[bookmark: _GoBack]SERVICE LEVEL AGREEMENT 
BETWEEN UNIVERSITY OF CAMBRIDGE DEPARTMENTS


“The Provider” Department:	[INSERT]	

“The Recipient” Department:	[INSERT]
 

Scope of the “the Services”

[INSERT brief description]

The Services are more fully detailed in the Services “Description” in Schedule 1.

Contacts:

For the Provider – 
 
Administrator (Invoicing, receipt of notices etc) – [INSERT name/contact details here]
				
	Technical Contact – [INSERT name/contact details here]
				

For the Recipient – 

	Administrator (receipt of invoices, notices etc) – [INSERT e-mail/contact details here]
	
[INSERT details of any other staff members who need to be recorded]		


	
“Start Date” ……………………………… or such later date as the departments may agree in writing. 

“End Date” ……………………………… or such later date as the departments may agree in writing. 

“Fee” ………………………………


To confirm acceptance of the basis on which the Provider will provide the Services, please can you sign below and return to me.  (Please keep a copy for your own records.)

If you have any questions, our Administrator will be glad to assist. 

Yours sincerely,




[INSERT name and job title as well as signature]

Enclosures:
· Schedules 1 and 2
· Notes for the Recipient



Counter signed for and on behalf of the Department of ………………………….…..

Signed:	 	

Name: 	

Position: 	 	

Date:	
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Schedule 1 – Services “Description”


Provision of Services 

Scope of services provided

[INSERT a clear description]


Supervised Use of equipment/facilities

[INSERT details.  You can use the following table as far as it is helpful.]  

	Work to be conducted

	

	Equipment type, model, brand

	

	Equipment location

	

	Equipment obligations
	

	Facilities specification ref

	

	Facilities obligations
	

	Site rules/operating arrangements

	

	Access hours and arrangements
	

	Health and Safety
	

	Research Governance Requirements
	

	Data Protection
	



Change control procedure
If either department wishes to vary the Services, it shall specify the proposed change to the other department.  The Provider shall state any price or other consequential amendments.  The variation shall not be implemented unless the other department gives written consent.

Schedule 2 – Payment


“Fee”:  


Payment Period(s):  


Payment Method:  


Cancellation Charges:  


Inflation factor:  






Notes for the Recipient Department

1. The Recipient shall: 
a. advise the Provider of any special hazards relevant to its request for Services;
b. ensure its use of the Services is only by appropriately trained staff and in accordance with any Provider and manufacturer instructions;
c. hold all necessary consents, licences, and ethical approvals necessary for the work and the associated provision of the Services.

2. The Provider is not liable for any non-performance due to circumstances beyond its reasonable control. Where such circumstances continue for more than 30 days the departments may agree an extended performance period or either department may terminate the arrangements by written notice.

3. [bookmark: _Ref358281351]The Recipient acknowledges that:
a. if the Recipient’s use of equipment or facilities exceeds the Period of Use or allocated time, the Provider will endeavour but has no duty to allow continued use and may charge extra; 
b. unless otherwise agreed the Provider has no duty to back up or wipe data; and
c. the Recipient must not connect any equipment or software to the Services without the Provider’s prior written consent, or infect the Services with viruses or malware.

4. The Recipient will have in place any special insurances needed for its activities (for example clinical trials insurance). 

5. Where the Services are not as set out in Schedule 1 (Service Description), the relevant departmental contacts will discuss any problem and how it could be remedied.  Where the Service is being provided at no charge, the Recipient may be required to pay the costs of repeating the Services or bringing them into line with the Service Description. Any damage to the Provider’s premises or equipment caused by the Recipient’s use of the Service will be met by the Recipient to the extent that University insurance claims do not cover. The Recipient will assist with any insurance claim.  

6. The Recipient and Provider shall each be responsible for their observance of all data protection legislation which are applicable to the Services. The Provider will not disclose Services outputs or any Recipient provided material or information which is not in the public domain, which is marked confidential to any person (other than Provider employees in order to provide the Services, who will treat them as confidential).

7. Publication must acknowledge use of the Services and where requested any Provider co-authors and funders.

8. Either Department may terminate the arrangements by giving the other at least 60 days’ prior written notice, subject to payment of any outstanding charges or cancellation charges. The Provider may suspend the Services or terminate the arrangements forthwith by written notice if the Provider reasonably considers the Recipient unfit to use the Services. 

9. The Recipient will:
(a) comply with all works rules, safety and other regulations applicable to use of the Services; 
(b) not access or use any information stored on the Provider’s systems without prior written authority;
(c) promptly return all Provider property and information on request or on termination or expiry of the arrangements; 
(d) not hold itself out as an employee or representative of the Provider; and
(e) not disclose any Provider or third party material, information, property, know-how or intellectual property, or that of its staff or students (or its rights holders or suppliers), to any person except with the Provider’s prior written consent and provided recipients are made aware of the need to keep such matters confidential.
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