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1. TENDERING INSTRUCTIONS

1.1 Introduction
1.1.1 The Lincoln College Group (LCG) is an FE and HE College within the counties of Lincolnshire and Nottinghamshire, spread over two main sites in Lincoln and Newark, along with additional satellite sites. We are inviting bids for the provision of manned guarding, key holding services, and events management through a competitive tender process. This contract will cover:
	Location
	Manned Guarding
	Unlock & Lock
	Key Holding
	Random Patrol
	Events Management

	
	
	
	
	
	

	Lincoln Main Campus

(including Knights)
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	Aura
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	Christ’s Hospital Terrace
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	The Drill
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	The Old Bakery
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	Ravendale
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	Newark Main Campus
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	Derek Bird Building
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	The Piano School
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	Violin School
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	Air and Space Institute
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1.1.2 LCG seeks a reliable and professional contractor to ensure the security and safety of its premises, staff, students, and assets. The appointed provider must demonstrate experience in delivering high-quality security services within an educational environment.
1.2 Completion of Tender

1.2.1 Your tender submission should include as a minimum all of the following documents:
· Form of Tender (Appendix A) - you are required to complete and sign the Form of Tender. Please ensure this is on your corporate letterhead.

· Customer Requirements (Appendix C) - you are required to complete this section by inserting all of the details requested.

· Pricing Schedule (Appendix D) - you are required to complete the provided template. 
· Your responses should relate to the tender and customer requirements as per the tender specification provided in section 4 within the document.
· Manned Guarding References (Appendix E).
· Proposed Service Level Agreement/Contract for Services/Letter of Engagement at section 2.6.
1.3 Tender Submission Method, Date and Time

1.3.1 All tender documents must be submitted via email to: procurement@lincolncollege.ac.uk.
1.3.2 This must be received by 12 noon on 21st May 2025.
1.3.3 Please ensure the words "Tender for Manned Guarding and Key Holding" are entered into the subject field. This will not be reviewed or acknowledged until after the tender closing date.

1.4 Supplier Queries

1.4.1 All questions should be submitted via email to: procurement@lincolncollege.ac.uk.
1.4.2 The deadline for submitting questions is 6th May 2025.
1.4.3 Site visits can be arranged between 6th-16th May 2025, this can be done via email to: procurement@lincolncollege.ac.uk.
1.4.4 All queries and responses will be anonymised and shared with all potential bidders via Find a Tender.
2. TENDER SPECIFICATION
2.1 Objective of Tendering Exercise and Contract Duration
2.1.1 The Lincoln College Group (LCG) is seeking to appoint a professional and reliable contractor to provide manned guarding and key holding services across all its sites. The appointed contractor will also be responsible for building access management, ensuring the unlocking and securing of all buildings on both the main campus and designated satellite sites. Additionally, the contractor will provide key holding services for Lincoln College, Newark College, and their respective satellite locations. The contract will formally commence on 1st August 2025 and will be for a period of two years, with the option to extend for an additional year. 
2.2 Administration/DBS Requirements
2.2.1 This ITT document should be completed in conjunction with the acceptance of Lincoln College’s Contractor Management Policy, by submitting this document, you are agreeing to having read and understood this in full. As outlined in the Contractor Management policy, the Estates & Facilities Department requires all Contractors attending any of our sites, as part of any contract, are to be Enhanced DBS Checked. Due to the frequency of the nature of your work, we will also require Child Barred List Checks from all contractors. The cost of the Enhanced DBS check will be built into the service agreement.
2.3 General Requirements

· Must be SIA-licensed and comply with BS 7499 (Manned Guarding) and BS 7984 (Key Holding).

· Security personnel must be uniformed and display identification at all times.

· Must provide fully vetted staff for an educational environment (including enhanced DBS checks and require Child Barred List Checks from all contractors).
· Where a Sub-Contractor will play a significant role in the delivery of the services under the contract, please indicate in a separate annex (by inserting relevant company/organisation name).

2.4 Manned Guarding and Key Holding Requirements
2.4.1 The successful contractor will be expected to provide the following level of service as a minimum:
· To provide support to the Facilities Department during the hours of 6am and 9:30pm, Monday to Friday. This can include room unlocks and escorting contractors in addition to the manned guard role of patrolling, along with any other reasonable requests. 
· Key holding, fire & Intruder alarm responses, security patrols and unlock/lock services as requested. 
· The guards must report all incidents to the Facilities Department as required, filling in any necessary paperwork using the College report forms. All service sheets, faults and records of work must be sent in Electronic format
· The guards may be required to use body cam to support the role but they must comply with the College GDPR policy.

· As part of the guard’s duty, they must undertake first aid and fire marshal responsibility, including undertaking training for these.

· It is the contractor’s responsibility to ensure all Lincoln College Policies and procedures are adhered to whilst working on site.

· Annual leave, sickness absence or any reason whereby a manned guard cannot attend to carry out their role, a replacement must be provided. That replacement must be suitably trained and with all the correct checks in place. 

· The contractor will be required to assist with car parking duties, ticketing unauthorised vehicle’s and supporting college events. 

· All work is to be done in line with current legislative requirements.
· If the contractor notices any incorrect or missing information in the asset list provided during the year, they must inform and work with the department to keep the information correct.

· Additional College buildings/ sites may be added throughout the agreement period by the Estates & Facilities Department.
· As part of the wider security provision, the successful contractor will be required to deliver professional security and crowd management services for events hosted at The Drill Hall, Lincoln.
· Please note that this contract covers The Drill Hall and The Old Bakery and, as Lincoln College separate legal entities, it is a requirement of the contract for these to be quoted and invoiced separately to other works.
2.5 TUPE (Transfer of Undertakings)
2.5.1 The TUPE information will be provided upon request.
2.5.2 From the Incumbent supplier
· The College believes that the Transfer of Undertakings (Protection of Employment) Regulations 2006 (as amended) may apply to this contract.
· Anonymised TUPE employee information has been requested from the incumbent supplier and will be shared with all bidders equally on request.
· The College accepts no responsibility for the accuracy or completeness of this data. Bidders must undertake their own due diligence and seek independent legal advice as appropriate.
2.5.3 
From Lincoln College Group 
· There are internal college staff currently employed as security personnel. They will also form part of the future contract and TUPE may also apply in this case.
2.6 Service Level Agreement/Contract of Services
2.6.1 LCG will establish a Service Level Agreement (SLA)/Contract of Services to formalise the expectations, responsibilities, and performance standards between LCG and the successful contractor. This agreement will outline key deliverables, response times, reporting requirements, and compliance obligations to ensure a high standard of service delivery.
2.6.2 As part of your tender submission, please provide a sample SLA or Contract of Services that demonstrates how you will meet the requirements of this contract.
2.7 Fees
2.7.1 Respondents should set out clearly their fee proposal, stating which services are included in any proposed core fees, and the basis of calculation of those fees and any additional fees proposed for specific services.
2.7.2 Charges must be detailed in your submission and must be fixed and non-revisable for the first year of the engagement and must be exclusive of VAT. Fees for subsequent years should be directly comparable with the fee for the first year. The proposed fees for subsequent years shall be discussed with LCG with the objective of reaching agreement in advance of work commencing, no later than 30 April each year for that year's activities.
2.7.3 If there are any areas or elements of work that your company wishes to exclude from the fixed fee arrangement, then such excluded areas or elements must be specified in your submission and full details of your additional fees, with charge rates for such work, must be set out comprehensively. Details of any disbursements that will be billed for separately must be set out in your submission.
2.7.4 The LCG will not be responsible for any errors on the calculation of the costs provided in response to this Invitation to Tender.
2.8 Payment
2.8.1 This ITT document should be completed in conjunction with the acceptance of Lincoln College’s Terms and Conditions. By submitting this document, you are agreeing to have read and understood this in full. 
2.8.2 Invoices must be received by the 10th of the month in order to be paid by the end of the same calendar month. Payment by BACS only.
2.8.3 Each invoice must contain a Purchase Order Number. Invoices without a Purchase Order Number will not be processed. 

2.8.4 Contractors must provide all service paperwork directly to the Estates & Facilities Department at all times. Only invoices should be sent to the Lincoln College Finance Department. The Estates & Facilities Department reserves the right to withhold payment of invoices until service paperwork has been received and checked.
2.8.5 Any costs relating to work at The Drill Hall and The Old Bakery must be quoted for and invoiced separately.
2.9 References
2.9.1 Respondents are requested to provide names, addresses and contact details of two clients, preferably organisations of a type and size similar to ourselves, to whom you currently provide similar services and who we may contact for an opinion on your performance. This will form part of the quality of ITT assessment.
2.10 Tender Evaluation and Award Criteria
2.10.1 The submission must comply with the tender specification ensuring all documentation requested is provided.
2.10.2 Tender submissions will be specifically evaluated against appendices A, C and D as per the Tender Evaluation Criteria and Weightings in appendix B. In addition, submissions will be generically evaluated based upon the completeness and quality of the return.
2.10.3 The overall evaluation of tender submission will be marked on the basis of the below criteria:
	Pricing
	50%

	Quality
	40%

	CSR
	10%

	Total
	100%


3. CONDITIONS OF TENDER
3.1 Independent Tender
3.1.1 By submission of a tender, the respondent warrants that:
(a) The prices in the tender have been arrived at independently, without consultation, communication, agreement or understanding for the purpose of restricting competition, as to any matter relating to such prices, with any other Tenderer or with any competitor.

(b) Unless otherwise required by law, the prices which have been quoted in the tender have not knowingly been disclosed by the respondent, directly or indirectly, to any other respondent or competitor, nor will they be so disclosed.

(c) No attempt has been made or will be made by a respondent to induce any other person or firm to submit or not to submit a tender for the purpose of restricting competition.

3.2 Related Party Disclosure
3.2.1 To ensure the tender has been conducted in an open and accountable manner all respondents are required to disclose any related party matters,
In this instance, related parties will be deemed to include, but are not limited to, the following:
· Board of Corporation Member

· LCG Officer 
· LCG Employee

· Spouse/Partner

· Business Partner (Related or otherwise)

3.3 Cost of Tender
3.3.1 LCG will not be responsible for any costs or expenses incurred by the respondent in connection with the preparation or delivery or in the evaluation of the tender.
3.4 Validity Period of Tender
3.4.1 All details of the Tender, including prices and rates, are to remain valid for 90 days from the tender delivery date.
3.5 LCG discretion
3.5.1 LCG does not undertake to accept the lowest tender, or part or all of any tender, and the acknowledgement of receipt of any submitted tender shall not constitute any actual or implied agreement between LCG and the respondent. LCG reserves the right to accept any part, all or none of any tender or respondents at its sole discretion.
3.6 Incomplete Tender
3.6.1 Tenders may not be considered if the complete information called for is not given at the time of tendering.
3.7 Results of Tendering
3.7.1 LCG will consider all tenders correctly submitted and will select one with a view to reaching a contractual agreement subject to clarification of any outstanding matters. When the final decision regarding the result of the tender has been taken, all respondents will be informed in writing whether or not they have been successful.
4. ORGANISATION INFORMATION 

4.1 Organisation and Contact Details 
	Full name of organisation tendering


	
	

	Registered office address:
	
	

	
	ORGANISATION DETAILS


	Company registration number
	
	

	Date of registration
	
	

	VAT registration number
	
	

	Type of organisation (Ltd, sole etc.)
	
	

	
	CONTACT DETAILS

	Name
	
	

	Position
	
	

	Address
	
	

	Telephone No
	
	

	E-mail
	
	


4.2 GROUNDS FOR MANDATORY OR DISCRETIONARY REJECTION 

4.2.1 In some circumstances the College is entitled to exclude you from consideration if any of the following apply. If you cannot answer ‘No’ to every question it is possible that your application may not be accepted. In the event that any of the following do apply, please set out (in a separate annex) full details of the relevant incident and any remedial action taken subsequently. The information provided will be considered by the College in considering whether or not you will be able to proceed any further in respect of this procurement exercise. 
	Has your organisation or any Directors or Partner or any other person who has powers of representation, decision or control been convicted of any of the following offences as defined in the Procurement Act 2023:

Please enter ‘X’ for YES only if they have been convicted. 
	Answer

	a)
	Conspiracy;

	

	b)
	Corruption;
	

	c)
	Bribery;
	

	d)
	Fraud (including not paying taxes or social security contributions); or
	

	e)
	Money laundering within the meaning of the Money Laundering Regulation 2007 
	

	Has your organisation:

	f)
	Been convicted of a criminal offence relating to the conduct of your business or profession;
	

	g)
	Committed an act of grave misconduct in the course of your business or profession; 
	

	h)
	Failed to fulfil obligation relating to the payment of social security contributions under the law;
	

	i)
	Failed to fulfil obligation relating to payment of taxes under the law;
	

	j)
	Been guilty of serious misrepresentation in providing any information required by Public Contracts Regulations 2015. 
	


4.3 ADDITIONAL INFORMATION

	Does your organisation have a Business Continuity/ Disaster Recovery/ Risk Management Plan that ensures that services described within the Outline Requirement are delivered in the event of disruption affecting your business?
	

	If yes, please includes a copy within your return

	If not, briefly describe what key actions your organisation will take to ensure continued provision of this contract? 

	


	In the last three years, have you had any contracts:
	Answer

	a)
	That have incurred any contract penalties, default notices or payment of liquidated damages;
	

	b)
	Terminated by the client earlier than originally intended due to poor performance;
	

	c)
	Where you have withdrawn from the contract either before or after the award of the contract?
	

	If yes to any of the above, please give details and explain what has been rectified in order to avoid this situation arising in the future


APPENDIX A: FORM OF TENDER

Jo Lynch
Chief Operating and Finance Officer
To Lincoln College Chief Operating and Finance Officer
1. I/we have read the information provided in your Invitation to Tender and, subject to and upon the terms and conditions contained therein, I/we offer to supply the services described in the said tender documents in such manner as requested.

2. The prices quoted in this Tender are valid for acceptance for 90 days from the final day for submission of Tenders and I/we confirm that the terms of the Tender will remain binding upon me/us and may be accepted by you at any time up to and including the valid date of the quote.

3. Law: I/we agree that the construction, validity, performance and execution of any contract that may result from this Tender shall be governed by and interpreted in accordance with English Law and shall be subject to the exclusive jurisdiction of the Courts of England and Wales.

4. I/we agree to bear all costs incurred by me/us in connection with the preparation and submission of this Tender and to bear any further costs incurred by me/us prior to the award of any contract.

5. I/we agree that any other terms or conditions of the agreement or any general reservation which may be printed on any correspondence emanating from me/us in connection with this tender, shall not be applicable to this Tender or Contract.

6. I/we understand that all employees of the firm based at LCG must have a current enhanced DBS check available for inspection.

Signature:

Print Full Name:

Date:

In the capacity of:

(Please state official position, e.g. Director, Partner, etc.) being a person duly authorised to sign tenders on behalf of:

Company Name:

Address:

APPENDIX B: TENDER EVALUATION CRITERIA AND METHODOLOGY

Lincoln College Group intends to assess the eligible responses using the criteria below:

	Pricing
	50%

	Quality
	40%

	CSR
	10%

	
	


Customer Quality Criteria

Respondents must fully explain and be assured of the quality and strengths of their proposal. Maximum points will be awarded where the response clearly demonstrates and fully describes relevant detail about your proposal.

The information provided must be relevant to the stated requirements and supported by additional information as necessary, demonstrating strengths over and above the responses of other tenderers.

Each section of the customer requirement criteria will be scored on the basis of 100 points.

Accordingly, responses will be graded:

	100 points
	—
	fully satisfies the needs of LCG 

	75 points
	—
	mostly satisfies the needs of LCG

	50 points
	—
	partially satisfies the needs of LCG

	25 points
	—
	significant omissions within the needs of LCG

	0 points
	—
	fails to address the requirement


Scoring Matrix

	Quality
	
	

	Experience in Educational Settings
	10%
	Section A – Q4 (outline experience in FE/HE or similar settings)

	Qualifications and Training of Staff
	5%
	Section A – Q2 & Q3 (Staff qualifications, emergency cover, shortfalls)

	Security Plan
	5%
	Section B – Q1 (Implementation plan and site mobilisation strategy)

	Technology
	5%
	Section D – Q1 (Include use of CCTV, alarms)

	Emergency Response and Crisis Management
	5%
	Section D – Q1 (handling critical incidents, threats, etc.)

	Communication & Collaboration
	5%
	Section D – Q3 (daily reporting, escalation)

	Staffing Levels & Availability
	5%
	Section A – Q1, Q2, Q3 (Structure, number of staff, cover for absence, emergency callouts, etc.)

	CSR
	10%
	Section D – Q4 (Corporate Social Responsibility)

	Price
	40%
	Based on submitted cost schedule.


APPENDIX C: CUSTOMER REQUIREMENTS

Please complete the following questions.

SECTION A - MANAGING & RESOURCING THE WORK

1) Please describe the management structure you would put in place to support the successful performance of the contract. (Max. 300 words)

Please make all reporting lines clear, both within your organisation and to the College. Please provide full descriptions of each of the roles in relation to their intended involvement with the service; please provide full CVs and include qualifications for key members of the team (CV will not form part of the word count).

Response

	


2) Ensuring adequate resources are available to fulfil all aspects of the service requirement.

Please details how you would ensure that the emergency call out times detailed in the specification will be managed and adhered to. (Max. 300 words)

This response should include:

· Details on whether there will be a dedicated team or teams

· Details on whether you intend to draw on pooled resources

· Number of staff you anticipate working on the contract

· Detailed information on the individuals you are proposing to work on this Contract

· Level of staff to undertake the fieldwork

· Relevant qualifications or training they are undertaking

· Experience in other non-charity sectors i.e. PLC 

Response

	


3) Please describe how you intend to manage resource shortfalls due to sickness absence, training and extended leave and how you would resource any unexpected additional requirements. (Max. 300 words)

Response

	


4) Please outline your experience delivering security services in educational or similarly complex environments. (Max. 300 words)

This response should include:

· Examples from Further or Higher Education, large public campuses, or vulnerable population settings

· Key challenges encountered and how these were addressed

Response

	


SECTION B -
IMPLEMENTATION PLAN

1) Please set out the key stages and time scales of your plan for implementing the new contract to

provide manned guarding services to LCG should your tender be successful. (Max. 300 words)

Response

	


SECTION C -
QUALITY REVIEWS

1) Please describe your internal processes for performing quality reviews and how this is documented and evidenced. (Max. 300 words) 

Response

	


SECTION D -
ADDITIONAL FACTORS

1) Please describe any additional factors that demonstrate your ability to provide effective and responsive security services across a multi-site college environment. (Max. 300 words)

This response should include:

· Handling of critical incidents (e.g. intruders, medical events, evacuations)

· Training in managing young adult behaviour and safeguarding vulnerable individuals

Response

	


2) Please describe any action your organisation currently undertakes to demonstrate a responsible attitude to Environmental Management. Does your organisation have a sustainability policy, eCO2 targets? Please provide relevant documentation. (Max. 300 words)
Response

	


3) Please describe how your organisation will communicate and collaborate with the College during the contract period. (Max. 300 words)

This response should include:

· Day-to-day contact and reporting arrangements

· Incident reporting and escalation

Response

	


4) Please describe how your company contributes to social value and corporate social responsibility. In particular, explain how your service delivery to the College will support one or more of the following: local employment, staff training and development, sustainability and environmental practices, community engagement, or support for disadvantaged groups. (Max. 500 words)

Response

	


APPENDIX D: PRICING SCHEDULE
1. Please complete the pricing schedule below.
	Security Costs
	(£ / pence per hour)
	Discount for Group services
	Discount for contract term (up to 3 years)
	Discounted priced per hour

	Manned Guarding
	£0.00
	
	
	

	Lock/Unlock Single Building (out of hours)
	£0.00
	
	
	

	Lock/Unlock Full Site (out of hours)
	£0.00
	
	
	

	Alarm Response (1st hour)
	£0.00
	
	
	

	Additional Hours
	£0.00
	
	
	

	Call Out (1st hour) – (unexpected)
	£0.00
	
	
	

	Additional Hours
	£0.00
	
	
	

	Patrols (each site)
	£0.00
	
	
	

	Other (please describe)
	£0.00
	
	
	

	Event Management 
	£0.00
	
	
	

	Estimated total contract value
	£0.00
	
	
	


Our current security provider supplies three security guards at the Lincoln site, Monday to Friday, covering shifts from 5:30am–1:30pm, 1:30pm–9:30pm, and 9:00am–5:00pm. At the Newark site, one security guard is provided from 8:30am–4:30pm. The current total contract value is approx. £275k excluding VAT and before discounts. 
Routine patrols are carried out once per night across all sites.
2. Please provide detailed response time for call outs for;

	Site
	Time

	Lincoln premises
	

	Newark premises
	


APPENDIX E: CONTACTS FOR REFERENCES

Please provide details of two current clients, preferably organisations of a type and size similar to LCG, to whom you currently provide similar services and who we may contact for an opinion on your performance.

The following information is required:

Reference 1

	Organisation Name
	

	Contact Name
	

	Contact Telephone Number
	

	Contact E-mail
	

	Contract Start Date
	

	Contract End Date (if applicable)
	

	Brief description of the contract
	


Reference 2

	Organisation Name
	

	Contact Name
	

	Contact Telephone Number
	

	Contact E-mail
	

	Contract Start Date
	

	Contract End Date (if applicable)
	

	Brief description of the contract
	


APPENDIX F: 

TIMELINE
	22nd April 2025

	Tender to be released onto the Find a tender platform

	6th May 2025
	Any questions or requests for information to be made via procurement@lincolncollege.ac.uk

	6th May 2025 to 16th May 2025
	Sites visits can be arranged by contacting procurement@lincolncollege.ac.uk

	By 21st May 2025 – midday
	Completed tenders to be submitted to procurement@lincolncollege.ac.uk


	21st May
	Tenders to be opened and shortlisted

	By 23rd May
	Notification to successful shortlisted applicants

	WC 2nd June
	Final selection interview for top 2 scorers

	By 6th June 2025
	Final contract award to selected partner

	By 20th June
	Contract Negotiation & Signing

	June/July
	Mobilisation – Start date 1st August 2025 



