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RM6002: Permanent Recruitment 
Order Form Template 
(Short Form)


Order Form Template

This Order Form is for the provision of the Call-Off Deliverables. It is issued under the Framework Contract with the reference number RM6002 Permanent Recruitment.

	Buyer Name
	Cabinet Office Executive Recruitment, acting on behalf of the Ministry of Defence


	Buyer Contact
	REDACTED 

	Buyer Address
	REDACTED

	Invoice Address 
(if different)
	Invoices should be submitted to:
REDACTED



	Supplier Name
	IRG Advisors LLP trading as Odgers Berndtson


	Supplier Contact
	REDACTED 

	Supplier Address


	REDACTED



	Framework Ref
	RM6002 (Permanent Recruitment)


	Framework Lot
	Lot 7 Executive Search – Senior and Executive


	Call-Off (Order) Ref
	Call Off Reference: CCHR18A21
PO Number: To be confirmed by Contracting Authority following award of the Call-Off.


	Order Date
	

	Call-Off Charges
	REDACTED


	[bookmark: _gjdgxs]Call-Off Start Date
	12th April 2018

	Call-Off Expiry Date
	12th August 2019

	Extension Options
	None.



CALL-OFF INCORPORATED TERMS
The Call-Off Contract, including the CCS Core Terms and Joint Schedules’ can be viewed in the ‘Documents’ tab of the Permanent Recruitment framework page on the CCS website:
https://ccs-agreements.cabinetoffice.gov.uk/contracts/rm6002

No other Supplier terms are part of the Call-Off Contract. That includes any terms written on the back of, or added to, this Order Form, or presented at the time of delivery. 

CALL-OFF DELIVERABLES 
	The requirement

	The Ministry of Defence is seeking to commission the help of an Executive Search consultancy to support them in the attraction and recruitment of a diverse mix of high calibre of candidates to fill the vacancy of Director of Service Development at Information Systems and Services (ISS). The Cabinet Office Executive Recruitment Team will be helping the MOD and ISS project manage this process.

The Statement of Requirements is as follows:


[bookmark: _GoBack]
 
The Supplier’s Response is as follows:

REDACTED



PERFORMANCE OF THE DELIVERABLES 
	Key Staff

	REDACTED

	Key Subcontractors

	N/A


	  For and on behalf of the Supplier:
	For and on behalf of the Buyer:

	Signature:
	REDACTED
	Signature:
	REDACTED

	Name:
	REDACTED
	Name:
	REDACTED

	Role:
	REDACTED
	Role:
	REDACTED

	Date:
	REDACTED
	Date:
	REDACTED



Appendix 1 - List of Approved Users
This list identifies those individuals within the Buyer Organisation that are authorised to access the framework and place orders with the Supplier. 

	Name
	Job Title
	Contact Details

	REDACTED
	Recruitment Partner
	REDACTED
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Statement of Requirements

The Provision of Executive Search Support - Director of Service Development, Information Systems and Services, Ministry of Defence

    Contract Reference: CCHR19A21
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1. [bookmark: _Toc368573027][bookmark: _Toc522714834]PURPOSE

[bookmark: _Toc368573028][bookmark: _Toc522714835][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]The Ministry of Defence is seeking to commission the help of an Executive Search consultancy to support them in the attraction and recruitment of a diverse mix of high caliber of candidates to fill the vacancy of Director of Service Development at Information Systems and Services (ISS). The Cabinet Office Executive Recruitment Team (“The Authority”) will be helping the MOD and ISS project manage this process. 



BACKGROUND TO THE CONTRACTING aUTHORITY

[bookmark: _Toc368573029][bookmark: _Toc522714836]The Cabinet Office Executive Recruitment Team is part of the Cabinet Office Civil Service Talent team, and is a central government expert service specialising in the attraction, search, selection and recruitment of Senior Civil Servants (SCS). The team is regularly commissioned by departments and other government organisations to deliver end-to-end recruitment for some of government’s most important leadership and specialist positions, including Deputy Director, Director and Director General roles. 

Background to requirement/OVERVIEW of requirement

[bookmark: _Toc297554774]The MOD SCS recruitment team, who we support, have requested the help of the Cabinet Office Executive Recruitment Team in delivering this campaign. Based on their current structure they do not have the necessary internal resources to project manage the volume of SCS campaigns that arise, hence to need to use the services of The Cabinet Office Executive Recruitment Team. 

REDACTED

The ISS Mission is: To deliver Information Capabilities to Defence that act as a force multiplier.

REDACTED 

[bookmark: _Toc522714837][bookmark: _Toc368573030]definitions 

		Expression or Acronym

		Definition



		ISS

		Information Systems and Services



		MOD

		Ministry of Defence



		SCS

		Senior Civil Service, pay bands 1-4



		CSHR

		Civil Service HR



		CS

		Civil Service





[bookmark: _Toc522714838]scope of requirement 

[bookmark: _Toc368573031][bookmark: _Toc522714839]Executive recruitment search, or headhunting support, has been requested by MOD to help identify an appropriate pool of candidates for the role of Director of Service Development at ISS.

This will involve a process of exploring the market, understanding the organisation’s needs, culture and output and then building a search list of suitable candidates to approach and speak to.

The supplier will also be collating all applications when the vacancy is live, along with attending the long and shortlist meetings to present the applicants and their various merits.

The supplier will not be conducting any of the assessments or tests, such as psychometric testing or staff engagement exercises.

The requirement

The Authority requires the following executive search services:

Help at planning stage to design a process and literature to support selection, to include:

· Meeting with the vacancy holder to hear in depth view on the role and its responsibilities

· Understanding the role, directorate and future plans of the team

· Advising on length of advertising period

· Likely search area for potential applicants

· Suitable advertising sources

· Salary (although not a formal salary survey or piece of work)

· Approach to diversity and attracting a diverse field

Launching of the role via CS jobs and external media

· Including on the search supplier’s site (if they have one)

Placement of advertising

· Via external sources identified at the planning stage

An application list of suitability qualified and experienced candidates. 

· The supplier to collate all applications via advertising

· The supplier to approach pro-actively the individuals identified as part of the search process  

A diverse field of applicants

· Based on the conversations at planning around diversity and the make up of the team / department.

A longlist of candidates to be interviewed preliminarily.

· After attendance at a longlist meeting with the selection panel which is chaired by a Civil Service Commissioner.

· A report is produced by the supplier containing all applications and their grading of their suitability based on the agreed person specification.

· Candidates are graded between A – B (A = recommended, B = marginal, C = not recommended)

· A total of roughly between 8 – 12 are invited to undertake a preliminary interview with the supplier

A shortlist of candidates to be assessed and subject to a panel interview.

· A further shortlist report is produced by the supplier detailing the outcome of the preliminary interviews.

· The panel meet again (chaired by a Civil Service Commissioner)

· The panel agree to shortlist between 3-6 candidates.

Candidate handling and literature confirming all assessments and interviews.

· Including date, time and location of interviews.

· Details of assessments including deadline.

· Confirmation in writing of all interview and assessment arrangements

[bookmark: _Toc368573032][bookmark: _Toc522714840]key milestones and Deliverables

The following Contract milestones/deliverables shall apply:

		[bookmark: _Toc302637211]Milestone/Deliverable

		Description

		Timeframe or Delivery Date



		1

		Launching of the role via CS jobs and external media

		Within week 3 of Contract Award 



		2

		A diverse application list of suitability qualified and experienced candidates.

		Within week 8 of Contract Award 



		3

		Produce a longlist of candidates for preliminary interviews 

		Within week 9 of Contract Award 



		4

		Produce a shortlist of candidates to be assessed and subject to panel interview

		Within week 11 of Contract 







[bookmark: _Toc368573033][bookmark: _Toc522714841]MANAGEMENT INFORMATION/reporting

[bookmark: _Toc368573034][bookmark: _Toc522714842]The Authority requests that the supplier records all longlist and shortlist notes that are relevant, to be used for providing candidate feedback.

volumes

[bookmark: _Toc368573035][bookmark: _Toc522714843]This requirement for executive search support is based on a single campaign or appointment.

continuous improvement

[bookmark: _Toc522714844]The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.

The Supplier should present new ways of working to the department during regular Contract review meetings. 

Changes to the way in which the Services are to be delivered must be brought to the department’s attention and agreed prior to any changes being implemented.

Sustainability

[bookmark: _Toc368573036][bookmark: _Toc522714845]The Supplier acknowledges that the Authority must at all times be seen to be actively promoting sustainable development though its environmental, social and economic responsibilities.

The Authority suggests that suppliers provide departments with soft copies of all paperwork, including CV’s and supporting statements. If agreed, it would then be the responsibility of the department and selection panel to print their own paperwork. 

quality

[bookmark: _Toc368573037][bookmark: _Toc522714846]Suppliers would ideally be REC (the Recruitment & Employment Confederation) accredited, although it is not a formal requirement.

PRICE

REDACTED

REDACTED

REDACTED

[bookmark: _Toc368573038][bookmark: _Toc522714847]STAFF AND CUSTOMER SERVICE

[bookmark: _Toc368573039][bookmark: _Toc522714848]There are no specific qualifications that are sought from the supplier.  

Levels of customer service should be monitored throughout the campaign and raised with the supplier if an issue is raised.

service levels and performance

The Authority will measure the quality of the Supplier’s delivery by:

The Supplier shall comply with Framework RM6002 Schedule 8 (Framework Management) and the Key Performance Indicators as set out in Framework RM6002 Schedule 2, Part B (Key Performance Indicators) throughout the duration of the Contract.

In addition, the Authority requires the following:

		KPI/SLA

		Service Area

		KPI/SLA description

		Target



		1

		Availability

		All telephone, email or postal enquiries to be fully answered within 5 working days of receipt

		100%



		2

		Complaints Handling

		Any issues raised to be acknowledged within 2 working days of receipt

		100%



		3

		Contract Management

		Supplier to attend Review Meetings as arranged with the Authority

		98%







[bookmark: _Toc368573040][bookmark: _Toc522714849]Security and CONFIDENTIALITY requirements

N/A

[bookmark: _Toc522714850][bookmark: _Toc368573042]payment AND INVOICING 

[bookmark: _Toc522714851]REDACTED

Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 

Invoices should be submitted to: REDACTED

CONTRACT MANAGEMENT 

[bookmark: _Toc368573043][bookmark: _Toc522714852]The Cabinet Office Executive Recruitment Team will remain in regular contact with both the supplier and hiring department throughout the recruitment campaign.

Attendance at Contract Review meetings shall be at the Supplier’s own expense.

Location 

The location of the Services will be carried out at REDACTED
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