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INVITATION TO TENDER 

FOR THE PROVISION OF CLEANING SERVICES FOR MILPARK EDUCATION 


TENDER NO: PUR 1701/23
Bidders who are interested in supplying Cleaning Services as specified hereinafter, and subject to the General and Specific Tender Conditions of the Purchasing Consortium SA (PURCO SA) and Milpark Education as stipulated hereinafter, are requested to complete this set of documents and address it, in a sealed envelope marked with abovementioned tender number and hand it in at:
	CLOSING DATE : 
28/02/2017


	Company Name
	

	Address 
	

	Contact person
	Ms/Mrs/Mr/Prof/Dr

	Contact numbers
	(w)
	(cell)

	Email address
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SECTION 1
1. INTRODUCTION
Milpark Education is tasked with the responsibility to appoint a reputable service provider to take the overall cleaning responsibility at Milpark Education. The service provider is required to provide all required equipment; SABS approved chemicals, uniforms and anything else necessary to deliver on the mandate of the cleaning contract. This is a full risk contract for the period of three years.
1.1 OBJECTIVE OF THIS TENDER
The primary operational objectives are the following: 

· Appoint an experienced Service Provider; 
· The Service Provider to be appointed must display an unquestionable track record and experience with positive feedback from their existing and previous clients; 
· The Service Provider that Milpark Education will contract for this service must make use of equipment which supports the preservation of the environment, includes recycling plans, and complies with all the regulations of the Republic of South Africa;

· The Service Provider must be willing to partner with Milpark Education by providing services as required by the organization, but must advise on and introduce the latest trends in the cleaning industry with the intention to improve service and to ensure that both companies stay ahead of the latest trends and abreast of the relevant regulations.
1.2 COMPULSORY INFORMATION SESSION

1.2.1 A compulsory public information session will be held to answer any questions that may arise from the tender documents and the tender process. Any Service Provider who fails to attend the compulsory session (Information and Inspection) will be disqualified from the bidding process. Service Providers will be required to sign an attendance register on the date of the session.  

1.2.2 Service Providers will only be required to attend the compulsory information meeting to be held at Milpark Education on the date indicated on both the tender advertisement and the tender document. Proof of payment and a copy of the document must be presented during the information session.
Table: 1.2

	COMPULSORY INFORMATION SESSION DATE
	COMPULSORY INFORMATION SESSION VENUE & ADDRESS

	15 February 2017
Time: 10H00
	Corner Main Road East and Landau Terrace Melville Extension 2

Tel: 011 718 4000


1.3 COMPULSORY REQUIREMENTS FOR REGISTRATION AND ADMITTANCE TO THE PUBLIC TENDER INFORMATION SESSION

Prospective proposers are invited to submit their proposals for the above services and to note the following:

Tender documents can be purchased at a non-refundable fee of R1140, 00 (VAT included) on PURCO SA website.

In order to download the tender document, the steps below should be followed:

· Visit www.purcosa.co.za
· Click on required RFP in the block provided for Tenders and RFP’s

· Click on the pay now button.

· System will make documentation available for downloading, immediately after payment was concluded.

· The completed tender documents must be placed in the Tender Box at the following address:

1.4 CLOSING TIME OF TENDERS AND PROVISIONS RELATING TO SUBMISSION OF TENDERS
1.4.1 The closing time for the receipt of tenders in response to this invitation to tender is detailed on tender advertisement. 
1.5 TENDER SUBMISSION AND COMPLIANCE

The original and a copy of the sealed tenders must be submitted into the official tender box located at PURCO SA; All tenders must be received before the closing time and date stipulated above and must be deposited in the tender box at the address detailed on the tender advertisement. The delivery address is:
Table: 1.5

	SITE
	Closing Date and Time 
	ADDRESS

	PURCO SA Offices 

	Tuesday, 28th February 2017
Time:12h00


	PURCO SA 

TENDER BOX

Rosen Office Park

8 Invicta Road 

Erand Gardens X 49

Midrand

1682




Prior to submission the Service Providers must check that all pages are properly numbered and all required documents are signed, initialled and submitted. Milpark Education will hold the duly authorized signatory liable on behalf of the tendering Service Provider.
2. BACKGROUND AND INTRODUCTORY PROVISIONS
The purpose of this document is to detail the scope of work, incorporating the tasks and responsibilities of the potential Service Provider (hereinafter, the Service Provider), required by Milpark Education for Cleaning Services.

2.1 OFFER AND SPECIAL CONDITIONS
2.1.1 Service Providers must take careful note of the special conditions attached as Section 4 – Schedule A –J.
2.1.2 All tenders submitted in reply to this invitation to tender should incorporate all the forms, parts, certificates and other documentation forming part of this invitation to tender, duly completed where required.  Each page should be initialled with a black pen.

2.1.3 In the event that any form or certificate provided of this invitation to tender does not have adequate space for the Service Provider to provide the requested details, the details should be provided and the service Provider must refer to such annexure in the form or certificate provided.
2.2 SITE VISIT
2.2.1 A site visit will be held in respect of this tender.  The details of the site visit are set out in Section 1 clause 1.6 (Table: 1.6) of this document. 

2.2.2 The purpose of the site visit shall be to enable the prospective Service Providers to acquaint themselves with the requirements relating to the Services. It should be noted that the attendance of the inspection meeting is compulsory.

2.3 PRICING
2.3.1 The Service provider must submit details regarding the tender price for the Services on the Pricing Schedule attached as Section 4 – Schedule I which completed form/s must be submitted together with the tender documents. 
2.3.2 It is a requirement of this tender that the tender price is based on a fixed price for the duration of 12 months and subject to the following escalations. This shall become effective from the first anniversary of the commencement of the agreement/contract in accordance with regulatory determination.
2.3.3 Labour component of the total cost, based on statutory adjustments. 
2.3.4 All other costs increases will be negotiated not exceeding actual inflation rate (CPI). 
2.3.5 Such prices should be all inclusive of provision for labour, material, overheads, chemicals and profit etc.
2.3.6 Pricing must be stipulated INCLUSIVE OF VALUE ADDED TAX.

It is an express requirement of this invitation to tender that the Service Providers provide some transparency in respect to their pricing approach.  In this regard, Service Providers must indicate the basis on which they have calculated their pricing by completing all aspects of the Pricing Schedule Section 4 – Schedule I. There must be no hidden costs. The Service Providers are required to provide a clear break-down of the costs.
NOTE: All requirements (items and quantities) listed in the price Section 4- Schedule I template for completion must be adhered to for costing and evaluation purposes. These quantities are the guidelines and if there is any other information or deviations that you may feel that is relevant and not mentioned in this template, please record on a separate sheet with explanations, clearly labelling the sheet with the relevant campus.

2.4 QUALIFICATIONS OF SERVICE PROVIDERS
A non-refundable tender registration fee of R1140.00 (including VAT) is payable. Only service providers with proven professional experience and market recognition meeting all the mandatory requirements in the provision of services will be considered. Service Providers must submit detailed information together with their tender of their experience in the relevant trade together with present contracts. These details must be submitted together with the tender on the form attached as Section 4 – Schedule B.   
2.5 DECLARATION OF INTEREST
The Service Provider must submit a duly signed declaration of interest together with the tender. 

2.6 TAX CLEARANCE CERTIFICATE
The Service Provider must submit an original valid tax clearance certificate together with the tender documentation.  

2.7 FINANCIAL PARTICULARS

Provide one set (two years) recent Audited Financial Statements or submit an official signed letterhead by a registered Accountant or Auditor confirming specific recent audited financials. Financial statements signed by the Accounting Officer for Close Corporations. I.e. Minimum of two years’ comparative figures to be submitted. No holding company financial statements will be accepted.  This is a pre-qualification requirement as it will also assist Milpark Education in determining whether the Service Provider has the financial capacity to discharge the contract if appointed.
2.8 DETAILS OF THE PROSPECTIVE SERVICE PROVIDER’S NEAREST OFFICE TO THE LOCATION OF THE CONTRACT
The Service Provider must provide full details regarding the Service Provider nearest office to the   premises at which the Services are to be provided as per required on SCHEDULE L of this document.
2.9 VALIDITY OF TENDER
2.9.1 Tender documentation submitted by the Service Provider will be valid and open for acceptance for a period of 90 (Ninety) calendar days from the closing date and time stipulated on the tender advertisement.

2.9.2 Should the Service Provider withdraw this tender within the period for which prices shall remain open for acceptance, or fail to fulfil the contract when called upon to do so, Milpark Education   may, in addition to any other remedies it may have, withdraw the tender or cancel the contract. 

2.10 ACCEPTANCE OF TENDERS
Milpark Education does not bind itself to accept either the lowest or any other tender and reserves the right to accept the tender which it deems to be in the best interest of the organization. Milpark Education reserves the right to accept the offer in full or in part or not at all.

2.11 NO RIGHTS OR CLAIMS
2.11.1 Receipt of the invitation to tender does not confer any right on any party in respect of the Services or in respect of or against Milpark Education .Milpark Education reserves the right, in its sole discretion, to withdraw by notice to Service Providers any Services or combination of Services from the tender process, to terminate any party’s participation in the tender process or to accept or reject any response to this invitation to tender on notice to the Service Providers without liability to any party. Accordingly, parties have no rights, expressed or implied, with respect to any of the Services as a result of their participation in the tender process.

2.11.2 Milpark Education will not assume any obligations for any costs or expenses incurred by any party in or associated with any appraisal and/or investigation relating to this invitation to tender or the subsequent submission of a tender in response to this invitation to tender in respect of the Services or any other costs, expenses or liabilities of whatsoever nature and howsoever incurred by Service Providers in connection with or arising out of the tender process.

2.12 NON DISCLOSURE, CONFIDENTIALITY AND SECURITY
The invitation to tender and its contents are made available on condition that they are used in connection with the tender process set out in the invitation to tender and for no other purpose.  All information pertaining to this invitation to tender and its contents shall be regarded as restricted and divulged on a “need to know” basis with the approval of Milpark Education .

In the event that the Service Provider is appointed pursuant to this invitation to tender such Service Provider may be subject to security clearance prior to commencement of the Services.

The Service Provider undertakes to ensure that all data and information (including but not limited to any technical, commercial, scientific information, processes, designs, technical specifications, copyright and data in any form) in connection with or arising from this tender shall be kept confidential and agree not to disclose it to third parties and not to make use of such information other than for the purpose of participating in the tender and to release such information to its employees on a “need-to-know” basis only, provided that such employees undertake to be bound by the confidentiality contained herein.

2.13 ACCURACY OF INFORMATION
2.13.1 The information contained in the invitation to tender has been prepared in good faith. Neither Milpark Education nor PURCO SA or any of their respective employees, make any representation or warranty or give any undertaking express or implied, or accept any responsibility or liability whatsoever, as to the contents, accuracy or completeness of the information contained in the invitation to tender, or any other written or oral information made available in connection with the tender and nothing contained herein is, or shall be relied upon as a promise or representation, whether as to the past or the future.  

2.13.2 This invitation to tender may not contain all the information that may be required to evaluate a possible submission of a response to this invitation to tender. The Service Provider should conduct its own independent analysis of the operations to the extent required to enable it to respond to this tender. It is the Service Provider’s responsibility to ensure that submission in response to the invitation to tender has been comprehensively analysed. 

2.14 COMPETITION
2.14.1 Service Providers and their respective officers, employees and agents are prohibited from engaging in any collusive actions with respect to the tendering process which serves to limit competition amongst Service Providers.

2.14.2 In general, the attention of Service Providers is drawn to Section 4(1) (iii) of the Competition Act 1998 (Act No. 89 of 1998) (the Competition Act) that prohibits collusive tendering.

2.14.3 If Service Providers have reason to believe that competition issues may arise from any submission of a response to this tender invitation they may make, they are encouraged to discuss their position with the competition authorities before submitting response.

2.14.4 Any correspondence or process of any kind between Service Providers and the competition authorities must be documented in the responses to this invitation to tender.  

2.15 RESERVATION OF RIGHTS

Without limitation to any other rights of Milpark Education (whether otherwise reserved in this 
invitation to tender or under law), Milpark Education expressly reserves the right to:-

· Request clarification on any aspect of a response to this invitation to tender received from the Service Providers, such requests and the responses to be in writing;

· Reject all responses submitted by Service Providers and to embark on a new tender process.

2.16 GENERAL
2.16.1 This document contains relevant information in respect of the operational and physical specification for building cleaning services to be performed.

2.16.2 The cleaning service specification relates only to the areas specifically referred to. Service Providers should study the information provided in detail before responding. The conditions set out in this specification will be used as a basis for monitoring the cleaning and cartage operations. The responsible person at Milpark Education will frequently communicate and negotiate with the Service Provider in order to ensure an acceptable standard of service is provided.
2.17 POLICY OBJECTIVE

2.17.1 It is the policy objective of Milpark Education to ensure that their building is properly cleaned and serviced in order to give a neat appearance and to provide for a pleasant working environment as well as meet the business objectives. In addition, the cleaning service is to be provided in a cost effective and efficient manner, while being integrated with the daily activities occurring on and around Milpark Education’s grounds. The main objectives of Milpark Education are quality assurance, research, community engagement and sustainability of environment and therefore all aspects regarding the cleaning services must be focused around these objectives.

2.17.2 The service provider must have a good and unquestionable track record in the cleaning industry with adequate professional experience with positive feedback from their existing and previous clients; 

· Knowledge and experience of green building initiatives and recycling plans, and compliance with all the regulations of the Republic of South Africa will be a definite advantage; 

· Preference will be for service providers who will enhance the provision of the service by advising and introducing current trends in the cleaning industry whilst taking cognizance of the relevant regulations 

2.18 Service fee

The Supplier must provide for a 2% service fee calculated on the total value of each invoice issued by the Supplier for or otherwise relating to supply of goods and/ or performance of the Services to the Purchaser (including any additional/ ad hoc goods supplied or services rendered), payable to PURCO SA on submission of relevant invoice to the Purchaser. The selected Supplier is required to send a copy of monthly invoice and statement to both PURCO SA and the Purchaser. Upon receipt of the monthly sales report from the Supplier, PURCO SA shall invoice the Supplier a minimum of 2% service fee based on the Rand value of the total monthly sales which is payable to PURCO SA within 30 days of the invoice date.

SECTION 2
1. EVALUATION PROCESS
· Milpark Education may request additional information, clarification or verification in respect of any information contained in or omitted from a Service provider’s tender. This information will be requested in writing;
· Milpark Education may conduct a due diligence on any Service Provider, which may include interviewing customer references or other activities to verify a Service Provider’s or other information and capabilities (Including visiting the Service Provider’s various premises and/or sites to verify certain stated information or assumptions) and in this instances the service providers will be obliged to provide Milpark Education  with all necessary access, assistance and/or information which Milpark Education  may reasonably request and to respond within the given time frame set by Milpark Education ;
· Milpark Education may shortlist Service Providers and may request presentations from short-listed Service Provider;
· Milpark Education may enforce whatever measures it considers necessary to ensure the confidentiality and integrity of the contents of the Tender;
· Milpark Education will evaluate the Tenders with reference to Milpark Education set and approved evaluation criteria guided by the procurement policy as indicated in Section 2 clause 1.2. Milpark Education reserve the right to appoint a specialist/consultant to assist in performing such evaluations.
1.1. PRE-QUALIFICATION / MANDATORY REQUIREMENTS
1.1.1 Milpark Education has defined minimum pre-qualification/mandatory criteria listed in the table below that must be met by the Service Provider in order for Milpark Education to accept a Tender for evaluation.
1.1.2 The pre-qualification evaluation will be carried out by both PURCO SA and Milpark Education to determine which Tender responses are compliant or non-compliant with the Tender specifications/requirements issued by Milpark Education as part of the Tender process. 

1.1.3 Where there is failure to comply with the pre-qualification criteria or Milpark Education and/or PURCO SA is for any reason unable to verify whether the pre-qualification criteria are fully complied with, the tender will be disqualified.
1.1.4 No points allocated for mandatory requirements. Service Providers not meeting these mandatory requirements will be disqualified from the bidding process.
1.1.5 STAGE 1: MANDATORY REQUIREMENTS
	
	I/We have attached to this document:
	Tick if submitted
	Office use

	
	· Payment of Tender Fees of R1140. 00
	Yes
	No
	

	
	· Attendance of compulsory Information Session
	Yes
	No
	

	
	· Correctly completed tender and signed by authorized signatories
	Yes
	No
	

	
	· a valid SARS Tax Clearance Certificate
	Yes
	No
	

	
	· Registration Certificate: Compensation of Occupational Injuries and Diseases 
	Yes
	No
	

	
	· a valid B-BBEE Certificate (SANAS/ Affivadavat) 
	Yes
	No
	

	
	· Proof of Bank Account ( Bank Rating / Letter of Goodstanding)
	Yes
	No
	

	
	· proof of my/our company/closed corporation registration and a copy of my/our CM/CK certificates 
	Yes
	No
	

	
	· copies of the identity documents of those with equity/shares
	Yes
	No
	

	
	· Proof of Proxy
	Yes
	No
	

	
	· One (1) Original plus  (1) copy  of the original bid document and 2 x electronic copies 
	Yes
	No
	

	Bids that do not meet the Pre-Qualification requirements will not advance to the next stage of assessment.  No points are allocated to this stage. 


Proposals that do not meet the mandatory requirements will not advance to the next stage of assessment. No points allocated to this stage.
1.1.6 All documents submitted in support of this tender must be documents of the tendering unit. It is not permitted that documents submitted pertain to different companies or units within a group.  As an example, a Service Provider cannot submit its own BBBEE certificate but the financial statements of its parent or another company in the same group. Similarly, a Service Provider cannot submit its own financial statement, but the BBBEE certificate, SARS certificate, etc. of other companies in the group

1.2.  STAGE 2: EVALUATION CRITERIA
1.2.1 Milpark Education’s evaluation criteria provide for the accumulation of points for a Service Provider’s Tender based on the extent to which, technical solution and services proposed meet Milpark Education requirements and financial competitiveness.
Milpark Education has approved a three stage process. Service Providers qualifying from Stage 1 will be the pre-qualification stage evaluated in accordance with the mandatory requirements.
1.2.2 STAGE 2
In Stage 2 service providers will be assessed in terms of experience in a similar office type environment, financial stability, operational capacity, and quality management standards.  Only Service providers scoring 70% and more will be considered for Stage 3.
	NO
	CRITERIA
	FUNCTIONALITY
	WEIGHT

	1.1 
	Verification of the references submitted. 


	3 or more references 
 = 25
2 references      
= 10

1 reference              
= 5 
All references provided should not be older than THREE (3) years. Must be completed in Section 4 Schedule B and submitted
	25 POINTS 

	2.2 
	Company’s years of existence 
	> 5 years of existence
 
= 25

3 - 5 years of existence

= 10 

< 2 years of existence

= 5 
	25 POINTS 

	2.3 
	Experience of Supervisor in the Cleaning Industry 


	Submission of CV for Supervisor for this contract. 

The Supervisor must have at least two (2) years’ experience for a similar sized contract.                    
>10 years of experience 
= 25

6 -9 years of experience   
= 15
3-5 years of experience

= 10

Below 2 years of experience
= 5 

No CV Attached 

= 0
	25 POINTS 

	2.4
	Proof Of Association with NCCA OR BEECA (Similar Associations)  
	Proof submitted 

= 10
	10 POINTS 

	2.5
	Local Empowerment  
	Proof of Locally Black Owned Business in Gauteng
	15 POINTS

	TOTAL POINTS
	100 POINTS


1.2.3 STAGE 3
Service providers who scored above 70% of Stage 2 will be considered for Stage 3. Stage 3 will focus on Price and BBBEE.
	No
	CRITERIA
	DOCUMENTS REQUIRED

	1.
	Price 

Points for price will be allocated in accordance with the formula 


	Price schedule to be completed in Section 4 Schedule I and submitted with the tender

	2
	B-BBEE

Points on BBBEE will be allocated in accordance with the Service Providers BBBEE status
	Valid B-BBEE Certificate from a SANAS accredited verification agency    or proof of exemption


1.3. ADDITIONAL REQUIREMENTS

The successful Service provider shall be appointed only after proof of the following is provided:

1.3.1 Minimum of R1m Public Liability cover which must be submitted within 7 days after the tender is awarded;
1.3.2 Staff training plan;
1.3.3 Provide a draft SLA and Standard Operating Procedures.
1.4. OTHER INFORMATION

1.4.1 Information given during the site inspection is meant to assist Service Providers in order to submit a meaningful proposal.

1.4.2 The tender Evaluation Panel will select a preferred Service Provider on the basis of a ranking using the evaluation criteria and Milpark Education’s Procurement policy as a guideline. 

1.4.3 A shortlist of potential service providers will be compiled after a review of tender documentation submitted. Short listed Service Providers may be required to make a further oral presentation to the Tender Evaluation Panel, at a time and venue to be advised by the Panel. 

1.4.4 All Service Providers will be formally notified (successful or not) after the evaluation process has been completed, and are requested not to contact the Institution in this regard. 

1.4.5 Detailed evaluation results and Service Provider ratings will not be published.

1.4.6 The Tender awarded will be conditional and subject to successful negotiations and signing of a written contract, failing which Milpark Education reserves the right to withdraw the tender and to award same to another Service Provider without the need to repeat the tender process.

It should be noted that Milpark Education is not bound and/or obliged to accept the lowest tender.

Milpark Education reserves the right to accept and/or award the tender either in part or in full.

SECTION 3: TECHNICAL SPECIFICATION
INDEX

Definitions and Interpretations

Scope of Services and General Responsibilities

Cleaning service required, area and frequency 

Waste Removal

Window Cleaning

Control of Consumables

Control of Materials and Equipment

General Responsibilities

DEFINITION OF INTERPRETATION

1.1. Any reference to “this Specification” shall be reference to this Cleaning Services Specification (including the Appendices hereto).

1.2. Where any capitalized term is used in this Specification without being defined below, such term shall bear the meaning assigned to such term.

1.3. In this Specification the following words and phrases shall have the following meanings unless the context otherwise requires:

	“Operating Times”
	Means times as set out in paragraph 1.5.1of this Specification during which the Service Provider shall be required to undertake the Cleaning Service;

	“Areas”
	Means for the purpose of this Specification all or any of the office areas,  undercover garages and walkways, stair ways, storerooms, kitchens, toilets, and computer training room,  at Milpark Education  Premises;

	“Cleaning Services”
	Means cleaning and domestic service to be provide in order to maintain a clean, healthy and environmentally friendly atmosphere for staff, and visitors in compliance with health, safety and environmental legislation as well as relevant ISO and NASA regulations and in compliance with this specification 

	“Consumables”
	Means all paper products, refuse bags, and chemicals to be used in respect of the cleaning service. The chemicals and related cleaning products will be environmentally friendly, contain materials safety data sheets (MSDS), non-hazardous and SABS approved.

	“Control of 

  Consumables”
	Means the control of consumables in accordance with the provision of this Specification.

	“Equipment per 

  cleaner” 
	Means either a janitorial trolley (with bucket, mop, duster, dust pan, broom (soft and hard) hand brush, colour coded clothes, spray bottles and squeegee) or caddy (with spray bottles and cloths).

	“General Equipment”
	Means polisher / buffer, wet and dry vacuum, double wringer mop, 1.5m and 1m step ladders, high pressure cleaner and telescopic window cleaning apparatus with attachments.

	
	 

	“Control of Materials 

  and Equipment”
	Means the control of materials and equipment in accordance with the provisions of this Specification; Equipment to be supplied by the Service Provider.

	“Contract Manager”
	Means the Manager or his/her designate employed by Milpark Education to manage the cleaning  related services at the organization’s premises, including such party’s delegated authority or persons appointed or designated by the Milpark Education  to perform functions on behalf of the Cleaning Manager;



	“General Services”
	Means the general and ad hoc services to be provided by the Service Provider pursuant to section 5 of this Specification;

	  ” Employees”


	Means employees employed by Milpark Education ; 

	“Cleaning Materials”
	Means those products necessary for the provision of the Cleaning Services;

	“Output 

  Specification”
	Means the output based definition of the Service obligations of the Service Provider;

	“Scheduled Times”
	Means those times specified by the Cleaning Manager as being appropriate to ensure that specified Service Standards are achieved at all times;

	“Service Standards”
	Means the service levels and criteria set out in this Specification and the Appendices to this Specification;

	“Routine Cleaning 

  Services”
	Means the daily surface dusting, vacuuming, emptying bins, wiping walls, disinfecting telephones and door handles, toilet cleaning, sweeping, cleaning of white and boards and spot wiping of walls and doors in such areas;.

	“Specialist Cleaning          

  Services”
	Means the periodic cleaning of wall, floor and ceiling surfaces, high level dusting, steam cleaning of carpets, stripping and sealing of floors, cleaning of blinds, cleaning of upholstered furniture, cleaning of light and air con fittings. 

	“Staff”
	Means those persons engaged or employed from time to time by the Service Provider to carry out the Cleaning Services;

	“Waste Removal”
	Means the removal of confidential waste, Non clinical (household) Waste Redundant furniture & equipment, and Recyclable waste each as defined in the Waste Management Service Level Specification only up the waste holding area situated on the Milpark Education  premises.  

The Service Provider must ensure that paper is separated from other refuse and stored in designated areas.  No staff member of Milpark Education may remove any paper from premises for the reason of selling it, or to make it available to any other person or body for whatever reason. Only authorised and appointed service providers will remove paper from the organisation.

	“Window Cleaning” 
	Shall mean the Window Cleaning Services of all internal and external windows at all floors, including the entrance glass doors, partitions and glass turnstiles.  All internal and external windows are to be cleaned after every three months.


	“Cleaning 

  Detergents”
	Means all cleaning detergents to be supplied to Milpark Education  according to SABS standards and must be environmentally friendly; 

	“Disinfectants”
	Means all disinfectants to be supplied by the Service Provider to control and manage germs and related bacteria;

	“Polish”
	Means the polish which shall be supplied by the Service Provider for polishing of furniture specified to be polished.  The Service Provider will be advised by the Milpark Education Cleaning representative which furniture, if any may be polished.



	“Finishes – (Walls &    

  Floors)”
	Vinyl tiles, flooring shall be cleaned in accordance with SABS 1224.

Floor sealer for vinyl flooring in accordance with SABS 1042 applied in accordance with the manufacturers’ instructions.

Said ceramic tile (flooring) is to be stripped and sealed initially and on request.

Wipe wooden wall finishes with approved detergent complying with SABS standards.

Tile surfaces are to be cleaned with approved detergent complying with SABS 525.

All cleaning and maintenance of floors shall be carried out in accordance with SABS Code of Practice 0170.

Sweep concrete floors with a heavy duty broom

Floors to be scrubbed with auto scrubber



	“Carpets & Carpet Tiles”
	Means the carpet floor finish which must be vacuumed and cleaned with industrial standard equipment as per specifications.



	“Dusting, Wiping, 

  Clean, Etc.”
	Means the following:-Dusting of all ornaments and   window sills. Polishing of all turnstiles with turnstile polish. Polishing of all granite tops with non-slip polish. Wiping  all surface areas with a clean damp cloth

	“Bin Bags”
	Means refuse bags to be supplied by the Service Provider for the purpose of disposal of garbage.  Refuse bags to be separated according to the type of waste i.e. household and recyclable.


1. SCOPE OF WORK AND GENERAL RESPONSIBILITIES
1.1 INTRODUCTION

Milpark Education is giving consideration to appointing a Service Provider to provide the Cleaning services, for 3 (three) years.  

1.2 GENERAL

1.2.1 The specifications and frequency schedules, serve as a general concept for all areas and as a guideline to minimum requirements, but may be adjusted in accordance with Milpark Education requests, mutual arrangements or to ensure a better service.  Areas with a higher traffic should be serviced more frequently in order to ensure an “always neat” appearance.  Furthermore, it must be noted that the minimum requirement will be at least the highest standard set for the cleaning industry. In general it is accepted, as far as corporate images are concerned, that the Service Provider will take just as much pride in the neat appearance of the buildings, as Milpark Education does. 

1.2.2 Where in these instructions reference is made to “daily” this generally means a 5 (five)-day week – Saturday, Sunday and public holidays excluded.  It could be expected from the Service Provider to provide services during special occasions, after hours, over weekends and public holidays.  When such a service is required on Saturdays and/or Sundays, it will be pointed out to the Service Provider. The Service Provider will submit a written quotation for the service requested to be approved by Milpark Education Management.
1.2.3 Potential Service Providers must provide the number of years of experience in the cleaning industry.
1.3 SCOPE OF WORK

1.3.1 The specifications / frequency schedules / attached appendixes/sections provide an indication of the areas and buildings to be serviced for cleaning purposes as well as a guideline to minimum requirements and may be adjusted to ensure better service delivery and end user’s requests. Notwithstanding the foregoing all areas with a higher traffic will be expected to be services more frequently in order to meet minimum standards.  Minimum standard will be considered to be at least the highest standard set for the cleaning industry.
1.3.2 The service Provider will provide a scheduled and reactive (for specific functions) cleaning service to all areas of Milpark Education in accordance with the negotiated access times to specific areas and with the provision of this specification and the Service Standards, which shall include but not limited to;

· Routine Cleaning Services;
· Specialists cleaning services;

· Waste removal; including sorting for recyclable materials and removal to a central point on site;

· Window cleaning to accessible height;
· Control of consumables including toilet paper;

· Provision and control of all cleaning staff, cleaning materials and cleaning equipment
1.3.3 These are not certified to be fully comprehensive and are only guidelines. The Service Provider must acquaint himself as to the exact situation, boundaries and areas of the buildings. It is recommended that Service Providers make ample time available for a comprehensive walk through at the building to avoid any possible underestimation of the workload and to fully familiarize themselves with the total layout area, requirements and complexities of the building, during the Tendering period, for all aspect of the service, they are tendering on. To provide everything necessary to fully satisfy the requirements of the tender documents and to ensure a complete, market related and competitive tender is submitted. 

1.3.4 No additions to the tender will be allowed, after the tender is submitted, for any unforeseen costs by the Service Provider, during the tender stage.
1.4 SPECIFICATIONS AND FREQUENCIES

1.4.1 The specifications and frequency schedules, serves as a guideline to minimum requirements, but may be adjusted in accordance with Milpark Education, concerned requests, mutual arrangements or to ensure a better service. Furthermore, it must be noted that the minimum requirement will be at least the highest standard set for the cleaning industry. In general, it is accepted, as far as corporate images are concerned, that the Service Provider will take just as much pride in the neat appearance of the buildings, as Milpark Education does. 
Where in these instructions reference is made to “daily” this generally means a 5 (five)-day week – Saturday, Sunday and public holidays excluded and on 8 hours per day. It could be expected from the Service Provider to provide services during special occasions, after hours, over weekends and public holidays.  When service is required on Saturdays and/or Sundays, it will be pointed out to the Service Provider.  When service is expected to be provided outside the stipulated hours this will be pointed out to the service provider.  The Service Provider must therefore make reference to the operating times schedule provided and provide for the cost accordingly. The Service Provider will also be expected to provide stand by duties in case of flooding due to water / fire and related emergencies 24 hours a day 365 days in a year.

1.5 WORKING HOURS

1.5.1 Working hours: 8-hour shift, 5 days per week.
1.5.2 Two (2) male cleaners should also be expected to work every other Saturday from 06h30 – 13h00.
1.5.3 In order to provide for the requirements of Milpark Education working hours shall be determined by the Service Provider in consultation with the Manager at Milpark Education concerned and may be adjusted from time to time.  
1.5.4 Service could be required during weekends and/or public holidays and the Service Provider must make provision for workers to perform additional service as and when required. The Service Provider is in this case expected to submit to Milpark Education management a written quotation. 
1.6 ROUTINE CLEANING SERVICES
1.6.1 Service Provider’s Responsibilities 

The Service Provider shall provide a scheduled and reactive Cleaning Service on a day to day basis in all areas of Milpark Education in accordance with this section 3 of this Specification. 
Routine cleaning service refers to:

· General vacuuming, dusting and wiping of all surfaces;

· Collection of general waste (recyclable and non-recyclable) and removal to on site central place / skip;

· Cleaning of  all internal and external windows and glass doors windows up to ALL floor levels.

· The Service Provider shall ensure that routine and Milpark Education  processes and all business areas are not adversely affected by the cleaning services

1.6.2 The Service Provider shall comply with the standards laid down by Milpark Education  and / or the Manager;

1.6.3 Individual Staff are consistently allocated to work on a specific floor with minimal changes, save to the extent reasonably required to maintain the Service Standards;

1.6.4 The Service Provider shall ensure safe working practices are followed in public areas, corridors and stairwells and other relevant areas;

1.6.5 Appropriate signage is used for warnings of wet floors, etc;

1.6.6 The Service Provider shall ensure that meeting rooms are cleaned as necessary and all waste promptly removed, efficiently and in any event prior to the commencement of  the next meeting;

1.6.7 The Service Provider shall liaise frequently with the Cleaning Manager to confirm access times to the meeting rooms and notice of meetings ending;

1.6.8 The Service Provider shall provide the routine Cleaning Service to all areas of Milpark Education   during the Access Times, to be agreed upon, provided that the Service Provider has a due regard to the operation of  Milpark Education ;

1.6.9 The Cleaning Manager may advise more detailed access times in writing from time to time;

1.6.10 All equipment complies with the relevant SABS Specifications and code of practice;

1.6.11 All equipment and Materials are colour coded in line with Milpark Education  colour coding, to indicate specific areas of use;

1.6.12 Cleaning procedures and schedules are in place and up to date;

1.6.13 Discard procedures are in place and applied in respect of disposable cleaning equipment;
1.6.14 Cleaning equipment is clearly defined for specific usage;
1.6.15 Cleaning equipment is clean and correctly stored;
1.6.16 All cleaning material as may at any time be necessary for the provision of the Cleaning   Services are supplied and issued to Staff;
1.6.17 Cleaning materials used in a safe and proper manner, in compliance with Health and safety Regulations;
1.6.18 Cleaning materials are selected and used so as not to cause any damage to surfaces;
Hard floors are free from dust, debris, removable soil, stains and build-up;
1.6.19 Soft floors are free from debris, removable soil, stains and odours;
1.6.20 Furniture, fixtures and fittings are free from dust, removable soil, smears, spots and spillages;
1.6.21 Paintwork, walls and doors are free from dust, removable stains, grease, smears, spots and spillages;
1.6.22 Sanitary ware is free from dust, removable soil and stains on inside and outside surfaces. Taps, overflows, outlet, chain and plug are free from grease, scum, debris and deposits;
1.6.23 High and low level surfaces are free from dust, cobwebs, removable soil, grease, spots and splashes.  All types of refuse holders are free from soils, grease, spots and spillages on both inside and outside surfaces;
1.6.24 Windows, internal glass, panels and partitions are free from dust, grease streaks, smears, spots, splashes, marks and sticky deposits to their full height.;
1.6.25 Venetian/vertical and roller blinds are free from dust, grease, streaks, smears, spots and splashes.  Due care must be taken while handling and operating  blinds.
1.6.26 Telephones are free from dust, grease, smears and streaks and are disinfected on a daily basis.

1.7 CLEANING STANDARDS & NORMS
The Service Provider needs to take into account the following cleaning standards and norms which needs to be applied during the course of the service:

	Cleaning detergents


	Ammoniated liquid detergent cleaners shall comply with SABS 1225.

Acidic water bowl cleaner in powder or granule from shall comply with SABS 1256, and

Liquid acidic cleaner for sanitary ware shall comply with SABS 1257.

	Disinfectants


	Disinfectant liquids of the coal tar type shall comply with SABS 47.

Disinfectants containing stabilized chlorine shall comply with SABS 643

Detergent disinfectants based on stabilized inorganic chlorine compound shall comply with SABS 1032.

Disinfectants used for automatic dispensers to toilets and urinals shall comply with CKS 459.

	Polish


	The Service Provider will be advised by the Milpark Education  representative which furniture, if any may be polished.

	Finishes (Walls and floors)
	Flooring shall be cleaned in accordance with SABS 1224.

Wipe wooden wall finishes with approved detergent complying with SABS standards.

Tile surfaces are to be cleaned with approved detergent complying with SABS 525.

All cleaning and maintenance of floor shall be carried out in accordance with SABS Code of Practice 0170.

	Carpets and carpet tiles
	Carpets must be vacuumed cleaned with industrial standard equipment.

	Dusting, Wiping, Clean, etc.
	Wipe all surface areas with a clean damp cloth

All ornaments, window sills need to be dusted

Turnstiles to be cleaned with a damp cloth. 

	Bin Bags
	Ensure that clear bins bags are used at all times.


GENERAL

Cleaning material and chemicals needed to perform the services must be supplied by the successful contractor.

Respondents need to provide proof and certification documentation with regards to adherence to all Local and National health regulations.

Respondents entering an offer for the Hygiene Services need to forward confirmation of the method and site that is used for the disposal of the material removed. A certified copy of the official permit granted MUST be attached to this proposal document.
Notes to Service providers:
· The provision of the cleaning services at the offices specified shall implement all the applicable “green cleaning” methodologies and cleaning products as dictated by advances in technology.  The Service Provider shall take cognizance of this requirement and make their recommendations on their proposal to Milpark Education.
·  It shall be the Service Provider’s responsibility to maintain clean, safe, healthy office facilities and eliminate contaminants that affect Milpark Education employees’ health, performance and attendance.  Milpark Education is committed to the implementation of cleaning processes and supplies that protect its employees’ health without harming the environment

· The Service Provider shall purchase and utilize environmentally sensitive cleaning products below (please note that this list is not exhaustive):

· Bathroom Cleaners – products used to clean hard surfaces in a bathroom such as counters, walls, floors, fixtures, basins, tubs or tile.

· Carpet Cleaners – products used to eliminate dirt and stains on rugs and carpeting.

· General Purpose and Hard floor Surface Cleaners – products used for routine cleaning of hard surfaces, including impervious flooring such as concrete or tile.  This category does not include products intended primarily to strip, polish or wax floors and it does not include cleaners intended primarily for cleaning toilet bowls, dishes, laundry, upholstery or wood.

· Glass, Window and Mirror Cleaners – are products used to clean glass, windows, mirrors or metallic or polished surfaces.

· Hand Cleaners and Soaps – are products used for routine non-specialized hand cleaning
· Paper Products – are paper towels or other paper used for cleaning and do not include toilet paper, facial tissue or paper towels used for drying hands
1.8 PREMISES, & EQUIPMENT (INSERT TABLE OF EQUIPMENT)

The Service Provider shall have the use of water and electricity, storage room and a rest room The exact allocation of facilities will be agreed upon once the needs of both Milpark Education and other Service Providers have been determined. The Service Provider’s use of the facilities is subject to the following conditions:

1.8.1 The premises are maintained in a clean and orderly manner, in keeping with good housekeeping principles.

1.8.2 The premises are not used for any activities other than those relating to the rendering of the service as specified by this document.

1.8.3 Milpark Education retains the rights of inspection.

1.8.4 The Service Provider must supply all furniture and equipment required.

1.8.5 The Service Provider shall ensure that their entire staff complies with the regulations in terms of use of the facilities.

1.8.6 In conclusion, Milpark Education will provide what it deems as adequate office and storage facilities for the Service Provider and the Service Provider shall have access to such facilities for the duration of the contract period only.

1.8.7 Upon termination and / or conclusion of the contract the Service Provider shall remove all its equipment and material from the premises and hand back keys to Milpark Education.
2.    STAFF STRATEGY

Service Providers are to allow for the following staff provision: 
· Six (6) cleaners (Two males and Four females) 
The successful Service Provider will be required to enter into a written contract with Milpark Education This contract will contain performance penalties and service level agreements based on the Specifications document. 
2.1 CLEANING SERVICE PERSONNEL

2.1.1 Identification

 It will be the responsibility of the Service Provider to ensure that all cleaning personnel on site display their identity tags at all times in such a way as to be fully visible. Subject to satisfying the foregoing, staff failing to display their identification tags may be removed from the site. The Service Provider must take responsibility for deactivation of such cards in cases where staff is no longer in the service of the Service Provider or at the expiry of the contract. 
2.1.2 Medical fitness

Milpark Education reserves the right to require that all Service Provider personnel be certified fit for duty. 

2.1.3 Training

Milpark Education recognizes the need for training, both induction and during the course of employment, and expects to derive both benefit and value-for-money from all training undertaken by employees of the Service Provider engaged in relation to this contract. The Service Provider shall ensure that the absence from operational duty of staff attending a training course does not affect the satisfactory provision of the specified services and shall provide relief staff to cover the affected areas. 
2.1.4 Uniforms

All Service Provider staff is to wear protective uniforms, headgear and masks, and fully covered shoes and/or boots (appropriate to their tasks and functions) whilst on duty. The Service Provider shall supply all uniforms, which shall be of good quality and in a style approved by Milpark Education. All uniforms must bear the name and logo of the Service Provider.

The Service Provider shall ensure that all its personnel employed in rendering of the Service are at all times whilst on duty are neatly dressed, presentable and hygienic.

The Service Provider must issue full protective uniform including gloves.
2.1.5 Relief staff

The Service Provider shall provide relief-staff, in the event of labour unrest, seasonal workload peaks or to replace staff on training, leave or sick leave provided that Milpark Education ’s Manager is given reasonable notice and details of this. The Service Provider will bear all costs related to the provision of relief staff.

2.1.6 First Aid

The Service Provider shall be responsible for the provision and replenishment of first aid boxes, which shall be under the control of a trained first aid provider. In cases of emergency, the supervisor on site shall refer the incident to the Manager or the Assistant Manager: Supply Chain Management and Assets, to assess the situation or assistance. Where possible, Milpark Education Manager or Assistant Manager will offer assistance. If there is a cost involved for the provision of such medical emergencies, then the Service Provider must bear the costs. The Service Provider must at all times comply with the health and safety policy of Milpark Education. Failure to comply poses higher risk to Milpark Education and could constitute a breach of contract which may lead to the termination of the contract.
2.2 COMPLAINTS REGISTER

A complaint register, in which complaints in respect of the service have been recorded, will be made available at an agreed point or points. The supervisor must check the entries in the book(s) on a daily basis to ascertain what complaints have been made and to ensure that these receive attention within 24 hours at the most. Complaints must be resolved within 48 hours. All complaints must be registered in writing with the Manager 
2.3 GENERAL CLEANING SERVICE

2.3.1 The Service Provider shall provide general and ad hoc services relating to the Cleaning Services on a day to day basis to meet the requirements of Milpark Education . .
2.3.2 Posters on walls, doors, etc. – No pamphlets, posters notices or any other advertising material are allowed to be displayed on any wall inside or outside buildings, lifts, or on glass entrance doors. Only notice boards are to be used for this purpose. Supervisors have to remove all such materials on a continuous basis.  Exceptions to this rule will be pointed out to the Service Provider.
2.3.3 The Service Provider shall ensure:-

· That Staff is assigned to all offices and/or other accommodation and such other specific departments within Milpark Education, as the Manager shall advise and agree with Service Provider, and shall ensure continuity in the deployment of such Staff is maintained;

· Individual Staff are consistently allocated to work in a specific area or with a specific department with minimal changes, save to the extent reasonably required to maintain the Service Standards.

· The Service Provider shall not use less than the human resources complement set out in tender submission document. 

· The Service Provider shall provide services of high quality and standard to the satisfaction of the Manager.  The persons employed shall be able to communicate in English, be of good character, physically fit and of good habits and shall be well conducted, civil and obliging at all times.  

· Employees of the Service Provider shall not idle about aimlessly or use the seating in the public areas for relaxation.

· The Service Provider shall ensure fair labour practice by complying with the industrial relations and personnel policies of Milpark Education, where they do not breach the parties' joint labour practices.

· The employees of the Service Provider who are required to be on or in Milpark Education premises shall at all times be neatly and appropriately attired to the satisfaction of the Manager. Employees of the Service Provider or shall be clearly identifiable by means of their uniforms or badges.  Uniforms are to be worn at all times, without any exception.  
3.  SPECIALISED CLEANING SERVICE PROGRAMMES
The Service Provider shall provide a routine Specialist Cleaning Service relating to the Cleaning Services on a basis to be agreed with the cleaning manager as specified,
3.1.1 Venues and Toilets
The service provider is to liaise with Milpark Education on availability of venues for the specialised cleaning programs to be implemented over the breaks.

4. WASTE REMOVAL & RECYCLING
4.1 The Cleaning Service Provider shall carry out procedures for the removal of all waste from Milpark Education buildings to the designated waste removal area. The Service Provider shall undertake a process of recycling all possible waste into the various standard categories as per requirements from Milpark Education.
4.2 The Cleaning Service Provider shall be responsible for sorting out waste according to paper, tins / cans and other household waste i.e. recyclable waste from non-recyclable.  Paper recycling: – The Service Provider must ensure that paper is separated from other refuse and stored in designated areas.  Other recyclable items to be sorted out accordingly and stored in designated places.  No staff member of Milpark Education or the Service Provider may remove any paper, cartridge, cans or tins from the Milpark Education premises for the reason of personal use, selling it, or to make it available to any other person or body for whatever reason. 
4.3 The Cleaning Service Provider is to refer to and comply with the specifications and requirements contained in the Waste Removal Management Specifications. 

5. CONTROL OF MATERIALS, EQUIPMENT AND CONSUMABLES

5.1 
The Service Provider shall be responsible for the replenishing, safe storage, distribution and 
control of consumables, to agreed inventory levels, of consumables and some non-
consumables required by the staff in the provision of the Cleaning Services.

5.2 
The Service Provider shall be responsible for safe storage of all consumables. Should any of 
its staff members found to be pilfering the cost shall be recoverable from the Service Provider.

5.3 
The Service Provider’s supervisor to maintain records of receipts and issues which should be 
reconciled and reports submitted to the Cleaning manager on a monthly basis.

5.4 
The Service Provider will be responsible for the safe storage and use of materials and 
equipment required for the provision of the cleaning services and for all costs incurred in their 
safe storage and use.
5.5 
The Service Provider shall:
5.5.1 Ensure any non-compliant cleaning equipment is not used by any person whomsoever in the   provision of the cleaning services;
5.5.2 Ensure all cleaning materials are designed for specific use in specific areas of Milpark Education  premises;
5.5.3 Ensure all cleaning equipment to be used in a particular area only is clearly designated for such area and under no circumstances used elsewhere;
5.5.4 Ensure that their staff is properly trained in the use of cleaning materials and equipment.

5.5.5 Ensure that equipment used is safe and does not endanger the operator / s or member of the public in the surrounding areas where the equipment is being used.
5.5.6 Ensure the standards of the equipment shall comply with the following:-

· All products shall be “fit for the purpose”.

· In the case of electrically operated equipment, products shall comply with the  applicable SABS standard:

· The Service provider shall maintain a colour coding system for equipment and materials to minimize cross contamination from one type of area to the next:-

· Red – toilets

· Yellow – kitchens

· Blue - all other areas

6. CODE OF CONDUCT

6.1 The Service Provider and his employees agree not to give any gifts, gift vouchers or any advantages to Milpark Education  employees either directly or indirectly unless market related prices are paid for it. This includes “kick-backs” and “spotter fees”. The Service Provider further agrees not to grant any loans, money or otherwise, to Milpark Education  employees, and vice versa. Contravention of this clause may result in the immediate cancellation of the contract.

6.2 The Service Provider is not allowed to hold any social functions on Milpark Education  premises unless permission for it is obtained beforehand from the Manager. 

6.3 Social interaction between the Service Provider and Milpark Education’s employees during working hours is prohibited.

6.4 No labour union meetings, either in house or with union officials, on Milpark Education  premises will be permitted.

6.5 The Service Provider shall not use Milpark Education  address or Logo internally or externally for his or her own correspondences.
6.6 Service Providers staff shall not hold unauthorized meetings, involve in industrial action within Milpark Education premises, incite or and participate in any industrial action within the premises.
6.7 In addition to the cleaning and services, the Service Provider shall provide all such other services as may be ancillary to or reasonably necessary to meet the specifications and service standards.  This includes setting up of venues and cartage of furniture & equipment.

6.8 The Output Specifications shall take precedence over any other specifications provided by the Service Provider.  To the extent that the specifications are not adequate to ensure compliance with the Output Specifications, the Service Provider shall be required, subject to approval of the Cleaning Manager, to amend the said specifications.  In such case Milpark Education  and the Service Provider shall amend these Specifications in writing to reflect such amendment.
7. GENERAL OBLIGATIONS
7.1 HEALTH AND SAFETY
7.1.1 The Service Provider’s contract manager will adhere to all scheduled meetings stipulated by Milpark Education Manager.

7.1.2 The Service Provider’s health and safety officer will visit the site and liaise with Milpark Education Manager should it be requested.

7.1.3 Meetings with Manager and other parties:

· The Service Provider shall make its contract manager available at all times to meet with, discuss, report any issues requiring attention with the Manager or other Milpark Education designated persons.  

7.2 RESPONSIBILITIES IF ACCESS TIME CANNOT BE ADHERED TO
In the event that any of the Areas are in use during the Access Times or the access times agreed, the Service Provider shall liaise with the Manager to agree alternative Access Times so as to ensure the Service Provider is able to comply with the terms of this Specification.

7.3 TRAINING
7.3.1 The Service Provider shall ensure that all their Staff is adequately trained for the proper fulfilment of their duties in respect of this Cleaning Services specification.  The Service Provider shall provide an outline of all training and development programmes for staff.

SECTION 4: TENDER FORMS AND RELATED DOCUMENTATION
TENDER FORMS AND CERTIFICATES
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Schedule D 
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SCHEDULE A: IMPORTANT CONDITIONS & MISCELLANEOUS REQUIREMENTS

1. I/We hereby tender to supply all or any of the supplies and/or to render all or any of the services described in the attached documents to Milpark Education on the terms and conditions and in accordance with the specifications stipulated in the tender documents (and which shall be taken as part of, and incorporated into, this tender) at the prices and on the terms regarding time for delivery and/or execution inserted therein.

2. I/We agree that:

2.1 the offer herein shall remain binding upon me/us and open for acceptance by Milpark Education during the validity period indicated and calculated from the closing time of the tender;

2.2 if I/we withdraw my/our tender within the period for which I/we have agreed that the tender should remain open for acceptance, or fail to fulfil the contract when called upon to do so, Milpark Education  may without prejudice to its other rights, agree to the withdrawal of my/our tender  or cancel the contract that may have been entered into between me/us and Milpark Education  and I/we will then pay to Milpark Education  any additional expense incurred by Milpark Education  having either to accept any less favourable tender or fresh tenders have to be invited, the additional expenditure incurred by the invitation of fresh tender and by the subsequent acceptance of any less favourable tender, Milpark Education  shall also have the right to recover such additional expenditure by set-off against  moneys which may be due or become to me/us under this or any other tender or contract or against any guarantee or deposit that have been furnished by me/us or on my/our behalf for the due fulfilment of this or any other tender or contract and pending the ascertainment of the amount of such additional expenditure to retain such moneys, guarantee or deposit as security for any loss Milpark Education  may sustain by reason of  my/our default;

2.3 if my/our tender is accepted the acceptance may be communicated to me/us by letter or ordinary post or registered post and that SA Post Office Ltd shall be regarded as my/our agent.  Delivery or such acceptance to SA Post Office Ltd shall be treated as delivery to me/us;

2.4 the law of the Republic of South Africa shall govern the contract created by the acceptance of my/our tender and that I/we choose domicillium citandi et executandi in the Republic (full address).

3. I/We furthermore confirm that I/we have satisfied myself/ourselves as to the correctness and validity of my/our tender, that the price(s) and rate(s) quoted cover all the work/items(s) in these documents; and that the price(s) and rate(s) cover all my/our obligations under a resulting contract. I/we accept that any mistakes regarding price(s) and calculations will be at my/our risk.

4. I/we hereby accept full responsibility for the proper execution and fulfilment of all obligations and conditions devolving on me/us under this agreement as the Principal(s) liable for the due fulfilment of this contract.

5. I/We agree that any action from this contract in all respects be instituted against me/us and I/we hereby undertake to satisfy fully any sentence or judgment which may be pronounced against me/us as a result of such action.

6. I/We declare that I/we have participation /no participation in the submission of any other offer for the supplies/service described in the attached documents.  If in the affirmative, state name(s) or tender(s) involved.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

7. Are you duly authorized to sign the tender?
*YES / NO



*Delete whichever is not applicable

	SIGNATURE (S) OF TENDER OR ASSIGNEE(S)     







	DATE:














COMPANY INFORMATION

Please complete the following in block letters

Capacity and particulars of the authority under which this tender is signed 

Name of Service Provider 









Postal Address











Telephone number(s) (Toll free if applicable)







Facsimile number(s)










Email Address(s)










Tender Number











Name of contact person










SEE BELOW FOR IMPORTANT CONDITIONS

1. IMPORTANT CONDITIONS

1.1 Failure on the part of the Service Provider to sign this tender form and thus to acknowledge and accept the conditions in writing or to complete the attached forms, questionnaires and specifications in all respects, may invalidate the tender.

1.2 Tenders should be submitted on the official forms and should not be qualified by the Service Provider’s own conditions of tender.  Failure to comply with these requirements or to renounce specifically the Service Provider’s own conditions of tender, when called upon to do so may invalidate the tender.

1.3 If any of the conditions on this tender form are in conflict with any special conditions, stipulations or provisions incorporated in the tender, such special conditions, stipulations or provisions shall apply.

1.4 This tender is subject to Milpark Education Procurement Policy.  

IMPORTANT CONDITIONS

MISCELLANEOUS REQUIREMENTS

1. The tender forms are drawn up so that certain essential information is to be furnished in a specific manner.  Any additional particular shall be furnished in the enclosed questionnaire or in a separate annexure.

2. The tender forms should not be retyped or redrafted.  Additional information may be provided in the submission.  

3. Tender forms should not be filled in by means of mechanical devices, for example typewriters, black ink must be used to fill in tenders.

4. Service Provider shall check the numbers of the pages and satisfy themselves that none are missing or duplicated.  No liability shall be accepted in regard to claims arising from the fact that pages are missing or duplicated.  Each page must be initialled.

5. The forms attached, shall be completed and submitted with the tender

6. Where items are specified in detail, the specifications form an integral part of the tender document and Service Providers shall indicate in the space provided whether the items offered are to specification or not.

7. In respect of the paragraph where the items offered are strictly to specification, Service Providers shall insert the words “as specified”.

8. In cases where the items are not to specification, the deviations from the specifications shall be indicated.

9. The tender prices shall be given in units shown.

10. All prices shall be quoted in South Africa currency.

11. Unless specifically provided for in the tender document, no tenders transmitted by email, telegram, telex, facsimile or similar apparatus shall be considered.

12. These conditions form part of the tender and failure to comply therewith may invalidate a tender.

13. Service Providers are requested to promote local content optimally.  

DECLARATION OF INTEREST 

Compulsory declaration by service provider to the MILPARK EDUCATION  

I _______________________________________________________________________________

(Service provider representative)

From ____________________________________________________________________________

(Company name)

authorized to represent the company hereby declare that no member of the company or University will benefit materially from the award of this tender outside the terms and conditions of the contract, that no approaches were made and that the award of this tender is made free of any bribes, backhanders or any other form of unauthorized benefit.

I hereby undertake that any breach of the above will be brought to the attention of the MILPARK EDUCATION and any failure to disclose same forthwith, might lead to immediate cancellation of such contract, and that MILPARK EDUCATION reserves all rights available to it.

Thus signed at _____________________________________ on___________________________ 

(Place)







(Date)

_____________________

Signature

SCHEDULE B: LIST OF CONTACTABLE REFERENCES
1. Contactable customer list (minimum of three references) of contracts of a similar size where more than six (6) cleaners are employed per contract. 

2. The contract period must be for a minimum period of two years (2), at least two references must be current and already in operation. These references should include the name of the entity, nature of contract, contact person (contract manager) and office telephone number. 
	NAME OF COMPANY
	CONTACT PERSON
	TELEPHONE NUMBER
	CONTRACT VALUE
	NUMBER OF CLEANERS
	DURATION OF CONTRACT

	1
	
	
	
	
	

	2 
	
	
	
	
	

	3 
	
	
	
	
	


	COMPANY EXISTENCE  
	Indicate number years: 


	SUPERVISOR  YEARS OF EXPERIENCE
	Indicate number of years of experience: 

	
	Attach detail CV
	YES
	NO


	PROOF OF REGISTRATION -  NCCA OR BEECA (OR SIMILAR ASSOCIATION) 
	Attach proof of registration
	YES
	NO


	PROOF OF LOCAL EMPOWERMENT -100% BLACK OWNED BUSINESS LOCATED IN GAUTENG 
	Attach valid proof (Utility bill) 
	YES
	NO


SCHEDULE C: DETAILS OF SERVICE PROVIDER’S NEAREST OFFICE

Service providers must complete a table below supplying details of their office located nearer to Milpark Education.  
	DETAIL
	SERVICE PROVIDER
	COMMENTS

	Physical address of Service Provider’ nearest office 
	
	

	Telephone No of nearest office
	
	

	Time period for which such office has been used by Service Provider
	
	

	Fax No of nearest office
	
	

	Email address of contact person
	
	


NAME OF SERVICE PROVIDER



NAME IN CAPITALS



SIGNATURE OF (ON BEHALF OF) SERVICE
SCHEDULE D: HEALTH AND SAFETY REGULATIONS 

The successful Service Provider must provide a Health and Safety Plan (plan of operation and conduct) and hand it in for approval at the Manager which must be approved by the department of Risk Management Services as soon as possible after appointment, but not later than 7 (seven) days prior to the starting date of the contract.

Please note that the Service Provider will not be allowed to perform any service before the said plan has been approved by Milpark Education.  Should the Service Provider fail to start with service on the starting date of the contract, due to the late submission of the Plan, and if Milpark Education will have to obtain the services of another company to perform intermediate service, the Service Provider will be responsible for any service, administration and/or legal costs.

SAFETY REGULATIONS/SPECIFICATIONS FOR SERVICE PROVIDERS

Service Provider’s details: (Hereinafter referred to as the “Service Provider”)

	Service Provider name: (Service Provider company name). (If not a company or close corporation, state name and surname of person to conduct work.)
	

	Service Provider’s company registration no: (In event of registered company or close corporation)
	

	Business address:

(Domicillium citandi et executandi)
	

	
	

	
	

	Postal address:
	

	
	

	
	

	Postal code:
	

	Telephone number:
	

	Fax number:
	

	E-mail address:
	

	COID (Compensation for Occupational Injuries and Diseases) registration no:
	

	Nature of contract work: (Refer also to definition of construction work, as per the Construction Regulations)
	


1. INTRODUCTION

To ensure that Service Providers adhere to the health and safety requirements of Milpark Education and those referenced in the relevant legislation, rules have been drawn up for Service Providers, sub service Providers and their employees whilst they are on Milpark Education 's property.

All main or principal Service Providers shall ensure that any subservice Provider employed by them will receive a set of these rules, read and adhere to them. Service Providers will be held responsible for any breaching of the rules during the period of the contract.

This undertaking shall be read in conjunction with any other main/principal agreement entered into by the Service Provider and Milpark Education in regard to the contract work to be conducted.

2. CONTRACT WORK

The contract work shall be conducted strictly in accordance to that agreed upon and in a safe and responsible manner. To this end, the Service Provider acknowledges that he is fully conversant with the provisions of the Occupational Health and Safety Act No. 85 of 1993 and the Compensation for Occupational Injuries and Diseases Act No. 130 of 1993 and the Regulations issued in terms of the said Acts and that his employees, agents have similar knowledge.


3. TOOLS AND EQUIPMENT

The Service Provider shall not be permitted use of Milpark Education 's equipment save in exceptional circumstances when the intended user thereof will be required to sign an "at own risk" indemnity in favour of Milpark Education.
The Service Provider shall provide his own tools and equipment and these shall remain under lock and key when not in use and Milpark Education shall not be liable for any loss thereof or damage thereto, howsoever caused.

4. REMOVAL OF ITEMS

The Service Provider or any person engaged in the contract work shall not remove any item from the site without the permission of Milpark Education Manager.
5. MOVEMENT ON MILPARK EDUCATION 'S PROPERTY 

The Service Provider shall advise all persons under his control that movement on the property, other than in the area of the contract work, is strictly forbidden unless special permission is obtained from Milpark Education Cleaning Services Manager 
6. CLOTHING AND SAFETY APPARATUS/EQUIPMENT

Appropriate protective clothing, safety apparatus and equipment shall always be worn or used on the site. The Safety Coordinator must be consulted on particular requirements. 

7. COMBUSTIBLES AND FLAMMABLES

No combustible and/or flammable material will be permitted or stored on site.

8. DAMAGE TO PROPERTY

· Should any property belonging to or in the care of the Service Provider or any person engaged?
in the contract work be damaged, Milpark Education shall not be liable howsoever caused, and the Service Provider fully indemnifies Milpark Education in respect thereof.

· Should any property belonging to Milpark Education be damaged, such damage should immediately be reported to Milpark Education Cleaning Services Manager and the Service Provider shall be liable to compensate Milpark Education should the loss or damage to the said property be as a result of the negligence or otherwise of any person engaged in the contract work.

· Should any property of any other party be damaged through and by way of the contract work, Milpark Education shall not be responsible therefore and the Service Provider indemnifies and holds Milpark Education harmless accordingly.

9. ACCIDENTS

Any accident or injury shall be reported immediately to Milpark Education Manager or the Assistant Manager: and if reportable in terms of Section 24 of the OHS Act, it shall also be reported by the Service Provider to the appropriate Inspector. Proof of such report shall be given to Milpark Education Manager within 48 hours. In regard to the reporting of accidents, the Service Provider is furthermore specifically referred to Regulation 8 and 9 of the General Administration Regulations issued in terms of the OHS Act.

10. LIQUOR, DRUGS, DANGEROUS WEAPONS AND FIREARMS

The Service Provider shall ensure that no liquor, drugs, dangerous weapons or firearms are brought onto the premises.

11. RIGHT TO SEARCH

The Service Provider and any person engaged in the contract work may at any time be searched by Milpark Education ’s security personnel and all packages, bags and other personal possessions must be presented to the access control point for examination prior to being brought onto or taken off the property. 

12. OHS ACT: RESPONSIBILITIES

In terms of Section 37(2) of the Occupational Health and Safety Act of 1993, the following is hereby agreed:

The Service Provider shall be responsible for the implementation of the terms and provisions of the Act and Regulations in the area where the work is to be undertaken for Milpark Education.
· The Service Provider shall be responsible for the wellbeing, in relation to health and safety, of all persons coming into such area in accordance with that legislation, subject to any directives issued by management of Milpark Education. The Service Provider undertakes to report to Milpark Education Manager or the Assistant Manager any hazard to health and safety which exists or arises during the contract work in the area concerned, and over which the Service Provider has no control. The Service Provider shall issue all appropriate safety/health equipment to all persons working or coming into the area. The Service Provider furthermore agrees to specifically abide by and implement the provisions contained in Milpark Education Safety Policy and the OHS Act.

13. INDEMNIFICATION

The Service Provider hereby certifies that all contracting staff recognises the inherent hazards that exist on the site and that he

· enters the property entirely at his own risk and waives any claims of whatsoever nature against Milpark Education, its employees, agents in respect of any loss, damage, death or injury whether as a result of any negligent act or omission on the part of Milpark Education, its employees, agents or other independent Service Providers or by third persons or by way of defective equipment or materials supplied by the Company, nothing at all excepted;

· Indemnifies Milpark Education, its employees, agents against any claims from the Service Provider's employees and/or from any other persons arising and being caused in the manner set out as aforesaid, nothing at all excepted.

I, 











being the Service Provider, hereby acknowledge and accept the above terms and agree that all persons engaged on the said contract work shall adhere to all the above rules.

________________________________________
____________________________

SIGNATURE





DATE

Service Provider




 
SCHEDULE E: ACKNOWLEDGEMENT OF TENDER

I/We                                                                           having examined the Request for Tender Document and all other information available prior to the closing date, hereby offer to execute, complete and maintain the whole of the said works and to supply all the requisite services in conformity with the aforesaid documents.

Name of Service Provider:
____________________________________

Address:


____________________________________





____________________________________





____________________________________





____________________________________





____________________________________

Telephone Number:

____________________________________

Fax Number:


____________________________________

Email Address:


____________________________________

Company Stamp:

___________________________________
SCHEDULE F: CODE OF CONDUCT FOR SERVICE PROVIDERS
1. By submitting this tender, the service provider hereby acknowledges and confirms adherence to the following:

1.1. the founding provisions of the Constitution of South Africa, that describe the Republic as a state founded, inter alia, on human dignity, the achievement of equality and the advancement of human rights and freedoms;
1.2. the provisions in the Bill of Rights that address labour relations, including the right to fair labour practices, to join trade unions and to bargain collectively;

1.3. legislation such as the Labour Relations Act, Basic Conditions of Employment Act and Employment Equity Act, which set out the legal framework for industrial relations;

1.4. Milpark Education Mission Statement, including its commitment to promote equal opportunity and the full development of human potential, to transcend the legacy of apartheid and to overcome all forms of gender and other oppressive discrimination.

1.5. decent standards of work and full adherence to the laws of the Republic of South Africa, including legislation that protects the rights of workers

1.6. Freedom of association and collective bargaining

2. Working conditions

The service provider pledges to:

2.1 Ensure a safe and hygienic working environment is provided, bearing in mind prevailing knowledge of the industry and of any specific hazards. 

2.2 Ensure that adequate steps are taken to prevent accidents and injury to health arising out of, associated with, or occurring in the course of work by eliminating, as far as is reasonably practicable, the causes of hazards inherent in the working environment. Occupational health and safety practices are conducted in accordance with a best practice checklist provided by Milpark Education.
2.3 Ensure that regular and recorded health and safety training is provided, and such training is repeated for new or re-assigned workers.

2.4 Ensure that all its staff members are provided with PPE as per requirement at all times.

2.5 Ensure that all chemicals are handled in the prescribed format.

2.6 Ensure that access to clean ablution and changing facilities and to potable water and, if required, sanitary facilities for food storage are provided.

2.7 Ensure that responsibility for health and safety is allocated to a senior management representative nominated by the specific service provider.

3. Minimum wages

3.1 Minimum wages are paid in accordance with the rates fixed by the bargaining council.   Service Providers must ensure that the employee receives the full wages and all other service benefits due to him or her as provided for in terms of any applicable legal provision, agreement, contract or determination. 

3.2 Service providers must comply with all obligations imposed by law on employers to ensure that their employees qualify for or receive any social security benefits or other financial benefits provided for in terms of law;

3.3 Service providers must comply with all obligations imposed by law on employers relating to the deduction of annual amounts as contemplated in section 43 of the Act, or levies as contemplated in section 4(2)(b) of the Levies Act, from the employee’s wages, remuneration or reward, as well as the payment thereof to the Authority. 

4. The service provider will ensure the following: -
4.1 All its staff members are provided with and wear a uniform which complies in terms of safety and protective requirements.

4.2 All its staff members to wear identity documents at all times.

4.3 All its staff members refrain from smoking, playing loud music or using bad language while working.

4.4 All its staff members do not behave or speak in a racist, sexist or other unpleasant manner towards staff, students or visitors of Milpark Education.
4.5 All its staff use and store equipment and materials in the designated places and manner.

4.6 The service provider affirms that they will not abuse or exploit workers.  

4.7 Service providers must comply with all obligations imposed by law on employers aimed at the training and skills development of its employees.

SCHEDULE G: CONDITIONS OF CONTRACT AND OPERATIONAL REQUIREMENTS

1. contract

The contract for the supply of the required Services in terms of this invitation to tender shall come into being on the date of issue of the letter of acceptance of the Service Providers tender by Milpark Education (as the case may be hereafter referred to as commencement date) and shall continue in force for a period of 36 months (3 years).  However, Milpark Education has the option to terminate this service with a notice period of 1 (one) calendar month.

2. Fees and charges
2.1 In consideration of the Services the Service Provider shall be paid the fees stipulated in the completed Tender Price Schedule H and I, which fees shall be paid in accordance with the payment provisions contained in paragraph 43 of the General Conditions and Procedures.

2.2 The contract is a full risk contract for a period of 36 months (3 years) with the option to renew.   Application for a price increase will only be considered if submitted with written proof that it is due to circumstances beyond the control of the Service Provider (e.g. statutory increase in the price of labour) as well as an exposition of how the new prices have been arrived at (breakdown of various cost components, percentage increase per cost component, proof of increase per cost component). A price increase brought about by circumstances within the control of the Service Provider (e.g. voluntary increase in the price of labour) will not be considered. An auditor's certificate (external auditors) certifying price increases may be acceptable in exceptional instances.

2.3 The Service Provider must provide for a 2% service fee on the total monthly sales to the Milpark Education, payable to The Consortium (PURCO SA) on submission of the monthly sales report.

2.4 The Service Provider must indicate any discounts that will be considered 

Trade………………………….
Settlement (30 days from statement):………….

Early settlement (sooner than 30 days from statement): (Please specify):………..

2.5 MILPARK EDUCATION reserves the right to accept price increases or to terminate the contract in part or in whole.

2.6 No price increase with retrospective effect will be considered.

2.7 Any application for a price increase shall only become effective if approved by Milpark Education, provided that a minimum period of 30 (thirty) days from date of application is required before any price increase may become effective.

2.8 Increased prices will be paid only after Milpark Education has approved them. Any invoice reflecting increased prices that have not been approved by Milpark Education, will be paid at the approved prices only.  Payment of any consideration in terms of the contract shall not constitute acceptance of any defective or non-conforming Services or otherwise relieve Service Provider of any of its obligations under the contract.

2.9 To the extent that Milpark Education disputes the correctness, nature, extent or calculation of any fees or expenses payable to Service Provider in terms of the contract, MILPARK EDUCATION shall be entitled to withhold payment of such disputed amounts until such time as such dispute is resolved.

To the extent that Milpark Education disputes the standard of service provided, Milpark Education shall be entitled to endorse penalties.

3. CLEANING Manager

3.1 It is recorded that Milpark Education  shall designate or appoint a person to provide management and related support services in respect of the services provided by various service providers at Milpark Education  (“the manager).  Once this person has been designated or appointed the primary contact between Milpark Education  and the Service Provider relating to all operational aspects relating to the Services shall be through him or her. The Manager shall designate / appoint contact persons. . 

3.2 The Service Provider shall provide the Services in accordance with the service specifications and service levels detailed in the Specifications and any service level agreement implemented at Milpark Education  relating to the Services as contemplated in clause 10 of this Part 2. 

4. relationship manager

The Service Provider shall appoint a relationship manager who shall be responsible for liaising and meeting with Milpark Education and the Milpark Education Manager relating to the Services.

5. general responsibilities of the Service Provider

5.1 Articles, materials and equipment.  

5.1.1 The Service Provider shall, upon receipt of a written request from Milpark Education , provide Milpark Education  with the names of manufacturing firms, technical specifications and costing relating to all equipment used in the provision of the Services together with sample of the equipment.  The Service Provider shall provide a list of all equipment bought on to the premises with their asset numbers to the Cleaning Manager.  The Manager shall ascertain whether adequate quantities have been provided to enable the service to be carried out

5.1.2 The Service Provider shall ensure that it uses all articles, materials, consumables and equipment strictly in accordance with the manufacturers’ specifications.

5.1.3 The Service Provider shall ensure that equipment and material are only used in designated areas and that no material or equipment is used between contracts that are outside the parameters of Milpark Education. It is the Service Provider’s responsibility to ensure that the equipment is adequate to render the service levels required and that all equipment is maintained in an acceptable and working condition.

5.1.4 Equipment must be used in designated areas only and not be moved between contracts or groups of buildings. Application of equipment and information submitted according to the Service Provider’s offer will be enforced.

5.1.5 Save as provided for otherwise in the Specifications, the Service Provider shall at its cost maintain, replace, replenish all articles, materials and equipment used in the provision of the Services as required to enable Service Provider to comply with its obligations stipulated in the contract, as required to ensure that such articles, materials and equipment can be used in a safe and cost effective manner and as required in accordance with good industry practices.

5.1.6 All equipment used must have a noise level of not more than 50 dB (A).

5.1.7 The Service Provider undertakes to provide, subject to exceptions provided for in this Agreement, all required materials, equipment machines and vehicles to meet and carry out its obligations in terms of this Agreement.

5.1.8 The Service Provider undertakes to at all times, keep an inventory list of all materials, equipment and/or furniture that were issued to them by Milpark Education ,and to provide and maintain an inventory of all materials, equipment and / or furniture brought to Milpark Education  premises. 

5.1.9 The Service Provider shall provide and maintain in good order and condition all the required equipment, vehicles and machines necessary to meet and carry out its obligations in terms of this contract. 

5.1.10 The Service Provider is to supply all vehicles required to perform the cleaning and cartage operations on site.  The Service Provider shall be responsible for the registration and comprehensive insurance of all its vehicles and equipment used on the premises . All vehicles that are to be used on the Milpark Education  premises  must bear the Service Providers logo.

5.2 Milpark Education ’s operational requirements.  The Service Provider shall, in the provision of the Services, have due regard to the operational requirements of Milpark Education  and other parties occupying or operating from Milpark Education  and shall not do, or permit to be done, anything which may negatively impact on such parties’ operational requirements.

5.3 Problem identification and reporting.  The Service Provider shall be proactive in reporting any matters which it may become aware of which may impact on the business continuity or operations of Milpark Education  at all of its premises .  Without detracting from the generality of this statement, Service Provider shall:-

5.3.1 Without delay inform Milpark Education  and the appointed Milpark Education  manager, of all incidents or accidents which occur at Milpark Education  premises  which involve Service Provider’s personnel;

5.3.2 Cooperate fully with Milpark Education and its appointed cleaning manager in analyzing and investigation such incidents or accidents.

5.4       Service Providers   

5.4.1 The Service Provider acknowledges that it may be required to provide the Services in conjunction with third party service providers and shall, where requested by Milpark Education , co-operate fully with such parties.   

5.4.2 Milpark Education  maintains the right to appoint other service providers to perform specific services in the area of the Service Providers operations and it is expected from the Service Provider to cooperate with the provision of these specific service providers.

5.5 
Regulations and statutes The Service Provider shall, in the provision of the Services observe and 
comply with all relevant provisions of all applicable legislation and regulations.

5.6 
Compliance with procedures.  

5.6.1 It is recorded that during the currency of the contract Milpark Education  and or its appointed cleaning manager may implement procedures and policies at Milpark Education .The Service Provider shall comply fully with any such reasonable procedures and policies, including the work procedures and health and safety procedures. 

5.6.2 The Service Provider shall ensure that it and its personnel shall at all times comply fully with any safety, fire, emergency and security procedures and policies applicable at Milpark Education .

5.6.3 Should Milpark Education  at any time believe that any member of Service Provider’s personnel is failing to comply with any such procedures or policies, Milpark Education  shall be entitled to deny such staff member access to the relevant premises and require Service Provider to replace such person without delay.
5.6.4 To keep safe any furniture and/or equipment and to maintain and clean office-, storage- and/or change room facilities allocated by Milpark Education  to the Service Provider in order to perform its duties.

5.6.5 Not to transgress any rules, codes, policy documents, procedures and safety standards of the Institution concerned, which are available on request and of which the Service Provider must take notice.

5.6.6 Not to disclose any information concerning the business of Milpark Education  to any person or institution;

5.6.7 Not to violate the copyright on any of the material, information or programs of Milpark Education .

5.6.8 Not to remove any property of Milpark Education , its employees, Service Providers or students from the premises of Milpark Education  without the written consent of MILPARK EDUCATION  first being obtained.

5.6.9 To abide by the security arrangements of the which may take any one or a combination of the following:-

5.6.9.1 Body search;

5.6.9.2 Presentation of personal or ID cards of Milpark Education ;

5.6.9.3 Searching of personal bags / handbags /pockets / lockers;

5.6.9.4 Finger printing;

5.6.9.5 Any other measure that may be required by Milpark Education ;

5.6.9.6 To hand in any lost item found to Manager of Milpark Education , or at the reception.

5.7 Service Provider’s procedures  The  Service Provider shall, upon receipt of written request from Milpark Education  or through its appointed Manager :-

5.7.1 Provide Milpark Education  with copies of all Service Provider’s operating procedures and processes relating to the Services;  

5.7.2 Publish copies of Service Provider’s operating procedures and processes relating to the Services  in a manner, format and at the locations stipulated by Milpark Education  or its appointed cleaning manager.

5.8 Provision of Services in clean and tidy manner.  The Service Provider shall ensure that the Services are provided in a clean and tidy manner.

5.9 Service Reports.  The Service Provider shall provide Milpark Education  or its appointed cleaning manager, with service reports relating to the Services as stipulated in the Specifications, on a monthly basis to determine whether the Service Provider is providing the Services in accordance with the terms and conditions of the contract.

5.10 Removal of assets.  The Service Provider shall not, unless authorized in writing by Milpark Education , or its appointed cleaning manager, remove any equipment, components or parts from Milpark Education  premises, or use any equipment, components or parts situated in any unoccupied area within Milpark Education  for the replacement of defective equipment, components or parts in any occupied area.  

5.11 Obligations relating to Service Provider’s personnel.  The Service Provider shall :-

5.11.1 employ suitably qualified and trained personnel to provide the Services;  

5.11.2 ensure that a competent supervisor is always in charge of the provision of the Services and Service Provider’s personnel whilst on the premises of Milpark Education ;

5.11.3 be responsible for providing all training for its personnel to ensure the safe and professional provision of the Services;

5.11.4 through proper planning ensure the continuity in its personnel to enable it to provide the Services in accordance with the provisions of the contract;

5.11.5 at its cost provide its personnel with uniforms, work overalls or protective clothing which are branded as agreed to between the parties from time to time in writing, or to the extent that there is no agreement relating to the branding, which clearly identifies such personnel as being Service Provider’s personnel.  Such clothing shall be worn at all times in a clean, neat and hygienic manner whilst the personnel are on the Milpark Education  premises, and shall comply in terms of specifications for protective clothing;

5.11.6 ensure that its personnel wear personal identification badges in a prominent place on such personnel’s clothing whilst at Milpark Education ; 

5.11.7 provide Milpark Education  upon request with full details regarding Service Provider’s personnel who will be involved in the provision of the Services, including the capacity in which such personnel will be employed, references and employment history of such personnel;  

5.11.8 satisfy itself as to the references and integrity of each member of its personnel who are employed in the provision of the Services;

5.11.9 implement and maintain a system of random visits by a dedicated duty supervisor or other manager not directly involved with the day to day management of the Services on Milpark Education  to inspect Milpark Education  condition and quality of the Services being provided.

5.11.10 without detracting from its obligations under the contract, remove any member of its personnel from the provision of the Services at Milpark Education   immediately upon receipt of written request from Milpark Education , and replace such member with a suitable replacement.

5.11.11 conduct business in a courteous and professional manner.

5.11.12 provide the necessary documentation as requested prior to the Cleaning Services contract being awarded.

5.11.13  comply with all relevant employment legislation and applicable bargaining council agreements, including UIF, PAYE, and Provident Fund etc.  Proof to be submitted together with tender documents in respect of existing contracts.

5.11.14 ensure that all personnel working under this contract are in good health and pose no risk to any Milpark Education  employees.

5.11.15 comply with Milpark Education Service’s security and emergency policies, procedures and regulations.

5.11.16 ensure that all work performed and all vehicles, plant and equipment brought onto or used on site will be in compliance with the Occupational Health and Safety Act and any Regulations promulgated in terms of this Act and the standard instructions of Milpark Education .

5.11.17 maintain their equipment in good order so as to comply with Milpark Education ’s occupational health and safety standards [a copy will be available on request].

5.11.18 provide Public Liability Insurance to the value of R10 million to indemnify individuals in the event of accidents, injury or death.  Proof of such insurance must be submitted within 14 days from awarding the contract and will be maintained for the duration of the contract.  At date of renewal each year shall provide proof of maintenance thereof. 

5.11.19 ensure that all personnel working under this contract are adequately trained prior to the commencement of the contract. 

5.11.20 provide all personnel working under this contract with uniforms, which state the name of the Service Provider and that can be clearly identified from other Service Providers, Milpark Education , etc.  Milpark Education  reserves the right to order the immediate removal of a staff member that does not adhere to this arrangement. 

5.11.21 ensure that replacement staff is available should the need arise. 

5.11.22 provide all personnel working under this contract with adequate and appropriate clothing and to ensure these items are worn at all times
5.11.23 ensure that Milpark Education  is informed of any removal and replacement of personnel.  The Service Provider shall ensure that the tendered number of and sufficient appropriately trained staff is at all times present to ensure that contractual obligations are met.

5.11.24 the Service Provider shall ensure that its employees (apart from visiting managers) designated to the contract, perform their full time cleaning duties at the premises of Milpark Education  concerned and not to be used for or to perform other, ad-hoc or non-related tasks.

5.11.25 provide management reports to Milpark Education  Manager or his designate on a monthly basis. The document shall report on various services and shall cover all work performed and completed during the month.

5.11.26 ensure that the Service Provider’s managers and supervisors are contactable at all times by an Milpark Education,  representative during Milpark Education working hours and after hours in case of emergencies such as flooding.

5.11.27 the Service Provider shall ensure that when workers, supervisors or group managers are absent, whether owing to leave, illness or any other reason, they are replaced by equally competent (trained) personnel for the duration of their absence.

5.11.28 the Service Provider shall supply the Contract Manager and supervisors with cell phones in order to facilitate communication between Milpark Education  and the Service Provider.  All these cell phones shall be kept in good working condition at times. 

6. hazardous materials

The Service Provider shall not install, keep or use in, on or at any of the premises of Milpark Education   any materials, equipment or apparatus the installation, keeping or use of which is likely to cause (or in fact causes):

6.1 damage to the any part of Milpark Education  facilities; 

6.2 dust, noise or vibration constituting a nuisance to the owners and/or occupiers of any property adjoining or near to Milpark Education ; and shall use all reasonable endeavours to ensure (by directions to personnel and otherwise) that all materials, equipment or apparatus in or on the Milpark Education  premises  is operated so as to minimize noise and vibration likely to cause annoyance or disturbance and the unlawful generation or migration of any hazardous substance. 

7. Fire Risks

The Service Provider shall ensure that its personnel shall, if any time they believe that any matter constitutes a fire risk, report this immediately to Milpark Education and its appointed cleaning manager and take such remedial action as may be necessary.

8. Energy AND ENVIRONMENTAL Management

The Service Provider shall comply fully with the energy and environmental management strategy implemented at Milpark Education from time to time and shall provide the Services in an energy efficient and environmental compliant manner.

9. Occupational Health and Safety

9.1 In this clause the term “Act” shall mean the Occupational Health & Safety Act, No. 85 of 1993, as amended from time to time, (including any act which may take its place should it be repealed during the currency of the agreement between the parties) as read with all regulations and standards promulgated in terms of the former Machinery and Occupational Act, No 6 of 1983, as amended, and all regulations & standards promulgated in terms of the Occupational Health & Safety Act from time to time;

9.2 The Service Provider :-

9.2.1 acknowledges that it is fully aware of the terms and conditions of the Act;

9.2.2 acknowledges that it is an employer in its own right with duties and responsibilities as prescribed in the Act;

9.2.3 agrees to ensure that all Services shall be performed and all equipment shall be used in accordance with the provisions of the Act, 

9.2.4 accepts accountability for its employees and sub-Service Providers to the extent that such employees and sub-Service Providers (including any other personnel) contravene the provisions of the Act;

9.2.5 agrees to comply with all rules and regulations implemented by or on behalf of Milpark Education  on all campuses relating to health and safety and will inform Milpark Education  immediately should Service Provider for any reason be unable to comply with the provisions of the Act and such rules and regulations.

9.3 the Service Provider shall appoint a duly authorized representative to ensure the discharge of its duties in terms of Section 16(1) and (2) of the Act for the term of the contract.
9.4 the Service Provider shall ensure that all workers are familiar with Milpark Education ’s emergency evacuation program and that the correct emergency procedures will be followed in the event of an emergency situation or when an exercise is held.

9.5 the Service Provider shall ensure that its employees at the site are at all times familiar with and comply with the provisions of all relevant Labour Legislation (including but not limited to the Occupational Health and Safety Act, 1993 and the compensation for Occupational and Diseases Act, 199) as well as the Safety and Security Regulations promulgated by Milpark Education  from time to time.

10. INFECTION CONTROL

The Service Provider shall:

· ensure all cleaning Staff be trained and familiar with, Milpark Education infection control policy and procedures. 

· ensure that should there be any amendments, further training will be conducted to ensure cleaners are continually informed and updated;

· the Service Provider’s contract manager will adhere to all scheduled meetings stipulated by Milpark Education ‘s Cleaning Manager;

· the Service Provider’s contract manager and supervisors will inspect and action any noncompliance to the Infection Control Policy and procedures.

11. Service Level Agreement  

It is recorded that Milpark Education and the service provider may from time to time agree in writing to additional quality requirements and standards relating to the Services together with performance measurement provisions, which quality requirements, performance measurement provisions shall be reduced to writing in a service level agreement and signed by both parties.
12. performance meaSurement provisions

12.1 Introduction.  

12.1.1 Service Provider shall provide the Services during the term of the contract in compliance with the quality and related standards stipulated in the Specifications and the service level agreement (if any) contemplated in clause 11 above.

12.1.2 The provisions of this clause 11 document the manner in which Service Provider’s performance will be measured throughout the term of the contract.

12.2 Compliance.  For purposes of the contract the compliance by Service Provider with the

12.2.1 
stipulated responsibilities and service standards will be determined :-

12.2.2 
with reference to reports provided by Service Provider;

12.2.3 
with reference to reports or complaints received from third parties;

12.2.4 
by means of user satisfaction surveys conducted by Milpark Education  and /or its manager; and/or Milpark Education  Quality Assurance.

12.2.5 
by means of service reviews, inspections or any audit carried out by or on behalf of Milpark Education  or its cleaning manager.

12.3 
Records.  Service Provider shall at all times keep full and accurate records of all Services provided in terms of the contract and shall retain such records for the currency of the contract.  Upon termination of the contract such records must be provided to Milpark Education  upon request.

12.4 
Measurement of performance

12.4.1 
Self-measurement.  Service Provider shall measure its own performance against the stipulated responsibilities and service standards and shall provide Milpark Education  with a monthly extract report detailing its performance in a format agreed between the parties from time to time.

12.4.2 
Periodic checks. Milpark Education  and/or its appointed cleaning manager shall carry out periodic checks (the intervals to be determined by Milpark Education ) the purpose of which shall be to determine whether Service Provider is providing the Services in accordance with the terms and conditions of the contract.  

12.4.3 
Service complaints 

12.4.3.1 All service complaints, deviations, non-conforming services and suggestions that are reported to Service Provider by Milpark Education , its appointed cleaning manager, or any other party shall be given proper and speedy consideration by Service Provider.

12.4.3.2 Service Provider shall investigate complaints, deviations and non-conforming services in accordance with procedures approved by Milpark Education .

12.4.4 
Help desk procedures and reports

12.4.4.1 It is recorded that Milpark Education  may implement a help desk system  which will be used to co-ordinate and manage all support services at Milpark Education ..

12.4.4.2 Milpark Education  shall, upon implementation of such help desk introduce help desk procedures to be used in respect of such help desk.  Service Provider agrees to be bound by such help desk procedures (it being recorded that any response and restore times shall not form part of such procedures, but will be agreed with the Service Provider as part of the service level agreements contemplated in clause 10 above).

12.4.4.3 Such help desk shall produce reports on a regular basis.

12.4.5 User satisfaction survey

12.4.5.1 A user satisfaction survey shall be conducted by Milpark Education  or its appointed cleaning manager at such intervals as Milpark Education  or such Manager may determine to assess service user satisfaction.

12.4.5.2 The user satisfaction survey shall be conducted in such form and in accordance with such procedures as the parties may agree to in writing from time to time.

12.4.6 
Performance Review Meetings

12.4.6.1 Performance review meetings shall be held monthly (or such other frequency as the parties may agree to in writing from time to time) and shall be attended at least by Service Provider’s relationship manager.

12.4.6.2 Agenda items for these meetings shall include a minimum of the following:

12.4.6.2.1 Discussion of the various reports generated by the parties;

12.4.6.2.2 Management of Services;

12.4.6.2.3 Review findings of periodic service checks;

12.4.6.2.4 Review findings of Service User satisfaction assessments;

12.4.6.2.5 Financial review, including service cost and/or invoices;

12.5 Results of checks, audits and surveys  

Milpark Education  shall be entitled to utilize the findings of the surveys, checks, audits and reports contemplated above to determine compliance by Service Provider with the service standards and responsibilities stipulated in the contract.  It is recorded that the results of the above checks shall, save to the extent that Service Provider can prove otherwise be binding on the Service Provider and Milpark Education  shall be entitled to exercise its remedies stipulated in the contract based on such findings.

13. Cancellation

13.1 Should any employee of the Service Provider, in Milpark Education ’s opinion, act in an indecent or unseemly manner or in a manner that leads to or may reasonably be expected to lead to prejudicing or endangering the maintenance of order and discipline at Milpark Education  or bringing the good name of Milpark Education  into disrepute, Milpark Education  will be entitled to demand that said employee be removed from its premises: Provided that failure of the Service Provider to comply with said notice within 7 (SEVEN) days thereof, shall entitle Milpark Education  to cancel this Agreement with immediate effect.

13.2 Should the rendered service, the standard of which shall be enforced as provided for in this Agreement, be unsatisfactory and not be rectified in accordance with the provisions in this regard, Milpark Education  will cancel this Agreement after having given written notice of 1 (ONE) calendar month to the Service Provider.

13.3 Should the scope of work change due to factors beyond the control of Milpark Education  the contract or part thereof may be cancelled with written notification of 1 (ONE) calendar month.  

13.4 Should either party (the “guilty” party) fail to meet any of his obligations in terms of this Agreement punctually and concerning each obligation of his according to this; the parties agree that each stipulation is an essential factor and that violation thereof affects the core of the Agreement, the other party (the “innocent” party) will be entitled, in addition to his rights in terms of this or in terms of common-law legal precepts and subject to the provisions in 13.1 and 13.2: -

· To cancel the Agreement immediately and to claim damages: or

· To demand compliance of this Agreement and to claim damages.

13.5 The parties verify that, should either party be compelled to incur legal expenses in order to protect his rights according to this Agreement, the other party will be liable for such costs on attorney-client scale.

13.6 Should either party violate any of his obligations in terms of this Agreement, the parties verify that these remedies are additional and that they do not encroach upon the common-law remedies of the other party.

13.7 If the Service Provider’s estate is sequestrated, whether provisionally or finally, or if

the Service Provider shall publish a notice of surrender or present a petition for the acceptance of the surrender of his estate as insolvent or shall make an arrangement with or assignment in favour of his creditors or shall agree to carry out the Contract under a committee of inspection of his creditors or (being a company) shall go into liquidation, whether provisionally or finally, (other than a voluntary liquidation for the purpose of amalgamation or reconstruction) or if the Service Provider shall have an execution levied on his goods then Milpark Education   will have the right to summarily cancel the Agreement.


13.8 Neither party shall withhold services or payment subject to resolution of a dispute. Upon a decision by either party to terminate the contract both parties shall cooperate fully in effecting an orderly transition.

14. Breach and Termination 

14.1 Should the Service Provider in any way whatsoever fail to render the services at the standards as specified in this agreement, or fail to render the services within the timeframe as specified in this agreement, with specific reference to Section 4 or any amendment thereof as determined by Milpark Education   from time to time, and after the Service Provider has been requested to correct such breach of contract within 10 (Ten) days from date of receipt of a written notice to make such correction, Milpark Education  shall be entitled, without prejudice to any alternative or additional rights, action or remedy at its disposal, (with specific inclusion of the right to claim for damages), to cancel this agreement with immediate effect, for which purpose a final statement for services rendered to date of cancellation will be prepared by Milpark Education .

14.2 Should this agreement be cancelled as a result of the Service Provider’s breach of contract, Milpark Education will be entitled to appoint a third party to perform the services as specified in terms of this agreement and to collect any costs from the Service Provider and/or to deduct such costs directly from any amount(s) that may be due to the Service Provider.

14.3 Milpark Education has the right to claim specific performance and damages from the Service Provider, and following the expiry of the said notice period of 10 (Ten) days as specified in clause 13.1, to perform such services, or have it performed by any third party, as the Service Provider failed to perform or failed to perform in terms of the determined standards. Milpark Education may deduct any costs thus incurred from any amount(s) that may be due to the Service Provider. 

15. Loss and Damage 

Service Provider hereby indemnifies Milpark Education , and will hold Milpark Education  harmless, against any loss or damages which Milpark Education  may suffer, or any claims lodged against Milpark Education  by any third party arising out of or relating to any loss that Milpark Education  or such third party may suffer as a result of, or arising out of any act or omission of any personnel of Service Provider or the failure of Service Provider to provide the Services in accordance with the provisions of the contract.

16. transfer management

Upon termination of the contract for whatever reason Service Provider shall assist Milpark Education to transfer the Services to Milpark Education, or to another service provider designated by Milpark Education.  Without detracting from the generality of this obligation, Service Provider shall, to the extent required by Milpark Education, provide Milpark Education or the third party service provider with all information and documentation required to enable Milpark Education or such service provider to provide the Services, it being recorded that this obligation shall not oblige Service Provider to deliver any documentation which is proprietary or confidential to Service Provider.

17. sub-Service Providers

Service Provider may only sub-contract its obligations under the contract with the prior written consent of Milpark Education (or any other authorized authority) and then only to a person and to the extent approved by Milpark Education or such authority and upon such terms and conditions as Milpark Education or such authority require. It is recorded that where such consent is given Service Provider shall remain liable to Milpark Education for the performance of the Services. 

18. OBLIGATIONS OF THE SERVICE PROVIDER 

18.1 The Service Provider shall perform the service without causing any interruption or disturbance to everyday client or student activities, including but not limited to the academic processes such as lectures, study, research, conducting practical classes or writing examinations.

18.2 The Service Provider and its employees shall inform the designated person at Milpark Education of any action or behaviour of staff, and/or visitors that are in all probabilities unauthorized, illegal, or against normal practices. Reporting shall also include removal of and damages to equipment and/or installations and the malfunctioning thereof.

18.3 The Service Provider shall adjust the cleaning frequency in high volume/traffic areas in order to ensure and maintain a clean and neat appearance.

18.4 The Service Provider shall inform Milpark Education in writing of every failure or foreseeable failure which could result in a position where the Service Provider is unable to fulfill its obligations in terms of this Agreement.  The cost in respect of failure to perform the service shall be to the cost of the Service Provider.

18.5 The Service Provider acts as independent Service Provider and not as an agent or employee of Milpark Education and shall not incur any liability on behalf of Milpark Education or in any way pledge or purport Milpark Education credit.  The Service Provider also has no authority to bind Milpark Education contractually and hereby indemnifies Milpark Education against any losses and/or damages resulting from such actions or applications.

18.6 Where keys for access to buildings, offices, etc. are given to the Service Provider, the necessary care and responsibility for their safekeeping must be observed.  The Service Provider must ensure that keys are not misused or used to allow access to buildings by unauthorized persons.  The keys should also be handed back immediately on termination or completion of contract.

18.7 The Service Provider shall not cede, assign, transfer or sub-contract the Service or any part thereof to any third party without obtaining the written consent of Milpark Education, who in the exercise of its discretion shall have regard to the extent to which such consent shall adversely affect the standard of the Service

18.8 The Service Provider shall liaise with the designated person at Milpark Education prior to the replacement of the Contracts Manager.

18.9 The Service Provider shall ensure that its Contract Manager conducts regular meetings (at least once a month) with the dedicated person at Milpark Education concerned in order to monitor the Service Provider’s performance in respect of the requirements of the agreement.  The Service Provider will be responsible for the submission of minutes of such meetings.

19. RIGHTS AND OBLIGATIONS OF MILPARK EDUCATION  
19.1 Milpark Education maintains the right to appoint other service providers to perform specific services in the area of the Service Provider’s operations and it is expected from the Service Provider to co-operate with the provision of these specific service providers.

19.2 Milpark Education shall for the duration of the agreement hereof, provide to the Service Provider free of charge and subject to the provisions stipulated in this Agreement, office space, storage facilities as well as other accessories as deemed adequate for the provision of the cleaning service.

20. Confidentiality

The Service Provider undertakes to ensure that all data and information (including but not limited to any technical, commercial, scientific information, processes, designs, technical specifications, copyright and data in any form) in connection with or arising from this Agreement shall be kept confidential and agree not to disclose it to third parties and not to make use of such information other than for the performance of its obligations under this Agreement and to release such information to its employees on a “need-to-know” basis only, provided that such employees undertake to be bound by the confidentiality contained herein.

21. Financial Matters

The Service Provider shall submit to the designated person concerned at Milpark Education  on a monthly basis, but not later than 7 (SEVEN) days after the end of the month in which services were rendered a detailed invoice for payment.
22. Indemnity and Exclusions

22.1 The Service Provider herby agrees to indemnify and keep Milpark Education  indemnified, in terms of   this clause, to meet the obligations of the Service Provider towards the Service Provider’s employees provided to perform the service, regarding: 

· Any liability in terms of the Income Tax Act 58 of 1962 (as amended);

· Payment of any subscriptions in terms of the Remuneration of Occupational Injuries and Illnesses Act 130 of 1993;

· Payment of any subscriptions concerning the Unemployment Insurance Fund;

· Subscriptions concerning any relevant Industrial Council that has or might have jurisdiction, as well as any collective Agreement concluded by such Bargaining Council.

· Compliance with any condition of employment or any other term contained in:

· A collective Agreement concluded in a Bargaining Council that regulates terms and conditions of employment;

· A binding arbitration award that regulates terms and conditions of employment;

· The Basic Conditions of Employment Act; and/or

· A determination in terms of the Wage Act.

22.2 The Service Provider verifies that their proposal complies to the requirements of the Labour Relations Act, the Basic Conditions of Employment Act as well as any Wage Determination (by the Bargaining Council) and that Milpark Education  will consequently not be under any obligation to make any deductions or excess payments herein concerning the contracted price in respect of claims that may arise.

22.3 The Service Provider furthermore agrees to indemnify and keep  Milpark Education  indemnified against liability for payment of the levies and/or subscriptions as set out in 22.1 of this Agreement, or any other statutory obligations or any costs of whatsoever nature for which the Service Provider is liable and declares that all such payments are currently up to date and that they will in future be kept up to date.

22.4 The Service Provider undertakes to make available proof of all subscriptions and payments of these as expounded in 22.1 of this Agreement when requested by Milpark Education , as well as to meet obligations as per Milpark Education ’s audit for inspection.  Proof of payment of subscriptions will have to be provided to Milpark Education  no later than 48 (FORTY EIGHT) hours after such request by the institution concerned.

22.5 Should the Service Provider fail and/or refuse to provide the sub-standing documentation as expounded in 22.4 in the period mentioned therein, or to meet the payments of any levies or subscriptions to the institutions as expounded in 22.1 and 22.2, Milpark Education  will be entitled to terminate the agreement with 1 (ONE) calendar months’ notice.  

22.6 The Service Provider herewith indemnifies Milpark Education  from any action of any nature whatsoever that might be brought against Milpark Education , directly or indirectly, arising from   the provisions of this Agreement; or any alleged or proven service Agreement between Milpark Education  and the Service Provider or arising from its termination or arising from any cession, delegation or take-over thereof arising from the contract work performed by the Service Provider in this, and the Service Provider herewith creates a pactum de non petendo in favour of Milpark Education.

22.7 The Service Provider shall not be held liable to fulfil its obligations in terms of this contract if Milpark Education  is responsible or partly responsible for the Service Provider’s failure to provide the services in accordance with the standards. The Service Provider shall inform Milpark Education  in writing of every such failure or foreseeable failure.

22.8 The Service Provider agrees that it shall have no claim of whatsoever nature against Milpark Education  or its employees for   any loss or damage that it may sustain while rendering the Service or whilst on site, arising out of whatever cause, save insofar as such claim may arise out of any negligent act or omission of Milpark Education  or its employees, as the case may be.

22.9 The Service Provider agrees that it shall have no claim and shall not hold Milpark Education  liable for any expenses for a legal case in respect of actions against it as indicated in 22.1. 

22.10 The Service Provider shall be liable for all loss or damage suffered by Milpark Education  or its employees by reason of its failure to render the service in a proper manner in accordance with the obligations undertaken by it in terms of this Agreement, and furthermore by reason of all loss, theft or damage caused by it, its employees, agents, invited persons or clients, as the case may be.

22.11  The Service Provider hereby agrees to indemnify and keep Milpark Education  indemnified against any liability which Milpark Education may incur as a result of any claim by any person whatsoever in respect of any personal loss, injury or damage arising directly or indirectly from any of the acts or omissions of the Service Provider, its employees or agents, as the case may be, in performing its obligations in terms of this Agreement.

23. FORCE MAJEURE

Neither party shall be held liable to fulfil its obligations in terms of this contract if such failure is caused by circumstances beyond its reasonable control, including, but not limited to, fire, flood, and breakdown of external services and industrial action.

24. STATUS OF THE SERVICE PROVIDER

  It is hereby confirmed that, despite any contradicting terms of this agreement, that the status of the Service Provider will be that of an independent Service Provider and that the Service Provider, or any of its employees or agents, will under no circumstances be viewed as employees of Milpark Education.
25. CONTINUATION AND EXECUTION OF SERVICES.

The Service Provider shall not have the right to withhold or delay services in terms of this agreement due to:

· Direct or indirect breach of contract by Milpark Education in respect of any of its obligation in terms of this agreement.

· Any position, state of restitution at any point of time during the contract period in respect of materials, equipment and/or resources required by the Service Provider in order to provide the service.

· Any strikes, labour dispute or disputes of any nature between the Service Provider and its employees.

26. MONITORING OF STANDARDS

26.1 Monitoring procedures

The Service Provider will be responsible for establishing and conducting quality-monitoring systems and procedures as agreed with Milpark Education to ensure that services continue to be provided in accordance with the requirements of this specification.

To this end, Milpark Education requires that the cleaning and cartage service operations to be regularly monitored against the specification frequencies, legislation and accepted industry standards of good practice. The primary areas to be monitored (not in order of preference) shall be:

· Operating procedures;

· Quality of general service levels;

· Safety standards;

· Hygiene, health and safety.

· Training of staff.

· Compliance with energy serving initiatives

· Compliance with utilities management strategies.

· Compliance with use of green building initiatives and recycling.

· Compliance with Constitution, Labour Relations Act, Basic Conditions of Employment Act, Bargaining Council

Monitoring systems and procedures operated by the Service Provider shall include, but will not be limited, to the following:

· Customer satisfaction questionnaires: Target groups will be identified by Milpark Education and communicated to the Service Provider;

· Regular inspections by the Service Provider’s management in conjunction with the Cleaning Manager shall be carried out on daily, weekly, and any other basis as deemed appropriate and in accordance with good management practice;

· Breakage, defects, acts of vandalism or other damages noticed by the employees of the Service Provider have to be reported to the Supervisor on a daily basis, which has to report it to the Contract Manager.

Notwithstanding the above Milpark Education  reserves the right to substitute any other method of monitoring either in whole or in part.

27. RIGHTS OF INSPECTION

Milpark Education reserves the right for it or its appointed agents to undertake an inspection of the cleaning operations without prior notice, and to take samples for testing of cleaning materials, etc. Such an inspection shall neither mitigate in any respect the responsibilities of the Service Provider under the contract nor substitute for any expert witness for which the Service Provider is responsible.

28. ENFORCEMENT OF STANDARDS

Notwithstanding any actions already instituted by the Service Provider, in the event of a failure to meet the specification the following will apply:

· Firstly, Milpark Education Manager or his designate will inform the Service Provider in writing that there has been a failure to meet specifications. The Service Provider will be obliged to take forthwith such remedial action as is required by Milpark Education.
· In the event of the services provided continuing to be unsatisfactory, the Manager shall inform the Service Provider in writing of this non-compliance with requirements, and give them a period of 5 (FIVE) days in which to rectify the situation.

· Should the required service not be provided in the stipulated time, Milpark Education reserves the right to terminate this Agreement with 1 (ONE) month’s written notice, without prejudicing Milpark Education ’s rights to recoup the cost of alternative service provision from the Service Provider.

· Milpark Education can, with a clearly communicated complaint, withhold within its discretion payment in respect of a particular service until the situation is adequately rectified.

· In the event of any dispute where a mutual Agreement cannot be reached, both parties agree to arbitration as provided for in this Agreement.

29. RISK AND RESPONSIBILITY

· The Service Provider accepts full responsibility for its staff’s actions and will ensure that such actions at no time place the staff or property of Milpark Education in danger.

· Should the Service Provider’s workers participate in strikes, marches, riots or any other actions which fall outside their duties, it is the Service Provider’s responsibility to control its personnel, restore order or, if necessary, to remove them from Milpark Education ’s premises when instructed to do so by Milpark Education.
· The Service Provider must discourage its workers from participating in any actions, such as those mentioned above, whether these are initiated by staff of Milpark Education or by any other outside body.

· In the case of any strike, stay-away or action where no, or only partial service is rendered, and where the Service Provider is not responsible for remuneration (no work, no pay) of such personnel, the Contract price for the period concerned shall be adjusted accordingly.

· In the event of actions such as those mentioned above, it is the responsibility of the Service Provider to calculate revised invoices and present them for payment at the end of the month in which only partial service was rendered.

· It is still the responsibility of the Service Provider to ensure that services are provided and maintained, even in a situation of unrest or stay-away and shall ensure that any of its staff participating in such activity are immediately replaced to ensure that there is no disruption of service to Milpark Education.
· The Service Provider accepts responsibility for any losses, which occur during the cleaning process when it can be established that the cleaners were responsible. Milpark Education shall request their staff to ensure that items of value, cash, documents and personal items are securely locked away during service periods.

· Where keys for access to areas of the site are required and keys are given to the Service Provider, the necessary care and responsibility for their safekeeping must be observed. The Service Provider must ensure that keys are not misused or used to allow access by unauthorized persons. To this end it can be expected from the Service Provider to unlock access doors of buildings at the beginning of each work shift and lock access doors at the end of each work shift.

· Where the Service Provider’s workers make use of Milpark Education ’s equipment, material or installations, the Service Provider must ensure that its workers are fully trained to do so with safety.

30. CHANGE OF SPECIFICATIONS AND/OR CONDITIONS

30.1 Milpark Education  reserves the right, in consultation with the Service Provider, to amend or add to these specifications and/or conditions as and when necessary depending on changing conditions and requirements.

30.2 Milpark Education  can request to amend or reduce the work force, or cancel  the Agreement in the event where buildings or part thereof are no longer in use, sold, reach end of lease, return to owner or landlord, taken over by another institution etc.  

30.3 Changes to the conditions will not be binding unless mutually agreed upon, recorded in writing and duly signed by both parties. In the event of any dispute where a mutual agreement cannot be reached, both parties agree to arbitration as provided for in this Agreement.

30.4 Changes to the conditions or frequencies with limited extent shall have no effect on the contract price.

30.5 Milpark Education  may request the Service Provider to provide the following services, which are not included in the contract price of this agreement and which will be paid for separately:

· Preparation of areas or venues for the use of functions, festivals, meetings, etc.

· A diversity of assignments and ad-hoc requirements given to the Service Provider by MILPARK EDUCATION, based on remuneration per labourer per hour or per day which amount shall be specified in the tender document.

SCHEDULE H: STATEMENT OF COMMITMENT

	I, the undersigned.………………………………………………………………………………….

From (Name of Service Provider/ Service Provider) ………………………………………………….…………
Declare that I have studied the contents of this document and that the organisation I represent is prepared to carry out the services according to the specifications and to the satisfaction of the University concerned. 

Has the authorisation to sign tender documents on behalf of my company.  Attached a director’s resolution or proxy, authorising to sign this document on behalf of the company.

Declare that the company has the financial ability to meet its obligations in respect of this contract and that it is in a sound position to meet its overall financial commitments.

State that the information submitted is true and correct.

Certify that as far as I/we know no member of our company have any direct or indirect vested interest in PURCO SA and/or Milpark Education. Member/s as detailed hereunder has a direct/indirect vested interest in PURCO SA and/or Milpark Education.  (Delete if not applicable)

Name and occupation of contact within Milpark Education / PURCO SA. 

……………………………………………………………………………………………….

……………………………………………………………………………………………….

……………………………………………………………………………………………….

…………………………………


………………………………


Signature




Date


SCHEDULE I: PRICING SCHEDULE

	NOTE: All requirements (items and quantities) listed below and included in the price schedule template for completion must be adhered to for costing and evaluation purposes. These quantities are the guidelines and If there is any other information or deviations that you may feel that is relevant and not mentioned in this template , please record on a separate sheet with explanations , clearly labelling the sheet with the cluster number.

	

	1. Cleaning Chemical and Consumable Costs 

The quantities stated in the pricing template are the quantities required for the start-up of the contract. Although it is a requirement to use the same quantities for costing purposes for the 36month period, the quantities may be adjusted to a more realistic level based on usage and purchases (invoices) on a quarterly basis.      

	2. Labour Costs-

Wages must conform to the minimum levels where applicable, as per statutory requirements.

	3. Uniform Costs- 

2 sets of uniforms are issued per year and 1 set of safety shoes for the 36 months. 

	4. Other costs- 

Any other costs such as administration, management, profit, etc.

	5. If there is any other information that you may feel that is relevant and not mentioned in this template, please record on a separate sheet with explanations, clearly labelling the sheet with the cluster number. 


FAILURE TO ACCURATELY COMPLETE THE PRICING SCHEDULES PROVIDED WILL RESULT IN THE DISQUALIFICATION OF 
YOUR TENDER i.e. please do not create your own template, complete Schedule L or each cluster as indicated below
SCHEDULE I : PRICING 
	 

	TENDER DETAILS
	TENDER DESCRIPTION

	
	

	
	CONTRACT PERIOD :  (3 YEARS) 

	
	COMPANY (BIDDER'S) NAME:


	
	Description
	Quantity
	Price /Unit          ( Incl. Vat)
	Total (Incl VAT)

	
	
	
	 
	 

	
	 6 x Cleaners  ( 2 Males and 4 females)
	
	 
	 

	
	
	
	 
	 

	
	
	
	 
	 

	
	List Cleaning Chemicals, Equipment & Utensils  ( List as per Schedule )
	
	 
	 

	
	
	 
	 
	 

	
	 
	 
	 
	 

	
	TOTAL MONTHLY COST (INCL VAT) 
	 
	 
	 


Please indicate - what is the percentage (%) of labour component of the total monthly costs: 

	COST ELEMENT
	PERCENTAGE (%)

	Labour
	


	


SCHEDULE J: SQUARE METERS, NUMBER OF CLEANERS AND BUILDING INFORMATION

	 
	 AREA IN SQUARE METERS (M²)
	Dayshift
	Proposed number of  supervisor
	Proposed number of cleaners excluding Supervisor
	Number of toilets
	Floor plan
	Carpet - Location
	Vinyl
	Ceramic
	Under

cover parking
	Covered parking

	
	2722.624
	2 separate shift – one starting early and one later 
	1
	5

	30
	
	Offices, classrooms, passages
	none
	Toilets
	None
	none



SCHEDULE K: LIST OF CHEMICALS AND EQUIPMENT 

	DESCRIPTION OF CHEMICAL
	NUMBER OF UNITS SUPPLIED
	PRICE ( INCLUSIVE VAT) 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 1

VALID SARS TAX CLEARANCE 

	
	I/We have attached to this Appendix 1 the following documents: 
	Tick if submitted
	Office use

	
	· Attach Original Valid Tax Clearance 

	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 2

B-BBEE CERTIFICATE / AFFIDAVAT 

	
	I/We have attached to this Appendix 2   the following documents: 
	Tick if submitted
	Office use

	
	· Attach B-BBEE Certificate SANAS/ AFFIDAVAT  

	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 3

COMPANY REGISTRATION DOCUMENTS 

	
	I/We have attached to this Appendix 3 the following documents: 
	Tick if submitted
	Office use

	
	Attach proof of my/our company/closed corporation registration and a copy of my/our CM/CK certificates 
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 4

COPIES OF THE IDENTITY DOCUMENTS OF THOSE WITH EQUITY SHARES/ BOARD MEMBERS/ DIRECTORS 

	
	I/We have attached to this Appendix 4 the following documents: 
	Tick if submitted
	Office use

	
	Attach copies of ID Documents  
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 5

PROOF OF PROXY (BOARD OF RESOLUTIONS) 

	
	I/We have attached to this Appendix 5 the following documents: 
	Tick if submitted
	Office use

	
	Attach signed proof of proxy / board resolutions  
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 6

Proof of Bank Account 
	
	I/We have attached to this Appendix 6 the following documents: 
	Tick if submitted
	Office use

	
	Proof of Bank Account ( Bank Rating / Letter of Goodstanding)
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 


Appendix 7

Payment of Tender Fees 

	
	I/We have attached to this Appendix 7 the following documents: 
	Tick if submitted
	Office use

	
	Attach proof of Tender Fees R 1140.00
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 8

Attendance of Compulsory Information Session 

	
	I/We have attached to this Appendix 8 the following documents: 
	Tick if submitted
	Office use

	
	Attendance of compulsory Information Session
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 9

Registration Certificate: Compensation Of Occupational Injuries and Diseases 

	
	I/We have attached to this Appendix 9 the following documents: 
	Tick if submitted
	Office use

	
	· Registration Certificate: Compensation of Occupational Injuries and Diseases 
	Yes
	No
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 10
Attach 3 References Letters 
	
	I/We have attached to this Appendix 10  the following documents: 
	Tick if submitted
	Office use

	
	 References for similar arrangements should be provided to demonstrate your ability to fulfil Milpark Education requirements and demonstrate service provider’s ability to maintain satisfied customers. Reference Letter for to be Attached to this Appendix 9:
· Official Letterhead from your Client with the following:

· Name of your business mentioned on the letterhead with Reference to Tender 

· Period of contract

· Value of Contract

· Officially signed and dated with contact details (Name, telephone, email address)

· Recommendation

	Yes
	No
	


	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 11
Attach CV of Cleaning Supervisor 

	
	I/We have attached to this Appendix 11 the following documents: 
	Tick if submitted
	Office use

	
	Indicate years of experience ...............................................

Attach CV of Cleaning of Supervisor 


	Yes
	No
	


	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 12
Proof of Association 

	
	I/We have attached to this Appendix 12 the following documents: 
	Tick if submitted
	Office use

	
	Attach proof of Association with NCCA or BEECA (Or Similar Association 

	Yes
	No
	


	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION 

Appendix 13
LOCAL EMPOWERMENT  

	
	I/We have attached to this Appendix 13 the following documents: 
	Tick if submitted
	Office use

	
	Local Empowerment . 
Attach proof  Utility bill 

	Yes
	No
	


	Please sign that the contents of this Appendix has been verified

	Name
	

	Signature
	


FAILURE TO PROVIDE RELEVANT PROOF WILL RESULT IN DISQUALIFICATION
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