshire Way
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(KP1/0901-012)

ensure that it
responds to issues
or enquiries within
agreed timescales?

Service
Category Weight 40%
sScot Gov Scot Gov Standard SAC SAC
Standard KPI KPI Description “Pl Expected Results
Label/ID P Weight P
This KPI measures the number of complaints the CSM team has
received from key stakeholders and shared with the
Supplier/Service Provider.
This KPI shall be scored as follows:
4 - Exceeding Expectations (100)
In the last quarter no complaints have been recorded.
The Supplier/Service Provider goes above and beyond to ensure
To what extent does any issues are monitored or resolved efficiently before a complaint
’ ] is raised. Furthermore implement processes to ensure issues do
the Supplier/Service not re-oceur.
Provider ensure that
complaints or 3 - Meeting Expectations (75)
disputes are
Complaints minimised: and that In the last quarter no complaints have been recorded.
when they arise they 15% .
. 2 - Minor Concerns (50
(KP1/0901-010) are dealt with (50)
efficiently, without Within the last quarter the CSM Team has been notified of 1-3
the need to complaints from key stakeholders
escalate; and that
corrective action is 1 - Major Concerns (25)
taken if required? o .
Within the last quarter the CSM Team has been notified of 4-7
complaints from key stakeholders. The Contract Administrator
and the CSM Team has notified the Supplier/Service Provider of
these issues on various occasions and yet to receive an
appropriate response.
0 - Not Performing (0)
Within the last quarter the CSM Team has been notified of more
than 7 complaints from key stakeholders. The Supplier/Service
Provider has failed to respond to Council communications.
This KPI measures how well the Supplier/Service Provider
communicates with the relevant Contract Administrator and other
relevant key stakeholders (contract users)..
This KPI shall be scored as follows:
4 - Exceeding Expectations (100)
Ezvgiffeﬁz\r/gig?:; Communication is excellent. The contract administrator and key
Providgfmana - stakeholders receive relevant information on a regular basis.
Communication icati 9 d The Supplier/Service Provider goes above and beyond to ensure
communications an 30% the Council is up to date and respond to queries and questions

within a 24 hour period, clear process for the Council to
communicate the Supplier/Service Provider.

3 - Meeting Expectations (75)

Clear process for the Contract Administrator and/or stakeholders to
communicate with the Supplier/Service Provider with any queries.
The Supplier/Service Provider communicates well and responds to
gueries/questions in a timely manner.

The South Ayrshire Way
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2 - Minor Concerns (50)

Within the last quarter the CSM Team has been notified of 1-3
concerns in relation to communication.

1 - Major Concerns (25)

Within the last quarter the CSM Team has been notified of 4-7
concerns in relation to communication. The CSM team has
notified the Supplier/Service Provider of these concerns.

0 - Not Performing (0)

Within the last quarter the CSM Team has been notified of more
than 7 concerns in relation to communication. The
Supplier/Service Provider has failed to respond to the Councils
concerns.

To what extent does
the Supplier/Service
Provider ensure that
it consistently

This KPI shall measure how well management information under
the relevant Sections of the Statement of Requirements.

This KPI shall be scored as follows:
4 - Exceeding Expectations (100)

Supplier/Service Provider submits management information on
time, covering all required points and on time.

The Supplier/Service Provider provides support to the Council to
give a better understanding of the information and how it can be
utilised to identify potential savings or efficiencies.

3 - Meeting Expectations (75)

Supplier/Service Provider submits management information on
time, covering all required points and on time.

mg}?ﬁg}mm provides the 2 - Minor Concerns (50)
required 25% ) ) ) )
Management The Council are aware that the Suppliers/Service Providers must
(KP1/0901-011) Information in the submit management information but has not received the most
agreed format and recent report during the last quarter as set out within the
within agreed Statement of Requirements.
timescales?
1 - Major Concerns (25)
During the last two (2) quarters, the Council has received no
management information as set out within the Statement of
Requirements.
0 - Not Performing (0)
During the last year, the Council has received no management
information from the Supplier/Service Provider as set out within the
Statement of Requirements.
The Council is aware of the management information requirements
set out within the tender submission have not been carried out
during the last year.
To what extent does This KPI relates to the Supplier/Service Providers performance and
Accuracy g‘e S_(tjjppller/ ServLce that the goods/services set out within the Statement of
rovider ensure that 30% Requirements reflects on what is actually being delivered and

(KP1/0901-015)

delivery accuracy is
within agreed
performance levels
and that delivery

matches the Purchase Order.

Respectful e Positive e Supportive
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notes accurately
reflect what has
been delivered and
maitch the purchase
order?

This KPI shall be scored as follows:

4 - Exceeding Expectations (100)

The Supplier/Service Provider meet all contractual requirements as
set out in the Statement of Requirements. The Supplier/Service
Provider goes above and beyond to ensure the Council received
excellent quality service/goods.

3 - Meeting Expectations (75)

The Supplier/Service Provider meet all contractual requirements as
set out in the Statement of Requirements.

2 - Minor Concerns (50)

Within the last quarter there has been 1-3 issues relating to the
Supplier/Service Providers performance and delivery of the set out
requirements. The Contract Administrator has notified the Supplier
of these issues on various occasions. Potential Contract Variation
required.

1 - Major Concerns (25)

Within the last quarter there has been 4-7 issues relating to the
Supplier/Service Provider performance and delivery of the set out
requirements. The Contract Administrator and the CSM Team has
notified the Supplier/Service Provider of these issues on various
occasions. CSM has requested a contract variation.

0 - Not Performing (0)

Within the last quarter there has been more than 7 issues relating
to the Supplier/Service Provider performance and delivery of the set
out requirements. The Supplier/Service Provider has failed to
respond to Council communications or contract variation requests.

The South Ayrshire Way
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Sustainability

that were offered as
part of the contract?

Category Weight 10%
Scot Gov Scot Gov Standard SAC SAC
standard KPI KPI Description KPI Expected Results
Label/ID . Weight P
The Supplier/Service Provider monitors their sustainable
methods/practices and provides the Council up to date information
on any developments.
If the Supplier/Service Provider submitted a response to a
Sustainable Question within the Technical Envelope, their response
shall be monitored to ensure any assurances are fulfilled.
This KPI shall be scored as follows:
4 - Exceeding Expectations (100)
Supplier/Service Provider notifies the applicable Contract
Administrator and/or Procurement of their organisations sustainable
developments or an update on their submitted tendered response.
Developments are provided on a regular basis, the Supplier/Service
Provider provides applicable analysis, case studies, resource and
Does the support to implement Sustainable methods or to allow the Council
) ’ to share this information with relevant stakeholders.
Supplier/Service
Provider show
commitment to
Sustainability sustainable 3 - Meeting Expectations (75)
(Sustainable practices where
Processes) practical, e.g. 50% Supplier/Service Provider notifies the applicable Contract
offering sustainable Administrator and/or Procurement of their organisations sustainable
(KPI/1508-002) products, reducing developments or an update on their submitted tendered response.
carbon footprint or
championing 2 - Minor Concerns (50)
sustainable
initiatives? The Council are aware of the Suppliers/Service Providers
sustainable process but has not received any update or assurances
set out within the tender submission during the last quarter.
1 - Major Concerns (25)
During the last two (2) quarters, the Council has received little
feedback from the Supplier /Service Provider in relation to
Sustainability. The Council is unaware if the methods used by the
Supplier/Service Provider are sustainable.
0 - Not Performing (0)
During the last year, the Council has received no feedback from
the Supplier/Service Provider in relation to Sustainability. The
Council is aware that the assurances set out within the tender
submission have not been carried out during the last year.
The Supplier/Service Provider monitors the Community Benefits
delivered to South Ayrshire Council.
Community Doesthe If the Supplier/Service Provider submitted a response to a
Benefits Supplier/Service Community Benefits Question within the Technical Envelope, their
Provider deliver the 50% response shall be monitored to ensure those benefits have been
i i delivered.
KPI/1601-001 Community Benefits

Additional Community Benefits offered by the Supplier/Service
Provider throughout the lifetime of the contract/framework will also
be included

This KPI shall be scored as follows:

Respectful e Positive o

Supportive
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4 - Exceeding Expectations (100)

Supplier/Service Provider notifies the applicable Contract
Administrator and/or Procurement of Community Benefits that have
been actioned (as per tendered response or voluntary).

Developments are provided on a regular basis, the Supplier/Service
Provider provides applicable case studies, resource and support to

implement Community Benefits or to allow the Council to share this
information with relevant stakeholders.

3 - Meeting Expectations (75)

Supplier/Service Provider notifies the applicable Contract
Administrator and/or Procurement of Community Benefits that have
been actioned (as per tendered response or voluntary).

2 - Minor Concerns (50)

The Council are aware of the Suppliers/Service Providers
Community Benefits response set out within the tender submission
but has not received any update or assurances during the last
quarter.

1 - Major Concerns (25)

During the last two (2) quarters, the Council has received little
feedback from the Supplier /Service Provider in relation to their
Community Benefits response set out within the tender submission.
0 - Not Performing (0)

During the last year, the Council has received no feedback from
the Supplier/Service Provider in relation to their Community
Benefits response set out within the tender submission.

The Council is aware that the assurances set out within the tender
submission have not been carried out during the last year.

The South Ayrshire Way

Respectful e Positive e Supportive
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1 Introduction

This document provides general information on the flexible framework set up by Scotland Excel for
children’s residential care and education including short breaks (0517).

This document should be read in conjunction with the documentation available for download from
the members area of the Scotland Excel website, including the terms and conditions.

To access the members area please sign in or register via the link below.
https://www.scotland-excel.org.uk/MembersArea/MembersLogin.aspx

Under the light touch regime, a procedure similar to an open tender procedure was conducted in late
2017, whereby Scotland Excel established a national flexible framework agreement for children’s
residential care and education including short breaks placements. Through this framework, councils
(“Purchasers”) can purchase children’s residential care and education including short breaks
placements for children and young people from independent sector providers (“Providers”) for an
“Agreed Fee” and under agreed terms and conditions.

The services provided under the terms of the flexible framework agreement and the individual
placement agreement will be based on the relevant service specification and where appropriate any
“Additional Services” (such as additional staffing) and / or “Extras” (such as one off clothing grants)
to be included where this is agreed between the Purchaser and Provider.

The Service and what is included is set out in detail in the Service Specifications as noted below and
is explained further in this guidance at section 2.7.

Schedule 1A — Service Specification for the provision of residential care and education
Schedule 1B — Service Specification for the provision of residential short breaks

Schedule 1C — Service Specification for the provision of day education

The terms of the flexible framework agreement do not provide any guarantee of business or
exclusivity of business to any Provider. Where a child or young person is to be placed with a Provider
under the flexible framework agreement, Purchasers should use the procedure described at section
6.1 of this guidance to identify a Provider which best meets the needs of the child or young person.



https://www.scotland-excel.org.uk/MembersArea/MembersLogin.aspx

https://www.scotland-excel.org.uk/MembersArea/MembersLogin.aspx



2 Contract Overview

2.1 Flexible Framework Agreement

The framework aims to bring flexibility and scope to meet the future needs of children and young
people and local authorities by allowing the addition of new providers and/or services at certain
points. Utilising the flexibility of ‘the light touch’ regime this flexible framework agreement permits
the addition of new providers. New entrants may be permitted to apply to be included within the
flexible framework agreement for years three and four of its duration.

Providers seeking entry on to the framework at these points will be evaluated against the same criteria
as the initial evaluation therefore ensuring a consistent approach to quality of services on the flexible
framework.

2.2 Contract Period

The framework is effective from 01 May 2018 until 30 April 2022.

Providers who have been awarded onto the flexible framework agreement from 1 May 2018 will
remain on the flexible framework for the full 48 months.

For providers who are awarded a place on the flexible framework agreement in year three, the
maximum period of award will be up to 24 months and for providers who are awarded a place on the
flexible framework agreement in year four, the maximum period of award will be up to 12 months.

2.3  Participation
The flexible framework agreement is open to all 32 councils.
NHS partner organisations specified in the tender and any Integration Authority, or other body,

established pursuant to the Public Bodies (Joint Working) (Scotland) Act 2014 who have responsibility
for purchasing secure care services can also use the contracts.

2.4 Providers

A list of the Providers awarded onto the flexible framework agreement can be found at Appendix 1.

2.5 Cross Border Services





This flexible framework agreement is primarily designed for Services delivered & regulated within
Scotland. Where any Purchaser intends to place within Services in locations outwith Scotland, they
should note that variations to terms & conditions will be necessary to account for differences in Law
and Guidance. These variations will require to be discussed and agreed between the Purchaser and
Provider at the point of Placement.

2.6 Flexible Framework Structure

The overarching flexible framework agreement forms an agreement between Scotland Excel (acting
on behalf of the councils) and the Provider which sets out the rights and obligations of both parties.
Under this agreement the Provider must adhere to a number of requirements in order to participate
in the flexible framework agreement such as maintaining adequate levels of insurance, satisfying
staffing requirements and meeting obligations to provide certain information.

Purchasers enter into placements with Providers through the agreement and completion of an
“Individual Placement Agreement (IPA)”, as set out in Schedule 3 - Individual Placement Agreement
(IPA).

Once complete, the IPA forms a contract between the Purchaser and the Provider to provide a
service to the child or young person for the Agreed Fee as set out in the IPA. The flexible framework
agreement requires that a child or young person’s placement meets the requirements set out in
their IPA (which allows specific arrangements for that child or young person to be agreed) and is
provided in accordance with the Service Specification and the Individual Placement Terms (which set
out the terms and conditions of the contract between Purchasers and Providers for each placement).
Where a placement for a child or young person requires an aspect of the Individual Placement Terms
or Service Specification to be varied to meet their individual needs, this must be agreed by both
Purchaser and Provider and must be documented within the IPA.

2.7 Flexible Framework Agreement Schedules

Framework terms and conditions — are the terms which govern the overarching flexible framework
agreement and the relationship between Scotland Excel (acting on behalf of councils) and the
Provider.

The flexible framework agreement includes the following schedules:

Schedules 1A; 1B; 1C - Service Specification — specification detailing what is included as part of the
Agreed Fee.

Schedules 2A; 2B; 2C — Individual Placement Terms — are the terms governing each IPA and the
relationship between Purchasers and Providers in respect of placements.

Schedule 3 — Individual Placement Agreement (IPA) —is provided by the Purchaser to the Provider
and forms a contract between the parties to provide a placement for a child or young person, setting
out the service agreed for that child or young person.

Schedule 4 - Financial Schedules — refer to the Acceptance Schedules for each Provider for
confirmation of the Agreed Fee and any additional services which are available.





Schedule 5 — Identified and Defined Terms — list of all identified and defined terms.
Schedule 6 — Placement Matching Process

All documentation is available from the members area of the Scotland Excel Website.

3 The Service

The primary purpose of the Service will be to provide residential care; residential care and education;
residential short breaks or day education to children and young people who have multiple and
complex needs and for whom provision of residential care and/or education is the best means of
improving outcomes.

The Service is set out in detail in the Service Specification but in summary this includes the following
(as appropriate to the child or young person):

For Service Options 1 and 2

e 24 hour care for the duration of the placement (unless otherwise agreed in the IPA)

e Asingle room for each child or young person.

e Education (Service Option 2)

e Meals and snacks, which should be regular, varied and take account of food preferences,
special dietary or cultural needs and professional advice on best practice in respect of
nutrition

e Activities and excursions

e Pocket money

e Access to external advocacy services

All day to day transport requirements should be included within the Agreed Fee unless otherwise
confirmed by the Provider in their Financial Schedule. Transport is described more fully in the within
the relevant Service Specification.

For Service Option 3

e 24 hour care for the duration of each placement (unless otherwise agreed in the IPA)

e Provision of accommodation that is well maintained, appropriately furnished and suitable for
the purpose of providing a short-break and meeting the needs of a child or young person

e Meals and snacks, which should be regular, varied and take account of food preferences,
special dietary or cultural needs and professional advice on best practice in respect of
nutrition

e Activities and excursions

For Service Option 4





e Provision of a broad curriculum experience and education services for day placements for
children and young people between the ages of 3 — 18 whose educational needs are best met
in an alternative education service

e Provision of education shall be 25 hours per week for children of primary age and 27.5 hours
per week for children and young people of secondary age for the duration of the school year
unless otherwise agreed and detailed in the IPA

e Unless otherwise agreed with the Purchaser, the Provider will provide lunch for pupils who
attend full time, taking account of dietary requirements and health needs

3.1 The Agreed Fee

The Agreed Fee means the price per week paid in respect of the service provided to individual children
and young people. This fee includes all of the requirements of the service as set out in the Service
Specifications (Schedules 1a; 1b or 1c) unless otherwise stated in the Acceptance Schedule. Where
applicable the Agreed Fee may also include Provider Defined Services. Provider defined services are
services which the Provider offers as standard but which are not specified in the Service Specification.
Details relating to provider defined services are provided in the Acceptance Schedules.

3.2 Additional Services & Extras

Additional Services can be purchased to supplement the service provided for the Agreed Fee where
the Provider and Purchaser agree to this in advance. These Defined Additional Services (where
available) are listed in the Acceptance Schedules.

Where a child or young person requires an additional service which is not listed, the Purchaser and
Provider may negotiate a specific additional service to meet that child or young person’s needs
including the Supplementary Fee which will be payable, known as “Extras”.

Any additional services or extras must be agreed by Purchaser and Provider prior to any purchase and

detailed in the IPA where this is an on-going cost. A one off Extra may be agreed separately in writing
without amending the IPA where the Purchaser and Provider agree to this.

4 Fees & Fee Variation

4.1 Fees

The Agreed Fee is the amount payable for the service (refer to section 3.1 of this guidance).





4.2 Fee Variation

The Agreed Fee and rates for supplementary fees for additional services shall remain firm until 31
March 2020.

The Agreed Fee and rates for supplementary fees may be reviewed annually from 1 April 2020.
Applications for review must be submitted to Scotland Excel no later than 31 January preceding the
proposed date of effect of 1st April. Any changes to Fees will take account of both efficiency measures
and cost pressures and will be guided by the Price Index current at the time of application.

4.3 Exceptional Fee Review

Where there are any changes in Law or Guidance which materially impairs the Provider’s ability to
supply the Service or materially increases the cost to the Provider of supplying the Service then
Providers can request a fee review out with the defined fee review process.

5 Pre-existing Placements

The terms of this flexible framework agreement do not automatically apply to pre-existing
placements. However, provision has been built into the terms to allow a Purchaser and a Provider to
agree to apply the terms of this contract to pre-existing placements subject to mutual agreement.

In order to do this, the Purchaser will review the needs of the child or young person and their current
placement and will share relevant information on their findings with the Provider. Where both parties
agree it is appropriate to bring the placement under the new contract, the IPA must be varied clearly
by the Purchaser and agreed by the Provider, detailing the date on which the new terms will apply.

Similarly, towards the end of this flexible framework agreement, provision has been made for
placements to continue on their existing terms or to transfer to any successor arrangement. Again,
this decision should be made and agreed by the Purchaser and the Provider and recorded in the IPA
by the Purchaser.

6 Selecting a Provider and Making a Placement

6.1 Placement Procedures

In deciding on a placement, the Purchaser will at all times consider the needs of the child or young
person as paramount. In order to make a placement under the contract, the Purchaser must select a
Provider according to the placement mechanism set out in Clause 13 (Placement Procedures) of the
Individual Placement Terms.





Placements may be made using one the following processes:

6.1.1

6.1.2

Direct Placement

Where the Purchaser can determine a suitable Provider from relevant information
about Providers participating in the flexible framework agreement, the Purchaser may
make a direct placement with the Provider in accordance with the relevant Clause
within the Individual Placement Terms.

Placement Matching Process

The Placement Matching Process seeks to help Purchasers make better informed
placement decisions based on Provider responses to issue of a summary of needs and
Outcomes specific to individual Children or Young People.

Where the Purchaser elects to follow the Placement Matching Process, the process at
the Purchaser’s discretion may be as follows:

e Taking account of information submitted by Providers during the tender
process the Purchaser will identify a list of potential Providers who may be
able to meet the needs and outcomes of the child or young person;

e The Purchaser will issue anonymous information to the shortlisted Providers,
with a request for a response from each Provider, to confirm how they will
meet the needs and outcomes of the individual. Providers approached
through this process are under no obligation to submit a response to the
Purchaser.

e Where the Provider believes that they can meet the needs and outcomes of
the individual they will provide a response to the Purchaser within the given
timescale.

e Responses will be considered by the Purchaser and relevant partners.
Following analysis of responses the Purchaser may elect to meet with the
Provider to discuss their response further.

e Visits may be arranged to the Provider with the child or young person and
their parent where possible.

e Following visits and taking account of feedback from the child or young person
and their parent a Provider may be selected.

Once a Provider has been selected, the Provider and the Purchaser will agree and
complete an IPA under the terms of the flexible framework agreement, in accordance
with this IPT. The IPA will include confirmation of the Outcomes that have been
agreed with the Provider and any Additional Services offered by the Provider to help
deliver these Outcomes.

The Purchaser will provide feedback to unsuccessful providers where this is requested.
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Where a Placement is required urgently or in an emergency, a shortened version of
the Placement Matching Process may be followed.

6.1.3 Competitive Placement Process

A Competitive Placement Process may, at the Purchaser’s discretion, be followed
where:

e The information provided under the flexible framework agreement is not
precise or specific enough to meet the requirements of the child or young
person or the Purchaser; or

e Following use of the procedures detailed in 6.1(i) and 6.1(ii)above, no suitable
Provider has been identified.

Where the Purchaser enters into a Placement with a Provider following a Competitive
Placement Process, the parties will enter into an IPA which contains the agreed terms
including the service to be provided, the Agreed Fee and any variation agreed as
necessary to the IPT or the service specification.

The Purchaser will notify the Provider(s) in writing as soon as reasonably practicable of
its decision in relation to the award of a Placement.

For the avoidance of doubt, the Purchaser is under no obligation to enter into a
Placement following a Competitive Placement Process.

6.2 Introductory Visits and Phased Transitions

Where a service appears suitable for a child or young person, the Purchaser and Provider where
possible, will facilitate an introductory meeting between the service and child or young person and
their parent or carer where appropriate.

Overnight stays or full day visits cannot take place until the Placement has been agreed through the
creation of an IPA and the first overnight stay or full day visit will constitute the placement start date
unless otherwise agreed.

6.3 Planned Placements

The Purchaser is responsible for submitting an up to date comprehensive integrated assessment of
the child or young person’s needs prior to the placement commencing, to include assessment of their
educational and health needs and the outcomes identified for them.

6.4 Emergency Placement

In the case of an Emergency Placement (less than 24 hours notice), the Purchaser shall arrange an
assessment of needs, known and anticipated risks and planning for outcomes within three days of
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the placement commencing. If the extent of assessment needed requires additional resources, the
Purchaser and Provider will negotiate this as an additional service.

6.5 Completing the Individual Placement Agreement

The Individual Placement Agreement (IPA) must be completed every time a new placement is being
arranged. The IPA is subject to the Individual Placement Terms and should be completed by the
Purchaser and agreed with the Provider before being signed by a representative from both parties
with the appropriate authority.

The IPA allows specific requirements for an individual child or young person to be detailed along with
any variation necessary from the Individual Placement Terms. All areas of the IPA should be completed
prior to the admission date wherever possible although where information is detailed in the Child’s
Plan or other document, this does not need to be repeated in the IPA provided the relevant
documentation is made available to the Provider and is clearly referred to in the relevant sections of
the IPA.

7 Roles and Responsibilities

The flexible framework agreement sets out the obligations of Scotland Excel and Providers, and the
Individual Placement Terms set out the obligations of Purchasers and Providers. The roles and
responsibilities of the parties to the flexible framework agreement are referred to throughout the
flexible framework agreement documents.

The service specification(s) provide further clarity in terms of roles and responsibilities of the
contracting parties.

8 Transition Planning

Transition planning should be built into all placements from the start, whatever the planned length
of the placement. The Transition Planning Clause of the relevant Service Specification provides more
detailed information relating to the requirements of the service in terms of transition planning.

Transition planning and preparation for independence are important key performance indicators
and will form part of the contract monitoring programme.

9 Ending a Placement

Individual placements may come to a planned end or be terminated in line with the Termination of
the Placement Clause of the relevant service specification and Individual Placement Terms. Where
termination of a placement is a planned termination ending on a planned date, the fee payable will
end on the day the placement ends.
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Where agreement about continuing a placement cannot be reached and the decision is taken to
terminate the placement, the notice periods are set out in Termination of the Placement Clause of the
relevant service specification.

Where child protection and safety of individual / staff / other service users is at significant risk,
termination can be made immediately with Notice served in writing on either party.

10 Management of the Contracts

Management of the day to day operation of the contracts should be undertaken by Purchasers in
accordance with their own policies and standing orders.

Scotland Excel will gather management information from providers on a quarterly basis and
management information reports will be issued twice a year. The community and environmental
benefits commitments made by providers in the tender will be used as a baseline and progress
monitored through reports every 6 months from each organisation. Monitoring of payment of the
Living Wage to all staff will also be undertaken on a 6 monthly basis, along with updates on Living
Wage Foundation accreditation.

Scotland Excel may share information with Purchasers, and Purchasers may share information with
Scotland Excel and/or other Purchasers as necessary for the operation of the contracts and the best
interests of the children and young people supported under them, as detailed in the Contract Terms
and Conditions.

10.1 Community Benefits

Providers were asked to demonstrate their commitment to providing community benefits.
Community benefits provide a means of achieving sustainability through public contracts. Community
Benefits in this context are those which deliver a wider social benefit in addition to the core purpose
of the flexible framework agreement.

For different annual spend bands Providers were asked to commit to the delivery of a minimum
number of community benefits points, details of which can be found at appendix 2. Details on each
provider’'s community benefit commitment can also be found within the front page of each
acceptance schedule.

For each commitment made by a provider, community benefits will be required to be delivered to
each Purchaser that achieves the annual spend (based on April — March of the previous year). Each
spend band has a minimum number of community benefit points that will be required to be delivered,
as outlined in the community benefits table at appendix 3. Note that the list of community benefits is
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not exhaustive and innovative community benefits can be discussed and agreed between the
Purchaser and the Provider.

On an annual basis, Scotland Excel will calculate where annual spend thresholds have been met based
on submitted Management Information and provide the calculations to the relevant Provider and
Purchaser. The Provider and Purchaser will then discuss and agree the appropriate and relevant
community benefit to be delivered. Note that the list of community benefits is not exhaustive and
innovative community benefits can be discussed and agreed between the Purchaser and the Provider.

10.2 Environmental Benefits

The Eco-Schools Scotland programme is made up of a set of Seven Elements that are used to plan

action on environmental issues and that form the criteria for the Green Flag Award. To earn a Green
Flag Award, your school needs to follow the Seven Elements, ensuring that Eco-Schools is pupil-led,
linked to the curriculum and involves the whole school and wider community. Eco-Schools Scotland is
designed to encourage whole-school community action on Learning for Sustainability. The programme
encourages young people to engage in their environment by allowing them the opportunity to actively
protect it. The programme starts in the classroom and expands to the whole school, eventually
fostering change in the community at large. Providers were asked to commit to achieving the Eco-
Schools International Green Flag Award for each service within Service Option two and Service Option
four.

Providers who had tendered for service options that included an education element were asked to
confirm their Eco-Schools status. Based on this information, within two years the number of services
who hold the Eco-Schools International Green Flag Award will increase from 6% to 83%. Providers
responses were as follows:

e Green Flag holder and commit to maintaining Green Flag — 6%

¢ Silver Flag holder and commit to achieving Green Flag over initial period — 10%

¢ Bronze Flag holder and commit to achieving Green Flag over initial period — 6%

¢ Not an Eco-Schools Award Holder but commit to achieving Green Flag over initial period —
61%.

Details on the Eco-Schools status of each service can be found within each individual service page of
the acceptance schedule for services within Service Option two and Service Option four.

Providers were also asked to respond to a question which sought to establish how they would
commit to promoting sustainable and socially responsible practices. Providers detailed a wide range
of environmental benefits which will also be monitored through the life of the contract and will form
part of the regular reporting requirements. Providers gave examples of the use of own supply chains,
including growing food and keeping animals, the use of energy efficiency, such as hydro and solar
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energy to provide sustainable energy sources to be used within the service and reuse and recycle
initiatives including upcycling, composting and recycling of cooking oil

Providers have also described how they promote sustainability to children and young people and how
this approach will help them to become effective contributors, confident individuals and successful
learners. Providers gave examples of how these initiatives benefit children and young people, for
example skills learned (bike repair, sewing, cooking, farming) can be therapeutic and help develop life
skills. Providers have also described how sustainable practices help to develop an understanding of
the community and environment and this leads to responsible citizenship.

10.3 Fair Work Practices

Providers were asked to describe how they would commit to fair work practices for workers (including
any agency or sub-contractor workers) engaged in the delivery of this flexible framework agreement.

Furthermore, providers were asked to confirm their ability to pay the living wage. Of the 46
recommended providers 32 pay the Scottish Living Wage or above to all employees (except
volunteers, apprentices and interns). Of these 32 providers, six are accredited by the Living Wage
Foundation. The remaining 14 providers do not currently pay the Scottish Living Wage to all workforce,
however, five of these providers have committed to gaining accreditation over the initial two year
period of the flexible framework.

Details on each provider’s position can be found within the front page of each acceptance schedule.

Scotland Excel monitors Fair Work Practices, including Scottish Living Wage, within its contract and
supplier management programme and will work with all remaining providers to gain accreditation.

11 Contact Details

11.1 Scotland Excel

Key contacts within Scotland Excel are listed below, together with helpline and website support
contacts (General enquiries):

Name Email Job Title Telephone No.
Nicola Burleigh Nicola.burleigh@scotland- Category 0141 618 4962
excel.org.uk Manager
Lucy Ross lucy.ross@scotland-excel.org.uk Assistant 0141 618 4087
Procurement
Specialist
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Social Care Team Social.care@scotland-excel.org.uk - -
General Enquiries contactus@scotland-excel.org.uk General 0300 300 1200
(including helpline and Enquiries
website support)

12 Change Control

This document can only be amended by the Author (Scotland Excel) and in accordance with approved
processes and procedures.
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13 Appendixes

Appendix 1 — Providers

Tenderer's name Location SME Status [Service Options Tendered
A Wilderness Way Ltd Carlisle Medium 1
Abbeyfield Lodge Ltd Fraserburgh Small 1
Aberdeen Association of Social Service (Trading as VSA) Aberdeen Large 2and 4
Aberlour Child Care Trust Stirling Medium land3
Applied Care and Development Limited Dumfries Large land?2
Archway (Respite Care & Housing) Ltd Aberdeen Medium |3

Ardfern Limited T/A Ardfern Learning Centre T/A Ardfern School Johnstone Small 4

Bachlaw Limited Cornbhill Small 1,2,3and4
Balnacraig School Perth Medium 1,2and 4
Barnardo's Edinburgh Large 1

Cairn Mhor Childcare Partnership Limited Glenrothes Small 1

Camphill Rudolf Steiner Schools Ltd Aberdeen Large 1,2,3and4
Capability Scotland Edinburgh Medium 1,2,3and4
Care 4 Children Residential Services Ltd Stockport Medium |2

Care Visions Group Limited Stirling Large 1

Common Thread Ltd Lockerbie Medium 1,2and 4
East Park School Glasgow Medium 1,2and 4
Harmeny Education Trust Limited Balerno Medium |2and 4
Hillcrest Childrens Services Limited Alcester Large 2

Hillside School (Aberdour) Ltd Aberdour Medium |2

House of Falkland Ltd. t/a Falkland House School Cupar Small 1,2and 4
Inspire Scotland Ltd Glasgow Medium |1

Kibble Education and Care Centre Paisley Medium |2and 4
Mirren Park Limited (t/a Mirren Park School) Paisley Small 4

Moore House School Limited Bathgate Small 1,2and 4
Julia Stewart Limited Johnstone Small 1
Partnerships in Care UK 1 Limited trading as Priory Education and

Children's Services London Large 1,2and 4
Quarriers Bridge of Weir [Large land3
Radical Services Limited Leeds Medium 1,2and 4
ROC Northwest Ltd Ribchester Medium |land 2
Rossie Young People's Trust Montrose Medium |2

Royal Blind Edinburgh Large 1,2,3and 4
Scottish Autism Alloa Medium |2and 4
Seamab Rumbling Bridge |[Medium  |1,2and 4
Sense Scotland Glasgow Large 3

The Church of Scotland Social Care Council (trading as "Crossreach") Edinburgh Large 1,2,3and 4
Spark of Genius (Training) Ltd Paisley Large 1,2and 4
Speyside trust Aviemore Small 3

St Philip's School Plains Airdrie Medium |2and 4
Stepdown Glasgow Medium |1

The Governors of the Donaldson Trust

Known as The Donaldson Trust Linlithgow Medium |4

The Mungo Foundation Glasgow Large 3

The New School Butterstone Butterstone Small 2and 4

The Scottish Centre for Children with Motor Impairments (SCCMI) Cumbernauld Small 4

Up-2-Us East Kilbride Small land 3
Young Foundations Ltd Salford Medium |1
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Appendix 2 — Community Benefits Commitments

Community Benefits - | Community Benefits - [ Community Benefits - | Community Benefits - [ Community Benefits -
Band 1 Band 2 Band 3 Band 4 Band 5
£100,000- £500,000 | £500,001 - £1,000,000 | £1,000,001 - £2,000,000 | £2,000,001 - £3,000,000|  £3,000,000 plus

A Wilderness Way Ltd v v v v v
Abbeyfield Lodge Ltd v v v v v
Aberdeen Association of Social Services
(T/AVSA) v v v v v
Aberlour Child Care Trust v v v v v
Applied Care and Development Limited v
Archway (Respite Care & Housing) Ltd v v v v v
Ardfern Limited T/A Ardfern Learning
Centre T/A Ardfern School v v v v v
Bachlaw Limited v v v
Balnacraig School
Barnardo's v v
Cairn Mhor Childcare Partnership Limited

v v v v v
Camphill Rudolf Steiner Schools Ltd v v v v
Capability Scotland v v v v v
Care 4 Children Residential Services Ltd v
CARE VISIONS GROUP LIMITED v v v v v
Common Thread Ltd v v v v v
East Park School v v v v v
Harmeny Education Trust Limited v v v v v
Hillcrest Childrens Services Limited v v v
Hillside School (Aberdour) Ltd v v v v v
House of Falkland Ltd. t/a Falkland House
School v v v v v
Inspire Scotland Ltd v
Julia Stewart (Nether Johnstone House) v v v v v
Kibble Education and Care Centre v v v v v
Mirren Park Limited (t/a Mirren Park
School) v v v v v
Moore House School Limited v v v v v
Partnerships in Care UK 1 Limited trading
as Priory Education and Children's
Services v v v v v
Quarriers v v v v v
Radical Services Limited v
ROC Northwest Ltd v v v v
Rossie Young People's Trust v v v v v
Royal Blind v v v v v
Scottish Autism v v v v v
Seamab v v v v
Sense Scotland v
Spark of Genius (Training) Ltd v v v v v
Speyside Trust v v v v v
St Philip's School Plains v
Stepdown v v v v v
The Church of Scotland Social Care
Council (trading as " Crossreach") v v v v v
The Governors of the Donaldson Trust
Known as The Donaldson Trust v v v v v
The Mungo Foundation v v v v v
The New School Butterstone v v v v v
The Scottish Centre for Children with
Motor Impairments (SCCMI) v v v v v
Up-2-Us v v v v v
Young Foundations Ltd v v v v v
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Appendix 3 — Community Benefits Points

Annual Framework Spend Band per Community Benefit points to be
Council Area Delivered for each Council
£100,000 - £500,000 50
£500,001 - £1,000,000 100
£1,000,001 - £2,000,000 150
£2,000,001- £3,000,000 200
£3,000,000 plus 250

Community Benefits Table

Ref |Type Description Community Benefit [Community
Heading Benefit Points
1 |Economic Fundraising event for external charities/initiatives Fundraising 5
Use Grounds
2 [Social Offer use of grounds/facilities to wider community . / 5
Facilities
3 |Economic/Social |Work placements to school, colleague or university students Work Experience |25
4 |Economic Offer training sessions to wider community Training Session |25
Employability workshop or event in a school, college or
. ploy ) ¥ P o ) " g . Employability
5 [Economic community group (employability session, career information, Worksho 25
mock interviews) P
Sponsorship of a local sports team or community event. Value
6 [Economic P P P ¥ Sponsorship 25
of £250
Donation -
Economic/ Donation of materials and/or labour to support community .
7 . . Materials and 25
Environmental project. Value of £250
labour
. . . . Recruitment -
8 |Economic/Social |Recruit a modern (or other approved) apprentice . 100
Apprentice
9 |Economic/Social [Recruit one person Recruitment 100
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Implementation - Mobilisation Plan.xlsx
Sheet1

		Ref.		Area		Criteria  / assessment of readiness		Criticality		Methodology		Owner		Notes		Target completion date		Status - R, A, G

		1		Commercial / contractual		Confirmation of pricing / commercials		C		Board pricing review				Final review of pricing before signature - may be contingent on scheme design factors

		2				PCG		C		Signed as part of contract signing				Tied in to contract signing process

		3				Contract for signature		C		Signed contract by 8 May				Initially set for 8 May although several matters still being clarified

		4		Supply Chain		Technical specification		H		Technical specification agreed with Scottish Government and included as part of tender pack for contractors				Needs to tie in with appointment of external agency preparing wider spec for SG

		5				Tender process for contractors		H		Process handled through PCS Scotland				Events set for 1 June, tender documentation issued by 8 June, tenders on track for receipt by end June

		6				Tender process for material supply		M		Process handled through PCS Scotland				Tenders released by mid-June, on track to be finalised by end July

		7				Training and on boarding		M		Events and scheduled meetings with successful contractors				Sessions will take place in first two weeks of August

		8				Performance management		M		KPIs shared and implemented				As part of on boarding programme, contingent on KPIs being agreed

		9				System readiness		C		Testing interface with contractor IT platforms to ensure communication portals functioning				As part of on boarding programme, contractors will sign off

		10				Contract reviews		M		Regular meetings set up				As part of on boarding programme, dates to be agreed

		11		Customer Journey		Process map  		H		Process map documented and signed off				Workshop set for 14 May

		12				ICT interfaces 		C		Testing interface with internal systems to ensure customer handoffs and touch points function correctly				Aligned with ICT system development

		13				Scripts and communications		H		Agreeing scripts				Prepare drafts, with SG for sign off by end June

		14				Literature		H		Agreeing literature				Prepare drafts, with SG for sign off by end June

		15				HES network engagement		M		Series of events with stakeholders 				Events set over course of July

		16		Operations		Assessment process		C		Process and standards for in-home assessment agreed				Process design aligned with ICT development requirements

		17				Assessment platform  		C		Platform designed and agreed to match requirements				Platform development part of ICT project

		18				Assessor recruitment		C		Correct level of assessors and geographic spread recruited				All recruitment finalised to allow adequate on boarding and training

		19				Assessor training		H		Dedicated training courses at given sites				Over the first two weeks of August to ensure full readiness

		20				Inspection process		H		Process and standards for in-home QA inspection agreed				Process design aligned with ICT development requirements

		21				Inspector recruitment		H		Correct level of inspectors and geographic spread recruited				All recruitment finalised to allow adequate on boarding and training

		22				Inspector training		H		Dedicated training courses at given sites				Over the first two weeks of August to ensure full readiness

		23				Literature		H		Agree literature 				Prepare drafts, with SG for sign off by end June

		24				Accessibility		M		Rolling out any special requirements for accessibility to meet customer needs				Identify any accessibility requirements as part of journey mapping process

		25		Finance		Pricing and forecasting		C		Using information around grant maxima and measure mix to forecast number of measures and spend				Once information received on grant maxima

		26				ICT interfaces 		C		Testing interfaces 				Aligned with ICT system development

		27				Invoice templates		H		Invoice templates designed				Aligned with ICT system development and procurement of supply chain / pricing structure

		28				Contractor payments on-boarding		H		Contractors trained and system interfaces tested				As part of on boarding programme

		29				Balanced scorecard & KPIs		H		KPIs shared and implemented				Agreed and signed off - has implications for supply chain procurement and management

		30				Internal finance facilities		M		Internal financial facilities agreed and set up				Allows smooth transfer of cash and payments

		31				Policies and procedures		M		Internal financial policies and procedures agreed and set up				Allows robust internal governance of processes

		32		HR		Contract signed		H		Contract signed by 8 May				Initially set for 8 May although several matters still being clarified

		33				TUPE list		C		List provided direct to supplier				Initial list received and contact made around next steps

		34				TUPE packs		C		Packs designed and agreed with lawyers				Lawyers engaged and plan in place following contract signing - achievement of date is contingent on contract signing not being overly delayed

		35				TUPE matching exercise		C		Matching exercise to determine what is transferring versus what is required				Lawyers engaged and plan in place following contract signing - achievement of date is contingent on contract signing not being overly delayed

		36				Recruitment plan		C		Plan designed to fill any resource gaps following TUPE matching exercise				Lawyers engaged and plan in place following contract signing - achievement of date is contingent on contract signing not being overly delayed

		37				Job roles and responsibilities		C		Designed and benchmarked following TUPE matching exercise				Lawyers engaged and plan in place following contract signing - achievement of date is contingent on contract signing not being overly delayed

		38				Recruitment exercise		C		Open recruitment process via agreed channels				Lawyers engaged and plan in place following contract signing - achievement of date is contingent on contract signing not being overly delayed

		39				Training		H		Bespoke training sessions for new starts				All training must be finished at least two weeks prior to go-live

		40				On-boarding		M		Bespoke on boarding programme for new recruits				All training must be finished at least two weeks prior to go-live

		41		ICT		ICT system planning		C		Establish requirements in partnership with stakeholders				Consultation with all parties around desired and necessary functionality for web portals, Filemaker CRM, in-home system and phone network

		42				ICT system design		C		Finalise requirements and resourcing in place to proceed to system build				Assess existing system and tools and gap analysis versus finalised requirements to shape detailed specification

		43				ICT system development		C		Database development, etc				Component parts signed off (i.e. tablet software for in-home, CRM system for in office) as completed

		44				ICT deployment		C		System test and staff training module developed				Time built in for feedback loop

		45				ICT interfaces		H		Ongoing review of best practice interfaces and touch points				Following testing process, assess areas where interfaces can be improved / optimised and then implement
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Appendix 4 – Renew and Exit Guidance 

As a contract progresses, the Contract Manager will have responsibility for ensuring that both parties are working towards the planned fulfilment and exit of the contract. The Contract Handover and Management Report should provide a useful record of the contract performance and issues to be considered in the procurement process for securing future supply arrangements, if required. 

The exit strategy should involve a full review of contract and Supplier performance. This should include a ‘lessons learned’ review which incorporates feedback from end-users and the Supplier. The final review and lessons learned should be clearly documented and communicated to appropriate stakeholders, to inform future procurement and contract management improvements.



		Key Activities 

		Points for Contract Manager to consider 



		1. Renew / exit consideration 



		· Following contract review, determine whether the contract is going to be extended or exited. This decision must be taken in conjunction with the Service Area/relevant stakeholders to ensure there is agreement as to why the decision has been taken. 

· The approval process for this decision must adhere to Council procurement policy and the correct consultation must be conducted. 





		2. Inform the existing Supplier as part of review process 



		· The Supplier must be informed as soon as possible to ensure there is transparency between both parties and allowing for transition to a new Supplier if the contract is to be exited. 





		3. Contract extension 



		· Contract extension will require a change notice to both parties setting out the new terms of the contract (if any) and the new expiry date. Advice must be sought from CPS or Legal Services prior to committing the Council to any contract variation or extension and a Contract Extension and Variation Agreement will need to be completed and approved. CPS will advise on the actions required to update the Contract Register, if required. 





		4. Contract exit and termination clauses are adhered to and transition to the next contract is in place 



		· Ensure exit clauses (termination rights) and exit strategy are fully understood by both contracting parties. 

· Consider whether an exit/handover audit is required with outgoing and incoming Suppliers to identify outstanding work and overall standard of relevant assets. 

· Complete a Contract Closure Report to ensure lessons learned are captured and disseminated. 

· Ensure adequate precautions are taken to protect service continuity during the handover/transition process. 

· Ensure all data/intellectual property and assets are obtained from the Supplier as soon as possible, ensuring there is clarity on ownership and management of intellectual property. 



		Useful documents for renew and exit stage 

		Contract Closure Report Guidance 
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The Contract and Grants Management Team

Suite of Documentation – 7 of 7


1. [bookmark: _Toc516473021]Guidance

The purpose of this Contract Closure Report is to provide a record of lessons learned in relation to the procurement and delivery of the contract, ensure that the requirements of the contract on termination have been completed and that any ongoing actions or conditions of contract are provided for. The template in Appendix 1 includes:

· Project summary 

· Circumstances of termination/expiry

· Payment and invoices

· Contact details

· Total spend

· Benefits delivered

· Lessons learned

· Warranty

· Confidentiality, audit and Data Protection

· Exit assistance

· TUPE

· Other Clauses which apply on termination or expiry

In a situation where services/goods/works are to be re-procured then a lessons learned activity should be carried out before the re-procurement to ensure any improvements to processes are captured and implemented. 


[bookmark: _Toc516473022]Appendix 1 – Contract Closure Report Template

		Project Summary



		[provide project summary which should include contract name, CT ref number, dates, high level overview of contract performance]







		Circumstances of Termination/Expiry



		[provide information on how and why the contract was ended, whether it was terminated early, expired or under other circumstances]







		Payment and Invoices



		Where possible, Supplier invoices should be processed prior to the end of the contract and any disputes regarding payment are to be agreed before this document is signed.  



		Invoices outstanding?

		[Y/N]



		Detail and reason for invoices outstanding

		[detail and reason behind outstanding invoices and when these are due for payment (if applicable)]



		Post contract payments?

		[Y/N]



		Retention payments?

		[Y/N]



		Detail of any post contract/retention payments and how these will be managed

		[dates and person responsible for managing payments moving forward]







		Supplier(s) Contact Details



		Name

		Email

		Phone Number

		Comments



		

		

		

		



		

		

		

		







		Total Spend



		What was the total spend anticipated under the contract?

		[The original total amount in £ on the signed Contract Award letter]



		What was the actual spend over the contract?

		[The final actual spend through the contract in £]



		Explain the difference between anticipated and actual spend on the contract

		[Detail of why there was more/less actual spend and the factors around this e.g. contract variation. Detail of how additional spend was approved should also be provided. The evidence can be attached as an appendix to this report]










		Benefits Delivered



		Benefits anticipated

		[As per the contract documents]



		Benefits achieved

		[Details of benefits achieved e.g. Community Benefits]



		Explain the difference between anticipated and actual benefits on the contract

		[Detail of why there were more / less benefits and the factors around this e.g. reduced Community Benefits due to under spend through the contract]







		Lessons Learned



		[Summarise project lessons learned including the cause of issues and reasoning behind the corrective action chosen.  Consider areas such as quality of service, timetables, risks, regulatory compliance, overall Supplier performance, management information (MI)]







		Warranties



		Do warranty provisions apply to this contract? If yes, what are the warranty provisions in relation to this contract?

		[Y/N and detail of the warranty provisions within the contract terms]



		How long does the warranty survive? 
(if applicable)

		[Dates]



		What is the Council’s recourse should the product or service not meet the required specification?

		[Details of legal obligations as per the contract terms]







		Confidentiality, Audit and Data Protection



		Has the Supplier had access to any Council applications? If yes, has access to Council applications been disabled? (if applicable)

		[e.g. access to CEC ICT Property]



		Has the Supplier been given Council Access Cards? If so, has the Supplier returned all Council Access cards issued? (if applicable)

		[Y/N with detail, as per the agreed contract terms and/or relevant Council policy]



		Has the Supplier been sent or given hard or soft copies of confidential information? If yes, has the Supplier certified that they have returned or destroyed all copies of Council confidential information except for those that are required for audit purposes? (if applicable)

		[Y/N with detail, as per the agreed contract terms and/or relevant Council policy]



		If the Supplier is able to keep our data for the purposes of audit when do these obligations expire? (if applicable)

		[provide date when obligations expire and the instructions on who/when will be responsible in confirming this]



		Has the Council’s Information Governance Section or Legal Team been consulted in relation to Confidentiality, Audit or Data Protection?

		[Y/N and date]







		Exit Assistance



		Is the Supplier required to provide any exit assistance under the contract? If so, what exit assistance has been requested and what is required for transition?

		[Y/N, with detail as per contract terms or agreed exit strategy



		Confirm that exit assistance and any other closure activities have been agreed with the Supplier

		[Y/N]







		TUPE



		Is there to be a transfer of employees from the Supplier to the Council on termination or expiry of the contract?

		[Y/N]



		What is the process for TUPE as it applies to this contract? (if applicable)

		[as per contract terms]







		Other Clauses which apply on expiry



		[detail any clauses which should be considered at contract closure stage]







		Approval



		Role

		Name

		Signature

		Date



		Contract Manager

		

		

		



		Contract Owner*

		

		

		



		CPS Procurement Lead

		

		

		







Once this document is completed and signed by all parties please send a copy to the CAGM Team by email at CAGManagement@edinburgh.gov.uk. 



*Contract Owner is the authorised approver of contractual obligations as per the Contract Standing Orders (CSOs)
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Exit Strategy and Monitoring Plan.xlsx
Assessment Tool

		Exit Strategy Assessment Tool

		Key Consideration		Activity		Description														Yes/No		Include in T&Cs?		Timescale		Comments

		Continuing Service Requirements		Downscaling Existing Service		Prior to the start of new contract, will there be a transitioning period between the incumbent and  the new supplier? (e.g. downscaling of the service provision from the incumbent to ensure a seamless transition and remove any bottlenecks)														Yes

				Parallel Service Provision		Is a parallel service required for a certain period of time to resolve issues before the final transition?														No

				Performance Continuity		Is a mechanism required to ensure the supplier fulfills their obligation to continue performing the service at the same level of quality?														Yes

				Communications		Confidentiality on communications regarding termination details														No



		Data Security and Privacy		Transfer of Data		Is there a requirement for the transfer of all data belonging to GCC, including any customer information?														Yes

				Data Sharing - Supplier Obligations		Is there a requirement to determine an acceptable method by which the supplier will destroy and remove GCC's proprietary information?														No

				Data Sharing - Supplier Obligations		Is there a requirement for how the supplier will destroy and remove this sensitive information from all media, ensuring it is not disclosed to other individuals or organisations?														No

				Transfer of Assets		Is there a requirement for the return or transfer back of each party's assets?														No



		Knowledge and Documentation Transfer		Supplier Transparency		Require supplier to give you access to everything GCC will need to maintain the service														Yes

				Roles & Responsibilities		Clearly delineate which party owns the work performed by the supplier and which party is responsible for solidifying the transfer of ownership														Yes

				Additional Services to Aid Transition		Fully document the service description for any additional services required from the supplier during transition period (e.g. training council employees or training new supplier personnel)														Yes

				Information Transfer		Require supplier to provide GCC with copies of data, procedures, access logs, error logs, documentation and other information that the supplier generates as a part of providing the contract services.  The supplier should also grant GCC the right to provide this information to potential successor suppliers.														Yes





		In Consultation with Legal

		Key Consideration		Description																Yes/No		Include in T&Cs?		Timescale		Comments

		Costs		Be sure the contract will not penalise GCC for an early exit, especially if the termination is due to the supplier's failure to perform the contract adequately.

				Be sure the contract specifies when compensation should be paid and how much, including compensation for any continuing base services and transition activities.

				Be sure the contract specifies the return of any pre-paid fees for services which has not been supplied.



		People		Ensure the exit strategy details that the supplier personnel and key resources with relevant knowledge and expertise remain on the project and committed during the transition.

				Ensure the exit strategy defines the exit-strategy team and its roles

				Ensure the exit strategy covers the treatment of employees and any obligations to inform or consult under TUPE



















Exit Strategy. Monitoring Plan

		Exit Strategy & Monitoring Plan



		Introduction

		An exit strategy details the methods for withdrawing from a working relationship with a supplier, and is required to ensure minimum business and customer disruption in the event that the relationship is terminated.  
Review should take place annually, or when significant change occurs. 



		Contract Details

		Contract Title:		Contract Number:

		Commodity Owner:		PCS-T Project Number:

		Contract Start Date:		Contract End Date:

		Extension Period:

		Note: Activities must reflect the output of the assessment tool

		Activity		Action														Timeline for Implementation		Owner		Target Date		Completion 
Date		Status

		1. Downscaling Existing Service		Example - Occupational Health referrals to be prioritised.  Any service provisions that have a lead time of more than 3 months must be deferred until the new contract is available - unless the requirement is of an urgent nature.														Three months before contract end		HR		XX/XX/XXXX		XX/XX/XXXX										1. Downscaling Existing Service

		2. Downscaling Existing Service		Example - Communication to stakeholders in relation to Action 1 above														Three months before contract end		HR/CPU		XX/XX/XXXX		XX/XX/XXXX										2. Downscaling Existing Service

		3. Performance Continuity		Example - Closely monitor KPIs to ensure service provision is being maintained at the required contract level as per T&Cs (Exit Strategy)														Three months before contract end		HR/CPU		XX/XX/XXXX		XX/XX/XXXX										3. Performance Continuity

		4. Transfer of Data		Example - Invoke a phased approach - closed cases can be transferred as first phase														One month before contract end		HR/CPU		XX/XX/XXXX		XX/XX/XXXX										4. Transfer of Data

		5. Supplier Transparency		Example - Incumbent supplier to provide progress reports on current outstanding service provision 														Bi-monthly		Supplier/CPU/HR		XX/XX/XXXX		XX/XX/XXXX										5. Supplier Transparency

		6. Additional Services to Aid Transition																				XX/XX/XXXX		XX/XX/XXXX										6. Additional Services to Aid Transition

		7. Information Transfer																				XX/XX/XXXX		XX/XX/XXXX										7. Information Transfer



		Exit Triggers and Identification Sources

		Exit Strategy Trigger		Trigger Activated		Activities to be Undertaken												Comments		Completion Date

		Incumbent				Example - 1, 2 and 4 

		New Supplier				Example - all activities

		Early Termination (e.g. Breach of Contract/Poor Contract Performance, etc.)		Yes														Please update the Early Termination tab with any mitigating actions, which would ensure continuity of supply

		Contract Extension (Not Invoked)																Please refer to Extension Checklist which has been approved by Avril Lewis, Head of Procurement























































































Early Termination

		Exit Strategy Assessment Tool

		Key Consideration		Activity		Description														Yes/No		Include in T&Cs?		Timescale		Comments

		Early Termination		Any activities which have been identified as part of the exit strategy should be re-populated into this Early Termination Plan















































































































































































































































































































































































































































































































Data Sheet

		Yes				Open

		No				Closed
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Exit Strategy Purpose & Overview

1.1	An exit strategy is necessary to identify possible risks, define potential losses, ensure continuity of services and should be a ‘front end’ activity considered when developing your Contract Strategy.  An Exit Strategy should also be included in the Procurement Documents and contractual terms and conditions where possible. 

1.2	With an exit strategy in hand at the outset of a supplier relationship, the Councils needs shall be incorporated into the contract, ensuring minimum business and customer disruption in the event that the relationship is terminated.

1.3	Exit strategies must be completed at Contract Award by the relevant Procurement Officer for all Strategic Contracts and any other contracts deemed applicable.

1.4	Exit strategies will be reviewed annually, or when a significant change occurs by the Contract and Supplier Management (CSM) Team.



Document Control 

2.1	The Document Control Table is required to be completed if any changes are made to the Exit Strategy:

		Document Control



		Version 

		Revision Date

		Change Summary 

		Author 



		

		

		

		



		

		

		

		



		

		

		

		







2.2	The Document Distribution Table is required to be completed if the Exit Strategy is shared with any internal or external stakeholder:

		Document Distribution 



		Version 

		Revision Date

		Change Summary 

		Author 



		

		

		

		



		

		

		

		



		

		

		

		










Key Contract Exit Information 

3.1	The tables below provide key contractual information that will help inform the relevant Stakeholders prior to a contract exit:

		Contract Reference 

		CE-xx-17



		Contract Description 

		



		Lead Procurement Officer 

		



		Contract Owner and Administrator 

		



		Directorate and Service Area

		







		Contract Risk Level 

		Strategic/Operational/Transactional 



		Contract Review Frequency 

		Quarterly/Bi-Annual/Annual 



		Average Performance Score

		To be input by CSM Team 



		Contract Value 

		Contract Award Value



		Contract Spend on Track

		To be input by CSM Team 







		Confirmation of Contract Variation

		Y/N



		Contract Variation Reference(s)

		Please refer to Contract Variation Log



		Lessons Learned Recorded 

		Y/N



		Lessons Learned Reference(s)

		Please refer to Lessons Learned Log







		Contract Exit Clause 

		Y/N – State Clause and Document 



		Contract Termination Clause

		Y/N – State Clause and Document



		Call-Off from Framework Agreement

		Y/N – State Framework Agreement & Owner










Reasons for Change (Exit Triggers)

4.1	Using the PESTEL Analysis Tool the table below highlight factors that may trigger an Exit throughout the lifetime of the contract:

POLITICAL

		Exit Trigger 

		Likelihood



		

		H/M/L

		[image: C:\Users\reidch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\M2Z2U5RB\Red_Light_Icon.svg[1].png] [image: C:\Users\reidch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\HI2VPR0C\Yellow_Light_Icon.svg[1].png] [image: C:\Users\reidch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\HI2VPR0C\600px-Green_Light_Icon.svg[1].png]



		

		H/M/L

		[image: C:\Users\reidch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\M2Z2U5RB\Red_Light_Icon.svg[1].png] [image: C:\Users\reidch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\HI2VPR0C\Yellow_Light_Icon.svg[1].png] [image: C:\Users\reidch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\HI2VPR0C\600px-Green_Light_Icon.svg[1].png]







ECONOMICAL 

		Exit Trigger 

		Likelihood



		

		H/M/L
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		H/M/L
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SOCIAL

		Exit Trigger 

		Likelihood



		

		H/M/L
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TECHNOLOGICAL

		Exit Trigger 

		Likelihood



		

		H/M/L
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ENVIRONMENTAL 

		Exit Trigger 

		Likelihood



		

		H/M/L
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LEGAL

		Exit Trigger 

		Likelihood



		

		H/M/L
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Exit Risk Management 

5.1	The table below demonstrates risks that may occur if the incumbent Supplier is unsuccessful in any contract renewal.  The table below highlights the risk type, impact and likelihood.

UNSUCCESSFUL INCUMBENT SUPPLIER - RISKS

		Risk Type

		Risk Description 

		Impact 

		Likelihood 

		



Contingency



		Operational Risk

		<impact on ways of working, other key contracts, business operations>

		H/M/L

		H/M/L

		



		Financial Risk

		<impact on budgets, cost implications>

		H/M/L

		H/M/L

		



		Legal Risk

		<legal impacts affect any other related contracts, challenges>

		H/M/L

		H/M/L

		



		Technological Risk

		<impact on existing hardware/software, cost for new >

		H/M/L

		H/M/L

		



		Reputational Risk

		<impact on the Councils reputation>

		H/M/L

		H/M/L

		



		Local Risk

		<impact on the local area>

		H/M/L

		H/M/L

		







5.2	The table below demonstrates risks that may occur should the contract be terminated early if any of the Exit Triggers highlighted in Section 4 occur. The table below highlights the risk type, impact and likelihood.

EARLY EXIT – RISKS 

		Risk Type

		Risk Description 

		Impact 

		Likelihood 

		



Contingency



		Operational Risk

		<impact on ways of working, other key contracts, business operations>

		H/M/L

		H/M/L

		



		Financial Risk

		<impact on budgets, cost implications>

		H/M/L

		H/M/L

		



		Legal Risk

		<legal impacts affect any other related contracts, challenges>

		H/M/L

		H/M/L

		



		Technological Risk

		<impact on existing hardware/software, cost for new >

		H/M/L

		H/M/L

		



		Reputational Risk

		<impact on the Councils reputation>

		H/M/L

		H/M/L

		



		Local Risk

		<impact on the local area>

		H/M/L

		H/M/L

		






Exit Team (Stakeholder Analysis)

6.1	The table below identifies the key stakeholders (internal and external) that would have an interest or influence (power) in the exit of this contract:

INTERNAL STAKEHOLDERS

		Stakeholder Name

		Role

		Responsibility 

		Interest 

		Influence 



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L







EXTERNAL STAKEHOLDERS

		Stakeholder Name

		Role

		Responsibility 

		Interest 

		Influence 



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L



		

		

		

		H/L

		H/L









6.2	The diagram below plots the key stakeholders (internal and external) to identify if Strategic Procurement must:

· Keep the Stakeholders satisfied;

· Manage Stakeholders closely;

· Monitor Stakeholders (minimum effort)

· Keep Stakeholders informed.




 





High

Influence



Low											        High


Interest 



Ease of Replacement

		
Key

		Progress Status



		[image: https://www.covalentcpm.com/css/white/small/big_red_octagon.png]

		Red: The project/stage has exceeded its tolerances or is in danger of doing so unless remedial action is taken.



		[image: https://www.covalentcpm.com/css/white/small/big_yellow_triangle.png]

		Amber: The project has a problem which is being managed/monitored, but remains within the defined tolerances 



		[image: https://www.covalentcpm.com/css/white/small/big_green_circle.png]

		Green: The project is proceeding according to plan.







7.1	CONTINUING SERVICE REQUIREMENTS 

An Exit Strategy must set forth the Councils requirements for the period during which both parties are transitioning out of the relationships. The table below identifies services that the incumbent Supplier will be required to perform at the same level of quality during the transition period to comply with the obligations of the contract.

		Applicable Task/Responsibility 

		

Applicable Stakeholder 



		Start Date 

		End Date 

		Progress Status



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







7.2	DATA SECURITY AND PRIVACY 

An Exit Strategy must set out the method of transferring, destroying or removing all data belonging to the Council including any customer information. The table below identifies data and assets that required to be retuned back to the Council or how they will be destroyed by the Supplier.

		Data/Asset Type

		

Applicable Stakeholder 



		Start Date 

		End Date 

		Progress Status



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







7.3	KNOWLEDGE AND DOCUMENTATION TRANSFER

An Exit Strategy must clearly define which party own the work performed by the Supplier and which party is responsible for transferring ownership.  The table below identifies any additional services required from the incumbent Supplier during the transition period e.g. training Council employees or new Supplier personnel.





		Applicable Task/Responsibility 

		

Applicable Stakeholder 



		Start Date 

		End Date 

		Progress Status



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







7.4	COSTS 

Transition, termination and timing are a key part of the financial aspects of an exit strategy.  The table below identifies significant costs:

		

Estimated time to re-tender this opportunity 



		



		

Estimated time to implement new contract after Contract Award 

(if the incumbent is successful)



		



		

Estimated time to implement new contract after Contract Award 

(if a new Supplier is successful)



		



		

Internal resource required for contract transition



		



		

Final Invoice Due Date



		







7.5	PERSONNEL 	

		

TUPE APPLICABLE 



		





		

Exit Meeting Required 



		



		

Exit Survey Issued



		















COMPLETE



Keep Satisfied 





Manage Closley





Monitor (Minimum Effort)





Keep Informed
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EXAMPLE OF AN EXIT MANAGEMENT PLAN

1. THE EXIT PERIOD

1.1. The Exit Period is the period beginning on the Exit Management Date and ending 12 months thereafter or 3 months after the expiry of all service  warranties (see Schedule 1), whichever is the later (the duration of such period to be determined solely by the Purchaser).

1.2. The Service Provider must guarantee that any sub-contractor engaged by the Service Provider to perform any part of the service complies with this requirement. If a sub-contractor fails to comply with this requirement, the Service Provider will, as soon as possible, arrange for the performance of the relevant service at the Service Provider’s cost.



2. MAINTENANCE OF SERVICE DURING THE EXIT PERIOD

2.1. The Service Provider must provide sufficient resource to manage the Contract and fulfil all its duties without any deterioration in service during the Exit Period.

2.2. The Service Provider must, if so required, continue to provide management of the Contract, or any part of it to ensure all outstanding liabilities, including warranty, remedial work and provision of Service Visits, of the Service Provider are fulfilled and all extantInstallations are completed.



3. CLOSURE TO NEW APPLICANTS

3.1. During the period of up to 6 months prior to and up to 6 months after the Exit Management Date, the Service Provider must, if so required by the Purchaser, cease to undertake Assessments and commence the instigation of new Installations. The dates will be agreed to allow continuity of service to the Customer between the existing Service Provider and any replacement service provider.



4. [bookmark: _Ref393790291]CONTINUITY OF SERVICE TO NEW PROVIDER

4.1. Should the Contract continue either totally, partially or in an amended format and another service provider be appointed to continue the provision of the Services under the Contract, the Service Provider will take appropriate action to ensure an efficient transition from the Service Provider to a replacement service provider. Following termination, when a new contractor is appointed to deliver replacement services broadly similar to the Services under the Contract, the Service Provider will take appropriate action to ensure an efficient transition from the Service Provider to a replacement service provider.The Service Provider will take appropriate action to ensure that there is minimum disruption both to the provision of services under the Contract and to the Purchaser. This will include, for example, continuing to Complete Installations, taking Referrals from the Scheme Referrals Administrator and carrying out Assessments and, at the agreed time, passing all Applications received and in progress to the replacement service provider.

4.2. During the period of up to 12 months prior to the Exit Management Date, the Service Provider shall, if so required by the Purchaser, make available to the Purchaser, or any organisation appointed by the Purchaser to provide the service following Contract expiry or termination, information and assistance relating to the Contract including information and assistance relating to TUPE required by the Purchaser in order to assist with securing a replacement service provider.





5. [bookmark: _Ref393790297]DATA TRANSFER

5.1. Without prejudice to clause 18 (Audit and Records Management) of the Contract, during the period of up to 6 months after the date of such expiry or termination, if so required by the Purchaser, the Service Provider must make available to the Purchaser, or any organisation appointed by the Purchaser to provide Service Provider services for the Contract or any part of them, information and assistance and all relevant data collected in the execution of the Contract, both electronically and in hard copy, as directed by the Purchaser.

6. CHARGING FOR TERMINATION SERVICES

6.1. In accordance with clause 60.8 of the Contract, the Service Provider shall be entitled to charge for termination services, being those services identified under paragraph 5 of this Schedule. The Purchaser’s agreement to the Service Provider’s proposals for delivering termination services, and any charges that the Service Provider intends to make as a result, must be sought in advance, with evidence that the Service Provider’s proposals represent value for money.  Any charges to the Purchaser must be accompanied by evidence of the costs incurred.

6.2. The Purchaser will continue to pay for Completed Installations and Service Provider Fees, in accordance with the terms of the Pricing Schedule (Schedule 2).  The Service Provider must not make any additional charge for this work.

6.3. No charge may be made by the Service Provider in respect of costs resulting from any failure on their part.



[ENDS]
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Contract Management  Checklists



1. Planning and Preparation



This section deals with laying good foundations before a contract is let. The contract should be actively managed. You should have a plan for doing this, which must include ensuring the right people are in place to manage all aspects of the contract



		What you need to do

		Points to consider



		Ensure the right contract is in place

The foundations for contract management are laid in the stages before contract award



These formal contract aspects form a framework around which a good relationship can grow. If the contract was poorly constructed, it will be much more difficult to make the relationship a success

		The contract should include as appropriate

•	A definition of what is to be provided and requirements to be met

•	An agreed level of service and mechanism for payment reduction if not met

•    Means to measure performance

•	Pricing mechanisms including where appropriate, milestone payments, incentivisation/rewards, retentions and, if the contract is for more than 2 years, price variation mechanisms 

•	A plan to cover implementation/transition/rollout

•    Acceptance strategy/test plan

•    Ownership of assets and intellectual property

•	Escalation and alternative dispute resolution procedures

•    Change control procedures

•    Invoicing arrangements

•	Communication routes , typically at three levels

Operational (end users/technical support

staff)

Business (contract manager and relationship manager on both sides)

Strategic (senior management/board of

directors)

•	Agreed exit strategy and agreed break options

•	Premises (where the goods/services will be delivered)

•    Sub contractor details

•    Supplier and buying  organisation’s responsibilities

•	A good contract not only identifies clearly the obligations of the provider, but also forms the foundation for a productive relationship built on communication and trust







Reference: PCD32-A		Released: 16/01/2015



		Be prepared to manage all aspects of the

contract



Upon contract implementation, C&SM activities can be divided into three areas: 

· service delivery management

· relationship management

· contract administration

		





•    All three areas must be actively managed



•	Decide how to organise your people to manage each of the areas. You might assign a group or individual to each area or a single individual may cover two or more areas.

•	Bear in mind that different areas will require different skills and knowledge



		Put the right people in place to manage the

Contract, and ensure adequate resource is provided



Contract management forms the interface

between demand (the customer organisation) and supply (the provider organisation)



The individual or team responsible for contract management must have adequate knowledge (business, contractual and technical) to understand both sides of the arrangement

		







•	Where possible, involve key contract management staff in contract development. 



•	Consider whether training is required for contract management staff



•	The skills and experience required to manage the relationship may be different from those required to manage service delivery



•	If you do not have expertise in house to manage a contract consider training existing staff or recruiting an experienced professional contract manager



		Managing the supply chain



Once a supplier or suppliers are chosen and the contract awarded, the tender process is completed. At this point, there is considerable scope to work with suppliers to develop supply chain/service delivery capabilities

		



•	Effective contract management is critical in ensuring that good supply chain/service delivery management is implemented over the duration of the contract



•	Embed sustainability performance criteria into the supplier programmes







		Ensure there is mechanism for feedback on

client performance

		•	Feedback from suppliers (as well as the client’s perspective on the supplier’s performance) increases the likelihood of problems and issues being promptly identified and resolved.















































2. Managing service delivery



This section deals with establishing service levels and ensuring they are maintained. You may need to strike a balance between quality and cost to ensure a value for money outcome. This should include benchmarking to establish a “should cost” estimate.



During this phase risks should be managed and business continuity plans should be in place should service failure or interruption occur.



		What you need to do

		Points to consider



		Establish what levels of service are required,

and ensure they are maintained



Service level management is the process of managing the performance provided to the customer as specified in contractual performance metrics



It balances cost and quality of services in order to provide the customer with value for money

		







•	There should be a detailed agreement of the required service levels and thus expected performance and quality of service to be delivered

•	However,  where specific service levels have been set, it may sometimes be appropriate to take a flexible approach to enforcement, particularly in the early stages of contract performance.



		Measure quality as well as quantity



The quality of the service being delivered must be assessed

This means creating and using quality metrics –

measurements that allow the quality of a service to be measured

		



•	Quality measures might include assessing aspects such as completeness, availability, capacity, reliability, flexibility and timeliness, among others

•	Some aspects of a service may be measurable by numerical means; others may require subjective assessment



		Ensure value for money



Ensuring value for money is about the balance between service quality and cost



A key objective for contract management is to ensure that it continues to achieve value for money over its life

		



•	Aim to optimise the ratio between value and cost

•	Value for money is not synonymous with lowest cost

•	Carefully consider all the benefits that the contract provides in relation to the ongoing investment it requires

•	All costs associated with the contract must be taken into consideration, including: set up costs, recurring costs, fixed costs, unit costs and the organisation’s own overheads in managing the contract



		Compare prices and learn from others



Benchmarking is the practice of making like for like comparisons between organisations with the aim

of ensuring continuing value for money, getting better performance and improving business

practices

		



•	Price comparisons offer a quick and effective way to gauge whether you are getting value for money

•	Providers could be obliged to benchmark their own costs or those of their sub- contractors by the contract

•	Compare the value for money you are getting with what other organisations are getting

•	Compare the way you manage contracts with the way other organisations manage theirs









		Managing Risks



Risk is defined as uncertainty of outcome, whether positive opportunity or negative threat



In contract management, managing risk means identifying and controlling factors that may have an impact on fulfillment of the contract

		



•	Risks can relate to many aspects of the contract, including fluctuation in demand, lack of provider capacity, change in requirement and transfer of skilled staff (on either side)

•    All risks must be identified and managed

•	Risks should be placed with the party best placed to manage them – possibly the provider, although they will want compensation for this.

•	Risks placed with providers are referred to as transferred risks

•	Business risk cannot be transferred to the provider. The final responsibility for achieving outcomes remains with the customer



		Ensure service continuity



A major part of contract management is considering service continuity – what will happen if service fails or is interrupted

		



•	Barring force majeure1, it will normally be the provider’s responsibility to manage service continuity, and this will be stipulated in the contract but it will need to be taken into account in the organisation’s wider business continuity plan.

•	Where contracts are interrupted due to force majeure1, such as natural disasters or terrorist attacks, contract managers should work with the provider to identify the best way to enable the services to resume.

•	Those aspects of a service identified as critical  require careful consideration and the creation of a business continuity plan

[bookmark: _GoBack]•	The risks associated with service interruption or failure should be identified, formally recorded in a risk register, assigned to an individual owner and actively managed in accordance with good risk management practice







	1. Force majeure: unforeseeable circumstances that prevent someone from fulfilling a contract.















































3. Managing the relationship



This section deals with building up mutual trust and understanding to ensure there is openness in communication and a joint approach to managing delivery. When problems arise they should be dealt with promptly, which requires good communications channels with the aim of delivering “win/win” outcomes.



		What you need to do

		Points to consider



		In addition to the more formal aspects of the contract(s), it is important that the relationship(s) is managed.



It is in the organisation’s interest to make the relationship work

		The three key factors for success are:



•    Mutual trust and understanding

•    Openness and excellent communications

•    A joint approach to managing delivery



		Communication is crucial



Good communications are always the make or break in managing a relationship



They allow problems to be identified and resolved early, and build an atmosphere of mutual trust and appreciation of each other’s priorities

		

•	The routes and media through which information will flow during the contract should be defined and ideally tested before the contract commences

•	There are three levels of communication in a contractual arrangement: strategic (senior management/board of directors); business (contract managers on both sides); and operational (technical and frontline staff)

•	Communication between supplier and client should be peer to peer; that is operational problems are resolved by staff at the operational level, not discussed with business managers



		Culture, attitude and behaviour are as

important as the terms of the contract



There will always be some tensions between the different perspectives of customer and provider. Contract management is about resolving or easing such tensions to build a win/win relationship

		





•	Consider whether the culture of the organisation will support the kind of arrangement that is sought

•	The right attitudes will engender the right behaviours. Both sides’ objectives must be shared and understood, the arrangement directed to achieving them

•	Adversarial approaches will increase the distance between customer and provider



		Deal with problems promptly



However good the relationship between customer and provider and however stable the services being delivered, problems may arise

		



•	The relationship managers should ensure that the provider has problem management procedures in place, including escalation procedures within

the providers organisation and that these are used when needed

•	These procedures should seek to prevent problems as well as resolve them

•	The contract must define the procedures for undertaking corrective action if, for example, target performance levels are not being achieved

•	If a dispute cannot be managed at the level at which it arises it will be necessary to escalate to a higher level of authority. This escalation process needs to be managed.



















4. Contract Administration



This section deals with the mechanics of the relationship between the customer and provider. In particular contract documentation must be maintained, especially where any changes to services, requirements, procedures or contracts are concerned. Senior management should be kept informed through a clear reporting mechanism.



		What you need to do

		Points to consider



		Administration of the contract is important



Contract administration is concerned with the mechanics of the relationship between the customer and provider



Its importance should not be underestimated. Clear administrative procedures ensure that all parties to the contract understand who does what, when and how.

		





The elements that need managing are likely to include:



•	Contract maintenance and change control

•	Notice periods, contract closure or termination

•    Charges and cost monitoring

•    Ordering procedures

•    Payment procedures

•    Budget procedures

•    Resource management and planning

•    Management reporting

•    Asset management



		Maintain the contract documentation



The contract will have to evolve to reflect changes in arrangements



Contract maintenance means keeping the documentation up to date and relevant to what is happening on the ground



Maintaining contract documentation is an important activity

		



•	Establish procedures to keep contract documentation up to date and ensure

that all documents relating to the contract

are consistent and that all parties have the correct version



		Changes must be controlled



Changes to services, procedures or contracts may have an effect on service delivery, performance, costs and on whether the contract represents

value for money. The specification and administration of change control is an important area of contract administration.

		



•	Appropriate structures need to be in place with representatives of both customer and provider management for reviewing ad authorising change requests

•	Be careful that changes do not fall outside the scope of the original OJEU advertisement and conflict with procurement regulations – seek advice if you’re unsure

•	It is particularly important that additional demands on the service provider should be carefully controlled

•	Formal authorisation procedures will be required to ensure that only those new requirements that can be justified in business terms are added to the service contract

•	A single change control procedure should apply to all changes



		Make sure management understands what is

happening



Management reporting procedures ensure that

information about problems with a contract reaches those with power to act as soon as it is possible





		· Requirements for service performance reports and management information should be built into the contract and confirmed at the tender stage.

· Where possible, use should be made of the provider’s own management information and performance measurement systems

· For many business managers a summary of the service they have received along with a note of exceptions is normally sufficient

· Information requirements may change over the life of a contract











5. Seeking Improvements





This section deals with seeking to make improvements principally through providing incentives to the provider; usually these are built into the contract itself. The aim is to have a continuous improvement in performance or value for money.



		What you need to do

		Points to consider



		Give providers reasons to improve



The aim of incentives is to motivate the provider to improve by offering increased profit, or some other desirable benefit, as a reward for improved performance or added value

		•	Types of provider incentive include guaranteed levels of capacity, revenue sharing and commercial opportunities

•	Incentives to improve are normally built into contract terms

•	It is important that incentives are balanced. They should not emphasise one aspect of performance at the expense of other, perhaps less visible, aspects

•	Financial incentives should offer rewards to both parties that fairly reflect any investment they have to make to achieve the saving in the first place

•	Seek to bring down costs, not margins, to allow a supplier a reasonable return to cover such items as training and development



		Public sector managers are under constant

pressure to improve. In contract management this translates into a need for continuous improvement in the performance or value for money of

providers’ services

		•	A requirement for continuous improvement can be built into the contract, for example through a price decreasing year on year

•	It is important that continuous improvement is seen as being desirable and beneficial to both parties rather than as a means to drive down prices
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Procurement Journey Project Plan Template.xls
Task_Table

		Project Name :										Project Ref :

		ID		Task		Duration (days)		Start date		Current Status		Finish date		Approval review and sign-off Points		Comments

		A		Develop Strategy				12-Dec-15						Project Initiation

		1		Establish UIG

		2		Identify Stakeholders

		3		Profile the Commodity/Service

		4		Identify Contract Status & Conduct Spend Analysis

		5		Consider Sustainability Aspects

		6		Profile the Commodity/Service

		7		Analyse Supply Market

		8		Shape the Requirement

		9		Identify Initial Opportunities										Review and sign-off opportunities

		10		Develop Commodity/Service Strategy

		11		Determine Procurement Route

		12		Produce Executive Summary										Approve Strategy and ensure budget is available

		B		Develop Documents

		13		Produce Specification

		14		Consider Selection and Award Criteria

		15		ESPD (if applicable)

		16		Invitation to Tender (ITT)

		17		Contract Notice										Sign-off documents

		C		Supplier Selection

		18		Publicise the Contract

		19		Issue ESPD (if applicable)

		20		Assess Responses

		23		Identify suppliers to be invited to tender and notify all suppliers of outcome

		D		Issue ITT

		24		Issue ITT

		25		Hold Supplier (Bidders) Meeting

		26		Respond to Suppliers Questions

		E		Open & Evaluate Tender

		27		Deadline for Tender Submissions

		28		Open Tenders

		29		Conduct Technical Evaluation

		30		Conduct Price Evaluation

		31		Hold Presentation/Site Visits (if applicable)

		32		Combine Price/Quality Evaluations

		F		Post Tender Clarification

		33		Tender Clarification (if applicable)

		G		Contract Award										Obtain approval prior to issuing notification

		34		Notify suppliers of Contract Award Decision

		35		Observe the Standstill period (if applicable)

		36		Award the Contract

		H		Contract Implementation										Obtain approval prior to commencing with implementation

		37		Communicate Details of Contract/Framework Agreement

		38		Meet with Successful Supplier(s)

		39		Review Content Management Requirements

		40		Produce Supplier/Buyer Guides

		41		Hold Supplier/Buyer Events

		I		Contract and Supplier Management

		42		Formalise Process

		43		Collate and Review Performance Management Information

		44		Hold Performance Review Meetings

		45		Ensure Robust Exit Strategy has been agreed

										Key

										In Progress

										Planned

										Not Yet Agreed

				Ref: AR-7-B

				date: 23/03/17



z608474:
See 'Key' below
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Procurement Journey Project Plan (Powerpoint).ppt


Planning for success is critical

This is an example project plan.



The plan shows a complete breakdown of the main strategic procurement activities



		   Project start up

		   Commodity Profile & Strategy Development 

		   Strategy Implementation &Tender Process

		   Award Contract

		   Implement

		   Manage &Review



Planning is important due to number of activities that are required for each process step and the dependencies for successful execution

Reference: PCD72-A        Released: 03/07/2015



Reference: PCD72-A        Released: 03/07/2015

*

This is an example of a project plan.  The plan shows a complete breakdown of the main strategic procurement activities from project start up through to implementation 







1D lmmod | Task Name: Duration |Gt 3,2004  |Gir4,2004  |@ir1,2005  |Gtr2,2005  |Gir 3, 2005
o i | g[S | 0ct [Nov [Dec | an et Wer | A [y [ | 4l {Aug [Sen

a5 |war Sutures & Stapiing Devices 191 days

816 PLAN 61 days. P—

a7 e Pans and Engage Ful Team 2deys

are enity Stake-hokers Sdoys

ara Isske Dt Rectst & chase information 15 days

an anaiyse Data 3deys

a Colste xisting conmacty knoviedge 3deys

a2 Greste commoity demand profe 4doys

a Colltc user requremerts 7doys

a Complete market anaiysis 2deys

s Completscast drver anaysis 3deys

@ Hold oportuny workshap 3deys

ar Uit stretegy (ncluing benefi case and mplemertation iar) 7aays

a2 Ottain serior stakehotder endorsemert 7doys

s Sign O from WorStream Lesd and Comm Spensar Odeys 250

@ \denity { Approsch ey Supplers (Fe-Tender) 3aays

@ Calste Evabston Creria 4doys

) Veldate Evauston Crria 4doys

G Prepare Tender Package 14 days

@5 Veldatepricing sructre and tender doc Wit I Tdoy 4

] Work Strea et o Signof Tender Package 2deys S

@7 Issue Tender Package 0deys w2nz

(] Resporn o Supplie Enaies 25 days

a3 nelyse Tender Respanse 7doys

s Present el Recommendations 3deys

st Proctct Sanping 15 days

a2 Clrty  Negetiets wi Prefena Supplers 7doys

B AWARD Contract Gdays

s Sign O from Comm Spansar and Werk Siem Lead 2deys 4

o Award Contract 0deys Span

o PostTender Debriets 4doys

B IMPLEMENT 15 days

e Compie inplemertation nsiructons for en users 3days

i Vite Suppler Managemert Plan Tdoy ¢

] Wi Cortract Henagenert Plan Tdoy e

e Vite Coplnce Managemert Flan Tdoy bt

3 Supper o crea catdogue (f ot cluded as part of tenden) fabe 2days 4

853 Buyer to issue to Supplier Adoption team for validation (should rem 1day i

) Buyerto QA Cetslogue Cartent - Technical and Commercildelsls 1 day

S OlfCreste an Load Cataog it PeCoS 2deys |4

Ed Catalogue publstion - loa t SHS CDSnet system Tdoy T

] Catalgue publcstion - PeCos Flowthvough from CDSNet Tdoy 14

] Commaty Avaiatie for Use Odeys (o

a1 Colste Lessans Learnt/ Commuricate Tdoy

) Facitate Regianal /Natinal Adopton By Ll

963 Commodity Complete 0 days + 0905
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NB. Timescales should be amended to
Your own procurement exercise:

Mobilisation Process

Day/week1 Contractaward

Communication to
Day/week1 users &
organisations

Post-award
supplier Meeting

Day/Weeks 13

Content
Management
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[EVAEISFEN  information pack
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Supplierimplementation

Go-live / migration
commences




