
 	
ORDER FORM
Social & Economic Research Framework Agreement
FROM
	Authority
	DWP

	Commercial Team Address
	Department for Work and Pensions Finance Group

GS25 Quarry House
Quarry Hill
Leeds
LS2 7UA 

	Invoice Address
	 Department for Work and Pensions

 SSCL Accounts Payable Team
 Room 6124, Tomlinson House
 Norcross
 Blackpool
 FY5 3TA

	DWP Contact Ref:
	Name: [REDACTED]
Phone: [REDACTED]
E-mail: [REDACTED]

	Project Title
	The Provision of Research services for the Group Work/JOBS II Project for DWP

	Project Reference
	CCZZ16A39

	Purchase Order Number
	(To be quoted on all correspondence relating to this Order)

	Order Date
	24/03/2017



TO
	Provider:
	ICF Consulting Services Ltd

	For the attention of:
E-mail
Telephone number
	Name: [REDACTED]
Phone: [REDACTED]
E-mail: [REDACTED]

	Address
	ICF Consulting Services Ltd
3 The Crescent,
Plymouth,
PL1 3AB




	1. SERVICES REQUIREMENTS

	(1.1) Services and Deliverables Required:
See Annex A for full details 

	(1.2) Commencement Date: 
24th March 2016
See Annex B for full timetable

	(1.3) Price Payable by Authority 
Call off up to a maximum of £899,629.69 excl. VAT
See Annex C for full details

	(1.4) Completion Date:  
See Annex B for full timetable



	2 ADDITIONAL REQUIREMENTS

	(2.1) Supplemental Requirements in addition to Call-Off Terms and Conditions:
None

	(2.2) Variations to Call-Off Terms and Conditions
None



	3. PERFORMANCE OF THE SERVICES AND DELIVERABLES

	(3.1) Key Personnel of the Provider to be involved in the Services and deliverables:
See Annex D for details

	(3.2) Performance Standards
See Annex A for full details

	(3.3) Location(s) at which the Services are to be provided:
See Annex A for full details

	(3.4) Quality Standards
See Annex A for full details

	(3.5) Contract Monitoring Arrangements
See Appendix 3 for full details



	4. CONFIDENTIAL INFORMATION

	(4.1) The following information shall be deemed Commercially Sensitive Information or Confidential Information:-
Please see Appendix 4 for full details
(4.2) Duration that the information shall be deemed Commercially Sensitive Information or Confidential Information
Please see Appendix 4 for full details



BY SIGNING AND RETURNING THIS ORDER FORM THE PROVIDER AGREES to enter a legally binding contract with the Authority to provide the Service specified in this Order Form together with, where completed and applicable, additional requirements set out in Section 2 of this Order Form.  Incorporating the rights and obligations in the Terms and Conditions set out in the Framework Agreement entered into by the Provider and the Authority on 1st July 2013 and any subsequent signed variations to the terms and conditions.   
	For and on behalf of the Provider:-

	Full Name
	[REDACTED]

	Title
	Executive Director and Vice President

	Signature
	[REDACTED]

	Date
	29.03.17



	For and on behalf of the Authority-

	Full Name
	[REDACTED]

	Title
	Commercial Manager

	Signature
	[REDACTED] 

	Date
	03.05.2017







SECTION 2

[bookmark: _Toc316998586]APPENDIX 1 – THE SERVICES

[bookmark: _Toc316998587]1	General
1.1	The following additional documents shall be deemed to be incorporated into this Contract (as appropriate);

	Document
	Dated

	Framework Call-off Terms and Conditions
	Monday 27th October 2014

	Specification
	

	Providers Tender/Proposal
	




[bookmark: _Toc316998591]2	Recruitment Through Jobcentre Plus
2.1	One of the key objectives of the Department for Work and Pensions is to move people from welfare into work. DWP has a Great Britain-wide network of Jobcentre Plus offices that provide job broking services for unemployed people. The Provider is therefore required to notify Jobcentre Plus when recruiting staff for any entry-level job vacancies located within Great Britain, which may arise from the delivery of their contract to the Authority 

[bookmark: _Toc228715244][bookmark: _Toc228715245]2.2 	The Provider is also encouraged to notify Jobcentre Plus of any other vacancies that may arise. The Provider may in addition use other recruitment methods.

[bookmark: _Toc316998592]3	Appendices
3.1	The following annexes form part of this appendix;

Annex A – Specification of Service Required under this Contract
Annex B – Timetable
	Annex C – Prices, Rates and Payment Schedule
	Annex D – Provider and Sub-contractor Key Staff
	Annex E – Approved Sub-contractors
	Annex F – List of MI Requirements











[bookmark: _Toc316998595]

Annex A - Specification of Service Required under this Contract

1. Specification of Service Required under this Contract




2. Providers Tender/Proposal

[REDACTED]












































Annex B – Timetable

Stage One
	Deliverable Description
	Expected Milestone

	Project Inception meeting
	March 2017 – meeting to be arranged

	Finalisation of methodology
	March 2017 – submission of a short paper outlining detail of methodological approach

	Project Management
	March – July 2017

	Quality assurance
	July 2017 (report stage)

	Steering meetings/presentations 
	Once every 4 months (starting March 2017)

	Progress reporting
	Weekly from contract start (payment end July)

	Research tools and sampling
	March 2017 – sign-off of final questionnaires and sampling stratification

	Recruitment
	April 2017 – interview completion

	Work Coach interviews
	May 2017 – interview completion

	Provider interviews
	May 2017 – interview completion

	Claimant interviews
	May 2017 – Interview completion

	Analysis of qualitative data
	June 2017 – delivery of report

	Reporting
	July 2017 – sign-off of report

	Questionnaire Development
	March 2017 -  sign-off of final agreed questionnaires

	Fieldwork
	March 2017 onwards – payment in agreed batches based on achieving agreed volumes

	Data reduction and analysis
	June 2017

	Reporting
	July 2017 – on delivery of interim report



Stage Two

	Deliverable Description
	Expected Milestone

	Project Management
	Ongoing from July 2017

	Quality assurance
	June/July 2019 – payment on sign-off of final reports

	Steering meetings/presentations 
	Once every 4 months

	Progress reporting
	Between July 2017 – June 2019 (weekly up-date meetings)

	CBA framework and calculations
	June 2019 – payment on sign-off of final report

	Reporting and peer review
	June 2019– payment on sign-off of final report

	Project design / Sampling
	July 2017

	Questionnaire Development
	July 2017

	Fieldwork costs
	Between July 2017 – Dec 2018

	Data reduction and analysis
	Ongoing basis from Dec 2017

	Reporting and Dissemination
	Ongoing basis from Dec 2017 – payment on sign-off of final report

	Additional costs
	As occurring

	Quantitative analysis - Impact analysis
	June 2019 – payment on sign-off of final report

	Quantitative Analysis - Modelling 
	June 2019 – payment on sign-off of final report

	Reporting
	July 2019 – payment on sign-off of final report

	Expenses / Travel & Subsistence / Transcription Costs / Incentive for qualitative interviews / Infographics
	From July 2017 – July 2019 – as occurring









[bookmark: _Toc316998617]ANNEX C  – Prices, Rates And Payment Schedule

1. General 
1.1 For the performance of the Services, the Provider shall be paid the Contract Price calculated using the prices and rates entered in this Appendix.

[REDACTED]












[bookmark: _Toc316998596]Annex D – Provider and Sub-contractor Key Staff

[REDACTED]

[bookmark: _Toc316998597]Annex E – Approved Sub-contractors

[REDACTED]


[bookmark: _Toc316998599]Annex F – List of Management Information (MI) Requirements  


The Provider shall supply information listed below relevant to the delivery of the Services to the Authority, using formats and to timescales as specified by the Authority, [covering areas such as (but not limited to)]:


	Management Information Required
	Frequency/Date Required

	Submit copy of Board Minutes for Parent Company where PCG has been signed
	On or about the effective date (and in any event no later than the first Commencement Date)

	Full and final Security Plan in accordance with Appendix [6] 
	Within twenty (20) Working Days after the Commencement Date of the Call-Off contract and reviewed at least annually thereafter.

	Sustainable Development Policy Statement & Sustainable Development Plan in accordance with Appendix [7]
	Within six (6) Months of contract start date and at least annually thereafter.

	Diversity & Equality Delivery Plan in accordance with Appendix [8]
	Within six (6) Months of contract start date and at least annually thereafter.

	Workforce Monitoring Declaration in accordance with Appendix [8]
	Within six (6) Months of contract start date and at least annually thereafter.

	Apprenticeships & Skills Report in accordance with Appendix [10]
	Within six [6] Months of the contract start date and written updates on a [quarterly] basis thereafter.

	HMG Baseline Personnel Security Standard - Provider’s Declaration see HMG Baseline Personnel Security Standard - A Guide for DWP Contractors

	Within four (4) weeks of contract start date and submitted for each calendar year thereafter within one Month of the end of each calendar year (i.e. by 31st January for year ending 31st December)




[bookmark: _Toc316998600]APPENDIX 2 – ADMINISTRATION REQUIREMENTS

[bookmark: _Toc316998601]1	Authority's Authorisation
1.1	The following person is the Authority's Representative and is authorised to act on behalf of the Secretary of State for Work and Pensions on all matters relating to the Contract, contact details are shown in the Schedule 4 (Order Form) of the Framework Agreement.

Name:		
Title:		

1.2	The Authority's Representative may approve deputy Authority's Representatives to exercise on his / her behalf such powers as are contained in this Contract.

[bookmark: _Toc316998602]2	Provider's Authorisation
2.1	The following person is the Provider's Representative and is authorised to act on behalf of the Provider on all matters relating to the Contract, contact details are shown in Schedule the (Order Form) of the Framework Agreement.

Name:	[REDACTED]	
Title:	Executive Director and Vice President, ICF	

2.2	The following person is the Provider's Contract Manager and is authorised to act on behalf of the Provider on all matters relating to the Contract;

Name:  [REDACTED]
Title:	Senior Managing Consultant	

[bookmark: _Toc316998603]3	Payment Information
3.1	The Authority shall issue a purchase order to the Provider prior to commencement of the Service.

3.2	All invoices payable in compliance with the requirements of clause C2 of the call-off terms and conditions, must include the appropriate purchase order number and shall be sent to the following address;

DWP
SSCL Accounts Payable Team
Room 6124, Tomlinson House
Norcross
Blackpool
FY5 3TA

Shared Services Helpline: [REDACTED]

[bookmark: _GoBack]3.3	Any additional information required independently of the invoice will be detailed in the Order Form at Call-off stage.

[bookmark: _Toc316998604]Disputed Claims
4.1	Notwithstanding paragraph 4.5 of this Appendix, payment by the Authority of all or any part of any invoice rendered or other claim for payment by the Provider shall not signify approval of such invoice/claim. The Authority reserves the right to verify invoices/claims after the date of payment and subsequently to recover any sums which have been overpaid.

4.2	If any part of a claim rendered by the Provider is disputed or subject to question by the Authority either before or after payment then the Authority may call for the Provider to provide such further documentary and oral evidence as it may reasonably require to verify its liability to pay the amount which is disputed or subject to question and the Provider shall promptly provide such evidence in a form satisfactory to the Authority.

4.3	If any part of a claim rendered by the Provider is disputed or subject to question by the Authority, the Authority shall not withhold payment of the remainder.

4.4	If any invoice rendered by the Provider is paid but any part of it is disputed or subject to question by the Authority and such part is subsequently agreed or determined not to have been properly payable then the Provider shall forthwith repay such part to the Authority.

4.5	The Authority shall be entitled to deduct from sums due to the Provider by way of set-off any amounts owed to it or which are in dispute or subject to question either in respect of the invoice for which payment is being made or any previous invoice.

[bookmark: _Toc316998605]5	Final Claims
5.1	Provided all previous claims have been paid, the authority shall have no further liability to make payment of any kind to the Provider once the final claims have been paid.



[bookmark: _Toc273536762][bookmark: _Toc316998606]APPENDIX 3 – MONITORING REQUIREMENTS

This Appendix sets out the contract management requirements which are applicable to the delivery of the Services.  
 
[bookmark: _Toc273536763][bookmark: _Toc316998607]1	Reviewing Contract Performance
1.1	The Provider shall work with the Authority to establish and maintain an effective and beneficial working relationship to ensure the Contract is delivered to at least the minimum required standard as specified in the Appendix (The Services).

1.2	The Provider shall work with the Authority to establish suitable administrative arrangements for the effective management and performance monitoring of the Contract and shall provide information as requested to monitor and evaluate the success of the Contract and the Provider’s management and delivery of it. 

1.3	The Provider shall supply information requested relevant to the delivery of the Services to the Authority, using formats and to timescales specified by the Authority in Appendix 1, annex D.

1.4	The Authority intends, wherever it can, to capture and collate information through its IT system(s). However, the Authority does reserve the right to make reasonable requests for information (at no additional charge) from the Provider including ad-hoc requests for information from time to time. 

1.5	Any additional requests for information shall be considered in consultation with the Provider as shall the process of defining the methods of collection. 

1.6	Where an ongoing, short-term or one-off requirement is agreed, both Parties agree that it shall be included, or deemed to be included within this Appendix.

1.7	Review meetings between the Authority and the Provider shall also cover, as appropriate, resolving disputes and/or dealing with contractual breaches in accordance with the terms and conditions of this Contract.  Roles and responsibilities will be documented and the personnel involved in managing the relationship identified and suitably empowered.

1.8	The Authority may undertake spot checks at any time to ensure that the Provider is complying with its obligations under this Contract and the Provider shall co-operate fully, at its own cost, with the Authority.
  
1.9	The Provider will be responsible for managing and reporting on any sub-contractual arrangements. Arrangements shall include mechanisms for the provision of management information, including feedback to and from customers, stakeholders, change control procedures and the prompt resolution of any problems. The Authority will agree with the Provider day-to-day relationship management, contact points, communication flows and escalation procedures.

1.10	The Provider will be expected to continuously improve the quality of the provision including that delivered by Sub-contractors. Where quality falls below acceptable levels the Provider will be expected to have suitable escalation procedures in place and, in respect of sub-contracted provision, take action where necessary to terminate the contract. 


[bookmark: _Toc316998609]2	Access
2.1	In all instances, the Provider shall co-operate and provide such reasonable assistance as may be necessary to facilitate such monitoring. Failure to provide such reasonable assistance shall be deemed a "Serious Breach" for the purposes of clause H2 (Termination on Default).

[bookmark: _Toc316998610]3	Sustainable Development 
3.1	The Authority will review the Provider’s Sustainable Development Policy Statement and Sustainable Development Plan submitted by the Provider in accordance with the Appendix (Sustainable Development Requirements) and then at least annually thereafter.

3.2	Sustainable Procurement Risk Assessment Methodology (SPRAM) is a tool used by the Authority to identify and mitigate any potential risks to sustainability in contracts. The process requires that each Contract be assessed for its potential social, economic and environmental risks, throughout the various stages of its lifetime. Where risks are identified, appropriate mitigation action is required to reduce or eliminate the risk to sustainability. The Authority may at times require input from the Provider in order to ensure that this process is given the required levels of consideration.

[bookmark: _Toc273536764][bookmark: _Toc316998611]4	Diversity and Equality 
4.1	The Authority will review the Provider’s Diversity and Equality Delivery Plan and completed workforce monitoring data template when submitted in accordance with the Appendix (Diversity and Equality Requirements) and then annually thereafter. The Authority can request full policy/procedure documents at any time throughout the Contract.

[bookmark: _Toc316998612]5	Apprenticeships and Skills
[bookmark: _Toc273536765]5.1	The Authority will review the Provider’s Apprenticeships and Skills Report when submitted by the Provider in accordance with the Appendix (Apprenticeships and Skills Requirements) and then annually thereafter.

[bookmark: _Toc273536766][bookmark: _Toc316998613]6	Security Requirements
6.1	The Authority will review the Provider’s Security Plan when submitted by the Provider in accordance with the Appendix (Security Requirements and Plan) and at least annually thereafter.

[bookmark: _Toc316998614]7	HMG Baseline Personnel Security Standards
7.1	The authority will review the Provider’s HMG Baseline Personnel Security Standards Declaration in accordance with HMG Baseline Personnel Security Standard – A Guide For DWP Contractors.

[bookmark: _Toc273536769][bookmark: _Toc316998615]8	Health and Safety Responsibilities of the Authority Visiting Officers
8.1	The Authority representatives visit Providers and its Sub-contractors for a variety of reasons. In the course of their normal duties such representatives of the Authority shall adopt an ‘eyes and ears' approach to monitoring health and safety. In doing this the Authority representatives shall not be conducting a health and safety inspection, nor shall they be in a position to offer advice on whether something is safe or not. Instead they shall approach this from the position of any lay person. If, however, the Authority representative does notice something on which they require assurance or clarification, they shall raise this with the Provider or the Sub-contractor's representative at the location where they are visiting. In no event are the Authority representatives to be seen as offering professional advice on health and safety matters and as such, shall not be liable for any advice or comments or otherwise given to the Provider or its Sub-contractors or any omission to give such advice, comments or otherwise.






	


[bookmark: _Toc316998619]APPENDIX 4 – COMMERCIALLY SENSITIVE INFORMATION

1 The Authority acknowledges that the Provider has requested that the following information be treated as Commercially Sensitive Information;

	Document
	Page Number
	Section
	Condition  paragraph number
	Explanation of harm which may result from disclosure and time period applicable to any sensitivity


	Proposal
	Page 25 to 47
	6
	Throughout
	Release of methodology could damage ICF’s future competitive position, 5 years

	Proposal
	Page 48 to 51
	7.1
	7.1
	Identification of staff and competitive strengths, 5 years 

	Pricing tables
	N/A
	N/A
	Throughout
	Commercially sensitive and could damage future competitive position, 5 years




2	The Authority will consult with the Provider on any request for information, identified as Commercially Sensitive, under the FOIA.

3	The Authority reserves the right to disclose any Commercially Sensitive Information held within this Contract in response to a request under the FOIA as set out at clause E5 of this Contract.

4	The Authority will automatically publish all information provided by the Provider not identified in this Appendix as constituting Commercially Sensitive Information provided that it satisfies the requirements of the FOIA.

5	The Authority reserves the right to determine whether any information provided in this Appendix does constitute Commercially Sensitive Information prior to publication.


[bookmark: _Toc316998620]APPENDIX 5 – SECURITY REQUIREMENTS AND PLAN
[bookmark: _Toc316998621]
A condition of any call off will be that the original Annex E Security Plan will need to be updated as necessary and resubmitted with a bid unless the decision has been taken in advance that a Generic Security Accreditation Document (GSAD) will be appropriate.  Information regarding GSADs will be made available if applicable to the call off contract.
	DWP will work with suppliers to achieve compliance in this process during the call off phase.
GSAD confirmed by customer 23.07.17 via email.







[bookmark: _Toc316998628]APPENDIX 6 – SUSTAINABLE DEVELOPMENT REQUIREMENTS

This appendix sets out the Sustainable Development requirements which are applicable to the provision of the Services.

[bookmark: _Toc264536864][bookmark: _Toc316998629]1.	General
1.1	The Provider acknowledges that the Authority must at all times be seen to be actively promoting Sustainable Development.

1.2	In delivering the Services, the Provider shall and shall procure that its Sub-contractors assist and cooperate with the Authority, by fully complying with the requirements of this Appendix.

[bookmark: _Toc264536865][bookmark: _Toc316998630]2.	Compliance
2.1	The Provider shall produce a Sustainable Development Policy Statement and Sustainable Development Plan in accordance with paragraphs 2.2 and 2.3 of this Appendix, within six (6) Months of the Commencement Date and annually thereafter. The Sustainable Development Policy Statement and Sustainable Development Plan must be specific to the Contract and include all Sub-contractors involved in delivery of the Contract. The Provider must obtain the required information from Sub-contractors and then collate and submit as stated above.

2.2	In delivering the Services, the Provider shall prepare a Sustainable Development Policy Statement giving, for each organisation involved in delivery of the contract:
a)	full assurance of waste disposal by a registered waste collector in accordance with current government regulations; and
b)	full assurance of the observation of Waste Electrical and Electronic Equipment (WEEE) regulations. 

2.3	In delivering the Services, the Provider shall prepare a Sustainable Development Plan which as a minimum, detail how each organisation involved in delivery of the contract will:
a)	minimise waste produced and promote recycling;
b)	minimise energy consumption; 
c)	minimise use of transport and promote use of public transport where transport is unavoidable.
Also required for each organisation are:
d)	baseline assessment of current position in terms of waste minimisation, recycling and energy consumption (energy consumption only required if current energy usage is available to organisations);
e)	annual estimates of the progress of Sustainable Development actions;
f)	details of how Staff awareness of sustainability will be increased in line with the Sustainable Development Plan.













[bookmark: _Toc316998631]APPENDIX 7 – DIVERSITY AND EQUALITY REQUIREMENTS
[bookmark: _Toc264536875][bookmark: _Toc212960453][bookmark: _Toc228095309][bookmark: _Toc232933289][bookmark: _Toc229374176]
[bookmark: _Toc282418771][bookmark: _Toc316998632]1.	General
1.1	The Provider acknowledges that the Authority has a ‘duty to promote’ equality and must at all times be seen to be actively promoting equality of opportunity for, and good relations between, all persons, irrespective of their race, gender, gender reassignment, disability, age, sexual orientation or religion/belief or in terms of pregnancy and maternity or marriage and civil partnership. The Provider must ensure that each of its Sub-contractors involved in delivery of the contract are aware of, and acknowledge, that the Authority has a ‘duty to promote’ equality.

1.2	In delivering the Services, the Provider shall, and shall procure that its Sub-contractors, assist and cooperate with the Authority in satisfying equality duties by fully complying with the requirements of this Appendix.
.
[bookmark: _Toc264536876][bookmark: _Toc282418772][bookmark: _Toc316998633]2.	Compliance
2.1	The Provider acknowledges the provisions of the equality legislation set out in clause D2 (Discrimination).

2.2	The Provider shall produce a Diversity and Equality Delivery Plan in accordance with paragraph 2.5 (and sub paragraphs) and paragraph 2.6 (and sub paragraphs) of this Appendix, within six (6) Months of the Commencement Date, and annually thereafter. The Diversity and Equality Delivery Plan must be specific to the Contract and include details for all Sub-contractors involved in delivery of the Contract. 

2.3	The Provider will provide workforce monitoring data in accordance with paragraph 3 (and sub paragraphs) of this Appendix, within six (6) Months of the Commencement Date and annually thereafter. 

2.4	The Authority will consider and agree the submissions made by the Provider when complying with paragraph 2 (and sub paragraphs of paragraph 2) and paragraph 3 (and sub paragraphs of paragraph 3) of this Appendix. Any issues will be raised with the Provider by the Contract Manager acting on behalf of the Authority. If an issue relates to a Sub-contractor, the Provider must raise and resolve the issue with the Sub-contractor. Once submissions are agreed by the Authority the Provider will formally review, revise and resubmit all information required in paragraph 2.2 and paragraph 2.3 on an annual basis. Diversity and equality aspects will also be discussed jointly by the Authority and the Provider as an ongoing item at the Contract review meetings. 

2.5	In delivering the Services, the Provider shall prepare the Diversity and Equality Delivery Plan which as a minimum includes:
a)	an overview of Provider and any Sub-contractor’s policy/policies and procedures for preventing unlawful discrimination and promoting equality of opportunity in respect of:
i) Race
ii) Gender
iii)	Gender reassignment
iv)	Disability
v)	Age
vi)	Sexual orientation
vii)	Religion/Belief
viii)	Pregnancy and Maternity
ix)	Marriage and Civil Partnerships;
b)	An overview of Provider and any Sub-contractor’s policy/policies and procedures covering:
i)	Harassment
ii)	Bullying
iii)	Victimisation
iv)	Recruitment procedures
v)	Staff training and development
Full policy documents must be made available to the Authority on request;
c)	Details of the way in which the above policy/policies and procedures are, or will be (and by when), communicated to the Staff;
d)	Details of what general diversity and equality related training has been, or will be delivered (and by when), to Staff;
e)	Details of what structure is already in place, or will be in place (and by when) and what resources are, or will be (and by when), directed towards diversity and equality within the Provider and any Sub-contractor’s organisation; and
f)	Details of any diversity and equality cases and tribunals (including volumes and outcomes) relating to the Provider and any Sub-contractors.

2.6	In delivering the Services, the Provider shall provide evidence, as required below, within the Diversity and Equality Delivery Plan as detailed at paragraph 2.2 of this Appendix:

a)	Where a Provider is delivering Services to customers on behalf of the Authority or Services to the Authority’s staff, the Provider must provide written evidence that:
i)	Equality Analysis have been carried out in conjunction with the Authority prior to the Services being delivered and will be carried out in the event of any changes to the Services, in accordance with equality legislation;
ii)	reasonable adjustments are made, as required by equality legislation to make those Services accessible to disabled people and that in the case of Information Technology services, those services are in accordance with the Authority’s standards; 
iii)	all Staff have had appropriate training so that they understand the duties required by equality legislation, and where Services are being delivered on behalf of the Authority, the Provider shall provide evidence that Staff understand the duties not to discriminate and to promote equality, in accordance with equality legislation.

2.7 	The Authority may request further information and assurance relating to diversity and equality at any point during the duration of the Contract.
[bookmark: _Toc264536877]
[bookmark: _Toc282417678][bookmark: _Toc282418773][bookmark: _Toc316998634]3.	Monitoring and Reporting
3.1	The Provider shall provide workforce monitoring data as detailed in paragraph 3.2 of this Appendix. A template for data collected in paragraphs 3.2, 3.3 and 3.4 will be provided by the Authority. Completed templates for the Provider and each Sub-contractor will be submitted by the Provider with the Diversity and Equality Delivery Plan within six (6) Months of the Commencement Date and annually thereafter. Providers are required to provide workforce monitoring data for the workforce involved in delivery of the Contract. Data relating to the wider Provider workforce and wider Sub-contractors workforce would however be well received by the Authority.  Providers and any Sub-contractors are required to submit percentage figures only in response to paragraphs 3.2(a), 3.2(b) and 3.2(c).

3.2	The Provider and Sub-contractors will each provide separate information detailing:
a)	the proportion of employees who are:
i)	female; and/or
ii)	disabled
iii) those who prefer not to state gender and/or disability

b) the proportion of Staff who in terms of ethnicity are:

White
i)	white British;
ii)	white Irish;
iii)	of any other white background
Mixed
iv)	white and black Caribbean;
v)	white and black African;
vi)	white and Asian;
vii)	of any other mixed background
Asian or Asian British
viii)	Indian;
ix)	Pakistani;
x)	Bangladeshi;
xi)	of any other Asian background
Black or Black British
xii)	Caribbean;
xiii)	African;
xiv)	of any other Black background
Chinese or other ethnic group
xv)	Chinese;
xvi)	of any other ethnic group
Prefer not to state
xvii) Prefer not to state ethnicity
For the avoidance of doubt, the seventeen (17) percentage figures submitted under categories i) to xvii) of this paragraph 3.2(b) (in each template in respect of the Provider’s employees and each Sub-contractors employees) should total one hundred percent (100%).
c)	The Provider will provide details of the proportion of its Sub-contractors that are:
i)	small to medium sized enterprises (meaning enterprises with less than two hundred and fifty (250) employees and a maximum annual turnover of forty (40) million pounds);
ii)	ethnic minority enterprises (in each case meaning an enterprise fifty one percent (51%) or more of which is owned by members of one (1) or more ethnic minority groups, or, if there are few owners, where at least fifty percent (50%) of the owners are members of one (1) or more ethnic minority groups). For this purpose, ethnic minority groups means ethnic groups other than White as referred to at paragraph 3.2(b) of this Appendix: and
iii)	black ethnic minority enterprises (in each case meaning an enterprise fifty one percent (51%) or more of which is owned by members of the Black or Black British ethnic group, or, if there are few owners, where at least fifty percent (50%) of the owners are members of the Black or Black British ethnic group). For this purpose, the Black or Black British ethnic group has the meaning referred to at categories xii) to xiv) in paragraph 3.2(b) of this Appendix.
For the avoidance of doubt, any given Sub-contractor may fall into one (1), two (2) or all of the categories i) to iii) listed in paragraph 3.2(c) of this Appendix, depending on its composition.

3.3	The Provider and any Sub-contractors will compare their figures, in all categories listed in paragraphs 3.2(a), 3.2(b) and 3.2(c) of this Appendix, and provide (where possible) comparisons against any official national/regional statistics that are publicly available. 

3.4	The Provider and any Sub-contractors will provide evidence of activities undertaken, or planned, in order to try and improve their current position in the categories detailed in paragraphs 3.2(a), 3.2(b) and 3.2(c) of this Appendix.

3.5	The Provider shall, and shall procure that its Sub-contractors will ensure at all times that they comply with the requirements of the DPA in the collection and reporting of the information to the Authority.
[bookmark: _NN204]

[bookmark: _Toc273536806][bookmark: _Toc316998635]APPENDIX 8 – WELSH LANGUAGE SCHEME

This Appendix sets out the Provider's obligations which are applicable to the provision of the Services in Wales. 

[bookmark: _Toc273536807][bookmark: _Toc316998636]1	General
1.1	The Provider acknowledges that in relation to the operation of its Services which are delivered in Wales, the Authority must at all times be seen to be actively promoting the equality of the English and Welsh languages, in accordance with the Welsh Language Act 1993. 

1.2	In the performance of the Contract, the Provider shall ensure that it cooperates with the Authority wherever possible in satisfying this duty, by fully complying with the requirements of this Appendix. 

[bookmark: _Toc273536808][bookmark: _Toc316998637]2	The Department for Work and Pensions Welsh Language Scheme
2.1	The DWP Welsh Language Scheme can be found at:
http://www.dwp.gov.uk/publications/corporate-publications/welsh-language-scheme/

2.2	The Provider shall, in the delivery of the Services, ensure that it complies with the Department for Work and Pensions Welsh Language Scheme and such instructions as the Authority may issue from time to time in respect of promoting the equality of the English and Welsh languages.

[bookmark: _Toc273536809][bookmark: _Toc316998638]3	Delivery of Services Through the Medium of Welsh
3.1	The Provider undertakes that those who have dealings with them are able to do so in English or Welsh. 

3.2	The Provider will ensure that:

a)	Those who want, or are required, to correspond with the Provider will be able to do so in English or Welsh;

b)	Those who are known to prefer corresponding through the medium of Welsh will have correspondence initiated in Welsh;

c)	Any correspondence received in Welsh will be answered in Welsh within the same timescales and standards as those written in English;

d)	Staff who are in Wales will greet any telephone callers in English and Welsh until the caller's preferred language can be ascertained;

e)	Any answer phones in the Provider's offices in Wales will have a pre-recorded bilingual message;

f)	All people who participate in the Services are able to contribute through the medium of English or Welsh;

g)	All material published and printed in Wales shall be available in English and Welsh. The standard of bilingual or Welsh material shall be of equal quality to those produced solely in English;

h)	All forms and explanatory material be available in both English and Welsh; and

i)	Any complaints or grievance procedure should be provided in both English and Welsh.


[bookmark: _Toc316998639]APPENDIX 9 – APPRENTICESHIPS AND SKILLS REQUIREMENTS

This Appendix sets out the Apprenticeships and Skills Requirements which are applicable to the provision of the Contract.

[bookmark: _Toc264536883][bookmark: _Toc316998640]1.	General
1.1	Government is committed to addressing skills issues and promoting training opportunities through procurement, to maximise the potential for improvements provided by its considerable spend.

1.2	In order to support and drive economic growth, the Government announced that it has prioritised the key policy agendas to be promoted through public procurement. Supporting apprenticeships, skills and the fight against youth unemployment is one of these ‘Policy through Procurement’ priorities on which Departments must now focus.

1.3	The Provider acknowledges that the Authority is required to support the above apprenticeships and skills aims and targets.

1.4	In delivering the Services, the Provider shall, and shall procure that its Sub-contractors assist and cooperate with the Authority by fully complying with the requirements of this Appendix.

[bookmark: _Toc264536884][bookmark: _Toc316998641]2.	Compliance
2.1	The Provider shall and shall procure that its Sub-contractors take all reasonable steps to employ apprentices, and report to the Authority the numbers of apprentices employed and wider skills training provided, during delivery of the Services.

2.2	The Provider shall and shall procure that its Sub-contractors shall take all reasonable steps to ensure that five percent (5%) of their employees are on a formal apprenticeship programme. This can include administration and support staff.

2.3	The Provider shall and shall procure that its Sub-contractors make available to employees information about the Government’s Apprenticeship Programme and wider skills opportunities.

2.4	The Provider shall and shall procure that its Sub-contractors provide any appropriate further skills training opportunities for employees involved in delivery of the Contract.

2.5	The Provider will produce an Apprenticeships and Skills Report in accordance with paragraph 3 (and sub-paragraphs) of this Appendix.

[bookmark: _Toc264536885][bookmark: _Toc316998642]3.	Monitoring and reporting
3.1	The Provider shall provide an Apprenticeships and Skills Report within six (6) Months of the Commencement Date and annually thereafter. The Apprenticeships and Skills Report must be specific to the Contract and include details for all Sub-contractors involved in delivery of the Contract. The Provider must obtain the required information from Sub-contractors and collate and submit an Apprenticeships and Skills Report that relates specifically to the Contract.

The Apprenticeships and Skills Report will include:

a)	the number of Staff during the reporting period involved in delivery of the Contract, including administration and support staff;

b)	the number of existing apprentices involved in the delivery of the Contract; 

c)	the number of new starts on apprenticeships initiated as a result of delivery of the Contract;

d)	if applicable, a robust explanation as to why it is not possible to meet the five percent (5%) target. (It may be that use of apprentices is not possible or appropriate in delivery of the Services); 

e)	action being taken to improve the take up of apprenticeships. These could include issuing leaflets on apprenticeships to eligible existing staff, advertising apprenticeship vacancies with local Jobcentre Plus, schools and colleges, offering apprenticeships in administration/support roles or seeking advice from the National Apprenticeship Service; and

f)	other training/skills development being undertaken by staff involved in delivery of the Contract including:

i)	Work experience placements for 14 to 16 year olds

ii)	Work experience/work trial placements for other ages

iii)	Student sandwich/gap year placements

iv)	Graduate placements

v)	Vocational training

vi) Basic skills training

vii)	On site training provision/facilities. 

3.2	The Provider shall, and shall procure that its Sub-contractors will ensure at all times that they comply with the requirements of the DPA in the collection and reporting of the information to the Authority.











1
		vAug2013


image2.emf
CCZZ16A39  Appendix B Statement of Requirements - V1.0.docx


CCZZ16A39 Appendix B Statement of Requirements - V1.0.docx






CONTENTS



1.	PURPOSE	2

2.	BACKGROUND TO THE CONTRACTING aUTHORITY	2

3.	Background to requirement/OVERVIEW of requirement	2

4.	definitions	7

5.	scope of requirement	8

6.	The requirement	8

7.	key milestones	14

8.	authority’s responsibilities	15

9.	reporting	15

10.	volumes	16

11.	continuous improvement	17

12.	Sustainability	17

13.	quality	17

14.	PRICE	17

15.	STAFF AND CUSTOMER SERVICE	17

16.	service levels and performance	17

17.	Security requirements	19

18.	intellectual property rights (ipr)	19

19.	payment	19

20.	additional information	19

21.	Location	19

























1. [bookmark: _Toc297554772][bookmark: _Toc368573027][bookmark: _Toc469907126]PURPOSE

[bookmark: _Toc296415791]The Department for Work and Pensions (DWP) wishes to appoint a Provider to undertake a research evaluation of a forthcoming intervention entitled – Group Work/JOBS II.

The evaluation will contribute to the achievement of a strategic objective for the DWP and Department of Health (DH) joint Work and Health Unit (WHU), building a strong evidence base of what interventions work best to help unemployed job seekers, with (or at risk of developing) low to moderate mental health issues, move into work.

[bookmark: _Toc368573028][bookmark: _Toc469907127][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY

The Department for Work and Pensions (DWP) is the Contracting Authority. The DWP is responsible for welfare, pensions and child maintenance policy.

DWP has a strong track record regarding evaluation of its policies and using the evidence generated to inform policy decisions and improve operational delivery. 

[bookmark: _Toc368573029][bookmark: _Toc469907128]Background to requirement/OVERVIEW of requirement

[bookmark: _Toc297554774]The Government is taking a number of steps to promote psychological wellbeing and job search. Research has found that claimants who struggle with their job search, or work related activity, include those with deteriorating health, mental health conditions or are in a post treatment situation. 

All of these circumstances have been found to have implications on job search and employment. Research indicates that a quarter of people who claim Jobseekers Allowance (JSA) and around 40% of these who claim Employment and Support Allowance (ESA) have mental health issues [McManus, 2012]1. This has costs for individuals, society and the UK economy. Research also indicates that helping unemployed people to actively job search and obtain employment is beneficial for wellbeing.  

The Department for Work and Pensions (the department) intend to carry out a trial that will test and evaluate the JOBS II model (UK version, 2015) (hereafter known as Group Work/JOBS ll) in the UK labour market. Group Work/JOBS II is a group based Programme delivered in five half-day sessions, averaging 4 hours a day over the period of a working week. 

This evaluation will sit within a broader Work and Health Trialling and Experimentation Strategy. Delivery of the strategy will develop our understanding of what works system-wide to improve the life chances of those with a health condition or disability, helping meet the manifesto commitment to halve the disability employment gap. Interventions and approaches to be trialled in this campaign include:

· Employment support in a health setting (e.g. increasing Employment Advisers in IAPT)

· Faster access to services/early interventions (e.g. access to supported on-line Cognitive Behavioural Therapy)

· Health-led Innovation Fund trials

The evaluation will help to build the work and health evidence base over time. The trial will also provide evidence at key points in 2018 to inform businesses cases to HMT and deliver comprehensive evidence by 2020 to shape longer-term responses to halving the disability employment gap.

JOBS ll is a week-long, facilitated employment Programme. It was developed and tested in the US and shown to have positive effects on job entry, emotional functioning and psychological wellbeing. The Programme was originally designed to be a preventive intervention for those at risk of depression as a result of job loss. The JOBS II Programme was initially trialled in Michigan and subsequent research included California, China, Ireland and Finland. 

Participants were tracked at various stages following completion of the Programme and compared against control groups. The findings broadly showed that the JOBS II Programme significantly decreased depression, improved job search capability and emotional functioning and also increased rates and quality of re-employment. Additional research indicates a restorative affect for those with Mental Health issues and beneficial effects for participants at a two year follow-up, including those who were long-term unemployed.  

In Finland, for example, Programme completers had a 6 percentage point difference in employment rates compared to the control group. In Ireland (192 participants) 47.7% were employed at the one year follow up stage compared to 16.8% in the control group. The quality of the employment resulted in better prospects for advancement and sustainability for participants.  Participants rated the quality of their working life as significantly higher than the control group

SAMPLE AND TRIAL DESIGN 

The trial is expected to support 3,000 starts and to run for up to 13 months from the first referral. There is the potential for an extension of up to 12 months if the required number of starts has not been met. We expect referrals to start on 9th January 2017.

Group Work/JOBS II is a voluntary provision and therefore no sanctions will apply if a claimant decides not to attend the Programme, or if they withdraw part way through. Referrals will be made exclusively by Jobcentre Plus Work Coaches and will consist of a range of welfare support benefit recipients who are struggling with their job search or work related activity.

Claimants who are participants of the Work Programme, Specialist Employability Support or Work Choice are not eligible to attend this provision.

The intervention will operate across six JCP districts. The intervention and research evaluation will be conducted in the following areas and JCP offices.



		Provider central delivery location

		JCP District and participating Jobcentre Offices



		

		Merseyside



		Liverpool

		Aintree, Belle Vale, Bootle, Crosby, Edge Hill, Everton, Garston, Huyton, Kirkby, Norris Green, Toxteth, Wavertree, West Derby, Williamson Sq, Birkenhead





		

		Avon, Severn and Thames



		Bristol

		Bristol Central, Bedminster, Bishopsworth, Easton, Horfield, Shirehampton, Kingswood, Bath, Clevedon, Yate, Weston Super Mare



		Gloucester

		Gloucester, Stroud, Cheltenham, Tewkesbury, Cirencester, Coleford, Cinderford





		

		Durham and Tees



		Middlesbrough

		Darlington, Hartlepool, Thornaby, Stockton, Billingham, Middlesbrough Central, Middlesbrough East, Eston, Redcar, Guisborough, Loftus





		

		Midland Shires



		Derby

		Derby Forester House, Derby Normanton





		

		Mercia



		Coventry

		Coventry Cofa Court, Coventry Tile Hill, Rugby, Leamington Spa, Nuneaton, Bedworth







The 3,000 will starts will allow for a robust impact assessment, but also allow for some exploratory sub-group analysis.  This volume of starts also makes the contract for the service delivery attractive for bidders and of sufficient scale that DWP will also learn something about the potential for larger-scale roll-out.

An overview of the trial design is presented below:
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Summary Trial Design

Data Collection Phase

Recruitment Phase
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12 Month
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The base population will be claimants who have a mental health condition, or are perceived to be at risk of developing such conditions and those claimants who are perceived, by the Work Coach, to be struggling with their job search. Eligible claimants can be drawn from, the JSA, ESA (WRAG) and potentially a small number of Universal Credit benefits claimants who would, as usual business practice, be required to attend regular Work Search Review meetings with either a Work Coach or assistant Work Coach.

The intervention and research will not include the following claimants:

· Claimants exempt from face-to-face signing under business as usual;

· Those who, in the judgement of staff, require more frequent signing, e.g. daily, under business as usual;

· Work Programme returners;

· Work Programme completers (unless they have worked for a period of 12 weeks or more subsequent to completing work-programme support, and would therefore be treated as a new claimant), and;

· Those people, where there is reasonable doubt about their capacity to provide informed consent to answer the survey questions e.g. a claimant with a severe mental health or learning/development disability. However, it there is an appointee present and they are able to provide consent on the individuals’ behalf then these claimants could be included in the trial.

Control Group: Claimants will continue to receive ‘Business As Usual’ support. Those claimants allocated to the control group will be tracked over time.

Intervention group: Claimants who are offered the Group Work programme; both those who participate and those who decline. The intervention will consist of a specified programme of activities delivered over 5 days. The programme is aimed to improve the claimants’ job search techniques and develop psychological resilience. 

Randomisation: Customers are randomly allocated to either the intervention or control group, based on their National Insurance Number (NINO). Where possible this is done by the data collection tool during a routine Work Search Review interview.

The trial participants will be drawn from across benefit types (excluding the ESA support group); recognised by their Work Coach as someone who is struggling with their job search, but with no obvious skills needs. The provider will need to ensure that this is taken into consideration within their design of the research instruments and their recruitment approaches.

It is important to note that participation in the support is voluntary. The feasibility study[footnoteRef:2] showed that approximately 50% of claimants, who expressed an interest in the provision, did not take up the support. It is important for contracting purposes that we achieve 3,000 participants taking up the support programme.  We will therefore closely monitor the volumes of referrals and starts and actively manage the trial throughout the recruitment period. [2:  https://www.gov.uk/government/publications/group-work-psychological-wellbeing-and-work-feasibility-pilot-evaluation
] 




[bookmark: _Toc469907129][bookmark: _Toc368573030]definitions 

		Expression or Acronym

		Definition



		DWP

		Department for Work and Pensions



		IAPT

		Improved Access to Psychological Therapies (NHS service)



		ESA

		Employment and Support Allowance



		JSA

		Job Seekers Allowance



		WHU

		Work and Health Unit



		DH

		Department of Health



		JCP

		Jobcentre Plus



		RCT

		Randomised Control Trial



		Mental Health Issue

		Mental health issue (MHI) is a broader term that includes those who:

· have Mental Health Conditions; 

· are post-treatment;

· have elevated but not clinical levels of a symptom (for example, the experience of unemployment);

· have symptoms but may not recognise they have a condition,

· are aware of their condition or situation but choose not to disclose; and,

· individuals with MHIs who are found to struggle with their job search.



		Common Mental Health Conditions 

		Common mental health conditions (CMHCs) are the most commonly occurring mental health disorders. CMHCs include:

· depression;

· generalised anxiety disorder;

· panic disorder;

· obsessive-compulsive disorder (OCD);

· post-traumatic stress disorder (PTSD);and,

· social anxiety disorder. 

Research indicates CMHCs may affect up to 15% of the population at any time and around 25% of the unemployed (JSA) population (see McManus et al., 2012).

There is considerable variation in the severity and duration of common mental health disorders, but all can be associated with significant long-term disability. Depression and anxiety disorders can have a long-term course of relapse and remission



		The JSSE Index (Modified)

		A nine item measure of the strength of an individual’s belief that they have the skills to undertake a range of job search tasks. The Job Search Self Efficacy (JSSE) Index (Modified) gathers information about a key predictor of return to work.



		The General SE Scale 

		The three item General Self Efficacy (SE) Scale is a broad measure of the strength of an individual’s beliefs that they are effective in handling life situations.  



		The WHO (5) Wellbeing Index

		A five item measure of wellbeing. The World Health Organisation (WHO) 5 Wellbeing Index is a unidimensional measure with a good research pedigree.   



		The GAD 7

		The seven item Generalised Anxiety Disorder Assessment (GAD 7) is designed primarily as a measure for generalised anxiety



		The PHQ-9

		The nine item Patient Health Questionnaire (PHQ-9) is designed to facilitate the recognition of the most common mental disorders.



		The FIOH JSA Scale - Revised

		This seven item job search activity scale, “The FIOH JSA Scale (Revised)”, measures the frequency with which individuals undertake key job search activities, for example contacting employers or searching for job vacancies on the internet.  



		EQ-5D

		A standardised instrument for use as a measure of health outcome. Applicable to a wide range of health conditions and treatments, the EQ-5D health questionnaire provides a simple descriptive profile and a single index value for health status







[bookmark: _Toc469907130]scope of requirement 

The details of the requirement are set out below, but to summarise the Provider will:

· Undertake quantitative, longitudinal, data survey collection;

· Design qualitative research instruments;

· Undertake qualitative data collection;

· Undertake quantitative impact assessment and statistical modelling of the whole dataset;

· Undertake qualitative analysis, and;

· Generate high quality research reports which accurately reflect the evidence and meet CONSORT standards for reporting Randomised Control Trials.

The Provider will not be required to design the RCT.



[bookmark: _Toc368573031][bookmark: _Toc469907131]The requirement

The central research question of this research is to examine: 

‘What works’ to improve employment and health outcomes for people who are out of work, due to low to moderate mental health conditions?

The primary research questions to be addressed are:

· Did the support (Group Work/JOBS II) improve claimants’ employment rates and wellbeing?

· For whom is this support most effective and why? and;

· Is the support cost effective?



More specifically the research will:

· Explore the impact of the Group Work intervention in supporting participants into employment more quickly;

· Explore the impact of the intervention in improving participants’ psychological wellbeing; 

· Understand if the impacts in psychological wellbeing and employment outcomes are sustained over time;

· Examine what are the ‘active elements’ within the intervention that lead to wellbeing changes among participants;

· Explore the operational processes (referrals, delivery of the Group Work training and the relationships between the JCP Work Coaches and the Providers) to ensure the most effective delivery model;

· Explore the perceived utility of the Group Work programme from the perspective of the participants and JCP Work Coaches

· Explore the perceived capability of JCP Work Coaches to identify and engage with claimants who are being targeted for this support.

To ensure the robustness and power of the RCT the provider must achieve minimum volumes of recruitment. DWP will provide sample lists on the fifth working day of each month. Required recruitment minimum numbers are provided below.

The department has a number of key metrics and questions that need to be a key feature of the interview schedule/data collection.  However, the provider will need to develop the final interview schedule prior to go live (a list of our key job search and psychological wellbeing questions is provided in annex A). The final interview schedule/questionnaire will need to be approved by department analysts and key stakeholders.

The provider will be required to undertake baseline surveys for a random sample of claimants who are allocated to the Control Group and those claimants who were offered the Group Work support but declined to take up the offer heather known as ‘decliners’.

The provider will also be required to undertake longitudinal follow-up interviews with those claimants who agreed to undertake a baseline survey (Control and Decliner groups) at 6 and 12 months post randomisation.

The provider will also be required to undertake longitudinal follow-up interviews with those claimants who took up the Group Work Support.

It is important that the department collects information about participant’s job search and wellbeing which the Provider must adhere to. The department’s analysts will work with the Provider to agree the final data collection tool but at its core will be the following psychological wellbeing and job search measures, as described in the glossary, which cannot be changed:

· The JSSE Index (modified);

· The General SE Scale; 

· The WHO (5) wellbeing index;

· The GAD 7;

· The PHQ-9; 

· The FIOH JSA Scale – (Revised); and

· EQ-5D (Overall health and quality of life measures).



The department will supply a copy of these questionnaires to the successful Provider. 

Once transferred the Provider must securely delete the wellbeing and Job search measures from their electronic systems.  The hardcopies must be stored securely and kept for up to 6 years as per Cabinet Office rules.

For bid planning purposes Providers should work on the assumption that the instruments will take approximately 30 minutes to complete in total. 

The Provider will work with the department to proactively address any quality concerns around the data being gathered and these will be discussed regularly during monthly data monitoring discussions with the department’s research project management team.

The provider will be required to work with the department in order to match and transfer data to undertake statistical analysis.

Using the combined longitudinal quantitative and DWP administrative data will be used to examine:

· The impact of Group Work in supporting participants into employment more quickly compared to Business as Usual;

· The impact of Group Work in improving participants’ psychological wellbeing; 

· The extent to which the impacts, from the support, on psychological wellbeing and employment outcomes are sustained over time;

· To develop at least one model of responsiveness to the Group Work intervention and evaluate its effectiveness;

· Which variables appear most effective in predicting responsiveness, and;

· How well can the modelling predict the responsiveness to the Group Work support?



The provider should note that there will be a break point within the contract at the completion of the 6-month follow-up interviews (stage one).  The decision to continue with the 12-month follow-up interviews (stage two) will be based on the likelihood of achieving sufficient numbers, for the 12 month follow-up interviews, to reliably detect a difference in wellbeing outcomes for between the control and intervention group. This should be presented in the detailed plans and factored within the costs section of the response to this tender exercise.

The Provider will receive formal notification from the Contracting Authority of the decision to continue with stage two of the research project.

The provider should provide specific details regarding how they will carry out the longitudinal data collection and qualitative process evaluation in terms of sample recruitment and incentives to be provided. The department has assumed that this will be undertaken by telephone interviews but is open to alternative suggestions which may increase participation in the research. Any alternative suggestions should be clearly justified, evidenced and costed.

The Provider will also be responsible for submitting the final anonymised dataset on the UK data Archive.



Qualitative Process Evaluation

This will examine the experiences of intervention participants and why claimants decline to participate. Qualitative methodologies will be used to provide an in-depth description of how job search behaviours, wellbeing and mental health is affected with participation in Group Work/JOBS II. 

The qualitative element will also include those who complete and drop out of the intervention to examine the reasons for the varying experiences. Interviews with job centre staff and Group Work/JOBS II providers will be conducted to determine the effectiveness and usability of the learning and development packages.

In conjunction with the Department the Provider will design the topic guides for the process research. Key themes for the structure of the questionnaires are provided below. 

The provider will contact and recruit research participants from sample lists provided by DWP.

The qualitative research will assess how the trial processes operate, what are the active elements of the intervention that cause behavioural and health changes and explore key issues which would otherwise not be possible through quantitative techniques. 

Interviews with Job Centre Plus staff

The qualitative research with delivery staff (JCP Work Coaches and Providers) should address the following themes:

Explore the operational processes (referrals, delivery of the Group Work training and the relationships between the JCP Work Coaches and the Providers) to ensure the most effective delivery model;

· Explore the perceived utility of the Group Work programme from the perspective of the JCP Work Coaches

· Explore the perceived capability of JCP Work Coaches to identify and engage with claimants who are being targeted for this support.

· Experiences of using the data collection tool (an operational perspective); 

· Experiences of using the data collection tool (a claimant engagement perspective); 

· Suggested improvements/questions for the data collection tool;

· Experiences of the referral process;

· The Work Coaches’ perception of the JOBS II support;

· Explore perceptions regarding for which claimants are most appropriate for the JOBS II support and why, and;

· Explore the perceptions of staff regarding the operational and referral process and the training offered by the Provider.



The evaluation will undertake in-depth interviews with Work Coaches (25 interviews), and provider staff (25) who have been involved in the trial in order to gather information on the questions outlined above.

It is anticipated that interviews will be conducted across a range of the trial sites (including large and small offices) and with Work Coaches who cater for specific claimant groups (e.g. ESA and JSA). The majority of these interviews will be conducted via telephone. 

Interviews will last for approximately 45 minutes, and in addition to audio recording the interviews detailed notes will be taken at the time of the interview.  All data will be transcribed and added to an analysis framework where common themes will be identified and explored.

Interviews with Provider Staff

The Provider will undertake in depth interviews with those staff involved in delivering the JOBS II training modules and those who have engaged with JCP staff, either in delivering training or the referral process, in order to gather information on the questions outlined above.

The majority of these interviews will be conducted via telephone for resource reasons; however, we expect that the provider will test and refine the topic guide with the initial few interviews being conducted face to face.

Interviews with providers will cover the following areas:

· Experiences of referral process;

· Suggested improvements/questions for the data collection tool;

· The providers’ perception of the JOBS II support;

· The providers’ perception regarding the engagement of claimants (and barriers);

· Explore perceptions regarding which claimants are most appropriate for the JOBS II support and why, and;

· Explore the perceptions of staff regarding the operational and referral process and the training provided to JCP staff.



Interviews with claimants

In-depth interviews will be undertaken with at least 80 claimants who have been involved in the trial; sampled from those who participated in and completed the Group Work programme (‘completers’), those who participated in but dropped-out before the end of the Group Work support (‘drop-outs’) and those who declined the support (‘decliners’). The qualitative interviews will need to ensure that a range of experiences are captured. 

The provider will interview claimants who completed the Group Work support (30), those who started but dropped out of the support (30) and those who declined the support (20). 

The interviews with claimants will explore:

· Experiences of the initial discussion with the JCP Work Coach;

· Experiences of the referral process;

· Their perception of the ‘reception’ meeting;

· Their perception of, and levels of engagement with, the Group Work support (for those who attended);

· Explore any potential gaps between expectations and experiences of the Group Work programme;

· Explore perceptions regarding the impact of the Group Work support, and;

· Reasons for not taking up or dropping out of the support.



Qualitative information will also be collected on those who decline the intervention in order to examine their reasons for doing so. This information may help in the recruitment of future employment and health trials.

The provider should provide specific details regarding how they will carry out the data collection and qualitative process evaluation in terms of sample recruitment and incentives to be provided. The department has assumed that this will be undertaken by telephone interviews but is open to alternative suggestions which may increase participation in the research. Any alternative suggestions such as focus groups should be clearly justified, evidenced and costed. 



Analysis, Reporting and Outputs 

The provider will undertake suitable and robust techniques to manage missing data from the overall dataset;

The provider will undertake suitable and robust techniques to check that the intervention and control groups are comparable and that the trial processes have not introduced any unintended biases;

The provider will conduct a high-level descriptive statistical analysis of the quantitative data;

The provider will undertake suitable and robust techniques to derive the impact of the intervention in terms of both employment and wellbeing outcomes. We suggest that a ‘survival analysis’ would be a suitable technique to measure the outcomes over time;

The provider will undertake suitable and robust techniques to determine the impacts of the intervention (compared to the control group) manage missing data from the overall dataset;

These statistical tests will be applied at various points in the timeframe of the trial.

The provider will undertake suitable and robust techniques to explore the data and derive at least one model which shows which claimants’ characteristics are most associated with positive employment and wellbeing outcomes.  We would suggest techniques, such as, Structural Equation Modelling or Pathway Analysis.  We expect bidders to clearly justify their analytical choices and evidence their experience of using such techniques and outline their methodological approach including deriving an initial model, refining the model and confirming the model against the available dataset.

The provider will also conduct a robust Cost Benefit Analysis of the provision based on their impact assessment.  This analysis will be undertaken following the principle set out in the UK Government’s Green Book;

This Cost Benefit Analysis should also look to understand the wider cost benefit to society considering cost savings to other government departments such as Department for Health by considering reductions in Health Service usage.

The qualitative process evaluation data should be analysed using an appropriate thematic framework. The full methodologies for the quantitative and qualitative analysis should be stated.

[bookmark: _Toc368573032][bookmark: _Toc469907132]key milestones



The Potential Provider should note the following estimated project milestones that the Authority will measure the quality of delivery against.

Once dates have been confirmed the Provider will need to work at pace to deliver this contract.

		Milestone

		Description

		Timeframe



		1

		Confirmation of roles and responsibilities within the suppliers’ project team, including points of contact for each trial site.

		Within week 1 of Contract Award



		2

		Project inception meeting

		Within week 1 of Contract Award



		3

		Trial go-live date undertaken by DWP

		9th January 2017



		4

		Delivery of draft questionnaire guidelines for qualitative process evaluation.

		February 2017



		5

		Finalise and submit qualitative process questionnaires.

		February 2017



		6

		First contact samples to be issued

		February 2017



		7

		Establish contact with samples baseline quantitative data

		February 2017



		8

		First monthly data volumes reports

		March 2017



		9

		Start qualitative data collection

		March 2017



		10

		Report for qualitative process evaluation

		June 2017



		11

		Submit interim report of quantitative findings from first 6months (wellbeing outcomes only).

		July 2017



		12

		Break Point

		July 2017



		13

		Submit interim report of quantitative findings from first 6months (wellbeing outcomes and employment outcomes).

		December 2017



		14

		Submit interim report of quantitative findings from all available data (to date) (wellbeing outcomes and employment outcomes).

		August 2018



		15

		Submit draft report of quantitative and qualitative findings from 12 months (12 months wellbeing and employment outcomes)

		June 2019



		16

		Submit final 4 page summary and main report combining qualitative and quantitative findings

		July 2019



		17

		Finalise and submit final report and all summary reports and Posters

		August 2019



		18

		Submit clean SPSS dataset to DWP

		August 2019





[bookmark: _Toc302637211]

[bookmark: _Toc469907133][bookmark: _Toc368573033]authority’s responsibilities

In this case the Authority has designed and implemented the trial (referral go-live date is 9th January 2017). The Authority will also act as final approver for all research instruments and reports. 

[bookmark: _Toc469907134]reporting

The Provider (as represented by a senior research manager, associate director or equivalent) will report directly to the authority’s contract manager at weekly update meetings, and further report to WHU officials where the authority requires. Reporting will be moved to a monthly basis approximately six months into the trial. 

The Provider will ensure that all reports are produced in line with CONSORT (2010) standards.

After 6 months the Provider will present early indicators of the impact on wellbeing and employment outcomes.

At 12 months the Provider will provide a full analysis of the wellbeing and employment outcomes for the appropriate trial participants

At 24 months a complete employment, mental health and wellbeing impact assessment should be provided.

The Provider will produce a number of research findings reports which will include:

· Interim findings reports based on 6 and 12 month data (from go-live);

· A detailed, in-depth report showing overall findings of publishable standard;

· Two high-level impact assessment consisting of a 4-page summary of the; one focused on employment outcomes and the other on wellbeing outcomes;

· This will also consist of at least 2 infographic posters summarising the key findings and evidence generated. 

The provider will supply DWP with a clean SPSS and SAS compatible dataset of the quantitative research component. The Department will request that certain aspects of the qualitative data be supplied as anonymised transcripts.

[bookmark: _Toc368573034][bookmark: _Toc469907135]volumes

For planning purposes, we estimate that approximately 2,750 claimants will be identified as eligible for the trial each month.  Of which 750 will be assigned to the control group and 2,000 claimants will be offered the Group Work support but only 500 claimants will agree to participate in the programme.  If this trial mirrors the same drop-out rates as experienced in the earlier feasibility study then we expect only half of those claimants referred to the Group Work support to actually start the intervention.

Minimum achieved numbers of longitudinal quantitative surveys:

		Quantitative longitudinal survey

		

		Wave 1

Initial measurement

		Wave 2

6 month follow up

		Wave 3

12 month follow up

		Total interviews



		JOBS II (3,000 starts)

		Control Group

		3,000

		2,400

		1,800

		7,200



		

		Intervention Group (JOBS II participants)

		N/A 

(being undertaken by the Group Work provider)

		2,400

		1,800

		4,200



		

		Intervention Group (JOBS II decliners)

		3,000

		2,400

		1,800

		7,200



		

		

		6,000

		7,200

		5.400

		18,600







Minimum achieved number of qualitative interviews:

		Qualitative interviews

		Number required



		JCP Staff

		30



		Providers

		25



		Claimants 

(to include Group Work participants who complete the support, who drop out of the support and those who decline the support)

		80







Is should be noted that although the volumes of work for this requirement can be approximated but cannot be guaranteed.

[bookmark: _Toc368573035][bookmark: _Toc469907136]continuous improvement

The Provider will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.

The Provider 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: _Toc469907137]Sustainability

There are no sustainability considerations relevant to this requirement.

[bookmark: _Toc368573036][bookmark: _Toc469907138]quality

The Provider will adhere to current Social and Market Research and Data Protection standards. 

[bookmark: _Toc368573037][bookmark: _Toc469907139]PRICE

Prices are to be submitted via the portal in the Pricing Table - Appendix E excluding VAT as an attachment at question level.

[bookmark: _Toc368573038][bookmark: _Toc469907140]STAFF AND CUSTOMER SERVICE

The Authority requires the Potential Provider to provide a sufficient level of resource throughout the duration of the Group Work Trial Contract in order to consistently deliver a quality service to all Parties.

Potential Provider’s staff assigned to the Groups Work Trial 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: _Toc469907141]service levels and performance

The Authority will measure the quality of the Provider’s delivery by:

		KPI/SLA

		Service Area

		KPI/SLA description

		Target



		1

		Research Instruments

		To deliver agreed research instruments within 1 working day of agreed delivery date.

These should be of a high analytical standard and meet the requirements of the Authority.

		100%



		2

		Project Management

		Provide regular feedback regarding fieldwork progress.

There should be a high level of engagement with the DWP Project Manager.

		Weekly meetings (95%)



		3

		Reports

		All reports should be of a high quality and in line with the DWP publication guidelines.

		Following the standards set out for DWP publication guidance. (100%)



		4

		Quality Assurance

		The provider should take clear steps to ensure that all analysis has been quality assured and suitable for informing policy decisions and publication.

		To demonstrate that processes have been followed and where appropriate secure a letter of quality assurance from an external reviewer. (100%)



		5

		Achieved Sample Sizes

		The Provider should take all reasonable steps to ensure that the achieved the required number of interviews and maintain the sample size over the duration of the project. This will include actions such as making multiple attempts to establish contact at various times of the day, offering incentives for participation and maintaining contact.

		To achieve 99% of target number of achieved interviews within each sub group of trial participants.







[bookmark: _Toc368573040]Any issues regarding performance will be raised by the DWP project managers. The Provider project manage must ensure that they alert the Authority in advance of possible issues and agree steps towards resolution.

Failure to deliver the Service to the required standards will result in withholding of payment until such time as the Service delivers to the required standard.

In the event where poor Provider performance requires early termination of the Contract the Provider will ensure that all data and contact details are handed over to the Authority and they will collect the appropriate consent from participants to do this.

[bookmark: _Toc469907142]Security requirements

Suppliers must adhere to all appropriate security requirements and will have an up-to-date Generic Security Accreditation Document (GSAD), as required by departmental security protocols. 

There are no further security requirement over and above that already stipulated by the terms and conditions of the DWP Social and Economic Research Framework and the Call Off document.

[bookmark: _Toc368573041][bookmark: _Toc469907143]intellectual property rights (ipr)

There are no specific requirements regarding IPR, however Framework IPR conditions will apply.

[bookmark: _Toc469907144][bookmark: _Toc368573042]payment

Payment can only be made following satisfactory delivery of pre-agreed products and deliverables. 

Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 

[bookmark: _Toc469907145]additional information 

There is no additional information provided for this requirement.

[bookmark: _Toc368573043][bookmark: _Toc469907146]Location 

The Supplier will be based in their offices but will be expected to travel to DWP Corporate Centre Offices (both Caxton House, Tothill Street, London and Rockingham House West Street, Sheffield) for Project Management meetings.

The intervention will be developed (and, subject to stipulations outlined elsewhere in this document, delivered) in separate locations across England as detailed.

All data processing, management and analysis will be undertaken in the United Kingdom.  All servers must be located within the United Kingdom.
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[bookmark: _GoBack]Group Work Trial


Job search and Psychological State Questionnaire








Questions about your Job Search





Q1 


Whether or not you are employed or unemployed now, how confident do you feel about doing the following things successfully?


	


			Circle one number per item





			Not at


All


			


			


			


			A Great Deal





			a) Making a good list of all the skills that you have and can be used to find a job





			1


			2


			3


			4


			5





			b) Talking to friends and other contacts to find out about potential employers who need your skills





			1


			2


			3


			4


			5





			c) Talking to friends and other contacts to discover promising job openings that are suitable for you





			1


			2


			3


			4


			5





			d) Completing a good job application and resume





			1


			2


			3


			4


			5





			e) Contacting and persuading potential employers to consider you for a job





			1


			2


			3


			4


			5





			f) Making the best impression and getting your points across in a job interview





			1


			2


			3


			4


			5





			g) Searching for jobs online (using computers, Smart phones, internet, etc.)





			1


			2


			3


			4


			5





			h) Applying for jobs online (using computers, Smart phones, internet, etc.)





			1


			2


			3


			4


			5





			i) Getting help in order to become familiar with a new job


			1


			2


			3


			4


			5












Q2


Please read and answer the following seven questions on the scale below - you can tick or circle your answers.








			


			


			Not at all


			Once or twice


			Three or four times


			Everyday





			a)


			I have been looking for job vacancies at the Jobcentre?


			1


			2


			3


			4





			b)


			I have been looking at job vacancies advertised in newspapers?


			1


			2


			3


			4





			c)


			I have contacted employers who have not advertised job vacancies?


			1


			2


			3


			4





			d)


			I have been asking friends and neighbours about job opportunities?


			1


			2


			3


			4





			e)


			I have been searching for job vacancies: 


			


			


			


			





			


			i) advertised on the internet/ web?


			1


			2


			3


			4





			


			ii) using a smartphone app?  


			1


			2


			3


			4





			f)


			I have been looking for vacancies not linked to my previous job or profession?


			1


			2


			3


			4











g)    Please give the number of:


       i). job vacancies you have applied for during the two weeks  [ _ _ ]


       ii).CVs you have submitted to internet search sites                [ _ _ ]








h)   Thinking about last week, approximately how many hours, each day, did you spend on your job search?





			less than 1 hour


			1-2 hours


			3-4 hours


			5-6 hours


			7+ hours





			1


			2


			3


			4


			5


















Questions about you.





Q3


How often does the following apply to you? Please circle.





                                                                                 


			


			


			Always


			Often


			Sometimes





			a)


			I am good at handling unexpected situations


			1


			2


			3





			b)


			I can solve most problems if I really want to 


			1


			2


			3





			c)


			No matter what happens in my life, I feel confident I can handle it


			1


			2


			3








 





Q4


Please read each of the following statements and circle the number which is closest to how you have been feeling over the last two weeks.





			


			


			At no time


			Some of the time


			Less than half of the time


			More than half


			Most of the time


			All of the time





			a)


			I have felt cheerful and in good spirits


			0


			1


			2


			3


			4


			5





			b)


			I have felt calm and relaxed


			0


			1


			2


			3


			4


			5





			c)


			I have felt active and vigorous


			0


			1


			2


			3


			4


			5





			d)


			I woke up feeling fresh and rested


			0


			1


			2


			3


			4


			5





			e)


			My daily life has been filled with things that interest me


			0


			1


			2


			3


			4


			5















Q5





a)1 - Overall, how satisfied are you with your life nowadays?


			Not at all


			


			


			


			


			


			


			


			


			


			Completely





			0


			1


			2


			3


			4


			5


			6


			7


			8


			9


			10











b) - Overall, to what extent do you feel the things you do in your life are worthwhile?


			Not at all


			


			


			


			


			


			


			


			


			


			Completely





			0


			1


			2


			3


			4


			5


			6


			7


			8


			9


			10











c) - Overall, how happy did you feel yesterday?


			Not at all


			


			


			


			


			


			


			


			


			


			Completely





			0


			1


			2


			3


			4


			5


			6


			7


			8


			9


			10











d) - Overall, how anxious did you feel yesterday?


			Not at all


			


			


			


			


			


			


			


			


			


			Completely





			0


			1


			2


			3


			4


			5


			6


			7


			8


			9


			10











Q6


Over the last 2 weeks, how often have you been bothered by any of the following problems? Please circle the number that applies to you.





			


			


			Not at all


			Several days


			More than half the days


			Nearly everyday





			a)


			Feeling nervous, anxious or on edge?


			0


			1


			2


			3





			b)


			Not being able to stop or control worrying?


			0


			1


			2


			3





			c)


			Worrying too much about different things?


			0


			1


			2


			3





			d)


			Trouble relaxing?


			0


			1


			2


			3





			e)


			Being so restless that it is hard to sit still?


			0


			1


			2


			3





			f)


			Becoming easily annoyed or irritable?


			0


			1


			2


			3





			g)


			Feeling afraid as if something awful might happen?


			0


			1


			2


			3


















Q7


Over the last two weeks, how often have you been bothered by any of the following problems? Please circle the number that applies to you.





			


			


			Not at all


			Several days


			More than half the days


			Nearly everyday





			a)


			Little interest or pleasure in doing things?





			0


			1


			2


			3





			b)


			Feeling down, depressed, or hopeless?





			0


			1


			2


			3





			c)


			Trouble falling or staying asleep, or sleeping too much?





			0


			1


			2


			3





			


d)


			


Feeling tired or having little energy?





			0


			1


			2


			3





			e)


			Poor appetite or overeating?





			0


			1


			2


			3





			


f)


			


Feeling bad about yourself - or that you are a failure or have let yourself or your family down?





			0


			1


			2


			3





			g)


			Trouble concentrating on things, such as reading the newspaper or watching television?





			0


			1


			2


			3





			h)


			Moving or speaking so slowly that other people could have noticed? Or the opposite - being so fidgety or restless that you have been moving around a lot more than usual?





			0


			1


			2


			3





			i)


			Thoughts that you would be better off dead, or of hurting yourself in some way?


			0


			1


			2


			3
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Q8
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Q9


Please read each of the following statements and circle the number which best describes how you feel now. 





			


			


			Strongly Disagree


			


			


			


			


			Strongly Agree





			a)


			There is usually too much spare time in my day


			0


			1


			2


			3


			4


			5





			b)


			I often have nothing to do


			0


			1


			2


			3


			4


			5





			c)


			I rarely engage in social activities with people I don’t know


			0


			1


			2


			3


			4


			5





			d)


			I seldom meet new people


			0


			1


			2


			3


			4


			5





			e)


			I rarely feel that I make a meaningful contribution to society





			0


			1


			2


			3


			4


			5





			f)


			I seldom feel a valuable part of society





			0


			1


			2


			3


			4


			5





			g)


			My days are not usually well organised





			0


			1


			2


			3


			4


			5





			h)


			I rarely catch up with the things I have to do





			0


			1


			2


			3


			4


			5





			i)


			I am rarely important to my friends





			0


			1


			2


			3


			4


			5





			j)


			My friends rarely value my company





			0


			1


			2


			3


			4


			5





			k)


			My income usually allow me to do the things I want





			0


			1


			2


			3


			4


			5





			l)


			My income usually allows me to socialise as often as I like





			0


			1


			2


			3


			4


			5
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