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A. STANDARD CONDITIONS OF BUSINESS
It is important that you review this document fully and regularly. Please contact Groundwork at ees@groundwork.org.uk if you have any questions.

1.
Introduction

The Conditions set out below will apply to an Agreement made between Groundwork UK and a Consultant for the conduct of agreed services or activities.

2.
Duties of the Consultant
i.
The Consultant shall be responsible for the management and execution of the work including the provision of all necessary personnel, accommodation, equipment and services.

ii.
The Consultant shall provide Groundwork UK with services at the agreed price.

iii.
The Consultant shall not retain any organisational details nor offer the organisation additional paid for services.
3.
Service Provision
i.
In respect of the programme of work and its execution Groundwork UK’s Supervising Officer shall be the sole person authorised to issue instructions to the Consultant on behalf of Groundwork UK.

ii.
The Consultant shall afford to Groundwork UK's Supervising Officer and any other authorised representative of Groundwork UK reasonable access to the work and to all documents produced in carrying out the service.

iii. The consultant will follow instructions and guidance issued by representatives of Groundwork UK.

4.
Financial Liability and Arrangements
i.
No cost incurred prior to the approval notification of services may be claimed against Groundwork UK.

ii.
At all times Groundwork UK's financial liability shall be limited to the approved cost specified in approval notification.  The consultant has no authority to make commitments on behalf of Groundwork UK nor to incur expenditure on behalf of Groundwork UK.

iii.
Payment will be made on satisfactory completion of a service, including where appropriate the preparation of a satisfactory final report, against the receipt of a certified statement of time and expenses incurred.  

iv.
Accounts for payment in respect of travel and subsistence shall be supported by details of journeys undertaken and time involved.

v.
The Consultant shall submit the claim for the service within 2 weeks of the completion date. Groundwork UK shall not reimburse the Consultant for any cost incurred after the completion date nor for any redundancy payments unless previously agreed by Groundwork UK in writing. Groundwork UK reserves the right to withhold all or part of the final payment until the receipt of a satisfactory final report. Activities carried out before 31 March 2024 must be evidenced and claimed for by 14 April 2024. GWUK will not pay claims received after this date.

vi.
Where a Consultant fails to prepare a satisfactory final report or Groundwork UK is not satisfied with the standard of work produced, Groundwork UK reserves the right to refuse to pay or reclaim all or part of the fees.

5.
Travel and Subsistence Costs
i.
Travel and subsistence costs will only be reimbursed if included in the Consultants quote for work.

6.
Employment of Staff
i.
The Consultant shall employ for the duration of the project properly qualified staff and shall notify Groundwork UK of the name of the person, if any, selected to be in direct charge of the project.

ii.
Groundwork UK shall be consulted if it is proposed to change the staff employed on, or in charge of, the project.

iii.
The Consultant shall be responsible for complying with all statutory requirements in respect of the employment conditions, taxation, insurance, etc of staff employed on the project.

iv.
Groundwork UK shall not be responsible for any staff employed by the Consultant nor will it accept any liability for claims for injury or damage to property arising from the appointment.

v.
The Consultant shall indemnify Groundwork UK through appropriate insurance or otherwise against any claims arising out of the project whether caused through neglect, accident or other event.

7.
Variation and Review
i.
Groundwork UK reserves the right to vary the standard conditions.
ii.
If at any time it appears likely that the completion date may have to be extended significantly or the approved cost may have to be exceeded to complete the work, the Consultant shall immediately inform Groundwork UK in writing and give the necessary revised completion date or cost with an explanation of the changes.  If the changes in cost or date so notified are attributable to causes outside the direct control of the Consultant, Groundwork UK may:-


a)
confirm in writing a revised completion date and/or approved cost



or


b)
lay down a modified programme which the Consultant agrees can be carried out within the 
period and costs currently approved



or

c)
cancel the work
iv.
The Consultant may not increase the fee rates charged without the prior written agreement of Groundwork UK.

8.
Termination
i) Where this Agreement is terminated because Groundwork UK is not satisfied with the standard of the Consultant's work, Groundwork UK reserves the right to reclaim all, or part of, the fees 

ii) If any action or behaviour of the Consultant is considered contrary to the policies and procedures of Groundwork UK, the Consultant will be notified and may not be asked to carry out work in the future. The key policies are below:
Safeguarding 
EDI 

Partner Charter
9.
Reports
i.
If requested the Consultant shall provide Groundwork UK with progress updates
10.
Scheme Evaluation
i.
The Consultant agrees to take part in any surveys or any feedback mechanisms requested by Groundwork UK or the scheme evaluator.

11.
Intellectual Property and Ownership Rights

i) All reports (published and unpublished), documentation, data, training materials, etc. will be deemed the property of Groundwork UK.

12. Information Security and Data Protection

i) Consultants are bound by Groundwork UK’s policies and procedures concerning the processing of personal data and maintaining the security of its information systems.

13. Confidentiality

i) All application, project information and data provided to you is regarded as confidential and must not be used for any purpose other than necessary for the fulfilment of this contract.

Privacy Notice on next page

B. PRIVACY NOTICE 

Who we are and purpose of the Privacy Notice 

Groundwork UK is funded by DCMS to manage the Energy Efficiency Scheme. This notice is provided to meet the obligations of the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018 (DPA). This notice sets out how we will use your personal data as part of our legal obligations with regard to Data Protection. 

Groundwork UK is the data controller and contract holder (ICO registration number Z6601182) responsible for personal data about the Energy Efficiency Scheme applicants. We do not trade personal data for commercial purposes and will only process your data if required by law, necessary to administer your application, or with your consent. 

What is personal data? 
Personal data is any information relating to an identified or identifiable natural living person, otherwise known as a ‘data subject’. A data subject is someone who can be recognised, directly or indirectly, by information such as a name, an identification number, location data, an online identifier, or data relating to their physical, physiological, genetic, mental, economic, cultural, or social identity. These types of identifying information are known as ‘personal data’. Data protection law applies to the processing of personal data, including its collection, use and storage 

The type of personal information we collect: 
We currently collect and process the following information: 

· Personal identifiers, contacts and characteristics (for example, name, email address, telephone numbers, contact address and financial details) 

· Information on how you use the Groundwork UK website and the Flexi-Grant® website to complete application forms, progress reports and financial claims. This includes IP address and analytical cookies 

How we get the personal information and why we have it 

Most of the personal information we process is provided to us directly by you for one of the following reasons: 

· assessing your application and suitability for the programme We use the information that you have given us in order to

· assess your eligibility for the programme 

· carry out due diligence to ensure your suitability for providing estimates for non-domestic energy assessments with a view to entering into a contract for such services

· Pay your invoices

· Confirm work to be carried out

· Evaluate the programme 

We may share this information with: 

· the external scheme evaluator (Ecorys) and, 

· the assurance provider (Government Internal Audit Agency) to allow them to carry out their functions in relation to the Scheme. 

· Organisations approved to have energy assessments carried out

Information may also be shared with our Partners in order to evaluate and deliver the scheme. Our partners are: 

· Locality, 

· Social Investment Business (SIB), 

· Groundwork Trusts, 

· Energy Saving Trust (EST) and 

· Centre for Sustainable Energy (CSE) 

Under the UK General Data Protection Regulation (UK GDPR Article 6(1), the lawful basis we rely on for processing this information is: 

· We have a contractual obligation - that it is necessary for a contract you have entered into with us, or a contract that you intend to enter into 

As part of our required due diligence and legal obligations, we may also conduct checks against records held by other government departments, and other agencies for the purposes of assessing your eligibility for a grant, preventing fraud, or for the purposes of the prevention or detection of crime. 

How we store your personal information 
Your information is securely stored. 

Groundwork UK uses Flexi-Grant® grant management system to store your personal data in order for us to administer your grant. Flexi-Grant® data servers are hosted within the EU covered by adequacy regulations. 
We need to keep your name, contact details and details of financial transactions for 7 years, in the event of a tax or banking enquiry to comply with Financial Act/HMRC regulations. 

We will then dispose your information by deleting information from the Flexi-Grant® system/servers as well as any electronic files contained within our Groundwork UK programme folders in line with our Document Retention Schedule. 

Your data protection rights 

Under data protection law, you have rights including: 

Your right of access - You have the right to ask us for copies of your personal information. 

Your right to rectification - You have the right to ask us to rectify personal information you think is inaccurate. You also have the right to ask us to complete information you think is incomplete.

Your right to erasure - You have the right to ask us to erase your personal information in certain circumstances. 

Your right to restriction of processing - You have the right to ask us to restrict the processing of your personal information in certain circumstances. 

Your right to data portability - You have the right to ask that we transfer the personal information you gave us to another organisation, or to you, in certain circumstances. 

You are not required to pay any charge for exercising your rights. If you make a request, we have one month to respond to you.

If you wish to make a request, please contact us at 

· Email: info@groundwork.org.uk 

· Phone: 0121 236 8565 and/or 

· Post: Data Protection Rights, Groundwork UK, The Walker Building, 58 Oxford Street, Birmingham; B5 5NR 

Please note: Groundwork is not subject to FOI Act as it is not a public body and not obliged to provide information for the FOI Act.

Under no certain terms any information related to Energy Efficiency Scheme, including amount of payment, should be released to the public without explicit approval from DCMS, including outside of the FOI Act. 

You may wish to visit Home - Groundwork UK for more details regarding work carried out by Groundwork. 

How to complain 

If you have any concerns about our use of your personal information, you can make a complaint to us at info@groundwork.org.uk or write to: 

Data Protection 

Groundwork UK 

The Walker Building 

58 Oxford Street 

Birmingham 

B5 5NR 

You can also complain to the ICO if you are unhappy with how we have used your data. 

The ICO’s address: 

Information Commissioner’s Office 

Wycliffe House 

Water Lane 

Wilmslow 

Cheshire 

SK9 5AF 

Helpline number: 0303 123 1113 

ICO website: https://www.ico.org.uk
What will happen if I do not provide this data

Your application will be ineligible under the Scheme if you do not provide the data requested in the application form as, legally, we will be unable to enter into a contract with you. If your main contact changes without you providing another suitable contact for your organisation for Groundwork to process your data , we may remove your organisation from our list of assessor organisations and if necessary require any funding you have received for work still in progress is paid back in full. 
Please tick the box on the application form page to confirm that you have read and understand the Privacy Information above, know your rights and how your data will be used. 
You declare that you have the authority to represent the organisation in making this application. You understand that DCMS and Groundwork UK will not accept deliberate manipulation and fraud and any business caught falsifying their records or misusing funding provided for assessments of VCSE premises may face prosecution and be required to repay funding issued. 

On behalf of the organisation, you confirm that: 

· The organisation has the legal authority to provide independent energy assessments; 

· The information provided in this application is accurate; 

· The organisation has appropriate safeguarding procedures that protect employees, beneficiaries and volunteers from harm; 

· The organisation has appropriate Health and Safety procedures that protect all staff involved in carrying out the activities required by the organisation from harm; and 

· The organisation has appropriate GDPR procedures in place.
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