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CONTRACT 14/11

CLEANING CONTRACT FOR INVERCARGILL OFFICE

I/WE,
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the undersigned, hereby offer to the Southland District Council to undertake cleaning work at the Invercargill Office for a two year period in accordance with the Conditions of Contract and Specification for the sum of
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[$
(excluding GST)].
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My/our all-inclusive hourly rate for any additional work outside the schedule of duties as directed is $_________________/per hour (excluding GST).

The names and contact numbers of three referees who can assure you of my/our work experience and/or character are as follows:

Name of Referee



Contact Phone

Number



Relationship

(eg previous employer)

1.
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2.
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3.
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Signature:
GST Registration No.
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Name (Please Print):
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Address:
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Contact Phone Number:
Date:
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INVERCARGILL OFFICE

CONTRACT 14/11

HEALTH AND SAFETY PRE-QUALIFICATION FORM

I/WE (Name of Tenderer)
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confirm that I/We have a Health and Safety Management Plan which complies with the general requirements of the Health and Safety in Employment Act in force and we undertake that this Plan will remain in force and not be amended without consultation with the Principal or cancelled during the period of this Contract.

The following is also confirmed:

Yes

[image: image51.png]


[image: image52.jpg];/_/LL People First

hland
Te Rohe Piotae O Murihiku

Sou




[image: image53.png]


[image: image54.jpg];/_/LL People First

hland
Te Rohe Piotae O Murihiku

Sou





1.
Hazards are regularly reviewed and monitored including consideration at management/employee team meetings.
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2.
A system is in place for recording hazards and accidents.
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3.
An emergency plan is in place dealing with accidents.
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4.
Regular health and safety training for employees is carried out on a minimum _________ monthly basis.
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5.
I/We regularly inspect the workplace to ensure compliance with current safety procedures.
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6.
I/We have issued a Health and Safety Manual to all staff.

Name of Tenderer:
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Date:
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1.1
Tenderers To Inform Themselves

Each Tenderer will be deemed to have inspected the site, examined the Tender documents and any other information supplied in writing, and to have satisfied himself as far as is practicable for an experienced Contractor before tendering as to the correctness and sufficiency of his/her tender for the Contract, and of the prices stated in his/her tender.

No appointment need be made to visit the site.

The tendered price shall, except where otherwise provided, allow for all the Contractor’s obligations under the contract as set out in the Tender documents.

1.2
Ambiguities In Tender Documents

Where the Tender documents issued to prospective Tenderers are ambiguous or unclear to a Tenderer, he/she may request the issue of an explanatory note. If an explanatory notice is issued, it shall be sent to all Tenderers and shall upon issue become part of the Tender documents.

During the tendering process, Tenderers should contact in the first instance, Virginia Dillon, Property Officer, telephone 0800 732 732, email virginia.dillon@southlanddc.govt.nz with any queries.

Tenders shall be based on the Tender documents and will be interpreted as relating to the Tender documents unless clearly endorsed otherwise. Tenders submitted subject to endorsement will be considered accordingly.

1.3
Errors And Omissions In Tender Quotes

In the event of an error or omission being discovered in the tendered forms and schedules, the Group Manager Services and Assets may request the Tenderer to either confirm the tender without correction or withdraw.

1.4
Tender Pricing

Tenderers are to insert their prices as follows:

(a) A lump sum price to undertake the Schedule of Duties (excluding GST).

(b) An hourly rate to do other cleaning duties at the request of the Property Officer (excluding GST).

Self-employed Contractors are to note the following:
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1.5
GST

A self employed independent Contractor is obliged to register for Goods and Services Tax, and charge GST on all supplies made, if their “taxable supplies” in a 12 month period exceed or are expected to exceed $60,000.

“Taxable supplies” essentially means the turnover or total sales made.

If you work for more than one business as a self employed person it is the total earned from all of your sources of income which must be included in determining whether you exceed the $60,000 threshold level and therefore obliged to register for GST. Any employment income (ie income earned as an employee rather than as a self employed person) is not included in assessing whether you should register for GST.

1.6
Withholding Tax

The Council is required by law to deduct withholding tax at a flat rate as follows:

Caretakers
20¢ per $1.00.

unless a Certificate of Exemption from withholding tax is received.

It is the Contractor’s responsibility to obtain, if applicable, a Certificate of Exemption from the Inland Revenue Department and forward this to the Council.

1.7
ACC Levy

As a self employed person you are responsible for paying your own ACC levy. This should be calculated and paid when completing your end of year income tax return.

1.8
Cost Escalation

The accepted Contract payment shall stand firm for a period of 12 months from the commencement of the Contract. No additional payments will be made to cover increases in the cost of labour, materials or other services.

1.9
Inspection Of The Premises

Because of the various aspects of the Southland District Council building an onsite inspection is welcome. Should the Tenderer wish to inspect the building then please contact Property Officer, Virginia Dillon to arrange a time to do so (telephone 0800 732 732).
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1.10
Submission Of Tenders

Tenders will close at the Southland District Council’s Tenders Box, 15 Forth Street, Invercargill at:

2.00 pm on Wednesday, 12 March 2014

Tenders shall be in a sealed envelope and addressed:

Tender for Contract 14/11

Invercargill Office Cleaning

Virginia Dillon

Southland District Council

15 Forth Street

PO Box 903

INVERCARGILL 9840

Tenders shall be delivered at the place of closing before the closing time.

Tenders shall be prepared in the form required by the Tender documents.

The cost of preparing and submitting a tender shall be borne by the Tenderer.

1.11
Schedule Of Prices - GST

The scheduled rates and amounts tendered by any person registered in terms of the Goods and Services Act 1985 shall exclude GST. GST shall be allowed as a lump sum subtotal at the end of the schedule. The rate for GST shall be 15%.

The quoted price shall be exclusive of GST.

1.12
Acceptance Of Tenders

The lowest or any tender will not necessarily be accepted.

The successful Tenderers shall be notified in writing by the Principal or his/her agent, that their tenders have been accepted.

If no tender has been accepted within one month after closing of tenders, each Tenderer shall be notified in writing by the Principal or his agent whether his/her tender is or is not still under consideration.
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2.1
Scope

The Contractor is to supply all the labour, some equipment and materials necessary to carry out the work set out in the attached job specification. The Contract rate accepted by the Council is deemed to include all the Contractor’s overheads including taxation, ACC levy, holiday and sick leave allowances and to include allowance for any cost inflation.

2.2
Contract Term

The Contract is for a period of two years commencing on 1 May 2014, subject to earlier termination as set out in Clause 2.6 below. By mutual agreement the contract term may be extended for a period of one additional year to a total contract term of three years.

2.3
Council Administration

The Administrator assigned by Southland District Council to look after this Contact is the Property Officer, Virginia Dillon. Virginia may be contacted by telephone 0800 732 732 or email virginia.dillon@southlanddc.govt.nz.
2.4
Contract Payments

Payments will be made monthly on receipt of an invoice. Council will endeavour to make payments within fourteen days of invoices being received at the Invercargill office.

Payment will be made at the scheduled rates for:

(a) Cleaning of the Invercargill office as per Schedule of Duties;

(b) An hourly rate to carry out additional work outside the Schedule of Duties as directed by the Council’s Property Officer.

2.5
Variations Of Contract

Any variations in the Schedule of Duties shall be the subject of discussions between the Contractor and the Council to arrive at a revised Contract payment rate. If agreement cannot be reached negotiations shall be submitted to a mutually agreed Conciliator. The Conciliator’s charges shall be borne equally by the Contractor and the Council and each party will also be responsible for their own costs.

2.6
Termination Of Contract

This agreement may be terminated by either party by one month’s notice in writing except in the case of serious misconduct or neglect of duties by the Contractor, in which case the Council may terminate the Contract immediately (refer 4.1).
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2.7
Compliance With Laws

The Contractor shall comply with all relevant provisions of applicable Bylaws, Regulations and Statutes and Acts while carrying out the responsibilities of the Contract.

2.8
Protection Of Persons And Property

The Contractor shall take all reasonable measures to avoid nuisance, danger, damage or injury to persons or property.

2.9
Disputes, Frustration And Default

In the advent of these issues arising the procedures detailed in NZS 3109:1998 “Conditions of Contract for Building and Civil Engineering Construction” shall apply.

2.10
Confidentiality

The Contractor shall not at any time during the course of the Contract nor after termination, use or divulge either directly or indirectly to any person any knowledge or information which they acquire by means of their position as a Contractor.

2.11
Force Majeure

Neither party is liable for any failure to perform or delay in performing its obligations under this Contract (excluding any obligation to make payment) if that failure or delay is due to any cause or condition beyond the reasonable control of the party including fire, flood, act of god, war, insurrection, sabotage, acts of terrorism, industrial disturbance, failure of electrical or telecommunications networks, acts of vandalism and changes in legislation or regulations of any government.

If the failure or delay exceeds 30 days, either party may terminate the Contract with immediate effect by giving notice to the other party.
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3.1
Introduction

It is a requirement of this Contract that the Contractor complies with the requirements of the Health and Safety in Employment Act 1992, any amendments to the Act and any regulations made under the Act. In interpreting this requirement, the use of wording Contractor shall include all of the Contractor’s staff, together with any subcontractors and all of their staff.

3.2
Council Policy

The Principal is committed to the protection of its employees and property from accidental damage.

In meeting this commitment, the Engineer will:

1. Require a safe working place, safe equipment and proper materials.

2. Insist upon safe methods and safe practices at all times.

3. Require compliance with all legislative requirements.

3.3
Documentation

All Tenderers are required to complete the pre-qualification forms included in the Tender documents.

In  addition  the successful Tenderer shall provide a  Health  and  Safety Plan for  the

Contract works. This comprehensive plan should contain the following:

· The name of the on-site safety supervisor.

· Specific hazards identified and control measures to be applied.

· A process for the identification and management of new hazards.

· Personal protective equipment and clothing that will be provided to staff and used by them.

· Accident recording and investigation procedures.

· Arrangements for implementing the Health and Safety Plan with the Principal’s staff, subcontractors or other contractors (if relevant).

· Arrangements for notifying the Department of Labour in the event the Contractor intends to carry out notifiable work as defined in the Health and Safety in Employment Regulations 1995.

· Procedures for dealing with emergencies.

Work shall not commence on site until the Health and Safety Plan has been received and approved by the Principal. A proforma plan is available from the Principal for Contractors without documentation of their own. However, use of this proforma does not absolve the Contractor from investigating and fulfilling all their responsibilities under the Health and Safety in Employment Act 1992.
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3.4
General Requirements

The Contractor acknowledges that in carrying out the contract works on the site the Contractor, being independent of the Principal, is “the person who controls a place of work” for the purposes of the Health and Safety in Employment Act 1992.

This Act puts the primary responsibility for safety on to the employer, who has a duty to provide a safe and healthy environment. It sets out to limit the effects of work hazards by involving a process of identification, elimination and isolation.

The Contractor has a responsibility to observe safe working practices, rules and instructions relating to the work and using all safety equipment as directed.

There is a requirement for the safety supervisor to fill in a form for all “near miss” accidents as well as injury causing accidents.

In meeting these general requirements, the Contractor shall:

(a) Provide employees with adequate information, instruction, training and supervision to ensure their health and safety.

(b) Make available information about any items of plant or substances used at work to help in ensuring safety and health when using them.

(c) Provide and maintain safe means of access and egress to the place of work.

(d) Provide and maintain plant and systems of work that are safe and without risks to health.

(e) Ensure health and safety in use, handling, storage and transportation of plant and substances.

(f) Erect signs and barriers to delineate construction zones and keep unauthorised persons off the work site.

Employees have a responsibility to:

(a) Report EVERY accident, injury and near miss to their supervisor.

(b) Report to supervisor any condition/practice that may cause injury to people/ damage to equipment.

(c) Follow all instructions including safety rules, job procedures, operating manuals.

(d) Use, adjust and repair equipment only when authorised.

(e) Wear appropriate protective clothing and equipment and keep it in good condition.

(f) Keep work areas clean and orderly.

(g) Avoid horseplay and distracting others.
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3.5
Site Specific Hazards

The following site specific hazards identified by the Principal are to be taken into account when preparing the Health and Safety Plan.

· Presence of Southland District Council staff and members of the public on the work site.

· Noise hazards to staff without ear protectors.

· Fume hazards to staff.

· Use of cleaning chemicals.

· Power leads which may trip up persons.

· Personal security when working alone in areas of the building.

The Contractor needs to review this list and add any other hazards identified.

3.6
Health And Safety Plan

A proforma is attached.
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HEALTH AND SAFETY PLAN FOR WORK

AT

INVERCARGILL OFFICE

CONTRACT 14/11

BY

_________________________________________

(Name of Contractor)

The name of the on-site safety supervisor directly responsible for the implementation of this plan is:

_________________________________________

The following subcontractors hereby confirm that they have sighted a copy of the plan and agree to abide by it as a minimum standard:

Trade
Name of Subcontractor
Signature
Date
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The following hazards and hazard protection measures have been identified:


Description of Hazard





Safety Plan to Mitigate Hazard
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The following procedures will be followed for actions as below:


Hazard identification and control processes which identify site/project specific and new hazards.

Process for eliminating significant hazards.

Formal training/supervision of staff.

Induction Programme for new staff and subcontractors.

Emergency and first aid procedures.
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Provision and effective use of any necessary personal protective equipment.

Accident/Incident reporting and investigation.

Liaison/co-ordination with other Contractors or subcontractors.

Schedule of health and safety meetings.

Signed:
Date:
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4.1
Workmanship

It is a requirement of this Contract that the Contractor performs his/her duties to a high standard of responsibility and workmanship. Where cleaning duties are included, clean shall be taken to mean completely free of all visible stains, dirt, dust or any foreign matter.

Regular checks will be conducted by the Property Officer to ensure the high standard.

Any inconsistency will be recorded and reported to the Contractor’s Management.

Should the high standard not be maintained then the Property Officer reserves the right to recommend to the Southland District Council Management that the Contract be reviewed immediately (refer 2.6).

4.2
Schedule Of Duties

Daily

· Clean and disinfect all toilets, urinals and handbasins and wet mop floors.
· Clean mirrors.
· Replenish toilet paper ensuring at least three spare rolls in each cubicle.
· Replenish paper hand towels.
· Empty all rubbish containers to exterior bin.
· Empty all recycled paper and cardboard to exterior store.
· Thoroughly clean all surfaces, including furniture and fittings, in entrance foyer, interview rooms, first floor Chief Executive’s office and executive reception area, Mayor’s office and other meeting rooms.
· Vacuum carpets to all passages and stairs.
· Dust and clean ledges to executive stairs.
· Clean all doors throughout building, glass vision panels in doors and door handles.
· Spot clean to remove any visible marks, dirt and rubbish on any surface throughout the building.
· Clean glass to main and staff entrances.
· Wipe all stair handrails.
· Wet wipe walls to ablution areas.
· Wet mop floors to the two kitchens and all ablution areas.
· Vacuum all meeting rooms.
· Vacuum all reception areas - ground floor and first floor executive area.
· Sweep the Main Foyer area and wet mop if required.
Weekly

· Vacuum all carpet areas in all offices.
· Dust and clean all benches, table and desk tops, computers, windowsills, dados and architraves.
· Dust all walls, picture frames, art pieces, heaters and other fittings.
· Remove internal spider webs and external webs adjacent to entrance doors.
Twice Weekly

· Thoroughly clean showers.
Thrice Weekly

· Sweep exterior paths, up to 3 m from two entrances.
· Vacuum third floor Cafeteria.
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Monthly

· Wet mop to main entry tiles.
· Wipe all light switches.
· Clean all stair tread nosings.
Quarterly

· Machine Polish all vinyl flooring.
· Clean internal glass screens on ground floor.
Six Monthly (November and May)

· Shampoo the carpet areas in the Main Foyer, Walkway behind Telephonist, First Floor Foyer and the Third Floor Cafeteria.
Excluded

The following tasks are covered by others:

· Cleaning of entrance mats.
· General window cleaning other than as set out above.
· Cleaning of Venetian blinds.
· Shampooing of carpet areas other than those referred to above.
· Cleaning of lights.
4.3
Task Frequency

The frequency that cleaning duties need to be done depends very much on building usage and outside conditions. The frequency listed in the cleaning schedule is therefore indicative only of the average workload. There will be occasions when some tasks have to be performed more often to maintain the high standard of cleanliness expected by this Contract. On other occasions a lesser frequency may be sufficient.

If special cleaning is required for functions in the building, Council undertakes to give advance notice so that the workload can be adjusted to accommodate this.

4.4
Inspection

The Contractor is to allow for a joint inspection of the building with Council’s Property Officer every three months. The purpose of this inspection is to confirm that the scheduled works are being done to an acceptable standard and to discuss amendments to the schedule, if necessary.

4.5
Advise Maintenance

Advise any repairs or maintenance needed to the building’s fittings and equipment to the Council’s Property Officer.

Notice of repairs or maintenance is to be given as soon as possible and before it becomes a major problem.

4.6
Disturbance

Any papers, documents, furniture or fittings that have to be moved to undertake the cleaning work shall be returned to their original positions.
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4.7
Equipment

The Council will not supply any equipment for the performance of the listed tasks.

4.8
Materials

The Contractor is to supply all disposable materials and cleaning agents necessary for the satisfactory performance of the listed tasks. This will include the following:

· Materials
Clean cloths for cleaning Disposable dry and wet mop refills Scouring pads

Stain removal kit Rubber gloves Toilet paper (two ply)

Plastic bags for rubbish removal

· Cleansers
Detergent Non-abrasive cleansers

Perfumed toilet and urinal cleansers Floor polish

Spot removal kits

4.9
Hours Of Work

The Contractor shall undertake the schedule of duties in such a way so that all duties can be performed without conflicting with hours of operation of the office.

4.10
Contractor Only On Site

The Contractor shall only allow employees on the site. No other person is to visit or be on site.
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