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1. Introduction to NICE
The National Institute for Health and Care Excellence (NICE) is the independent organisation responsible for providing national guidance and advice on promoting high quality health, public health and social care.
NICE's role is to improve outcomes for people using the NHS and public health and social care services. We do this by:
· Producing evidence based guidance and advice for health, public health and social care practitioners

· Developing quality standards and performance indicators for those providing and commissioning health, public health and social care services
· Providing a range of informational services for commissioners, practitioners and managers across the spectrum of health and social care.
Details of our work programmes and examples of the guidelines and quality standards can be found on the NICE website (www.nice.org.uk).
2. Social care quick guides and dissemination support
The Health and Social Care Act (2012) set out a new responsibility for NICE to provide independent, authoritative and evidence-based quality standards and other guidance for social care in England, building on NICE’s reputation in healthcare. These are developed with the involvement of social care practitioners and people who use services, using standard NICE processes. NICE also published a range of implementation resources to support practitioners using our guidance.
Feedback from stakeholders suggested that products for the social care sector needed to be more accessible and that additional work to promote NICE’s remit within the social care sector would be valuable. 
NICE commissioned the development of 2 quick guides by the NICE collaborating centre for social care (NCCSC), which is hosted by SCIE. These were launched in October 2016, and were jointly branded with the Social Care Institute for Excellence (SCIE) and feedback has been positive. 
In addition, NICE contracted regular proactive activity by the NCCSC to promote NICE’s role within the social care sector. This included dissemination of NICE social care guidance at publication (guidelines, quality standards and quick guides), encouraging involvement in guideline scoping workshops, recruitment to guideline committees and guideline consultation feedback and opportunistic activity to raise NICE’s profile within the social care sector.
A further 7 quick guides, together with wider dissemination support, was commissioned from the NCCSC in 2017-18. 

This service specification sets out a requirement for a contractor to develop Social care quick guides and provide dissemination support in collaboration with NICE for the period April 2018 to March 2020. 

This tender pack consists of 

1) This requirement specification

2) A sample Contract for your legal review

3) Form of Offer

4) Declaration of Interests

5) Redaction requests

6) SC QG Tender TUPE confidentiality agreement

3. Social care quick guides service specification
3.1. Purpose
Development of 10 Social care quick guides each year over the 2 year period of the contract, in collaboration with NICE. 

The overall purpose of the quick guides is to raise awareness of NICE’s social care remit, and support increased use of NICE guidance by social care audiences.
The purpose of each individual quick guide is as a stand-alone, short, practically focussed resource for a specified social care audience about relevant aspects of a particular guidance topic, with sign posting to the full NICE guidance (guideline and, where available, quality standard). 

Each quick guide will be tailored to a specific primary social care audience.
The primary audience for each Social care quick guide will vary, depending on the topic. Audiences will include but not be limited to; registered managers of care homes, registered managers of home care providers, commissioners, local authority social care practitioners in specific roles, social care practitioners working in other organisations in specific roles, people who use services and carers of people who use services.
3.2. Expert sector advice – quick guide topic, focus and audience

The contractor will produce an annual plan for Social care quick guide topics which will be agreed with NICE in April. Topics will be identified from NICE social care guidelines and quality standards, plus NICE clinical and public health guidelines and quality standards, relevant to the social care sector. This could include published guidelines and quality standards and forthcoming guidelines and quality standards, to be published in year.

The annual Social care quick guide plan will take into account contractor intelligence around topics where the quick guide format could add value in terms of quality improvement, addressing areas of concern, supporting joint working, etc. The plan will also take account of existing awareness of NICE’s social care guidance by specific audiences, e.g. to promote guidance in parts of the sector where NICE is less well known, or to provide additional focus where guidance covers a topic area recognised as a priority for particular audiences. 
The contractor will produce an annual plan which includes the topic, focus and audience for each quick guide, plus contingency options for 2 quick guide slots. The plan will also include timescales for submission of the following for each of the 10 quick guide slots:

· Early draft text & ideas for design
· First draft full quick guide (text and design)

· Final draft quick guide

· Communication & reporting plan

The contractor will use its sector expertise to advise NICE on suitable topics and on the focus for the content of the quick guide, along with a specified primary audience from within the social care sector. This will include the contractor undertaking desk research and seeking expert opinion on potential topics, content focus and primary audience, to ensure that each Social care quick guide addresses a gap and adds value within the social care sector.
3.3. Format and design
The contractor will lead on the design of each Social care quick guide, working within the scope outlined in the Social care quick guide design brief document (see Appendix 1). Key aspects of the design brief for Social care quick guides include:
· PDF and HTML format versions (accessible on PC and mobile devices)

· PDF when printed not to exceed 4 sides of A4 paper

· Visually engaging with a balance of graphics and text 

· Use of infographics and icons to visually represent the content

· Clear headings with short sections of concise text

· Consideration to the presentation of each quick guide as one of an existing suite of quick guides
The contractor will ensure that representatives of relevant organisations, professions and experts (including experts by experience) comment on individual elements of the design. The purpose of this will be to ensure that the graphics are accessible and appropriate for the primary audience and wider stakeholders, in the context of the topic and the design brief.

3.4. Written content

The contractor will be responsible for producing the written content for each Social care quick guide. The content will be drawn primarily from the relevant NICE guideline and quality standard. The contractor will use their expert knowledge of the social care sector to identify which aspects of the NICE guidance (recommendations or quality statements) would be of most direct relevance to the primary audience. They will also consider how this content can be conveyed in a way which maximises its visual appeal.
It is expected that, in the majority of instances, recommendations and quality statements will be re-phrased to fit the focus and audience for the quick guide, along with the style of the quick guide format. The contractor will be responsible for ensuring that the content accurately reflects the NICE guidance used as its source. The contractor will also ensure that any additional (to NICE guidance) content is included in such a way that it is clear that this doesn’t form part of NICE guidance, also ensuring that this is referenced for clarity.
Written content will be concise, simple and easy to understand by the primary audience. Whilst there is not a set word limit for the written content of Social care quick guides, it is expected that the word count wouldn’t usually exceed 650 words. 

Written content would be expected to follow (in broad terms) the approach used in existing quick guides in terms of style and standard sections, including a section at the end of the guide with links to a small number of what the contractor deem to be the most directly relevant useful sources of information. The contractor will also be responsible for identifying an eye catching fact or quote for inclusion on the front cover, to draw the primary audience’s attention and reinforce the relevance of the quick guide to their area of practice.
The contractor will quality assure the content against the following benchmarks:

· Accurate alignment with source guidance

· Accurate alignment with specification

· Appropriate coproduction input
· Spell checked, and correct use of punctuation and grammar

· high standard for graphic design (professional, cohesive, accessible)

· Meets NICE standards for use of material subject to copy right
The contractor will establish a small coproduction group to comment on the written content of each quick guide. The coproduction group will consist of representatives of relevant organisations, professions and experts (including at least 1 expert by experience) ensuring that at least 1 member was involved in either the guideline or the quality standard development. The purpose of this activity will be to ensure that the choice of content is relevant and useful to the primary audience and that it is written in a way which is clear and accessible.

3.5. Communication activity and post publication reporting
The contractor will, for each Social care quick guide, agree a Communication and reporting plan with NICE. This plan will specify communication activity that will be undertaken by the contractor to promote awareness of the quick guide (see Dissemination support service specification section for details). This plan will also specify the information that the contractor will supply to NICE 3 months after the Social care quick guide publishes, to demonstrate the action they have taken and its impact. Examples of the types of information might include; number of newsletter articles promoting the quick guide; number of 3rd party websites containing a direct link to the quick guide, web analytics for access to the quick guide from the contractors’ web site.
3.6. Process for development of each Social care quick guide

The contractor will follow the broad processes outlined in the Social care quick guide process document (see Appendix 2) to develop each quick guide. Key contractor activities for each quick guide from this process document include:
· Agreement of a specification and timeline (using standard templates). 

· Use of contacts and networks to establish a small ‘virtual’ coproduction group 
· Development of an overall high level plan for the content and layout of the quick guide, including concepts for graphics to reflect key aspects of the content
· Development of a full draft quick guide

· Production of a final version of the quick guide

· Publication of the quick guide on the contractors website, managed in a coordinated way to coincide with the date and timing of publication on the NICE website
· Post publication activity as necessary to ensure accuracy of content

Post publication the contractor will ensure that hyperlinks within the Social care quick guides they have developed are maintained for the period of the contract (checking on at least a quarterly basis and amending on an ad hoc basis as required). 
The contractor will also work with NICE to make post publication amendments as required to the quick guide itself. In instances where the content of Social care quick guides developed by the contractor is questioned in terms of accuracy or appropriateness, the contractor will undertake further investigation and make any further changes required to the quick guide document, once these changes have been agreed by NICE.
3.7. Ownership and publication
NICE will approve quick guides prior to publication. The copyright of all Social care quick guides will be owned by NICE.  NICE will licence to the contractor rights to publish and make available the Social care quick guides. The quick guides will be published on the NICE website and the contractor’s website.
3.8. Branding of quick guides
Each Social care quick guide will include the NICE logo and the contractor’s logo (where this is deemed relevant to the primary audience). NICE may specify that the logos of other key relevant stakeholder organisations that have contributed support for the development or dissemination of a particular quick guide are also included.
4. Dissemination support service specification

The contractor will work with NICE to support dissemination and broader communications activity focused at the social care sector. The contractor will produce an annual Dissemination support plan which will be agreed with NICE in April. The plan will include detail of activity that will be undertaken at specified or indicated times during the year to deliver the following 3 thematic areas of dissemination support:

· Dissemination of NICE social care guidance (guidelines, quality standards and quick guides)
· Promotion of opportunities to input into NICE social care guidance development
· General opportunistic activity to raise NICE’s profile within the social care sector

The plan will include measurable outputs to demonstrate success and (where feasible) impact, against each of the 3 thematic areas. The contractor will report to NICE on these outputs on a quarterly basis. 
4.1. Dissemination of NICE social care guidance
In support of NICE communications activity, the contractor will utilise the dissemination mechanisms listed in section ‘Dissemination mechanisms’ to effectively communicate publication of guidance to relevant organisations, networks and professions within the social care sector. In this context, ‘guidance’ refers to guidelines, quality standards and quick guides.

The contractor will use their sector expertise and networks to respond to requests for input into NICE communication plans and material relating to promotion of social care guidance. The contractor will then base their communication activity on key messages supplied by the NICE communications team when promoting NICE social care guidance.
For each Social care quick guide, the contractor will agree a Communication and dissemination plan with NICE (using an agreed template). This plan will specify communication activity that will be undertaken by the contractor to promote awareness of the quick guide. For Social care quick guides the contractor will identify key messages specifically tailored to the primary audience, designed to promote the relevance of the quick guide to individual practice. These targeted messages will be approved by the NICE communications team and will be used by NICE and the contractor to promote awareness of and use of, the Social care quick guide within the social care sector.
4.2. Promotion of guidance development involvement

The contractor will utilise their networks to promote opportunities for involvement in the development of relevant NICE guidance. NICE will supply a list of the specific opportunities and the timelines involved. Opportunities will include:
· Attendance at scoping workshops

· Comments on draft scope documents

· Recruitment to NICE Guideline Committees (chair and committee members) and Quality Standards Advisory Committees
· Comments on draft guidance during consultation periods
Promotion will usually be via email through relevant networks, inclusion in bulletins and newsletters, reinforced via social media activity. However in some instances the contractor will take a more proactive approach to identify and contact suitable topic experts to promote opportunities to apply to become a Guideline Committee Chair or member.

4.3. Opportunistic promotional activity

The contractor will utilise their sector expertise and networks to identify and deliver opportunistic activity throughout the year, over and above the targeted activity outlined in the 2 thematic areas above, to increase NICE’s reach into the social care sector. This opportunistic activity will be agreed with the NICE communications team, who may work collaboratively with the contractor to deliver this activity in some instances. The purpose of this activity will be to:

· Raise awareness of NICE’s role within social care (with a focus on the value of use of evidence within the sector)
· Identify and promote links between NICE’s products (guidelines, quality standards and Social care quick guides) and NICE’s work streams (e.g. support to deliver Quality Matters) and key priorities and activities within the social care sector (e.g. through conferences, social media, wider promotional activities)

· Increase awareness of the relevance of NICE’s social care guidance to professional practice within social care, including through relevant training providers.
4.4. Dissemination mechanisms

The contractor will use their creativity and expertise in communications to identify a range of mechanisms to deliver the 3 thematic dissemination areas. The mechanisms listed below are not an exhaustive list and are intended to indicate the range of mechanisms that the contractor will use:

· Targeted (email) mailshots

· Newsletters and bulletins (contractors own and other relevant sources)

· Negotiation of direct hyperlinks to the Social care quick guides on relevant 3rd party organisation websites

· Social media campaigns

· Development and promotion of (expert/peer) blogs

· Development and promotion of short videos

· Webinars

· Speaker / workshop sessions at relevant conferences (plus providing advice to NICE on NICE bids for speaker/workshop sessions at conferences)
5. Quality and performance requirements
5.1. Project governance

A series of regular meetings will take place between NICE and the contractor. These will include:

· Progress meetings at least every month. These meetings may be face to face or by teleconference
· Quarterly contract review meetings. These meetings will be face to face (via videoconference) meetings held at NICE offices in Manchester and London at the request of the NICE team
The contractor will be required to provide NICE with quarterly progress updates and finance reports (to include for example spend profile and spend projections) in advance of the quarterly contract review meetings. The full details of the reports will be agreed between NICE and the contractor. 
5.2. Key performance indicators
The contractor will be required to report on the following key performance indicators. Failure to deliver any of the key performance indicators within agreed tolerances could result in financial penalties.
1. Submission of an annual quick guide plan by 31 March 2018 & 2019, to be jointly agreed by NICE and the contractor by end of April 2018 & 2019
2. Delivery of final draft quick guides to time

3. Communication & reporting plans  for each quick guide jointly agreed to time

4. Submission of an annual dissemination support plan by 31 March 2018 & 2019, (plan to include clear deliverables and timescales that demonstrate how various mechanisms will be used to deliver the 3 thematic areas for dissemination), to be jointly agreed between NICE and the contractor by end April 2018 & 2019
5. Delivery of the dissemination support plan within agreed tolerances

5.3. Declarations of interest
In line with NICE ways of working, the contractor will be asked to provide written formal declaration of interests. A standard form will be provided.
6. TUPE
NICE currently holds a contract with the Social Care Institute of Excellence. This contract ends on 31 March 2018 and includes the production of Social Care Quick Guides as part of its supply.
As the work of producing Social Care Quick Guides continues with the new contract, NICE is of the opinion that TUPE will apply between current and new host organisation.

TUPE data from the current supplier will be provided to those potential suppliers who complete and return the non-disclosure agreement for the TUPE information, who thereby agree to the confidentiality clauses for the receipt, safe keeping and use of that information. 

The TUPE costs will not form part of the selection process. It will still legally apply and suppliers will need to consider its implications carefully, but it will be excluded from the costing element of the tender. This removes any bias from the comparisons between current suppliers and potential new suppliers solely created by potential TUPE costs.

NICE will resolve any issues that arise from TUPE with the successful suppliers as part of the contract award stage.
7. Period of contract and Budget
The contract will run for a period of 2 years from 1 April 2018 to 31 March 2020. Budget for the work is £220,000 in total.
8. Tendering Response Questions

Proposals should include the following details in the number order given below:

Q1.1 Provide a description of the sources of expertise within your organisation that you can draw upon for up to date knowledge of social care structures, policy and practice across adults’ and children’s social care (10%)

Q1.2 Provide 2 pieces of material/publications produced by your organisation which demonstrate your organisation’s awareness of the social care landscape (5%)

Q1.3 Describe your organisation’s ideas for the best mechanisms to promote awareness and use of NICE guidance (guidelines and quality standards) within the social care sector (5%)

Q2.1 Describe the existing effective working relationships in place between your organisation and key national social care organisations (across the adults’ and children’s sectors) – (5%)

Q2.2 Describe in practical terms the tools and networks that exist within your organisation to offer ‘reach’ into the adults’ and children’s social care sectors, including at practitioner level - (10%)

Q2.3 Describe examples of instances where your organisation has successfully increased uptake of a product that you have developed (how did you measure uptake) – (3%)

Q3.1 Provide an organogram showing the communications team within your organisation, including annotations to reflect the particular expertise different roles bring to this project – (3%)

Q3.2 Describe successful communication campaigns that your organisation devised and delivered, including where your organisation negotiated support from other key national social care stakeholder organisations and networks (what did you set out to achieve, what did you deliver, how did you measure success) – (10%)

Q3.3 Provide 2 examples of design-led materials produced by your organisation for targeted social care audiences (describe the brief for the work, and who produced the text and design content) – (10%)

Q3.4 Describe your organisations experience of producing published materials using a coproduction approach (who was involved in coproduction, what were the challenges & solutions found by your organisation to those challenges) – (5%)

Q3.5 Describe successful social media campaigns devised and delivered by your organisation (what was the original brief, share examples of the content of the campaign and how did you evidence your success) – (4%)

Q4.1 Provide a programme plan showing how you would deliver quick guides and dissemination support in the first year of the contract – (10%)

Q4.2 Describe your quality assurance processes as they would apply to the work specified within the tender specification – (10%)

Q5.1Confirm the price for which you could deliver the tender specification (10%)

Total Specification Cost (Exclusive Of Vat)

	Total Specification Cost
	GBP Sterling

	
	


Please include the TUPE cost of your proposal.

Please note that failure to provide the required information and complete the costing tables in the format requested may result in your proposal being rejected.

9. Policies and Financial Statements

As required by Public Sector regulations and in line with best practice, please provide one copy of each of your organisation's policies relating to the following:

· Health and Safety

· Environmental

· Equal Opportunities and Diversity in the Work Place

NICE recognises that some SMEs (Small, Medium Enterprises) (less than 50 people for a Small Enterprise and less than 250 for a Medium Enterprise) may not have formal policies available but still operate their businesses in a manner that is conducive to the above. If you are an SME and do not have formal policies in place, please submit with your response, a written statement on how your company operates in light of the above three areas of legislation and best practice.

In addition please provide the following: 

· The last three years of audited accounts for your organisation. If your organisation is an SME and you do not have audited accounts, please provide 3 years of balance sheets.

· A completed declaration of interest form (document 08 of the tender pack) for each member of proposed project team. This should include declarations (if applicable) of all current projects with clients or partners that your department/ group/organisation is currently working with which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.

· If your organisation (whole organisation including parent, group or subsidiary) has a turnover of £36 million pounds or greater then please provide a Modern Slavery Act Transparency Statement: this should set out the steps you have taken to ensure there is no modern slavery in your own organisation/business and that of your supply chain. If your organisation has taken no steps to ensure there is no modern slavery in your own organisation, then your statement should say so. [Please note: a parent org/ group statement is acceptable, this is compliance with the Modern Slavery Act 2015.]
10. Transparency requirements/ Redaction Request
Please indicate which sections, if any, of your tender response are regarded as ‘Commercial in Confidence’ or ‘subject to the non-disclosure clauses’ of the Freedom of Information Act or the Data Protection Act and which exemption(s) apply to the indicated sections. Please note that the total value (bottom line) of the agreement is required to be published under current EU regulations and the UK governments Transparency Agenda.
11. Cost Evaluation

 The cost will be evaluated using the following formula:


 Lowest Bidder’s Price / Bidder’s Price X 10
12.  Criteria and Scoring Guide

	Criteria
	Weighting

	CRITERIA 1 - Awareness of the social care landscape (structures, priorities, opportunities and challenges at practice level)
	20%

	CRITERIA 2 - Effective relationships with key social care adults’ and children’s service audiences
	18%

	CRITERIA 3 - Strong communications function (successful innovative & proactive campaigns within the social care sector)
	32%

	CRITERIA 4 - Experienced in successfully delivering programmes of work to brief (time, cost and quality)
	20%

	CRITERIA 5 - Cost
	10%

	TOTAL
	100%


Each evaluator will independently evaluate each tender submitted and use the following guide to score each criteria, the scores of all evaluators per criteria are then averaged and the criteria weighting is then applied to give an adjusted score.

	Scoring Note
	

	-5
	The point is omitted

	0
	The point is not explained/ repeat of specification

	1
	The point is not acceptable

	2
	The point is possibly acceptable

	3
	The point is acceptable

	4
	The point is well made and acceptable

	5
	The point exceeds expectations/excellent


  

Financial stability will be assessed as a pass fail criteria based on the statements provided.
13. Non Compliance

NICE expressly reserves the right to reject any proposal that:

· Does not follow the instruction to tender guidance. Please note that for tender submission NICE must receive the email, and it is the bidders responsibility to ensure that the bid email will not be blocked by standard IT security (anti spam, anti virus, enablement of macros etc), bidders are therefore advised to confirm receipt of their tenders.
· Is an incomplete proposal, where answers to any questions are not provided, or a reasonable explanation is not provided of why any answer to any question has been omitted.

· Refusal to adhere to or significant unacceptable changes made to the Terms and Conditions of Contract.
14. Questions

Before the offers are submitted, those wishing to tender may have specific questions and queries regarding the process, the policy or the arrangements with NICE. Under our procurement arrangements NICE has to ensure that all applicants receive equal treatment and we will share all information requests and responses with all applicants. Please submit all questions and queries to Barney Wilkinson by email to barney.wilkinson@nice.org.uk , questions will be sent to all parties who express and interest and within 6 days of receipt. The deadline for Questions is by 17.00hrs on 10/10/17 and the last set of answers will be sent out by on 11/10/17
15. Tender times tender submission 
To register/express interest in this tender please email your full contact details to barney.wilkinson@nice.org.uk
To submit a tender, the Tender Offer, the Form of Offer, the Declaration of Interest and if applicable the redaction request form must be received by NICE, as instructed above, no later than 4.30 pm UK time on Monday 16 October 2017.

All offers must be submitted in GBP sterling and must be exclusive of Value Added Tax (VAT).

All tender offers must be written in English and submitted electronically by email in a Microsoft word format to: Contract.bids@nice.org.uk. Hard copies of the tender offer are not required. 

All offers must be accompanied by a completed Form of Offer and Declaration of Interest documents. The Form of Offer must be submitted in hard copy to:

Barney Wilkinson,
National Institute for Health and Clinical Excellence

10 Spring Gardens

London

SW1A 2BU

The envelope must not identify the name of your company.

Declarations of Interest and if required Redaction requests can be submitted by email along with the Tender Offer
Please note that NICE does not bind itself to accept the lowest or any offer and reserves the right to accept an offer either in whole or in part, each item being for this purpose treated as offered separately. 

16. APPENDIX 1 – Social care quick guide design brief
Background and purpose

Social care quick guides have been introduced in response to feedback from the social care sector, requesting products that are shorter, more visually engaging and which contain practical guidance tailored to a specific primary audience.

This is intended as a guide to the design and layout of the social care quick guides. There may be topics which require a different approach which will need to be considered on a case by case basis and agreed with NICE.  

Whilst each quick guide will be designed with the content and target audience in mind, we want to achieve a level of consistency in style so they can be seen as a cohesive suite. 
Example published Social care quick guides:

Home care https://www.nice.org.uk/about/nice-communities/social-care/quick-guides/better-home-care-for-older-people
Oral health in care homes https://www.nice.org.uk/about/nice-communities/social-care/quick-guides/improving-oral-health-for-adults-in-care-homes
Transition from children’s to adults’ services https://www.nice.org.uk/about/nice-communities/social-care/quick-guides/building-independence-through-planning-for-transition
 Delirium https://www.nice.org.uk/about/nice-communities/social-care/quick-guides/recognising-and-preventing-delirium
Format and layout
The quick guides are currently produced in a pdf format for download and an online HTML web page version. 

Alternative formats which would enable both online viewing and a printable version could be considered. 

The PDF should not exceed 4 printed A4 pages and should have a balance of text and images. 

There should be clear headings with short sections of concise text that make sense both in printable format and in an online responsive format i.e. the guide may be viewed on a PC, tablet or mobile.

Imagery 

Infographics, illustrations and icons should be used throughout the quick guide to maximise the visual representation of the content. 

Photographic images should be avoided unless there is reason why this is more appropriate for the target audience. In such instances this should be agreed with NICE at an early stage of development. 

Imagery should: 

· Be appropriate for digital presentation on the website and a printable PDF version. Be simple and easy to understand

· Be accurate – infographics should reflect the data accurately

· Provide sources for any data contained with graphics - references add credibility

· Use colour with care - meaning should not be expressed through colour

· Ensure contrast between text and background colours to support accessibility

· Be useful and relevant.

· Be licenced to NICE for any use including commercialisation (sales both UK and international of the Quick Guides)

Icons should be re-used across the series of quick guides wherever possible to promote a consistency in style.

Icons or images purchased for use within the quick guides should be purchased in a way that ensures compliance with the copyright of the quick guides, which is owned by NICE.

Special consideration should be given to the front page of the pdf version. The front page of the pdf version should be consistent in terms of the use of NICE and (where appropriate) <contractor> logos, the format of the title, and inclusion of a fact or quote which will grab the attention of the target audience. Other than those aspects, the design of the front page should be unique, tailored to the primary audience and focus of the quick guide. An image should be selected that reflects the content and target audience. 

An image of the front page will be used to promote the quick guide through a range of digital channels including e-newsletters and social media channels. It should be available in a high res jpeg/png and be suitable for sharing.

Writing style

Text should be succinct and written in a clear and engaging style, avoiding duplication of content. The NICE style guide should be followed where possible.

Headings should be used to break up the text into clear sections and to make it easier to produce an online version.

Content

The topic guideline and, where available, quality standard should be the primary source for the content. The quick guide should include aspects of the guidance deemed most relevant to the target audience. If information is included from other sources it must be clearly referenced. 

A ‘further information’ section can be included at the end of the guide. This should include hyperlinks to the source NICE guidance and only the most directly relevant additional external sources of useful information. Links to time limited projects or links which are likely to change in a 2 year period should not be included as they may go out of date. 

Links to the homepage of organisations referenced should be the default, as they are less likely to be changed. For example, search for document X on the following website.

A maximum of 8 further information sources should be given, fewer (approximately 5) would be preferable.

Style and colour
Text should be in black. Hyperlink text should be in blue (RGB 0 0 225).
A maximum of 3 colours should be used in addition to the black text and blue hyperlink text. These may be different for each individual quick guide. Shading of colours may be used. 

Consideration should be given to presenting the quick guides as a suite, including those already published, and how the choice of colours can support consistency in style i.e. by using different colours of similar depth. NICE corporate colours should not be used as quick guides will be a co-badged product.

For information on the NICE colour palette, please read the NICE brand guidelines https://www.nice.org.uk/brand .

All icons and images should be provided to NICE in individual files as high resolution jpeg/png files.

Standard text

The following text should be included at the end of the guide:

This content has been co-produced by NICE and SCIE and is based on NICE’s guideline on transition from children’s to adults’ services for young people using health or social care services

National Institute for Health and Care Excellence

www.nice.org.uk



© 2017 National Institute for Health and Care Excellence. All rights reserved

<contractor organisation name>
<link to contractor website home page>
Sign off process

The NICE contract manager will ensure that the design is agreed with the NICE Communications Manager (web and internal) prior to publication.

The content will also be reviewed and commented on by a member of the editorial team at NICE.

17. APPENDIX 2 – Social care quick guide process summary

The process undertaken by the contractor to develop individual Social care quick guides will ensure that the following is met:

Structures & responsibilities
· Topic, focus and primary audience for each quick guide will be agreed with NICE, following advice received from the contractor
· Responsibility for providing sector specific expertise in relation to the quick guide lies with the contractor

· Responsibility for final decisions regarding the quick guide lies with NICE

· The contractor will produce a specification and timeline (using agreed templates) for each Social care quick guide. The specification and timeline will be agreed by NICE prior to commencement of the quick guide (MILESTONE). The specification and timeline will form part of an individual Memorandum of Agreement for the quick guide
· The contractor will utilise a coproduction approach to ensure the relevance and appropriateness of quick guide content for the primary audience (& wider social care sector). This input is within the context of the social care quick guide design brief. As a minimum the coproduction group should consist of at least 1 expert from either the Guideline Committee or Quality Standard Advisory Committee, at least 1 expert by experience and at least 1 representative of the primary audience. Quick guide drafts will reflect coproduction input
Quick guide drafts
· The contractor will provide NICE with an early draft of the text to be included within the quick guide, annotated with contractor plans for layout and use of graphics (MILESTONE). NICE will provide comments which may include queries, requests for changes or comments for consideration

· The contractor will ensure that NICE have 10 working days to comment on the early draft text (5 working days as an absolute minimum)
· The contractor will provide NICE with an initial draft of the full quick guide (design and text) amended to reflect comments received from NICE (MILESTONE). NICE will provide comments which may include queries, requests for changes or comments for consideration on both the text and design

· The contractor will ensure that NICE have 15 working days to comment on the draft full quick guide (10 working days as an absolute minimum)

· The contractor will provide NICE with a final draft quick guide, amended to reflect comments received from NICE (MILESTONE). NICE will advise of any further amendments required in advance of formal publication approval from NICE
· The contractor will ensure that the final draft is supplied 20 working days prior to the agreed publication date for the quick guide (15 working days as a minimum)

· The contractor will make any further minor amendments required in order for NICE to formally approve the quick guide for publication. These amendments will be complete at least 5 working days prior to the agreed publication date

Quick guide communications & reporting plan
· The contractor will provide NICE with a draft Communication & reporting plan (using the template) complete with proposed contractor activity (MILESTONE). NICE will add NICE communication activity to the plan, along with comments (queries, requests for amendment and comments for consideration) in relation to contractor communication and reporting activity
· The contractor will provide the initial draft communication & reporting plan to NICE at the same time that they provide the final draft quick guide

· The Communication & reporting plan will be agreed between NICE and the contractor at least 5 working days before the agreed quick guide publication date (MILESTONE)
Publication
· The contractor will liaise with the NICE Communications team in advance of the date of publication to ensure that the timing of the quick guide publication and associated communications activity is coordinated. The quick guide will be directly available on both the NICE and contractor websites
Post publication
· The contractor will respond to any queries from external parties regarding the accuracy or appropriateness of quick guide content by exploring the issue/s raised and, where necessary, making amendments to the quick guide. All queries regarding quick guides by external parties should be brought to NICE’s attention. Quick guide amendments will only be made with NICE approval
· The contractor will deliver agreed activities outlined within the Communication & reporting plan, liaising with NICE where appropriate to ensure coordination of campaigns

· The contractor will provide NICE with a report 3 months after publication of the quick guide (MILESTONE). The report will summarise communications activity undertaken to promote the quick guide up until that point. The report will also describe agreed outputs to indicate success in promoting awareness and uptake of the quick guide. The report will be succinct and factual in its style, summarising activity and related outputs within minimal descriptive text. The report will include any learning that can be taken into consideration for promotion of future quick guides
· The contractor will ensure that links contained within the quick guides are tested and maintained on at least a quarterly basis. The contractor will agree any changes to the quick guide (including to update links) with NICE in advance.

18. APPENDIX 3 – Visual summary of the tender specification



Promote input to guidance development:


Scoping workshop


Guidance committee recruitment


Consultation





Produce written content (coproduction approach)





Produce design (coproduction input)





Dissemination support (social care sector)





Estimated 25% contract activity





10 quick guides per annum


(social care audiences)





Estimated 75% contract activity





Dissemination mechanisms (indicative):


Emails to stakeholders


Newsletter articles


Social media campaigns


QG links on 3rd party websites


Supporting conference speaker bids


Webinars





Expert sector advice:


Topic


Focus


Audience 





Provide post publication information





Dissemination of NICE SC guidance:


Guidelines


Quality standards


Quick guides





General/opportunistic activity to raise NICE’s profile in social care
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