Acas – Bid Specification

Assessment Centre  

BACKGROUND

The Advisory, Conciliation & Arbitration Service (Acas) is a non-departmental public body (NDPB) funded by the Department of Business Innovation and Skills (BIS). 

Acas seeks to improve organisations and working life through better employment relations. To achieve this, Acas provides up to date information, independent advice, high quality training and consultancy services to help employers and employees in solving workplace problems and working together effectively.
ACAS has a UK wide presence, employing around 900 staff: 700 of these are office-based at locations throughout Great Britain; the remainder being in ACAS National in London. The Certification Office and Central Arbitration Committee are co-located with Acas National. 

Delivery Directorate is responsible for the internal training of all operational staff in Acas, working in Conciliation, Good Practice Services, Advisory work and the National Helpline network. It is responsible for providing all initial, advanced and developmental training for operational staff. In addition it plays a leading role in assisting staff to update and develop their skills and knowledge.

Delivery Directorate, with the help of Organisation Development and HR periodically runs assessment centres as part of its recruitment process seeking additional Conciliators and Helpline Advisers, which is the purpose of the requirements outlined in this specification. 

The Role of Helpline Advisers 

The Acas Helpline provides accurate, impartial advice on employment rights and employment relations issues to individuals, employers, their representatives and other interested parties.  As well as the provision of an invaluable source of advice we work with callers to facilitate the early resolution of disputes and promote the business benefits of good employment relations practices.  

The Helpline is a national service, but Advisers work in local teams based in Acas area offices and are linked together electronically via a single contact number.  

The Role of Individual Conciliators

Conciliators deal with potential and actual employment tribunal claims which can cover any area of employment law or employment relations. They don’t take sides, working instead to persuade all parties of the benefits of resolving disputes at an early stage. Their work involves discussing the issue with employers, employees, professional representatives and untrained advocates such as friends or family, tailoring their approach to the individual. 

Conciliators must work to overcome difficulties, engaging people who are resistant to the idea of conciliation and encouraging the parties to explore ways of resolving the issue. Conciliators will deal with a large quantity of written and oral information; analysing it rapidly, identifying important points and using it to persuade the parties to consider alternatives to legal action.

ACAS REQUIREMENTS: 

Both of these roles are demanding, and potential candidates for both positions need to be tested in a role play that replicates the everyday situations they will face. The first class services we offer are mainly done so over the telephone and this is the primary focus of the position. The role play exercises will be sent to the actors in advance of the assessment centres, to allow them time to familiarise themselves with the material.
Telephone based roleplays for Helpline

The assessment centre runs for half a day twice a day and during that time, the candidates are telephoned and questioned about a brief that they have been given at the start of the centre. We are seeking actors to perform the roles of ‘dissatisfied customer’ and/or ‘overwrought customer’ in order to test the candidates ability to build rapport, absorb the brief quickly and give the roleplayers the information they’re seeking, standing their ground where appropriate. 
Each actor will do up to 4 role play exercises (2 different scenarios) per assessment centre (up to 8 exercises per day in total). The exercises last between 10 and 20 minutes each. After each exercise the role player will be required to provide brief feedback on the performance of the candidate (please see attached feedback form). 
Telephone based roleplays for Conciliation

The assessment centre runs twice in the morning and twice in the afternoon. During that time the candidates are required to conduct telephone conversations relating to a brief they are given at the start of the centre. We are seeking actors to perform the roles of customers who are entrenched in their position and are reluctant to engage in discussions with the candidate, in order to test the candidates ability to absorb the brief quickly, build rapport, to establish the key issues in a dispute and to move customers from one position to another.  

Each actor will do up to 4 role play exercises (2 different scenarios) per assessment centre (up to 8 exercises per day in total). The exercises last between 10 and 20 minutes each. After each exercise the role player will be required to provide brief feedback on the performance of the candidate. 

The successful bidder will be expected to:

· Work closely with Acas and provide actors during current periods of Helpline and Conciliation recruitment who are able to understand the brief they are required to deliver and to do so as prescribed 

· Provide actors for further periods of recruitment in the coming months if needed
· Be flexible in regards to adapting to any changes Acas may implement to the role play exercises or the structure or format of the assessment process during the contract term
COSTS

Please provide the costs of the actors for each event and details of whether travel costs are included. If travel and accommodation costs are not included please provide a separate indication of the costs involved.

Price to include the time taken by the roleplayers to become familiar with the brief and undertake the role, usually between 9 and 4 o’clock for Helpline recruitment and between 9 and 5 o’clock for Conciliation recruitment. 

Your organisation must:
· Demonstrate continuity planning and risk analysis to ensure we are not let down on the day by a roleplayer not showing up.

· Demonstrate an equality and diversity policy exists and is applied.

· Demonstrate that proposed roleplayers are professionally qualified/accredited.
LOCATIONS
Recruitment could be to any of our offices, and so we may require actors in any of the following locations; Birmingham, Bristol, Bury St Edmunds, Cardiff, Fleet, Glasgow, Leeds, London, Liverpool, Manchester, Newcastle, Nottingham.

The costs for all locations and refreshments will be covered by Acas.

NUMBERS REQUIRED 
· Up to 3 actors per day for Helpline recruitment
· Up to 2 actors per day for Conciliation recruitment
DURATION OF EVENTS:

· 09.00 to 16.00 for Helpline recruitment

· 09:00 to 17:00 for Conciliation recruitment

CONTRACT PERIOD

The length of the contract for the purposes of this tendering exercise will run for one year from the date of signing.

EVALUATION AND AWARD CRITERIA GUIDE

All bidders will be assessed on their responses (to be given in the Emptoris e-procurement tool only) to the Stage 1 Quantitative and Qualitative Criteria below. 
Individual Scoring of each question is explained in the Emptoris RFx Attachments entitled “Invitation to Quote”.

The best three bidders will then be invited to take part in Stage 2 of this evaluation.

Stage 1
	CRITERIA

	WEIGHT
	MEASURE

	Quantitative:

	35%
	See Emptoris e-procurement “Section 6 – Award Questionnaire – Price”.


	Price 
	25%
5%
	· Cost per actor per day

· Travel/accommodation costs 



	Cancellation Fees
	5%
	· Cancellation policy and costs



	Qualitative:

	50%
	See Emptoris e-procurement “Section 6 – Award Questionnaire – Quality”.



	Specification Requirements Met 
	10%
	· Organisation demonstrates an understanding of the needs set out in this specification and an ability to meet them

	Availability
	10%
5%

5%


	· Ability of bidder to provide role play actors in each location specified
· Notice requirements for provision of services/familiarisation of materials

· Contingency procedures in place to account for role-player becoming unavailable or not turning up

	Experience
	5%
	· Introduction and background of organisation 

	Quality of Role Play
	10%
	· Quality assurance procedures

· Training/accreditation of role-players

	Ensuring Consistency
	5%
	· Measures/procedures in place to ensure consistency in approach and quality of role-players


Stage 2
15%
The top 3 bidders as determined by the criteria above will be invited to Stage 2, which will be a role play demonstration by their actors 
