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All contractors accepted onto the Association’s Reactive Maintenance Contractors’ Framework must adhere to the following Conditions of Contract.

JOB LINES AND INVOICES

All repairs instructed will be given a written Repair Order with a job reference number which will be emailed directly to the contractor. In the case of out-of-hours emergencies, the written Repair Order and job reference number will be provided upon notification of the call out.  
All invoices presented for payment must be on company headed stationery and detail the work carried out, any no access dates, the completion date and a breakdown of time, labour, materials and what was actually done.  The Repair Order number and address where the work was carried out must be on the invoice, but tenant’s names must not be noted.  

All invoices and the corresponding Point of Work Assessment form must be saved as an individual PDF file and sent electronically to invoices@calvay.org.uk.  Where you have several invoices, you can attach these files to one email, so long as the invoice for each Repair Order is saved separately.  All invoices must be provided at least within 4 weeks of the works being completed.  Please do not allow invoices to accumulate before sending them as this creates administrative and budgeting issues for the Association.  Completed work may be post-inspected for the Association’s satisfaction and invoices will be paid within one month of receipt, assuming no missing POW or any other query on work, cost, etc.
INSTRUCTIONS - Only authorised staff of the Association can instruct work.   

Tenants cannot instruct repairs to a contractor.  Any contractor unsure of the validity of a repair request must contact the Association’s personnel before carrying out any work.  

TENANT NEGLIGENCE/VANDALISM

Where a fault is found to be caused by tenants’ misuse or negligence, contractors should notify the Association immediately to enable this to be followed up by a staff member.

ACCESS ARRANGEMENTS  
Every Repair Order will show a Due Completion Date by which the works must be done and contact details and/or access preference expressed by the tenant.  The Association will note on the repair order to contact the office in the event that extra information regarding the tenant or job needs to be provided.  Access to properties is the contractor’s responsibility, although the Association will assist where particular difficulty is experienced.  In the event of no access to an occupied property, the contractor must leave a card confirming the date and time of attendance, together with a contact telephone number for the tenant to contact directly to re-arrange a mutually convenient time.  The contractor must also advise the Association as soon as possible if they are unable to attend at the specified time or if a tenant fails to allow access or keep an agreed appointment.  NB: no charge should generally be made for the first 2 x no access calls.

A contractor must not enter a property unless an adult is present at the outset and for the duration of the works (adult being 16 years and over).  If a minor is alone in a property, a No Access Card must be left requesting access arrangements when an adult is available.  A contractor must not be left alone in a property without the tenant or their representative present and must not take possession of keys to carry out work to occupied properties.

STANDARD OF WORK

The standard of work required is to match existing or relevant BS whichever is higher.  

CONDUCT

Contractors must be polite and conduct themselves in a professional manner at all times:- 

· be appropriately dressed, introduce themselves to the tenant and show proof of identity 

· explain the nature and purpose of the job 

· advise the Association of any complaints raised by residents

· not smoke, work under the influence of alcohol, use bad language, play radios or cassette players or use the resident’s facilities without permission 

· minimise disruption to the resident’s house by taking care and using dustsheets, etc. to protect the resident’s property/possessions from dust, paint, etc.
· be aware of security risks when working in a resident’s home and keep safe all materials and equipment used on site to avoid danger to occupants

· reconnect/test services e.g. water/gas/electricity at the end of each working day (if applicable) and recompense the tenant for any significant usage of gas and electricity

· clear any rubbish from inside the property at the end of each working day and remove any rubbish from the garden and other external areas (as appropriate)
· comply with Health & Safety legislation and the relevant Equal Opportunities Policy 

Should Contractors find themselves subject to improper behaviour from tenants or staff, a formal complaint must be lodged using the Association’s Complaints Policy.  

TIMESCALES 
The contractor must commence and complete repairs as soon as possible and at least by the Due Completion Date shown on the Repair Order.  The relevant timescales are:-  
	Emergency Repairs


	must be made safe within 6hrs & restored within 24hrs

	Non-Emergency Repairs

	must be completed within 7 working days

	Right to Repairs
	are certain works specified by legislation and must be completed in 1,3 or 7 working days (per due date on order)


The contractor must advise the Association if for any reason it is not possible to respond within the specified timescales.  Failure to meet Right to Repair response times, may result in a deduction from the issued invoice which would be payable to the tenant by the Association as compensation.  This is in accordance with the Right to Repair Legislation, Housing (Scotland) Act 2001 and the Association’s Policy, which can be viewed on request.
If the required works are found to be different or significantly more, than described on the works order, authorisation must be sought from the Association’s maintenance staff before such work commences, except where there is an immediate risk to Health and Safety.  Contractors must also notify the Association immediately if it transpires they are unable to complete a job within the required timescale e.g. due to a requirement to order parts, inclement weather, no access, etc.  
EQUIPMENT

Contractors must provide their own plant, scaffolding, barriers, warning notices, etc. as required for the works.  Contractors must also ensure that adequate, safe access for tenants and pedestrians is maintained throughout the duration of any works.

INSURANCE

Contractors must have adequate insurance to cover any liabilities that may arise from the execution of their works.  The limit of indemnity from any one incident should be a minimum of £1,000,000.  Copy documentation will be required to confirm valid public and employers’ liability insurance and it will be the contractor’s responsibility to ensure this is up to date and that adequate cover is provided.

HEALTH AND SAFETY LEGISLATION 

The contractor must comply with the Health and Safety at Work Act 1974 and any further amendments and orders thereof.  Where work is carried out on gas appliances or installation, contractors must comply with the Gas Safety (Installation and Use) Regulations 1994 and any subsequent amendments.  Similarly all new electrical installations must comply with the 17th Edition Wiring Regulations. 
GENERAL DATA PROTECTION LEGISLATION
The Association shares its data with various third parties for numerous reasons in order that day to day activities are carried out in accordance with our relevant policies and procedures.  In order to monitor compliance by third parties with Data Protection Legislation, the Association will require contractors to enter into a Data Sharing Agreement governing the processing of data, security measures to be implemented and responsibility for breaches.
FREEDOM OF INFORMATION SCOTLAND ACT (FOISA)
Where we are required under FOISA to provide information regarding contracts, you specifically authorise us to disclose such information where appropriate.  If we need to do this, we will notify you in the first instance.
REVIEW OF CONTRACTORS PERFORMANCE

Contractors’ performance will be monitored through pre and post inspections carried out by staff, individual repair Satisfaction Surveys completed by tenants and general Tenants’ Satisfaction Surveys conducted by independent companies.  Any contractor failing to meet the required standard in terms of quality, time, conduct or cost will be brought to the attention of the Property Services Officer/Manager, who will notify the contractor and a follow-up meeting may also be arranged, where appropriate.  If performance does not improve to the satisfaction of the Association, the Contractor may be removed from the Framework.  Any contractor removed from the list will be notified in writing and will have a right of appeal initially to the Director, with final recourse to the Management Committee.

CONSTRUCTION (DESIGN AND MANAGEMENT) REGULATIONS 2015 (CDM)  
Contractors must comply with the CDM regulations, which extend to all works to a varying degree with action being proportionate to the nature, size and complexity of each job.  The key aims are to improve the planning and management of jobs from the very start and identify any risks, so that they can be eliminated or reduced from the outset.  The Association provides a Point of Work Assessment Form which must be completed and returned with every invoice for all individual works done.  (Copy attached for info) 
FRAUD AND ANTI-BRIBERY POLICY

All contractual agreements with the Association contain the provision prohibiting fraudulent or corruptive acts.  All contractors must be in good standing and subject to screening by the Association in line with our Procurement Policies. The Association expects staff to be alert to the potential for fraud or bribery in areas where they operate and report any concerns to their line manager, e.g. claims for payment of maintenance works that haven’t been completed, don’t exist, are exaggerated or excessive; or the offering, giving, soliciting or accepting an inducement or reward that may influence the actions taken by the Association’s staff.  Our Internal Auditors also have a role to play in preventing and detecting fraud. 
ASBESTOS CONTAINING MATERIALS (ACMs)
The Association will also provide access to our Asbestos Management Register and advise of any other potential issues relating to any of our properties, so that contractors can check, prepare for and manage any perceived risks prior to undertaking any works.  This information will be kept up to date and contractors advised accordingly as to how this data is to be used and managed.  All contractors must ensure and demonstrate that they are fully familiar with current legislation relating to the management of ACMs and that they have a clear understanding and agreement with Calvay’s Asbestos Policy and Procedures.
EXTRACT FROM ASBESTOS POLICY 
1. Calvay HA recognises that it has a duty under the Health and Safety at Work etc. Act 1974, as supported by subordinate legislation, to ensure, so far as is reasonably practicable, the health, safety and welfare of its employees, service users, contractors, the general public and others who may be affected by its undertakings.  
2. Calvay HA will comply with the Asbestos Management duties defined and implied in the Control of Asbestos Regulations 2012 (CAR12). It is Calvay HA’s policy to ensure that, as far as is reasonably practicable, no persons will be exposed to risks to their health due to exposure to any asbestos containing materials (ACM’s) that may be present in any of the properties it owns, manages or occupies.

General Contractors and Sub-Contractors (non-asbestos)
All contractors will be required to:

1. Ensure and demonstrate that they are fully familiar with current legislation relating to the management of ACMs.

2. Ensure that they have a clear understanding of the Association’s Asbestos Policy and Procedures.

3. Ensure that all staff to be utilised on the contract have received an appropriate level of asbestos awareness training (Category A as a minimum).

4. Consult with any relevant asbestos registers / survey reports that may be available for establishments before work progresses (ensuring the appropriate type of survey has been carried out).

5. Ensure that where work may be affected by, or involve, ACMs that an approved licensed/competent (depending upon the category of asbestos work) sub-contractor is engaged (unless the contractor itself is licensed/competent and approved by the Organisation) to carry out the work. This will also require liaison with the Maintenance Officer who will be responsible for commissioning the independent asbestos testing company or Asbestos Project Manager if required.

6. Ensure that any relevant risk assessments, method statements, statutory notices are in place before work commences.

7. Progress all works diligently and, if any suspect materials are encountered, to immediately suspend operations and to contact the Maintenance Officer or Asbestos Project Manager for further instruction.

8. Contractors must ensure that Asbestos sub-contractors are approved by the Association before any order is placed or contract awarded.  If you wish a copy of the full Asbestos Policy and Procedures please contact the Association 

I/We agree to abide by these Conditions of Contract:-

SIGNED……………………………………………………………………DATED…………………

COMPANY NAME……………………………………………………………………………………
NB – Please sign and return a copy to the Association and also save a copy for your own reference. 

Should you need any further information or clarification in relation to any of these Conditions of Contract, please contact the Association’s maintenance staff. 
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