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[bookmark: txt_title]Invitation to Tender for research into Local Views on Fracking

[bookmark: txt_TRN]Tender Reference Number: 1114/12/2015
Deadline for Tender Responses: Friday, 22 January 2016 17:00 PM



Department of Energy and Climate Change
Date: 4th January 2016
The Department of Energy and Climate Change (“DECC”) wishes to appoint a supplier to undertake research to understand local views on fracking.
Enclosed are the following sections:
· Section 1 (page 3) 		Instructions on tendering procedures
· Section 2 (page 8) 		Specification of requirements
· Section 3 (page 28)	Further information on tendering procedure
· Section 4 (page 31)  	Declarations and information to be provided:
· Statement of Non-Collusion
· Form of Tender
· Conflict of Interest
· Questions for tenderers
· Code of Practice for Research
· Annex A: Pricing breakdown 
· Annex B: Code of practice for research 
· Annex C: Terms and Conditions for Contract
· Annex D:DECC social research report writing guidelines	 
Please read the instructions on the tendering procedures carefully as not complying with them may invalidate your tender. Your tender must be returned by 22 January 2016 and clearly marked as “TENDER”.
I look forward to receiving your response.
Yours sincerely,
[REDACTED]
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Instructions and Information on Tendering Procedures 
Invitation to Tender for: Local Views on Fracking
Deadline for Tender Responses: Friday, 22 January 2016 17:00 PM 
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3	Conflict of Interest	5
4	Terms and Conditions of Contract	6
5.	Checklist of Documents to be Returned	6

[bookmark: _Toc413252125][bookmark: _Toc413252453][bookmark: _Toc438046523]
1. Indicative Timetable for tender exercise
The anticipated timetable for this tender exercise is as follows.  DECC reserves the right to vary this timetable. Any variations will be published on contracts finder or circulated to all organisations who have registered an interest in notifications.
	Tender Timeline
	Date

	Advert and full invitation to tender issued
	[bookmark: txt_issuedate]Monday, 04 January 2016

	Deadline for questions relating to the tender
	[bookmark: txt_q_deadline]Wednesday, 13 January 2016 17:00 PM

	Responses to questions published 
	[bookmark: txt_q_responses]Friday, 15 January 2016 17:00 PM

	Deadline for receipt of tender
	[bookmark: txt_deadline]Friday, 22 January 2016 17:00 PM

	[If needed] bid clarification process
	Friday 29th January 2016

	All suppliers alerted of outcome
	Friday 29th January 2016

	Contract award on signature by both parties
	Monday 1st February 2016

	
	

	Contract start date
	Monday 1st February 2016



The contract is to be for a period of 5 months, unless terminated or extended by the Department in accordance with the terms of the contract.
2 [bookmark: _Toc413252127][bookmark: _Toc413252455][bookmark: _Toc438046524]Submitting Tenders
[bookmark: txt_pagelimit]The maximum page limit for tenders is 30 (excluding declarations)
Please email your proposal by the deadline of Friday, 22 January 2016 17:00 PM to [REDACTED].  Please also send 4 hard copies of your proposal and declarations by the tender deadline addressed to [REDACTED], DECC, 3 Whitehall Place, London SW1A 2AW. Envelopes/packages should bear no reference to the tenderer by name and must be clearly marked as “Tender”.
For questions on the procurement process please contact [REDACTED]. 
If you require further information concerning the tender process, or the nature of the proposed contract, email [REDACTED]. All questions must be submitted by Wednesday 13 January 2016 17:00 PM. Should questions arise during the tendering period, which in our judgement are of material significance, we will publish these questions with our formal reply by Friday 15 January 2016 17:00 PM and circulate – unnamed - to all organisations that have expressed an interest in bidding.  All contractors should then take that reply into consideration when preparing their own bids.
The Department may amend the enclosed tender documents prior to the deadline for receipt of tenders. Any amendment will be numbered, dated and issued. Where amendments are significant, the Department may at its discretion extend the deadline for receipt of tenders. 
Tenders will be received up to the time and date stated, and not considered after the deadline. Those received before that date and time will be retained unopened until then. Tenders should remain valid for a period indicated in the specification of requirements.
DECC shall have the right to disqualify you from the procurement if you fail to fully complete your response, or do not return all of the fully completed documentation and declarations requested in this ITT.  DECC shall also have the right to disqualify you if it later becomes aware of any omission or misrepresentation in your response to any question within this invitation to tender. 
You will not be entitled to claim from the Department any costs or expenses that you may incur in preparing your tender whether or not your tender is successful.
DECC reserves the right to withdraw this contract opportunity without notice and will not be liable for any costs incurred by contractors during any stage of the process. In the event a tender is considered to be fundamentally unacceptable on a key issue, regardless of its other merits, that tender may be rejected. By issuing this invitation the Department is not bound in any way and does not have to accept the lowest or any tender and reserves the right to accept a portion of any tender unless the tenderer expressly stipulates otherwise in their tender.
3 [bookmark: _Toc413252128][bookmark: _Toc413252456][bookmark: _Ref413337631][bookmark: _Toc438046525]Conflict of Interest
The DECC standard terms and conditions of contract refer to conflict of interest and require contractors to declare any potential conflict of interest to the Secretary of State.
For research and analysis, conflict of interest is defined the presence of an interest or involvement of the contractor, subcontractor (or consortium member) which could affect the actual or perceived impartiality of the research or analysis.
A conflict of interest for this project would include a circumstance in which a contractor or sub-contractor has had prior involvement with lobbying groups campaigning against or for fracking.
Where there may be a potential conflict of interest, it is suggested that the consortia or organisation designs a working arrangements such that the findings cannot be influenced (or perceived to be influenced) by the organisation which is the owner of a potential conflict of interest. For example, consideration should be given to the different roles which organisations play in the research or analysis, and how these can be structured to ensure an impartial approach to the project is maintained.
The process by which this is managed in the procurement process is as follows:
1. During the bidding process, organisations may contact DECC to discuss whether or not their proposed arrangement is likely to yield a conflict of interest. Any responses given to individual organisations or consortia will be published on contract finder (in a form which does not reveal the questioner’s identity). Any organisation thinking of submitting a bid, should share their contact details with the staff member responsible for this procurement, to ensure they receive an update when any responses to questions are published.
2. Contractors are asked to sign and return Declaration 3 to indicate whether or not any conflict of interest may be, or be perceived to be, an issue. If this is the case, the contractor or consortium should give a full account of the actions or processes that it will use to ensure that conflict of interest is avoided. In any statement of mitigating actions, contractors are expected to outline how they propose to achieve a robust, impartial and credible approach to the research.
3. When tenders are scored, this declaration will be subject to a pass/fail score, according to whether, on the basis of the information in the proposal and declaration, there remains a conflict of interest which may affect the impartiality of the research.
Failure to declare or avoid conflict of interest at this or a later stage may result in exclusion from the procurement competition, or in DECC exercising its right to terminate any contract awarded.
4 [bookmark: _Toc438046526][bookmark: _Toc413252130][bookmark: _Toc413252458]Terms and Conditions of Contract 
The UK SBS Framework terms and conditions of contract, and the DECC Standard Terms and Conditions of Contract, will apply to this contract.  The DECC Standard Terms and Conditions of Contract are attached to this invitation to tender in Annex C.
[bookmark: _Toc438046527][bookmark: _Toc413252132][bookmark: _Toc413252460]5.	Checklist of Documents to be Returned 
1. The proposal 
2. The declarations:
· Statement of non-collusion
· Form of tender
· Conflict of interest
· Questions for tenderers
· Code of practice

3. Price schedule (annex A)
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1. [bookmark: _Toc438046528][bookmark: _Toc413252133]Introduction and Summary of Requirements 
DECC is looking for a contractor or contractors to undertake research to understand local views on fracking and identify the most effective engagement methods/communications channels for raising awareness and understanding of fracking at a local level.
In proposing a suitable methodology, contractors must address the full list of research questions and/or objectives outlined in section 3. We will score tenders against how far they meet the objectives.
In scoping this research, we’ve developed a potential approach, which is outlined in the ITT. This includes using deliberative workshops. However, please propose the methods you think best meet the research objectives (and why/how), and your bid will be scored on the extent to which is does so. 
The work needs to be undertaken between January 2016 and May 2016, although the majority of the fieldwork should be completed by 31st March 2016 (end of financial year 2015/16).
The research findings should be presented in a final report with a technical annex delivered by May 2016. DECC also requires a presentation of findings at the same time.
1. [bookmark: _Toc438046529]Background
A key priority for this government is ensuring a secure supply of energy that is safe, low cost and has a lower carbon profile than the current energy supply. 
Gas is an increasingly important part of our domestic energy mix as the UK becomes the first developed country to phase out coal and move toward cleaner forms of energy. Gas is the cleanest fossil fuel and, unlike some renewable sources of energy (e.g. wind and solar), gas is not just used for generating electricity, but also for heating and cooking in our homes, and for the chemicals and manufacturing sectors which form an important part of our economy.  
Developing a domestic supply of shale resources could improve our energy resilience by reducing the UK’s (and wider European) dependency on imports. DECC’s nationally-representative Public Attitudes Tracker indicates that when the public are asked whether they support or oppose extracting shale gas, just over four in ten of the public neither supported nor opposed it (43%). Amongst those that did offer an opinion, slightly more opposed (30%) this approach than supported it (23%). 
Currently there is little understanding of why people feel this way about fracking. There is also little understanding of what kinds of information and engagement activity would be most effective in increasing awareness and understanding of shale gas exploration amongst local populations in areas with shale gas prospectivity.
This research project seeks to generate local views and insight in geographies where the development of shale exploration is at different stages of the planning process, namely Nottinghamshire, Lancashire, North Yorkshire and an area where there is no shale prospectivity (to be decided in collaboration with DECC) to provide a comparison for the shale regions.
Existing Evidence on shale gas from DECC
DECC’s evidence base surrounding public attitudes to shale gas exploration is currently limited. The evidence that does exist is as follows:
DECC’s Public Attitudes Tracking Survey 
Aim: track public awareness and attitudes towards DECC policies, including shale.
Method: Via DECC’s Public Attitudes Tracking Survey. This is a nationally representative omnibus survey set-up to understand and monitor public attitudes to the department’s main business priorities.
Findings: Headline quantitative findings about awareness and attitudes towards fracking.
Awareness of fracking has remained stable over the last 18 months. In September 2015 over half of respondents (56%) reported knowing a lot or a little (14% and 42% respectively) about shale.  Just over one in five (21%) reported being aware of it but not really knowing what it was.  Awareness of fracking was higher for over 45s (87%), social grade AB (88%), males (84%), and people in rural areas (81%). 
When asked whether they support or oppose extracting shale gas, just over four in ten of the public neither supported nor opposed it (43%). Amongst those that did offer an opinion, slightly more opposed (30%) this approach than supported it (23%). This is similar to the findings at wave 14. 
Support for fracking differs by gender, with men (30%) more likely than women (17%) to support it. Older people also tend to support fracking the most, with 30% of over 65s saying they support it. Opposition to fracking is highest amongst those aged 45-54 (38%) and 55-64 (40%), whilst people in rural areas are also slightly more likely to be opposed (33%) compared to the national figure.
The PAT does not answer crucial questions about why people feel the way they do or how that differs in different regions. It does not provide a sufficiently large sample size in the key regions we have identified. There are limits to how detailed the questions we can include on shale are in the PAT, as it is a wide-ranging attitudinal survey and an official statistic.
Link to wave 15 results: https://www.gov.uk/government/statistics/public-attitudes-tracking-survey-wave-15  
DECC and Sciencewise Public Engagement 2014
Aim: DECC and Sciencewise commissioned a study on Public Engagement with Shale Gas and Oil. The aim was to explore the opinions of people in Winchester, Northampton and Liverpool towards shale gas.
Method: Via public dialogues in Winchester, Northampton and Liverpool. One day looked at the background to shale gas and oil development and one day was spent working creatively with participants to design public engagement approaches.
Findings: The research set out the context for engagement with the public about shale gas and outlined how to engage the public most effectively on developments in their local area. 
Many key lessons were also learnt from the research, about public engagement, delivery of information and the research process itself: 
· Pre-existing knowledge and influence on group dynamics: People started from very different levels of knowledge on shale gas development, which affected group dynamics and the direction of opinion a group took. Even marginally ‘better informed’ participants influenced the views of others, as those with little prior knowledge showed less confidence in their own opinions, and required more encouragement from facilitators to challenge presiding views. Members of the public who are even marginally more well-informed may thus be disproportionately influential to others; which will need to be carefully managed in public engagement meetings.
 
· The ‘balance’ of information materials: Demonstrating that a range of views and perspectives were being shown was important to participants’ trust in the validity of the information provided to them. This balance appeared just as important to perceptions of information reliability as the provenance and reputation of the sources.

· Source of information: Participants preferred to hear information from stakeholders who they believed were: (i) most likely to have a clear understanding of the issues; and (ii) most likely to be honest about them. The ‘independence’ of the process for synthesising information was therefore vitally important. Participants wanted ‘hard facts’, accessible in a form that was stripped of any potential bias, which they could then weigh up themselves – though given the difficulties in doing so, they also sought a representative they trusted to help to weigh information up for them.

· More on the findings of the research and lessons learnt can be found in the published report, linked below.
However, this research did not provide insight into local attitudes in areas where there is the possibility of a shale site being developed nearby, nor did it explore attitudes in shale areas before, during or after a shale site planning application had been lodged. It also looked at large regions, for instance at a county-level, rather than the smaller areas that are usually more relevant to the planning process.
Link to report: http://www.sciencewise-erc.org.uk/cms/assets/Uploads/Publicengagementwithshalegasandoil.pdf 
Existing Evidence from the Research Community 
Scientific research paper: ‘UK public perceptions of shale gas hydraulic fracturing: The role of audience, message and contextual factors on risk perceptions and policy support’ (Whitmarsh et. Al, 2015). 
It was the first UK experimental online survey of public perceptions of shale gas fracking. Key findings were that:
· The public is ambivalent about shale gas, but also sees more risks than benefits.
· Demographics, politics and environmental values exert strongest influence on perceptions
· Impact of shale gas information is greatest on attitudinally ambivalent respondents.
· Whitemarsh et. al explored the UK public’s attitudes to shale gas fracking, including those living in Lancashire and Wales. To date, this is research that has looked at regionalised perceptions, but this project aims to expand on these findings by concentrating at a local level. 
Link: http://www.sciencedirect.com/science/article/pii/S0306261915010727. 
Nottingham University, ‘Public perceptions of shale gas in the UK’ (October 2015). 
This study has been running since 2012. The latest survey, published in October 2015, found that despite the fact that there remains support for shale gas extraction in the UK and that many respondents are of the view that it will have economic benefits, shale gas is viewed as being the least acceptable energy source in the country’s 2025 energy mix from a range of renewable, fossil and nuclear fuels. The research does not look at why people feel a certain way, nor does it look at geographical spread as a factor.
Link:http://www.scribd.com/doc/131787519/public-perceptions-of-shale-gas-in-the-UK-September-2015-pdf
Existing evidence about attitudes to local siting of energy industry-related infrastructure
Public attitudes to the revised Geological Disposal Facility (GDF) Siting Process
Aim: To explore and understand the general public’s awareness of geological disposal and the Managing Radioactive Waste Safely (MRWS) process, obtain feedback on the proposals for improving the current MRWS site selection process for a GDF and to enable the public’s views to be fed into the development of an improved GDF site selection process. 

Method: Via public dialogues at workshops taking place over two consecutive Saturdays. 

Relevant findings: This research provided relevant insight into what local people viewed as important for siting infrastructure nearby:
	
· Awareness and education – This was a key requirement for nearly all participants, workshop participants felt they initially knew very little (if anything) about radioactive waste and the agreed policy of managing it. They felt that if voluntarism was to succeed then the wider public needed to understand the challenges of managing our radioactive waste, and what the impact of a GDF might be for a community. 
· Transparency and openness – Participants felt that it was important that Government was open and transparent about the need for a GDF, including what the potential risks could be from implementing it (or not). They wanted the siting process to be run in a similar vein with community representatives sharing the information on the potential impacts of a GDF and taking any decisions in the open. 
· Local Influence – In all the discussions participants referred back to the importance of ensuring the views of the “local community” and “local people” were heard, even though they generally struggled to define community in relation to a GDF. 
· Fairness – The participants frequently spoke of fairness and for most this meant ensuring that the process represented and involved everybody in the community. It was generally felt that the process should hear the views of those who opposed a GDF as well as those who supported the facility. Fairness also meant that the information which was presented to the community and its representatives needed to be balanced and impartial. 
· Efficiency – There was a clear call from participants for the process to be run as efficiently as possible. They were keen to find efficiencies which could lead to cost savings. In particular this principle underpinned responses around the calls for screening and targeting resources on specific communities (if possible) as well as queries around the timeline. 
Link to report: https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/285287/Public_workshop_-_final_report.pdf 

1. [bookmark: _Ref413337395][bookmark: _Toc438046530]Aims and Objectives 
Research aims
· to understand why people feel the way they do about shale gas;
· to understand which information and methods of engagement are most salient to local people in raising awareness and understanding of the implications of fracking 
Research Objectives
The work will address three key research questions:
1. What are the key factors that underlie an individual’s support, neutrality or opposition toward shale gas exploration? 
2. To what extent does the local context affect attitudes? 
3. What does this suggest for communication and engagement at a local level?
Research Questions
Under each of the three key research questions, there are a number of sub-questions which we expect will be important in understanding public support / opposition toward shale and consequent communications & engagement strategies. We have outlined these below and expect they will form the basis for any qualitative discussion guides.
It may not be possible to address the entire list of sub-questions. Contractors must state any difficulties in addressing the questions and suggest alternatives where appropriate. Contractors can also suggest any additional sub-questions that they think would be appropriate to address in this research.
1. What are the key factors that underlie an individual’s support, neutrality or opposition toward shale gas exploration? 
a. Why do local people support or oppose shale development? (e.g. safety, climate change or other factors)? Why are people undecided about shale? (e.g. disengaged, lack of awareness / information, the complexity of the topic)?
b. Are there any key distinctions between local people who are disengaged, uncommitted but mildly supportive, or uncommitted but mildly opposed?

2. To what extent does the local context affect attitudes? 
a. To what extent are attitudes driven by whether shale is prospective in the local area (including the different stages of the planning process, and whether people will be directly or indirectly affected)?
b. Are there differences among areas within regions? E.g. between people in close proximity to a proposed site and those living further away?
c. Are views affected by the local context (e.g. local industrial history, economic activity, etc.)?  For example, do communities that have a history of conventional oil and gas operations or other industrial sites tend to have differing views than those communities that have no industrial presence?

3. What does this suggest for communication and engagement at a local level?
a. Are particular types of people more likely to seek information about fracking? If so, how do they look for information? And what has encouraged them to seek information?
b. Are particular types of people more likely to take action and, if so, how would they go about raising their concerns? (E.g. writing to the council, joining an anti-shale group, signing an anti-shale campaign letter?
c. Where do people get information on infrastructure projects near them? (E.g. local media, neighbours, local community groups, etc.)?
d. Are they aware of engagement activities that may have already taken place in their local areas? If so, did they give people the right opportunities to get their questions answered? (E.g. information vs face to face vs drop in sessions vs town hall meetings?)
e. Which information, methods and channels of engagement are most salient to local people in raising awareness and understanding of the implications of fracking?

1. [bookmark: _Toc438046531]Methodology 
Deliberative Workshops

DECC proposes that a qualitative approach consisting of deliberative workshops will be the most effective way of addressing the above research questions within time and budget. A deliberative approach will provide the Department with a greater understanding of what lies beneath people’s opinions, and how people's views change as they are given new information.

Through the facilitation, participants will be encouraged to challenge each other’s opinions and to develop their own views/arguments in order to reach an informed position. This will allow participants to give an informed opinion about their attitudes and preferences, despite the issue being technical and complex. 

Participants will be brought to a similar level of knowledge by providing them with the materials and resources (including mock-up communication materials) to consider fracking in-depth, including the costs, benefits and long-term consequences of shale in a particular area. The deliberative nature gives participants an insight into alternative perspectives.

Evidence Review

To inform the development of materials, contractors must undertake a short review of evidence on attitudes towards fracking that should cover:
· Research into public attitudes to fracking in the UK at a national and local level;
· Communications and engagement around shale gas
· Relevant research into attitudes to the siting of other energy-related infrastructure in the local area
[bookmark: _Toc438046532][bookmark: _Toc423279768]Detailed Description: 
a. [bookmark: _Toc423279769][bookmark: _Toc438046533]Evidence Required
· Headline qualitative findings presented in a final report, including an evidence review, as outlined above.  
· A technical report annex to the final report detailing the methodology, recruitment criteria, workshop instruments and materials, and limitations of the research.
· Anonymised case study material that will be used to support the headline qualitative findings and for communicating the findings.
b. [bookmark: _Toc423279771][bookmark: _Toc438046534]Data Collection Methodology
i. Sampling (qualitative research)
DECC proposes that the research will be conducted through deliberative workshops with those who are ‘undecided’ about fracking in 4 geographies. 
All participants should be ‘undecided’ without any existing strong support or opposition for fracking. This will ensure that focus group dynamics are not undermined by pre-determined biases, and will ensure understanding about how and why people react to objective and impartial information is gained.
Within each region
Contractors must explore the options available for selecting the sample or samples and make a recommendation on what they consider to be the best approach, with a clear explanation of the rationale. 
Contractors are requested to propose an appropriate sample size for the research and provide a full rationale for their recommendation.
The samples should be broadly representative of the ‘undecided’ sub-group within the regions previously specified (Nottinghamshire, Lancashire, North Yorkshire), and also in a region currently without any proposed plans shale extraction (to be decided in collaboration with DECC). This will provide a comparison against the shale regions.  The contractor should select a non-shale region for this purpose and give justification for why.
DECC expects that each workshop should engage with 12-16 participants in each of the 4 regions. The participants should be recruited on the basis that they are undecided about shale and live in a targeted geography in close proximity to a proposed shale site where possible. Beyond these criteria, the sample should be recruited to be broadly representative of their respective region (in terms of gender, age and other characteristics).
The specific sub-group of interest is those who are ‘undecided’ about shale gas and fracking.  
A trade-off between sample size, analysis, costs and timescales may need to be made, although it is essential that the sample is large enough to provide robust qualitative evidence that answers the research questions set out.
Obtaining the sample
Contractors will be expected to obtain the sample and should outline their suggested approach to this in responses to this ITT.
ii. Data collection and tools 
Due to the complex and technical nature of fracking, the workshops should be run over two successive days. The first day should be used to ‘inform’ the participants using an objective fact-based approach. The second should be used to ‘deliberate’ on the information that the participants will have assimilated over the week.
As 2 workshops will be required in 4 geographies (8 in total) and the fieldwork must be completed by 4th April, contractors should clearly outline what length of time they would require to carry out the fieldwork and how they will do this, including how many facilitators they will use and whether more than one facilitator/facilitation team will be required.
Designing the workshops
Contractors should explain how they intend to develop effective research tools, and details of any piloting or cognitive testing. 
Contractors should provide full justification for their proposed approach to running the deliberative workshops, including a description of likely engagement tools, such as expert speakers, and materials, such as mock communications, as well as any other design features for the workshops, including the venue.
DECC intends to work closely with the chosen contractor in the design of the workshops and will be able to provide suggestions for potential speakers and communication materials, amongst other potential features of the workshops.
We will also have findings from internal research reporting in mid-January that will inform the design of the workshop material.
Contractors should also provide a full cost-breakdown for the entire project, with specific costing of various options for the design and delivery of the workshops. More detail about this is provided in the ‘Budget’ section on page 22.
Contractors will need to advise on the length of the fieldwork phase and provide explicit timetables with varying options, e.g. whether the fieldwork will require 8 weekends with the same facilitator(s), or 2 weekends with 4 different facilitators or facilitation teams.  Contractors should provide justification for their preferred approach.
Contractors should indicate the data recording methods they will use to record the data that will be used for analysis, and the method that will be used to record the case study material. (For example, via audio recording, audio and video recording or by transcription) 
c. [bookmark: _Toc423279772][bookmark: _Toc438046535]Using Secondary Data
Where contractors propose to access and analyse existing data, full details of this should be submitted in the tender, including:
· Ownership
· How long it will take to access
· When and how this data was collected
· Data quality
· Any costs 
d. [bookmark: _Toc425173568][bookmark: _Toc425173749][bookmark: _Toc425173953][bookmark: _Toc425174563][bookmark: _Toc425175309][bookmark: _Toc425175720][bookmark: _Toc425176355][bookmark: _Toc425177506][bookmark: _Toc425177972][bookmark: _Toc425178041][bookmark: _Toc425240631][bookmark: _Toc425240688][bookmark: _Toc426297160][bookmark: _Toc426302199][bookmark: _Toc426303290][bookmark: _Toc426303855][bookmark: _Toc426353474][bookmark: _Toc426354122][bookmark: _Toc426354321][bookmark: _Toc426354378][bookmark: _Toc426356597][bookmark: _Toc426356671][bookmark: _Toc426356728][bookmark: _Toc426356816][bookmark: _Toc426356930][bookmark: _Toc426356997][bookmark: _Toc426357079][bookmark: _Toc426357299][bookmark: _Toc426357356][bookmark: _Toc426357413][bookmark: _Toc426357470][bookmark: _Toc426449553][bookmark: _Toc426449658][bookmark: _Toc426449781][bookmark: _Toc426450197][bookmark: _Toc426450321][bookmark: _Toc426450581][bookmark: _Toc426450741][bookmark: _Toc426451148][bookmark: _Toc423279775][bookmark: _Toc438046536]Analysis 
Contractors should set out full details of all of their preferred method/s of analysis for any data collected, as well as any analysis of existing data – and explain how these will be used to answer the research questions. This should cover qualitative and/or quantitative analysis techniques, where relevant to the research methods.
In the case of qualitative analysis, it is expected that the approach be sufficiently detailed in the bid to give a clear understanding of how data will be approached. This might, for example, explain how themes will be identified and developed, whether analysis will be undertaken within and/or across cases, and how the analysis will be managed across individuals, if applicable. Any quality assurance undertaken within the analysis process should be explained.
In explaining their approaches to analysis, contractors should illustrate how these will ensure a credible and impartial outcome and set out any limitations or bias.
Contractors will need to demonstrate that they will meet DECC standards for quality assurance, which are outlined in section 7.
[bookmark: _Toc438046537]5. Outputs Required 
The following outputs will be required from the project at agreed milestones, in a format suitable for publication and future use. Section 6 provides further details of stipulations regarding format, ownership and handling of data outputs.
· Agreed plan for the project
· Final report, including an evidence review, in the DECC template for publication (including opportunities to comment on early drafts)
· Presentation of results: presentation delivery and slides
· A technical report annex to the final report detailing the methodology, recruitment criteria, workshop instruments and materials, and limitations of the research.
· Anonymised case study material that will be used to support the headline qualitative findings and for communicating these findings, with consent to do so from the subjects of the case studies.
A final report is a required output of the project. It should be evidence-based, written in the DECC template and be produced in accordance with DECC report writing guidance attached at annex D in this ITT. It must be written to a sufficiently high standard for publication. Our experience shows that this may require several drafts and this should be taken into account when considering timelines and costs. 
Contractors should consider starting drafting of the report, or at least the report structure, during the later stages of the fieldwork phase, given the tight timescales for the project.
In your bid, please specify who in the project team will be responsible for drafting the report.
[bookmark: _Toc438046538]6. Information Management 
[bookmark: _Ref413337547][bookmark: _Toc438046539]Ownership & Publication
DECC is committed to openness and transparency. Project outputs should be accessible, non-disclosive and suitable for publication and further use. The exceptions to this are where: 
1) The intellectual property rights to an output (or part of an output) is owned by someone other than the contractor. Contractors should state in their tender if this is the case and indicate whether the third party copy righted materials can be redacted. 
2) Data is commercial in confidence. 
3) A non-anonymised dataset if required for the project.
4) The outputs are internal documents only for DECC – e.g. project updates and the research plan.
Where there are useful insights that are viewed to be disclosive: such as outlier analysis or analysis with small numbers, DECC would like to see outputs prior to drafting of final versions. 
Where applicable, contractors can provide optional costs for obtaining rights to data or outputs. These will be agreed before DECC lets the contract. 
Unless otherwise stated in your tender, all outputs from a research project will assumed to be owned by DECC. The outputs, raw data and tools developed in the research will be transferred to DECC at times agreed with DECC and cannot therefore be used for contractors for purposes other than our work. 
[bookmark: _Toc423279778][bookmark: _Toc438046540]Non-disclosure
All outputs must be provided to DECC in a format that is non-disclosive (i.e. no individuals or individual organisations are identifiable from the data or analysis, directly or indirectly),. The contractor is responsible for ensuring that the data is supplied in this form alongside a report on the checks made. A minimum standard for checking includes cell counts within sub-groups for all outputs and analysis. The contractor will be asked to agree their approach to checking for disclosure with DECC during the course of the contract, before the checks are carried out. Where data or analysis is found to be disclosive during checking, the contractor will be required to suggest an approach or approaches to aggregate the analysis and to agree this with DECC.
[bookmark: _Toc423278348][bookmark: _Toc423279779][bookmark: _Toc438046541]Storage and Transfer
The contractor will need to ensure that all appropriate regulations are adhered to regarding safe storage and transfer, compliant with DECC requirements for the data processing of restricted data. All survey respondents will need to be made aware of all potential uses of their data). Contractors must submit an overview of their data handling and security protocols to demonstrate compliance. 
7. [bookmark: _Ref413337507][bookmark: _Toc423278349][bookmark: _Toc438046542] Quality Assurance
This project must comply with the DECC Code of Practice for Research (Annex B) and bidders must set out their approach to quality assurance in their response to this ITT, with a QA plan.  
Sign-off for the quality assurance must be done by someone of sufficient seniority within the contractor organisation to be able take responsibility for the work done.  Acceptance of the work by DECC will take this into consideration. DECC reserves the right to refuse to sign off outputs which do not meet the required standard specified in this invitation to tender.
Tenderers should consider sourcing advice and peer review from external advisors, independent of their own organisation, to support the quality assurance process. 
For primary research, contractors should be willing to facilitate DECC research staff to attend workshops, attend interviews or listen in to telephone surveys as part of the quality assurance process.
To demonstrate an effective process to produce high quality reporting, the contactor/s must: 
· ensure that quality assurance is done by individuals who were not directly involved in the research, analysis or model development
Further Information
All bids must include a completed declaration as set out in the Code of Practice Annex C and any additional information you wish to submit up to must be a maximum of 1 side of A4, font size 10.  (Links to other documents will not be considered). The successful bidder will be responsible for any work supplied by sub-contractors.
DECC reserves the right to request an audit of projects against the DECC Code of Practice for Research and the commitments made in the tender documents and subsequent contract. 
Other useful sources of guidance and advice that will help bids and the resulting work be of the highest quality include:
· The Government Social Research Code, in particular those that relate to GSR Products: http://www.civilservice.gov.uk/networks/gsr/gsr-code 
· The Green Book: appraisal and evaluation in central government. https://www.gov.uk/government/publications/the-green-book-appraisal-and-evaluation-in-central-governent
· The Magenta Book, Government guidance on policy evaluation and analysis. 
http://www.hm-treasury.gov.uk/data_magentabook_index.htm
· Rapid Evidence Assessment (REA). http://www.civilservice.gov.uk/networks/gsr/resources-and-guidance/rapid-evidence-assessment/what-is. 

8. [bookmark: _Toc423278350][bookmark: _Toc438046543]Timetable 
The following timetable has been developed so that findings from the project can feed into key policy milestones. 
Tenders may amend the timetable as long as the fieldwork is delivered by the deadlines below.
	Action
	Timing – completed by

	Inception steering group meeting for project
	29th January 2016/1st February 2016

	Progress updates by phone or email
	Weekly from 1st February 2016

	Evidence review, workshop design and Sampling completed
	5th March 2016

	Fieldwork complete
	Majority: 31st March 2016
Entirety: 15th April 2016

	Draft Final Report, technical report and presentation of findings
	22nd April 2016

	Final Report and technical report agreed
	Early-May 2016

	Presentation of final results to DECC
	May 2016



Contractors should allow for a total of 4 meetings at DECC, including the inception meeting, discussion and agreement of materials to be used in the workshops and a presentation of the final results. The contractor should advise whether DECC colleagues will be able to observe the workshops.
9. [bookmark: _Toc423278351][bookmark: _Toc438046544]Challenges 
There may be a number of challenges in conducting this research; some are given in the following section. Contractors must consider how these and any other challenges will be addressed through the research design and delivery. 
· Timescale – The majority of the project (i.e. the majority of the fieldwork phase) must be delivered by the end of March. The preparation work for the workshops is expected to take up to a month from end-January, and it is expected that the sample for the deliberative workshops will take weeks to obtain.
· Mitigation – Contractors should provide a clear and realistic assessment of the timing required for the evidence review, workshop design, obtaining the sample and delivering the workshops.
· Methodological Risks - Like all forms of qualitative research, deliberative workshops are open to manipulation; how the discussions/activities are framed, how the participants are introduced to the topic, and what questions are asked will all influence the results. Deliberative Workshops only involve small numbers of people and therefore cannot be used to gather statistically significant data to accurately measure public opinion. The fact that participants' views are developed through deliberation may also mean that the final views are not representative of the views of the wider public, since they have not experienced the deliberative process.
· Mitigation - the project team must have relevant skills and expertise in facilitating deliberative events and developing materials for them, and must caveat any findings appropriately when they are communicated.
· Public interest and scrutiny – Energy security is core to DECC’s energy and climate change strategy. Expanding the UK’s shale gas and hydraulic fracturing industry is an essential part of this strategy. However, hydraulic fracturing process is a politically sensitive issue and there are some significant and vocal lobby and opposition groups to ‘fracking’.
· Mitigation – The chosen supplier will demonstrate that they have experience working in politically sensitive environments and have an appropriate method for carrying out fieldwork and reporting in this environment.
10. [bookmark: _Toc423278352][bookmark: _Toc438046545]Ethics
All tenders need to propose both arrangements for initial identification and processes for on-going monitoring of ethical issues. The appropriate handling of ethical issues is part of the tender assessment exercise - proposals will be evaluated on this as part of the ‘addressing challenges and risks’ criterion.
We expect contractors to show that they will adhere to the following Government Social Research Principles:
1) Sound application and conduct of social research  methods and appropriate dissemination and utilisation of findings
2) Participation based on valid consent
3) Enabling participation
4) Avoidance of personal harm – for both interviewers and participants
5) Non-disclosure of identity and personal information
The GSR ethics guide can be found here: http://www.civilservice.gov.uk/wp-content/uploads/2011/09/ethics_guidance_tcm6-5782.pdf
11. [bookmark: _Toc423278353][bookmark: _Toc438046546]Working Arrangements 
The successful contractor will be expected to identify one named point of contact through whom all enquiries can be filtered. A DECC project manager will be assigned to the project and will be the central point of contact. 
There will be a number of key clients for the research within DECC and a steering group will be set up to inform key decisions. 
DECC will conduct internal peer review throughout the project, and may engage external peer reviewers at key stages.
All research tools and sampling methodologies will need to be agreed by DECC. We will require weekly updates on progress by email or phone.
12. [bookmark: _Toc423278354][bookmark: _Toc438046547]Required Skills 
A range of different skills are required for this research. Contractors should clearly set out the skills and expertise provided by each member of the proposed project team to meet the requirements.
The following skills are considered particularly important for this work 
· Designing and undertaking deliberative engagement, most specifically deliberative workshops.
· Understanding of shale gas and its relationship to the UK energy supply, hydraulic fracturing and public opinions of shale gas and fracturing. 
· Understanding of DECC’s strategic objectives, particularly in relation to shale gas.
· Expertise in qualitative analysis and presentation of qualitative analysis to key stakeholders.
· Experience in delivering high quality research at pace, particularly research involving deliberative methods.
· Experience in delivering high-profile and sensitive research
Contractors should propose named members of the project team, and include the tasks and responsibilities of each team member. This should be clearly linked to the work programme, indicating the grade/ seniority of staff and number of days allocated to specific tasks.
Contractors should identify the individual(s) who will be responsible for managing the project.
13. [bookmark: _Toc423278356][bookmark: _Toc438046548]Budget
The estimated value of this work is of the range between £60,000 and £80,000, excluding VAT. (Maximum budget is £80,000) Bids over £80,000 will be deemed non-compliant and rejected.
Contractors should provide a full and detailed breakdown of costs including:
· Staff (and day rate) allocated to specific tasks. 
· Recruitment of the sample, including incentives and any related travel and subsistence for participants;
· Material preparation and a breakdown of what the materials are likely to be 
· Venue hire 
· Any other relevant costings relating to the workshop design
· Analysis
· Reporting
· Preparation of case study materials
· Anything else of relevance
A template is attached in annex A.
Contractors should make it clear what their preferred approach is and provide an overall cost for this, alongside costs for other options.
Overall cost will also be a criterion against which bids which will be assessed.
Payments will be linked to delivery of key milestones. The indicative milestones and phasing of payments is as follows:
· Delivery of fieldwork plan and workshop plan at end-February 2016:30%
· Delivery of majority of fieldwork by 31st March 2016: 50%
· Delivery of all fieldwork by 15th April 2016: 10%
· Delivery of acceptable final report at end-April 2016: 10%
In submitting full tenders, contractors confirm in writing that the price offered will be held for a minimum of 60 calendar days from the date of submission. Any payment conditions applicable to the prime contractor must also be replicated with sub-contractors. 
The Department aims to pay all correctly submitted invoices as soon as possible with a target of 10 days from the date of receipt and within 30 days at the latest in line with standard terms and conditions of contract.
14. [bookmark: _Toc423278357][bookmark: _Toc438046549]Evaluation of Tenders 
Contractors are invited to submit full tenders of no more than 30 pages, excluding declarations. Tenders will be evaluated by at least three DECC staff.

a. [bookmark: _Toc423278358][bookmark: _Toc438046550]Criteria 
[bookmark: _Toc423278360]DECC will select the bidder that scores highest against the criteria and weighting listed below:
· Conflict of interest: pass/fail. See page 5 of the ITT for further information
	Criteria
	Weighting
	Sub-criteria
	
	Sub-weighting

	Quality
	60%
	Understanding requirements
	Understanding of research requirement/s and policy context
	15%

	
	
	Skill set  and experience of staff
	Each team member has the high-level of relevant research and analytical expertise and experience required to deliver their assigned tasks to meet Government Social Research standards in this particular project.
	15%

	
	
	Addressing Challenges and Risks
	All relevant challenges and risks are identified alongside effective plans for mitigation and/or management and; any potential conflict of interest is stated and mitigated effectively.
	10%

	
	
	Management and Quality of Delivery
	Effective quality, relevance and breadth of management oversight processes, including work planning, budget control, effective working arrangements, an appropriate level of input from each skillset, quality assurance and on-going risk management/identification. The provision of a detailed delivery plan with specific reference to this project is required, including: tasks; milestones; individuals allocated to tasks, their seniority and respective numbers of days
	20%

	Price
	40%
	Methodology, including its deliverability and value for money.
	Suitability of the design to address the aims and research questions and high quality social research including best practice in, research tool design, material preparation, facilitation and analysis and reporting. This will be considered in relation to the proposed cost to assess value for money and deliverability of the proposed method.
	25%

	
	
	Cost
	Price will be marked proportionately to the lowest bid. The lowest bid will receive a 5 for the ‘cost’ element. All other bids will be marked proportionately to that bid. For example, if the cost is 20% higher than the lowest bid, the bid will receive a 20% lower score for the ‘cost’ criteria.  Where contractors indicate options, they should clearly indicate their preferred approach, which the cost and other criteria will be scored against.
	15%


b. [bookmark: _Toc438046551]Scoring Method
Tenders will be scored against each of the criteria above, according to the extent to which they meet the requirements of the tender. The meaning of each score is outlined in the table below. 
The total score will be calculated by applying the weighting set against each criterion, outlined above; the maximum number of marks possible will be 100.  Should any contractor score 1 in any of the criteria, they will be excluded from the tender competition.
	Score
	Description

	1
	Not Satisfactory: Proposal contains significant shortcomings and does not meet the required standard

	2
	Partially Satisfactory: Proposal partially meets the required standard, with one or more moderate weaknesses or gaps 

	3
	Satisfactory: Proposal mostly meets the required standard, with one or more minor weaknesses or gaps.

	4
	Good: Proposal meets the required standard, with moderate levels of assurance

	5
	Excellent: Proposal fully meets the required standard with high levels of assurance


[bookmark: _Toc423278361]


c. [bookmark: _Toc438046552][bookmark: _Toc423278362]Contract Clarification Process
DECC may award the contract based on applicants’ written evaluation only, if one candidate emerges from the evaluation stage as significantly stronger than the others. 
DECC does not allocate extra marks via an interview process. If, following the evaluation of the bidders proposals DECC needs further clarification on information already contained within the proposals received then a ‘contract clarification’ process may be held with suppliers. This ensures that DECC understands bidder’s submissions and is able to carry out an informed evaluation of what has been offered and at what price. DECC will then award final scores against the original evaluation criteria. During the bid clarification process DECC is unable to materially change the substance of the requirement and bidder’s may not alter their submission. If any substance of DECC’s requirement is changed, then the tender will be stopped and re-started using a revised specification. 
Depending on the nature of the query, bid clarification may take place by telephone, email, in writing or at a face-to-face meeting. In each case, the outcome of the clarification will be confirmed in writing and agreed by both parties
d. [bookmark: _Toc438046553]Feedback
Feedback will be given in the unsuccessful letters or emails. 
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1. [bookmark: _Toc413314850][bookmark: _Toc438046554]Definitions used in this document
Please note that references to the "Department" throughout these documents mean The Secretary of State of Energy and Climate Change acting through his/her representatives in the Department of Energy and Climate Change.
The Freedom of Information Act 2000 (“FOIA”) and the Environmental Information Regulations 2004 (“EIR”) apply to the Department.  You should be aware of the Department’s obligations and responsibilities under FOIA or EIR to disclose, on written request, recorded information held by the Department.  Information provided in connection with this procurement exercise, or with any contract that may be awarded as a result of this exercise, may therefore have to be disclosed by the Department in response to such a request, unless the Department decides that one of the statutory exemptions under the FOIA or the exceptions in the EIR applies.  If you wish to designate information supplied as part of this response as confidential, of if you believe that its disclosure would be prejudicial to any person’s commercial interests, you must provide clear and specific detail as to the precise information involved and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity.  Such designation alone may not prevent disclosure if in the Department’s reasonable opinion publication is required by applicable legislation or Government policy or where disclosure is required by the Information Commissioner or the First-tier Tribunal (Information Rights).
Additionally, the Government’s transparency agenda requires that tender documents (including ITTs such as this) are published on a designated, publicly searchable web site.  The same applies to other tender documents issued by the Department (including the original advertisement and the pre-qualification questionnaire (if used)), and any contract entered into by the Department with its preferred supplier once the procurement is complete.  By submitting a tender you agree that your participation in this procurement may be made public.  The answers you give in this response will not be published on the transparency web site (but may fall to be disclosed under FOIA or EIR (see above)).  Where tender documents issued by the Department or contracts with its suppliers fall to be disclosed the Department will redact them as it thinks necessary, having regard (inter alia) to the exemptions/exceptions in the FOIA or EIR.
2. [bookmark: _Toc413314851][bookmark: _Toc438046555]Data Security
The successful tenderer must comply with the Data Protection Act (DPA) 1998 and any information collected, processed and transferred on behalf of DECC, and in particular personal information, must be held and transferred securely. Contractors must provide assurances of compliance with the DPA and set out in their proposals details of the practices and systems they have in place for handling data securely including transmission between the field and head office and then to DECC. Contractors will have responsibility for ensuring that they and any subcontractor who processes or handles information on behalf of DECC is conducted securely. The sorts of issues which must be addressed satisfactorily and described in contractors’ submissions include:
· procedures for storing both physical and system data;
· data back-up procedures;
· procedures for the destruction of physical and system data;
· how data is protected;
· data encryption software used;
· use of laptops and electronic removable media;
· details of person/s responsible for data security;
· policies for unauthorised staff access or misuse of confidential/personal data;
· policies for staff awareness and training of DPA;
· physical security of premises.
· How research respondents will be made aware of all potential uses of their data.
3. [bookmark: _Toc413314852][bookmark: _Toc438046556]Non-Collusion
No tender will be considered for acceptance if the contractor has indulged or attempted to indulge in any corrupt practice or canvassed the tender with an officer of DECC. Section 4 contains a "Statement of non-collusion" (declaration 1); any breach of the undertakings covered under items 1 - 3 inclusive will invalidate your tender.   If a contractor has indulged or attempted to indulge in such practices and the tender is accepted, then grounds shall exist for the termination of the contract and the claiming damages from the successful contractors. You must not:
· Tell anyone else what your tender price is or will be, before the time limit for delivery of tenders.
· Try to obtain any information about anyone else's tender or proposed tender before the time limit for delivery of tenders.
· Make any arrangements with another organisation about whether or not they should tender, or about their or your tender price.
Offering an inducement of any kind in relation to obtaining this or any other contract with the Department will disqualify your tender from being considered and may constitute a criminal offence.
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1. [bookmark: _Toc438046557]Statement of non-collusion
To: The Department of Energy and Climate Change
1. We recognise that the essence of competitive tendering is that the Department will receive a bona fide competitive tender from all persons tendering.  We therefore certify that this is a bona fide tender and that we have not fixed or adjusted the amount of the tender or our rates and prices included therein by or in accordance with any agreement or arrangement with any other person.

2. We also certify that we have not done and undertake not to do at any time before the hour and date specified for the return of this tender any of the following acts:
a. communicate to any person other than the Department the amount or approximate amount of our proposed tender, except where the disclosure, in confidence, of the approximate amount is necessary to obtain any insurance premium quotation required for the preparation of the tender;
b. enter into any agreement or arrangement with any other person that he shall refrain for submitting a tender or as to the amount included in the tender;
c. offer or pay or give or agree to pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person doing or having done or causing or having caused to be done, in relation to any other actual or proposed tender for the contract any act, omission or thing of the kind described above.

3. In this certificate, the word “person” shall include any person, body or association, corporate or unincorporated; and “any agreement or arrangement” includes any such information, formal or informal, whether legally binding or not.


……………………………………………………………………………….….
Signature (duly authorised on behalf of the tenderer)

……….………………………………………………………………………….
Print name

…………………………………………………………….…………………….
On behalf of (organisation name)

…………………………………………………………………….…………….
Date


2. [bookmark: _Toc438046558]Form of Tender
To: The Department of Energy and Climate Change 
1. Having considered the invitation to tender and all accompanying documents (including without limitation, the terms and conditions of contract and the Specification) we confirm that we are fully satisfied as to our experience and ability to deliver the goods/services in all respects in accordance with the requirements of this invitation to tender.

2. We hereby tender and undertake to provide and complete all the services required to be performed in accordance with the terms and conditions of contract and the Specification for the amount set out in the Pricing Schedule.

3. We agree that any insertion by us of any conditions qualifying this tender or any unauthorised alteration to any of the terms and conditions of contract made by us may result in the rejection of this tender.

4. We agree that this tender shall remain open to be accepted by the Department for 8 weeks from the date below.

5. We understand that if we are a subsidiary (within the meaning of section 1159 of (and schedule 6 to) the Companies Act 2006) if requested by the Department we may be required to secure a Deed of Guarantee in favour of the Department from our holding company or ultimate holding company, as determined by the Department in their discretion.

6. We understand that the Department is not bound to accept the lowest or any tender it may receive.

7. We certify that this is a bona fide tender.


…………………………………………………………………………........
Signature (duly authorised on behalf of the tenderer)

…………………………………………………………………………………
Print name

………………………………………………………………………….
On behalf of (organisation name)

………………………………………………………………………….
Date


3. [bookmark: _Toc438046559]Conflict of Interest
I have nothing to declare with respect to any current or potential interest or conflict in relation to this research (or any potential providers who may be subcontracted to deliver this work, their advisers or other related parties). By conflict of interest, I mean, anything which could be reasonably perceived to affect the impartiality of this research, or to indicate a professional or personal interest in the outcomes from this research.
Signed      	…………………………………….
Name		…………………………………….
Position     	…………………………………….

OR

I wish to declare the following with respect to personal or professional interests related to relevant organisations*;
· X…
· Y…
Where a potential conflict of interest has been declared for an individual or organisation within a consortia, please clearly outline the role which this individual or organisation will play in the proposed project and how any conflict of interest has or will be mitigated.
· X…
· Y…
Signed      	……………………………………
Name		……………………………………
Position   	……………………………………

Please complete this form and return this with your ITT documentation - Nil returns are required.
* These may include (but are not restricted to);
· A professional or personal interest in the outcome of this research 
· For evaluation projects, a close working, governance, or commercial involvement in the project under evaluation
· Current or past employment with relevant organisations
· Payment (cash or other) received or likely to be received from relevant organisations for goods or services provided (Including consulting or advisory fees)
· Gifts or entertainment received from relevant organisations
· Shareholdings (excluding those within unit trusts, pension funds etc) in relevant organisations
· Close personal relationship or friendships with individuals employed by or otherwise closely associated with relevant organisations 
All of the above apply both to the individual signing this form and their close family / friends / partners etc.
If your situation changes during the project in terms of interests or conflicts, you must notify DECC straight away.
A DECLARATION OF INTEREST WILL NOT NECESSARILY MEAN THE INDIVIDUAL OR ORGANISATION CANNOT WORK ON THE PROJECT; BUT IT IS VITAL THAT ANY INTEREST OR CONFLICT IS DECLARED SO IT CAN BE CONSIDERED OPENLY.


4. [bookmark: _Toc438046560]Questions for Tenderers
In some circumstances the Department is required by law to exclude you from participating further in a procurement.  If you cannot answer ‘no’ to every question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.
Please state ‘Yes’ or ‘No’ to each question.

	Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?	

	Answer

	a) conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in  Article 2 of Council Framework Decision 2008/841/JHA; 	
	

	b) corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906; where the offence relates to active corruption;
	

	c) the offence of bribery, where the offence relates to active corruption;	
	

	d) bribery within the meaning of section 1 or 6 of the Bribery Act      2010;	
	

	e) fraud, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities, within the meaning of:	
	

	i. the offence of cheating the Revenue;	
	

	ii. the offence of conspiracy to defraud;	
	

	iii. fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978;
	

	iv. fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006; 
	

	v. fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979  or section 72 of the Value Added Tax Act 1994;
	

	vi. an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993; 
	

	vii. destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969;
	

	viii. fraud within the meaning of section 2, 3 or 4 of the Fraud Act       2006; or
	

	ix. making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of the Fraud Act 2006;
	

	f) money laundering within the meaning of  section 340(11) of the Proceeds of Crime Act 2002;
	

	g) an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996; or
	

	h) an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or
	

	i) any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant State.
	





5. [bookmark: _Toc438046561]Code of Practice[footnoteRef:2] [2:  Please note that this declaration applies to individuals, single organisations and consoria] 

I confirm that I am aware of the requirements of the DECC Code of Practice[footnoteRef:3] for Research and, in the proposed project, I will use my best efforts to ensure that the procedures used conform to those requirements under the following headings[footnoteRef:4]: [3:  The Code of Practice is attached to this ITT]  [4:  Please delete as appropriate] 

Responsibilities
Competence
Project planning
Quality Control
Handling of samples and materials
Facilities and equipment
Documentation of procedures and methods
Research/work records
I understand that DECC has the right to inspect our procedures and practices against the requirements of the Code of Practice, and that I may be asked to provide documentary evidence of our working practices or provide access and assistance to auditors appointed by DECC.
(There is some flexibility in the application of the Code of Practice to specific research projects. Contractors are encouraged to discuss with DECC any aspects that cause them concern, in order to reach agreement on the interpretation of each requirement.)

……………………………………………………………………………….….
Signature (duly authorised on behalf of the tenderer)
……….………………………………………………………………………….
Print name
…………………………………………………………….…………………….
On behalf of (organisation name)
…………………………………………………………………….…………….
Date

Annex A
Pricing Breakdown 
Invitation to Tender for: Local Views on Fracking
Tender Reference Number: 1114/12/2015
Deadlines for Tender Responses: Friday, 22 January 2016 17:00 PM

Please submit a pricing breakdown in your proposal - the suggested tables below show examples of the information we would like to see. This could be amended if you find another format that better conveys the information relevant to your project. Work undertaken by subcontractors should also be broken down by their team members, rather than submitted as non-labour costs.
For non-labour costs, e.g. expenses, we need a breakdown of what these are – either in the expenses column, against the relevant work package, or as separate rows underneath the relevant work package.	
Please provide costs exclusive of VAT.
Task breakdown
	Task / work package
	Team member A  - days
	Team member B - days

	Team member C - days
	Expenses / non-labour costs 
	Total
	Notes (if needed)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Additional costs: please specify
	
	
	
	
	
	

	Total: 
	
	
	
	
	
	



Staffing costs table
	Name
	Grade and job description
	Day rate 

	
	
	

	
	
	



Annex B

Code of Practice 
Invitation to Tender for: Local Views on Fracking
Tender Reference Number: 1114/12/2015
Deadlines for Tender Responses: Friday, 22 January 2016 17:00 PM

DECC has developed this Code of Practice from the Joint Code of Practice issued by BBSRC; the Department for Environment, Food and Rural Affairs (Defra); the Food Standards Agency; and the Natural Environment Research Council (NERC) which lays out a framework for the proper conduct of research. It sets out the key aspects of the research process and the importance of making judgements on the appropriate precautions needed in every research activity. 
The Code applies to all research funded by DECC. It is intended to apply to all types of research, but the overriding principle is fitness of purpose and that all research must be conducted diligently by competent researchers and therefore the individual provisions must be interpreted with that in mind.
1. PRINCIPLES BEHIND THE CODE OF PRACTICE
Contractors and consortia funded by DECC are expected to be committed to the quality of the research process in addition to quality of the evidence outputs.  The Code of Practice has been created in order to assist contractors to conduct research of the highest quality and to encourage good conduct in research and help prevent misconduct. Set out over 8 responsibilities the code of practice provides general principles and standards for good practice in research.   Most contractors will already have in place many of the measures set out in the Code and its adoption should not require great effort. 
2. COMPLIANCE WITH THE CODE OF PRACTICE
All organisations contracting to DECC (including those sub-contracting as part of a consortium) will be expected to commit to upholding these responsibilities and will be expected to indicate acceptance of the Code when submitting proposals to the Department. 
Contractors are encouraged to discuss with DECC any clauses in the Code that they consider inappropriate or unnecessary in the context of the proposed research project. The Code, and records of the discussions if held, will become part of the Terms and Conditions under which the research is funded.

Additionally, DECC may conduct (or request from the Contractor as appropriate) a formal risk assessment on the project to identify where additional controls may be needed.
3. MONITORING OF COMPLIANCE WITH THE CODE OF PRACTICE
Monitoring of compliance with the Code is necessary to ensure:
· Policies and managed processes exist to support compliance with the Code
· That these are being applied in practice.
In the short term, DECC can require contractors to conduct planned internal audits although DECC reserve the right to obtain evidence that a funded project is carried out to the required standard. DECC may also conduct an audit of a Contractor’s research system if deemed necessary.
In the longer term it is expected that most research organisations will assure the quality of their research processes by means of a formal system that is audited by an impartial and competent third party against an appropriate internationally recognised standard that is fit for purpose.
A recommended checklist for researchers can be found on the UK Research Integrity Office (UKRIO) website at http://www.ukrio.org/what-we-do/code-of-practice-for-research
4. SPECIFIC REQUIREMENTS IN THE CODE OF PRACTICE
a. Responsibilities
All organisations contracting to DECC (including those sub-contracting as part of a consortium will be responsible for the overall quality of research they conducted. Managers, group leaders and supervisors have a responsibility to ensure a climate of good practice in the research teams, including a commitment to the development of scientific and technical skills.
The Principal Investigator or Project Leader is responsible for all the work conducted in the project including that of any subcontractors. All staff and students must have defined responsibilities in relation to the project and be aware of these responsibilities. 
b. Competence
All personnel associated with the project must be competent to perform the technical, scientific and support tasks required of them. Personnel undergoing training must be supervised at a level such that the quality of the results is not compromised by the inexperience of the researcher.
c. Project planning
An appropriate level of risk assessment must be conducted to demonstrate awareness of the key factors that will influence the success of the project and the ability to meet its objectives. There must be a written project plan showing that these factors (including research design, statistical methods and others) have been addressed. Projects must be ethical and project plans must be agreed in collaboration with DECC, taking account of the requirements of ethical committees[footnoteRef:5] or the terms of project licences, if relevant.  [5:  Please note ethical approval does not remove the responsibility of the individual for ethical behaviour] 

Significant amendments to the plan or milestones must be recorded and approved by DECC if applicable.
d. Quality Control
The organisation must have planned processes in place to assure the quality of the research undertaken by its staff Projects must be subjected to formal reviews of an appropriate frequency. Final and interim outputs must always be accompanied by a statement of what quality control has been undertaken. 
The authorisation of outputs and publications shall be as agreed by DECC, and subject to senior approval in DECC, where appropriate. Errors identified after publication must be notified to DECC and agreed corrective action initiated.
e. Handling of samples and materials
All samples and other experimental materials must be labelled (clearly, accurately, uniquely and durably), and retained for a period to be agreed by DECC. The storage and handling of the samples, materials and data must be as specified in the project plan (or proposal), and must be appropriate to their nature. If the storage conditions are critical, they must be monitored and recorded. 
f. Documentation of procedures and methods
All the procedures and methods used in a research project must be documented, at least in the personal records of the researcher. This includes analytical and statistical procedures and the generation of a clear audit trial linking secondary processed information to primary data.
There must be a procedure for validation of research methods as fit for purpose, and modifications must be trackable through each stage of development of the method.
g. Research/work records
All records must be of sufficient quality to present a complete picture of the work performed, enabling it to be repeated if necessary.
The project leader is accountable for the validity of the wok and responsible for ensuring that regular reviews of the records of each researcher are conducted[footnoteRef:6]. [6:  Please note that this also applied to projects being undertaken by consortia] 

The location of all project records, including critical data, must be recorded. They must be retained in a form that ensures their integrity and security, and prevents unauthorised modification, for a period to be agreed by DECC.
A recommended checklist for researchers can be found on the UK Research Integrity Office (UKRIO) website at http://www.ukrio.org/what-we-do/code-of-practice-for-research. 



Annex C

Terms and Conditions for Contract 
Invitation to Tender for: Local Views on Fracking
Tender Reference Number: 1114/12/2015
Deadlines for Tender Responses: Friday, 22 January 2016 17:00 PM


Annex 1
DPF33 
UNCLASSIFIED
DPF33
Terms and Conditions of Contract for Services
1

UNCLASSIFIED
9

39
Interpretation
In these terms and conditions:
	“Agreement” 
	means the contract between (i) the Customer acting as part of the Crown and (ii) the Supplier constituted by the Supplier’s countersignature of the Award Letter;

	“Award Letter”
	means the letter from the Customer to the Supplier printed above these terms and conditions;

	“Central Government Body”
	means a body listed in one of the following sub-categories of the Central Government classification of the Public Sector Classification Guide, as published and amended from time to time by the Office for National Statistics:
(a) Government Department;
(b) Non-Departmental Public Body or Assembly Sponsored Public Body (advisory, executive, or tribunal);
(c) Non-Ministerial Department; or
(d) Executive Agency;

	“Charges”
	means the charges for the Services as specified in the Award Letter; 

	“Confidential Information”
	means all information, whether written or oral (however recorded), provided by the disclosing Party to the receiving Party and which (i) is known by the receiving Party to be confidential; (ii) is marked as or stated to be confidential; or (iii) ought reasonably to be considered by the receiving Party to be confidential;

	“Customer”
	means the person named as Customer in the Award Letter;

	“DPA”
	means the Data Protection Act 1998; 

	“Expiry Date”
	means the date for expiry of the Agreement as set out in the Award Letter;  

	“FOIA”
	means the Freedom of Information Act 2000;

	“Information”
	has the meaning given under section 84 of the FOIA; 

	“Key Personnel” 
	means any persons specified as such in the Award Letter or otherwise notified as such by the Customer to the Supplier in writing;  

	“Party”
	means the Supplier or the Customer (as appropriate) and “Parties” shall mean both of them; 

	“Personal Data”
	means personal data (as defined in the DPA) which is processed by the Supplier or any Staff on behalf of the Customer pursuant to or in connection with this Agreement;

	“Purchase Order Number”
	means the Customer’s unique number relating to the supply of the Services; 

	“Request for Information”
	has the meaning set out in the FOIA or the Environmental Information Regulations 2004 as relevant (where the meaning set out for the term “request” shall apply); 

	“Services”
	means the services to be supplied by the Supplier to the Customer under the Agreement;  

	“Specification”
	means the specification for the Services (including as to quantity, description and quality) as specified in the Award Letter; 

	“Staff”
	means all directors, officers, employees, agents, consultants and contractors of the Supplier and/or of any sub-contractor of the Supplier engaged in the performance of the Supplier’s obligations under the Agreement; 

	“Staff Vetting Procedures”
	means vetting procedures that accord with good industry practice or, where requested by the Customer, the Customer’s procedures for the vetting of personnel as provided to the Supplier from time to time;  

	“Supplier”
	means the person named as Supplier in the Award Letter;

	“Term”
	means the period from the start date of the Agreement set out in the Award Letter to the Expiry Date as such period may be extended in accordance with clause 4.2 or terminated in accordance with the terms and conditions of the Agreement; 

	“VAT”
	means value added tax in accordance with the provisions of the Value Added Tax Act 1994; and

	“Working Day”
	means a day (other than a Saturday or Sunday) on which banks are open for business in the City of London.


In these terms and conditions, unless the context otherwise requires:
references to numbered clauses are references to the relevant clause in these terms and conditions;
any obligation on any Party not to do or omit to do anything shall include an obligation not to allow that thing to be done or omitted to be done;
the headings to the clauses of these terms and conditions are for information only and do not affect the interpretation of the Agreement;
any reference to an enactment includes reference to that enactment as amended or replaced from time to time and to any subordinate legislation or byelaw made under that enactment; and
the word ‘including’ shall be understood as meaning ‘including without limitation’.
[bookmark: _Ref377050430]Basis of Agreement
The Award Letter constitutes an offer by the Customer to purchase the Services subject to and in accordance with the terms and conditions of the Agreement.
The offer comprised in the Award Letter shall be deemed to be accepted by the Supplier on receipt by the Customer of a copy of the Award Letter countersigned by the Supplier within [7] days of the date of the Award Letter.
Supply of Services
In consideration of the Customer’s agreement to pay the Charges, the Supplier shall supply the Services to the Customer for the Term subject to and in accordance with the terms and conditions of the Agreement. 
[bookmark: _Ref377050437]In supplying the Services, the Supplier shall:
co-operate with the Customer in all matters relating to the Services and comply with all the Customer’s instructions;
perform the Services with all reasonable care, skill and diligence in accordance with good industry practice in the Supplier’s industry, profession or trade;
use Staff who are suitably skilled and experienced to perform tasks assigned to them, and in sufficient number to ensure that the Supplier’s obligations are fulfilled in accordance with the Agreement;
ensure that the Services shall conform with all descriptions and specifications set out in the Specification;
comply with all applicable laws; and
[bookmark: _Ref360039773]provide all equipment, tools and vehicles and other items as are required to provide the Services.
The Customer may by written notice to the Supplier at any time request a variation to the scope of the Services.  In the event that the Supplier agrees to any variation to the scope of the Services, the Charges shall be subject to fair and reasonable adjustment to be agreed in writing between the Customer and the Supplier.  
Term
The Agreement shall take effect on the date specified in Award Letter and shall expire on the Expiry Date, unless it is otherwise extended in accordance with clause 4.2 or terminated in accordance with the terms and conditions of the Agreement.  
[bookmark: _Ref266710570][bookmark: _Ref359607345]The Customer may extend the Agreement for a period of up to 6 months by giving not less than 10 Working Days’ notice in writing to the Supplier prior to the Expiry Date.  The terms and conditions of the Agreement shall apply throughout any such extended period. 
Charges, Payment and Recovery of Sums Due
The Charges for the Services shall be as set out in the Award Letter and shall be the full and exclusive remuneration of the Supplier in respect of the supply of the Services.  Unless otherwise agreed in writing by the Customer, the Charges shall include every cost and expense of the Supplier directly or indirectly incurred in connection with the performance of the Services. 
The Supplier shall invoice the Customer as specified in the Agreement.  Each invoice shall include such supporting information required by the Customer to verify the accuracy of the invoice, including the relevant Purchase Order Number and a breakdown of the Services supplied in the invoice period.  
In consideration of the supply of the Services by the Supplier, the Customer shall pay the Supplier the invoiced amounts no later than 30 days after receipt of a valid invoice which includes a valid Purchase Order Number.  The Customer may, without prejudice to any other rights and remedies under the Agreement, withhold or reduce payments in the event of unsatisfactory performance.
All amounts stated are exclusive of VAT which shall be charged at the prevailing rate.  The Customer shall, following the receipt of a valid VAT invoice, pay to the Supplier a sum equal to the VAT chargeable in respect of the Services. 
If there is a dispute between the Parties as to the amount invoiced, the Customer shall pay the undisputed amount. The Supplier shall not suspend the supply of the Services unless the Supplier is entitled to terminate the Agreement for a failure to pay undisputed sums in accordance with clause 16.4.  Any disputed amounts shall be resolved through the dispute resolution procedure detailed in clause 19. 
If a payment of an undisputed amount is not made by the Customer by the due date, then the Customer shall pay the Supplier interest at the interest rate specified in the Late Payment of Commercial Debts (Interest) Act 1998.  
If any sum of money is recoverable from or payable by the Supplier under the Agreement (including any sum which the Supplier is liable to pay to the Customer in respect of any breach of the Agreement), that sum may be deducted unilaterally by the Customer from any sum then due, or which may come due, to the Supplier under the Agreement or under any other agreement or contract with the Customer.  The Supplier shall not be entitled to assert any credit, set-off or counterclaim against the Customer in order to justify withholding payment of any such amount in whole or in part. 
Premises and equipment
[bookmark: _Ref377050453]If necessary, the Customer shall provide the Supplier with reasonable access at reasonable times to its premises for the purpose of supplying the Services.  All equipment, tools and vehicles brought onto the Customer’s premises by the Supplier or the Staff shall be at the Supplier’s risk.  
[bookmark: _Ref377050463]If the Supplier supplies all or any of the Services at or from the Customer’s premises, on completion of the Services or termination or expiry of the Agreement (whichever is the earlier) the Supplier shall vacate the Customer’s premises, remove the Supplier’s plant, equipment and unused materials and all rubbish arising out of the provision of the Services and leave the Customer’s premises in a clean, safe and tidy condition.  The Supplier shall be solely responsible for making good any damage to the Customer’s premises or any objects contained on the Customer’s premises which is caused by the Supplier or any Staff, other than fair wear and tear.   
If the Supplier supplies all or any of the Services at or from its premises or the premises of a third party, the Customer may, during normal business hours and on reasonable notice, inspect and examine the manner in which the relevant Services are supplied at or from the relevant premises. 
The Customer shall be responsible for maintaining the security of its premises in accordance with its standard security requirements.  While on the Customer’s premises the Supplier shall, and shall procure that all Staff shall, comply with all the Customer’s security requirements.
Where all or any of the Services are supplied from the Supplier’s premises, the Supplier shall, at its own cost, comply with all security requirements specified by the Customer in writing.
[bookmark: _Ref377050472]Without prejudice to clause 3.2.6, any equipment provided by the Customer for the purposes of the Agreement shall remain the property of the Customer and shall be used by the Supplier and the Staff only for the purpose of carrying out the Agreement.  Such equipment shall be returned promptly to the Customer on expiry or termination of the Agreement.  
[bookmark: _Ref377050478]The Supplier shall reimburse the Customer for any loss or damage to the equipment (other than deterioration resulting from normal and proper use) caused by the Supplier or any Staff.  Equipment supplied by the Customer shall be deemed to be in a good condition when received by the Supplier or relevant Staff unless the Customer is notified otherwise in writing within 5 Working Days.  
[bookmark: _Ref377050486]Staff and Key Personnel
If the Customer reasonably believes that any of the Staff are unsuitable to undertake work in respect of the Agreement, it may, by giving written notice to the Supplier:
refuse admission to the relevant person(s) to the Customer’s premises; 
direct the Supplier to end the involvement in the provision of the Services of the relevant person(s); and/or
require that the Supplier replace any person removed under this clause with another suitably qualified person and procure that any security pass issued by the Customer to the person removed is surrendered,
[bookmark: _Ref260825729]and the Supplier shall comply with any such notice. 
[bookmark: _Ref377050375]The Supplier shall: 
ensure that all Staff are vetted in accordance with the Staff Vetting Procedures;
if requested, provide the Customer with a list of the names and addresses (and any other relevant information) of all persons who may require admission to the Customer’s premises in connection with the Agreement; and
procure that all Staff comply with any rules, regulations and requirements reasonably specified by the Customer.
Any Key Personnel shall not be released from supplying the Services without the agreement of the Customer, except by reason of long-term sickness, maternity leave, paternity leave, termination of employment or other extenuating circumstances.  
Any replacements to the Key Personnel shall be subject to the prior written agreement of the Customer (not to be unreasonably withheld).  Such replacements shall be of at least equal status or of equivalent experience and skills to the Key Personnel being replaced and be suitable for the responsibilities of that person in relation to the Services. 
Assignment and sub-contracting
The Supplier shall not without the written consent of the Customer assign, sub-contract, novate or in any way dispose of the benefit and/ or the burden of the Agreement or any part of the Agreement.  The Customer may, in the granting of such consent, provide for additional terms and conditions relating to such assignment, sub-contract, novation or disposal.  The Supplier shall be responsible for the acts and omissions of its sub-contractors as though those acts and omissions were its own.  
Where the Supplier enters into a sub-contract for the purpose of performing its obligations under the Agreement, it shall ensure that a provision is included in such sub-contract which requires payment to be made of all sums due by the Supplier to the sub-contractor within a specified period not exceeding 30 days from the receipt of a valid invoice.
Where the Customer has consented to the placing of sub-contracts, the Supplier shall, at the request of the Customer, send copies of each sub-contract, to the Customer as soon as is reasonably practicable.  
The Customer may assign, novate, or otherwise dispose of its rights and obligations under the Agreement without the consent of the Supplier provided that such assignment, novation or disposal shall not increase the burden of the Supplier’s obligations under the Agreement. 
[bookmark: _Ref377050494]Intellectual Property Rights 
All intellectual property rights in any materials provided by the Customer to the Supplier for the purposes of this Agreement shall remain the property of the Customer but the Customer hereby grants the Supplier a royalty-free, non-exclusive and non-transferable licence to use such materials as required until termination or expiry of the Agreement for the sole purpose of enabling the Supplier to perform its obligations under the Agreement.
All intellectual property rights in any materials created or developed by the Supplier pursuant to the Agreement or arising as a result of the provision of the Services shall vest in the Supplier.  If, and to the extent, that any intellectual property rights in such materials vest in the Customer by operation of law, the Customer hereby assigns to the Supplier by way of a present assignment of future rights that shall take place immediately on the coming into existence of any such intellectual property rights all its intellectual property rights in such materials (with full title guarantee and free from all third party rights).
[bookmark: _Ref335833704]The Supplier hereby grants the Customer:
a perpetual, royalty-free, irrevocable, non-exclusive licence (with a right to sub-license) to use all intellectual property rights in the materials created or developed pursuant to the Agreement and any intellectual property rights arising as a result of the provision of the Services; and
a perpetual, royalty-free, irrevocable and non-exclusive licence (with a right to sub-license) to use:
any intellectual property rights vested in or licensed to the Supplier on the date of the Agreement; and
any intellectual property rights created during the Term but which are neither created or developed pursuant to the Agreement nor arise as a result of the provision of the Services,
including any modifications to or derivative versions of any such intellectual property rights, which the Customer reasonably requires in order to exercise its rights and take the benefit of the Agreement including the Services provided.
[bookmark: _Ref359607763]The Supplier shall indemnify, and keep indemnified, the Customer in full against all costs, expenses, damages and losses (whether direct or indirect), including any interest, penalties, and reasonable legal and other professional fees awarded against or incurred or paid by the Customer as a result of or in connection with any claim made against the Customer for actual or alleged infringement of a third party’s intellectual property arising out of, or in connection with, the supply or use of the Services, to the extent that the claim is attributable to the acts or omission of the Supplier or any Staff. 
[bookmark: _Ref243716101]Governance and Records
The Supplier shall:
attend progress meetings with the Customer at the frequency and times specified by the Customer and shall ensure that its representatives are suitably qualified to attend such meetings; and
[bookmark: _DV_M163][bookmark: _DV_M164][bookmark: _DV_M974]submit progress reports to the Customer at the times and in the format specified by the Customer.
[bookmark: _Ref377050504]The Supplier shall keep and maintain until 6 years after the end of the Agreement, or as long a period as may be agreed between the Parties, full and accurate records of the Agreement including the Services supplied under it and all payments made by the Customer.  The Supplier shall on request afford the Customer or the Customer’s representatives such access to those records as may be reasonably requested by the Customer in connection with the Agreement.
[bookmark: _Ref377050387]Confidentiality, Transparency and Publicity
[bookmark: _Ref359607666]Subject to clause 11.2, each Party shall:
treat all Confidential Information it receives as confidential, safeguard it accordingly and not disclose it to any other person without the prior written permission of the disclosing Party; and
not use or exploit the disclosing Party’s Confidential Information in any way except for the purposes anticipated under the Agreement.
[bookmark: _Ref359607640]Notwithstanding clause 11.1, a Party may disclose Confidential Information which it receives from the other Party:
where disclosure is required by applicable law or by a court of competent jurisdiction; 
to its auditors or for the purposes of regulatory requirements; 
on a confidential basis, to its professional advisers; 
to the Serious Fraud Office where the Party has reasonable grounds to believe that the other Party is involved in activity that may constitute a criminal offence under the Bribery Act 2010; 
[bookmark: _Ref377110989]where the receiving Party is the Supplier, to the Staff on a need to know basis to enable performance of the Supplier’s obligations under the Agreement provided that the Supplier shall procure that any Staff to whom it discloses Confidential Information pursuant to this clause 11.2.5 shall observe the Supplier’s confidentiality obligations under the Agreement; and
where the receiving Party is the Customer:
on a confidential basis to the employees, agents, consultants and contractors of the Customer;
on a confidential basis to any other Central Government Body, any successor body to a Central Government Body or any company to which the Customer transfers or proposes to transfer all or any part of its business;
to the extent that the Customer (acting reasonably) deems disclosure necessary or appropriate in the course of carrying out its public functions; or
in accordance with clause 12.  
and for the purposes of the foregoing, references to disclosure on a confidential basis shall mean disclosure subject to a confidentiality agreement or arrangement containing terms no less stringent than those placed on the Customer under this clause 11.

[bookmark: _Ref360043449]The Parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the FOIA, the content of the Agreement is not Confidential Information and the Supplier hereby gives its consent for the Customer to publish this Agreement in its entirety to the general public (but with any information that is exempt from disclosure in accordance with the FOIA redacted) including any changes to the Agreement agreed from time to time.  The Customer may consult with the Supplier to inform its decision regarding any redactions but shall have the final decision in its absolute discretion whether any of the content of the Agreement is exempt from disclosure in accordance with the provisions of the FOIA.  
[bookmark: _Ref260825584]The Supplier shall not, and shall take reasonable steps to ensure that the Staff shall not, make any press announcement or publicise the Agreement or any part of the Agreement in any way, except with the prior written consent of the Customer.  
[bookmark: _Ref261004389]Freedom of Information 
The Supplier acknowledges that the Customer is subject to the requirements of the FOIA and the Environmental Information Regulations 2004 and shall:
provide all necessary assistance and cooperation as reasonably requested by the Customer to enable the Customer to comply with its obligations under the FOIA and the Environmental Information Regulations 2004;
transfer to the Customer all Requests for Information relating to this Agreement that it receives as soon as practicable and in any event within 2 Working Days of receipt; 
provide the Customer with a copy of all Information belonging to the Customer requested in the Request for Information which is in its possession  or control in the form that the Customer requires within 5 Working Days (or such other period as the Customer may reasonably specify) of the Customer's request for such Information; and
not respond directly to a Request for Information unless authorised in writing to do so by the Customer.
The Supplier acknowledges that the Customer may be required under the FOIA and the Environmental Information Regulations 2004 to disclose Information concerning the Supplier or the Services (including commercially sensitive information) without consulting or obtaining consent from the Supplier. In these circumstances the Customer shall, in accordance with any relevant guidance issued under the FOIA, take reasonable steps, where appropriate, to give the Supplier advance notice, or failing that, to draw the disclosure to the Supplier’s attention after any such disclosure. 
Notwithstanding any other provision in the Agreement, the Customer shall be responsible for determining in its absolute discretion whether any Information relating to the Supplier or the Services is exempt from disclosure in accordance with the FOIA and/or the Environmental Information Regulations 2004.
[bookmark: _Ref377050406][bookmark: _Ref260838253]Protection of Personal Data and Security of Data
[bookmark: _Ref378336429]The Supplier shall, and shall procure that all Staff shall, comply with any notification requirements under the DPA and both Parties shall duly observe all their obligations under the DPA which arise in connection with the Agreement. 
Notwithstanding the general obligation in clause 13.1, where the Supplier is processing Personal Data for the Customer as a data processor (as defined by the DPA) the Supplier shall:
ensure that it has in place appropriate technical and organisational measures to ensure the security of the Personal Data (and to guard against unauthorised or unlawful processing of the Personal Data and against accidental loss or destruction of, or damage to, the Personal Data), as required under the Seventh Data Protection Principle in Schedule 1 to the DPA; 
provide the Customer with such information as the Customer may reasonably request  to satisfy itself that the Supplier is complying with its obligations under the DPA;
promptly notify the Customer of:  
any breach of the security requirements of the Customer as referred to in clause 13.3; and
any request for personal data; and
ensure that it does not knowingly or negligently do or omit to do anything which places the Customer in breach of the Customer’s obligations under the DPA. 
[bookmark: _Ref360040777]When handling Customer data (whether or not Personal Data), the Supplier shall ensure the security of the data is maintained in line with the security requirements of the Customer as notified to the Supplier from time to time. 
[bookmark: _Ref377050536]Liability 
The Supplier shall not be responsible for any injury, loss, damage, cost or expense suffered by the Customer if and to the extent that it is caused by the negligence or wilful misconduct of the Customer or by breach by the Customer of its obligations under the Agreement. 
[bookmark: _Ref370389250]Subject always to clauses 14.3 and 14.4:
[bookmark: _Ref377110477]the aggregate liability of the Supplier in respect of all defaults, claims, losses or damages howsoever caused, whether arising from breach of the Agreement, the supply or failure to supply of the Services, misrepresentation (whether tortuous or statutory), tort (including negligence), breach of statutory duty or otherwise shall in no event exceed a sum equal to 125% of the Charges paid or payable to the Supplier; and
except in the case of claims arising under clauses 9.4 and 18.3, in no event shall the Supplier be liable to the Customer for any: 
loss of profits;
loss of business; 
loss of revenue; 
loss of or damage to goodwill;
loss of savings (whether anticipated or otherwise); and/or
any indirect, special or consequential loss or damage.
[bookmark: _Ref359607720]Nothing in the Agreement shall be construed to limit or exclude either Party's liability for:
death or personal injury caused by its negligence or that of its Staff;
fraud or fraudulent misrepresentation by it or that of its Staff; or
any other matter which, by law, may not be excluded or limited.
[bookmark: _Ref359607729]The Supplier’s liability under the indemnity in clause 9.4 and 18.3 shall be unlimited. 
[bookmark: _Ref360044784]Force Majeure
Neither Party shall have any liability under or be deemed to be in breach of the Agreement for any delays or failures in performance of the Agreement which result from circumstances beyond the reasonable control of the Party affected. Each Party shall promptly notify the other Party in writing when such circumstances cause a delay or failure in performance and when they cease to do so. If such circumstances continue for a continuous period of more than two months, either Party may terminate the Agreement by written notice to the other Party.
[bookmark: _Ref359655944][bookmark: _Ref245529290]Termination
The Customer may terminate the Agreement at any time by notice in writing to the Supplier to take effect on any date falling at least 1 month (or, if the Agreement is less than 3 months in duration, at least 10 Working Days) later than the date of service of the relevant notice.
Without prejudice to any other right or remedy it might have, the Customer may terminate the Agreement by written notice to the Supplier with immediate effect if the Supplier:
(without prejudice to clause 16.2.5), is in material breach of any obligation under the Agreement which is not capable of remedy; 
repeatedly breaches any of the terms and conditions of the Agreement in such a manner as to reasonably justify the opinion that its conduct is inconsistent with it having the intention or ability to give effect to the terms and conditions of the Agreement; 
[bookmark: _Ref260924378]is in material breach of any obligation which is capable of remedy, and that breach is not remedied within 30 days of the Supplier receiving notice specifying the breach and requiring it to be remedied; 
[bookmark: _Ref359859809]undergoes a change of control within the meaning of section 416 of the Income and Corporation Taxes Act 1988; 
[bookmark: _Ref359607792]breaches any of the provisions of clauses 7.2, 11, 12, 13 and 17; or
[bookmark: _Ref260924394]becomes insolvent, or if an order is made or a resolution is passed for the winding up of the Supplier (other than voluntarily for the purpose of solvent amalgamation or reconstruction), or if an administrator or administrative receiver is appointed in respect of the whole or any part of the Supplier’s assets or business, or if the Supplier makes any composition with its creditors or takes or suffers any similar or analogous action (to any of the actions detailed in this clause 16.2.6) in consequence of debt in any jurisdiction.
[bookmark: _Ref264467643]The Supplier shall notify the Customer as soon as practicable of any change of control as referred to in clause 16.2.4 or any potential such change of control.
[bookmark: _Ref377110965]The Supplier may terminate the Agreement by written notice to the Customer if the Customer has not paid any undisputed amounts within 90 days of them falling due.  
Termination or expiry of the Agreement shall be without prejudice to the rights of either Party accrued prior to termination or expiry and shall not affect the continuing rights of the Parties under this clause and clauses 2, 3.2, 6.1, 6.2, 6.6, 6.7, 7, 9, 10.2, 11, 12, 13, 14, 16.6, 17.4, 18.3, 19 and 20.7 or any other provision of the Agreement that either expressly or by implication has effect after termination.
[bookmark: _Ref377050546]Upon termination or expiry of the Agreement, the Supplier shall:
give all reasonable assistance to the Customer and any incoming supplier of the Services; and
return all requested documents, information and data to the Customer as soon as reasonably practicable. 
[bookmark: _Ref377050416]Compliance
The Supplier shall promptly notify the Customer of any health and safety hazards which may arise in connection with the performance of its obligations under the Agreement.  The Customer shall promptly notify the Supplier of any health and safety hazards which may exist or arise at the Customer’s premises and which may affect the Supplier in the performance of its obligations under the Agreement.
The Supplier shall:
comply with all the Customer’s health and safety measures while on the Customer’s premises; and
notify the Customer immediately in the event of any incident occurring in the performance of its obligations under the Agreement on the Customer’s premises where that incident causes any personal injury or damage to property which could give rise to personal injury.
[bookmark: _Ref261013166]The Supplier shall:
[bookmark: _Ref359656204]perform its obligations under the Agreement in accordance with all applicable equality Law and the Customer’s equality and diversity policy as provided to the Supplier from time to time; and
take all reasonable steps to secure the observance of clause 17.3.1 by all Staff.
[bookmark: _Ref377050556]The Supplier shall supply the Services in accordance with the Customer’s environmental policy as provided to the Supplier from time to time. 
The Supplier shall comply with, and shall ensure that its Staff shall comply with, the provisions of:
the Official Secrets Acts 1911 to 1989; and
section 182 of the Finance Act 1989.
Prevention of Fraud and Corruption
[bookmark: _Ref359607864][bookmark: _Ref260824497]The Supplier shall not offer, give, or agree to give anything, to any person an inducement or reward for doing, refraining from doing, or for having done or refrained from doing, any act in relation to the obtaining or execution of the Agreement or for showing or refraining from showing favour or disfavour to any person in relation to the Agreement.
The Supplier shall take all reasonable steps, in accordance with good industry practice, to prevent fraud by the Staff and the Supplier (including its shareholders, members and directors) in connection with the Agreement and shall notify the Customer immediately if it has reason to suspect that any fraud has occurred or is occurring or is likely to occur.
[bookmark: _Ref370389344]If the Supplier or the Staff engages in conduct prohibited by clause 18.1 or commits fraud in relation to the Agreement or any other contract with the Crown (including the Customer) the Customer may:
terminate the Agreement and recover from the Supplier the amount of any loss suffered by the Customer resulting from the termination, including the cost reasonably incurred by the Customer of making other arrangements for the supply of the Services and any additional expenditure incurred by the Customer throughout the remainder of the Agreement; or 
recover in full from the Supplier any other loss sustained by the Customer in consequence of any breach of this clause.
[bookmark: a324896][bookmark: a754740][bookmark: a771580][bookmark: d4695e134][bookmark: a688721][bookmark: a797188][bookmark: a424610][bookmark: a247073][bookmark: a57863][bookmark: d4695e160][bookmark: a836145][bookmark: a1017728][bookmark: d4695e202][bookmark: a555840][bookmark: d4695e232][bookmark: a825464][bookmark: a1049772][bookmark: a111270][bookmark: a395620][bookmark: a107224][bookmark: a673334][bookmark: a975002][bookmark: a207401][bookmark: _Ref359607573]Dispute Resolution
[bookmark: _Ref359607911]The Parties shall attempt in good faith to negotiate a settlement to any dispute between them arising out of or in connection with the Agreement and such efforts shall involve the escalation of the dispute to an appropriately senior representative of each Party.
If the dispute cannot be resolved by the Parties within one month of being escalated as referred to in clause 19.1, the dispute may by agreement between the Parties be referred to a neutral adviser or mediator (the “Mediator”) chosen by agreement between the Parties.  All negotiations connected with the dispute shall be conducted in confidence and without prejudice to the rights of the Parties in any further proceedings.  
If the Parties fail to appoint a Mediator within one month, or fail to enter into a written agreement resolving the dispute within one month of the Mediator being appointed, either Party may exercise any remedy it has under applicable law. 
General
Each of the Parties represents and warrants to the other that it has full capacity and authority, and all necessary consents, licences and permissions to enter into and perform its obligations under the Agreement, and that the Agreement is executed by its duly authorised representative.  
A person who is not a party to the Agreement shall have no right to enforce any of its provisions which, expressly or by implication, confer a benefit on him, without the prior written agreement of the Parties. 
The Agreement cannot be varied except in writing signed by a duly authorised representative of both the Parties. 
The Agreement contains the whole agreement between the Parties and supersedes and replaces any prior written or oral agreements, representations or understandings between them. The Parties confirm that they have not entered into the Agreement on the basis of any representation that is not expressly incorporated into the Agreement. Nothing in this clause shall exclude liability for fraud or fraudulent misrepresentation.
Any waiver or relaxation either partly, or wholly of any of the terms and conditions of the Agreement shall be valid only if it is communicated to the other Party in writing and expressly stated to be a waiver.  A waiver of any right or remedy arising from a breach of contract shall not constitute a waiver of any right or remedy arising from any other breach of the Agreement.
The Agreement shall not constitute or imply any partnership, joint venture, agency, fiduciary relationship or other relationship between the Parties other than the contractual relationship expressly provided for in the Agreement. Neither Party shall have, nor represent that it has, any authority to make any commitments on the other Party’s behalf.
[bookmark: _Ref377050579]Except as otherwise expressly provided by the Agreement, all remedies available to either Party for breach of the Agreement (whether under the Agreement, statute or common law) are cumulative and may be exercised concurrently or separately, and the exercise of one remedy shall not be deemed an election of such remedy to the exclusion of other remedies. 
If any provision of the Agreement is prohibited by law or judged by a court to be unlawful, void or unenforceable, the provision shall, to the extent required, be severed from the Agreement and rendered ineffective as far as possible without modifying the remaining provisions of the Agreement, and shall not in any way affect any other circumstances of or the validity or enforcement of the Agreement.
Notices
[bookmark: _Ref360044665]Any notice to be given under the Agreement shall be in writing and may be served by personal delivery, first class recorded or, subject to clause 21.3, e-mail to the address of the relevant Party set out in the Award Letter, or such other address as that Party may from time to time notify to the other Party in accordance with this clause:
[bookmark: _Ref360044643]Notices served as above shall be deemed served on the Working Day of delivery provided delivery is before 5.00pm on a Working Day.  Otherwise delivery shall be deemed to occur on the next Working Day. An email shall be deemed delivered when sent unless an error message is received.
[bookmark: _Ref360044325]Notices under clauses 15 (Force Majeure) and 16 (Termination) may be served by email only if the original notice is then sent to the recipient by personal delivery or recorded delivery in the manner set out in clause 21.1.
Governing Law and Jurisdiction
The validity, construction and performance of the Agreement, and all contractual and non contractual matters arising out of it, shall be governed by English law and shall be subject to the exclusive jurisdiction of the English courts to which the Parties submit.




Annex D

DECC Social Research Report Writing Guidelines 
Invitation to Tender for: Local Views on Fracking
Tender Reference Number: 1114/12/2015
Deadlines for Tender Responses: Friday, 22 January 2016 17:00 PM

1. Introduction
This guide describes the conventions and standards that we expect in the production of written reports and summaries of all social research, customer insight and evaluation commissioned by DECC, whether intended for internal use and/or publication.  
The aim of this guide is to help authors produce clearly and concisely presented reports, which reflect the needs of DECC and will be accessible and engaging to their intended audience.  These guidelines should help to: streamline the reporting process; reduce the need for extensive comment and redrafting; and maximise the impact of the final report.  
These guidelines are the basis for good reporting practice and may not cover all eventualities (in particular, they are not intended to be a guide for conducting social research). Full discussion with the DECC project manager about the report structure, format and function will be expected in all cases, to ensure the final report is of high quality and meets individual project requirements.
6. General Guidelines
Basic principles to be observed:
· Aim for Plain English; keep sentences short, prefer active verbs, and use words that are appropriate for the reader[footnoteRef:7].   [7:  See for example Plain English Campaign - http://www.plainenglish.co.uk/crystal-mark/about-the-crystal-mark/the-crystal-mark-standard.html or Center for Plain Language - http://centerforplainlanguage.org/about-plain-language/checklist/] 

· Assume the audience for the main report and summary to be interested, but non-technical / specialist, readers.
· Reports should provide a concise but clearly evidence-based presentation of findings, with a separate conclusions section.
· The main report should be around 25-30 pages long, with a standalone 3-4 page summary. Annexes should be used as appropriate to include further information and detail. Any exception to this will need to be agreed with the DECC project manager at the start of the project.  
· Draft reports should be as close as possible to the final version of the report and comply with all standards set out in this document, unless otherwise agreed with the DECC research project manager.

The remainder of this guide is arranged as follows:
1. Report structure and style
2. Presenting methods, analysis and findings

7. Report structure and style
a. Report structure
· The report should contain a standalone executive summary , with a short summary of the objectives, methodology, key findings and conclusions, and normally be no longer than 4 pages.
· The main report should be no longer than 30 pages, unless this has been agreed with the project manager at the start of the project. 
· The report should contain an introduction setting out the aims and objectives of the project and the context of the research. 
· A short methodology section should also be included and provide sufficient information about  the research design, sample and timing, and any limitations for the reader to understand how the findings were generated and interpret the conclusions. 
· The findings, which are clearly related to each of the research objectives, should make up the main body of the report.
· Conclusions should be presented in a separate section (N.B. ensure the conclusions are not simply a repeat of the exec summary or vice versa).
· Further relevant information, including detailed methodology, evidence sources, research tools etc, should be included in the annexes.
b. Report layout
· The report should be standardised to the format of the DECC Report Template (to be supplied by the DECC project manager), including chapter numbering, heading styles, font size, typeface and line-spacing.
· Be consistent with punctuation, capitalisation and the use of acronyms and abbreviations.
· Use informative chapter and section headings to guide the reader.
· Use bullet lists where appropriate. 
· Be consistent with the format, position and labelling of tables, charts and figures throughout the report, following those included in the report template where possible.
· Use chapter, page and paragraph cross-references where necessary.
· Reports should be page-numbered.
c. Report style
· Be consistent in the use of tense. Any research findings should generally be in the past tense - 'the research found... / 20% of respondents reported... etc'. 
· Be consistent in the use of terminology - e.g householders / residents; energy companies / energy suppliers; consumers / customers etc.
· For abbreviations and acronyms, unless in common English usage, put the name in full when first used followed by the abbreviation or acronym in brackets, and then use the abbreviation. 
· In addition, it may be appropriate to also include a glossary.
· Avoid unnecessary jargon. Unavoidable jargon terms should be explained the first time they are used.
d. Bibliography and References
· Number references to published work consecutively throughout the report preferably using Arabic numerals as superscript.  References should follow standard citation procedures – for example:  
· Author, A., Author, B.  Year.   Title of paper. Title of Journal, volume no, pages; 
· Author, A., Author, B.  Year.  Title of book/chapter, (Editors Title of book) publisher; 
· Author, A., Author, B.  Year.  Title of report. Available at XXX-weblink. (access date)
e. Disclaimer
· A disclaimer should be inserted on the first inside page of the report, as follows: “The views expressed in this report are those of the authors, not necessarily those of the Department of Energy and Climate Change (nor do they reflect Government policy).”
f. Logos
· The DECC logo is provided on the Report Template. Other logos of the contractor / other parties involved may be placed on the inside front cover.


8. Presenting methods, analysis and findings
a. Key points about presenting evidence 
· The report should clearly and fully reflect the agreed aims of the research, be impartial, and clearly indicate when the research took place.
· Findings and conclusions should be clearly related to the objectives and research questions for the study. 
· All findings must be clearly substantiated by the evidence, and it should be clear to the reader how conclusions have been drawn and what they are based upon.
· Any recommendations, where requested, should clearly stem from the interpretation of the evidence, where possible being linked back to specific key findings.
b. Presenting the methodology and research tools
· The methodology section in the main report should include enough information for the reader to understand exactly how the findings were generated, including a brief description of the research design; sampling approach, size and response rate; timing and location of fieldwork; and any limitations of the approach (including implications for robustness of data and findings).
· Detailed methodology should be included in an annex, along with research tools, case study details etc.
· For evidence reviews, the approach and criteria for identification, inclusion and weighting of evidence should be clearly explained in the report.
c. Reporting findings
· Any limitations of the evidence should be clearly set out (for example restricted access to participants, gaps in sample coverage, time restraints) and implications for errors / bias in findings.
· In any research study which has included both qualitative and quantitative research, these findings should always be linked and interpreted together in the report.
d. Presenting quantitative research:
· Research findings should normally refer to the respondents in the research rather than the general population (i.e. 20% of respondents thought X rather than 20% of householders / people / consumers) unless the research methodology allows such generalisation - i.e. a random sampling approach. In such cases statistical significance should be referred to. 
· However, it is not normally appropriate to use significance testing with non-random samples (e.g. quota samples). 
· Any reporting of percentages should make clear the base/total number of respondents on which percentages are being calculated. Percentages should be not normally be presented on bases less than 100. 
· Sub-group analysis should respect minimum sample sizes for quantification and/or significance testing of differences between groups, related to expected size of change or difference between groups.
· Generalisations from samples should only be made where the sample is sufficiently large and representative to warrant this.
· Where precise figures are not available or not appropriate use the greatest degree of precision possible - e.g. ‘around three quarters’ or ‘the majority’.
e. Presenting qualitative research:
· As part of good qualitative research, corroborating evidence should be used to support and triangulate any findings (including  other sources of evidence / data generated or identified by the research). However, there should also be discussion of where there was limited evidence which prevented this. 
· Similarly, discussion of any conflicting or rival theories should be presented, e.g. contradictory evidence; absence of evidence.
· It should be made clear that findings relate to the research respondents and are not generalisable to e.g. the whole population, although may be considered representative of the range of views held by the target group for the research. 
· Reporting should make clear the extent to which findings reflect the views of most or few respondents, and/or specific subgroups. 
· Very general terms for groups of respondents such as 'stakeholders' should be avoided, rather descriptive terms should be used, as appropriate – e.g. 'local authority representatives' etc.
· Verbatim quotes should be used to illustrate and reinforce a point made in the text, but not as a substitute for presenting a finding. All key points should be illustrated with at least one quote.
· All quotations should be anonymous but give a clear indication of how the respondent fits into the sampling scheme - the details to be included should be agreed with the DECC project manager before the report is drafted and used consistently throughout (e.g. 'respondent 17, female, homeowner' etc). 
f. Presenting tables, charts, diagrams and statistics
· Charts and diagrams should be used, where appropriate, to illustrate noteworthy findings and to break up the text.
· Supporting narrative should always be included to highlight, explain, qualify or expand on the message of a table or chart.
· Tables and figures should be headed, numbered and sourced. They should always be clearly and accurately referenced in the text.
· Tables of data should normally be presented with row and column totals. 
· Base totals should be presented with every table or chart presenting survey data.
· A definition should be given of the base sample, e.g. all respondents (n) or all respondents [within a subset] (n). 
· It should be clear whether any percentages are weighted or unweighted, and where weighting is used both weighted and unweighted bases should be provided for charts and tables. 
· Any weighting used should be explained to the reader, in a way which is understandable to a non-specialist audience.
· Chart axes should be clearly and unambiguously labelled, and use consistent scales, to avoid false comparison between charts.
g. Anonymity
· To preserve confidentiality and anonymity, no identifying details of individual participants in the research or of particular organisations should be included in any report to the Department, unless this has been specifically cleared in advance with the individual or organisation concerned.
h. Previous literature
· Any review of previous literature included in a report of primary research should clearly relate to the aims and objectives of the research.  As far as possible, it should also indicate the status of the literature reviewed, whether it has been subject to any rigorous quality control criteria, and how robust any cited findings are.
· Findings or conclusions from previous literature should be clearly differentiated from findings of primary research.
· All sources of evidence should be clearly referenced.
9. Submitting reports 
a. Report outline
· A report outline, setting out chapter and section headings, and bullets of what will be covered within each chapter/section, should be agreed with the Project Manager well in advance of the draft report. This should show clearly how each of the research questions have been answered.
b. Draft Reports
· All draft reports should be thoroughly proof read by someone other than the author before submission to DECC, to minimise spelling and grammar errors and gaps and inconsistencies in information and logic.
· If several authors have contributed separate sections to the report a thorough editorial review is needed prior to submission, to ensure consistent style and avoid unnecessary repetition.	
· The date and status of the report should be clear (e.g. Draft 1, June 2011).
· The electronic version of the draft final report should be in Microsoft Word. Other formats should only be used with prior agreement from the DECC project manager.
c. Interim reports
· If there have been previously disseminated or published interim reports, the final report should show clear links between the emerging findings in the interim report and the findings in the final report.  
· Any other work mentioned in the text, including earlier or interim reports, should be fully referenced.
d. Final draft report
· The final draft report should have a further proof-read before submission, following comments and sign-off from the DECC project manger.
e. Supplying data
· For quantitative research you will be expected to provide copies of cleaned data with documentation at the same time as the final agreed report – this should be presented as excel/CSV or SPSS files. There should be a full and detailed explanation of all labels and variables of the dataset, to allow easy use by researchers within DECC.
· For qualitative research you will generally be expected to provide transcripts or other notes collated as qualitative data. The data should have clear labels and sufficient explanation to allow further analysis where necessary (e.g. gender, age, geographical location).
· For secondary research / evidence reviews etc you will be expected to provide summaries and full references of all sources reviewed, e.g. using a proforma developed as part of the research.



 Annex E

Model Specification Proforma 
Invitation to Tender for: Local Views on Fracking
Tender Reference Number: 1114/12/2015
Deadlines for Tender Responses: Friday, 22 January 2016 17:00 PM

	Project Details

	(if relevant in this specification) 
Who are the customers? (Main customer and day to day working contact)
	Please provide a brief description of the main customer(s) and also of any contact who will be available on a day to day basis (if different from main customer).


	Purpose

	description of what the project aims to achieve, or the problem it aims to solve;
rationale for the development of the model and how this will meet the project aims 
· include context with in-use models and clarifying why the requirement is not met by existing models[footnoteRef:8] [8:  Consult colleagues and contacts with relevant knowledge and expertise of these models] 

· provide a brief outline of any projects past or live which are related to this one and for which lessons, outputs and details might be useful in this project;
key decisions that the model outputs will be used to support;
any other details necessary to give context to the requirement for the model development should also be stated.

	Model Input Requirements

	Source Data
	Information about quantitative model input data (e.g. macro economic data, energy prices, technology prices) including who is providing it and how it has been produced. Also: 
· Who will sign off the data choices?
·  Where the data is to be stored and in what format? 
· Plans to communicate any risks around poor quality data

	Options to be considered

	Will there be alternate sources of data to be analysed and compared (e.g. top down and bottom up estimates)?

	Functionality[footnoteRef:9] [9:  It is generally not necessary or desirable to state specific calculations as part of the specification. Explicit functionality exclusions such as “Does not estimate options and sensitivity cases” or “Does not incorporate stochastic functions” should also be detailed where appropriate.] 


	Calculations
	Key design requirements should also be noted such as:
· The time periods to be used for calculations (monthly, yearly multiple)
· Whether scenario analysis will be required
· How data transformations will occur / algorithms will be applied

Key outputs to be performed  e.g.
· Generation of quarterly cash flows
· Generation of NPV estimates
· Probabilistic forecasts for 2030 energy use through Monte Carlo analysis


	Sensitivities and scenarios
	Key sensitivities to be analysed and scenarios to be run
· How will the model cope with new scenarios being requested?
· How and where will assumptions be listed and their impact determined?

	Software[footnoteRef:10] [10:  If the model is to be delivered to the customer or shared with suppliers then make sure that it is compatible with their software too. ] 

	Includes information about any specialist software required in addition to Excel.

	Output Requirements

	Deliverables
	Key reports or outputs[footnoteRef:11] required, including level of accuracy e.g.: [11:  Avoid use of non-DECC IP to ensure the model can be published] 

· Pilot study
· Mock up of initial model / outputs
· Analysis (e.g. graphs/tables) to support submissions, IAs, reports etc;
· Training in how to use model
· Final model 
· Analytical tool to be used by policy colleagues;
· QA Log
· Presentation to approving body / project boards.
· Knowledge Management  e.g. DECCipedia Entry

	Overview of Model Structure

	Model map
	A high-level model map/design which acts as a precursor to a more detailed design

	Logic diagram(s)
	Which identify the logic and components of calculations and provides a structured approach to ensuring various elements (inputs, assumptions, etc) are identified
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