
Background 

An Information Pack can be compiled to be sent to service providers that outlines relevant 

background information to the services and the requirements of the Institution.  

Typically the Information Pack will include: 

 Strategic context (e.g. waste strategy, waste arisings, targets, service objectives and existing 

service provision); 

 Details of governance structure for the contract; 

 Service requirements; 

 Procurement strategy (e.g. timetable and deadlines) 

Background Information should include: 

 Details of collection points within Sites / Campus 

 Current waste management arrangements 

o Frequency of collection 

o Types and number of containers 

o Number of waste streams 

o Tonnage or Volume data, where known 

 Scope of services 

Specifications 

The specification must be: 

 CLEAR: to enable tenderers to fully understand the purpose and content of the service 

 CONCISE: to define the responsibilities and roles of the client and contractor to minimise 

misunderstandings and disputes during the contract 

 COMPREHENSIVE: to cover all aspects of the service, including support services 

 CONSISTENT: performance standards, working methods and procedures must be applied 

throughout the specification 

 CONCENTRATE on the service being tendered and require the contractor to COST all 

aspects….. 

Specification Contents 

In particular the ‘Method of Work’ 

This should be defined as any factors that limit access and egress and operational parameters or 

restrictions. 

The methodology should ideally be left as open as possible for the tenderer to advise to encourage 

innovation. 

  



WEEE Facts 

The Waste Electrical & Electronic Equipment (WEEE) Regulations came into force in 2007. 

The WEEE regulations require all producers, retailers and distributors of electrical and electronic 

equipment to comply with certain obligations. These include providing information for consumers 

about the environmental impact of WEEE, and how consumers can safely dispose of WEEE for 

proper treatment and recycling. 

There are five categories of WEEE: 

 Large electrical appliances (e.g. washing machines, cookers) 

 Small electrical appliances (e.g. irons, tools, computers) 

 Fridges and freezers 

 Fluorescent tubes (including energy saving light bulbs) 

 Televisions and monitors 

Who do the WEEE Regulations affect? 

WEEE regulations affect all businesses that manufacture, sell and use electrical and electronic 

equipment. Consumers do not have to comply with any obligations under this legislation. However, 

the good news is that this legislation has led to many more recycling facilities accept these items, 

making it easier for you to recycle your WEEE items. 

Waste Electronic and Electrical Equipment Recycling 

The University of Glasgow operates two systems for the recycling of Waste Electronic and Electrical 

Equipment (WEEE). 

Where individual departments have large quantities of high value WEEE to dispose of they request a 

collection from one of two designated WEEE collection contractors. Until recently low value WEEE 

items such as kettles, calculators, desk lamps and toasters were disposed of through the residual 

waste stream. However, the University of Glasgow is now piloting a separate system for the collection 

and recycling of such items. 

Low value WEEE items are placed in special recycling bins by the Estates and Buildings department. 

These bins are then emptied 'on demand' when they are full by one of the designated WEEE 

collection contractors. 

Glasgow University are also trying to encourage reuse between departments. They have set up a 

small ads system on their intranet where departments can offer redundant equipment to other 

departments. They also allow ads to be placed to request equipment or to offer personal items. 

For more information about the University of Glasgow's waste reduction, reuse and recycling projects 

please contact Ann Galbraith. 

  



Food Waste 

Consideration will need to be given to the minimum requirements of the Institution in respect of 

regulatory compliance which will include: 

Scotland – Animal By-Products (Enforcement)(Scotland) Regulations 2011  

The enforcement authorities are the Animal Health Veterinary Laboratories Agency (AHVLA) and the 

Scottish Government and the Provider would be required to demonstrate (as part of their Method 

Statement) the arrangements they have in place for compliance. 

Specification 

The specification is a statement from the University as to what it requires precisely from the contractor 

for each service it has put out to tender 

It also sets out a number of specific definitions and related general clauses, but essentially is 

concerned with setting out performance objectives, performance standards and operation 

management 

Specification Template 

General requirements for services to be provided 

Definitions and Interpretation  

General Description of the Services 

The FE/HE’s Service Requirement 

Contract Standard 

Treatment of Waste 

Deliveries of FE/HE Materials 

Quantities of FE/HE Materials 

Waste Composition 

Waste Reception - Hours of Working 

Waste Reception - Ownership of Waste 

Waste Reception - Weight Recording 

Waste Reception - Vehicle Weight Recording 

Waste Reception  - Waste Acceptance and Contamination 

Use of the output product and Marketing 

Resourcing 

Health and Safety 

Data Reporting 



Method Statement 

Contingency Plan 

Payments 

Performance Standards 

Environmental Impacts 

Planning and Permitting 

Communications and Community Liaison 

Mobilisation 

Use of a Transfer Station for Waste 

Method Statements 

Typical Sections that a Prospective Tenderer would be required to include in their Method Statement:  

Section 1 – Technology 

Section 2 – Sites 

Section 3 - Facility Design 

Section 4 – Contract Mobilisation 

Section 5 - Permitting and other necessary consents 

Section 6 – Waste Reception 

Section 7 – Treatment 

Section 8 – Management Of Process Outputs 

Section 9 – Performance Targets 

Section 10 - Employment and Staffing 

Section 11 – Health, Safety and Welfare 

Section 12 - Contract Management  

Section 13 - Quality Assurance and Environmental Management 

Section 14 - Carbon Management Plan 

Section 15 – Contingency plan 

  



Performance Standards 

Checklist to ensure standards are relevant: 

 Are they standards rather than statements? 

 Are they achievable? (check current levels of performance) 

 Can they be regularly monitored? 

 How will they be monitored-method? 

 Can liquidated damages be attributed? 

 What are the min/max parameters? 

 Are standards applicable to delivery? 

Performance Indicators 

An important part of any contract document suite is the requirement for continuous performance 

enhancement and improvement. Typically this will be driven by defining performance standards as 

they relate to elements of the specification. 

Performance Indicators – Monitoring for Improvements 

Once the recycling system is in place the college or university can regularly monitor tonnages 

produced for each type of material, waste or recycling. This can also help to identify effective 

management of wastes before they enter the waste stream.  

In addition, benchmarking against the number of students for example will also help to track 

performance. So for example, if the college or university expands and opens new departments for 

example, measuring waste against the number of students will enable the organisation to determine 

whether policies are continuing to be effective. 

Regular monitoring will allow the college or university to increase its recycling and waste prevention 

while reducing its reliance on sending waste to landfill and its associated costs. 

A number of good KPIs are: 

1) amount of residual waste recycled post collection (dirty MRF) 

2) amount of residual waste collected  

3) amount of segregated recyclate collected 

For further information and support available contact claire.guerin@zerowastescotland.org.uk 

Performance Monitoring 

Regular monitoring will allow the college or university to increase its recycling and waste prevention 

while reducing its reliance on sending waste to landfill and its associated costs. 

It is bad practice to leave how the monitoring regime will work until the very end 

How it interfaces with the default process and leads up to a termination  should be clear in the 

specification and contract conditions 

mailto:claire.guerin@zerowastescotland.org.uk


This will avoid the risk of tenderers making commercial decisions in pricing that reflect on assumption  

Ten point plan: 

 The organisation of management and monitoring 

 Monitoring techniques 

 Staffing requirements and costing 

 Training monitoring staff 

 Recording, analysing, and reporting system 

 Complaints procedure 

 Contract start-up 

 Evaluating contactors quality control scheme 

 An appeals procedure 

 Evaluation of monitoring  

Issue your ITT 

Please note: 

 You cannot amend the Terms and Conditions agreed under the Framework Agreement. 

 You cannot issue the ITQ to suppliers that have not been appointed to the Framework. 

Selection Process 

You have to be clear from the start what you are going to assess and inform bidders in your 

documents. 

Questions already asked within the Framework tender document can only be repeated when set at a 

different level, for example: 

 Question set at Framework Level 

Please provide details of the range of methodology to be offered under the Framework 

agreement for collection, treatment and disposal of materials or substances 

 Question set at Mini-competition level 

Please provide details of the proposed service methodology to be applied in the collection, 

treatment and disposal at each site to be serviced under the contract 

A bespoke scoring approach can be used for individual criteria and take into account factors such as 

understanding of requirements, supporting recycling targets, added value etc. 

  



A Good Tender Response 

Service Providers should be selected via a further tender exercise undertaken against the Framework 

Agreement. 

Points to Note: 

 Each Service Provider appointed to service the Waste Stream Schedule within the relevant 

Geographical lot MUST be invited to participate. No additional tenders can be included in the 

process. 

 Where requirements for more than one Waste Stream Schedule are being sought (e.g. 

Schedule A -Non Hazardous Waste, Recyclates and Recoverables-& Schedule B –WEEE 

and Associated Materials) then these must be tendered as separate lots within each 

 Selection Criteria should not be re-introduced as these have already been evaluated and 

found acceptable 

Question set at Framework Level 

Provide details of the range of methodology to be offered under the Framework agreement for 

collection, treatment and disposal of materials or substances 

Question set at Mini-competition level 

Please provide details of the proposed service methodology to be applied in the collection, treatment 

and disposal at each site to be serviced under the contract. 

A bespoke scoring approach can be used for individual criteria and take into account factors such as 

understanding of requirements, supporting recycling targets, added value etc. 

 

 

 


