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Specification

Executive Summary
The project for delivery of a National Carers Passport Toolkit is one of a suite of new projects that are required to support the delivery of the forthcoming national Strategy for carers[footnoteRef:1].  The aim of the National Carers Passport Toolkit project is to increase the number of carers’ passport schemes in operation in England by making available a Toolkit of carers’ passport models that will include passport templates as well as guidance for local providers on how to implement a carers’ passport scheme locally.   [1:  Secretary of State for Health, speech to the Local Government Association annual conference, 2015: https://www.gov.uk/government/speeches/personal-responsibility ] 


The Department has heard in its Call for Evidence[footnoteRef:2], which has informed the development of the new strategy, how important it is to identify carers; signpost carers to information, advice, and other forms of support; have more joined up working between the services that carers need and use and enable carers to navigate within and between these services.  This project and its outcomes seek to address these issues, as well as support the Department’s wider strategic aims to: [2:  Department of Health Call for Evidence: How can we improve support for carers?, 2015:
https://consultations.dh.gov.uk/carers/how-can-we-improve-support-for-carers/ ] 

· support carers to continue to care while minimising the detrimental impact on their own health and wellbeing and other life chances; and
· ensure the new rights for carers[footnoteRef:3] introduced by the Care Act 2014 are more fully embedded, and bring the benefits to carers intended by the Act.   [3:  Care Act Factsheet 8, 2016: https://www.gov.uk/government/publications/care-act-2014-part-1-factsheets/care-act-factsheets#factsheet-8-the-law-for-carers ] 


[bookmark: _Toc519998890]The Requirement
The project is for the successful Contractor to design, publish, promote and support uptake of a National Carers Passport Toolkit.  

Toolkit Design
The design of the Toolkit should be based on a thorough scoping and assessment of the evidence from existing carers’ passport schemes and best practice.  We envisage that the Toolkit will encompass a set of models - for use within and across institutional settings such as hospitals, workplaces, the community and schools.  The Toolkit should encompass templates that those looking to implement a carers’ passport can use to build a bespoke carers’ passport scheme that works for the carers in their local area/settings.  Templates should include compulsory elements (i.e. that any/every carers passport should include) and a selection of optional elements to choose from.  
The Contractor may wish to consider whether a ‘national carers’ passport symbol’ should form part of the design.  This should be based on views and input from carers and those who might implement a carers’ passport locally (e.g. representatives from schools or carers’ centres or hospitals). 
The Toolkit should include guidance on implementation and should make clear that production of passports should be carried out locally.  We ask that the guidance encourages any organisation implementing a carers’ passport to think about and use the passport to help carers navigate across systems and services in the local area.  
The Contractor will need expertise and wide-ranging knowledge of the existing evidence base in this area, and skills in assessing evidence and drawing out recommendations.  They will also need contacts and credibility with those in health settings and local authorities, as well as employers, who have already made carers’ passport schemes successful at the local level, to advise on implementation and process, potential hurdles and pitfalls and so inform the production of the guidance to accompany the models and templates.  

Toolkit publication
Online publication will entail hosting on a website.  The Contractor should specify when tendering where they intend to host the Toolkit and why.  The online information resource should ensure that it takes account of users’ views, to ensure the most effective take-up once the Toolkit is published and launched.  
The Contractor will need analytical and drafting skills to assess the evidence and bring together a finalised Toolkit product for publication.  The Contractor will need a website or ensure it can secure hosting of the Toolkit on an alternative, suitable website, that local authorities, schools, employers and the NHS (and any other organisation that the Contractor identifies in its evidence-assessment as likely to implement a passport scheme) can access and that is associated with carers.  

Toolkit promotion and uptake
We envisage that promotion and supporting uptake should make effective use of the Contractor’s existing networks and communications routes.  If the Contractor feels it is the most effective approach, promotion of the Toolkit could be targeted at those geographical areas, health economies and institutional settings that the Contractor’s initial evidence-gathering and scoping indicated have no or few carer passport schemes in operation. Promotion could also be universal throughout the Contractors’ existing networks and communications routes.  The Contractor should detail how they would expect to promote the Toolkit and how they would approach the provision of support to ‘implementers’ of the Toolkit following publication and launch. 
The Contractor will need to already have a national (England-wide) reputation among carers, policymakers, the NHS and local authorities with regard to how best to identify, support and value carers.  This will ensure promotion is felt to be credible out in the systems and services that we want these passports to be used in.  
The Contractor will need an existing network or networks, with national (England-wide) reach, that it can use to promote the Toolkit.  The Contractor will need contacts and credibility with those in health settings and local authorities, schools, and employers, and any other settings that the evidence suggests a carers’ passport scheme could and should be introduced into.  

[bookmark: _Toc519998891]Authority Responsibilities
During the period of the contract, the Department will appoint a representative internally to:
· act as the Contract Manager;
· provide a contact point for the Contractor to maintain ongoing dialogue with the Department;
· satisfy him/herself that project delivery is moving at the pace and in the direction set out in this Tender; and
· ensure this project and its outputs are captured and reflected appropriately in the new strategy for carers in 2017.  



Contractor Responsibilities
The Contractor shall:
· appoint a Contract Manager to oversee the work and liaise with / report as DH requires to the DH Contract Manager;
· keep the DH Contract Manager informed of delivery progress and updates on costs on a regular ongoing basis (frequency to be decided and agreed by the Contract Manager and DH Contract Manager once appointed);
· inform the DH Contract Manager of any potential risks and potential delays as appropriate;
· perform quality assurance on all aspects of the project;
· provide the Department with timely and on-going evaluation and quality assurance information relating to the programme. 

[bookmark: _Toc519998893]Timetable
	Milestone
	Stage
	Description
	To be delivered by

	1
	1
	Gather and review evidence of existing carers’ passport schemes

	24 March 2017

	
	2
	Make recommendations for the models of schemes that the toolkit should support

	31 March 2017

	
2

	3
	Develop the Toolkit, including guidance
	31 July 2017

	3
	4
	Launch Toolkit and encourage and support uptake/adoption

	31 December 2017



Payment will be in 3 stages upon completion of satisfactory work; linked to the delivery of the above milestones: the first payment will be upon completion of the evidence review and development of recommendations (completion of milestone 1, stage 2); followed by development of the toolkit, including guidance (milestone 2, stage 3) and, lastly upon launch and publication, to support the next stages of promotion, take-up and partner support work (completion of milestone 3).  

NB Milestones 2 and 3 (stages 3 and 4) are subject to funding being secured in 2017/18 and Authority approval to proceed to this stage.  








Skills and Knowledge Transfer
We expect that direct skill transfer to the DH will be minimal, but the work will ensure a high degree of knowledge transfer and a robust final Toolkit product, which will help to inform the ongoing delivery of policy work in this area.  

Further Information
The new Carers’ Strategy is being led by the Department of Health across government.  The Strategy will seek to provide further support to the estimated 6.5m people in the UK who provide (unpaid) care for friends, family and others, and is scheduled for publication in 2017.  

We wish to increase the availability of Carers’ Passport schemes that link carers into services and support; help them navigate local services; make them aware of the ‘offer’ their hospital (and often wider health system)/employer/school has for carers; make them aware of the things they are entitled to as a carer more widely; empower them; support and encourage health professionals to include them in care planning; recognise and draw on their expertise as an expert carer; support them to combine their caring role with work or studying, where appropriate; and create a more carer-friendly society.  

[bookmark: _Ref306116874]There are a number of burgeoning carers passport schemes across England already doing some or all of these things at once (as well as other carer-friendly initiatives).  We want to make these schemes available more widely to carers.  The aim of this project is to produce a national Toolkit and standard of good practice – for local providers to look to and adopt with comparative ease.  Making it easier to introduce a carers’ passport scheme should help to reduce disparity between areas in England where good practice to identify and support carers operates alongside no/little carer-friendly practice.  

Attachment 5 – Selection Questionnaire
See accompanying template questions for completion and return

Attachment 6 – Award Questionnaire
See accompanying template questions for completion and return. 

[bookmark: _Ref306116898][bookmark: _Ref328647196][bookmark: _Ref257301443]Attachment 7 - Pricing Schedule
See accompanying pricing template for completion and return

1. General Instructions
The rates contained within the Pricing Schedule are, unless otherwise expressly agreed between the parties, firm.
The rates entered shall be deemed to include complete provision for full compliance with the requirements of the Contract.
The rates exclude VAT.
The rates entered in the Pricing Schedule shall include all travel and subsistence costs.  Expenses will only be approved if supported by original receipts. The Authority will only pay for expenses claimed that are in line with the Department’s guidelines for expenses.  Original receipts will need to be provided.  
The Authority will only make payment for overnight stays that have been authorised beforehand in writing by the Authority's Representative. 
Any extra expenses other than travel and subsistence must be priced separately in the Pricing Schedule.  The Department will only pay for expenses claimed that are included in this pricing schedule and are deemed to be reasonable for delivery of the requirement.  
Tenderers must include in the pricing schedules any discounts or any reduced pricing they are proposing to offer to the Authority in delivery of this requirement. 
(See accompanying attachment 7 template for completion of pricing proposal and return to the Authority.)

Schedule of Payments
The Authority requires Tenderers to competitively tender against the requirements of the Specification.  Payments to the Contractor for service delivery will be in accordance with the terms and conditions.
Milestone payments (as identified above) are made once the Authority is satisfied of completion and on receipt of a valid invoice.  
[bookmark: _Ref328647206]Contract Monitoring

The Contractor will:
a. Monitor the quality of the service provision to ensure customer satisfaction in accordance with the milestones and output timings set out in Section 3 - Deliverables below, unless otherwise approved by the Project Manager;
b. Provide a brief report on progress in delivering the requirement to the Project Manager on a regular basis, at least on a fortnightly basis;
c. Attend meetings on site to review progress and discuss the service, as required by the Project Manager; and
d. Attend a post-contract review with the Department to review whether the objectives of the contract were met, to review the benefits achieved and to identify any lessons learnt for future projects.






General Instructions
Tenderers will be required to provide all the information requested in the following section once the contract is awarded.  Any supporting documents (e.g. implementation plans etc.) will need to be clearly referenced back to the appropriate section.

Representatives
Name of Authority's Contract Representative(s): Mark Browne, Carers’ Policy Lead

Name of Contractor's Representative(s): Tenderer to complete in response document(s)

Deliverables
List of deliverables, outputs and reports Contractor is to supply: 
	Milestone
	Stage
	Description
	To be delivered by

	1
	1
	Gather and review evidence of existing carers’ passport schemes

	24 March 2017

	
	2
	Make recommendations for the models of schemes that the toolkit should support

	31 March 2017

	
2

	3
	Develop the Toolkit, including guidance
	31 July 2017

	3
	4
	Launch Toolkit and encourage and support uptake/adoption

	31 December 2017



Period(s) over which each deliverable, output and report is to be supplied: as above
Information requirements: as per reporting
Milestones: as above
NB Milestones 2 and 3 are subject to funding being secured in 2017/18 and approval to proceed.  











Meetings
Frequency of contract management meetings:  Project Initiation meeting will be held within 5 working days of project commencement.  Weekly updates will be provided by face to face or telephone meeting to oversee delivery of Milestone 1.  Monthly meetings will be held to oversee delivery of milestones 2 and 3.  Dates of all meetings will be agreed following contract award.   
Location of contract management meetings: Department of Health, Richmond House, 79 Whitehall, London SW1A 2NS, or by teleconference or VC as agreed between Authority and Contractor.
Checking performance against anticipated plan: as in 4.1.  These meetings should cover contract management and performance against plans.   

Remedies
Remedies for below par performance: In line with the terms and conditions, additionally contract will be terminated at the break-clause following delivery of Milestone 1 should the Contract Manager deem unsatisfactory performance.   

[bookmark: _Ref306116919]The following sections also require completion, as part of the completed attachment 6 document -

Confidential & Commercially Sensitive Information

See section in attachment 6 for (identification of the confidential & commercially sensitive information) completion and return to the Authority.

[bookmark: _Ref306116934]Administrative Instructions
[bookmark: _Ref306028885]
See section in attachment 6 for (Administrative Instructions) completion and return to the Authority.
[bookmark: _Ref257301456]
[bookmark: _Ref306117006]Form of Tender

See section in attachment 6 for (Form of Tender) completion and return to the Authority.

[bookmark: _Ref306116971]Sub-Contractors

See section in attachment 6 for (Sub-Contractor information) completion and return to the Authority.

[bookmark: _Ref305685020]Parent Company Guarantee

See section in attachment 6 for (Parent Company Guarantee information) completion and return to the Authority. 
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