OFFICIAL-SENSITIVE (COMMERCIAL)

	HM REVENUE & CUSTOMS SERVICE ORDER

SOCIAL AND ECONOMIC RESEARCH FRAMEWORK AGREEMENT


	1.
	HMRC Information

Purchase Order to be issued under separate cover

	Project Information 
	LOT:11
Project Reference: 15.16.BC.09

	Purchase / Limit Order No:
	8500004069

	HMRC – Social and Economic Research Framework – Commercial Contact

	Name:
	Personal Information: redacted under section 40 of the Freedom of Information Act


	Contact Tel No:
	

	Email:
	

	HMRC Budget Manager & invoice enquiries

	Name: 
	Personal Information: redacted under section 40 of the Freedom of Information Act



	Contact Tel. No:
	

	Email:
	

	HMRC – Invoice payment 

All invoices should be sent to the HMRC Invoice Processing Centre

	Address:
	HMRC Invoice Processing Centre


Personal Information: redacted under section 40 of the Freedom of Information Act



	Contact Tel No:
	

	Email:
	

	HMRC – Budget Authorising Officer

	Name:
	Personal Information: redacted under section 40 of the Freedom of Information Act



	Contact Tel No:
	

	Email:
	

	HMRC Project Manager

	Name:
	Personal Information: redacted under section 40 of the Freedom of Information Act



	Contact Tel No:
	

	Email:
	


	2.
	Contractor Information



	Vendor (Supplier):
	IFF Research 

	Contact:
	Personal Information: redacted under section 40 of the Freedom of Information Act



	Contact Tel No:
	

	Contact Address:
	

	Email:
	

	Consultant / Key Personnel:
	


	3.
	Contractual Detail



	Contract Ref:

Incl. Framework name e.g. Catalist, and relevant section. Also include URN for Catalist and Cipher call offs. 
	DWP Social and Economic Research Framework 2013
This Service Order is subject to the DWP Social and Economic Research Research Framework (2013) Terms and Conditions of contract and Clause D3 and D4 relating to the Official Secrets Acts and related Legislation, and Confidentiality, as detailed in Annex B – additional contractual information.


	Special Terms and Conditions:

e.g. overtime, expenses, travel & subsistence, notice period.
	HMRC will review its position after each of the milestones detailed in the specification on an ongoing basis and reserves the right to terminate the contract (for any reason) prematurely. For the purpose of this engagement the notice period will be 1 month.


	4.
	Project Information



	Project Title:
	Research to test Tax-Free Childcare Draft Customer Correspondence and Guidance 

	Start Date:
	October 2015 

	End Date:
	March 2016


	5.
	Payment Schedule

	#
	Milestone
	Anticipated delivery date*
	Total charge (excluding VAT)
(£)

	1
	Completion of milestone one 
	15/12/15
	Commercially sensitive: Redacted under section 43 of the Freedom of Information Act


	2
	Completion of milestone two 
	18/01/15
	

	3
	Completion of milestone three
	19/02/15
	

	4
	Completion of milestone four 
	11/03/15
	

	* - The anticipated delivery date is not a fixed invoice point. Payment is made upon satisfactory receipt of services, certified by the Project Manager.
	Grand Total (£)

exclusive of VAT:
	£55,963

	Invoices relating to this Service Order should be sent to the HMRC Invoice Processing Centre (provided at 1. above) by email in pdf format, unless otherwise indicated.  All invoices must quote the Purchase Order Number.
Invoices received without a Purchase Order number may be rejected.




	6. Summary of Requirements / Role Description / Deliverables



	The section below should be used to provide clear summary of the requirements for delivery of the project/assignment.  It should include, where appropriate, milestones / key deliverables with dates, and any proposals for skills transfer (where relevant).


	Summary of Requirements 
Delivery of a qualitative research project to test Tax-Free Childcare draft customer correspondence and guidance materials. 
The project will consist of:

· 35 face to face depth interviews with parents

· 24 face to face depth interviews with childcare providers

The requirements of the study are set out in HMRC’s Invitation to Tender (ITT) issued on 5th October 2015.

[image: image1.emf]160111_TFC  ITT_REDACTED.docx


Summary of supplier’s proposal 

Services will be provided by IFF Research as set out in their tender dated 16/10/2015 subject to the following clarifications:
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SPECIFICATION OF REQUIREMENTS

Research to test Tax-Free Childcare draft customer correspondence and guidance 

1. [bookmark: _Toc358213291]Introduction



1.1 Tax-Free Childcare (TFC) will be introduced from early 2017. This new childcare scheme will make Government childcare support more widely available and will offer working families 20 per cent support towards qualifying childcare costs up to a value of £2,000 per child per year (£4,000 for a disabled child). 



1.2 HM Revenue & Customs (HMRC) wishes to commission a qualitative research project to test draft customer correspondence and guidance to ensure it provides easy to understand information, and supports customers to interact with TFC online. 



1.3 A contract will be agreed with the successful contractor in October 2015 and it is anticipated that the project will begin very shortly after this. 



1.4 HMRC will maintain the overall management of the project.



1.5 The contract will be awarded to the supplier deemed to best provide value for money. Assessment will be based on the factors included in section 12.



1.6 Tenderers are invited to submit a tender of no more than 15 pages by 12 noon Monday 19th October (see section 16 for details).

   

2. Context



Tax-Free Childcare 



2.1 The Government is clear on the importance of supporting families with their childcare costs and TFC is part of the Government’s long-term plan to support working families.  



2.2 Tax-Free Childcare will be available to up to 1.8 million families across the UK and will offer 20 per cent support towards qualifying childcare costs – the equivalent of basic rate tax relief – up to an annual limit of £2,000 contribution per child (£4,000 if the child is disabled).



2.3 To be eligible for Tax-Free Childcare parents[footnoteRef:1] (and their partner if they have one) have to be in paid work or self-employed earning just over an average of £50 per week but not more than £150,000 per year. They will not be eligible if they are claiming tax credits, Universal Credit or Employer-Supported Childcare. TFC can be used to pay towards regulated childcare for children aged under 12 (or under 17 if disabled). Parents will need to meet these eligibility conditions at the date of application and at each quarterly reconfirmation point in order to qualify for Tax-Free Childcare. Parents will continue to qualify for top-up payments, regardless of any changes in circumstances, throughout their quarterly entitlement period. [1:  For the purposes of Tax-Free Childcare, ‘parent’ refers to an individual who has responsibility for a child and so includes adoptive parents, extended family members and others who have taken on responsibility for raising a child.] 




2.4 The scheme is being delivered by HMRC in partnership with National Savings and Investment (NS&I). TFC is a digital service and has been designed so that it is simple and easy to use. Parents will be able to apply to open an online account through the government website, GOV.UK, and this will take them through a process to authenticate their identity followed by an online application.  Once HMRC / NS&I have checked and confirmed all eligibility details, an account will be opened for parents, usually on the same day. 



2.5 If they have more than one eligible child, parents will have an account for each child. Parents will be able to access all their accounts via one log in. Once in the account, parents[footnoteRef:2] will be able to find and select their childcare provider or providers, link them to the child and arrange regular or one-off payments to the timing of their choice.  When parents pay money into their account the Government will also make payments at a rate of £2 for every £8 that families pay in, up to the annual limit[footnoteRef:3]. [2:  Grandparents, other family members and employers (i.e. third parties) will also be able to pay into the account.]  [3:  Should the parent choose to withdraw money from their childcare account the parent’s contribution will be returned to them and the government top-up returned automatically by the account provider to the government.] 




2.6 It will be quick and easy to apply online for the vast majority of parents who are able to do so.  HMRC will ensure that assistance is provided, usually by telephone, to families who cannot access the internet so that they do not miss out on the support available via Tax-Free Childcare.  



2.7 Further information about Tax-Free Childcare is available here: https://www.gov.uk/government/news/tax-free-childcare-10-things-parents-should-know.



2.8 Childcare providers will also sign up for the scheme online.  Once they have signed up, parents will be able to make payments from their Childcare Account to their childcare provider(s).   



2.9 TFC will be rolled out to parents from early 2017. The Government wants to ensure that the scheme is introduced in a managed way to ensure that the introduction is as smooth as possible for parents. To do this, the scheme will be progressively rolled out to all eligible families with children under 12 and to all families with disabled children under the age of 17 within the first year. Guidance will be published online in good time for parents, childcare providers and employers to help them understand what the scheme means for them.  Alongside wider guidance and information, there will be an online childcare calculator for parents to enter details about their personal circumstances to quickly see if they may be eligible and what support they may get.





Guidance and customer correspondence 



2.10 Guidance on Tax-Free Childcare, for parents, childcare providers and employers, will be available online in webpage format.  The guidance will be available on GOV.UK and will consist of ‘mainstream’ guidance and ‘specialist’ guidance. The mainstream guidance will provide parents and employers customers with key information about how the scheme works, eligibility requirements and using the childcare account. It is anticipated that the vast majority of customers will use this guidance. Specialist guidance will provide more detailed information for childcare providers, employers and parents with specific personal circumstances. 



2.11 In October 2014 a consultation on draft Tax-Free Childcare guidance was launched by HMRC to gather views on whether it provided easy to understand advice on the scheme[footnoteRef:4]. As part of this consultation HMRC commissioned research with parents and childcare providers to understand their views on draft guidance and registration pages[footnoteRef:5].  [4:  Further information regarding this consultation can be found here: https://www.gov.uk/government/publications/draft-legislation-tax-free-childcare-draft-guidance]  [5:  The research report is available here: https://www.gov.uk/government/publications/cognitive-testing-of-tax-free-childcare-draft-guidance-and-registration-pages] 




2.12 The research consisted of 41 cognitive style depth interviews with parents and childcare providers conducted between November 2014 and January 2015. It focussed on the content of the guidance – considering initial impressions of the guidance and more detailed responses to specific sections. It tested the guidance as a single document in a paper-based format although it was made clear to respondents that it will ultimately be available online – as such this research did not cover views on the webpage format, usability of the guidance or appropriateness of the split between mainstream (‘core’) and specialist guidance. 



2.13 Research has also been conducted into parents’ and childcare providers’ preferences for information and support, and views on messaging of the scheme[footnoteRef:6]. [6:  The research report is available here: https://www.gov.uk/government/publications/using-and-communicating-tax-free-childcare
] 




2.14 When Tax-Free Childcare is in operation a number of correspondence products will be sent to parents and/or childcare providers as part of the scheme.  Tax-Free Childcare is a digital by default service and so we expect that the majority of outputs will be sent by email, secure message into the online childcare account, or text message, although some correspondence will be sent by letter. This correspondence will let customers know what they need to do next and help them interact with Tax-Free Childcare. Digitally excluded customers will require targeted paper based correspondence. Tax-Free Childcare correspondence products include:



· An invitation letter which will be sent to childcare providers inviting them to sign up for TFC

· A welcome pack emailed to parents when they successfully apply for TFC 

· A letter sent to parents  when they forget their unique TFC number 

· A call to action to parents reminding them reconfirm their eligibility/entitlement – this may be sent by text message/ secure message/ email 

· Selected paper-based products for digitally excluded customers 



2.15 This research will explore the usability, understanding and impact of correspondence products in the context of the online application and account for parents, situating the correspondence products in the context within which customers will interact with them once Tax-Free Childcare goes live.





3. [bookmark: _Toc262479062][bookmark: _Toc358213293]Research Aims & Objectives



[bookmark: _Toc358213294][bookmark: _Toc262479063]Aims 



3.1 HMRC is committed to ensuring that the scheme is simple to use and that correspondence and guidance regarding the scheme provides easy to understand information, and supports customers (parents and childcare providers) to interact with Tax-Free Childcare online.



3.2 The aim of this qualitative research is to:



· Explore the customer understanding and usability of key draft correspondence products and the ‘mainstream’ and ‘specialist’ guidance.

· Identify any changes that can be made to improve understanding and the likelihood of potential customers responding in the desired way. 

· Explore navigation to TFC guidance and how customers might prefer to move between this and other GOV.UK guidance once the guidance is live. 



3.3 HMRC wants to understand how customers will interact with the guidance and correspondence products and whether they make sense to customers as part of the wider Tax-Free Childcare customer journey. To meet this aim we envisage the methodology will test the full customer journey and invite tenderers to consider how they will do this as part of their proposal. This will help HMRC to develop products that meet customers’ needs and support a straightforward customer journey.   



[bookmark: _Toc358213295]Objectives 



3.4 To deliver on these overarching aims, the research will need to address the following areas, with regards to potential Tax-Free Childcare customers:



· Initial reactions 

· What is the initial reaction to the layout, content, language and format? 

· Do they understand the information provided? 

· What wider perceptions of the scheme are generated? 

· Would they use the guidance?

· Do they understand why they would receive the product and what they need to do as a consequence?



· Clarity of messages 

· Do they understand the content, language and concepts used?

· Where is further information required to aid understanding?

· What do they see as being the key areas / key messages?

· Do they understand what actions need to be taken? 

· Is there the right balance between sufficient detail and quick access to relevant material?

· Does the ‘mainstream guidance’ provide enough information?

· What types of questions would arise from reading the guidance or receiving the correspondence?



· Likely behavioural response 

· How will they respond to the guidance and correspondence? 

· What are the key messages that would prompt this action?

· What barriers or enablers would there be to responding in this manner?

· Where would they go to get further information if required?



· Usability of the guidance 

· How and when would they use the guidance? How might parents move between TFC guidance and wider GOV.UK guidance? 

· How easy is it for customers to navigate to the guidance and to the relevant parts of it?

· How easy is it for customers to find specific information they are looking for? 

· Do they find the webpage format/layout easy to use?

· What could improve the usability of the guidance? 

· What do customers think of the split between the ‘mainstream’ guidance and ‘specialist’ guidance?



· Identification of improvements 

· Which variants of specialist guidance do customers prefer and find easier to understand? Which elements of each variant provide the required support?

· What elements encourage or deter desired responses?

· Is there anything missing that could improve understanding and produce the desired response?







4 [bookmark: _Toc262479065][bookmark: _Toc358213296]Methodology & Scope



4.1 Tendering companies are invited to propose a detailed qualitative methodology that will fully address the aims, objectives and requirements of this research project. The proposal must clearly outline the methodological approach including the proposed structure of the qualitative fieldwork.



4.2 Tenderers must outline how their proposed approach will allow for  testing ‘mainstream’ guidance in web-page format (online) and ‘specialist’ guidance in paper and/or web-page format in addition to a number of (currently) paper based correspondence products (outlined in section 2.8).  



4.3 In relation to the correspondence products, potential suppliers should propose an approach which tests interactions with digital content where appropriate. Proposals should set out how the correspondence products will be tested as part of the wider end-to-end customer journey rather than in isolation.  



4.4	HMRC invite contractors to propose the most appropriate methodology to address the research aims and objectives of the project. The department welcomes alternative and innovative designs. Proposed methodologies must meet the aims, objectives and timescales outlined in this ITT, providing a clear approach and rationale for the preferred methodology. Tenderers should include clear costings for their proposal; please see section 11.



4.5	A suggested methodology is to carry out approximately:



· 25 face-to-face in-depth interviews with parents who will be eligible to receive Tax-Free Childcare, and a small number of interviews with parents currently claiming tax credits, Universal Credit or Employer-Supported Childcare. Further information on the eligibility criteria is provided in section 4.9.



· 20 face-to-face in-depth interviews with childcare providers (further detail in section 4.10). This is a diverse group and will need to include the full range of providers including smaller providers such as nannies. 



· We are also considering conducting an additional 8 interviews with employers to test guidance only. Tenderers should provide separate costs for this in their proposal. We anticipate that these interviews will be shorter than those for parents/childcare providers due to smaller amount of material to test.   



4.6	In considering methodology, tenderers should consider and explain how they will manage the possible challenges below. The response should specify any impact on cost: 



4.6.1	Certain individuals may have literacy or numeracy problems. Tenderers should outline how they would address the issues associated with conducting research with these groups. 



4.6.2	Respondents who do not speak English as their first language. Tenders should outline how fieldwork will be conducted with customers who do not speak English as their first language.



4.6.3	Consistent with the eligibility criteria for the scheme, many respondents will be working and/or have children, so recruitment and interviewing must be carried out to fit around their availability. Tenderers should also take into consideration the current timetable. Fieldwork with parents is scheduled to take place in part during the typical holiday period (December-January), and as such availability may be more limited.  



4.6.4	Fieldwork should be undertaken in a range of different geographical locations within the UK to ensure access to a broad range of views. Tenderers should outline the geographic locations the research will be conducted in alongside reasons for the selection. 



4.6.5	It is essential that respondents are assured of confidentiality and that is maintained throughout. It will be the responsibility of the successful contractor to ensure that the information provided by respondents remains strictly confidential and that HMRC cannot identify which individuals have participated in the research.



4.6.6	Tenderers are expected to identify any other relevant diversity, sensitivity, and/or ethical issues for working with this group along with how they will be effectively managed as part of their bid. 



4.7	The appointed contractor will design the topic guides for this work. Its content will need to be agreed by the HMRC project manager before it can be used. The topic guide must take account of the need to ‘test’ messages and processes with customers. Tenderers must outline how they would do this.



[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: _Toc358213297]Sampling



[bookmark: OLE_LINK3][bookmark: OLE_LINK4]4.8	As Tax-Free Childcare is not yet operational, there is no existing customer base from which to sample parents or childcare providers for the research. Therefore we anticipate that participants will be recruited using ‘free-find techniques’. Tenderers will need to outline their approach to recruitment (including how they will access a sampling frame) and their methods for ensuring participants are eligible for the scheme (or are claiming tax credits, Universal Credit or Employer-Supported Childcare).   



4.9 	To be eligible for Tax-Free Childcare both parents (or the lone parent) must:



· have children under the age of 12. Disabled children must be under the age of 17;

· be in paid employment (including self-employment) earning at least an average of £52 per week[footnoteRef:7]; [7:  The scheme will also be available to parents on paid sick leave and paid and unpaid statutory maternity, paternity and adoption leave. 
] 


· not be in receipt of any support through tax credits or Universal Credit and/or commit to ending their participation in either tax credits, Universal Credit or Employer-Supported Childcare; and

· not be an additional rate taxpayer i.e. not earn more than £150,000 per year.



4.10	In order to qualify childcare providers must be registered and approved. Childcare must be registered with Ofsted in England, with equivalent authorities in Scotland, Wales and Northern Ireland, or other recognised, regulatory bodies. This can include childcare provided by nurseries, play-schemes, childminders, nannies and school-based care. 



4.11	As part of the development phase of this project, the successful supplier will need to agree a sample specification with HMRC. Tenderers will need to explain their sampling approach in their proposal. 



4.12	The parents sample should include a broad cross-section of parents who meet the eligibility criteria for Tax-Free Childcare and must include the following groups within the sample:



· Parents who are self-employed;

· Parents who are not confident using computers and/or the internet;

· Parents of children (up to the age of 17) with disabilities;

· Parents with multiple sources of income.



	In addition to those who meet the eligibility criteria for Tax-Free 	Childcare the parents sample should also include:



· Parents who are currently claiming tax credits or Universal Credit and are near the upper limit for these schemes or are claiming Employer-Supported childcare. 



4.13	The parents sample should also capture a broad range of demographic factors that may be relevant to a parent’s childcare arrangements and information needs. These could include:



· Current childcare arrangements i.e. formal/informal;

· Household composition including number of children;

· Working patterns;

· Income levels;

· First language.



4.14	The childcare providers sample should include providers from the full range of those which will qualify for Tax-Free Childcare (see 4.10). It must therefore include the below groups:



· Non-agency nannies and childminders;

· Nannies and childminders who operate through an agency; 

· Independent nurseries;

· School-based care providers;

· Play schemes.  



4.15	If research with employers is conducted the employers sample should include a mix of large or medium sized employers who offer Employer-Supported Childcare and those who do not. A key challenge for this group would be identifying the person in the organisation who has responsibility for childcare support / Employer-Supported Childcare. Tenderers should set out in their proposal their approach for identifying and recruiting these participants.  



4.16	The sample specification should allow for a sufficient number of interviews with each of these groups to permit insight into the views of these groups.

[bookmark: _Toc358213298]

Data Capture and Analysis



4.17	Tenderers should provide details of their proposed techniques for data capture and analysing qualitative data, supported by relevant rationale. Each stage of the analysis process should be outlined and analysis must deliver against the research aims for this project.



4.18	Tenders should specify how the analysis will be quality assured. This should be included as part of the quality plan, see section 8.1.





5 [bookmark: _Toc358213299]Timetable



5.1 We anticipate that to meet the deadlines the fieldwork will be frontloaded for childcare providers but welcome tenderers to suggest an alternative approach to meet the deadlines. 



5.2 Tenderers should set out their approach for delivering the requirements, specifying which requirements they plan to deliver by when.



5.3 Please note contractors may be expected to attend an interview on 22nd October 2015.



5.4 The contract will be agreed by 23rd October. The set up meeting will be held with the successful contractor the following week. Work will need to commence immediately after this date.



5.5 The estimated timetable for this work is set out below.















  

[bookmark: _Toc262479077][bookmark: _Toc358213300]Table 1. Provisional Timetable 

		[bookmark: _Toc262479076]

		Dates

		Activity / Output

		Action 



		Procurement

		5th October

		ITT issued to preferred tenderers from EOI stage

		HMRC



		

		Noon on 19th October

		Tender submission deadline

		Contractors 



		

		22nd October  

		Interviews with tenderers (if required) 

		HMRC/Contractors



		Development Work

		w/c 26th October

		Set-up meeting

		HMRC/Contractors 



		

		By 11th November 

		Agree research materials – childcare providers 

		HMRC



		

		By 27th November 

		Agree research materials – parents (& employers)

		HMRC



		Mainstage Fieldwork

		13th November 

		Fieldwork starts with childcare providers 

		Contractors 



		

		30th November 

		Fieldwork starts with parents (& employers)

		Contractors 



		Reporting

		w/c 14th December

		Presentation of findings – childcare providers 

		HMRC/Contractors



		

		w/c 25th January

		Presentation of findings – parents (& employers)

		HMRC/Contractors



		

		w/c 15th February

		Delivery of draft report 

		Contractors 



		

		Early March 2015

		Finalise report

		HMRC/Contractors







6 Outputs (deliverables)

6.1 We expect the successful contractor to produce the following outputs at the appropriate stages:

6.1.1 A detailed project plan outlining key dates and milestones clearly indicating any actions for HMRC;

6.1.2 Develop all fieldwork materials, including topic guides and visual aids such as show cards. All fieldwork material drafts must provide the HMRC Project Manager with sufficient opportunity to comment. All materials must be agreed with HMRC prior to their use;

6.1.3 Weekly progress updates to HMRC, highlighting current risks;

6.1.4 Draft report structure – agreed with the HMRC Project Manager in advance of drafting the first draft report;

6.1.5 Draft reports - shared for comment with the HMRC Project Manager;

6.1.6 Final results – including two presentations of findings to HMRC analysts and officials (one following completion of childcare provider fieldwork and the second following completion of parent (& employer) fieldwork; and, a written report of publishable quality, agreed with HMRC prior to publication on the HMRC website;



6.1.7 Technical summary of the conduct of the study - this should contain copies of any training material, interviewer instructions, screening/recruitment questionnaire, topic guides, any standard letters and associated documents sent to respondents and the documented details of sample selection and analytical outputs.

6.2 The final report will be published on the HMRC website. HMRC require the successful supplier to produce a concise report of approximately 15 pages (excluding appendices). Further guidelines will be provided to the successful supplier. 

6.3 We require high standards of presentation and expect all output drafts and final versions to be complete and to have been quality assured before being delivered. Tenderers should assume that reports, topic guides and presentations will require amendment in light of comments made by the Department, and that at least two drafts will normally be required before agreeing a final draft. Allowance should be made for this in the proposed timetable for the research.

6.4 Tenderers are also invited to suggest any additional outputs they feel would be relevant to this particular piece of research and provide separate costs.

7 [bookmark: _Toc262479078][bookmark: _Toc358213301]Project Management and Contract Administration

7.1 Personal Information: redacted under section 40 of the Freedom of Information Act is HMRC Manager for this project. She will be responsible for the day to day management of the contract. Once the contract has been awarded, all contact with HMRC concerning the project should be made through her. The research organisation will be required to appoint a contract manager who will act as the principal point of contact for the Department.

7.2 The research organisation will be expected to work closely with the HMRC project manager and through her, with internal customers within HMRC throughout the duration of the contract. She must be kept informed of progress and key decisions must be agreed with her. Proposed changes in project staffing (at all levels) or deviations from the agreed work programme must be discussed and agreed with the project manager in advance. She is responsible for all decisions that involve funding. 

8 [bookmark: _Toc262479079][bookmark: _Toc358213302]Quality and Risk Management 

8.1 Tenderers should include a quality control plan with their proposal, which should demonstrate their internal procedures to assure quality control. In particular, this should include data checks, strategies for recruitment of participants who are eligible for Tax-Free Childcare, monitoring of interviewer/facilitator performance, strategies for data capture and analysis and processes for ensuring final outputs meet HMRC’s needs. 

8.2 Proposals should also include an assessment of the key risks to this project. This should identify the most significant risks to successful completion of the programme of work, assess the degree of risk (likelihood and impact), set out strategies for minimising these risks and managing the consequences if problems occur. See the separate excel sheet in Annex C as an example of the template HMRC require research contractors to complete.

9 [bookmark: _Toc262479080][bookmark: _Toc358213303]Data Ownership and Publication

9.1 Results and data from the research are not to be made public by the research contractor. HMRC retains copyright for the research. To preserve confidentiality and anonymity, details of individual participants in the research must not be included in the analysis and reports. 

10 [bookmark: _Toc262479081][bookmark: _Toc358213304]Expertise and Capability

10.1 HMRC acknowledges that considerable resources are required for the successful delivery of this project to time. It is possible that agencies invited to tender have the skills and ability within their organisation to undertake all or part of this research but do not have sufficient resources required to successfully deliver the whole research requirement.  We therefore encourage agencies to collaborate with other suppliers to ensure that they are fully capable of undertaking this work.  

10.2 We are looking for suppliers who can demonstrate that their proposed team incorporates those with previous relevant experience of and expertise in:



10.2.1 Designing and delivering qualitative research to test comprehension, usability and behavioural response to communication products and/or guidance – both digital content and paper formats; 



10.2.2 Experience in designing and conducting research to inform development of digital content and digital tools/ products;



10.2.3 Experience of facilitation of qualitative research methods to test products and/or guidance; 

10.2.4 Delivering similar projects to quality and within a tight timeframe; responding flexibly to change;

10.2.5 Interviewing customers about their understanding, behaviour and needs in regards to a developing policy area. Bidders should evidence an ability to effectively communicate with the proposed participant groups and to maximise participation;

10.2.6 Delivering qualitative research and analysis to help shape product and/or guidance development.



10.3 If an alternative research design is proposed, tenders should outline the relevant skills held by the project team to undertake the proposed research. All personnel to be involved must be named in the tender and their roles and number of allocated days must be specified. Proposals should summarise the skills and expertise that staff will bring to the project. Curricula Vitae of all personnel within the research team should be provided as an annex to the research proposal. 

10.4 The proposal should specify details of which parts (if any) of the project will be sub-contracted, the name of the sub-contractor who will work on the project, their experience of related research, and their responsibilities within the project. If it is proposed to sub-contract any of the work, the same details as those provided by the tenderer should be given about the qualifications, experience and responsibilities of staff involved along with a description of their respective roles and the management arrangements put in place.  Ultimately, however, the successful contractor will be held to account for the performance of any sub-contractor and needs to demonstrate their confidence to successfully manage sub-contractors.

11 [bookmark: _Toc262479082][bookmark: _Toc358213305]Resourcing and pricing

11.1 Tenderers are invited to propose how they would meet these requirements in the form of a programme of work. Tenderers must include a project plan and time schedule for the work that identifies the main tasks and key milestones that will be used to monitor progress, indicating clearly where HMRC is expected to contribute. The plan should also be accompanied by a resource profile, giving a breakdown of the resources in person days to each task. 



11.2 The proposal must include a firm price offer (excluding VAT), based on your assessment of the required resources and the information contained in this document.  Costs for our suggested methodology of approximately 25 in-depth face-to-face qualitative interviews with parents and 20 face-to-face interviews with childcare providers should be provided. Tenderers should also provide separate costs for conducting an additional 8 interviews with employers. However as stated in section 4.4 HMRC also welcome proposals for alternative or complementary methodological designs suited to the research aims and objectives. Costs for alternative designs should be presented separately, and should be included as an annex to the research proposal. Costs for the project must be broken down separately into:



		Activity

		Personnel (level of staff)

		No. of days per team member

		Cost (£)

		Total

(£)



		Development phase: including

set up meeting, recruitment, and development of fieldwork materials (including screening questionnaire, discussion guides, standard opt-out letters and associated documents sent to respondents).

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		Fieldwork: including briefings, debriefings and data preparation.

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		Analysis

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		Reporting: including writing and delivery of interim findings, final report (inclusive of corrections to draft reports) and two presentations in London. 

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		Project Management: including regular updates, progress checks and additional meetings.

		

		

		

		



		Other costs; including administration, travel and subsistence, incentives, printing and mailing.

		

		

		

		



		Institutional overheads (if appropriate).

		

		

		

		



		VAT (if applicable)

Please indicate whether VAT would be payable

		

		

		

		



		Overall Total

		

		

		

		£





*Please detail number of days each member of staff will spend on each stage of the project. i.e. specify level of staff and days ,i.e. X days of Research Directors time, X days of Project Manager etc.



Note: Tenders that do not supply a schedule of costs in the format outlined above will not be accepted. Rows/columns can be added to the above table as necessary.

11.3 Please indicate whether VAT would be payable. VAT costs are not a factor in determining which tender is successful, but the information is useful to assist our financial planning.

11.4 In costing your tender you should allow for attendance at up to three meetings to be held in London. These might include the following:

· A set-up meeting

· Two presentations of findings.

12 [bookmark: _Toc262479083][bookmark: _Toc358213306]Tender Evaluation Criteria

12.1 Tenders will be evaluated on best value for money. This will be judged on the basis of an assessment of their proposals only (supplemented where relevant by discussion at interview), against the following quality criteria set against overall cost (excluding VAT):



		Criteria



		Addressing aims & objectives: 

· How well the supplier understands and addresses the specified aims of the project;

· How well the supplier demonstrates an understanding of the wider context and key issues for the project.





		Team: 

· The extent to which the proposed team have expertise and a track record of designing and delivering qualitative research to test comprehension and usability of communication products and/or guidance;

·  The extent to which the proposed team have expertise and a track record of designing and delivering qualitative research to test digital content of communication products and/or guidance within end to end customer journeys;

· The extent to which the proposed team have experience in conducting qualitative research with similar customer groups;

· The appropriateness of the proposed team composition and management including days input for each team member at each stage of the project and their day rates.





		Proposed methodology and scope: 

· The quality of the proposed research design and analysis approach;

· The extent to which the proposed research design meets the aims and objectives of the project;

· The effectiveness of the supplier’s intended approach to recruitment and sampling; strategies for maximising successful contact and recruitment;

· The quality and suitability of outputs offered;

· The suitability of techniques to analyse qualitative data to deliver against research aims;

· How well the supplier identifies key risks to the project’s delivery and the effectiveness of the proposed strategies to mitigate these risks.





		Delivery to time & reporting: 

· Fieldwork capacity to deliver the number of interviews required within the timetable;

· How well the supplier can respond flexibly to changes;

· Capacity to deliver presentations of findings to HMRC customers and other internal stakeholders and a final, publishable report within the required timeframe







12.2 HMRC will select the successful tendering organisation based on assessment of value for money as described above. Tendering organisations may be invited to interview by HMRC before the selection is made, with interviews provisionally scheduled for Thursday 22nd October 2015. Following final selection, any necessary post tender negotiations will be held with the preferred supplier in order to finalise the work programme prior to awarding the contract.

13 [bookmark: _Toc358213307]Transparency 

13.1 As a result of government policy to achieve greater transparency in public procurement and help deliver improved value for money, HMRC is obliged to publish tender documents for all contracts with a whole life value of over £10,000.  It is a condition of bidding for this work that applicants accept these obligations and agree to the subsequent publication of the contract once awarded. 



14 Data Security

14.1 In accordance with Section 3 of Schedule 4 of the DWP & HMRC Joint Research Framework terms and conditions, HMRC requires all suppliers to provide a Security Plan before any contracts are let.  If a supplier has not already submitted a Security Plan to HMRC, they are required to do so when they submit their proposal (by the tender deadline). The Security Plan does not form part of the tender evaluation; however the award of any contract will be dependent upon agreement being reached on the content of the Security Plan with the preferred supplier. See Annex D.



15 Freedom of Information (FoI) 

15.1 HMRC is committed to meeting its responsibilities under the Freedom of Information Act 2000. All information submitted to a public authority may be subject to disclosure to a third party in response to a request for information under the Act. HMRC may also decide to include certain information in the publication scheme that we maintain under the Act.

15.2 The HMRC FoI Publication Scheme includes a commitment to publish outputs of research projects within the HMRC External Research Programme (which this project is). In some instances publication may be delayed if a relevant exemption under the Freedom of Information Act applies.

15.3 If you consider any of the information included in your response to this invitation to tender to be commercially sensitive and therefore exempt from disclosure under the Act, you should identify it and explain (in broad terms) what harm may result from disclosure if a request is received. Please also note that the receipt of any information marked ‘confidential’ or equivalent by the public authority should not be taken to mean that the public authority accepts any duty of confidence by virtue of that marking.

15.4 HMRC shall not be liable for any loss or damage suffered by the Contractor, whether in contract, or any other way, as a result of the Customer disclosing information in response to a request made under FOIA.

15.5 Further information on the Freedom of Information Act 2000 can be obtained through the Department of Constitutional Affairs (www.dca.gov.uk) or from the office of the Information Commissioner responsible for enforcing the Act (www.informationcommissioner.gov.uk).

16 [bookmark: _Toc262479084][bookmark: _Toc358213308][bookmark: OLE_LINK6][bookmark: OLE_LINK7]Commissioning Conditions

16.2 The duration of the contract with HMRC will be from the date of award to the successful tendering agency until completion and reporting of the final outputs.

16.3 HMRC retains the right not to commission the study, or any element of it.

16.4 The DWP/HMRC Research Framework Terms and Conditions will form the basis of the contractual agreement between the successful tendering organisation and HMRC. 

16.5 Terminating the research - HMRC reserves the right to terminate the contract prematurely (for any reason) should this be deemed necessary. In the event that it would become necessary to terminate or adjust the contract, HMRC will cover costs for services provided up to that point. Contractors should not book or schedule fieldwork until written confirmation has been provided by HMRC. Contractors should provide a cancellation policy, including details of charges (if any) should it be necessary to cancel fieldwork. 

16.6 [bookmark: _Toc262479085] Additional contractual information is included in Annex B.

[bookmark: _Toc358213309]Summary of requirements



16.7 Tenders should include the following information:

4.1 Tenders should include the following information:

· A summary of proposals including a firm price bid (exclusive of VAT);

· A detailed explanation of proposals to meet the aims and objectives outlined above. This should include details of the best methodology for data collection, recruitment and sampling;

· A detailed timetable for the proposed research, taking into account that outlined in Section 5;

· For those who have not previously submitted a security plan, a completed security questionnaire;

· A complete risk register;

· Curricula Vitae of all personnel within the research team, their status within the company, area of expertise and details of their individual chargeable day rates;

· Chargeable rates for other personnel proposed. Where these can be identified as groups (e.g. administration, support etc.) then a group rate will suffice;

· Any further costs identified.



[bookmark: _Toc358213310]Queries on this research specification

16.8  Tenderers with any queries about the research specification should contact Personal Information: redacted under section 40 of the Freedom of Information Act. The deadline for queries is 5pm on Monday 12th October.

16.9  Please note that answers to queries raised in response to the ITT will be shared among all organisations invited to express an interest, anonymously.

[bookmark: _Toc262479086][bookmark: _Toc358213311]Information on how and when to return tenders

16.10 Tenderers should submit a tender of no more than 15 pages (including full details of proposed methodology but excluding the risk register, curricula vitae, data security plan and letter noting commercially sensitive information) stating how all the requirements outlined in this document will be met. 

16.11 Tenderers should provide notification of their intention to submit a proposal by email to Personal Information: redacted under section 40 of the Freedom of Information Act by 5pm on Monday 12th October.

16.12 Please read the enclosed Instructions for Tenderers carefully. 

16.13 [bookmark: _GoBack]You should send a PDF or read-only electronic copy of your proposal by e-mail to arrive at the following e-mail address Personal Information: redacted under section 40 of the Freedom of Information Act no later than 12 noon on Monday 19th October (unless the date is subsequently amended in writing by the Department). No hard copies of the tender are required. 

In summary, tenders should note the following:

		Action

		Deadline

		Contact



		Notify your intention to submit a proposal

		(5pm) 12th October	

		Personal Information: redacted under section 40 of the Freedom of Information Act 



		Submit queries on ITT

		(5pm) 12th October

		Personal Information: redacted under section 40 of the Freedom of Information Act 



		Submit read only tender via email 

		(12 noon) 19th October

		Personal Information: redacted under section 40 of the Freedom of Information Act 
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