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1. The 

Contract 

1.1  This contract is for rapid-reaction small-scale investigation and post-

excavation work after unexpected discoveries of human remains or after 
Historic Scotland (HS) has received reports of new or accelerated threats at 
known sites of human remains. The contract requires reporting to a standard 
archive level for each call out, to a level fit for publication where necessary, 
and a synthetic contract-end paper. The contract will run from 1 April 2008 
until 31 March 2010 with potential for extension to 31 March 2012. 

  
1.2 

The contract is likely to have an annual budget allocation in the order of 
£40,000 to £60,000 excluding VAT. The actual sum will depend on the 
number of call-outs in any one year and the estimate is provided without 
commitment.  

 
2. Scope 

2.1 

Unforeseen discoveries of human remains may occur at almost any location 
throughout Scotland. In the event of a report of human remains to HS, the 
objective of this contract is obtain a service which provides, at short-notice, an 
archaeological response that is sufficient and necessary to the character and 
condition of those human remains. 

2.2 

Each call-out will be the subject of separate agreed costs, timetables and 
products. Invoicing will be to each separate call-out and at agreed stages of 
that particular call-out. See section 6. 

2.3 

The Contractor must operate to high professional standard of conduct and 
practice not only to meet the requirements of HS’s policy, as set out in The 
Treatment of Human Remains in Archaeology (HS Operational Policy Paper 
5), but also to comply with both locally and nationally held norms of behaviour 
towards human remains. 

2.4 

The following levels of reporting are required (see section 5 and Annex 2):- 

 

2.4.1  reports within 10 working days of the completion of fieldwork; 

2.4.2  reports within 30 days of completion of fieldwork; 

2.4.3  end-of contract reports; 

2.4.4  ad hoc reports, as agreed with the HS Contact Manager 

2.5 

During the span of the contract the Contractor is responsible to HS’s Contract 
Manager (currently Rod McCullagh) for the provision of the required level of 
service. 

 
3. Requirements 

3.1 

A call-out instruction will consist, as a minimum, of an e-mail from the HS 
Contract Manager. This will provide, as a minimum, locational information, 
access information and local contact numbers, the history of discovery and a 
brief scoping for the minimum requirements of the call-out. 
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3.2  

On receipt of the call-out instruction, and in compliance to the framework of 
the HS Operational Policy Paper 5, the Contractor is required:- 

3.2.1  to provide, at short notice, a detailed quotation and timetabled project 

design for a rapid response to meet the fieldwork needs of the call-out; 

3.2.2  to initiate the fieldwork (i.e. be on site) within 24 hours of receipt of the 

HS Contract Manager’s approval of the quotation. The Contractor must 
identify any areas of Scotland where their presence on site to this 
target is not possible. 

3.2.3  to undertake the fieldwork in accordance with the fieldwork parameters 

set out in Annex 01. 

3.3 

A call-out, by definition, is restricted in extent and nature to a process that 
exactly fits the needs of the exposed human remains (i.e. for their safe uplift 
without loss of further archaeological information). Any expansion of the work 
can only take place with the written approval of the HS Contract Manager; that 
approval can only be given to written estimates of cost, time and extent.  HS 
reserves the right to seek competitive tenders for site investigations or post-
excavation analyses that exceed the original extent of a call-out by a 
substantial margin. The contract will not exclude the Contractor from entering 
such competitive tendering. 

3.4 

On completion of the fieldwork, the Contractor must provide the following task 
as a minimum:- 

3.4.1 produce 

either: 

a costed, timetabled assessment of any necessary or desirable 
post-excavation analyses and assign clearly defined goals to 
each analysis and a clear timetable for invoicing,  

or 

 

a written justification for taking no further action; 

3.5 

Once the HS Contract Manager has approved the costed programme of 
analyses and the associated invoice timetable in writing, the Contractor must 
complete the analyses to timetable or inform the HS Contract Manager of any 
changes of scope, goal or timetable. Such changes cannot be instigated 
without the written approval of the HS Contract Manager; 

3.6 

The Contractor must supply all reports required by HS to the timetable 
outlined in Annex 2, Section 1. 

3.7 

The Contractor is required to store the project archives and retrieved artefacts 
and ecofacts (including all retrieved human remains) until the termination of 
the contract in accordance with current professional standards and HS 
procedures. At the end of the contract, the Contractor must dispose of these 
archives and collections in accordance with current legislation and HS 
procedures. The contractor must be familiar with the requirements and 
procedures of the Scottish Archaeological Finds Allocation Panel (SAFAP, 
see Annex 2, Section 4)  
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During the period of the contract, the Contractor must allow access to the 
project archives and collections to other research teams and individuals 
authorised by HS. In all such cases, HS will agree such authorised research 
with the Contractor in advance. Any additional costs likely to arise from such 
access by researchers and likely to be borne by Contractor must be identified 
in advance by the Contractor and agreed with HS. 

3.9  

In addition to reporting on each call-out, the Contractor must advise the HS 
Contract Manager on the progress of the contract and on any improvements 
that might be made to its operation; 

3.10  The final product of the contract will be a synthetic report, to publication 

standard, on the results of the work conducted within the contract. The 
Contractor must submit a publication design for this report by the end of the 
third quarter of the contract span. The actual scope, target publication and 
timetable for this publication is negotiable but a first full draft version of the 
report should be submitted to the HS Contract Manager before the end of the 
contract. At this time the Contractor is strongly advised to agree a timetable 
for HS’ response. The contact is deemed to be fulfilled when a mutually 
agreed final, publication text is complete to the satisfaction of all parties. 

 

4 Methodology 

4.1 

Staffing 

In response to this tender the Contractor must provide:- 

4.1.1  a named Contract Manager as the first point of contact for HS; 

4.1.2  a named deputy to the project manager to cover when the project 

manager is unavailable; 

4.1.3  at least two named Field Team supervisors to offer continuity of quality 

of fieldwork; 

4.1.4 a training policy to demonstrate that each team is sufficiently 

competent, and maintains that competence through the lifespan of the 
contract, to undertake the investigation and removal of human remains 
to a consistently high standard. The team should be fully aware of the 
range of evidence that current mainstream research demands and the 
requirements for the recovery of that evidence; 

4.1.5  a standard equipment list for a call-out team to demonstrate that 

training and competence are matched by adequate equipment; 

4.1.6  a list of support specialist advisers upon whom the Field Team may call 

to supplement their competences in extraordinary circumstances; 

4.1.7  a named post-excavation manager; 

4.1.8  a list of in-house specialists and specialist facilities; 

4.1.9  a list of external specialists. 
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Annex 01 provides detailed descriptions of required practice on site. Any 
variation must have prior written HS approval. In brief, for all call-outs, the 
Contractor must:- 

4.2.1   provide the costed project design by noon on the next working day 

following the call-out instruction from the HS Contract Manager or 
contact from the HS Contract Manager to agree a variation; 

4.2.2  be on site within 24 hours of HS’ approval of the cost estimate or 

provide reason for a variation for approval by the HS Contract 
Manager; HS anticipates variations when the call-out directs the 
Contractor to a site location to which travel by surface transport (road, 
rail or sea ferry) from the Contractor's base takes more than a normal 
working day; 

4.2.3   operate an appropriate risk assessment and avoidance procedure; 

4.2.4   establish contact with local police and landowner and landuser to allow 

for access and removal of human remains; 

4.2.5   liaise at all times with the Local Authority Archaeologist on progress; 

4.2.6   record site condition to anticipate reinstatement issues; 

4.2.7  report back to HS immediately and at all times if on-site conditions 

require variations to call-out project design;  

4.2.8   investigate, record and uplift exposed human remains, in line with HS 

Procedure Paper No 5 guidelines, and establish the nature and extent 
of erosion and the nature and extent of the threat to the any in situ 
elements of the site; 

4.2.9   excavate any associated archaeological sediments and/or structures at 

risk from the same or related processes that have exposed the human 
remains following the approval by the HS Contract Manager; 

4.2.10 reinstate the site in accordance with good practice. 

4.2.11 On-site sampling  

The  on-site sampling must follow an agreed palaeoenvironmental 
sampling strategy; this must include  

4.2.11.1 

a brief description of the factors which would lead the 

Contractor to propose the use of particular specialists in the 
fieldwork phase (for instance biological, biochemical, botanical 
or soils specialists).  

NB that we do not expect the Contractor routinely to send 
specialists to sites under this contract. 

4.2.11.2 

a field methodology as it applies to the collection of 

pathological and life history information from human remains. 

 

4.3 

Immediate Post-excavation 

Within 10 working days of completion of fieldwork, the Contractor must:- 
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[bookmark: 6]4.3.1   service the immediate conservation needs of any ecofact and artefact; 

4.3.2 provide a Discovery and Excavation in Scotland (DES) standard report 

(see reporting below);  

4.3.3  produce a Data Structure Report (DSR) and costed post-excavation 

analysis design (see reporting below); 

4.3.4  produce ASPIRE and OASIS compliant reports for the local SMR and 

for the Royal Commission on Ancient and Historical Monuments in 
Scotland (RCAHMS); 

4.3.5  a draft press release for HS approval; 

4.3.6  a set of 4 to 6 digital images of site work, with captions; 

4.3.7  obtain the HS Contract Manager’s written approval for further work; or 

obtain the written approval of the HS Contract Manager for any 
variation of this timetable or service list. 

Annex 2 provides detailed descriptions of required products of the immediate 
post-excavation works. Any variation must have prior written HS approval. 

4.4  

Full post-excavation analysis and reporting 

4.4.1 Post-excavation 

programme 

 

 

In compliance with the agreed post-excavation timetable, the 
Contractor must undertake and invoice for all the approved works 
to timetable. Any variation must have prior written HS approval. 

4.4.2 C14 

dating 

 

The cost of any agreed radiocarbon dates (i.e. for all radiocarbon 
dating processes after the submission of the dating application 
form) will be met from HS’s existing Radiocarbon dating Contract 
(currently held by SUERC). NB HS requires all dating samples to 
be identified where possible to species. The cost of identification 
must be included in the Contactor’s post-excavation cost estimate. 

 4.4.4  Sample treatment and analysis 

 

Within the limited goals of the call-out, tenderers shall provide a 
description of their routine post-excavation sample treatments. In 
addition tenderers should provide a brief description of the factors 
which would lead the Contractor to propose the use of particular 
specialists (e.g. soil micro-morphologists or pottery thin-section 
analysts) in the post-excavation phase. 

4.4.5  Analysis of human remains 

 

Within the limited goals of the call-out, tenderers shall provide a 
description of their routine post-excavation treatment and analysis 
of human remains recovered in fieldwork in pursuit of pathological 
information. In addition tenderers should provide a brief description 
of the factors which would lead the Contractor to propose the use 
specialists (such stable isotope analysts or DNA analysts) in the 
post-excavation phase. 
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Conservation 

4.5.1  Artefacts recovered from fieldwork must be conserved to enable their 

study and preservation.  The HS Inspectorate’s Collections Unit can 
arrange for the conservation assessment of any artefacts, on or off site, 
through their call-off contract for artefact conservation, currently held by 
AOC Scotland Ltd. 

 See the appended ‘Guidelines for Project 

Directors: Dealing with Finds from Projects Sponsored by HS V1.3 
April 2006’ for further details on this service, and how to access it. 

 

5 Products 

5.1 

Call-out reporting 

5.1.1  The full list of all contract products is presented in Annex 2 Section 1. 

5.1.2   The Contractor must deliver to HS a list of recommendations for 

improvements to contract specifications by 28 February 2009. 

5.1.3  The Contractor must deliver to HS, by 31 January 2010, a timetabled 

and costed publication plan for a synthetic report on the findings of all 
call-out works up to 31 December 2009. The actual timing and content 
of this work to be agreed thereafter. Work on this synthetic report may 
be continued beyond the formal end of the contract in agreement with 
the HS Contract Manager. 

5.2 

Ownership and Copyright  

5.2.1  The immediate products of research and fieldwork will be the property 

of HS, as set out in detail in HS's standard terms and conditions for a 
contract. Copyright of all products of work executed in accordance with 
any commission based on this Project Outline shall be the property of 
and vested in the Crown. However, such products may be used for 
non-commercial purposes, such as academic articles and lectures, 
without further permission or fee, on condition that the author 
acknowledges the role of HS.  

5.3 

Distribution  

5.3.1  Two printed copies and one digital copy on CD of each HS-approved 

call-off report must be sent to HS immediately after the final version 
has been approved. 

5.3.2  Copies of each approved call-off report must be deposited promptly in 

the RCAHMS.  

5.3.3  A copy of the approved call-off report should be sent to the land owner 

(and land user if not the owner). 

5.3.4  A copy of the approved call-off report should be sent to the local 

authority archaeologist for inclusion in the local SMR. 

5.3.5  HS reserves the right to seek and obtain evidence from the Contractor 

that the Contractor has sent these reports to the recipients listed 
above.  
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6.1 

Estimates for a call-out will be for the time actually spent at the rates 
appropriate to the persons carrying out the work.  

6.2 

If the Contractor submits a recommendation for a variation in work, HS 
Contract Manager must approve any variations from the original estimate in 
advance of the Contractor undertaking the extra work. HS will confirm, in 
writing (letter, fax or email), any such variations, however, the Contractor is 
responsible for securing all such HS approvals and is advised to retain full 
documentation of any such variation negotiation. 

6.3 

Blocks of work may be bundled and invoicing done on a regular basis, around 
once every two months. All invoices must be fully detailed. 

6.3  

HS will accept and pay to multiple invoices for parallel or closely timetabled 
stages of work from a variety of call-outs; HS will not pay to single invoices 
comprising work packages from separate call-outs. 

 
7. Freedom 

of 

Information 

7.1  
7.2 

The Contractor is required to be aware of the requirements of that Act and the 
responsibility of HS to comply with it. 

 
8. Equal 

Opportunities 

8.1 

HS is an equal opportunities employer and service provider.  The Contractor 
must also be an equal opportunities employer and service provider and 
comply with equal opportunities legislation.  All staff involved in managing or 
delivering work under this contract must ensure that they do not discriminate 
unlawfully against anyone, or treat anyone unfairly, on grounds of their sex, 
racial group (including colour, race, nationality, national or ethnic origin), 
disability, sexual orientation, religion, gender identity, age, trade union 
membership/non membership/activities, or marital, family or part-time status.  
The Contractor should also carry out appropriate monitoring of its equal 
opportunities policies and employment practices 

8.2 

HS treats all allegations of discrimination and harassment against its own staff 
or against others very seriously, and is striving to create a working 
environment that is free from harassment and oppressive behaviour.  This 
must be taken fully into account by the Contractor and by all staff working 
under this contract. 
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Health and Safety 

9.1  

General 

9.1.1  The Contractor must ensure compliance with all relevant statutory 

provisions at all times.  

9.1.2.  The Contractor must ensure he/she is familiar with, and has allowed for 

working within the relevant health and safety standards and regulations 
under the Health and Safety at Work etc Act 1974, Codes of Practice, 
British Standards, industry standards and Health and Safety Executive 
published guidance and subsequent regulations. 

9.1.3  No sub contractor may be employed without the prior approval of the 

HS Contract Manager.  It is the Contractor’s responsibility to ensure 
that any sub contractors comply with these conditions. 

9.2  

Risk Assessments 

9.2.1  Under the Management of Health and Safety at Work Regulations 

1999 the Contractor must identify the hazards associated with their 
activities, assess the risks and adopt a safe system of work. The 
Contractor must ensure that where any work is carried out, it is done 
without risks to the health and safety of their staff or anyone else who 
could be affected by there activities 

9.2.2 The Contractor must carry out a risk assessment on each task. When 

the Contractor identifies a significant risk, the Contractor must produce 
a written assessment and, from this, a method statement incorporating 
a detailed safe system of work that must be agreed by HS’s Contract 
Manager before works commence.   

9.2.3  Where the risks can not be adequately controlled in any other way, the 

Contractor must, as a last resort, issue Personal Protective Equipment 
(PPE), as a means to protect its employees from the effects of a 
hazard and shall ensure employees receive all relevant training, 
information and instruction on its use. 

9.3 

Control of Substances Hazardous to Health (COSHH) 

9.3.1 The Contractor shall ensure that the COSHH Regulations 2002 are 

adhered to.  COSHH assessments must be undertaken where staff or 
other people could be exposed to hazardous substances.  These may 
arise from the land and the remains such as waste substances and 
biological agents, or be introduced by the contractor in the course of 
their activities. The Contractor must provide HS’s Contract Manager 
with details of COSHH assessments for any hazardous substances 
that their staff may come into contact with throughout the Contract 
period, prior to work commencing. 

9.4  

Health and Safety Training, Communication and Consultation 

9.4.1  The Contractor will ensure all Contractor Personnel are appropriately 

trained in health and safety procedures, risk assessments and control 
measures.  It is the Contractor’s responsibility to ensure that relevant 
health and safety information is disseminated to all staff working on this 
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and safety legislation. 

9.4.2  The Contractor’s personnel must be competent and qualified in their 

specialist field and the Contractor must ensure that their personnel are 
kept up to date with legislation and good practice procedures for all 
plant, equipment and systems being maintained. 

9.4.3  The Contractor must have in place, maintain and use mechanisms for 

consulting their staff over issues affecting their health, safety and 
welfare. 

9.5  

Monitoring, Supervision and Reporting Safety Related Events 

9.5.1  The Contractor must have in place suitable supervision and monitoring 

arrangements to ensure that the work is carried out safely in 
accordance with the risk assessments and method statements, and 
that all necessary health and safety controls are implemented. 

9.5.2 The Contractor must have in place an incident reporting and 

investigation procedure for all health and/or safety related events such 
as an accident at work, work related illness, near miss or a dangerous 
occurrence, including the reporting of such events to the HSE where 
required by the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995.  All such incidents must be reported to 
the HS Project Manager.  Those reportable to the HSE must be 
reported to HS’s Project Manager immediately.   

9.5.3  Contractor Personnel will be expected to report danger (within their 

capacity to recognise unsafe practices) to their relevant management 
who will be expected to: 

9.5.3.1 

stop the work if serious or imminent danger to persons or 
property is foreseen; 

9.5.3.2 

notify HS’s Project Manager (or individual responsible) 
immediately by telephone or in writing, depending on the 
circumstances. 

9.6  

Welfare and Emergencies 

 

9.6.1  The Contractor must ensure that they have in place adequate facilities 

to deal with accidents or illness and other foreseeable emergencies, 
including first aid facilities. 

9.6.2  The Contractor must so far as is reasonably practicable ensure that 

provision has been made to provide for welfare facilities for their staff.  
This provision should be discussed with HS’s Project Manager prior to 
the commencement of work on site. 

 
10. Environment 

10.1    HS adheres to the Scottish Government’s (SG) commitment to environmental 

best practice through waste minimisation and the purchase of environmentally 
preferred goods and services.   
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10.2    The Contractor will be expected to minimise any adverse environmental 

impact arising from performance of this Contract, and in line with the SE’s 
policies on sustainable development will be required to maximise the use of 
recycled material.  Further information can be found at: 
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