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1. [bookmark: _Toc368573027][bookmark: _Toc522714834]PURPOSE
[bookmark: _Toc296415791]This document sets out the Commissioner recruitment requirements of the Cabinet Office’s Geospatial Commission (GC). 
[bookmark: _Toc368573028][bookmark: _Toc522714835][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY
The Geospatial Commission was established in April 2018 by the government as an independent, expert committee responsible for setting the UK’s geospatial strategy and coordinating public sector geospatial activity. 
The GC published the UK’s geospatial strategy in June 2020, setting out how the UK will unlock the power of location data. The strategy sets out a vision for how location data will create significant economic, social and environmental value. It aims to do this through driving insight, innovation and investment in geospatial capabilities and technologies in the UK, working across both the public and private sectors.
The overarching objectives of the GC are to increase economic growth and improve social and environmental outcomes by:
2.3.1.	Setting cross-cutting geospatial strategy, policy and data standards;
2.3.2.	Promoting competition within markets for geospatial data, products and services;
2.3.3.	Improving accessibility, interoperability and quality of data; and
2.3.4.	Improving capability, skills and resources to support the growth of new and existing geospatial businesses and improve public services. 
The GC has a formal relationship with six core partner bodies: The British Geological Survey, The Coal Authority, HM Land Registry, Ordnance Survey, UK Hydrographic Office and the Valuation Office Agency.
[bookmark: _Toc368573029][bookmark: _Toc522714836]Background to requirement/OVERVIEW of requirement
[bookmark: _Toc297554774]One of the GC’s independent Commissioners, stepped down from the role in June 2022 after three years in post. The Commission has taken the time to consider the expertise required for the board and get Ministerial approval and we now have a pressing need to find a permanent replacement for a Commissioner for the GC by Spring 2023.
The ideal candidate should have a background in economics and/or digital and data. 
Another of our independent Commissioner’s terms will also come to an end in December 2023. We wish to create a reserve list from this recruitment exercise to enable a replacement to be found as it will be within the next 12 months of the initial recruitment. The GC will not need another full recruitment process to be run.
There is a requirement to sight and gain approval throughout the recruitment process, including for the proposed campaign, long list, short list and final appointment. This includes Ministerial approval that the Geospatial Commission Secretariat team will manage.
[bookmark: _Toc522714837][bookmark: _Toc368573030]definitions 
	Expression or Acronym
	Definition

	Fireside Chat
	Means an informal conversation between the potential candidate and recruiter.


[bookmark: _Toc522714838]scope of requirement 
In scope:
Recruit and onboard a Commissioner(s) for the Geospatial Commission. See requirement below.
 Out of scope: 
Providing security clearances for the Cabinet Office
Securing Ministerial Approvals

[bookmark: _Toc368573031][bookmark: _Toc522714839]The requirement
We require a dedicated Account Manager from the Supplier, to work with the Geospatial Commission for the entire process, from start to finish, to build a strong relationship, ensure understanding and continuity of approach and ensure delivery of a successful appointment and reserve list;
On award of the contract, the agency must:
Understand - 
· Undertake a comprehensive client briefing with the purpose of:
· Meeting with key stakeholders (e.g. Geospatial Commission Director & Senior Leadership Team, Vacancy Manager) to gain a better understanding of the Geospatial Commission, its culture, challenges and objectives/future strategic direction, as well as of the roles and the expertise, necessary emotional intelligence and interpersonal attributes desired for the Commissioner role;
· Explore in greater depth the skill-sets and backgrounds the GC are seeking in this role; 
· Understand the views of relevant parties in order to develop a brief, a search strategy and an efficient timetable, which is agreeable to all; 
· Understand that process needs to adhere to relevant Government guidance, including the Disability Confident Scheme and ensuring that diversity of the campaigns and of the candidates is a priority;
· Offer strategic guidance and advice to support sourcing the right skills into our organisation. 

Create – 
· Synthesise the findings from 6.2 above and present back to us a brief, including a bespoke search strategy tailored to the Geospatial Commission and the role which will include for final sign off:
· A timetable for all to agree, with a clear view of key milestones so that (the very senior) panellists can plan time to meet their chosen shortlisted candidates;  
· A finalised person specification (job description) and candidate information which will support recruitment of suitable candidates;
· A finalised advertisement and advertising strategy;
· An engagement plan that promotes the Geospatial Commission in the market to attract the best candidates;

Identify (candidate search and attraction)
· Bespoke research and market mapping, extensive discreet search activity, leveraging networks;
· Initiate the search process and approach the primary candidate list, via your diverse networks, recommendations and referrals; 
· Generate the primary lists of candidates (combining sourcing, attraction/advertising and engagement strategies). 
· Screen and develop relevant candidates; 
· Create candidate prospectuses and accurate initial longlists against the specifications for both roles.
Engage - 
· Talent pipeline development and candidate relationship management;
· Ensure that candidates understand the process and important milestones;  
· Act as brand ambassadors for the Geospatial Commission, spend time with candidates in the early stages to position the role and the Geospatial Commission in a way that will be meaningful, and brief them on what to expect as part of a public appointments process;
· Provide the Vacancy Manager weekly updates see section 18 for reporting requirements. Successful candidates must be progressed throughout each stage of the process using communications that follow Geospatial Commission brand guidelines and tone of voice. 
· Handle candidate response (including letters of acknowledgement to applicants) and feedback handling (all applicants through to the longlist stage who are rejected are to be given feedback).
· Undertake due diligence in accordance with Government guidelines
· Diversity and Disability Confident Scheme must be used at all stages.  

Assess - 
· Candidates to be assessed against agreed selection criteria by the recruitment agency via their preferred methods (pre-screening/interviewing);
· Online application management by recruitment agency;
· Provide the Geospatial Commission with longlist reports, with detailed written analysis of all applications;

Present - 
· Give the Geospatial Commission a shortlist of diverse, skilled and experienced candidates in a format to be agreed by the GC.;
· Supply management information/reporting data from the search, including diversity statistics;
· Work with the Vacancy Manager to organise final stage interviews;
· Provide the interview panel with briefing packs for competency based/scenario based interviews.
Deliver - 
· Handle the offer management process with the preferred candidate, as well as the reserve list process with reserve candidates;
· Conduct  onboarding, pre-employment checks/formal referencing in line with the current public appointments standards. 
· Provide written feedback to unsuccessful candidates.












[bookmark: _Toc368573032][bookmark: _Toc522714840]key milestones and Deliverables
The following Contract Milestones and Deliverables shall apply:
	Milestone
	Deliverable
	Timeframe 

	1
	Mobilisation meeting with GC. 
GC approval of Implementation Plan

	Within week 1 of Contract Signing

	2
	Submit to the GC for approval: 
Person specification
Candidate information
Advertising strategy and advertisement sample
Draft plan for collecting diversity metrics 
	Within 2 weeks of Contract signing

	3
	Publication of approved advertisement
	Within 3 weeks of Contract signing

	4
	Screen and develop suitable candidates
Submit prospectuses and initial long list for both roles
	Within 4 weeks of Contract signing

	5
	Provide short list of candidates to G.C.
	Within 5 weeks of Contract signing

	         6
	Confirm final interview dates and candidates
Provide briefing packs to GC for approval.
	Within 6 weeks of Contract signing

	7
	Complete the offer management process of preferred candidates as agreed with GC. 
Conduct the required onboarding, pre-employment checks and formal references.
	Within 8 weeks of Contract signing

	8
	Successful placement of candidate in role
	Within 10 weeks of Contract signing


[bookmark: _Toc302637211]

[bookmark: _Toc368573033][bookmark: _Toc522714841]MANAGEMENT INFORMATION/reporting
The Supplier shall give regular updates on progress through weekly progress review meetings by video call or teleconference. The Supplier shall provide more detailed updates at key points in the Contract as outlined in the Milestones in Section 7 either through review meetings or alongside delivery of core outputs. The Buyer and the Supplier will agree the Mobilisation plan at the Mobilisation meeting.
8.2 	The Authority may wish to attend informal “Fireside Chats” with long listed candidates. This will be agreed on and arranged where most appropriate for the Authority. 

[bookmark: _Toc368573035][bookmark: _Toc522714843]continuous improvement
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 Authority during weekly Contract review meetings. 
Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.

[bookmark: _Toc522714844]Sustainability / SOCIAL VALUE
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
11.1 
The Supplier must report on what measures it currently has in place to reduce its carbon footprint year on year. 

During the contract duration the Supplier must report on one new carbon reduction measure it has put in place across its organisation.

[bookmark: _Toc368573036][bookmark: _Toc522714845]quality
Quality Assurance and Knowledge Transfer
The Supplier shall put in place a quality assurance process and share this with the Geospatial Commission. This should be included as part of the Implementation Plan.
The Supplier shall put in place a knowledge transfer plan at the mobilisation meeting. This should include:
· Ways of working;
· Continual sharing of information and lessons learned
· Any market intelligence gained from the recruitment process
The Geospatial Commission will hold the rights to all documents and data collected during this recruitment activity.
The Supplier shall not disclose the data or associated documents (either in part or in full) to any third parties unless the Geospatial Commission gives express written consent to do so.
[bookmark: _Toc368573037][bookmark: _Toc522714846]PRICE
The Supplier will invoice the Authority as per the RM6290 Framework Rate Card Version1.3. – Lot 3 Non – Executive and Public Appointments
The first appointment will be charged at a maximum price: £10,000. The subsequent appointments will be subject to a discount as per the above Rate Card.
The second appointment will be charged at a 10% discount.

[bookmark: _Toc368573038][bookmark: _Toc522714847]STAFF AND CUSTOMER SERVICE
The Supplier shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.
The Supplier’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract to the required standard. 
The Supplier shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  

[bookmark: _Toc368573039][bookmark: _Toc522714848]service levels and performance
The Authority will measure the quality of the Supplier’s delivery by:

	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Delivery of Project Outputs
	Project outputs delivered according to the timescales set out in the Deliverable table in Section 7.
	100%

	2
	Response Time
	Responding to questions and queries from the Geospatial Commission within 24 Hours (Monday to Friday).
	100%

	3
	Project Management
	Written weekly project updates (format to be agreed at Mobilisation meeting) to be provided one day before the meeting.
	100%

	4
	Project Management
	Attendance at weekly meetings. 
	100%

	5
	Project Management
	The Supplier must record clear accurate meeting minutes and circulate within 24hrs of meeting end.
	90%



[bookmark: _Toc368573040]The Contract may be terminated if the quality of the interim outputs is not of the expected quality and does not cover the deliverables agreed between Contracting Authority and the Supplier.
[bookmark: _Toc522714850][bookmark: _Toc368573042]payment AND INVOICING 
Payment can only be made following satisfactory delivery to the Authority of:
Milestone 3 25%
Milestone 5 25%
Milestone 8 50%

Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
Invoices should be sent directly to Shared Services at the following address: Cabinet Office, PO Box 405, SSCL, Phoenix House, Celtic Springs Business Park, Newport, NP10 8FZ or by email to  APinvoices-CAB-U@sscl.gse.gov.uk.
Payment will be due 30 days after receipt of a valid invoice. This applies even if the Supplier’s invoice specifies an earlier payment date, unless the earlier date was agreed in the contract. A ‘valid’ invoice is one that:
Is submitted for goods or services that have been delivered in line with the contract and approved by the Authority.
Contains a valid purchase order number
Matches the receipted goods or services
[bookmark: _Toc522714851]CONTRACT MANAGEMENT 
Attendance at Contract Review meetings shall be at the Supplier’s own expense. 
The supplier is required to record all minutes for all meetings (online or face-to-face). These must be in a clear concise format using the template provided by the GC at the Mobilisation meeting. 
All minutes should be submitted to the Authority for approval no later than 24hrs following any meeting/discussion.  
[bookmark: _Toc368573043][bookmark: _Toc522714852]Location 
The location of the Services are expected to be fully carried out at the Suppliers own offices. The Geospatial Commission is based at either Canary Wharf or Whitehall. 
The majority of meetings will likely be organised as online video calls. 
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