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INVITATION TO TENDER for a Research Project entitled:  On-call research Contract

Department for education TENDER NUMBER:  
1
Your organisation is invited to offer a tender for provision of the above, to the specification outlined in the attached documents. Enclosed are:


Annex 1 
Research specification;

Annex 2
Tender acceptance/ rejection form; and

Annex 3
Declaration and information form;

Annex 4
Conflict of Interest Form


2
Instructions about DFE’s research tendering procedures are available on our website: http://www.education.gov.uk/research/ 
3
All contracts are let on the basis of the Department’s terms and conditions - the latest version is available from our website: http://www.education.gov.uk/research/. Please read them before submitting a tender. You should not include your own terms and conditions when submitting a tender or ask that the terms and conditions relating to any framework contract you may have with the Department be used as an alternative. 
4
After reading the enclosed specification please complete the tender acceptance/rejection form (Annex 2) and email it to asif.siddiquee@education.gov.uk by 22nd January. If you decide not to tender for the project, the reasons for your decision would be appreciated, though you are under no obligation to do so. 
5 Please send your proposal by email to: asif.siddiquee@education.gov.uk by 22nd January.  A representative from the Research Buying Unit will acknowledge the receipt of your tender by email.

6 For enquiries regarding the tendering process, please contact RBU Enquiries by emailing Enquiries.RBU@education.gsi.gov.uk
For enquiries regarding the research specification, please contact Asif Siddiquee by email at asif.siddiquee@education.gov.uk

Yours sincerely
Asif Siddiquee
Ends
Annex One - RESEARCH SPECIFICATION 

Introduction/Background
We are looking to establish a 2-month insight programme incorporating qualitative and quantitative research to inform our communications strategy on changes to the landscape across education,children’s social care and equalities. In particular, we want to benchmark awareness and understanding of emerging policies and announcements with target audiences.

Purpose/Objectives
The insight programme will help shape our decision-making process. It will enable us to refine our messaging on policy areas and campaign activity.
We require a flexible, responsive insight programme looking to capture audience insight at short notice on emerging policies and thematics. The programme should provide rapid reporting and analysis to work alongside research already being conducted by the Department.
The programme should be able to reach traditional and new DfE audiences, including teachers, business representatives, apprentices, students, home learning parents, parents with childcare concerns and broader audiences. The contract covers all areas related to DfE strategic priorities but we have identified an initial project around  social work and children’s services reform programme. This will be an insight gathering exercise with the profession to understand their views and preferences. Another project we would like the supplier to undertake involves pre wave tracking for one of our large camapigns. 
The cumulative impact of this work will be that we will be able to tailor all communications activity based on a better understanding of our audiences, which will contribute to securing positive audience engagement on reform and policy changes.
METHODOLOGY

We would like an open-ended agreement that allows us to commission focus groups, tracking, polling and other quantitative and qualitative audience insight research as required.
TIMESCALES
The contract will run until the end of March 2017. Individual pieces of insight work should be able to be commissioned within the contract with minimal notice, and reporting and analysis available within a maximum of 2 weeks.
FORMAT OF PROPOSAL

Your proposal should be in the following format. 3000 words maximum. 
Section 1
Summary of Proposal

Section 2
Meeting the Specification:

 Aims;

 Objectives;

 Methodology;

 Project management;

 Staffing; and

 Outputs.
Section 3
Risk Management

Section 4 
Data Security

Section 5
Cost and Charging Arrangements

Section 6
References and Experience

Costs
Your tender should provide a breakdown of costs. Because the Department has specified this project’s scope, methodology and outputs relatively tightly we have decided not to declare the project’s budget.

We reserve the right to extend this contract over and above the services specified in this Invitation to Tender (ITT) for up to the same contract duration and for up to 50 per cent of the original contract cost for further work that is fully within scope of that covered in this ITT.

All costs should be quoted exclusive of VAT but please indicate if the project will attract VAT.  
If your proposal includes costs for sub-contractors these costs must be shown inclusive of any VAT element (e.g. sub-contractor’s costs to you are £10,000 plus VAT, your proposal should show sub-contractors costs as £12,000 inclusive of VAT @ 20%).
TENDER EVALUATION CRITERIA
· Audience reach (numbers and quality)

· Methodology (approach and proposal for sub group analysis)

· Cost

· Timings and deliverables (how quickly results can be supplied)


Risk Management
Tenderers should submit as part of their proposal a one-page summary on what they believe will be the key risks to delivering the project and what contingencies they will put in place to deal with them. 

A risk is any factor that may delay, disrupt or prevent the full achievement of a project objective. All risks should be identified. For each risk, the one-page summary should assess its likelihood (high, medium or low) and specify its possible impact on the project objectives (again rated high, medium or low). The assessment should also identify appropriate actions that would reduce or eliminate each risk or its impact.

Typical areas of risk for a research project might include staffing, resource constraints, technical constraints, data access, timing, management and operational issues, but this is not an exhaustive list. 

Dependencies

You should indicate if you are reliant on any third party with any information, data or undertaking any of the work specified.

Monitoring techniques


You should indicate how you will monitor the project to ensure it is delivered in terms of quality, timeliness and cost.

Data Collection

Researchers will be expected to clear any data collection tools with the Department before engaging in field work and ensure that in all cases the respondent documentation and/or interviewer briefing notes clearly state that the data is being collected for and on behalf of the Department and that no reference is made, implied or otherwise, to the data being used solely by or available only to the Contractor. 

The respondent documentation and/or interviewer shall ensure that the respondent clearly understands (before they give their consent to be interviewed) the purpose of the interview, that the information they provide will only be used for research purposes and, in the case of interviews (telephone or face-to-face), that they have the right to withdraw from the interview at any time.
The Department seeks to minimise the burdens on schools and Local Authorities (Las) taking part in surveys. It is therefore important that tenders should set out how the proposed methodology will minimise the burden on schools and/or Las and a justification for the proposed sample size if applicable.
The Contractor shall clear any data collection tools with the Department before engaging in field work.

CONSENT ARRANGEMENTS

The Department and the successful contractor shall agree in advance of any survey activity taking place the consent arrangements that shall apply for each of the participant groups. All participants should be informed of the purpose of the research, that the Contractor is acting on behalf of the Department and that they have the option to refuse to participate (opt out). Contact details should be provided including a contact person at the Department. Children who are 16 or over will usually be able to give their own consent but even where this is so, the Contractor, in consultation with the Department,  should consider whether it is also appropriate for parents, guardians or other appropriate gatekeepers (e.g. schools, Local Authorities) to be informed when a child has been invited to participate in research .
THE USE OF INCENTIVES

With some important exceptions, the Department believes that the routine use of respondent incentives in surveys is, in general, not justified as they are rarely cost effective in either increasing participation or reducing non-response biases. If you are proposing the use of respondent incentives in your tender proposal you must set out why you feel they are necessary, why it is not possible to achieve the required sample sizes or response rates without the use of incentives, how and to what extent they will raise the overall response rate, how you will mitigate any specific biases that could be introduced, and provide a cost comparison with non-incentive methods. Your arguments should be supported by empirical evidence from past use. The exceptions are payment for participation in group discussions or in-depth qualitative interviews, payment to cover respondent expenses e.g. travel and childcare costs, and compensation for excessive demand on respondents, e.g. taking basic skills tests, diary keeping, panel maintenance and compensating schools for the respondent’s time. If you wish to use a prize draw incentive then you must also set out in your tender how you will comply with all relevant legislation and codes of practice (e.g. the British Code of Advertising and Sales Promotion), state that you shall be solely liable for any breach of these and that you shall indemnify the Department against any claims that may be made under them.

Data Protection Act 1998
If the project will involve the collection of personal data please state how you will ensure compliance with the Data Protection Act 1998.

FREEDOM OF INFORMATION

The Department is committed to open government and to meeting their responsibilities under the Freedom of Information Act 2005. Accordingly, all information submitted to the Department may need to be disclosed in response to a request under the Act.  If you consider that any of the information included in your tender is commercially sensitive, please identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. You should be aware that, even where you have indicated that information is commercially sensitive, we may still be required to disclose it under the Act if a request is received. Please also note that the receipt of any material marked ‘confidential’ or equivalent by the Department should not be taken to mean that we accept any duty of confidence by virtue of that marking. If a request is received, we may also be required to disclose details of unsuccessful tenders.
ANNEX TWO
ACCEPTANCE/REJECTION FORM

Research Project TITLE: 
project Reference Number: 
Please complete and sign this form and return it to me by email to Asif Siddiquee by 22nd January.  If this form is not returned by this date we will assume your organisation will not be submitting a proposal.

(Please tick the appropriate box)
ACCEPTANCE OF INVITATION TO TENDER
We will be submitting a tender proposal and accept the Department’s terms and conditions, copies of which are available here: http://www.education.gov.uk/research/


REJECTION OF INVITATION TO TENDER

We will not be submitting tender proposal


ORGANISATION: ……………………………………………………………………………………

NAME IN CAPITALS: ..............................................................................................................

TEL…………………………………………………..

DATE: .................................................................

ANNEX THREE
The Department’s Reference No:  
DECLARATIONS AND INFORMATION TO BE PROVIDED BY THE TENDERER
Declarations

1
...............................................……………………………. (Name of tenderer) declare that we accept the Department’s standard terms and conditions as the basis of the contract; and

2
declare that we have not communicated to any other party the amount or approximate amount of the tender price other than in confidence and for the express purpose of obtaining insurances or a bond in connection with this tender.  The tender price has not been fixed nor adjusted in collusion with any third party, and

3
declare that the tender will remain valid until (insert date here) and that we are not entitled to claim from the Department any costs or expenses incurred in preparing the tender or subsequent negotiations whether or not the tender is successful.

Signed on behalf of the Tenderer ……………………………..................................................................................

Please print full name………………………………………………………………
Date……………………………………………………………………………………

Undertaking
The Department requires all tenderers to make full and frank disclosure to the Department in the form of a signed undertaking in respect of any or all of the following:

a)
any state of bankruptcy, insolvency, compulsory winding up, administration, receivership composition with creditors or any analogous state of relevant proceedings;

b)
any convictions for a criminal offence committed by the tenderer (or being a company, by its officers or any representative of the company);

c)
any acts of grave misconduct committed by the tenderer (or being a company, by its officers or any representative of the company) in the course of their business or profession/the company's business;

d)
any failure by the tenderer (or being a company, by its officers or any representative of the company) to fulfil their obligations relating to payment of Social Security contributions; and

e)
any failure by the tenderer (or being a company, by its officers or any representative of the company) to fulfil their obligations relating to payment of taxes. 
ANNEX FOUR

For research and analysis, conflict of interest is defined the presence of an interest or involvement of the contractor, subcontractor (or consortium member) which could affect the actual or perceived impartiality of the research or analysis.


[image: image2]
Where there may be a potential conflict of interest, it is suggested that the consortia or organisation designs working arrangements such that the findings cannot be influenced (or perceived to be influenced) by the organisation which is the owner of a potential conflict of interest. For example, consideration should be given to the different roles which organisations play in the research or analysis, and how these can be structured to ensure an impartial approach to the project is maintained.

The process by which this is managed in the procurement process is as follows:


1. During the bidding process, organisations may contact DfE to discuss whether or not their proposed arrangement is likely to yield a conflict of interest. Any responses given to individual organisations or consortia will be shared with all tendering organisations (in a form which does not reveal the questioner’s identity). 

2. Contractors are asked to sign and return Annex 4 to indicate whether or not any conflict of interest may be, or be perceived to be, an issue. If this is the case, the contractor or consortium should give a full account of the actions or processes that it will use to ensure that conflict of interest is avoided. In any statement of mitigating actions, contractors are expected to outline how they propose to achieve a robust, impartial and credible approach to the research.

3. When tenders are scored, this declaration will be subject to a pass/fail score, according to whether, on the basis of the information in the proposal and declaration, there remains a conflict of interest which may affect the impartiality of the research.

Potential conflicts of interest may include (but are not restricted to);

· For evaluation projects, a close working, governance, or commercial involvement in the project under evaluation

· A professional or personal interest in the outcome of this research 

· Current or past employment with relevant organisations

· Payment (cash or other) received or likely to be received from relevant organisations for goods or services provided (including consulting or advisory fees)

· Gifts or entertainment received from relevant organisations

· Shareholdings (excluding those within unit trusts, pension funds etc) in relevant organisations

· Close personal relationship or friendships with individuals employed by or otherwise closely associated with relevant organisations 

Conflict of Interest Declaration Form

Organisations must complete either part 1 or 2.  Please return this form with your ITT documentation.

A declaration of interest will not necessarily mean the individual or organisation cannot work on the project; but it is vital that any interest or conflict is declared so it can be considered openly.
Failure to declare or avoid conflict of interest at this or a later stage may result in exclusion from the procurement competition, or in DfE exercising its right to terminate any contract awarded.

Part 1

I have nothing to declare with respect to any current or potential interest or conflict in relation to this research (or any potential providers who may be subcontracted to deliver this work, their advisers or other related parties). By conflict of interest, I mean, anything which could be reasonably perceived to affect the impartiality of this research, or to indicate a professional or personal interest in the outcomes from this research.

If my situation or that of my organisation changes during the project in terms of interests or conflicts, I will notify DfE immediately.

Signed      
…………………………………….

Name

…………………………………….

Position     
…………………………………….

OR

Part 2

I wish to declare the following with respect to personal or professional interests related to relevant organisations (insert name(s) below):

· 
…………………………………….

· 
…………………………………….


Where a potential conflict of interest has been declared for an individual or organisation within a consortia, please clearly outline in your tender the role which this individual or organisation will play in the proposed project and how any conflict of interest has or will be mitigated.

If my situation or that of my organisation changes during the project in terms of interests or conflicts, I will notify DfE immediately.

Signed      
……………………………………

Name

……………………………………

Position   
……………………………………

ANNEX 5
Dedacting Information 

The Department has a legal obligation to publish the signed contract on contract finder.  The Department will dedact personal information eg, names of individuals, days rates or any information which could lead to a calculation of the day rate prior to publishing on contract finder.  

If there is anything further you wish dedacting please state clearly what this is and the reason in the space below.
Signed      
……………………………………

Name

……………………………………

Position   
……………………………………

A conflict of interest for this project would include the circumstance in which a contractor, sub-contractor or member of a consortia has had prior involvement with the scheme which is being evaluated, either through governance or delivery of services.
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