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1. [bookmark: _Toc368573027][bookmark: _Toc516661422]PURPOSE
[bookmark: _Toc296415791]To procure a press officer/communication lead for the Committee on Standards in Public Life (CSPL).
[bookmark: _Toc368573028][bookmark: _Toc516661423][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY
CSPL is an independent, standing body, established in 1994. The Committee is sponsored by the Cabinet Office. The Committee monitors, reports and makes recommendations on all issues relating to standards in public life. Its terms of reference are to “examine current concerns about standards of conduct of all holders of public office, including arrangements relating to financial and commercial activities, and make recommendation as to any changes in present arrangements which might be required to ensure the highest standards of propriety in public life”. And “to review issues in relation to the funding of political parties and to make recommendations as to any changes in the present arrangements”.
The Committee’s remit extends to public service providers as well as holders of private office.  Its remit extends to England only, not the devolved assemblies.
The Committee does not investigate complaints and has no power to investigate individual allegations of misconduct; it reviews ethical standards in public life. The Committee has no statutory basis and has no legal powers.
The Committee comprises an independent Chair, 4 independent members and 3 political members from the Conservative, Labour and Liberal Democrat parties.  The Prime Minister makes all the appointments: independent members are appointed for a fixed 5 year term; political members are nominated by their party leader and appointed for a 3 year renewable term.
[bookmark: _Toc368573029][bookmark: _Toc516661424][bookmark: _Toc297554774]Background to requirement/OVERVIEW of requirement
The Committee requires the provision of press services to enable it to meet its organisation objectives.
The Committee has maintained a key position in public life since 1994.  It is the guardian of the Seven Principles of Public Life – Selflessness; Integrity; Objectivity; Accountability; Openness; Honesty; Leadership. 
The Committee undertakes important and influential work in the public standards field.  As well as increasing high ethical standards in public life, it aims to increase public awareness of these standards and thereby help increase the public’s trust in public and political life.  All this in a complex standards landscape.  We need strong, reliable, persuasive communications and press support and advice to assist us in achieving these aims, and maintaining the Committee’s reputation. A comprehensive understanding of this landscape, how government and parliament works, and how the Committee fits into all of this, is essential.
The Committee fulfils its role in a variety of ways, across all of which the press officer needs to be fully up-to-speed.  As well as undertaking formal, substantial inquiries leading to published reports and Command Papers, the Committee may produce shorter reports/guidance, and contribute to other organisations’ consultations. The Committee gathers evidence for its work by holding seminars, roundtables, individual meetings and undertaking research.  The Committee is frequently asked to comment on matters of public concern relating to ethical standards in public life.  The Committee routinely monitors and considers issues and concerns relating to standards in public life. The Committee also promotes the Seven Principles of Public Life and contributes to policy development through meetings, seminars, speaking engagements and contributing to consultations on ethical governance. 
The Committee is currently finishing a report on the importance of ethical standards for public service providers and working on 2 other reviews: MPs’ outside interests to be published in June 2018 and local government ethical standards to be published in December 2018/January 2019.

[bookmark: _Toc516661425][bookmark: _Toc368573030]definitions 
	Expression or Acronym
	Definition

	CSPL 
	Committee on Standards in Public Life

	7 Principles
	Seven Principles of Public Life.  Also known as the Nolan Principles.

	The Committee
	Committee on Standards in Public Life


[bookmark: _Toc516661426]scope of requirement 
[bookmark: _GoBack]CSPL requires press and communications advice and support on ethical standards issues that are complex, substantial and high profile.  We need expert communication advice both for our longer-term strategy and for front-line immediate media handling, with a focus on reputation management.  We need press advice that understands the context in which we operate. Forward communications planning and immediate response to press inquiries as required.  
To be included:
Communicating the Committee’s work. This work covers a range of products, across all of which the press officer needs to be fully up-to-speed.  This includes serious, substantial reviews as well as shorter reports/guidance, and the Committee’s submissions to other organisations’ consultations. 
Dealing with all media inquiries and interview requests.
Understanding what the Committee should and should not comment upon in the face of pressure from the media for comment.
Work closely with the Committee and its Secretariat; maintain their trust and understanding.  Having a keen understanding of the Committee’s work and the context and sensitivities in which it operates to help widen public understanding of the Committee’s role.  
The Chair of the Committee speaks for the Committee, with members in support as necessary. As well as understanding the Committee’s work, the press/communications officer needs to appreciate the particular ways of working of the Chair and individual Committee members.  
Press and social media monitoring for standards issues in which the Committee may have an interest.
Administration of the Committee’s twitter account.
Seeking media opportunities for the Chair/Committee’s work in relevant media.
Drafting blogs for Committee members.
Attending monthly Committee meetings and other meetings as required eg. with Secretariat, roundtables, hearings, seminars.

[bookmark: _Toc368573031][bookmark: _Toc516661427]The requirement
[bookmark: _Toc368573032]Job Description:
Demonstrably independent of government and politically neutral. There is reputational risk to the Committee if this is not the case.
Dedicated press officer.
Experience and knowledge of the lobby with the ability to build good working relationships with key journalists and to be trusted and credible with very senior professional and rapid media response.
First point of contact for media bids/enquiries.  The Committee is frequently engaged on high profile, political issues that require a high quality, professional advice and rapid media response.
Advice and arrangements for media bids/inquiries. Develop lines to take, operational notes, press notices, preparation and handling of office-holders; attend media interviews as needed.
Press monitoring for standards issues in which the Committee may have an interest.
Social media monitoring for relevant standards issues.
Administration of the Committee’s twitter account.
Seeking media opportunities for the Chair/Committee’s work in relevant media.
Drafting blogs for Committee members.
Develop and oversee implementation of media/communications strategies with advice to the Secretariat.
Advice and support on all media/publication issues, including annual reports, inquiries, special one-off reports, and written and oral evidence to select committee and other inquires.
Attending monthly Committee meetings and other ad hoc meetings as required e.g. with Secretariat, roundtables, hearings, seminars, briefing Committee members for interviews.
Keeping up-to-date with the Committee’s current work.
Knowledge of Committee’s past work and recommendations.
Out of hours cover.
The Potential Provider should note the following project milestones that the Authority will measure the quality of delivery against:
	Milestone
	Description
	Timeframe

	1
	Meet new Committee Chair and brief them on media bids, media sensitivities, gain Committee Chair’s trust and confidence
	Within week 2 of Contract Award

	2
	Be up-to-speed on Committee’s current projects
	Within week 2 of Contract Award

	3
	Attend Committee meeting and meetings with Secretariat and contribute to comms plan for local government review
	Within week 8 of Contract Award

	4
	Write blog for local government review
	Within week 10 of Contract Award


[bookmark: _Toc302637211]
[bookmark: _Toc516661428][bookmark: _Toc368573033]authority’s responsibilities
Not Applicable.
[bookmark: _Toc516661429]reporting
The press/communications officer will report to the Secretary to the Committee and the Chair as necessary.
[bookmark: _Toc368573034][bookmark: _Toc516661430]volumes
Hours of work are on an ‘as required’ basis.  But, based on previous levels of work, the general expectation is around 24 hours per month, with the understanding that there may be fewer or higher hours worked at times of high activity for the Committee.  
Out of hours cover required expected to be an average of 16 hours per month.
[bookmark: _Toc368573035][bookmark: _Toc516661431]continuous improvement
The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
The Supplier should present new ways of working to the Authority during quarterly Contract review meetings. 
Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.
[bookmark: _Toc368573037][bookmark: _Toc516661432]PRICE
Invoice monthly according to hours worked.  Itemise hours with corresponding work.
Prices are to be submitted via the e-Sourcing Suite in the Appendix E document provided, which are to be excluding VAT.
[bookmark: _Toc368573038][bookmark: _Toc516661433]STAFF AND CUSTOMER SERVICE
The Authority requires the Potential Provider to provide a sufficient level of resource throughout the duration of the CSPL Press Officer/Communications Lead Contract in order to consistently deliver a quality service to all Parties.
Potential Provider’s staff assigned to the CSPL Press Officer/Communications Lead Contract shall have the relevant qualifications and experience to deliver the Contract. 
The Potential Provider shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  
[bookmark: _Toc368573039][bookmark: _Toc516661434]service levels and performance
The Authority will measure the quality of the Supplier’s delivery by:

	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Monthly briefing and Committee meetings
	Attend all Committee meetings and pre-brief meetings.  Consider agenda items for comms and media issues and advise accordingly.
	100%

	2
	Blogs
	Draft blogs on behalf of Committee members – generally around 250 words.
	100%

	3
	Media bids 
	Provide immediate and appropriate advice to Chair and Committee members on media bids
	100%

	4
	Administration of CSPL twitter account
	Administer twitter account.  Post on behalf of the Committee and re-tweet appropriately with minimal supervision by the Secretariat
	100%



[bookmark: _Toc368573040][bookmark: _Toc516661435]Security requirements
The supplier will need to be, or able to obtain clearance for access to 1 Horse Guards Road, London SW1A 2HQ and the Houses of Parliament.
[bookmark: _Toc516661436][bookmark: _Toc368573042]payment
Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
[bookmark: _Toc368573043][bookmark: _Toc516661437]Location 
The location of the Services will be carried out between CSPL offices at 1 Horse Guards Road, London, SW1A 2HQ, and remotely at the suppliers’ offices and media studios.
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