THIS CONTRACT is made the     29th       day of         August                        2025 BETWEEN NOTTINGHAM CITY COUNCIL whose address for the purposes of this Contract is Loxley House, Station Street, Nottingham, NG2 3NG (“the Council”) of the one part and Osborne Richardson Limited whose registered office is at Fourth Floor 167 Fleet Street, London, EC4A 2EA  of
whose United Kingdom registration number is 08083302 (“the Contractor”) of the other part.

WHEREAS

1
The Council wishes to have provided the Services set out in the Contract and has appointed the Contractor to supply the Services.

2
The Contractor shall provide the Services in accordance with the provisions of the Contract.

NOW IT IS AGREED between the Council and the Contractor as follows:

1
The Contract constitutes the sole agreement between the Council and the Contractor for the provision of Services.

2
The Contractor shall provide the Services in accordance with the provisions of the Contract and to the satisfaction of the Council for the Contract Period.

[Where to be signed]

AS WITNESS the hands of the parties 

SIGNED for and on behalf 

of the Council
___________________________________

Post Details:


          Strategic Director of Communities
In the presence of:                        

Signature:                                       INCLUDEPICTURE "C:\\Users\\isoley\\OneDrive - Nottingham City Council\\Pictures\\CW Signature.png" \* MERGEFORMATINET 


Name:
                   

           Colin Wilderspin
Address: 


           Byron House, Maid Marian Way, Nottingham, NG1 6HS 
SIGNED for and on behalf 
[image: image1.jpg](5.0




of the Contractor


Post Details:                                  __CEO _________________________________

In the presence of:


Signature:                                      ____[image: image2.jpg]



Name:
_Thomas Atkinson_________                                         

Address:
__3 Seymour Road, London, E10 7LZ 

[Where to be sealed]

GIVEN under the Common Seal

of Nottingham City Council



_____________________



Authorised Officer

THE COMMON SEAL of

[
]

was hereunto affixed in the 

presence of:

Director

_____________________

Director/Secretary

_____________________

(ServiceTerms.doc : 11.04.2008)
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part a - operative provisions TC "PART A - OPERATIVE PROVISIONS" \l 5 
A1. DEFINITIONSA1 TC "
DEFINITIONS" \l 1 

E1. The terms and expressions used in these Standard Terms and Conditions shall have the meanings set out below:

“Authorised Officer”
the person duly appointed by the Council and notified in writing to the Contractor to act as the representative of the Council for the purpose of the Contract stated in the Contract Particulars or as amended from time to time and in default of such notification the Council’s head of procurement or similar responsible officer.

“Business Day”
any day other than a Saturday or Sunday or a public or bank holiday in England.  

“Change in Law”
the coming into effect or repeal (without re-enactment or consolidation) in England of any Law, or any amendment or variation to any Law, or any judgement of a relevant court of law which changes binding precedent in England in each case after the date of this Contract.

“Commencement Date”
the commencement date stated in the Contracts Particulars.

“Confidential Information”
any information which has been designated as confidential by either party in writing or that ought to be considered as confidential (however it is conveyed or on whatever media it is stored) including information which relates to the Services, the business, affairs, properties, assets, trading practices, developments, trade secrets, Intellectual Property Rights, know-how, personnel, customers and suppliers of either party, all personal data and sensitive personal data (within the meaning of the DPA) and commercial sensitive information.

“Contract”
the agreement in respect of the provision of the Services consisting of the following listed documents which shall be read as one document.  In the event of ambiguity, conflict or contradictions between these documents the conflict will be resolved according to the following order of priority:

1. the Contract Particulars;

2. the Special Terms and Conditions;

3. the Standard Terms and Conditions;

4. the Tender except to the extent that any element of the Tender has been included in the Contract Particulars.

“Contractor”
the contractor and where applicable this shall include the contractor’s employees, sub-contractors, agents, representative, and permitted assigns and, if the contractor is a consortium or consortium leader, the consortium members.

“Contract Manager”
the person named in the Contract Particulars as the contract manager and any replacement from time to time in accordance with clause B3.2.

“Contract Particulars”
the specific core terms agreed between the parties with regard to the Services which shall include but not be limited to the Pricing Schedule, Delivery Instructions, Commencement Date, Authorised Officer, Contract Manager, Key Personnel, Contract Period, and the Specification and relevant contract specific details of the Tender included in the document.  The Contract Particulars are set out in Schedule 1 to these Standard Terms and Conditions.

“Contract Period”
the period of the Contract as stated in the Contract Particulars (and any extension in accordance with clause B1.2)

“Control”
                                        control as defined by section 416 of the Income and Corporation Taxes Act 1988.

“Council”
                                        the Council named in the Contract Particulars and where the context so admits includes any person which takes over or assumes the statutory functions or administrative responsibilities of the Council (whether in part or totally) or which is controlled by or is under common control with the Council (and the expression “control” shall mean the power to direct or cause the direction of the general management and policies of the person in question but only for so long as such control exists).

	“Data Processor”
	has the meaning set out in the Data Protection Legislation

	“Data Subject”
	has the meaning set out in the Data Protection Legislation

	“Data Protection Legislation”
	means for the periods in which they are in force in the United Kingdom, the Regulation of Investigatory Powers Act 2000, the Telecommunications (Lawful Business Practices)(Interception of Communications) Regulations 2000, the Electronic Communications Data Protection Directive 2002/58/EC, the Privacy and Electronic Communications (EC Directive) Regulations 2003, Data Protection Act 2018, the GDPR and all applicable laws and regulations relating to processing of personal data and privacy including  all applicable guidance, codes of practice issued by the Information Commissioner, in each case as amended or substituted from time to time.


“DPA”
.
The Data Protection Act 2018
“Delivery Instructions”
the instructions provided in the Contract Particulars and any other information that the Council considers appropriate to the provision of the Services.

“EIR”
                                         The Environmental Information Regulations 2004.

“FOIA”
                                         The Freedom of Information Act 2000.

“Force Majeure”
any cause materially affecting the performance by a party of its obligations under this Contract arising from any act beyond its reasonable control and affecting either party, including without limitation: acts of God, war, (subject to clause H6.3) industrial disputes, protests, fire, flood, storm, tempest, epidemic, explosions, acts of terrorism and national emergencies.
	“GDPR”
	means (a) the General Data Protection Regulations (Regulation (EU) 2016/679) which came into force on 25 May 2018 and (b) any equivalent legislation amending or replacing the General Data Protection Regulations (Regulation (EU) 2016/679)




“Good Industry Practice”
the exercise of such degree of skill, diligence, care and foresight which would reasonably and ordinarily be expected from a skilled and experienced contractor engaged in the supply of services similar to the Service under the same or similar circumstances as those applicable to the Contract.

“HRA”
                                         The Human Rights Act 1998.

“Intellectual Property Rights”
patents, inventions, trade marks, service marks, logos, design rights (whether registrable or otherwise), applications for any of the foregoing, copyright, database rights, domain names, trade or business names, moral rights and other similar rights or obligations whether registrable or not in the United Kingdom and any other country and the right to sue for passing off.

“Invitation to Tender”
the Council’s invitation to tender for the Contract.

“Key Personnel”
those persons named in the Contract Particulars as being key personnel and any replacement from time to time under clause B6.1.5.

“Law”
any applicable Act of Parliament, sub-ordinate legislation within the meaning of section 21(1) of the Interpretation Act 1978, exercise of the Royal Prerogative, enforceable Community right within the meaning of section 2 of the European Communities Act 1972, bye-law, regulatory policy, guidance or industry code, judgement of a relevant court of law, or directives or requirements of any regulatory body of which the Contractor is bound to comply.

“Liabilities”
all costs, actions, demands, expenses, losses, damages, claims, proceedings, awards, fines, orders and other liabilities (including reasonable legal and other professional fees and expenses) whenever arising or brought.

“Order”
an order for Services to be provided where the Contract is identified in the Contract Particulars to be delivered by call off.

“Price”
the price of the Services as set out in the Contract Particulars. Unless otherwise stated, any reference to Price shall be regarded as being exclusive of properly chargeable VAT which shall be separately accounted for.

“Pricing Schedule”
the schedule from the Tender detailing the pricing as detailed in the Contract Particulars.

“Services”
the services described in the Specification to be supplied by the Contractor in accordance with the Contract together with all equipment required and any associated goods provided by the Contractor in relation to those services.

“Special Terms and Conditions”
those additional terms and conditions (where applicable) which were set out in the Invitation to Tender and which are repeated in Schedule 2 to these Standard Terms and Conditions.

“Specification”
the specification included in the Contract Particulars setting out the Council’s detailed requirements in relation to the Services.

“Standard Terms and Conditions”
the terms and conditions set out in this document, including the Schedule(s) to this document.

“Tender”
the Contractor’s tender for the Services in response to the Council’s Invitation to Tender.  The Tender is incorporated in the Contract as if fully set out in a further Schedule to these Standard Terms and Conditions.

A1.1 Any reference to a person shall include any natural person, partnership, joint venture, body corporate, incorporated association, government, governmental agency, persons having a joint or common interest, or any other legal or commercial entity or undertakings.

A1.2 A reference to any statute, order, regulation or similar instrument shall be construed as a reference to the statute, order, regulation or instrument as amended by any subsequent statute, order, regulation or instrument or as contained in any subsequent re-enactment.

A2. HEADINGSA2 TC "
HEADINGS" \l 1 

A2.1 The index and headings to the clauses and appendices to and schedules of this Contract are for convenience only and will not affect its construction or interpretation.

A3. NOTICESA3 TC "
NOTICES" \l 1 

A3.1 Any notice required by this Contract to be given by either party to the other shall be in writing and shall be served personally, or by sending it by special post or recorded delivery to the appropriate address, notified to each other as set out in the Contract Particulars.

A3.2 Any notice served personally will be deemed to have been served on the day of delivery, any notice sent by post will be deemed to have been served 48 hours after it was posted, save where the deemed date of service falls on a day other than a Business Day in which case the date of service will be the following Business Day.

A4. ENTIRE AGREEMENTA4 TC "
ENTIRE AGREEMENT" \l 1 

A4.1 The Contract constitutes the entire agreement between the parties relating to the subject matter of the Contract. The Contract supersedes all prior negotiations, representations and undertakings, whether written or oral, except that this clause A4 shall not exclude liability in respect of any fraudulent misrepresentation.
Part b - Provision of services TC "PART B - PROVISION OF SERVICES" \l 5 
Contract Period0 TC "
CONTRACT PERIOD" \l 1 

B1.1 The Contract shall commence on the Commencement Date and subject to clause B1.2 shall continue for the Contract Period.

B1.2 If the Contract Period includes an option to extend and the Council intends to take up the option, the Contractor shall be notified in writing within the period stated in the Contract Particulars prior to the commencement of the extension.  If no such notification is issued the Contract shall automatically expire after the initial Contract Period.
B2. PERFORMANCEB2 TC "
PERFORMANCE" \l 1 

B2.1 The Services shall be provided in accordance with any Delivery Instructions. If no time for delivery is stated in the Delivery Instructions the Services shall be delivered between 9 a.m. and 5 p.m. on a Business Day.

B2.2 The time of the delivery of the Services is of essence to the Contract.

B2.3 The Council will have the right to observe the Contractor’s performance of the Services if the Services are not being performed on the Council’s premises.

B2.4 If the Contractor at any time becomes aware of any act or omission, or proposed act or omission by the Council which prevents or hinders, or may prevent or hinder, the Contractor from performing the Services in accordance with the Contract, the Contractor shall inform the Council and the Council may, at its absolute discretion, extend the period of the Contract accordingly. 

B2.5 If the Contractor at any time becomes aware of any material matter  that could affect the performance of the Services in accordance with the Contract, the Contractor shall inform the Council immediately.  

B2.6 If the Contractor has a change in Control, the Contractor shall inform the Council as soon as reasonably practicable.

B2.7 The Council retains the Contractor for the performance of the Services on a non exclusive basis.

B3. CONTRACT MANAGERB3 TC "
CONTRACT MANAGER" \l 1 

B3.1 The Contractor shall employ a competent and authorised Contract Manager empowered to act on behalf of the Contractor for all purposes connected with the Contract.

B3.2 The Contractor shall forthwith give notice in writing to the Council of any change in the identity, address and telephone numbers of the person appointed as Contract Manager.  The Contractor shall give maximum possible notice to the Council before changing its Contract Manager.

B4. ORDERING PROCESSB4 TC "
ORDERING PROCESS" \l 1 

B4.1 Where this Contract is identified as requiring Orders in the Contract Particulars the Contractor shall accept Orders made in writing by the Council under the provisions of this clause.

B4.2 Except where specified Orders are required to call off the Services the Council gives no guarantees whatsoever as to when any Order will be placed during the Contract Period or under the Contract. 

B4.3 The Orders shall state the type of or part of the Services required including the Council’s requirements with regard to timescale for delivery of those Services. 

B5. RISK IN AND TITLE TO GOODS B5 TC "
RISK IN AND TITLE TO GOODS " \l 1 

B5.1 Risk in any goods provided as part of the Services shall pass to the Council upon delivery without prejudice to any rights of rejection which may accrue to the Council under the Contract or otherwise.

B5.2 Title in any goods provided as part of the Services shall pass to the Council upon delivery or earlier payment.

B6. WARRANTYB6 TC "
WARRANTY" \l 1 

B6.1 The Contractor warrants to the Council that the Services will be provided:

B6. in a proper, skilful and workmanlike manner;

B6. by a sufficient number of appropriately qualified, trained and experienced  personnel with a high standard of skill, care and diligence and in accordance with Good Industry Practice;

B6. in accordance with the Contract and any descriptions provided by the Contractor;

B6. to the reasonable satisfaction of the Authorised Officer;

B6. by Key Personnel (if any) who shall not be released from providing the Services permanently without the agreement of the Council, except by reason of sickness, maternity leave, paternity leave, termination of employment or because they have been requested to do so by the Council, or the element of the Services in respect of which the individual was engaged has been completed to the Council’s satisfaction or other extenuating circumstances explained to the Council.  Any replacements for the Key Personnel shall be subject to the agreement of the Council and such replacements shall be of at least equal status or of equivalent experience and skills to the Key Personnel being replaced and be suitable for the responsibilities of that person in relation to the Services.  The cost of effecting such replacement shall be borne by the Contractor; and

B6. in a way that the Contractor takes every reasonable precaution to safeguard the Council’s property entrusted to the care of the Contractor.   

B6. The Contractor warrants to the Council that to the extent that any goods, equipment or consumables are provided as part of the Services they will:

B6. be free from defects in design, material and workmanship; and

B6. be so formulated, designed, constructed, finished and packaged as to be safe and without risk to health.

B6. Without prejudice to the Council’s rights to terminate under clause D1.1, if any of the Services supplied are not in accordance with the Contract, the Council shall be entitled to:

B6. require the Contractor to provide replacement Services in accordance with the Contract as soon as reasonably practicable and in any event within fourteen (14) days of a request to do so; or

B6. subject to clause E2 require repayment of the proportion of the Price which has been paid in respect of such Services together with payment of any additional expenditure over and above the Price reasonably incurred by the Council in obtaining replacement Services.

B7. CONTRACTOR’S STAFFB7 TC "
CONTRACTOR’S STAFF" \l 1 

B7. The Council reserves the right under the Contract to refuse to admit to, or to withdraw permission to remain on, any premises occupied by or on behalf of the Council:

B7. any member of the Contractor’s staff; or

B7. any person employed or engaged by a sub-contractor, agent or servant of the Contractor 

whose admission or continued presence would be, in the reasonable opinion of the Council, undesirable.

B7. When directed by the Council, the Contractor shall provide a list of the names and addresses of all persons (if any) who it is expected may require admission in connection with the Contract to any premises occupied by or on behalf of the Council, specifying the capacities in which they are concerned with the Contract and giving such other particulars as the Council may reasonably desire.

B7. The Contractor’s staff, engaged within the boundaries of any of the Council’s premises, shall comply with such rules, regulations and requirements (including those relating to security arrangements) as may be in force from time to time for the conduct of personnel when at that establishment and when outside that establishment.

B7. The decision of the Council as to whether any person is to be refused access to any premises occupied by or on behalf of the Council shall be final and conclusive.

B7. The Contractor shall replace any of the Contractor’s staff who the Council reasonably decides have failed to carry out their duties with reasonable skill and care.  Following the removal of any of the Contractor’s staff for any reason, the Contractor shall ensure such person is replaced promptly with another person with the necessary training and skills to meet the requirements of the Services.

B7. The Contractor shall bear the cost of or costs arising from any notice, instruction or decision of the Council under this clause.

PART C - PRICE AND PAYMENT TC "PART C - PRICE AND PAYMENT" \l 5 
C1. PRICE AND PAYMENTC1 TC "
PRICE AND PAYMENT" \l 1 

C1. The Council shall pay the Price for the Services to the Contractor.

C1. The Contractor shall submit a single VAT invoice to the Council no later than seven (7) days after the end of each calendar month detailing the Services provided during the calendar month and the amount payable.

C1. The final date for payment of any undisputed invoice will be thirty (30) days following the date of receipt of the invoice by the Council.

C1. The Council reserves the right to withhold payment of the relevant part of the Price without payment of interest where the Contractor has either failed to provide the Services at all or has provided the Services inadequately and any invoice relating to such Services will not be paid unless or until the Services have been performed to the Council’s satisfaction.

C1. Any overdue sums will bear interest from the final date for payment until payment is made at 4% per annum over the Co-operative Bank plc base rate prevailing on the final date for payment.  The Contractor is not entitled to suspend provision of the Services as a result of any overdue sums.

C1. The Council will be entitled but not obliged at any time or times without notice to the Contractor to set off any liability of the Council to the Contractor against any liability of the Contractor to the Council (in either case howsoever arising and whether any such liability is present or future, liquidated or unliquidated and irrespective of the currency) and may for such purpose convert or exchange any sums owing to the Contractor into any other currency or currencies in which the obligations of the Council are payable under this Contract.  The Council’s rights under this clause will be without prejudice to any other rights or remedies available to the Council under this Contract or otherwise.

C1. Further details of payment, if any, are set out in the Pricing Schedule.

part d - termination AND CONSEQUENCES OF TERMINATION TC "PART D - TERMINATION AND CONSEQUENCES OF TERMINATION" \l 5 
D1. TERMINATIOND1 TC "
TERMINATION" \l 1 

D1. Subject to the provisions of clause H6 (Force Majeure) the Council may terminate the Contract with immediate effect by notice in writing to the Contractor on or at any time if:

D1.1.1
the Contractor is convicted of a criminal offence; or


D1.1.2
the Contractor becomes bankrupt, or makes a composition or arrangement with its creditors, or has a proposal for voluntary arrangement for a composition of debts, or scheme or arrangement approved in accordance with the Insolvency Act 1986; or



D1.1.3
the Contractor has an application made or notice of intention is given under the Insolvency Act 1986 to appoint an administrative receiver or administrator or an administrative receiver or administrator is appointed ; or


D1.1.4
the Contractor has a winding-up order made, or (except for the purposes of amalgamation or reconstruction) a resolution for voluntary winding-up passed; or


D1.1.5
the Contractor has a provisional liquidator, receiver or manager appointed; or

D1.1.6
the Contractor has a receiver appointed under the Mental Health Act 1983, or dies;


D1.1.7
the Contractor has possession taken by or on behalf of the holders of any debentures secured by a floating charge, of any property comprised in or subject to the floating charge; or


D1.1.8
the Contractor is in circumstances which entitle the Court or a creditor to appoint, or have appointed, a receiver, a manager, an administrator, or administrative receiver, or which entitle the Court to make a winding-up order; or 

 
D1.1.9
the Contractor ceases to carry on the whole of its business or threatens to cease the same or becomes unable to pay its debts within the meaning of section 123 of the Insolvency Act 1986, or if the Council reasonably believes that any such events may occur; or 

D1.1.10
the Contractor has a change in Control which the Council believes will have a substantial impact on the performance of the Contract; or

D1.1.11
there is a risk or a genuine belief that there is a risk that reputational damage to the Council will occur as a result of the Contract continuing; or

D1.1.12
the Contractor is in breach of any of its obligations under this Contract that is capable of remedy and which has not been remedied to the satisfaction of the Council within 14 days, or such other reasonable period as may be specified by the Council after issue of a written notice specifying the breach and requesting it to be remedied; or

D1.1.13
there is a material or substantial breach by the Contractor of any of its obligations under this Contract which is incapable of remedy; or

D1.1.14
the Contractor commits persistent minor breaches of this Contract whether remedied or not.

D1. The Council reserves the right to terminate the Contract in part on the occurrence of the events the subject of clauses D1.1.12, D1.1.13 and D1.1.14.

D1. Where this Contract is subject to Orders as specified in the Contract Particulars the Council has the right to terminate any individual Order or Orders or the whole Contract under the provisions of this clause D1. 

D1. The Council reserves the right to terminate the Contract at will, in whole or in part, at any time with or without notice except that it will give as much notice as possible in the circumstances.

D2. CONSEQUENCES OF TERMINATIOND2 TC "
CONSEQUENCES OF TERMINATION" \l 1 

D2. If this Contract is terminated in whole or in part the Council shall:

D2. only be liable to pay to the Contractor such elements of the Price, if any, that are properly due in accordance with the Contract or the affected part of the Contract up to the time of the termination; and/or

D2. except for termination under clause D1.4, be entitled to deduct from any sum or sums which would have been due from the Council to the Contractor under this Contract or any other contract and to recover the same from the Contractor as a debt any sum in respect of any loss or damage to the Council resulting from or arising out of the termination of this Contract.  Such loss or damage shall include the reasonable cost to the Council of the time spent by its officers in terminating the Contract and in making alternative arrangements for the supply of the Services or any parts of them; and/or

D2. where termination arises under clause D1.4, pay to the Contractor any reasonable, direct and quantifiable costs reasonably incurred by the Contractor due to early termination subject to the maximum liability provision in clause E2.4; and/or

D2. in the event that any sum of money owed by the Contractor to the Council (the Contractor’s debt) exceeds any sum of money owed by the Council to the Contractor (the Council’s debt) under this Contract then the Council shall, at its sole discretion, be entitled to deduct the Contractor’s debt from any future Council’s debt or to recover the Contractor’s debt as a civil debt.

D2. Upon the termination of the Contract for any reason, subject as otherwise provided in this Contract and to any rights or obligations which have accrued prior to termination, neither party shall have any further obligation to the other under the Contract.

D3. DISPUTE RESOLUTION PROCEDURED3 TC "
DISPUTE RESOLUTION PROCEDURE" \l 1 

D3. If a dispute arises between the Council and the Contractor in connection with  the Contract, the parties shall each use reasonable endeavours to resolve such dispute by means of prompt discussion at an appropriate managerial level.

D3. If a dispute is not resolved within fourteen (14) days of referral under clause D3.1 then either party may refer it to the Chief Executive or appropriate nominated officer of each party for resolution who shall meet for discussion within 14 days or longer period as the parties may agree.

D3. A dispute not resolved to the satisfaction of both parties in accordance with clauses D3.1 and D3.2, shall next be referred at the request of either party to a mediator appointed by agreement between the parties within 14 days of one party requesting mediation with the costs of mediation determined by the mediator.

D3. Nothing in this clause shall preclude either party from applying at any time to the English courts for such interim or conservatory measures as may be considered appropriate.

D4. SURVIVALD4 TC "
SURVIVAL" \l 1 

D4. The following clauses will survive termination or expiry of the Contract: Clause B5 (Risk in and Title to the Goods), Clause D2 (Consequences of Termination), Clause F1 (Intellectual Property), Clause F2 (Confidentiality and Publicity), Clause F3 (Data Protection), Clause F4 (Freedom of Information), Clause F5 (Record Keeping and Monitoring), Clause H4 (Severance), Clause H10 (Non Solicitation and Offers of Employment) and Clause H12 (Law and Jurisdiction). 

PART E – INSURANCE AND LIABILITIES TC "PART E - INSURANCE AND LIABILITIES" \l 5 
E1. INSURANCEError! Reference source not found.tc "
INSURANCE" \l 1

E1. The Contractor shall maintain insurances necessary to cover any liability arising under the Contract as set out in the Contract Particulars.

E1. The Contractor shall prior to the Commencement Date and on each anniversary of the Commencement Date and/or upon request, provide details of such insurances to the reasonable satisfaction of the Authorised Officer and evidence that all premiums relating to such insurances have been paid.

E1. If the Contractor does not maintain the necessary insurances under the Contract the Council may insure against any risk in respect of the default and may charge the Contractor the cost of such insurance together with a reasonable administration charge.

E2. INDEMNITY AND LIABILITYError! Reference source not found.tc "
INDEMNITY AND LIABILITY" \l 1

E2. The following matters shall not be the subject of any exclusion or limitation of liability:

E1. death or personal injury caused by a party’s negligence (but neither party will be liable for death or personal injury caused by the other party’s negligence);

E1. fraudulent misrepresentation;  

E2.1.3
the Contractor’s liability to the Council for any direct loss of or 
damage to the real or personal property of the Council or 
any third party, including Intellectual Property Rights and against all 
Liabilities awarded against or incurred by the Council (including 
legal expenses on an indemnity basis) arising from any defect or 
fault in the Services or 
any act or omission of the Contractor in 
delivering the Services; and

E2.1.4
any other matter in respect of which, as a matter of Law, liability cannot  be excluded or limited. 

E2.2
Except as specifically provided, neither party shall in any event be 
liable to 
the other for any indirect or consequential loss (including loss 
of profit 
and pure economic loss) however caused. 

E2.3
Subject to clauses E2.1 and E2.2, the Contractor’s liability to the Council under the Contract whether in contract, tort (including negligence) or otherwise shall be limited to the sum which equates to 125% of the total Price.

E2.4
Subject to clauses E2.1 and E2.2, the Council’s liability to the Contractor under the Contract whether in contract, tort (including negligence) or otherwise shall be limited to the sum which equates to 125% of the total Price.

PART F - PROTECTION OF INFORMATION TC "PART F - PROTECTION OF INFORMATION" \l 5 
F1. INTELLECTUAL PROPERTYF1 TC "
INTELLECTUAL PROPERTY" \l 1 

F1. All Intellectual Property Rights in any specifications, instructions, plans, data, drawings, databases, patents, patterns, models, designs or other material:

F1. provided to the Contractor by the Council shall remain the property of the Council;

F1. prepared by or for the Contractor specifically for the use, or intended use, in relation to the performance of the Contract shall belong to the Council subject to any exceptions set out in the Contract Particulars.

F1. The Contractor shall obtain necessary approval before using any material, in relation to the performance of the Contract which is or may be subject to any third party Intellectual Property Rights.  The Contractor shall procure that the owner of the Intellectual Property Rights grant to the Council a non-exclusive licence, or if the Contractor is itself a licensee of those rights, the Contractor shall grant to the Council an authorised sub-licence, to use, reproduce, and maintain the Intellectual Property Rights.  Such licence or sub-licence shall be non-exclusive, perpetual and irrevocable, shall include the right to sub-licence, transfer, novate or assign to other Councils, the replacement Contractor or to any other third party providing services to the Council, and shall be granted at no cost to the Council.

F1. It is a condition of the Contract that the Services will not infringe any Intellectual Property Rights of any third party and the Contractor shall during and after the Contract Period on written demand indemnify and keep indemnified without limitation the Council against all Liabilities which the Council may suffer or incur as a result of or in connection with any breach of this clause, except where any such claim relates to the act or omission of the Council.

F1. At the termination of the Contract the Contractor shall at the request of the Council immediately return to the Council all materials, work or records held in relation to the Services, including any back-up media.

F2. CONFIDENTIALITY AND PUBLICITYF2 TC "
CONFIDENTIALITY AND PUBLICITY" \l 1 

F2. Any documents provided by the Council and information which the Contractor may acquire as a result of the Contract shall to the extent that they are not in the public domain or required to be disclosed by operation of Law remain confidential to the Council and shall not be disclosed disposed of or used for any purpose without prior written consent from the Council.

F2. All Confidential Information provided by the Council to the Contractor shall be returned to the Council at the end of the Contract.

F2. Without prejudice to the Council’s obligations under the FOIA or EIR, neither party shall make any press announcements or publicise the Contract or any part thereof in any way, except with the written consent of the other party (such consent not to be unreasonably withheld or delayed).

F2. Both parties shall take all reasonable steps to ensure the observance of the provisions of this clause by all of their servants, employees, sub-contractors, agents, professional advisors and consultants.  

F3. DATA PROTECTIONF3 TC "
DATA PROTECTION" \l 1 

F3. The Contractor shall (and shall procure that any of its Staff involved in the provision of this Contract) be registered under the General Data Protection Regulations and Data Protection Act 2018 (DPA) and both Parties will duly observe all their obligations under the DPA which arise in connection with the Contract.
F3. Each Party shall comply with their respective duties under the Data Protection Legislation and any successor legislation and shall give all reasonable assistance to each other where appropriate or necessary to comply with such duties. 
F3. Notwithstanding the general obligation above, where the Contractor is processing Personal Data as a data processor for the Council (as defined by the DPA) the Contractor shall ensure that it has in place appropriate technical and organisational measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA; and shall

(a) provide the Council with such information as the Council may reasonably require to satisfy itself that the Contractor is complying with its obligations under the DPA;

(b) promptly notify the Council of any breach of the security measures required to be put in place by the above clause.

(c) ensure that it does nothing knowingly or negligently which places the Council in breach of the Council’s obligations under the DPA;

(d) transfer any request for access to the Personal Data or Sensitive Personal Data under section 7 of the DPA to the Council as soon as practicable after receipt and in any event within two Working Days of receiving a request for access to the Data; and

(e) provide the Council with a copy of the Personal Data or Sensitive Personal Data in its possession or power in the form that the Council requires within five Working Days (or such other period as the Council may specify) of the Council requesting the Data.
F3. The Data Protection provisions outlined above shall apply during the continuance of this Contract and indefinitely after its expiry or termination.
F4. FREEDOM OF INFORMATIONF4 TC "
FREEDOM OF INFORMATION" \l 1 

F4. The Council is subject to the FOIA and the EIR (“the Legislation”).  As part of the Council's duties under the Acts, it may be required to disclose information forming part of the Contract to anyone who makes a reasonable request.  The Council has absolute discretion to apply or not to apply any exemptions under the Legislation.

F4. The Contractor shall assist and cooperate with the Council (at the Contractor’s expense) to enable the Council to comply with the information disclosure requirements under the Acts and in so doing will comply with any timescale notified to it by the Council.

F5. RECORD KEEPING AND MONITORINGF5 TC "
RECORD KEEPING AND MONITORING" \l 1 

F5. In order to assist the Council in its record keeping and monitoring requirements including auditing and National Audit Office requirements, the Contractor shall keep and maintain for six (6) years (or such longer time period required in accordance with any specific legislation) after the Contract has been completed, full and accurate records of the Contract including the Services supplied under it, all expenditure reimbursed by the Council, and all payments made by the Council.  The Contractor shall on request allow the Council or the Council’s representatives such access to (and copies of) those records as may be required by the Council in connection with the Contract.

F5. The Contractor will at its own cost, provide any information that may be required by the Council to comply with the Council’s procedures for monitoring of the Contract.

PART G – STATUTORY OBLIGATIONS TC "PART G - STATUTORY OBLIGATIONS" \l 5 
G1. HEALTH AND SAFETYG1 TC "
HEALTH AND SAFETY" \l 1 

G1. The Contractor shall comply with all health and safety legislation in force and all health and safety policies of the Council as they may relate to the Contract.

G2. CORPORATE REQUIREMENTSG2 TC "
CORPORATE REQUIREMENTS" \l 1 

G2. The Contractor shall comply with all obligations under the HRA.

G2. The Contractor shall comply with all Council policies and rules, such as, but not limited to:

G2. equality and diversity policies;

G2. sustainability;

G2. information security rules;

G2. whistleblowing and/or confidential reporting policies; and

G2. all site rules relevant to the fulfilment of the Contractor’s obligations in the performance of the Services. 

G2. The Contractor shall not unlawfully discriminate within the meaning and scope of any law, enactment, order, or regulation relating to discrimination (whether age, race, gender, religion, disability, sexual orientation or otherwise) in employment.

G2. The Contractor shall comply with all relevant legislation relating to its staff however employed including (but not limited to) the compliance in law of the ability of the staff to work in the United Kingdom.

G2. If the Contractor has a finding against it relating to its obligations under clause G2.4 it will provide the Council with:

G2. details of the finding; and

G2. the steps the Contractor has taken to remedy the situation.

G3. LAW AND CHANGE IN LAWG3 TC "
LAW AND CHANGE IN LAW" \l 1 

G3. The Contractor shall comply at all times with the Law in its performance of the Contract.

G3. On the occurrence of a Change in Law which has a direct effect upon the Price the parties shall meet within fourteen (14) days of the Contractor notifying the Council of the Change in Law to consult and seek to agree the effect of the Change in Law and any change in the Price as a result following the principle that this clause is not intended to create an artificial cushion from market forces for the Contractor. If the parties, within fourteen (14) days of this meeting, have not agreed the occurrence or the impact of the Change in Law, either party may refer the matter to dispute resolution in accordance with clause D3.

G3. Any agreed additional sums payable as a result of the operation of clause G3.2 shall be included in the Price. For the avoidance of doubt nothing in this Contract is intended to allow the Contractor double recovery of any increase in costs. 

PART H – GENERAL PROVISIONS  TC "PART H - GENERAL PROVISIONS " \l 5 
H1. CONTRACT VARIATIONH1 TC "
CONTRACT VARIATION" \l 1 

H1. Subject to clause H1.2, no variation or modification to the Contract is valid unless it is in writing and signed by the Council and the Contractor.

H1. The Council shall be entitled to issue to the Contractor in writing or, in case of urgency orally (provided the Council confirms oral instructions in writing as soon as it is practicable), variation orders requiring the addition, suspension, reduction or cessation of provision of any Services and/or the provision of emergency Services in accordance with revised Delivery Instructions. The Contractor shall charge for the impact of the variation order in accordance with the rates and prices used to calculate the Price in the Tender.

H2. THIRD PARTY RIGHTSH2 TC "
THIRD PARTY RIGHTS" \l 1 

H2. This Contract is enforceable by the original parties to it, by their successors in title and permitted assignees.  Any rights of any person to enforce the terms of this Contract pursuant to The Contracts (Rights of Third Parties) Act 1999 are excluded.

H3. NO WAIVERH3 TC "
NO WAIVER" \l 1 

H3. Failure by either party at any time to enforce any one or more of the provisions of this Contract or to require performance by the other party of any of the provisions shall not constitute or be construed as a waiver of the provision or of the right at any time subsequently to enforce all terms and conditions of this Contract nor affect the validity of the Contract or any part of it or the right of the parties to enforce any provision in accordance with its terms.

H3. No waiver of any of the provisions of this Contract shall be effective unless it is expressed to be a waiver in writing and communicated in accordance with clause A3.

H4. SEVERANCEH4 TC "
SEVERANCE" \l 1 

H4. If any provision of the Contract shall become or shall be declared by any court of competent jurisdiction to be invalid or unenforceable in any way, such invalidity shall not impair or affect any other provision all of which shall remain in full force and effect.

H5. ASSIGNMENT, SUB-CONTRACTING AND RESPONSIBILITYH5 TC "
ASSIGNMENT, SUB-CONTRACTING AND RESPONSIBILITY" \l 1 

H5. Subject to any express provision of this Contract, the Contractor shall not without the prior written consent of the Council, assign all or any  benefit, right or interest under this Contract or sub-contract the supply of the Services. 

H5. The Council shall be entitled to:

H5. assign, novate or dispose of its rights and obligations under this Contract either in whole or part to any contracting authority (as defined in The Public Contracts Regulations 2015); or

H5. transfer, assign or novate its rights and obligations where required by Law.

H5. The Contractor shall remain responsible and liable for the acts and omissions of any other members of a consortium arrangement, sub-contractors, servant, agent and employee as though they were its own.

H6. FORCE MAJEUREH6 TC "
FORCE MAJEURE" \l 1 

H6. Neither party shall be liable for failure to perform its obligations under the Contract if such failure results from Force Majeure.

H6. If the Council or the delivery location is affected by circumstance of Force Majeure, the Council shall be entitled to, totally or partially, suspend the date or dates for delivery of the Services until the circumstances of the Force Majeure have ceased.  The suspension shall not give rise to any claim by the Contractor against the Council nor entitle the Contractor to terminate the Contract.

H6. Industrial action by, or illness or shortage of the Contractor’s staff, agents or subcontractors, failure or delay by any of the Contractor’s suppliers to supply goods, components, services or materials and breach of the Contractor’s warranties under clause B6 shall not be regarded as an event of Force Majeure.

H6. If the event of Force Majeure continues for more than two (2) months either party may give written notice to the other to terminate the Contract immediately or on a set termination date.

H6. If the Contract is terminated in accordance with clause H6.4 neither party will have any liability to the other except that any rights and liabilities which accrued prior to termination will continue to exist. 

H7. INDUCEMENTS, BRIBERY AND CORRUPTIONH7 TC "
INDUCEMENTS" \l 1 

H7. The Contractor shall and shall procure that persons associated with it or other persons who are performing services in connection with this Contract shall:

H7.1.1
comply with all applicable laws, statutes, regulations, and where appropriate codes relating to anti-bribery and anti-corruption (“Relevant Requirements”), including the Bribery Act 2010; and 

H7.1.2
not engage in any activity, practice or conduct which would constitute an offence under sections 1,2 or 6 of the Bribery Act 2010 if such activity, practice or conduct had been carried out in the UK;

H7.1.3
not do, or omit to do, any act that will cause or lead the Council to be in breach of any of the Relevant Requirements;

H7.1.4
promptly report to the Council any request or demand for any undue financial or other inducement of any kind received by the Contractor in connection with the performance of this Contract;

H7.1.5
have an shall maintain in place throughout the Contract Period its own policies and procedures, including adequate procedures under the Bribery Act 2010, to ensure compliance with the Relevant Requirements, and will enforce them where appropriate;

H7.1.6
if requested, provide the Council with any reasonable assistance to enable the Council to perform any activity required for the purpose of compliance with any of the Relevant Requirements.

H7. The Contractor shall indemnify the Council against any losses, liabilities, damages, costs (including legal fees) and expenses incurred by, or awarded against the Council as a result of any breach of this clause H7 by the Contractor.

H7.3
Breach of this clause H7 shall be deemed a material breach under clause D1.1.13.

H7.4
If the Council terminates this Contract for breach of this clause H7 the Contractor shall not be entitled to claim compensation or any further remuneration whatsoever.

H8. COSTS AND EXPENSESH8 TC "
COSTS AND EXPENSES" \l 1 

H8. Each of the parties will pay their own costs and expenses incurred in connection with the negotiation, preparation, execution, completion and implementation of this Contract.

H9. NO AGENCY OR PARTNERSHIPH9 TC "
NO AGENCY OR PARTNERSHIP" \l 1 

H9. Nothing contained in this Contract, and no action taken by the parties pursuant to this Contract, will be deemed to constitute a relationship between the parties of partnership, joint venture, principal and agent or employer and employee.  Neither party has, nor may it represent that it has, any authority to act or make any commitments on the other party’s behalf.

H10. NON SOLICITATION AND OFFERS OF EMPLOYMENTH10 TC "
NON SOLICITATION AND OFFERS OF EMPLOYMENT" \l 1 

H10. The Contractor agrees that it will not, without the prior written consent of the Council, whether directly or indirectly, and whether alone or in conjunction with, or on behalf of, any other person and whether as a principal, shareholder, director, employee, agent, consultant, partner or otherwise during the Contract Period or for a period of 12 months following expiry or termination of this Contract:

H10. solicit or entice, or endeavour to solicit or entice, away from the Council, any person directly related to the Services employed in a senior capacity in a managerial, supervisory, technical, sales or administrative capacity by, or who is or was a consultant to, the Council at the date of the expiry or termination of this Contract or at any time during the period of one month immediately preceding the date of expiry or termination;

H10.1.2
attempt, or knowingly assist or procure any other person to do the above.
H11. INSPECTION OF CONTRACTOR’S PREMISESH11 TC "
INSPECTION OF CONTRACTOR’S PREMISES" \l 1 

H11. The Contractor shall permit the Council to make any inspections or tests which may reasonably be required in respect of the Contractor’s premises in relation to the Contract.

H12. LAW AND JURISDICTIONH12 TC "
LAW AND JURISDICTION" \l 1 

H12. This Contract shall be governed by the laws of England and shall be subject to the exclusive jurisdiction of the English courts.

SCHEDULE 1

The Contract Particulars

Authorised Officer: 

Paul Dales 
Contract Manager:

Environmental Health Manager Safer Business 

Nottingham City Council
Contract Manager: 

Mr Thomas Atkinson
Osborne Richardson Limited 
Contract Commencement Date: 1 September 2025 

Contract Period
1 September 2025 – 31 March 2026
The inspections are required to be completed by 31 March 2026.
Contractor’s Insurance Requirements
Employer's Liability: £5,000,000

Public Liability: £5,000,000

Professional Indemnity: £1,000,000

Motor Insurance – Fully Comprehensive 

SCHEDULE 2

The Special Terms and Conditions

PART 3:     ITQ Response Document 

Food Safety Inspections

CPU 7811


Quality Criteria Questions and Responses 

In order for us to assess your suitability for this work we would like you to provide the following:

	Experience (Qualifications)



	A) Please provide details of your previous experience in food safety inspections, including your latest cv and details of your technical-professional qualifications and memberships. 12%

B) Please demonstrate if you are a food safety professional who has worked for a Local Authority in a food enforcement role. 3%



	Insert Response:

A 

Osborne Richardson Background Information

We have access to approximately 350 qualified Environmental Health Officers / Technical Officers within our organisation with over 100 working on projects at any one time. The management, resourcing and delivery of Local Authority outsourced food/health and safety inspection projects constitutes a major element of our services. 

We have extensive experience and the capacity to manage a significant volume of work, we are typically managing around 40-50 projects at any one time throughout the year, delivering approximately 20,000 – 25,000 inspections per annum.

We have been operating in the environmental health field for almost 35 years and recruit across the range of roles within the profession. We are the market leader within the sector and work with local authorities across the UK. We fill in excess of 200 live vacancies every year whilst also delivering over 20,000 food premises inspections all across the UK. We typically have 150-200 live contracts running at any one time.

Availability of Resources

We have a deep insight into market conditions and a very good understanding of the demand for resources across the spectrum of environmental health. There is currently a major skills shortage within the food safety sector and the demand for food competent Environmental Health Practitioners far outstrips supply.

Since the pandemic, the demand for EHPs to carryout food hygiene inspection contracts has been increasing year on year by around 15-20% in terms of the total volume of inspections we are being asked to complete by existing and new clients. 

Although the market conditions are extremely difficult and resources can sometimes be hard to come by in the immediate locality of our clients, we do not simply focus on the local area and if we have inspectors willing to travel and stay in the region, be it short or long term, then we are happy to engage them and will make them available for this specific contract.  

Examples of Previous Contracts

All of the examples below are ‘payment by inspection’ contracts. 

LB Barking & Dagenham

We have been working consistently with LBBD since 2017, typically delivering around 600 inspections per year. We have built up a very good working relationship with the client by encouraging open lines of communication amongst all parties. As a result, we have been able to retain the same 2-person inspection team for the last few years. We have been able to deal with any peaks in work when needed and have developed an approach whereby the inspectors know the flexible nature of the contract and react accordingly when needed. 

As required we have met with the client and we have maintained active communications with inspectors to know exactly when they are available and also to help them plan for upcoming work. This has been a very successful project and runs very smoothly.

Birmingham City Council

We have been working under various inspection contracts with Birmingham City Council for over 15 years. During this time workload has fluctuated from sometimes being in excess of 1500 per year to less than 200 per quarter.

We worked closely with them during and straight after the pandemic dealing with the challenges of resourcing staff and constantly changing priorities being issued by the FSA in respect of which premises required inspection. We were able to make full use of our project management system to rapidly amend and update inspection lists as required and we worked with our inspection team to brief them on changing requirements.

Open communication and collaborative working was key to success during this period and we were sure to maintain regular contact with our inspection team who as well as carrying out inspections under difficult circumstances were able to be a valuable source of intelligence gathering whilst out on the district.

Nottingham City Council

We won a contract in 2022 to deliver 1000 Cat D food premises inspections. The client was keen to start the project quite quickly after contract award. We were able to mobilise a team of inspectors to deliver the work. The challenge we had was that work needed to be staged as the client needed to spend time checking and organising the list so inspections initially had to be allocated in small batches on a monthly basis. 

We made sure the inspection team were fully briefed and knew that work might be slow to start with. The client also wanted to stage work so that it did not place too much admin burden on their staff. Open lines of communication were essential in the early stages so everyone was fully aware of the project plan. We successfully delivered the project ahead of the deadline.

Sandwell MBC

We have been delivering inspection contracts for Sandwell since 2019 which has allowed us to develop a good relationship with the Council and an understanding of how the inspection programme is delivered. For example, on previous contracts it has been necessary for inspectors to work during routine business hours which is unusual for an inspection contract since most allow weekend and evening work. We have ensured that we have used 2 specific inspectors who can fulfil this requirement and have managed to gain their long-term commitment. When necessary, we have been able to add additional inspectors as required.

Inspector Availability 

Below is a table detailing the inspectors we are proposing as options for the contract delivery. 

Based on their availability we have specified the number of inspections each is available to complete in the 2 key deliverable time periods as requested in the specification. The numbers are the minimum that the specific inspector could cover so we do not necessarily envisage having to use every inspector; we will prioritise those with the most availability to ensure we meet the quotas required in the contract specification. We are happy for the client to choose their preferred inspectors and would always suggest that fewer inspectors doing higher numbers of inspections is easier to manager than necessary having to use the full list of inspectors.

B 

Table of Inspectors

Inspector
Allocation Sept - Dec

Allocation Jan - Feb

Appendix

Shabnam Khizer

150

80

1

Rachel Harby

150

80

2

Jonathan Marerwa

100

80

3

Sean Glendenning

50

50

4

Jody Marsden

50

50

5

Ian Moore

100

100

6

Philip Howell

75

60

7

Total

675

600

Overall Total

1275

We have provided documentation for each inspector including a CV and evidence of qualifications. Ahead of starting any work on the contract we will provide full CPD records and a completed competency assessment (if required). 

In line with FSA guidance we would request that each inspector is shadowed on an inspection to allow sign off of the competency assessment by the relevant Lead Officer for the council.




	Customer service 



	Please demonstrate how you will provide excellent customer service during inspections. 5%


	Monitoring of Inspector Competency

When we register any new inspector with our organisation we ask them to provide evidence of competency as part of the registration process. Once engaged on a contract our Admin and Compliance Manager maintains a regular programme of contact to obtain updated CPD documents to ensure records are up to date and our inspectors are maintaining competency in line with FSA Code of Practice guidelines. Typically we request updates on a quarterly basis. Copies of new certificates will be provided to the council on an ongoing basis throughout the contract duration.

We also issue a regular quarterly ‘News Bulletin’ to our inspectors. This highlights any developments in the professional field and draws attention to any specific legislation updates and training requirements relevant to our inspectors. The News Bulletin carries CPD credits; typically 2 hours.

Project Induction / Compliance 
All contract inspectors will be given an induction briefing prior to commencing work, both from Osborne Richardson and the council. They will be provided with relevant client documents & policies and reminded of the standards to which they are required to operate. They will be informed of specific client instructions, local variations, special project delivery instructions and any key performance indicators (KPIs) or local performance indicators (LPIs). 

Inspectors will be expected to attend an initial induction with the council to be fully briefed on procedures in an effort to ensure a compliant and consistent approach. This will include a full briefing on the specification, policies, processes and administration. There is no charge for this initial meeting.

All contract inspectors will have access to FSA guidance, relevant legislation, Food Standards Agency Food Law Code of Practice & Food Law Practice Guidance, FHRS Brand Standard documentation and relevant client documentation and policies, including enforcement policies etc. 

We will produce a Project Briefing Document to be supplied to all active Inspectors. The document will set out the contract specification, requirements and any relevant KPIs. It will include full contact details for all relevant parties, and it will detail procedures in respect of completing documentation and also returning documentation to the client. The document will serve as a reference point for the contract life cycle. It will be issued at the start of the project commencing and updated and re-issued as necessary throughout the lifecycle of the project. It will also be available via our project management tool, OR-Projects.

Quarterly Review Meetings

We would recommend monthly or quarterly review meetings take place between our Project Manager and the key contacts within the council. This is a tried and tested approach, which has proved to be of significant benefit on other similar contracts in the past and it helps to ensure the smooth running of the contract.  

Such meetings have been invaluable as an opportunity to share information to improve standards and service delivery across the board. These meetings can take place in person, online or via the telephone, as appropriate.

Customer Care / Complaints

As set out in our Complaints Procedure (can be provided on request) all complaints are documented and logged in the organisation's Complaints Register and record of all actions and results are recorded.

Complaints can be received in person, by telephone, by e-mail or in writing. In the first instance, a complainant will be dealt with by the department or section concerned.

Typically complaints will be investigated by the Project Manager with assistance from the Technical Manager if required. This will take the form of a formal meeting with the inspector confirmed to discuss the details of the compliant. If appropriate, a representative from the Council can attend the meeting. If necessary we will liaise with the FBO to gather and verify information relevant to the complaint.

Confirmation of action taken will be confirmed in writing to the complainant and followed up to ensure satisfaction.

Details will be logged into Complaints Register and addressed at next management meeting to evaluate and discuss necessary action to avoid repetition.

Where complaints are received that bring the Council into disrepute or there are instances of substantiated gross misconduct, an inspector will be removed immediately.

Contract Inspector Performance 
All inspection lists will be requested from the council in advance and will be uploaded to our on-line system (‘OR Projects’) and allocated to each inspector. The inspector will manage all their day-to-day activity on the system recording inspections completed as they go along. The client has full access to see this in real time by logging on to the OR Projects system. We are able to produce daily/weekly reports of works completed and constantly monitor progress. Requests for this information can be dealt with by the Project Manager and the Project Administrator. Response times will usually be within 2 hours. 

We are always actively monitoring project progress through daily and weekly reporting and liaison with all parties as a further measure to deal with any sudden change enabling us, as far as possible, to pre-empt any issues with resource capability. We always look to plan as far in advance as we can and will constantly be updating with the inspectors to ensure they are delivering to schedule and as set out in the contract specification. 

We always actively seek to work in collaboration with our clients and ensure we maintain their standards and ways of working. We will always support any decision from a client to remove an inspector due to incompetency.

If we identify repeated failure to inspect due businesses, we will immediately speak to the inspector about this. If they are unable to provide a solution to ensure they are back on track, we will remove them from the project and replace them with another inspector.


	Recording and tracking visits



	How do you ensure the inspection process is adhered to and monitored, visits scheduled and undertaken and compliance maintained? 10%

	Insert Response: (expand box to page limit)

	Method Statement and Approach

Osborne Richardson Project Team

To manage the project we will assign the key personnel listed below in addition to our team of Inspectors working in the field: 

Thomas Atkinson - Head of Public Sector (Project Manager) - responsible for day-to-day project management of all outsourced projects through the management of a team of consultants who look after our inspectors working in the field; he will be the key client liaison point and Contract / Project Manager. 

Lucia Bonora – Project Administrator - responsible for managing the flow of work and project administration; she will also assist with managing all allocations of works and deal with any administration queries; specifically in relation to the use of OR Projects. 

Tim Bage – Quality Assurance & Technical Manager – a Chartered Environmental Health Officer and Fellow of the Royal Society for Public Health who has most recently held the role of Assistant Director of Port Health for the City of London. Tim has extensive experience across the Environmental Health spectrum with a focus on food safety intervention work. We have included his details as Appendix 8.

The Project Manager will be in contact with the relevant contacts within the council on a daily / weekly basis to advise on operational issues, project progress and to deal with the management of inspection allocations. He will attend quarterly review meetings.

The Project Manager will be the first point of contact for all operational and contractual queries and will respond within 24 hours of receiving notification from any point of contact within each of the councils.

The Project Administrator will always be available during office hours via phone and email to deal with any queries in relation to the administration of the contract and specifically in relation to the use of our project management tool ‘OR projects’ (www.or-projects.com). 

We actively encourage an open dialogue amongst all parties and work to ensure a partnership way of working is in place. Given the nature of these contracts our experience tells us it is vital to be as open as we can with all communication and to ensure a collaborative approach is adopted.

Our office hours are 9am – 5.30pm but our Project Manager and Quality & Compliance Director both have 24 hour, 7 days per week access to email. We also have a telephone system that directly connects our desk phones to our mobiles, which essentially means we have full access at all times. This is an essential part of us being able to provide a service that operates outside of routine office hours and enables us to be available in case of an emergency. Full contact details for relevant persons will be shared with all parties once the contract commences.

Inspection Schedule / Programme

The inspectors will adhere to a programme of inspections as specified by the council and in accordance with inspection frequencies laid down in the Code of Practice in order of due date of inspection as far as possible. We will monitor output on a weekly basis and can provide reporting as requested by the council.

We have a wide network of inspectors operating across the UK and can ensure that individuals are not over-committed on the project. We allocate inspections based on each inspector’s availability within the timeframe of the contract. 

In extreme cases where the existing resource becomes unavailable, we would look to our extensive network of inspectors and introduce new inspectors if necessary. Our search would always start close to the council's area and we could possibly mobilise new inspectors within 24 hours.

OR Projects – Online Management System

Through the use of our custom designed on-line management tool www.or-projects.com we will monitor the project on a daily basis, track output and report regularly to ensure the required deadlines are met and inspections are started and finished within the specified timeframes. 

The council, along with all inspectors working on the contract will be supplied with details of our on-line worksheet approval system www.or-projects.com.  Inspectors will utilise the system to upload inspections completed and create on-line worksheets, which will indicate the number of inspections completed, date completed and the status of the visit.

Chart 1a below is an example of the data our system provides in Excel format and we use it as a reporting tool to track and monitor project progress.  It is accessible by inspectors and the council at all times and acts as a tool to track the performance of the project at all times.  The council is able to run their own reports at any time or they can be provided on request.

The Project Management system also allows for document storage so any key information documents such as inspection forms, instructions from the Council, policy documents, training notes, minutes from meetings etc can all be held here and made available for access by all parties at all times.

Chart 1a – OR Projects System

[image: image3.png]AgCinsp

oeFinsp

ayzinsp
Test Inspector e
Tont

Total:

AuocateD

ouTsTANDING

susmrTTED
o

o
o
o
o

AUTHORISED
o

o
o
o
o

LAST WORKSHEET.




Chart 1b shows the further detail held on the system which is also accessible by all parties so it helps with planning workload and managing deadlines. Together with regular contact with the council, this is a highly effective tool that allows all parties involved to have access to the same information and data and quickly and efficiently manage a high volume of work.

Chart 1b – OR Projects System
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We will be in regular contact with the inspection team to ensure they are completing the number of inspections they have committed to and where necessary we will take corrective action. 

Through a combination of regular contact with inspectors and the use of our project management toll we will be able to track progress very easily and we will always ensure we are on track to deliver our monthly quotas.

Progress data and statistics will be provided each week and will also be discussed in any meetings.

If we identify repeated failure to inspect due businesses, we will immediately speak to the inspector about this. If they are unable to provide a solution to ensure they are back on track, we will remove them from the project and replace them with another inspector.

Like-wise we will monitor paperwork returns. We will be in regular contact with the Council’s contract manager to ensure the timeline is adhered to. 

Project Monitoring / Quality Assurance
We operate a comprehensive quality assurance program based on Food Standards Agency methodology, which measures compliance, consistency, proportionality and transparency in respect of the inspections. Our QA assessment program is carried out by our Quality Assurance & Technical Manager who will carry out a detailed assessment of completed inspection paperwork to provide a critical analysis. This would be measured against both the current legislation and the council’s own documented policies and procedures, and we will resolve any technical queries or issues that may arise. Examples of our internal QA monitoring documents can be provided on request. 

Report findings will be presented in written format outlining any faults identified and recommendations for improvement. A copy of the report will be provided to each inspector and where necessary follow up conversations will take place via telephone to coach and mentor in an effort to maintain and drive improved standards. If consistent failings are identified, we would remove an inspector from the contract and replace them with another suitably qualified inspector in agreement with the Council.

We will implement a programme of quality assurance and would commit to audit a sample of 10% of total output of work. 

As part of this program and for each individual contract inspector we will: 

· Undertake desk-top checks on inspection pro-formas, schedules and letters to evaluate technical content, consistency and style (as applicable); 

· Provide detailed documented reports to each council's Contract Manager with findings and recommendations; 

· Provide feedback to the contract inspectors and deal with any technical queries or issues that may arise; 

· Arrange quarterly review meetings to assess performance. 

The checks carried out are extensive, thorough and impartial. We measure the performance of the contract inspectors across a range of criteria, including: 

· Food Safety Act, Regulations, Codes of Practice & Annexes; 

· National Food Hygiene Rating Scheme - Brand Standard; 

· E.coli guidance; 

· Approved sanitisers and disinfectants; 

· Allergen guidance. 

For the desk-top evaluations, the inspection files chosen for auditing are selected by the council to ensure transparency and impartiality. All audit results are fully traceable and would be reported back to the council and the contract inspectors. Any significant findings would be followed-up with the inspectors either collectively or individually to ensure that our high standards are maintained. As part of the QA process, we would audit aide memoirs for legibility and content along with inspection reports. 

Project Monitoring / Audit

We will carry out monitoring on a regular basis and would typically ask the client to provide sample reports for each inspector on a monthly basis. 

Our project monitoring and audit procedure is an appropriate tool for identify inspections that do not give sufficient information to improve compliance as well as identifying illegible handwriting and poor spelling and grammar. The process would also serve to identify failings in completing aide memoires to specification.

Our Audit process is managed by our Quality Assurance and Technical Manager. He will carry out a detailed assessment and provide written feedback reports to both the inspector and the authority. Action points and training recommendations will be identified and he will work with the Project Manager to implement any specific requirements. He will essentially act as a mentor and technical lead to ensure high standards and consistency are maintained throughout the contract duration.

When identified, we would initially speak to the individual concerned on a one-to-one basis; assuming there are no technical failings in their work. We would provide suggestions and guidance and advise on corrective measures. We would then monitor again in the next round of audit and if no significant improvement was evident then we would removed the inspector and replace them.

In instances where incompetence is demonstrated by the inspector in hygiene and / or standards inspections (if applicable) and substantiated by the Contract manager for the Council we will immediately remove an inspector from the contract and we will replace them. Like-wise, we will remove and replace an inspector where inspections that result in upheld appeals to the food hygiene rating that show a pattern of incompetence in scoring premises using the food law code of practice and the FHRS brand standard. 




	Data security and organisation 



	What systems do you have in place to ensure records are kept secure and meet GDPR requirements? What systems are in place to maintain accurate inspection records and make them available to Nottingham City Council within the specified timecales? 10%



	Insert Response: (expand box to page limit)

All of our electronic data and the systems we use are encrypted, password protected with a 2FA. The information shared on our Project website is available within the public domain as we include only business addresses. 

We do not include FBO names, contact numbers nor emails of business owners. Our Project website is accessible by unique log ins and a 2FA which are not shared with third parties.

The Data on our Project Website is safely deleted after our retention period of 2 years unless otherwise requested by the client for legal purposes. 

The lists of inspections which are received from Clients are securely stored in our Sharepoint folders which limit access to members of our organisation via a login system and a double authentication passcode.

OR Projects – Online Management System

As set out in response to the question above, we have a custom-built software tool for tracking inspection progress in real time. 


Inspectors complete and submit ‘worksheets’ as and when they have completed inspections and these are ‘submitted’ for approval by the Council who will receive an automatic email notification. Work should only be approved once the Council are completely satisfied that the report documents have been completed in full and in line with the specification. 


The system allows for inspections to be ‘referred’ back to the inspector if additional information or corrections are required (‘Rejected Inspections’ in Image 2 below). This provides a direct line of communication from the Council to the inspectors.

The referral function allows the Council to add notes and an instant notification is sent to the inspector with these instructions. In addition to this our Project Administrator monitors the system at all times and will also take action where premises are referred. The inspector will receive a direct phone call immediately and a text notification to alert them that action is required. The Project Administrator and Project Manager will work with the inspector to ensure any referred inspections are actioned and responded to within 48 hours.

The system also records the date of inspection which allows us to ensure we can easily monitor the return of paperwork as set out within the contract specification. Whenever a worksheet is submitted we will monitor the date of submission and we will ensure we liaise with inspectors to ensure reports are returned to the Council within 5 days.


The Project Manager will provide weekly progress reports on inspection numbers and this can include full breakdown of categories, addresses and costs.

The Council will have access to the system at all times and can also run their own reports if they wish or they can submit a request to the Project Manager and / or Project Administrator and these will be responded to within 2 hours during standard office times.

Every time an amendment is made on the system e.g. new inspections added or inspections removed or information updated all parties will receive an email notification. 

We also make a call to the inspector(s) and we send a text message to ensure that information is communicated as quickly and as efficiently as possible.

When the Council login to the system they will be presented with a dashboard that shows live data including summary information with details of the inspection programme progress 

as detailed in the image below so this is very useful for knowing the exact status of the work programme:

Image 1- Dashboard Summarising Project Progress
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The dashboard also provides details with regard to submitted worksheets and Rejected Inspections that require further action from the inspector(s) as below (n.b. info redacted in  these examples, the Council will only see their information, these images are extracted from the Administrator view which shows all live projects).

Image 2- Dashboard Summarising Submitted Worksheets and Rejected Inspections
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Our Project Administrator and Project Manager are logged into the system at all times during routine office hours and amendments happen in real time once requests are received.

Any data held on the system can be downloaded in Excel format if needed and filters can allow specific inspection reports to be produced for categories of inspection, list of individual inspections and we can put measures in place to highlight any that required prioritising by inspectors by highlighting due dates or adding specific instructions and additional information to individual premises or the list as a whole.

Any request for project data and reporting received by Osborne Richardson will usually be responded to within 2 hours or certainly within the same business day. The Council can also run their own real time reports and we will provide training on this.




	 Sustainability & Social Value

Response limit: 1 side(s) of A4.

	Outline how you will improve sustainability and increase social value through your delivery of this contract. Your answer should include but not be limited to the following headings:

· Economic: e.g. generating local employment, training, and work-experience opportunities; increasing spend with local companies.

· Social: e.g. supporting local community initiatives e.g. charities, local amateur sports teams etc.

· Environmental: e.g. Reducing your energy use and carbon footprint; Using environmentally friendly goods and services; and minimising Waste.

· Identify how you will assist the Council to achieve its target of phasing out single-use plastic by 2023.

	Insert Response (expand box to page limit) 

Economic

Our inspectors help businesses operate successfully and safely by providing expert advice and guidance on crucial operational procedures that allow the business to function on a daily basis so they help make a positive contribution to the economy. Business growth in turn can create employment opportunities and help increase overall economic activity in the immediate locality.

The advice our inspectors provide also helps contribute towards healthy living and better living standards. Our inspectors are always willing to support any specific activity focused on food businesses where the Council is looking to implement specific plans around healthy eating and we actively encourage our inspectors to support any such activity undertaken by our clients. Our inspectors are happy to support any training and employment initiatives such as apprentices shadowing them on visits.

In the past for example, our inspectors have been used as a vital point of communication with Food Business Operators for providing information, such as handouts signposting Council support services or healthy living initiatives. 

Social

Due to the nature of this contract it is quite difficult for us to directly be involved with local groups and initiatives but our inspectors are briefed that they are expected to act as an extension of our client’s business and as such any local activity they are asked to partake in they are expected to undertake. 

An example may be that our inspectors are asked to spend a particular amount of their time engaging in a pro-active manner with specific local organisations that require more detailed assistance. They will be expected to pass on valuable information and advice whilst undertaking their day-to-day duties and if the authority has any additional work they would like to use our inspectors for such as handing out information documents or providing specialist advice to organisations that fit this profile then we would actively engage in this and would be happy to assist as far as we can. 

Given the professional profile of our inspectors they may be able to provide additional information beyond what is simply required to carry out the food safety intervention report; for example they may be able to advise on more general health and safety matters and we would be happy for them to provide this service if the Council agree this is beneficial to local organisations. They can also help signpost to additional, beneficial Council services.

Anything our inspectors can contribute towards uplifting organisations that need further assistance and help we would actively encourage.

Environment / Phasing out single use plastic

Through our corporate policies and the adoption of best-practice we commit to protecting the environment, minimising waste and energy consumption and using other resources efficiently. We review our Environmental Policy periodically to eliminate unnecessary waste, reduce carbon footprint and adopt best practice when procuring goods and services, with the aim to continually improve our environmental performance.

We promote a paper free work environment and we have designated recycle stations in our office. We aim to minimise harmful emissions to air (i.e. carbon dioxide, nitrogen oxides and particulate matter) from the use of motor vehicles in the course of fulfilling the contract requirements to continually improve environmental performance.

We will assist the council in making an impact locally to improve standards by gathering intelligence and making referrals to other council services, e.g. environmental despoilment, pest-control and enviro-crime if appropriate.  By gathering intelligence that may otherwise go undetected and referring this to the relevant agency or council department we will help to improve environmental conditions for individuals and communities. 

We will encourage our contract inspectors to: 

· Utilise public transport wherever practical to reduce carbon emissions;

· Use a personal means of transportation that is energy efficient and low polluting (e.g. electric and hybrid vehicles) and reduce the use of vehicles which run solely on non-renewable fossil fuels and produce harmful pollutants (i.e. Carbon dioxide, Nitrogen oxides and particulate matter);

· Minimise the amount of travel they do on the contract by carrying out multiple inspections in a condensed geographic location, wherever possible. Our strategy is to allocate inspection lists by postcode to reduce travel times and the subsequent environmental impact this has.


	Compliance with Data Processing Requirements 

	Please explain how you propose to process any personal data in the delivery of this agreement.  If this includes any proposed processing of personal data outside of the EEA please set out how you will fulfil your obligation in respect of ensuring adequate safeguards in compliance with Article 46 UK GDPR.

As part of your response you should consider if there are any key data protection risks you foresee with the delivery of the services, and if what is your proposal for dealing with those risks.

	Insert Response: (expand box to page limit)

We do not process any personal data outside of the EEA.

If in general, see comment taken from our Data Protection Policy on page 8-9 (Processing and retention (regarding third parties, clients and suppliers:

The Company will generally hold personal data, including special categories of personal data and criminal records personal data, belonging to clients, customers and suppliers for the duration of our business relationship with them.

Once our business relationship with a client, customer or supplier has been terminated, the Company will generally hold their personal data, including special categories of personal data and criminal records personal data, for two years after the termination of the business relationship, but this is subject to: (a) any minimum statutory or other legal, tax, health and safety, reporting or accounting requirements for particular data or records, and (b) the retention of some types of personal data for up to six years to protect against legal risk, e.g. if it could be relevant to a possible legal claim in a County Court or High Court.

Overall, this means that the Company will “thin” the file of personal data held on clients, customers and suppliers two years after the termination of the business relationship, so that the Company only continue to retain for a longer period what is strictly necessary.

We have attached a copy of our GDPR Data Protection Policy as Appendix 9.




Collusive Tendering Certificate

I/We declare that:

This is a bona fide tender, intended to be competitive, and that I/we have not fixed or adjusted the amount of the tender by or in accordance with any agreement or arrangement with any other person.

I/We have not done and I/we undertake that I/we will not do at any time before the hour and date specified for the return of this tender any of the following acts:

Communicating to a person other than the person calling for those tenders the amount or approximate amount of the proposed tender except where disclosure, in confidence, of the approximate amount of the tender was necessary to obtain premium quotations required for the preparation of the tender.

Entering into any agreement or arrangement with any other persons that they shall refrain from tendering or as to the amount of any tender to be submitted.

Offering or paying or giving or agreeing to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above. We acknowledge that if we or anyone who acts on our behalf behaves improperly or commits offence sections 1, 2 or 6 of the Bribery Act 2010, the Council may cancel the contract and recover all costs and losses. 

In this certificate, the word ‘person’ includes any legal or natural persons or any body or association, corporate or unincorporated, and ‘any agreement or arrangement’ includes any such transaction, formal or informal, whether legally binding or not.

	Dated this
	28th
	day of
	July 2025
	

	Signature:
	[image: image7.jpg]




	For and on behalf of:
	Osborne Richardson Limited

	
	(Name of firm or Company)

	Status of signatory:
	Head of Public Sector

	
	(e.g. Partner or Director)


Priced Offer & Supplier Declaration

I/We understand you are not bound to accept the lowest or any quote you may receive and you will not pay any expenses incurred by us in connection with the preparation and submission of this quote. 

Unless and until a formal Contract is prepared and executed, this quote together with your written acceptance thereof shall constitute a binding Contract between us.

	Component
	Component Description 
	Cost per inspection (£)
	Total Costs (£)



	Cat A & B
	Full day inspection based on a pro-rata charge of £50/hr for a 7 hour day
	£350
	0

	Cat C and D x 400
	1 – 1.5hours inspection time as per specification
	£70
	£28,000

	Cat E x 400
	30 minutes inspection time as per specification
	£60.65
	£24,260

	Unrated inspection x 200


	To be charged at the established risk rating. 

For the purpose of this exercise we have taken the average of the C/D and E rate and assumed the Unrated will be 100 of each
	£65.33
	£13,066

	Void inspection
	Where premises cannot be inspected.

Since the voids cannot be accurately predicted we are unable to provide total cost
	£25
	Tbc

	Total
	
	£65,326




I/We undertake to complete the requirement as detailed in the Invitation to Quote and accompanying documents for the following fixed price:

	Fixed Price for the provision of services as specified:

	£ 65,326

	

	Confirm figure in words:

	Sixty five thousand, three hundred and twenty-six pounds


Please note all prices submitted as part of this exercise should be exclusive of VAT.

I/We confirm that this quote will be held open for a period of not less than 30 days.

	Signature:
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	Duly authorised agent of the Supplier

	Position held:
	Head of Public Sector

	Company Name:
	Osborne Richardson Limied

	Dated:
	28th July 2025

	
	


Apprendix 1

2.0   Food Premises Inspections/Interventions

2.1       Guidance on Inspections/Interventions
The inspection/intervention process is primarily governed by the Food Law Code of Practice and the Food Law Practice Guidance and as such, the Service must demonstrate that it is adhering to these requirements. The Code and the Practice Guidance must be referred to in conjunction with this document. 

The planned intervention programme (PIP) will be managed by the PEHOs. Regular checks will, be carried out by PEHOs to monitor in-year changes to the PIP, for example new and closed food business establishments and food business establishments which have changed intervention rating during the year.

Any officer inspecting an A rated premises or rescoring a premises to an A within the first 6 months of the PIP must diary an additional inspection 6 months from the first inspection.

Before carrying out an inspection the Officer must check the database which will give information on the current status of the premises. Check the premises history to review recent complaints and service requests, the last inspection, and any outstanding legal requirements.

For all establishments, the relevant sections of the most appropriate Hygiene Inspection Record should be completed (this is dependent on the type of food being handled). In addition, for premises which require approval under Regulation (EC) No. 853/2004, the relevant LACORS inspection form/s should also be completed. For establishments producing meat products or for those producing minced meat, meat preparations or mechanically separated meat, separate forms are located at Shared drive: APPROVED PREMISES, 853 DOCS, LACORS 853 Inspection Form – Meat Products and LACORS 853 Inspection Form – Minced Meat, Meat Preps etc)

Having regard to the Food Law Code of Practice and the Food Law Practice Guidance, the inspection process will consist of the following factors:-

· The general rule for inspections/interventions is that they will be carried out without prior notification.  It is, however, recognised that there will be occasions when prior notification will be necessary, such as when undertaking an audit, when there is a need to meet with a specific person in a company, or if access to a business is problematic such as the prison.

· Businesses should ordinarily be inspected when they are open for trading. Businesses that open at the weekend/evenings/early morning, as well as during the day, should on occasions be inspected at these times.


· Premises should, wherever practicable, be inspected within the minimum frequency for those premises, and in any case, the inspection should be no more than 28 days after the due date. Where this is impractical, such as a seasonal business closure, the intervention can be deferred.

· All new establishments must receive an initial inspection. Establishments believed to be undertaking high risk food activities should be inspected within 28 days of registration or when this Authority has become aware that operations have commenced

· When conducting food hygiene interventions with businesses subject to Primary Authority Agreements, Enforcing Authorities must have regard to the BEIS Primary Authority Statutory Guidance, specifically to Part E which provides guidance on their responsibilities as ‘enforcing authorities’ within Primary Authority.

Use the information held on the Primary Authority Register to determine whether businesses have Primary Authority partnerships. Where a business is in a co-ordinated partnership, for example through membership of a trade association, this may not be detailed on the Primary Authority Register, Officers should therefore also question the FBO about whether there is a Primary Authority partnership.

Where a business has a Primary Authority partnership, the officer must follow an inspection plan for the business where it has been developed by the primary authority and received consent from the Secretary of State. The Competent Authority must also provide feedback to the primary authority if this is required in the inspection plan.

If enforcement action is envisaged, the officer should take account of any Primary Authority Advice issued and consider appropriate communication with the primary authority at an early stage.

the primary authority must be notified in accordance with statutory requirements via the Primary Authority Register. In most cases this should be carried out before action is taken, except where there is an urgent need to avoid significant risk of harm to human health, the environment, or financial interests of consumers, where the enforcement action must be notified retrospectively.

Where there is disagreement between any of the three parties – the primary authority, the enforcing authority, and the business – as to whether the proposed enforcement action is inconsistent with Primary Authority Advice and whether that advice was correct and properly given by the primary authority, the Secretary of State is consulted and makes a determination.

When carrying out inspections Officers must:

wear protective clothing, when required

give any relevant information on their health status when requested

adhere to any reasonable precautions that are required by the business

· An assessment of whether to take samples should be an integral part of each inspection, particularly in manufacturing, packing, and catering businesses.


· The time on site to carry out an inspection should be achievable within the following guide times (although it is recognised that certain circumstances will dictate that longer or shorter times will be appropriate).

Large/complex manufacturers

1 day


Other manufacturers/approved premises
½ - 1 day


Cat. A and B




1.5 – 2.5 hours


Cat. C and D




1 – 1.5hours


Cat. E      




max. 30 minutes


A full inspection may not always be required, and a partial inspection may provide sufficient evidence to risk rate the establishment. 


If a business is part of a well-run chain or dealing with low risk foods and/or appears to be clean with hazards under control then do not waste time looking at everything. Do enough to rate it and move on.

· The primary concern of the inspection is on ensuring there is no risk to health from the activities of the business. The second is to address other contraventions, including structural matters. Inspections should identify all food related activities, areas used for preparation, production and storage of foodstuffs, processes used, and staff involved

· The inspection itself requires the gathering of evidence so as to be able to come to a reasonably confident conclusion as to the food safety risk posed by the business.  This will require the inspecting officer to identify and evaluate the CCPs.

· Any premises that are either downgraded or upgraded to /from an A or B must be authorised by a manager (See 2.11 below)


· For larger, more complex premises, it will not be practical to evaluate every CCP during a single routine inspection.  In such cases, officers should use their discretion and decide which part of the business presents the most risk. It is better that we examine a limited number of CCPs in detail, as these may reveal both specific and more general failings.  It is important to make a clear record of which CCPs have been evaluated on the Hygiene Inspection Record and the Intervention Report Form. 


· To come to reasonably confident conclusions, team members will always need to make a combination of measurements, observations of practices and perusal of records/documentation.  Our inspections must always involve challenging that which is presented to us on inspection in order to uncover what really goes on when we are not there.  It is important to not rely entirely on what people say, but to make observations on what they actually do in practice. Food handlers may be questioned to verify that they understand their duties and are carrying them out effectively
 

· The depth and style of inspection should vary in a graduated and proportional way according to the category of premises being inspected.  Auditing to confirm verification of the HACCP plan will be appropriate for a large manufacturer, whereas in a small catering establishment, checking that a system such as Safer Food Better Business has been implemented and maintained will be sufficient. 

2.2 Mobiles

When determining a mobile establishment’s risk rating category in accordance with Chapter 5.6.1 of the Food Law Code of Practice, the registering competent authority must consider the information supplied to it by other inspecting authorities. In a situation whereby a mobile establishment is registered with this Authority but only trades in another Authority’s area, formal arrangements are in place to transfer responsibility for giving the intervention rating to the competent inspecting authority in accordance with the FHRS Brand Standard. Transfer arrangements and records are detailed on the shared drive; FHRS, Mobiles
2.4 Inspection Style.

· An Officer’s inspection style will be determined by various factors including the premises history, the personality and attitude of the person being interviewed, the seriousness of any contraventions found and the subsequent need to be assertive.
· Inspections must always be conducted in a style which is polite, courteous, and professional in nature. Officers must identify themselves and explain the purpose of the visit and as necessary, offer relevant and helpful advice to aid compliance.
· Any action proposed must be proportional to the risks identified and be clearly articulated to the proprietor such that they know how to comply with any legal requirements and that these are distinguished from best practice advice.
· The above issues are subject to customer feedback surveys and the Team’s track record in this respect has been favourable on the whole. It is recognised that not everyone subject to enforcement action will be pleased. However, it must be ensured that we can demonstrate that they have been treated fairly and in accordance with relevant policies.

2.5 Post Inspection File Records
The following record documents must be completed after every Inspection/intervention and included in each electronic premises record. 

· Up to date food registration form – check accuracy at time of inspection.


· Intervention Report Form and if necessary the letter. 

· Hygiene Inspection Record Form


· Food Hygiene Risk Rating (rear Hygiene Inspection Record)

It should be clear from these records if there are any concerns or potential problems. The information should include anything that the next officer may need to know

· 2.6 Guidance on the use of the intervention report form and correspondence

The Intervention Report Form has been made into self-carbonated pads for easier usage.  The form has been designed to comply with the Food Law Code of Practice and Food Hygiene Rating Scheme Brand Standard requirements and therefore must be completed after each inspection.  The following guidance must be followed;

· Complete the form in full, ensuring it is legible and provide the bottom copy for the business. Clearly identify if a particular process step is non-applicable as opposed to not being discussed at that visit.  If a full hand-written report cannot be produced at the time of inspection, this should be indicated on the report e.g. letter to follow.  The top copy is to be retained.

· The report must include details of why the establishment was rated as it was and, in cases where the top rating has not been achieved, what priority actions are needed for each of the three elements within Chapter 5.6.1 and FHRS in order to improve the level of legal compliance. An FHRS sticker must be provided with the Intervention Report Form or letter detailing what rating has been given

· The details of required improvements must be presented in any letter or report to FBOs in a manner which makes it clear to which of the three elements of the intervention rating scheme used in determining the food hygiene rating the required improvements relate to. 

· Should you wish to include any ‘recommendations’, then a sub-heading should be added in after the Legal Requirements have been considered.

· If there is insufficient space on the report form to detail all matters, then once again a letter should follow, and this should be indicated on the hand-written form.

· The report must show the Food Hygiene Rating.


· The report should detail the matters discussed at the closing meeting.  In particular, details of the discussion, areas of non-compliance and agreed timescales should be clearly identified. 


· A report should be issued even if standards are faultless.

· If, in exceptional circumstances, a report or Food Hygiene Rating cannot be left on site, it must be sent without undue delay and within 14 days from the date of intervention (including weekends and bank holidays).

· The FBO should be advised about the mechanisms for appealing the rating, for requesting a re-inspection/re-visit and the ‘right to reply’ mechanism, about when the food hygiene rating will be published at food.gov.uk/ratings, and when the certificate and sticker will be provided.

· Sections 6 and 7 of the FHRS Brand Standard provide further information on the appeal process and “right to reply”. Any appeal must be determined within 7 days from the date that the appeal is lodged.

· Where formal action is to be taken, a letter should always be sent in addition to the hand-written Report Form. 

· Correspondence following an inspection, including Notices, should be provided to the FBO within 14 days. If circumstances prevent this, then the officer should contact the food business operator to confirm when they will receive the correspondence.                                                                                                                                                     

· Where the rating is notified at the time of the intervention, and a sticker has been issued, which is a lower rating than the one previously given, the FBO should be reminded that the old sticker must be taken down after the 21 day appeal period has expired. Failure to do so is likely to constitute an offence under the Consumer Protection from Unfair Trading Regulations 2008.

· If an FBO is informed of the rating by sending a letter, a similar reminder should be included in the letter

Appendix 2

CODE OF CONDUCT FOR EMPLOYEES  

Introduction 
The purpose of this Code of Conduct is to give all employees guidance on how the City Council and the public in general expect them to behave. This Code is designed for the protection of staff and if the Code is followed then staff should not find themselves in a situation where their conduct could create an impression of a conflict of interest, or corruption in the minds of the public. It cannot cover every eventuality and further guidance should be sought from an employee's, Manager, Head of Service, or, in the case of Directors, the Chief Executive, if unsure of the standards expected of them. 

The Code of Conduct meets the recommendations of the Nolan Committee’s Report on standards in public life, that those working in public service are expected to show Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty and Leadership. 

1.
Standards
1.1
All employees of the City Council are expected to give the highest possible standard of service to the public and, where it is part of their duties, to provide appropriate advice to Councillors and fellow employees with impartiality. Employees are expected without fear of recrimination to bring to the attention of the appropriate level of management any deficiency in the provision of service, impropriety or breach of procedure. 

1.2
It is the Council's duty to protect employees against unjustified allegations of wrong doing and adherence to this Code is essential for this purpose, however, it should be noted by all employees that failure to comply with the standards detailed in the Code may result in disciplinary action. 

1.3
All employees should observe the following standards, which have been agreed by Nottingham City Council and the trade unions.  All employees will:

· Have the right to be treated with respect;

· Have a duty to treat other people with respect;

· Be sensitive to other people's different needs, attitudes and lifestyles;

· Oppose all forms of discrimination;

· Help put an end to bullying;

· Be prepared to be challenged over their own behaviour.

1.4
Our ‘Behavioural Expectations’ of everyone working for the Council are that we:

· Lead people

· Be inclusive

· Change and innovate

· Collaborate


1.5
The Council’s expectations can be found on the Leading and Managing Together  intranet page.

1.6
As part of inductions, managers should provide employees with a copy of the Code of Conduct in an accessible format and ensure that employees understand it.

1.7
Employees are required to follow the Code in all areas of their work.

1.8
If there is anything that is not clear, or where further information is required, employees should speak to their manager.

1.9
Further information on the responsibilities of individual employees and managers can be found on our Leading and Managing Together intranet page.

1.10
The Council’s employees should maintain the Council’s standards as set out in this document. All employees should participate in an Individual Performance Review process. Managers are expected to raise any concerns and support employees to make improvements, where necessary. Employees are expected to take responsibility for their performance and to engage with their managers both in relation to their appraisal and to making improvements that are identified.  

2.
Conduct 

2.1
During working hours, or on any occasion outside of normal working hours when they could be seen to be associated with the Council (for example, whilst wearing Council clothing/ID or at an out of hours’ function linked to work), employees must ensure that their conduct is consistent with the Code of Conduct. 

2.2
Employees should consider at all times how other people might perceive any comments, actions or gestures that they might make and ensure that they are careful with regards to views expressed and images portrayed, for example, via social media (written and text), where these could bring the Council into disrepute, damage its reputation or be at odds with the Council’s core values.  See IT Acceptable Use Policy.
3.
Disclosure of Information 

3.1
The City Council believes that open government is best. The law requires that certain types of information must be available to Members, auditors, Government departments, service users and the public. The Council believes that all information should be disclosed unless there is a good reason for not doing so, i.e. in the public interest or in the particular interest of clients where the information has been obtained on the basis of confidentiality. 

3.2
Many employees obtain information in their official position which has not been made public and/or is confidential. Refer to the Data Protection Policy and the GDPR Privacy Notice. Employees may also have access to personal information about other employees or clients. This information must only be disclosed, during or after employment, to a third party where there is a legal responsibility to provide it, or where the employee or client or customers of the Council provides a written authority for the information to be provided. 

3.3
The restrictions in paragraph 3.2 apply equally to information which employees may obtain from their employment about a contractor, debtor or creditor of the Council. Employees must adhere to the Council's guidelines relating to confidential information as covered by the Data Protection Act 1998. This Act requires that personal data must be: processed fairly and lawfully, only used for the purpose for which it was gathered, must be kept up to date and accurate and made available to individuals to let them know what is held about them. The personal data held must also not be excessive, or kept for longer than is necessary. It must be kept secure and additional security considerations must be taken if it is being transferred outside the EEA. Employees must also have regard to the Council’s IT Acceptable Use Policy in regard to the storage and use of information held on computer. Information must not be disclosed to unauthorised people or organisations.  

3.4
Employees who discover information about employees, customers or members of the public in the course of their duties which gives cause for concern (e.g. evidence of criminal activity, whistleblowing or safeguarding (refer to section 28 Safeguarding) should report it to their line manager. 

3.5
Employees should not deliberately access or use any information obtained in the course of their employment for personal gain or benefit, nor should they pass it on to others who might use it in such a way. 

3.6
Where employees have access to and are entrusted with confidential information concerning the business or finances of the Council, or its suppliers, agents, contractors, customers, residents or employees, they shall not, during the period of employment, divulge such information except in the proper course of their duties or in any circumstances after the period of employment without the written consent of the Council.  

3.7
Employees must not, during employment or for a period of six months after ceasing to be employed: 

i)
Seek to procure orders from, and do business with, any person, firm or company who has done similar business with the Council; 

ii)
Directly or indirectly, carry on or engage in any activity or business which shall be in direct competition with the Council; 

iii)
Endeavour to entice away any employee of the Council.  

4.
Raising Concerns

4.1
If you wish to raise a concern, you should do so using the Resolution and Grievance Procedure which can be found here in the People Management Handbook.

5.
Reporting Concerns

· 5.1
Where an employee identifies something seriously wrong within the council, they should, in the first instance, raise it with their manager so that improvements can be made wherever possible and seek advice on how to proceed from the Monitoring Officer or Internal Audit (Audit Manager).  This includes concerns about malpractice, safeguarding, health and safety, harassment, discrimination, victimisation or bullying. Alternatively employees may raise concerns with HR, an alternative manager or directly with the Council’s Monitoring Officer or Internal Audit (Audit Manager) as part of the Council’s Confidential Reporting Code (Whistleblowing Procedure).  

5.2
All concerns will be treated in confidence and every effort will be made not to reveal an employee’s identity if they so wish. However, employees should appreciate that the investigation process may reveal the source of information and a statement from them may be required as part of the evidence. 

5.3
By following this code, employees will help to promote the Council’s values and principles and also avoid both allegations of wrongdoing and formal action being taken against them.

6.
Political Neutrality
6.1
Employees serve the Council as a whole. It follows that they must serve all Councillors, and not just those of the controlling group, ensuring that the individual rights of all Councillors are respected. 

6.2
Where employees are required to advise political groups, they must do so in ways which do not compromise their political neutrality. 

6.3
Employees will be advised if they are in a ‘politically restricted’ post, due to the job that they do, in which case they must comply with any political restrictions that apply (these will be explained to them by their manager). Further information can be found here.
6.4
Employees, whether or not politically restricted under the terms of the Local Government and Housing Act 1989, must follow every policy of the Council whilst at work and must not allow their own personal or political opinions to interfere with their work. 

6.5
Political assistants appointed in accordance with the Local Government and Housing Acts 1989 are exempt from the standards set in paragraphs 6.1 to 6.4. 

7.
Public trust

7.1
The public and the Council expect high standards of conduct from our employees who are expected to behave with honesty and integrity, to comply with policies, procedures and rules and ensure that they behave within the law. 

8.
Attendance & Timekeeping

8.1
Employees are expected to be available for work during scheduled hours ready to start work punctually, unless not fit to do so or because of unforeseen circumstances. Employees must comply with sickness reporting procedures (some services will require different arrangements (e.g. those working at night), where this is the case managers will make these specific arrangements clear), supply medical certificates as required and co-operate with managers to address any ill health and attendance issues. Employees may be asked to attend Employee Wellbeing appointments. 

8.2
The Council has an Attendance Management Policy and accompanying Guidance which provide further information on how ill health will be supported and managed. Abuses of the sickness scheme and failure to comply with reporting procedures may be regarded as disciplinary issues and dealt with through the Council’s disciplinary procedure.  

8.3
Employees are expected comply with procedures for recording time at work and for taking breaks. Managers’ will advise what these are for work areas.  Falsifying time sheets is viewed as fraud and will be subject to the disciplinary procedure. 

9.
Wellbeing

9.1
Employees are expected to inform their manager if they do not feel capable of carrying out their duties safely and correctly. They must also provide updates on any medical conditions that they suffer from where these could have an impact on their work. The Council will always try to support employees with health problems. 

9.2
The Council is keen to promote the health and wellbeing of its employees. The Employee Wellbeing service can provide support and useful contacts for employees requiring help to address personal concerns and provides access to the Employee Assistance Programme. Further information can be found here.

10.
Smoking

10.1
The Council has a Smoke Free Workplace Policy and is responsible for enforcing the Smokefree Regulations.  Smoking is defined as anything that is smoked including manufactured and hand-rolled cigarettes, cigars, pipes, herbal cigarettes, shisha pipes, e-cigarettes and other vaping producing products.  Support to stop smoking and to optimize health and wellbeing is set out in the Smoke Free Workplace Policy.

10.2
No one undertaking work for the Council is permitted to smoke during working hours on any Council premises, including depots, yards, carparks or in Council owned, leased or hired vehicles or whilst representing the council at work meetings via video conferencing software. 

11.
Alcohol, drugs and other substance misuse

11.1
The City Council supports and encourages employees with alcohol, drugs and substance misuse problems to seek appropriate help and will assist in accessing alcohol treatment and advice services. 

11.2
Employees who have taken drugs (prescribed or otherwise) or alcohol which may affect their ability to do any of their duties correctly, safely and legally, should notify their manager before doing any work. Managers may prevent employees from carrying out duties if they consider that they could endanger themselves or others.

11.3
Misuse of alcohol, prescription drugs, non-prescription drugs and other substances harmful to health is a matter that should be dealt with sensitively and promptly as the need demands.  

11.4
Working whilst under the influence of alcohol, drugs or other substances, or taking these whilst at work is a disciplinary offence. If an employee is unable to carry out their work safely and correctly as a result of alcohol, drugs or other substance misuse, they may be subject to the Council’s Alcohol, Drugs and Substance Misuse Policy as well as Disciplinary or Capability procedure and may even face criminal prosecution. Similar may apply if employees encourage or pressurise others to consume alcohol, drugs or other substances, impacting on their ability to undertake their duties.

11.2
Further guidance is available in the Alcohol, Drugs and Substance Misuse Policy or by contacting the Employee Wellbeing Team.

12.
Dress and appearance

12.1
Whilst it is acknowledged that the council does not have a general dress code and that appearance is a matter of personal preference; employees should be mindful that they are undertaking work on behalf of the Council and should be sensitive and respectful towards citizens and employees.  

12.2
For employees working in certain services, there may be a requirement to wear specific work wear/uniforms; where this is determined as necessary for the role, employees must comply.  

12.3
Work wear should always be compliant with health and safety requirements and should not negatively impact on your work or service delivery. 

12.4
In the interests of security and employee safety, Council ID badges should be visible at all times whilst on Council premises.  Whilst undertaking Council business off site, employees must carry their Council ID with them at all time and, in the interests of safeguarding citizens, be prepared to show it if requested to do so. 

13.
Relationships 

Councillors 
13.1
Employees are responsible to the City Council through its senior managers. For some, their role is to give advice to Councillors and senior managers and all are there to carry out the Council's work. Mutual respect between employees and Councillors is essential to good Local Government. Where close personal relationships between employees and individual Councillors exist, there is a need for care to be taken to avoid inappropriate standards of conduct. 

The Local Community and Service Users 

13.2
Employees should remember their responsibilities to the community they service and ensure courteous, efficient and impartial service delivery to all groups and individuals within that community. Where employees are linked to groups or individuals within the community (e.g. community associations, religious groups, or community leaders, Elected Members, etc.) they should recognise the potential for allegations of bias and/or for them to be exposed to inappropriate pressure. Employees should discuss such links (or any pressure put upon them) with their line manager or Head of Service. 

13.3
It is important that employees maintain professional boundaries with service users, past or present, to avoid being open to allegations of favouritism or, in some cases, allegations of abuse. Employees must always inform their line manager of a present or previous personal relationship with a client, or prospective client, of their service. Managers’ should review the circumstances and, where necessary, ensure that employees do not have a professional involvement with the client. Further information on relationships with service users can be found in 4.6 of Safer Recruitment Practices Framework.

13.4
Employees must not benefit financially, either directly or indirectly, from service users or their families and must never accept cash or gift vouchers of any value as a gift. Only in exceptional circumstances should employees accept small gifts of items, but only where a refusal could cause offence (See Gifts and Hospitality Policy). Employees must not solicit gifts from a client. Further clarity on financial relationships with clients can be found in 4.23 and 4.24 of the Safer Recruitment Working Practices Framework, including matters relating to a service user’s will.

Contractors 

13.5
All relationships of a business or private nature with external contractors, or potential contractors, must be made known to the employee's Head of Service. In accordance with the relevant financial procedures and regulations, the Council must ensure all orders and contracts are awarded on merit, with fair competition in accordance with the relevant financial procedures and regulations and that no part of the local community is discriminated against and no special favour is shown to businesses run by, for example, friends, partners or relatives 
13.6
Employees who engage or supervise contractors or who have any other official relationship with contractors and have previously had or currently have a relationship in a professional, private or domestic capacity with contractors, should declare their relationship directly to their Head of Service, or in the case of Directors to the Chief Executive, who should decide what action is necessary and convey that decision to the employee in writing. If there is any doubt a declaration should be made to your immediate line manager.

13.7
No employee shall purchase for private purposes goods or services from a firm which has dealings with the City Council where the firm is offering preferential terms to the individual employee (directly or indirectly) because of a contractual, business or other relationship with the City Council. This equally applies to ordering of extra supplies against a contract where the intention is to use the goods privately and pay for them at the Council's contract price, particularly if the employee is aware that the price is not available to the ordinary customer. This also applies to the use of services of a contractor with whom employees have official contacts as part of their employment with the City Council. It also precludes employees from using, for private purposes, any special trading cards which the City Council may hold for Council business.  

13.8
It does not, however, preclude employees from benefiting from general discounts available to all Council employees, e.g. Works Perks Lifestyle Benefits, Local Government Travel Club or discounts available through membership of a trade union. 

13.9
Further detail can be found in the sections on Corruption (Section 20) and Conflict of Interest (Section 34).

Personal relationships with colleagues

13.10
Employees should let their manager know, in confidence, if they have a close relationship with any Council employee, including family members, where this may present a conflict during the course of their work. There are occasions where it may be necessary to consider alternative working and/or management arrangements. Employees must ensure that any interactions during work time are always appropriate and professional.  Further details are available in the Relationship at Work Policy.

14.
Appointment and Other Employment Matters 

14.1
Employees involved in appointment decisions should ensure that these are made in accordance with the procedures laid down in the City Council's Safer Recruitment Practices Framework.  

14.2
All employment decisions should be on the basis of merit. To avoid any possible accusation of bias, employees must not be involved in decisions relating to appointment, promotion, pay, where the person is a relative, partner, personal friend or anyone else with whom a relationship exists that could compromise or be perceived to compromise their professional judgement. Should such a situation arise, an employee must advise their manager as soon as they become aware of it. This does not necessarily prevent involvement in the process but ensures that employees are not leaving themselves open to any allegations that would cause a reasonable suspicion that the appointment was biased either in favour or against candidates. 

14.3
It would be unlawful for an employee to make an appointment which was based on anything other than the ability of the candidate to undertake the duties of the post. Employees must not act with unfair bias either in favour or against candidates in making appointments. 

14.4
Similarly, employees must not be involved in decisions relating to discipline, promotion or pay adjustments for any other employee who is a relative or partner. 

14.5
In the first instance, employees should follow agreed internal processes and procedures with regards to raising concerns in connection with any staffing matter (i.e. grievances, disciplinaries and whistleblowing), prior to these being escalated to Councillors. 

15.
Outside Commitments
15.1
It is a condition of service that employees on Grade G and above shall devote their whole time service to the work of the City Council and shall not engage in any other business (including self-employment) or take up any additional appointment without the express written prior consent of their Head of Service or, in the case of Directors, the Chief Executive. The Head of Service or the Chief Executive reserves the right to withdraw such consent at any time in the future. 

15.2
The council will not unreasonably preclude any of its employees from undertaking additional employment, but any such employment must not, conflict with or react detrimentally to the Authority's interests or in any way weaken public confidence in the conduct of the Authority's business, for example, it would be deemed inappropriate for any work to be carried out for private gain that has been procured through the employee's normal duties. 

15.3
When considering accepting secondary employment, either within or external to the City Council, employees must consider the implications of the working time directive which stipulates the maximum hours they should work in a week and required rest breaks. Specifically, if an employee will be working over 48 hours per week in their combined roles, they must inform your manager, as this contravenes the Working Time Regulations, and they may be required to sign an opt out agreement.
15.4
Council equipment, accommodation or resources must not be used by employees for personal business activity outside work or during their normal working hours for the City Council.  The Council also recognises that, from time to time, some personal use of the IT facilities that it provides may be required, including internet browsing and emails; please refer to the IT Acceptable Use Policy for further details about laptop/computer usage.

15.5
It is not the intention of the Council to unnecessarily curb employees’ rights to a private life and it is accepted that an employee's off duty hours or other employments are their personal concern.  However, all employee's should particularly avoid situations whereby their out of work activities, personal interests or other employments conflict or appear to conflict with their work role and the Council’s core values, statutory responsibilities or duties.  Depending on the circumstances, such conflicts may be considered under the Councils disciplinary procedure.  

15.6
Where a request is received by the Council for an officer to make a presentation, speak at a seminar, lecture or course and an individual employee is required to do this within their normal field of work and during working hours, the work will be undertaken on behalf of the City Council and any fee will be treated as income to the Council. 

15.7
Where an approach is made directly to an individual implicitly or explicitly because of that individual's reputation and personal skills/knowledge/ experience and a fee is payable, there is potential for the fee to be treated as income for the individual. Heads of Service and, in the case of a Director, the Chief Executive, have discretion to grant employees paid leave to give lectures concerned with their professional discipline and to retain the whole of the fees received on the understanding that such occasions are likely to be relatively infrequent. 

Intellectual Property 
15.8
"Intellectual Property" is a generic term that includes inventions, creative writings and drawing. If these items are created as part of an employee's normal course of employment, then, as a general rule, they belong to the City Council. However, various Acts of Parliament apply to "Intellectual Property" and the Legal Section should be contacted for advice if any doubt exists. 

16.
Personal Interests (Financial and Non-Financial)
16.1
Personal interests, financial or otherwise, which could potentially conflict with any work undertaken by an employee during the course of their duties should be declared to a relevant Manager at the point where it becomes known/relevant.  Any queries about potential conflicts within roles, or doubts as to whether any interests which should be declared, should be directed to a relevant manager or to the Council’s Monitoring Officer for clarity and advice.

16.2
Some examples of what a conflict of interest may look like are set out below: -

i)
Whilst in the Councils employment, seeking to procure orders from, and do business with, any person, firm or company who has done similar business with the Council;

ii)
Links or affiliation to groups or individuals within the community (e.g. community associations, religious groups, or community leaders, elected Members, secret societies etc.) where there is the potential for allegations of bias and/or for you to be exposed to inappropriate pressure;

iii)
Employees must always inform their line manager of a present or previous personal relationship with a client, or prospective client, of their service;

iv)
Benefit financially, either directly or indirectly, from service users or their families;

v)
Relationships of a business or private nature with external contractors, or potential contractors, engaged in, or seeking to do business with the Council;

vi)
Close relationship with any Council employee, including family members, where this may present a conflict during the course of their work;

vii)
Participation in decisions relating to appointment, promotion, pay, where the person is a relative, partner, personal friend or anyone else with whom a relationship exists;

viii)
Involvement in decisions relating to discipline, promotion or pay adjustments for any other employee who is a relative or partner

ix)
Additional employment that you have, aside from your work for the Council, which conflicts with or reacts detrimentally to the Authority's interests or in any way weakens public confidence in the conduct of the Authority's business;

x)
Personal interests, financial or otherwise, which could reasonably be deemed to potentially conflict with any work undertaken by you in the course of your duties e.g. acting as a School Governor, involvement with an organisation receiving grant aid from the Authority, involvement with an organisation or pressure group which may seek to influence the Authority's policies;

xi)
Provide information which puts a particular contractor or anyone else in a better position than any other contractor tendering to undertake work acquired as a result of your position and knowledge of the Council;

xii)
Receiving, or giving, any gift, loan, fee, reward or advantage for doing, or not doing, anything, or showing favour or disfavour to any person while acting in your official capacity.

This is intended to be a guide for employees only and is not an exhaustive list.
16.3
Each Chief Officer will be responsible for ensuring that all employees in their Departments are aware of the need to register personal interests in accordance with this section.  

16.4
Section 117 of the Local Government Act 1972 requires employees to give written notice of any contract or proposed contract in which the Council is involved and in which the employee has a financial interest (either direct or indirect) as soon as the employee becomes aware of it. Failure to declare an interest may result in prosecution. This requirement applies to all employees, irrespective of their grade. Heads of Service should bring the Act's current requirements to the attention of relevant employees within their Department who may be affected. 

16.5
Details of interests (financial and non-financial) must be made in writing using the declare form and be submitted to your immediate line manager or Head of Service, who will ensure this is escalated for noting in the departmental register(s) kept for that purpose. The following information will be recorded in the departmental register(s): 

· The name of the member of staff. 

· The company or organisation the member of staff has an interest in; 

· What that interest is. 

The declaration must be made as soon as the employee is aware of the interest and/or the contract or proposed contract to which the interest relates. All contracts or proposed contracts are covered by this requirement, including contracts for the regular supply of goods and services. 

The departmental registers are open for inspection by the Chief Executive and the Corporate Director of Finance & Resources.

16.6
To avoid suggestions of any impropriety, employees with a financial or non-financial interest in a matter should not only declare that interest but also seek to distance themselves from involvement in that item. This may mean passing an issue to another employee to deal with. Where this is not possible, employees must be open about the interest in all associated dealings. In particular, any such interest must be stated at meetings, whether Committee meetings or other meetings, public or private. Notes taken at the time should be placed in the appropriate file concerning the interest(s) and how it has been handled. 

16.7
All employees involved in the award or management of contracts shall declare to their Head of Service (or in the case of Directors the Chief Executive) any association or friendship with any contractor on any part of the Council's select list of contractors and should take no part in the tender process without their written approval. Any employees engaged in the consideration or determination of any application for any contract, permission, grant, approval or consent must declare to their Head of Service (or in the case of Directors the Chief Executive) any association with any person or body who is an applicant in the field of work in which that employee is engaged. 

16.8
A Head of Service to whom any such interest, association or friendship is declared, shall consider whether to take steps to ensure the employee concerned is not placed in a position where private interests and official duties may conflict. 

17.
Equality & Diversity
17.1
All members of the community, customers and employees have a right to be treated fairly, with dignity and respect.  All employees should comply with Council policies relating to equality issues, in addition to the requirements of the law. 

17.2
All employees are appointed and expected to comply with the Equality Act 2010 and should not discriminate against others with a protected characteristic.  You will also be expected to carry out any mandatory training on equality and diversity matters as may be instructed by your manager from time to time and once completed, will be expected to comply with all the Council’s EDI principles.  Further information, with regards to Equality, Diversity and Inclusion, can be accessed either via the intranet or obtained through your manager.  

18.
Separation of Roles during Tendering
18.1
Employees involved in the tendering process and dealing with contractors should be clear on the separation of client and contractor roles within the City Council. Senior employees who have both a client and contractor responsibility must be aware of the need for accountability and openness. 

18.2
Employees in contractor or client units must exercise fairness and impartiality in dealing with all customers, suppliers, other contractors and sub-contractors. 

18.3
Employees who are privy to confidential information on tenders or costs for either internal or external contractors should not disclose that information to any unauthorised party or organisation. 

18.4
Employees should ensure that no special favour is shown to current or former employees or their partners, close relatives or associates in awarding contracts to businesses run by them or employing them in a senior or relevant managerial capacity. 

18.5
Employees must not use their position and knowledge of the Council to gain access to and provide information which puts a particular contractor or anyone else in a better position than any other contractor tendering to undertake work. 

18.6
Employees involved in the purchase of work, goods, materials and services must comply with the relevant standing orders and financial regulations approved by the Council. 

19.
Corruption
19.1
Employees must be aware that it is a serious criminal offence of corruption to receive, or give, any gift, loan, fee, reward or advantage for doing, or not doing, anything, or showing favour or disfavour to any person while the employee is acting in his or her official capacity. If an allegation is made it is for the employee to demonstrate that any such rewards have not been corruptly obtained. 

19.2
The absence of actual corruption is not, in itself, sufficient. Avoidance of any grounds for suspicion of corruption is also important at all times and particularly where contracts are being negotiated. You must not represent the Council in any business involving an individual, group or organisation with whom you have a close personal relationship or where there may be a potential conflict of interest.  If you have any doubt about the status of your relationship, you should declare this to an appropriate manager prior to accepting a role with the council or prior to work being assigned to you. Failure to do so could ultimately lead to disciplinary action or even criminal prosecution. 

19.3
Where any one to one negotiations are involved, including telephone negotiations, the employee must ensure that all steps in the negotiations are recorded in writing, and that their Head of Service, or where the negotiations involve the Director, the Chief Executive, has been made aware of and has approved, in writing, those steps. Standing orders, financial regulations and the policies of the Council must always be followed on all occasions. 

19.4
Employees must ensure that they follow the Council’s policies regarding declaring of interests contained within this document and the Gifts and Hospitality Policy.  

20.
Fraud

20.1
The deliberate falsification of any documents, either for financial or non-financial benefit, is not acceptable under any circumstance and could be regarded as a criminal offence requiring police investigation as well as being a serious disciplinary matter. Fraud also covers the deliberate or conscious retention of money that is not due to you, or that may be the result of errors or omission on the part of any party, including overpayment of wages.  Employees are expected to act honestly and raise any concerns of this nature with their manager immediately.

21.
Theft

21.1
Theft of the Council’s funds or property, or that of any service user or an employee, is considered to be gross misconduct under the Council’s disciplinary procedure and action will be taken which could lead to dismissal.  Using Council money, funds or resources, even with the intention of returning them within a very short period of time, is also considered to be theft.

22.
Personal Purchases

22.1
Council financial processes such as purchase orders and payment cards must not be used for personal advantage or purchases, and no member of staff should receive any personal discount or advantage as a result of their employment with the Council (other than via Corporately agreed discount schemes or voluntary benefits which have been agreed for all employees). This includes using personal loyalty cards (e.g. Nectar or Boots Advantage) when making Council purchases.

23.
Use of Council Resources 

23.1
All equipment, buildings, grounds and vehicles are provided for use during agreed working time and should only to be used in connection with the work that employees are paid to carry out for the Council.

23.2 
Council resources should not be used in connection with outside activities, or other paid or unpaid work, that employees may have outside of their role with the Council. 

23.3
Council premises should not be used for any purposes other than work activities, including outside of hours’ meetings, and any not work meetings should not take place without the written permission of a senior manager.

23.4
Employees must ensure and demonstrate that they use public funds entrusted to them in a responsible and lawful manner. They should strive to ensure value for money to the local community. They must comply at all times with the Council's standing orders and financial regulations.

24.
Use of Electronic Equipment and Systems (including IT and phones)
24.1
Electronic equipment and systems must be used in a responsible and legal manner. Misuse, including offensive and illegal use, is a serious matter and is likely to result in disciplinary and, where appropriate, legal action. User logins will be allocated to you in order for you to access information necessary for your work. You must keep these safely and not share them.

24.2
The IT Acceptable Use Policy can be found in the People Management Handbook. This clarifies individual’s responsibilities when using a variety of the Council’s electronic equipment and systems including computers, emails, internet and intranet and phones. Where permitted to use equipment for personal use, this must be done in an employee’s own time, before or after work or during unpaid breaks and at nil cost to the council. Employees are expected to familiarise themselves with the elements of the Policy that applies to their area of work. Further guidance can be found in the IT Policy Library on the intranet. If you are in any doubt, employees should always seek manager approval before use.

24.3
The use of IT systems and a record of all sites that you access is automatically stored and may be examined later if misuse is suspected. If you think that an employee may be abusing equipment and systems, you should raise this with an appropriate manager.

24.4
Personal use of IT facilities should be made with the knowledge and permission of the user’s manager.  

24.5
Where there is permitted personal use of IT facilities, users should have in mind that they are using Council facilities and should not use these in such a way that would cause reputational damage to the Council.

24.6
Employees should be careful when using social media (for example, WhatsApp, Facebook, Twitter, blogs and emails), both at work and outside of work, to ensure that they do not discuss or publish anything in a personal capacity which is related to their work, the Council, employees, Councillors, services or service users, and which identifies, or could identify, a link to any of these.  Employees should be careful when ‘friending’, via social media, any service user who is known to them in a professional capacity and should notify their manager if this situation unintentionally arises.  Further guidance can be found in the Personal Use of Social Media – Guidance for Colleagues and the IT Acceptable Use Policy.

24.7
Actions that are not permitted by the user’s manager or supervisor are not acceptable use of Council IT facilities.  Managers and supervisors should take action to ensure that improper use ends where they believe that IT facilities are being used improperly, referring to the IT Acceptable Use Policy, sections 4 and 5 and IT Acceptable Use Guidance.  Such action may include initiating an investigation under the Council’s Disciplinary Procedure.

25.
Information security

25.1
Employees must treat all information that they come across during their work as confidential and ensure that they comply with the Data Protection Act and the General Data Protection Regulations, other relevant legislation and Council policies relating to the gathering, processing, sharing, disclosure, retention and storage of information. Information should be used for official purposes only, in relation to their work. 

25.2
Employees are responsible for the correct handling and sharing of information relevant to the work that they do. If in any doubt, seek further clarification and do not release any information to anybody if unsure. Further information on data protection can also be obtained from Managers and the Information Governance team and via the e-learning Information Matters intranet site.

25.3
If, after raising issues with an appropriate manager, an employee still believes that disclosure is in the public interest, they must follow the Whistleblowing Procedure and ensure that the Council has been given the opportunity to address any concerns internally in the first instance.

26.
Media Communication

26.1
Employees must not make any statements about Council business or services to the media without the prior agreement of a senior manager.  

26.2
The council recognises that, from time to time, trade union stewards, acting in their official capacity, will share messages as part of negotiations and collective consultation and other trade union activities.  In such cases, it is expected that regardless of differences in opinions and perspectives, communication is clearly worded, appropriate, respectful and professional.

27.
Ownership of Information 

27.1
The Council owns the intellectual property rights for the work that employees produce in their normal course of employment. This includes inventions, patents, creative writings and drawings. Similarly, all records, committee papers and other documents which relate to the Council’s business are the property of the Council.  Employees must not share information outside of the organisation without written permission, nor are they entitled to take any such property with them when they cease to work for the Council.

Safeguarding, professional registration, licenses’ and employment checks

28.
Safeguarding
28.1
Safeguarding is action taken to promote the welfare of children, young people and vulnerable adults to protect them from harm, abuse and maltreatment.

28.2
Everyone working for the Council has a responsibility for safeguarding and are expected to be vigilant to the best of their ability. If you become aware or suspect inappropriate or abusive behaviour or that someone is in danger, you must report your concerns immediately to a suitable person. A suitable person may be your manager, however, it may be more appropriate to contact the Council’s emergency duty or safeguarding teams. 

28.3
If you believe the situation is serious or potentially life-threatening, you should ring 999 immediately and contact the police. 

28.4
Your manager should discuss with you any specific safeguarding responsibilities which apply to your job, identify safeguarding training appropriate to your role and level of responsibility and ensure that you are familiar with relevant policies, practices and legislation. 

28.4
All employees working with members of the public, including children under the age of 18 or vulnerable adults, should report anything of concern regarding their welfare and wellbeing as defined in Section 28.1 to a relevant manager as soon as practically possible to allow the Council to assess the potential risks to those individuals.   

28.5
This also applies to other groups of employees who have been Disclosure and Barring Service (DBS) checked in order to carry out their role. There is no need to declare any conviction or caution that would be omitted from a DBS certificate (Standard or Enhanced) in compliance with the DBS ‘filtering’ guidance; the latest version of which should be accessed via the DBS website. Employees working with vulnerable groups may be suspended if DBS clearance status changes or is due to change.  

28.6
The Council’s DBS policy provides more detail on the Council’s position and approach to safeguarding vulnerable groups.

29.
Professional Registration and Licenses 

29.1
If your job requires you to have professional registration with a regulatory body or a mandatory licence in order to carry out your duties, you are expected to maintain this and to notify the Council immediately of any changes to your status. You must ensure that you comply with any professional standards, codes of practice and continuing professional development requirements expected by the regulatory body or licence. Examples of this include registration with Social Work England, which is a legal requirement in order to practice as a Social Worker, Educational Psychologist or Occupational Therapist, or a full driving/HGV licence. 

29.2
The Council will consider a failure to maintain these requirements very seriously as you may no longer able to fulfil your job role which could lead to disciplinary action and could result in dismissal or other appropriate sanction. 

29.3
Any subscription or renewal fees for professional registration, membership or a licence, are your responsibility.  

30.
Employment Checks

30.1
You will have under-gone pre-employment checks appropriate to your job before starting work for the Council. This could include, for example, Right to Work, Disclosure and Barring Service (DBS), medical fitness and Non-Police Personnel Vetting (NPPV). 

30.2
Further health checks may be necessary during the course of your employment due to statutory requirements or changes to your work or health (see Health Surveillance).  You are expected to comply with all reasonable requirements but may reserve the right not to disclose the content of medical reports. In such circumstances, where you exercise the right not to disclose or share medical reports, Managers may take a decision based on the available information and this could result in you being unable to undertake your duties.

Gifts, Hospitality and Sponsorship 

31.      Gifts and Hospitality 

31.1
Many Council employees have dealings with people outside the Council, particularly members of the public, suppliers, contractors and other private organisations. The general principle is that no offer of a gift or inducement, whether made at specific occasions (e.g. at Christmas) or casually, should be accepted when the gift is made by, or indirectly by, a person, firm or organisation which, to the knowledge of the employee, has or seeks to do business with the Council or to have an interest in its decisions.

31.2
If an employee is ever in any doubt about what is permissible, they should refer the Gifts and Hospitality Policy and must speak to their manager or seek advice from the Council’s Monitoring Officer prior to accepting anything, in order to avoid any misunderstanding.

31.3
Details of every offer of a gift or hospitality (other than those which this code exemplifies as being acceptable) either offered to and refused or offered to and accepted by employees will be maintained in the departmental register(s) kept for that purpose.  The departmental registers are open for inspection by the Chief Executive and the Chief Finance Officer. 

32.
External Lectures, Presentations and Advice

32.1
Employees are sometimes invited to give lectures, presentations or advice to other organisations using their professional skills and expertise.  You should always discuss any invitations with a senior manager who will determine whether or not this is appropriate and how any fees arising should be treated.  Further information can be found Sections 15.6 and 15.7.

33.
Sponsorship 

33.1
Employees should speak to a senior manager for advice on any potential sponsorship arrangements between the Council and an outside organisation or individual. 

33.2
Where an outside organisation wishes to sponsor or is seeking to sponsor a Council activity, whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning acceptance of gifts or hospitality apply. Particular care must be taken when dealing with contractors or potential contractors. 

33.3
Where the Council wishes to sponsor an event or service, neither an employee, or any partner or relative, must benefit from such sponsorship without there being full disclosures of any such interest in accordance with Section 17 of this code. Similarly, where the Council through sponsorship, grant aid, financial or other means, gives support in the community, employees should ensure that impartial advice is given and that there is no conflict of interest involved.  Where they are seeking to sponsor a Council activity, the policy on Gifts and Hospitality must be particularly borne in mind; if you are involved in the Council’s wish to sponsor an event, employees must consider declaring an interest. 

34.
Membership of a Secret Society 

34.1
All employees must declare any membership of any organisation classed as a secret society, for example the Freemasons. Such a declaration must be made in writing and sent to the Head of Service who will record it in a departmental register(s) kept for that purpose. 

The following information will be recorded in the departmental register(s): 

· The name of the member of staff. 

· The secret society of which that member of staff belongs. 

The departmental registers are open for inspection by the Chief Executive and the Corporate Director of Finance & Resources. 

34.2
The Council’s definition of what constitutes a secret society is in line with the Yearbook: 

"Any lodge, chapter, society, trust or regular gathering or meeting, which: 

a)
is not open to members of the public who are not members of that lodge, chapter, society or trust 

b)
includes in the grant of membership an obligation on the part of the member a requirement to make a commitment (whether by oath or otherwise) of allegiance to the lodge, chapter, society, gather or meeting; and 

c)
includes, whether initially or subsequently, a commitment (whether by oath or otherwise) of secrecy about the rules, membership or conduct of the lodge, chapter, society, trust, gathering or meeting. 

A lodge, chapter, society, trust, gathering or meeting as defined above, should not be regarded as a secret society if it forms part of the activity of a generally recognised religion."

35.
Allegations, Criminal Charges and Changes to Status

35.1
The City Council expects employees to disclose, without delay, to an appropriate line manager if they:

· have been arrested or are facing any allegations, criminal charges, caution, reprimand, Anti-Social Behaviour Order (ASBO, or any other police intervention that may have a bearing on their role or the Council’s reputation, 

· are being interviewed by the police in connection with a potential criminal matter,

· have experienced changes in their professional registration status which may have a bearing on the undertaking of their role or professional status.

· are engaged in a conduct process relating to safeguarding matters in another employment.

35.2
You should also inform your manager of any close associations that you have with any person who is facing serious allegations or criminal charges which could have a bearing on your role or the Council’s reputation.  This includes a relative, partner, personal friend or anyone else with whom a relationship exists that could compromise or have a bearing on your professional judgement or practice in your work role.

35.3
Further information can be found in in the Council’s Disciplinary Procedure Guidance and Guidance (section 12.2)  in the People Management Handbook. If you require anymore clarification, you should speak to your manager or Departmental HR Team. 

36.
Health and Safety

36.1
The Health and Safety at Work Act 1974 places a duty on workers, whilst they are at work, to take reasonable care for the health and safety of themselves and others. Therefore, it is a legal requirement that you comply with all safety rules, procedures and instructions whilst working for the Council, including using the correct Personal Protective Equipment (PPE) and clothing. 

36.2
You will be expected to participate in appropriate training and use equipment in accordance with safety instructions in order to carry out your duties. If you feel that this is not the case, or have health and safety concern about any work practices, you should report this to an appropriate manager immediately.

36.3
Senior managers (Corporate Director and above) should be aware that the Corporate Manslaughter and Corporate Homicide Act 2007, creates responsibilities for them to ensure that working practices and work premises are safe. Further information can be obtained from the Corporate Safety Advisors.

37.
Declarations

37.1
All employees of the City Council are required to adhere to the Code of Conduct as set out above.  It is likely that during the course of your employment, you might come across a conflict of interest and for that reason it is important that you are able to identify what a conflict, or a potential conflict, is and notify your Manager at the point that this becomes relevant.  Your Manager will then take action to assess, remove or mitigate any conflict including reallocation of the work to another employee or team.

37.2
The types of conflicts which employees are required to declare are set out in the following Sections of this policy:

· Sections 3 – Disclosure of Information;

· Section 13 – Relationships;

· Section 14 – Appointment and Other Employment Matters;

· Section 15 – Outside Commitments;

· Section 16 – Personal Interests;

· Section 18 – Separation of Roles During Tendering;

· Section 19 – Corruption;

· Section 34 – Membership of A Secret Society;

· Section 35 – Allegations, Criminal Charges and Changes to Status.

This is not an exhaustive list and is intended to be a guide for employees only.  

37.3
If you remain uncertain about potential conflicts of interest within your role, or if you have any doubts as to whether you may have any interest which should be declared, please speak to your Manager or the Council’s Monitoring Officer.  

37.4
Senior Officers (Corporate Directors and Directors), in addition to the above, are required to submit an annual declaration of interest. 

Appendix 3

1.0
Authorisation of Officers

1.1 Policy on the Qualifications and Experience of Authorised Officers

1.1.1 Summary

The policy on the qualifications and experience of authorised officers identifies the arrangements that are in place to ensure that authorised officers that inspect food premises under The Food Safety Act 1990 and regulations made under the Act and also any Orders, Regulations or instruments having effect by virtue of the European Union (Withdrawal) Act 2018 and European Union (Withdrawal Agreement) Act 2020 and relating to food safety are suitably qualified, experienced and trained in accordance with the requirements of FSA Code of Practice.

1.1.2 Introduction

The policy document is intended to cover all officers who are authorised for the purpose of The Food Safety Act 1990 (Under the Act an ‘Authorised Officer’ means any officer appointed under Section 5(6) of the Act by food authorities referred to in Section 5(1), 5(2) and 5(3) of the Act to enforce the Act and regulations made under it) and duties under the Food Safety and Hygiene (England) Regulations 2013 and the Official Feed and Food Controls (England) Regulations 2009.

The policy is not intended to cover other staff who are not involved in inspection activities described above, for example managers who have overall strategic responsibility for service provision, administration staff who work alongside authorised officers or legal staff used to assist in legal proceedings.

1.1.3 General Overview of Qualifications of Authorised and Other Officers

The local authority will ensure that any enforcement officers are suitably trained in accordance with the policy and FSA Code of Practice and Practice Guidance.

Details of suitable qualifications for food hygiene and food standards work and qualifications were enforcement activities may be restricted are given in the Food Law Code of Practice 3.4 and Food Law Practice Guidance 3.3

Regulatory support officers holding none of the qualifications outlined above are able to carry out the duties outlined in The Food Law Code of Practice.

The policy on qualifications and experience of authorised officers concerns itself primarily with officers who have qualifications from within the UK. Where persons with qualifications from another country seek employment directly as an authorised officer or any other relevant post, then their qualifications and experience will be examined fully. In order that the Council can be satisfied of the qualifications we will contact the Department for Business, Innovation and Skills and thereafter the relevant professional/examination bodies concerned. Each such application will be considered on its merits and, where applicable dovetailed into the Authorisation Development Plan.

1.1.4 Authorisation Development Plan

The Authorisation Development Plan (ADP) at Annex 1 supplements the competency framework and provides details of categories of premises and activities for which officers can be authorised in accordance with their training, experience, and overall development.

It is important to note that an officer’s authorisation is only for activities authorised under both the competency framework and the ADP.

For example, an Officer authorised under the ADP for inspection of approved premises is only authorised for the sub activities that have been authorised separately in the competency framework record for the Officer.

An Officer’s authorisation record comprises both the authorisation tracking file and the competency framework record.

Regulatory Support Officers can only be authorised to level 1 of the ADP.

Officers holding one or more of the following qualifications are not authorised to undertake food standards enforcement, except for the enforcement of the provisions of Regulation 9(2) of The Food Information Regulations 2014 in relation to allergens in non-prepacked and prepacked for direct sale foods, unless they hold one or more of the suitable qualifications as listed in section 3.4.2 of the Food Law Code of Practice:

• Higher Certificate in Food Premises Inspection awarded by EHRB, IFST or SFSORB

• Higher Certificate in Food Premises Inspection awarded by the EHRB, IFST or the SFSORB with the Food Inspection Endorsement

• Ordinary Certificate in Food Premises Inspection awarded by the EHRB, IFST or the SFSORB

1.1.4.1 Application to Consultant/Contract EHO

In respect of consultants/contractors used for food law enforcement, the authority will consider the skills of the proposed contractor and will be satisfied that they are authorised to an appropriate level in accordance with the Authorisation Development Plan. 

To secure confidence in the effectiveness of each consultant/contractor a food safety consistency audit of inspections will be carried out initially and on an annual basis thereafter. There will be 100% checks on inspection files and Flare entries to be undertaken until such time determined by PEHO. 

1.1.5 Ongoing Training and Development

All food safety enforcement officers will receive 20 hours minimum CPD training relevant to the activities they are authorised to undertake. 

Individual training and development needs are identified through regular check in meetings and an annual performance review, training objectives and needs should be discussed and set during these meetings and regularly reviewed.

Competent Authorities must ensure the 20 hours CPD are split as follows:

• a minimum of 10 hours on the following subject matters:

1.
Different control methods and techniques, such as inspection, verification, screening, targeted screening, sampling, and laboratory analysis, testing and diagnosis

2.
Control procedures

3.
The rules, in the areas of:

(a)
food and food safety, integrity and wholesomeness at any stage of production, processing and distribution of food, including rules aimed at ensuring fair practices in trade and protecting consumer interests and information, and the manufacture and use of materials and articles intended to come into contact with food;

(b)
deliberate release into the environment of Genetically Modified Organisms (GMOs) for the purpose of food and feed production.

(c)
feed and feed safety at any stage of production, processing and distribution of feed and the use of feed, including rules aimed at ensuring fair practices in trade and protecting consumer health, interests, and information.

(d)
animal health requirements.

(e)
prevention and minimisation of risks to human and animal health arising from animal by-products and derived products.

(f)
welfare requirements for animals.

(g)
protective measures against pests of plants.

(h)
requirements for the placing on the market and use of plant protection products and the sustainable use of pesticides, with the exception of pesticides application equipment.

(i)
organic production and labelling of organic products.

(j)
use and labelling of protected designations of origin, protected geographical indications and traditional specialities guaranteed.

4.
Assessment of non-compliance with the rules referred to above

5.
The hazards in the production, processing and distribution of animals and goods

6.
The different stages of production, processing and distribution, and the possible risks to human health, and where appropriate to the health of animals and plants, to the welfare of animals, to the environment

7.
The evaluation of the application of HACCP procedures and of good agricultural practices

8.
Management systems such as quality assurance programmes that the operators manage and their assessment in so far as these are relevant for the requirements set out in the rules referred to above

9.
Official certification systems

10.
Contingency arrangements for emergencies

11.
Legal proceedings and implications of official controls

12.
Examination of written, documentary material and other records, including those related to inter-laboratory comparative testing, accreditation, and risk assessment, which may be relevant to the assessment of compliance with the rules referred to above; this may include financial and commercial aspects

13.
Control procedures and requirements for entry of animals and goods arriving from third countries

14.
Any other area necessary to ensure that official controls are performed in accordance with this Retained Regulation (EU) 2017/625 

• 10 hours on other professional matters

Regulatory support officers are not subject to minimum CPD hours requirements but must still receive relevant training appropriate to the activities they undertake.

Training in food safety should include, where applicable, the following:

· Legislation and Codes of Practice

· Industry Guides

· Industry Specific Training

· Inspection Techniques

· Food Sampling

· Food Poisoning

· Food Hazard Warnings

· Microbiology

· Hazard Analysis and HACCP

· Imported Food

· Legal Procedure -  PACE

   
 Formal (Simple) Cautions


 Interview Techniques

·    Technical food safety/specialist /complex processes

Records of training will be kept in the Training file on the shared drive. These include:

In order to assist in officer development and ensure consistency of enforcement subject to the details within the Authorisation Development Plan, food safety consistency file audits will be carried out monthly.

If significant issues or concerns with an officer’s competency are identified, a competency assessment against the relevant activities of concern within the Competency Framework, will be required.

	Level
	Qualification
	Experience
	Authorised to Inspect 
	Range of Powers

see restrictions at 1.1.4 for certain qualifications and in relation to the competency framework


	Training to Achieve this Level of Authorisation

	1
	Regulatory Support Officer 


	
	E

Alternative interventions only


	FSA 1990: 

S.32 - Power of Entry

S.29 - Sampling 

FH (Eng) Regs:

S.16 - Power of Entry

S.14 - Sampling 

(CARD FL1)
	1 Training must include:

· Familiarity with reference docs list 1, Appendix A;

· Instruction and guidance on the taking of samples (not official controls);

· Instruction and guidance on administration (including computer) procedures.

Shadowing authorised officer whilst undertaking alternative interventions

· Supervised alternative interventions for several E premises taking the lead and completing inspection reports, letters, risk ratings and file records to the satisfaction of an authorised officer;

· Completion of food safety consistency audit – inspections, by Authorised Officer at Level 8 (E premises-alternative enforcement).

Competencies

2 Activity A: Common competencies

· B5: Sampling

3       Sub-activity B5.2: Taking informal samples

4 B11 alternative interventions 


	Level
	Qualification
	Experience
	Authorised to Inspect
	Range of Powers
	Training to Achieve this Level of Authorisation

	2
	See Food Law Code of Practice 3.4
	<4 weeks experience in food premises inspection within the previous 2 years
	E, rated premises
	FSA 1990: 

S.9 - Inspection of food

S.32 - Power of Entry

S.29 - Sampling 

FH (Eng) Regs:

S.16 - Power of Entry

S.14 - Sampling 

S.25 – Insp’n & Seizure of Food

(CARD FL3)
	Training must include:

· Familiarity with reference docs lists 1 and 2, Appendix A;

· Instruction and guidance on the taking of samples

Instruction and guidance on administration     (including computer) procedures.

· Shadowing authorised officers on their inspections of D-E premises;

· Accompanied inspections to several E premises taking the lead and completing inspection reports, letters, notices, risk ratings and file records to the satisfaction of an accompanying authorised officer;

· Completion of food safety consistency audit – inspections, by Authorised Officer at Level 8 (E premises).

· Competencies:

· Activity A: Common competencies.

· B1: Inspecting businesses

· sub-activities:

· • B1.1: Food hygiene inspections

· • B1.2: Food standards inspections *

· B5: Sampling

· Sub-activity B5.1: Taking formal samples

      Sub-activity B5.2: Taking informal samples

· Activity B6: Assessing products, labelling and other information.

· Sub-activity B6.1: Assessing whether food products are safe and fit for human consumption.

· Sub-activity B6.2: Assessing whether food is of the nature, substance or quality demanded by the consumer

· Sub-activity B6.3: Assessing product labelling and information *

· D1: Informal action

· Sub-activity D2.2 Detaining, seizing and voluntary surrender of food.




	Level
	Qualification
	Experience
	Authorised to Inspect
	Range of Powers
	Training to Achieve this Level of Authorisation 

	3
	See Food Law Code of Practice 3.4
	<8 weeks experience in food premises inspection
	D, E, rated premises
	FSA 1990:

S.9 - Inspection of food

S.10 - Service of Improvement      Notice  

S.29 - Sampling 

S.32 - Power of Entry

FH (Eng) Regs:

S.16 - Power of Entry

S.14 – Sampling

S.25 – Insp’n & Seizure of Food 

S.6 - Service of HIN 

(CARD FL4) 


	Experience/training must include:

· Familiarity with reference docs list 3, Appendix A;

· Shadowing authorised officers on their inspections of D-E premises;

· Accompanied inspections to several D-E premises taking the lead and completing inspection reports, letters, notices, risk ratings and file records to the satisfaction of an accompanying authorised officer;

· Completion of food safety consistency audit – inspections, by Authorised Officer at Level 8 (D premises).

· Competencies:

· Activity A: Common competencies.

· B1: Inspecting businesses

· sub-activities:

· • B1.1: Food hygiene inspections

· • B1.2: Food standards inspections *

· B5: Sampling

· Sub-activity B5.1: Taking formal samples

      Sub-activity B5.2: Taking informal samples

· Activity B6: Assessing products, labelling and other information.

· Sub-activity B6.1: Assessing whether food products are safe and fit for human consumption.

· Sub-activity B6.2: Assessing whether food is of the nature, substance or quality demanded by the consumer

· Sub-activity B6.3: Assessing product labelling and information *

· D1: Informal action

· D2 Formal Enforcement Action

· Sub-activity D2.2 Detaining, seizing and voluntary surrender of food.



	4
	See Food Law Code of Practice 3.4
	>8 weeks experience in food premises inspection
	C, D, E,  rated premises
	FSA 1990:

S.9 – Inspection of food

S.10 - Service of Improvement      Notice  

S.29 - Sampling 

S.32 - Power of Entry

FH (Eng) Regs:

S.16 - Power of Entry

S.14 – Sampling

S.25 – Insp’n & Seizure of Food 

S.6 - Service of HIN  

(CARD FL4)
	Experience/training must include:

· Familiarity with reference docs list 3, Appendix A;

· Shadowing authorised officers on their inspections of C premises;

· Accompanied inspections to several C premises taking the lead and completing inspection reports, letters, notices, risk ratings and file records to the satisfaction of an accompanying authorised officer at Level 8 (C premises).

· Development of a consistent approach to inspections of premises, in accordance with relevant legislation, codes of practice, guidance and council procedures and guidelines;

· Competencies:

· Activity A: Common competencies.

· B1: Inspecting businesses

· sub-activities:

· • B1.1: Food hygiene inspections

· • B1.2: Food standards inspections *

· B5: Sampling

· Sub-activity B5.1: Taking formal samples

      Sub-activity B5.2: Taking informal samples

· Activity B6: Assessing products, labelling and other information.

· Sub-activity B6.1: Assessing whether food products are safe and fit for human consumption.

· Sub-activity B6.2: Assessing whether food is of the nature, substance or quality demanded by the consumer

· Sub-activity B6.3: Assessing product labelling and information *

· D1: Informal action

· D2 Formal Enforcement Action

· Sub-activity D2.2 Detaining, seizing and voluntary surrender of food.

· 

	5
	See Food Law Code of Practice 3.4
	>6 months experience in food premises inspection/structured practical training
	A, B, C, D, E, rated premises
	FSA 1990:

S.9 – Inspection of food

S.10 - Service of Improvement      Notice  

S.29 - Sampling 

S.32 - Power of Entry

FH (Eng) Regs:

S.25 – Insp’n & Seizure of Food 

S.16 - Power of Entry

S.14 - Sampling 

S.6 - Service of HIN  

(CARD FL4)
	Experience/training must include:

· Familiarity with reference docs list 3, Appendix A;

· Shadowing authorised officers on their inspections of A and B premises;

· Accompanied inspections to several A and B premises taking the lead and completing inspection reports, letters, notices, risk ratings and file records to the satisfaction of an accompanying authorised officer;

· Development of a consistent approach to inspections of premises, in accordance with relevant legislation, codes of practice, guidance and council procedures and guidelines;

· Completion of food safety consistency audit – inspections, by Authorised Officer at Level 8 (A or B premises).

Competencies:

· Activity A: Common competencies.

· B1: Inspecting businesses

· sub-activities:

· • B1.1: Food hygiene inspections

· • B1.2: Food standards inspections *

· B5: Sampling

· Sub-activity B5.1: Taking formal samples

      Sub-activity B5.2: Taking informal samples

· Activity B6: Assessing products, labelling and other information.

· Sub-activity B6.1: Assessing whether food products are safe and fit for human consumption.

· Sub-activity B6.2: Assessing whether food is of the nature, substance or quality demanded by the consumer

· Sub-activity B6.3: Assessing product labelling and information *

· D1: Informal action

· D2 Formal Enforcement Action

· Sub-activity D2.2 Detaining, seizing and voluntary surrender of food.
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