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 (To be returned by Tenderers)
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Specification

Executive Summary

1.1 The Department of Health’s Appointments Team manages the recruitment and selection process for Public Appointments that are made by the Secretary of State for Health. Ministers decide on whether or not to use executive search for these appointments and decisions are made on a case by case basis, dependent on the profile of the appointment and challenges to recruitment of a particular post.

1.2 Our appointments include high profile Chair and Non-Executive Director appointments to DH’s Arms-Length Bodies, including for example, NHS England, NHS Improvement and the Care Quality Commission.  To ensure open competitions attract the very best candidates and a wide and diverse field of applicants; and for some campaigns target specialist groups, there is sometimes a need to use executive search to support a campaign. The following link lists the ANDPBs and ENDPBs that we appoint chair and non-executive directors to, though executive search may not always be used.

https://www.gov.uk/government/organisations/department-of-health/about 

1.3 Securing high quality suitable applicants for our most senior appointments is vital. However, all applicants whether they have been approached through search or not, will need to apply through due process and for public appointments, the process will adhere to the Office of the Commissioner for Public Appointments’ (OCPA) Code.  The recruitment process is managed in an open and transparent way, and all appointments are made on merit. For Ministerial appointments, No.10 and Cabinet Office have a strong interest in the appointment and selection process.

1.4 The Department of Health is looking for an organisation to provide primarily, executive search support for key public appointments. Support may also be required for any other appointment for which DH Ministers have an interest and agree that search support from the Department of Health’s call-off contract may be used.  

[bookmark: _Toc519998890]The Requirement

1.1 We wish to tender for a contract to commence from 6 September 2016 until 31 August 2017, which we can use for appointments requiring search support as and when they arise. There may be a limited need for the previous supplier (if different to the successful bidder) to conclude works initiated during August and September 2016 for some key appointments. It is absolutely essential that the successful bidder has experience in providing effective search support for high-profile public appointments. 

1.2 Although we do envisage that the successful bidder will carry out support for all appointments requiring executive search, DH reserves the right to contract with a different organisation if it is agreed between the Department and the successful bidder, that the executive search supplier is unable to meet its requirements, for example, if there is a particularly specialised or scientific appointment that they do not have knowledge or skills to search for or if Ministers wish the ALB to lead the search process and have a contract with another supplier. 

1.3 The need for search will be addressed on a case-by-case basis and each use of search will be subject to Ministerial clearance.

1.4 In initiating the use of executive search the Appointments Team will share information on the role specification and the Minister’s view on the type of person they are looking to appoint to the role; details of the stakeholder involved; timescales; the frequency and method of reporting information on potential search names; and other candidate care requirements for the scope of the search. The supplier will always be informed as soon as possible on the need for search, and with the aim of the supplier having scope to identify names prior to the Department publicly advertising the role.

1.5 The key deliverables are to identify, discuss with and encourage/support candidates to apply for key senior appointments. In doing so, the contractor will:

a. have experience in providing successful search support for high-profile public appointments

b. have experience of working across Whitehall on a range of high-profile and politically sensitive appointments

c. ensure a strong and diverse field of candidates is approached and apply for each campaign. The supplier should have a genuine interest and commitment to securing a diverse field in the broadest sense, including helping meet the Government’s aspiration that 50% of new appointments to Boards are female and 10% of new appointments to Boards should be made to people from ethnic minorities

d. provide advice and support to candidates, both prior to application and throughout the recruitment process, as necessary, including in some cases, through to Select Committee appearance

e. provide DH officials and Ministers, where appropriate, with regular updates (calls and/or face to face meetings) on the progress of search e.g. the number of potential candidates; backgrounds and fit with person specification, any issues, etc

f. be able to speak with Ministers (DH, No.10, Cabinet Office and Devolved Administrations) about the scope of the search requirement for an appointment and regularly seek their views on the “names list” 

g. produce regular status reports on progress of the executive search, which include background on candidates, the likelihood that they will apply and flags any concerns or issues. A final status report, just prior to the advertisement being published, should capture the outcome of the Search exercise at that point and confirm who intends to apply

h. where required, produce a “long-listing” report to support the selection panel in shortlisting candidates for interview, and where required, hold preliminary interviews with candidates to support shortlisting and/or subsequent panel interviews

i. be available to provide advice, when required, to selection panels prior to long-listing, short-listing and interviews. This could include attendance at shortlisting meetings and for interviews, briefing panels at the start of the day and attending the final discussion at the end of the day.

j. where required, offer (or arrange) and oversee psychometric testing, media assessments and/or other assessment tools to help the candidate assessment process

k. provide due diligence checks of candidates identified through search and/or long-list, and more comprehensive checks for candidates short-listed for interview

l. in the event a suitably qualified candidate is not appointed, to run a new search at no additional cost

m. ensure a good working relationship is developed  and maintained with the Appointments Team and other senior DH officials across the range of appointments

n. ensure ‘near miss’ candidates are identified and kept informed of subsequent roles coming up and encouraged to apply
 
o. provide, as required, a stocktake on the membership profile of all boards, with a focus on skills, diversity, sectoral experience, etc, so as to inform future recruitment campaigns and succession planning.

1.6 There is also a requirement for the contractor to provide professional/qualification and due diligence/ background checks of candidates short-listed for interview. This may be required for campaigns where executive search has not been used. 

1.7 This contract is initially for twelve months in length; however the Authority reserves the right to extend the contract subject to agreement by both parties by up-to two periods of up-to 12 months for each extension period (Maximum possible Contract length 36 months). Any extension period(s) are also subject to internal financial approval.

1.8 The DH Appointments Team will work with internal clients and the search partner to ensure a brief/specification for the search is agreed. The contractor should also be prepared to work directly with the Senior Responsible Officer and/or the lead Minister for a particular recruitment campaign, as required. 

1.9 Once both parties are agreed that suitable candidates will apply the DH Appointments Team will take responsibility for issuing the advert for the position and managing the appointments process thereon, with support from the search partner as set out in paragraphs 2.5 (a through to o) and 2.6.


[bookmark: _Toc519998891]Authority Responsibilities

1.10 The Appointments Team will be managing the performance of the selected provider and receive feedback from officials and Ministers as to how the contract is working for them. Feedback will be given to the supplier in regular (normally scheduled weekly) meetings for each campaign, or between meetings (verbally or in writing) if required due to the nature/urgency of the feedback. For each campaign, discussion and feedback will always be with a view to agreeing a way forward to ensure search is successful and to mitigate any risks to the success of attracting suitable candidates to apply; to the Department; or the overall success of the recruitment campaign. The supplier will also receive and be able to discuss feedback on how the contract as a whole is working and the Department’s view on their performance.
Contractor Responsibilities

1.11 The Contractor shall:

(a) Appoint a Contract Manager to be the lead contact for all matters relating to the search requests and liaise with / report to the Department’s nominated contact.
(b) Ensure the Contract Manager is available for regular/weekly update meetings that will either be face to face or via teleconference with the Department of Health. Further details will be provided at contract award stage.
(c) Perform quality assurance of all aspects of the search.
(d) Provide the Department of Health with timely and on-going evaluation and quality assurance information relating to the search in the formats agreed with the Department of Health.
(e) Consult, and flag with the Department of Health, any issues identified with the search. 
(f) Provide on a monthly basis updates on costs and invoice the DH Appointments Team directly, for the requirements delivered through this mechanism.
(g) The Executive Search Partner will be required to support this process as necessary, alongside the delivery of the requirements set out in paragraphs 2.5 (a through to o inclusive) and 2.6. This may entail activity such as continued applicant liaison or fielding any queries related to the post through to the making of an appointment.

1.12 Due to the fluidity of when appointments will arise and that decisions on whether to use search have to be agreed by Ministers on a case by case basis, we cannot guarantee the number of posts for which will require search support. DH is only able to anticipate that a call-off contract is worthwhile. 

[bookmark: _Toc519998893]Timetable

1.13 The contract will commence early September 2016 until the 31st August 2017, with the option to extend for up-to two periods of up to 12 months for each extension period (maximum possible contract length 36 months). Any extension period(s) are also subject to internal financial approval. subject to agreement by both departments and financial approval.

Skills and Knowledge Transfer

1.14 It is vital to ensure that all skills and knowledge gained by this requirement are retained by the DH for the longer term. Any skills and/or knowledge will be transferred by lessons learned sessions between DH and the Contractor, and the provision of update reports throughout campaigns. Please demonstrate in Section B (your response) how you could add value and ensure that the DH retains skills and knowledge.

Further Information

1.15 Whilst the Department’s general position is to limit the use of executive search,  there are occasions when Ministers may, as part of the wider recruitment process, choose to use Executive Search support to strengthen the candidate field and identify candidates from a broader range of backgrounds. This can be particularly important for key national roles, for certain specialist roles and for engaging with hard to reach groups, where even targeted advertising and use of social media can have limited effect. Search can be particularly effective in engaging with senior figures in the commercial/private sector and generally, with those whose experience is outside of the health and social care sector.

1.16 During 2015/16 executive search has been used for the following appointments:
· Chair – Care Quality Commission
· Chief Executive – NHS Improvement
· Audit Chair and Non-Executive Director – NHS England
· Non-Executive Director – NHS Business Services Authority

1.17 The timescales for each campaign are agreed on a case by case and can be subject to a number of factors including: urgency to fill the post(s); multiple posts for different specialisms; joint appointments with other Ministers; appointment(s) which involve consultation with the Devolved Administrations, etc.

1.18 There are a number of recommendations in  the recently published Grimstone Review of Public Appointments and these will be incorporated in a new Governance Code  for Public Appointments, which is due to be published over the coming months. The Grimstone Review should be considered as part of the suppliers bid, as some of the recommendations may have an impact on how we use executive search, for example: 
(a) Public appointments should be representative of our society and more needs to be done to widen the pool of candidates interested in being considered for public appointments, to include for example more women, BAME and disabled people. 
(b) Aim to conclude the process within 3 months of a competition opening (advert to appointment).
(c) The assessment and selection process should not start until a pool of potentially appointable candidates has been identified.
(d) Prior to interviews being conducted, Ministers should feel free to put new names forward to the Advisory Assessment Panel.
(e) The assessment process should be appropriate to the recruitment to reflect the nature of significance of the role. A greater variety of techniques, both less formal and more expert, should be used for significant appointments.
(f) Customer care should be seen to be an important part of the process, with candidates being kept in touch with progress and, if unsuccessful after being shortlisted, being told why in a constructive way which will not deter them from applying.
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Tenderer Response

See accompanying template questions (schedule one (a) for completion and return.

[bookmark: _Ref306116898][bookmark: _Ref328647196][bookmark: _Ref257301443]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 Schedule Two template for completion of pricing proposals 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.

[bookmark: _Ref328647206]Contract Monitoring
The contractor will: 
(a)	Provide a report on progress in delivering the requirement to the Project Manager on a weekly basis, and for a general weekly discussion across all campaigns, and quarterly monitoring meetings to discuss delivery against the outputs in section 2.5 (a to o) and 2.6.
(b)	Attend meetings on site to review progress and discuss the service, as required by the Project Manager.
(c)	Attend a post contract review with the Appointments Team to review whether the objectives of the contract were met, to review the benefits achieved and to identify any lesson learnt for future projects.

General Instructions
Tenderers will be required to complete 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): [Authority to complete]
Name of Contractor's Representative(s): [Tenderer to complete]

Deliverables
List of deliverables, outputs and reports Contractor is to supply: [Refer to Schedule 1: Specification - 4.1 & 4.2]
Period(s) over which each deliverable, output and report is to be supplied: [Refer to Schedule 1: Specification - 4.1 & 4.2 ]
Information requirements: [Refer to Schedule 1: Specification - 4.1 & 4.2]
Milestones: [Refer to Schedule 1: Specification - 4.1 & 4.2]

Meetings
Frequency of contract management meetings: [Refer to Schedule 1: Specification - 4.1 & 4.2]
Location of contract management meetings: [Refer to Schedule 1: Specification - 4.1 & 4.2]
Checking performance against anticipated plan: [Refer to Schedule 1: Specification - 4.1 & 4.2]

Remedies
Remedies for below par performance: 
(h) The authority will provide feedback throughout and at the end of each campaign any performance issues as they arise, via the weekly review meetings or as required, depending on the issues.
(i) If the response to 6.1a is inadequate and does not resolve the performance issue, the authority will escalate the matter with the supplier to discuss and explore resolution.
(j) If 6.1a and 6.1b fail to resolve the issues, the authority may consider withholding payment of all/part of invoice, until a resolution is achieved.
(k) The Authority may decide to terminate the contract, if 6.1a-c are not effective in resolving the situation.  


[bookmark: _Ref306116919]Confidential & Commercially Sensitive Information

See accompanying template for (identification of the confidential & commercially sensitive information) completion and return to the Authority.

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

See accompanying template for (Form of Tender) completion and return to the Authority.

[bookmark: _Ref306116971]Sub-Contractors

See accompanying template for (Sub-Contractor information) completion and return to the Authority.

[bookmark: _Ref305685020]Parent Company Guarantee

See accompanying template for (Parent Company Guarantee information) completion and return to the Authority.
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