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Call-Off Schedule 20 (Call-Off Specification)

This Schedule sets out the characteristics of the Deliverables that the Supplier will
be required to make to the Buyers under this Call-Off Contract

Contract Reference: CCSH23A01
Provision of OH, EAP and Substance Screening Services for NCA

OFFICIAL
Bid pack for Provision of OH, EAP and Substance Screening Services for NCA
Contract Reference: CCSH23A01
GWG T15 v1.0 10*" July 2023
© Crown Copyright 2023

OFFICIAL



OFFICIAL

CONTENTS
1. PURPOSE ... bbb bbb 3
2. BACKGROUND TO THE CONTRACTING BUYER.........cccciiiiiiiiiiiiiiiiiiiiiiiiiee 3
3. BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT ................... 3
4. DEFINITIONS. ..ot ERROR! BOOKMARK NOT DEFINED.
5. SCOPE OF REQUIREMENT .......cccovvvvviiinnnnn. ERROR! BOOKMARK NOT DEFINED.
6. THE REQUIREMENT ......cooiiiiiii e ERROR! BOOKMARK NOT DEFINED.
7. KEY MILESTONES AND DELIVERABLES .......coooi e 23
8. MANAGEMENT INFORMATION AND REPORTING..........cuuiiiiiiiiiiiiiiiiiiiiiiiiiiiinns 25
9. VOLUMES........otiiiiiiiiiiiiees ERROR! BOOKMARK NOT DEFINED.
10. CONTINUOUS IMPROVEMENT .............c.. ERROR! BOOKMARK NOT DEFINED.
11. SUSTAINABILITY oo ERROR! BOOKMARK NOT DEFINED.
12 QUALITY e ERROR! BOOKMARK NOT DEFINED.
13 P RICE .. r e a e 30
14 STAFF AND CUSTOMER SERVICE ..ot 30
15 SERVICE LEVELS AND PERFORMANCE ... ERROR! BOOKMARK NOT DEFINED.
16 SECURITY Lttt e 40
17. DATA AND IT REQUIREMENTS................... ERROR! BOOKMARK NOT DEFINED.
18. PAYMENT AND INVOICING.. ...t 42
19. CONTRACT MANAGEMENT ..ottt e 40
20. LOCATION L.ttt e e e et e e et e e e e e e e e e rbb e e e e e e 40
AN X | e et e e et e e et e e e e e e e e ennne 45
OCCUPATIONAL HEALTH SERVICES WORKFLOW & VETTING REQUIREMENTS....... 45
ANNEX T ettt e e ettt e e e e et e e ee b a e e e e e e e e eeebb e aeeeeeeennne 47
SUPPLY CHAIN & SECURITY REQUIREMENTS ... 47
1. PURPOSE ... et e e et e e e 47
2. NC A A S E T Sttt e e et e e e e e e e e e e e e reb e e e 47
3. THREATS & RISKS ...t e e 48
4. NCA MANDATED REQUIREMENTS ..o 48
5. INTERNATIONAL ACCREDITATIONS. ..o 49
6. SECURITY CLEARANCE (VETTING) ..cciiiiiiiiiiiiiiiiiieieeeeeeeeeeeeee 49
7. DATA SECURITY Lottt e e et e a b e e 49
OFFICIAL

Bid pack for Provision of OH, EAP and Substance Screening Services for NCA
Contract Reference: CCSH23A01

GWG T15 v1.0 10*" July 2023

© Crown Copyright 2023

OFFICIAL



11

1.2

2.1

2.2

2.3

2.4

3.2

3.3

OFFICIAL

PURPOSE

The purpose of this document is to provide framework suppliers with a summary of the
National Crime Agency’s (The Buyer) requirements for a comprehensive range of
Occupational Health Services.

The Procurement is being carried out under Crown Commercial Service Commercial
Agreement RM 6182 Occupational Health, Employee Assistance Programmes and
Eye Care Services - Lot 1 Occupational Health and Employee Assistance Pro-
grammes, Fully Managed.

BACKGROUND TO THE CONTRACTING BUYER

The NCA (The National Crime Agency) leads the UK'’s fight to cut serious and organ-
ised crime, protecting the public by targeting and pursuing those criminals who pose
the greatest risk to the UK.

We have national and international reach and the mandate and powers to work in part-
nership with other law enforcement organisations to bring the full weight of the law to
bear on serious and organised criminals.

The NCA has a wide remit. We tackle serious and organised crime, strengthen our
borders, fight fraud and cyber-crime, and protect children and young people from
sexual abuse and exploitation.

It provides leadership in these areas through our different and varied commands. The
NCA works closely with partners to deliver operational results. We have an interna-
tional role to cut serious and organised crime impacting on the UK through our net-
work of international liaison officers.

BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT

The current NCA Occupational Health (OH) contract is scheduled to terminate by no
later than November 2024. The NCA has a requirement for the Supplier to provide a
full Occuptional Health and Substance Screening service and across its geographical
footprint.

The Supplier will be expected to provide a resourcing and roll out strategy that takes
into account security, vetting requirements for all Contractors working on the contract
and on boarding.

The incumbent supplier has stated that TUPE will not apply because it operates a
“pooled resources” (i.e. shared services) staffing model. Consequently bids should
be made on the basis that staff will not be treated as transferring to the Supplier on
entry. However, bidders should rely on their own assessment of the TUPE risk and
take independent legal advice. The NCA has made available certain TUPE related
indemnity terms in its contract with the incumbent supplier in Attachment 6 (Existing
Contract TUPE Terms) and bidders are invited to have regard to these terms when
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they carry out their risk assessment. The incumbent supplier has stated that its cur-
rent “staffing structure” is as follows:

2.2 FTE OHA

2 FTE Administrators

1 FTE Team Leader

0.2 Technician

1 Day Per Month OH Physician
3.4 Where the Supplier wishes to use sub-contractors prior notification should be given to
the NCA to conduct due diligence if required.

4. DEFINITIONS

Expression or Acronym

Definition

Alternative sites

means sites that are not NCA sites

NCA line management

means line managers of the officers

NCA sites means the NCA estate, this is UK wide.

BACP means British Association for Counselling and
Psychotherapy

BAOT means British Association of Occupational Therapists

BPS means British Psychological Society

CBT means Cognitive Behavioural Therapy

Chief Medical Officer

means the Contractor’'s Chief Medical Officer

Critical Service Failure

means a failure in the services that puts the Contractor in
Default of the Contract

Ccv means Curriculum Vitae

DBS means Disclosure and Barring Service
DSE means Display Screen Equipment
DOB means Date Of Birth

Officers means officers of the NCA (employees)
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EMDR means Eye Movement Desensitization and Reprocessing

FCDO means the Foreign, Commonwealth and Development
Office

GMC means the General Medical Council

GP means a General Practitioner registered with the General
Medical Council

HCPC means the Health and Care Professions Council

HR means Human Resources

IHR means lll Health Retirement

ILO means International Liaison Officer

loD Injury on duty

Internal Transfer Medical
Questionnaire

means questionnaire for screening officer’s fitness for
specific Roles

Key Personnel

means Named Supplier staff working on this contract

Monthly performance report

means a monthly report on the Contractor’s performance
against targets for all Services

NMC means the Nursing and Midwifery Council
OH means Occupational Health

OHA means Occupational Health Adviser

OHP means Occupational Health Physician

Occupational Health
Practitioner

means an OHP or OHA

Operational Health
Assessment

means assessments of Officers’ health carried out in
accordance with paragraph 1.3.

Operational Role

means Roles identified in the Screening Matrix that
require a statement of fithess for performing the role
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Post Incident Management
Centres

means Sites at which post incident management is
performed

Psychological Health
Assessments

means assessments of Officers’ psychological health
carried out in accordance with paragraph 1.4.

Registered Medical

means a doctor registered with the General Medical Council

Practitioner
RN means a Registered Nurse registered with the NMC
Roles means the roles performed by Officers of the NCA

Screening Matrix

means the NCA’s document that sets out the requirements
for Operational Health Assessments and Psychological
Health Assessments for each Role

Selected Medical Practitioner
(SMP)

means the medical advisor for a pension scheme

site

means a location at which the Services are provided

Specialist Roles

means specific roles identified in the Screening Matrix that
require regular assessments

Sub-Contractors

means Prime Suppliers wider supply chain

The Recruitment Team

means the NCA’s recruitment team

TRT

means the recruitment team of the NCA

UKCP

means UK Council for Psychotherapy

5. SCOPE OF REQUIREMENT

5.1

The NCA are a national agency, with three main location ‘hubs’ which require an on-

site OH presence (due to medical health assessment requirements).
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For Supplier personnel working on site, some travel will be required, however hybrid
and flexible working will be considered across NCA offices in London, the Midlands
and the North West. There are other offices in various locations in the UK including
Scotland, Wales and Northern Ireland. Additionally, the NCA supports a network of
approximately 120 International Liaison Officers stationed throughout the world.

The Supplier should note that locations may be subject to change during the life of the
contract. The same level of support will be extended to all officers geographically
across the UK and its devolved nations (including Northern Ireland and Scotland),
with personnel required to have flexibility to travel across the agency’s footprint as
required and with notice.

The Service provision needs to cover a full working week - Monday to Friday, 8.00am
—5.30pm.

OVERVIEW OF SERVICES

The Occupational Health services required are comprised of the following two
categories:

5.5.1.1 Occupational Health and Employee Assistance Programmes (EAP)

5.5.1.2 Substance Screening

5.5.2

5.5.3

5.54

5.6

5.6.1

5.6.2

5.7

5.7.1

All work streams within the categories listed above will require monthly management
information reporting, and measurement of key performance indicators (refer to 8.0).

A breakdown of the average volume for each of the various activities under these
headings is included in Section 9 below.

The Supplier shall ensure that all NCA data is handled in accordance with the Con-
tract security protocols, this includes the requirement for all OH data to be held ex-
clusively by the NCA.

OCCUPATIONAL HEALTH and EMPLOYEE ASSISTANCE PROGRAMME
The Occupational Health Services and Employee Assistance Programme require-
ments for this contract are set out in Section 6 below; however, the NCA reserves the
right to add in any additional services as permitted under Annex 2 and 3 of the Frame-
work Schedule 1 Specification V2.

The above requirements for this contract, including workflow and associated vetting
standards are as illustrated in the workflow schematic detailed in Annex I.

SUBSTANCE SCREENING AND TESTING
NCA have a policy for routine substance screening and testing which:

= Is an integral component of the pre-employment vetting process
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= Applied in incidents “with due cause”

] Is selectively applied in routine random screening

5.7.2 The Supplier is

required to provide a managed service for substance screening, test-

ing, analysis and reporting in accordance with 6.16 and 6.17 below.

6. THE REQUIREMENT

6.1 Occupational Health Services

6.1.1 To be provided in person at the hubs, and other locations as requested, with the
potential for hybrid and flexible working with approval/ to meet users’ needs.

The Supplier shall provide a Pre-Employment Health Questionnaire Screening
Service for potential new Officers joining the NCA.

The Supplier shall screen completed Pre-Employment Health Questionnaires
and identify the Officer’s fitness for employment following assessment of the
working activities specific to the role and any appropriate adjustments.

The Supplier shall identify cases where Officers also require a face-to-face
Operational Health Assessment prior to employment.

Statement of Fitness for Employment

Specific advice relating to any applicants who are likely to fall within the remit
of the provisions of the Equality Act (2010) shall be provided in the Statement
of Fitness for Employment. In particular, this advice should relate to the
applicants’ suitability for placement and consideration of any possible
adjustments.

The Supplier will also be required to undertake Operational Health
Assessments for officers who will be employed to perform specific roles within
the NCA. A pre-employment health assessment will also be required for those
who will be employed in non-operational roles. In both circumstances the
Supplier will be required to issue a Statement of Fitness for Employment prior
to the individuals commencing employment, this should include any
recommendations relating to reasonable adjustments.

All requests for Statement of Fitness for employment will be instigated by the
NCA'’s recruitment team. For specified roles, Operational Health Assessments
and Psychological Health Assessments must be carried out prior to
employment, in accordance with the NCA’s Screening Matrix.
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In some cases, the Supplier will need to liaise with the NCA’s in-house
psychologist prior to issuing a statement for fithess, as a mandatory
psychological assessment is requirement for certain roles.

In the unlikely situation that an officer could be potentially considered unfit for
role, where all reasonable adjustments have been considered, this needs to
be communicated with the OH Management prior to onward dissemination.

The Supplier shall provide an Internal Transfer Medical Questionnaire
screening service for those applicants referred.

The Supplier shall screen completed Internal Transfer Medical Questionnaires
and identify the Officer’s fitness for working activities specific to the role and
any appropriate adjustments.

The Supplier shall identify cases where Officers also require a face-to-face
Operational Health Assessment.

The Supplier shall conduct face-to-face Operational Health Assessments of
Officers and potential Officers. The Supplier shall assess the fitness of the
Officers and potential Officers to carry out their current and/or proposed role
and shall also conduct health surveillance assessments at the same time to
form part of a holistic health assessment and health surveillance programme
(see appendix A for more details on the types of assessment).

It is expected that audio assessments will be completed in a hearing booth,
provided by the contractor, at an NCA site. Should additional testing be
required (Functional Capacity Evaluation / Functional Hearing Assessment /
Colour Vision Testing) , the Supplier will facilitate this.

Operational Health Assessments are required including, but not limited to:

i.  prior to the employment and deployment of new Officers into Opera-
tional Roles;

ii.  prior to the transfer of an Officer to a different Operational Role;

iii. annually for firearms officers and every two years for other Specialist
Roles.

The Supplier shall send Officers and their line managers electronic reminders
of their period health assessment through NCA IT systems.

Statement of Fitness for Operational Role
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The Supplier shall provide the NCA with a written Statement of Fitness for
Operational Role intrinsic to the specific role the Officers performs or is
expected to perform and any adjustments that may be required.

Advice on Management of Conditions

In addition, where required, advice must be provided to the Officer and the line
manager on management of their condition(s) and their responsibilities for self-
management.

Night-Workers

The Supplier will ensure that they undertake regular reviews (minimum
standard is yearly review) of all officers who fall into this category, to ensure
there is appropriate compliance with The Working Time Regulation 1998. Any
OH assessment required to be undertaken with a night worker will be
completed in core office hours (8:00 — 17:30).

The Supplier shall undertake:

e assessments on Officers’ fithess to travel and to work overseas, for
Officers who will not be permanently based overseas;

e assessments as to whether or not Officers to be deployed overseas for
ILO (international liaison officer) postings lasting 2-4 years have a spe-
cific medical condition that will impact on their being deployed to work
abroad for a period of 2-4 years. The Supplier will be advised as the
nature of the role in which to base their assessment; and

e Specialist assessments on Officers who are posted to hostile or iso-
lated locations to inform the special clearance for ‘resilience’ to work in
these environments that these Officers require.

The Supplier shall send Officers electronic reminders of appointments to
reduce non-attendance through NCA systems.

Statement of Fitness to Travel and Work Overseas

The Supplier shall provide a ‘Statement of Fithess to Travel and Work
Overseas for each Officer assessed under the Fitness to Travel and Work
Overseas Service.

Where the assessments are for Officers to be deployed overseas for postings
lasting 2-4 years and/or to hostile or isolated locations (defined by FCDO
guidance), the Statements of Fitness to Travel shall be for the specific role,
including any adjustments required.
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The Supplier shall provide travel health advice on receipt of a pre-travel risk
assessment form, sometimes at short notice (within 2 working days), and a
vaccination/ immunisation service that shall include the provision of:

e Vaccinations or medication e.g., malaria tablets to Officers travelling
overseas on business;

e Travel packs,(such as trauma kits) where appropriate;

e Advice on travel health for the countries being visited, including vac-
cinations, medications and any side effects of the vaccinations or med-
ication;

e General healthcare advice; and

o Deet spray or any other appropriate product if necessary.

Pre-Travel Health Declaration Form

The Supplier shall receive Pre-Travel Health Declaration Forms that have been
filled in by Officers. The supplier shall develop, as required, the Pre-Travel
Declaration Form to meet the NCA’s service requirements.

Records of vaccinations and travel packs

The Supplier shall maintain a complete record of vaccinations, medications
and travel packs provided for each Officer (including any sub-contractors data
to be uploaded onto the NCA’s OH database). The Supplier shall also provide
officers a list of their vaccinations administered by the supplier upon request.

The Supplier shall work with the NCA to roll out a blood-borne viruses
programme to adequately inoculate its staff and provide guidance on what steps
to take if one of its officers believes that have been contaminated with blood or
other body fluids, as in Annex II.

Under the Control of Substances Hazardous to Health Regulations 2002, the
NCA has a legal duty to assess the risk of infection for employees and others
affected by our work (as determined by a medical risk assessment of roles).

When the risk is known, suitable precautions need to be taken to protect health.
Employees must be given adequate information, instructions, and training on
any risks to their health the controls necessary to eliminate or reduce the risk to
the lowest possible level. Whilst the risk of BBV infection is low, there are a
number of officers who may be at greater risk.

It is recognised that this service has previously been rarely used by the NCA,
however it requires reassurance that it could be accessed if required.
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The Supplier will make an Occupational Health assessment and provide an
Occupational Health report to the NCA on officers referred to the Supplier.

The Management Referral Service shall include but not be limited to
assessments of Officers that the NCA requires relating to:

e Capability assessments;

e Sickness absence; and

e Returning to work (including Reasonable Adjustments).
The Supplier shall:-

o Triage referrals from line managers and prioritise cases and
when necessary refer cases to the NCA’s psychological service;

o Make the initial assessment of the Officer, either face-to-face or
by telephone, as deemed necessary by the Supplier.

¢ Communicate and escalate appropriate interventions to relevant spe-
cialists for the conditions presented and provide the specialists with rel-
evant information about the case.

e Seek the opinion of any specialist or medical practitioner involved in the
treatment of an Officer, as required by the NCA;

e Have an OH Physician (OHP), OH Advisor (OHA) and/or Physiothera-
pist make assessments of the Officer, either face-to-face or by tele-
phone, as deemed necessary by the Supplier.

o Be available for telephone enquiries and in urgent cases, provide the
services of an OHP or OHA , when, for whatever reason, the OHP or
OHA usually engaged in provision of OH services to the NCA is/are
unavailable; Send Officers and their line managers electronic and text
(if possible) reminders of appointments to reduce non-attendance.

e Attend a Court or Tribunal to give expert evidence, on matters of fact or
opinion, in connection with any occupational health case which is subject
to legal proceedings.

e The Supplier will work closely with the NCA’s in-house Psychological
Services to ensure that there is a joined up OH service that provides the
most appropriate advice and support to officers and their line managers.

Occupational Health Report

The Supplier shall deliver an Occupational Health Report to the NCA Line
Manager, with the consent of the Officer, and to the Human Resources
Department, if required, advising on health, functionality, disability impairment
and adjustment recommendations, the prognosis, and addressing specific
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questions asked in the referral. Consent for a report to be released will be
managed in accordance with GDPR.

Occupational Health Reports must consider the wellbeing of the Officer and the
needs of the NCA and provide specific advice and guidance in response to
particular questions raised by referring manager.

e The contact details of author of the report must be included, and they
must be available and willing to clarify any aspect of the Occupational
Health Report for the referring manager within a reasonable timeframe.

The Supplier shall provide advice and attend as required by the NCA on Case
Conferences.

Case conferences will be arranged to review more complex cases (long-term or
repeated short-term sickness). Meetings will usually include the Officer (and an
officer representative e.g.; trade union/ legal advisor), their line manager, the
NCA’s HR Department and/or other professionals if required and OH
professionals representing the Supplier.

Specific details on timescales etc will be agreed as and when a case conference
is required.

Following receipt of written consent in line with the Access to Medical
Reports Act 1988, the Supplier shall collate the required Medical Record
Information and submit it to the relevant independent medical advisers
and/or appeals bodies.

The Supplier shall also prepare Medical Reports for the pension scheme
medical advisor, using information provided by an individual’s consultant
report, in line with the relevant pension scheme requirements. For
appeals under the Police Pension Scheme, the Supplier shall provide
copies of the required information to the scheme Police Medical Appeals
Board via the appointed appeals co-ordinating body assigned under the
scheme and within their deadlines, on which the NCA would advise.

The Supplier must:

e Obtain all consents for, request, securely receive and collate all
relevant medical information from any specialists or medical prac-
titioner, as well as printing-off relevant OH file information held, to
progress lll Health Retirement and Injury on Duty claims, appeals,
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fitness to attend hearings/interviews and other cases where it is
required;

Send medical information to the relevant pension scheme medical
advisor and/or other party as advised by the NCA,

Provide to the NCA, an initial informal opinion on the appropriate-
ness of permanent disablement/IHR/IoD application process be-
ing successful, before progressing formal applications to the rele-
vant pension scheme medical advisors, asking them to provide a
certificate and report detailing level (if any), of permanent disable-
ment, Ill Health retirement eligibility, and or, whether an injury on
duty has occurred, level of award, or injury benefit is payable and
Injury on Duty reviews, as applicable;

For the Police Pension Scheme, the OHP of the Supplier is also
expected to provide advice to the Selected Medical Practitioner
(‘SMP’) on an Officer's medical background, and an opinion on
the issue of permanent disablement;

Seek the opinion of any specialist or medical practitioner involved
in the treatment of an Officer, if required by the NCA; and

Be available for telephone enquiries and in urgent cases, provide
the services of an OH Physician, when, for whatever reason, the
physician(s) usually engaged in provision of OH services to the
NCA is/are unavailable.

Written consent in line with the Access to Medical Reports Act 1988

The Supplier shall receive written consent in line with the Access to Medical
Reports Act 1988 prior to providing medical record information relating to an
Officer. This will be managed on NCA systems.

Medical Record Information

Medical Record Information shall include but not be limited to:

Copies of OH medical records,
Completed IHR forms,

Copies of GP’s records, in line with the requirements of the relevant
pension scheme.

Medical Report
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Medical Reports shall be prepared in line with the relevant pension scheme
requirements.

The services shall be delivered at the NCA sites as necessary.

The Supplier shall ensure that all NCA data is handled in accordance with the
Contract security protocols, this includes the requirement for all OH data to be
held exclusively by the NCA. NCA security and data policies will be followed by
the Supplier.

The NCA intends to utilise physiotherapy when an Officer has a muscular-
skeletal injury which would benefit from a course of short-term physiotherapy to
facilitate a return to work or someone currently at work.

All referrals for physiotherapy must be approved by the Officer’s line manager.

The Supplier will first triage all physiotherapy referrals and decide on whether
the officer requires a telephone consultation and advice on what exercises are
required or if physiotherapy sessions are required.

All physiotherapy sessions will be subject to clinical assessment. The Supplier
shall identify if physiotherapy will be an effective intervention to enable a return
to work or prevent an absence.

In addition to the case being triaged, a maximum of 5 (five) physiotherapy
sessions (1 assessment and 4 treatments) can be offered as an interim measure
until NHS provision is arranged.

The Physiotherapy Service shall include, but not be limited to, the following
Supplier activities:

e Triage all referrals received from Line Managers and prioritise cases;
¢ Co-ordinate all appointments;

e Deliver physiotherapy sessions, up to a maximum of 5 sessions (1 as-
sessment and 4 treatments) per course of treatment, at a location as
near to the Officer as is reasonably practicable;

e Provide a Physiotherapy Prognosis Report to the officer, their line man-
ager following the initial assessment;

¢ Provide a Final Physiotherapy Report at the completion of each course

e The Supplier shall review the physiotherapy reports with the Officer and
provide an updated Final Physiotherapy Report to the officer and the line
manager; and
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e Send Officers and line managers electronic and text (if possible) remind-
ers of appointments to reduce non-attendance.

o All reports must be held on the NCA’s OH IT system.

Physiotherapy Proghosis Report

A Physiotherapy Prognosis Report must be provided to identify the potential
benefits of treatment and the consequences of not providing it, with alternative
options also being considered.

Final Physiotherapy Report

The Supplier shall prepare a Final Physiotherapy Report at the end of each
course of treatment which will provide meaningful advice to managers on
effective case management including the need for any further interventions and
management of a return to work where applicable.

Specialists, which will include the NCA'’s in-house psychological service, are
required to conduct assessments which may be as a result of arecommendation
by the OHP or OHA . The specialist interventions and assessments shall include
Neurodiversity issues but not be limited to:

e Dyslexia

e Cognitive functioning; and

e Autism Spectrum Disorder
e Physical conditions

e Cognitive issues

e Chronic mental health

e Sensory conditions

e Vehicle ergonomics

e Complex DSE assessments
e Workplace mobility and access issues
e Wheelchair assessments

The Specialist Interventions and Assessment Service shall include, but not be
limited to, the following activities:
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¢ Following referral, and at the request of an OHP or OHA, conduct as-
sessments including the execution of tests designed to confirm/suggest
diagnosis;

e Provide a report to the Officer and NCA Line Management summarising
the findings of the tests, and a series of recommended adjustments in
compliance with Equality Act;

e Provide advice and guidance to managers as requested, bespoke to the
officer’s role (being mindful of shift patterns / place of work / task activity);

e All reports must be held on the NCA’s OH IT system.

Specialist Assessment Reports

Specialist Assessment Reports shall summarise the findings of specialist
interventions and assessments, the Officer's strengths and difficulties, and a
series of recommended adjustments in line with NCA guidance and role specific
information.

Specialist Assessment Reports shall be suitable for use by Officers for further
assessment, equipment recommendations and/or training support, etc.

Where Officers have been involved in a critical incident there will be a need for
emergency occupational health services to support the wellbeing of NCA
Officers. Examples of these types of incidents include the use of firearms, death,
serious injury, threat, trauma, and Officer suicide. These incidents could happen
anytime, anywhere in the UK.

As required by the NCA’s Death or Serious Injury Policy and Firearms Post
Incident Procedures, the Supplier shall have available a doctor (Registered
Medical Practitioner) 24/7/365 to attend a Post Incident Management Centre to
carry out a medical assessment(s). The service shall be supervised and
controlled by the Supplier’s Chief Medical Officer, who shall gain knowledge of
the medical and operational requirements of the NCA and have contact with the
key managers and Officers of this service to ensure the Chief Medical Officer
understands the needs of the NCA.

It is recognised that this service has previously been rarely used by the NCA,
however it requires reassurance that it could be accessed if required.

The Supplier shall have processes in place to manage the confidentiality of the
Officers involved in the incident.

The Supplier shall provide a 24-hour per day / 7 days per week and 365 days
per year telephone support service who will instruct the Registered Medical
Practitioner to attend the Post Incident Management Centre and take requests
for emergency occupational health support to a critical incident. The Registered
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Medical Practitioner shall complete the medical assessment(s) and confirm in
Medical Assessment Reports that the Officers are fit to participate in the Post
Incident Procedure. The Medical Assessment Reports shall then be provided
to the Chief Medical Officer who will supervise the on-going processes.

The Supplier shall provide the managers within the critical incident management
team with access to an Occupational Health Advisor who shall provide advice
and support in respect of the management of health advice and direction. This
service is to be provided 24 hours per day / 7 days per week and 365 days per
year and if necessary, the OHA shall attend the Post Incident Management
Centre.

The Supplier shall also provide on-going occupational health support to Officers
post incident as part of any NCA return to work programme and shall attend
team reviews where required.

Request for Critical Incident Support

The Supplier shall be capable of receiving and responding to requests for
Critical Incident Support by telephone 24 hours per day, 7 days per week and
365 days per year. During core hours, it is expected that these calls will be taken
by key personnel. This service needs to include the deployment of appropriate
clinicians if assessed as a requirement.

Medical Assessment Reports

The Supplier shall deliver Medical Assessment Reports to the NCA that provide
medical assessments of the critical incident.

The Supplier shall provide as part of the Officer Assistance Programme:

e a confidential advice and counselling/treatment/therapy service for all
Officers working with the NCA (including seconded staff and contrac-
tors);

e this shall include a Freephone, 24 hours per day, 7 days per week, 365
days per year telephone advice service, staffed by appropriately quali-
fied and experienced Counsellors. This service will provide a range of
advice on personal and work-related matters, this would include, but not
limited to ,workplace conflict, bereavement, lifestyle, debt advice and
legal matters. This will be available to all Officers including those de-
ployed overseas;

o if following initial telephone assessment by the Supplier, the Officer re-
quires a structured programme of therapy this can be offered in either
a virtual or face to face modality (however both need to be available).
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Treatment provision should be available across the UK and its devolved
nations, including Northern Ireland. Where an officer is deployed
abroad, a virtual offer would be appropriate. In addition, should a Sup-
plier have computerised treatments available, this would also be wel-
comed.

Therapy / wellbeing support delivered as part of the Officer Assistance
Programme shall only be for cases where short term intervention is appropriate,
including issues such as;

o Anxiety / Stress
e Depression

e Burnout

e Loss and Grief

The Supplier's Counsellor shall identify other voluntary organisations that may
be able to support the Officer, in particular where more than 6 - 8 sessions of
counselling/ Cognitive Behavioural Therapy (CBT) are required.

The Supplier shall identify in clinical assessments whether counselling, CBT or
other therapy’s will be an effective short-term intervention to enable a return to
work or prevent an absence. Where it is identified that on-going assessments
outside of the standard 6 (six) sessions for treatment would be of benefit or
necessary, a recommendation will be made to the OH Contract Manager who
will have the NCA to agree the additional sessions. Authorisation of additional
sessions will be dependent on clinical rationale that supports the officer either
returning to work or remaining in work.

The Supplier shall confirm that all NCA Officers understand the stages when
requesting additional counselling sessions. .

Should an officer require signposting for an appropriate treatment, then it is
anticipated that the Supplier will provide this. Officers accessing this service will
not be able to disclose their employer or operational sensitivities.

The Supplier shall provide a specialist Workstation Assessment Service to
assess Display Screen Equipment (DSE) for people who have complex issues
at a workstation that cannot be resolved through normal DSE Assessment route
which is carried out internally by the NCA. This could be problems with their
back/wrists/arms/sitting position etc. which require a more specialist
assessment and modified equipment.

The Supplier will not carry out regular/normal DSE assessments - this is the
responsibility of the NCA.
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‘Workstations’ can vary depending on an officer's role, which can include
vehicles.

The Supplier shall work with the NCA to develop and deliver health awareness
events and work with other departments to support training and upskilling (for
example, Health and Safety).

Further advisory activities may include (but will not be limited to):

e Proactive events, material, and activity (such as know your numbers /
stress awareness / OH services overview)

e Flu Vaccine as below

e Online offering (such as an Employee Assistance Website) to support
officer and line manager wellbeing

¢ Review of policies and procedures as directed by OH manager at regular
intervals.

The Supplier shall procure flu vaccine vouchers and provide a mechanism for
officers to obtain them, in line with the flu season timeline. Applicable supplier
proposals will be considered and agreed annually between the parties.

6.18 THE SUBSTANCE SCREENING AND TESTING PROCESS

6.18.1 All test samples will only be identified to the Supplier by the candidate’s staff number
or reference number. NCA Security Vetting will ensure NCA has been taken from the
candidate to conduct the test and the consent form is signed. A copy of the consent
form will be provided to the Supplier with the test sample. The NCA Security Vetting
team will also retain a copy of the consent form for their own records. Other than a
list of medication the candidate has been prescribed, no other personal details of the
candidates will be disclosed. The screening and testing process is summarised as
follows:

6.18.2 NCA Security Vetting on NCA sites will be responsible for managing candidate per-
missions and for obtaining samples of hair from candidates (the preferred medium)
or urine (in those rare circumstances where a hair sample cannot be obtained).

6.18.3 The Supplier is required to provide employee training to the NCA Security Vetting
Team. The technique (and any training required) for taking samples and determining
sample size will be subject to express agreement between NCA Security Vetting and
the Supplier.
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6.18.4 The Supplier is expected to provide NCA Security Vetting individual sample tests kits
in bulk and on demand.

6.18.5 All test samples will only be identified to the Supplier by the candidates staff number
or specific reference number. As per above, at no time will the names or any other
personal details of the candidates be disclosed.

6.18.6 Samples will packaged and despatched by first class post to the Supplier. The
form of packaging and markings will be as agreed between the NCA and the
Supplier. A copy of the candidates completed form granting permission to be
tested and a form detailing medication and hair treatments used in the pre-
ceding 6 months will accompany the sample.

6.18.7 All samples received by the Supplier from NCA are required to be subject to a
quality assured process with a defensible “chain of custody” covering the han-
dling processes and procedures governing samples from receipt to the point
of destruction.

6.18.8 In accordance with industry best practice, the Supplier shall under controlled
circumstances divide each sample in to two batches, one to be used as the
primary test sample and one to be retained in reserve in the event that any
unforeseen issues arise with the primary sample.

6.18.9 Inthe rare eventthat NCA Security Vetting is subjected to resource pressures,
the Supplier may be requested to provide on-site support in taking and des-
patching samples for testing to the Supplier’'s premises. This would typically
be associated with large scale recruitment campaigns. This may entail desig-
nated members of the Supplier’s staff will have to achieve specified vetting
clearance which will be undertaken by NCA.

6.18.10 The Supplier may be required to assist NCA by acting as an expert witness
and/or provide any necessary evidence in any circumstances in which or test
results are subject to challenge.

6.18.11 All test reports shall be submitted by email to the NCA Security Vetting Team
within 5 working days of receipt of the sample at the Supplier’s premises.

6.18.12 In the event that a test report is inconclusive or the sample is inadequate or
spoilt the Supplier will advise the NCA Security Vetting immediately and un-
dertake analysis of the retained second sample and submit a test report within
5 working days of receipt of the sample at the Supplier’s premises.

6.18.13 “With due cause” sample testing is to be treated as a priority and the Supplier
must report test results with 24 hours of receipt of the sample at the Supplier’s
premises.
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6.18.14 All positive test reports must detail levels of each substance(s) detected and
within reason include interpretation and informed opinion whether the levels
detected indicate dependant or addictive use or occasional social use. Equally
the Supplier shall provide an expert opinion with respect to the presence of,
and possible misuse of, prescription and “over the counter” medication.

6.18.15 In those cases in which the test result is negative both the primary and reserve
samples held by the Supplier shall be destroyed in accordance with industry
best practice 10 working days from the date of despatch of the test results
reported back to NCA. In those cases in which the test result is positive, the
reserve sample shall be retained by the Supplier for up to a maximum of 12
months from the date of despatch of the test result reported back to NCA. This
is to facilitate a further test at the request of NCA and/or provide the oppor-
tunity for the candidate to nominate a different Supplier to conduct an inde-
pendent test.

6.18.16 NCA Security Vetting may occasionally need to speak to the Supplier to dis-
cuss the results of a specific candidate’s test result. This is usually if the result
Is positive but which may then require further investigation by the Vetting team
and further analysis by the Supplier.

6.19 NOMINATED SUBSTANCES

6.19.1 The samples provided by NCA shall be analysed as appropriate to detect
traces of the following substances:
=  Amphetamine
= Barbiturates
= Benzodiazepines
= Buprenorphine
= Cannabis
= Cathinone (khat)
=  Clozapine
= Cocaine inc. crack and cocaethylene
= Fentanyl
= Flunitrazepam (Rohypnol)
» Fluoxetine
= Haloperidol
= Ketamine
= LSD

= Mephedrone
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= Methamphetamine (such as Ecstasy)
= Methadone (including metabolites)

= QOpiates (including Herain)

= Pethidine

= Phencyclidine (PCP)

= Propoxyphene

= Tramadol

= Trazodone

= Zolpidem

6.19.2 The above list is not exhaustive and the Supplier is required to acknowledge that
substances may be added or deleted from this nominated list as circumstances may
dictate during the term of the contract.

6.19.3 The NCA will rely on the professional knowledge and experience of the Supplier in
substance testing to provide advice and insight on the range of substances that
should be included in the nominated list.

6.20 Strategic Occupational Health Advice to the NCA

6.20.1 The Supplier will provide strategic advice to the NCA on all OH issues in support of
its legal obligations and Corporate strategies.

6.20.2 The Supplier shall consider good practise and developments within the OH and
Health and Wellbeing fields and contribute to the NCA’s OH policies and procedures
as directed by the OH Contract Manager where there have been legal changes and/or
best practice recommendations.

6.20.3 The NCA would like the Supplier to work with them to regularly review and maintain
a ‘health screening matrix’ to determine role specific health assessments.

6.21 KEY MILESTONES AND DELIVERABLES

6.22  The following Contract milestones/deliverables shall apply:
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Milestone/D Description Timeframe or Delivery
eliverable P Date
. . o Within one (1) month of

1 Final agreement of Business Continuity Plans contract award

2 Issue of Communication to NCA Departments One (1) month before

contract start date

3 Agreement of SLA's Within one (1) month of

contract award

4 Agreement of reports required and how they are Within one (1) month of
formatted. contract award

5 Agreement of frequency of contract review Within one (1) month of
meetings. contract award

6 If required provide training on any online systems for | Within three (3) months
all NCA locations at no extra cost. prior to contract start date

7 If required provide ad hoc training throughout the bggigsciwr%gnh%rlljtat?wg?i?e
contract for new starters and change in personnel. 9

of the contract
Supplier to appoint an Account Manager.

8 Within week one (1) of
NCA and Account Manager to meet to discuss the contract award
way forward

9 Contact details for the service to be provided to the Within week one (1) of
NCA. contract award
Initial set up meeting with NCA. Set strategy for -

10 implementation meetings during implementation Within week one (1) of

: contract award
period

11 Implementation meetings (to work towards NCA and Within week one (1) of

Supplier to enable contract to GO-LIVE status)

contract award
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12

Materials promoting the service to be provided to the Within week one (1) of

NCA contract award
. . , Within four (4) weeks of
13 Testing of services on Contracting NCA Systems contract award
Transfer of clinical data and any existing notes Within weeks one to
14 rel_ev_ant to the_ Co_ntract_lng NCA’s Pe_rs_o_nngl from twelve (1-12) of contract
existing supplier, including TUPE activities if
: award
applicable.
15 Review quality of Service and charges for the Within six (6) months of
provision contract award
7. MANAGEMENT INFORMATION AND REPORTING
7.1 A monthly Ml report is required to be submitted by working day 10 of each month.
7.2  The report is to be accurate and in the agreed format (this will be agreed with the

potential provider within one (1) month of contract award). It must contain all require-
ments completed within the month including:

7.3 GENERAL

7.3.1

7.3.2
7.3.3
7.3.4

7.3.5

7.4
7.4.1

7.4.2

Monthly and cumulative Contract Year to date Charges for the Services, including
any pass through or additionally agreed Charges:

Complaints report;
Performance against agreed Service Level Performance Measures;
Results of customer satisfaction surveys;

Identification of any risks identified with the delivery of the Services including mitigat-
ing actions to manage the risks going forward

MONTHLY PERFORMANCE REPORTS

Occupational Health

As a minimum, the Supplier shall include the following information in the Monthly
Performance Reports. The majority of this data will be held in the Authority’s IT sys-

tems, with access only available to named key personnel.

Measurements against agreed KPI's for the month, including complaints and feed-
back.
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A measure of the volumes of each type of Service performed during that month by
location, including but not limited to the numbers of:

Pre-Employment Health Questionnaires screened and Statements of Fitness for Em-
ployment delivered

Internal Transfer Medical Questionnaires screened

Operational Health Assessments performed and Statements of Fitness for Opera-
tional Role delivered, by type:

Pre-employment;
Internal transfers; and
Regular assessments;

Occupational Health metrics related to management referrals, including triage time,
time to appointment, date referral received and closed

Capability assessments

Case conferences attended

Further Medical Information Requests and time to receipt

Statements of Fitness to Travel and Work Overseas delivered;

Vaccinations, medications and travel packs by type

Specialist interventions and assessments by type

Physiotherapy sessions by initial and follow-up

Advisory Reports delivered

Critical incidents supported and Medical Assessment Reports delivered;
Employee Assistance Programme, usage summary by volume and category

Workstation Assessments Delivered Appointments scheduled and attended by type
(management referral / fithess for task / psychological / other).

Substance Screening

The Supplier will be responsible for providing management information reporting to
NCA on a monthly basis. Monthly reporting should be provided to NCA by no later
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than the fifth working day of each month and should typically provide the details below
as minimum;

7.5.2 Total number or pre-employment tests completed.

7.5.3 Total number of pre-employment tests completed for permanent NCA staff.
7.5.4 Total number of pre-employment tests completed for contingent labour.
7.5.5 Total number of at cause tests completed.

7.5.6  Number of pre-employment tests passed/failed.

7.5.7 Number of at course tests passed/failed.

7.5.8 Location of tests, e.g. 25 tests at Warrington and 19 in London.

7.5.9 Please note the list above is not exhaustive and reporting requirements may be re-
viewed and changed by agreement between the Supplier and NCA.

7.5.10 Monthly performance reports are to be provided to the NCA by the Supplier

7.5.11 Monthly performance reports are to be provided to the NCA by the Supplier by work-
ing day 10.

8. VOLUMES

8.1 The projected total contract spend across all OH work streams is in the range £2.5M
to £3.M excluding VAT for total contract term based on the indicative volumes below.
Future volumes are not guaranteed and will be NCA driven, based on demand.

8.2  The NCA directly employs circa 5,500 employees and this has the potential to grow
over the duration of the contract to circa 6,000 employees.

8.3 OCCUPATIONS HEALTH VOLUMES

8.3.1 The table below is an indicative summary of the main usage of OH services in 2021
and a three year average. The data gives an indication of the core requirements that
will need to be provided for this contract. There may be additional services that are
required on an adhoc basis. The Supplier will work with the NCA to consider, assess
and, where necessary, recommend the introduction of a new protocol or service,
should it be deemed necessary.

8.3.2 Therefore, a flexible and innovative approach to health and wellbeing, as well as the
changing prioroties of the NCA will be cruical. We would also look for any new
Supplier to work with the NCA to plan the resources for medicals or support
accordingly to meet requirements, so that services can be provided quickly, efficiently
and within budget. Due to the NCA’s flexible approach to work, volumes will be
placed on routine requirements and fluctuating need.
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Service Ugae%ez(dl;?)— 3 year average
Pre-Employment Health Questionnaire Screening 702 1,225
Operational Health Assessments 1,045 860
Fitness to Travel and Work Overseas 63 90
Travel Health 122 213
Management Referral 838 745
Case Conferences 5 3
Physiotherapy 119 150
Specialist Interventions and Assessments 8 12
Critical Post Incident Support 0 0
Employee Assistance Programme 411 425
. . . . o Flu Vouchers Flu Season 2020; 1,900
Occupational Health Ap(rjc;/ésrggrlr:]é:IUdlng flu vaccination claimed: Flu Season 2021: 1,314
Flu Season 2022: 1,000

8.3.3 The Supplier shall procure flu vouchers and provide a mechanism for officers to ob-
tain them, in line with the flu season timeline and NCA security.

8.3.4  Additional costs will be agreed with the NCA, in advance of the timeline on an annual
basis.

8.4 SUBSTANCE TESTING VOLUMES

8.4.1 On average, the NCA currently submit approximately 50 samples to the cur-
rent Supplier, per calendar month.

8.4.2 However, this may increase as the NCA is considering re-introduction of ran-
dom substance testing. These tests will be conducted by the Vetting team and
samples will be sent to the Supplier using the same process.

8.4.3 With regard to Occupational Health Advisory, the ability to deliver a range of
bespoke pro-active healthcare, events and awareness sessions would be ad-
vantageous across the service and could potentially be called off as an op-
tional service. The level of vetting clearance for this may differ, depending on
the service provided.
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CONTINUIOUS 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 shall at
all times during the Contract comply with its obligations to continually improve the
Services and the manner in which it provides the Services.

The Supplier shall adopt a policy of continuous improvement in relation to the Services
pursuant to which it will regularly review with the NCA. This will be in a manner in
which it is providing and supporting the Services with a view to improving the health
and wellbeing of Employees, and/or improving the quality and efficiency of the Ser-
vices. The Supplier and the NCA will provide to each other any information which
may be relevant to assisting the objectives of continuous improvement.

The Supplier shall produce at the start of each 12 month period (“Contract Year”, the
first of which commences on the Commencement Date) a plan for improving the pro-
vision of the Services (without adversely affecting the performance of the Contract)
during that Contract Year ("Continuous Improvement Plan") for the approval of the
NCA. The Continuous Improvement Plan shall include, as a minimum, proposals in
respect of the following:

a) identifying the emergence of new and evolving services which could improve the
health and wellbeing of employees;

b) identifying changes in behaviour at NCA that result in a cost saving and a reduction
in the Contract Price;

¢) improving the way in which the Service is marketed internally;

d) identifying and implementing efficiencies in the Supplier's internal processes and
administration that may lead to cost savings and reductions non
attendances/absenteeism;

e) identifying and implementing efficiencies in the way the NCA interact with the
Supplier;

f) identifying and implementing efficiencies in the Supplier's supply chain that may

lead to cost savings and reductions in the Contract Prices.

g) The Supplier should present new ways of working to the NCA during Contract
review meetings.
Changes to the way in which the Services are to be delivered must be brought to the
NCA’s attention and agreed prior to any changes being implemented.
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12.

12.1

12.2

12.3

12.4
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13.

13.1
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SUSTAINABILITY

The NCA expects the Supplier to be aware of and support them in complying with their
legal and contractual obligations under social value legislation, in the delivery of the
wider policy and in the delivery of the targets as defined within the Greening Govern-
ment Commitments supplemented by the Governments 25 Year Environmental Plan.

We expect the Supplier to assist the NCA in their understanding and reduction of sup-
ply chain impacts on the environment and to be open and transparent in assisting
and in reporting publicly on product and/ or service utilisation and any environmental
impacts.

QUALITY

Please refer to Annex Il Supply Chain & Security Requirements.

PRICE

The Supplier is required to provide rates/charges against each of the currently known
identified service lines.

Pricing is fixed for the first year of contract. Thereafter prices will be reviewed annually
in line with CPI or full justification for any increase above that which has to be ac-
cepted by the NCA.

Throughout the contract duration the Supplier will be required to work with the NCA to
identify service improvements or innovations that provide tangible cost benefits and
savings e.g. improved online capabilities, reduced charge rates due to efficiencies in
processing cases, travel etc.

Where service lines are identified during the contract period, charges and rates shall
be agreed between the parties.

Where there is an increase in volume for a service, e.g., inoculations; the NCA will, at
least annual, seek for the Supplier to pass on economy of scale discounts/ review
relevant charges in line with increased known volumes.

Prices are to be provided excluding VAT.

STAFF AND CUSTOMER SERVICE

Key Personnel
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13.2 For management purposes, the Supplier will be required to name a Contract Manager
(designated as Key Personnel) as a single point of contact in each of the following
two work streams:

a) Occupational Health and EAP

b) Substance screening
13.3 The Supplier will be required to consult and notify NCA should the Key Personnel/
Contract Managers be subject to permanent change.

13.4 The Supplier shall be responsible for verifying that Contract Managers and any other
Key Personnel deployed to deliver NCA services, and will maintain, current DBS Cer-
tification and/or NCA security vetting appropriate to the role they are expected to per-
form.

13.5 NCA Contract Managers shall be required to hold NCA SC enhanced vetting.

13.6 Professional Qualification/Standards

13.6.1 All Supplier personnel involved in delivering Occupational Health Services must be
appropriately qualified in the field of expertise in which they are engaged to deliver
specialist services.

13.7 GENERAL STAFF QUALIFICATIONS AND EXPERIENCE

13.8 Supplier Staff shall be qualified and competent, as defined by the Management of
Health and Safety at Work Regulations 1999, to perform their job and they must be
up to date in terms of knowledge and professional skills and qualifications.

13.9 Supplier Staff shall be registered with the relevant regulatory Body, have annual veri-
fication of GMC, NMC, HCPC, BACP, BABCP certification for every employed or
contracted health care professional and their clinical staff shall have the knowledge,
skills, qualifications, experience and training for the tasks they perform. The Supplier
Staff shall undergo continuing professional development and revalidation.

13.10 All Supplier Staff shall have personal development plans for continuing professional
development meet the needs of the individual, the occupational health service, and
its clients.

13.11 The Supplier shall deliver all Occupational Health services in accordance with:

e UK Legislation;

e College Of Policing / National Police Chief’'s Council (NPCC) guidance and
standards;

o Safe Effective Quality Occupational Health Service (SEQOHS) standards;

e NCA'’s Health Screening Matrix; and NCA HR procedures.
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13.12 The Supplier shall involve the NCA’s Contract Manager in recruitment selection for
all services.

13.13 The Supplier shall provide the NCA with an up to date list of all personnel working on
this Contract and shall update and provide this list to the NCA when Supplier Staff
change.

13.14 In view of NCA vetting requirements staff changes need to be planned in an orderly
manner by the Supplier in order for NCA to carry out the necessary vetting processes.

13.15 The Supplier Staff shall have the qualifications, experience, training and registration
with statutory bodies that is required for their role in performing the Services.

13.16 The Supplier shall employ in and about the provision of the Service only such persons
as are careful, skilled, honest and suitably qualified and competent in the work which
they are asked to perform.

13.17 The Supplier must employ sufficient persons to ensure that the Service is provided
at all times and in all respects to the Contract standard. The Supplier shall ensure
that business continuity plans are in place to ensure the contract standard is main-
tained e.g. to cover staff absence or loss of IT systems.

13.18 The Supplier shall ensure that any person employed in and about the provision of the
Service is properly and sufficiently qualified, experienced, instructed, competent, and
supervised with regard to the Service and in particular:

* the task or tasks such a person has to perform;

¢ all relevant provisions of the Contract;

¢ all relevant policies, rules, procedures, and standards of the NCA;

¢ all relevant rules, procedures and statutory requirements concerning health and
safety at work, including the NCA'’s safety policy as notified to the Supplier;

¢ fire risks and fire precautions;

* the need to maintain the highest standards of hygiene, courtesy, respect and consid-
eration;

* the need to adhere to and display the NCA’s behavioural standards and values at all
times;

* the need to comply with the NCA’s forms, particularly Occupational Health Report
templates, and not to amend these without the approval of the OH Contract Manager;

* the need to recognise situations which may involve actual or potential danger of per-
sonal injury to any person and where possible, without personal risk, to make safe
such situations, and forthwith to report such situations to the OH Contract Manager
or in the event of an emergency to the member of the NCA's staff with responsibility
for the location;

¢ if owing to the nature of the Service, staff of the Supplier are exempt from the provi-
sions of Section 4(2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Order
1975, then the Supplier shall ensure that all staff engaged in provision of the Service
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shall provide information in accordance with the said Act. The Supplier shall disclose
to the OH Contract Manager the names and addresses and sufficient information to
enable proper checks to be made and as appropriate all convictions of its staff en-
gaged in and about the provision of the service and the NCA may require such staff
to be removed from provision of the Service; and

The Supplier’s counsellors, clinicians and staff providing professional advice must
meet the minimum level of relevant qualification and experience required for mem-
bership of their appropriate professional body. A practising counsellor should hold a
Diploma in Counselling or equivalent level as a minimum qualification and should
belong to a recognised UK professional body.

The Supplier shall keep at all times proper and up-to-date records of all persons in the
Supplier's employ who are or who are likely to have any connection with the Service
and shall allow the OH Contract Manager access to such records with the permission
of the staff.

The Supplier shall employ at all times appropriately qualified and competent staff to
carry out the services described in this specification.

On occasions it may be necessary for the Supplier to make available a member of staff
the same gender as the Officer being examined in order to conduct any medical ex-
amination. If this is not possible, the Supplier shall provide a chaperone.

The Supplier will be responsible for undertaking checks for all subcontractors/staff who
will work on this contract to ensure they are suitable for employment/provision of ser-
vices. We expect the Supplier will have undertaken checks such as qualifications,
competency, references and medical clearance.

In addition, Disclosure and Barring Service (DBS) checks will be undertaken as nec-
essary; and all personnel and sub-contractors that require access to NCA data are to
be BPSS checked as a minimum.

Any concerns regarding the competence or conduct of any staff member involved in
the delivery of the contract which come to the notice of the Supplier or the NCA shall
be shared with the other party and a reasonable course of action agreed.

The Supplier must inform the NCA of any adjustments that may need to be put in place
for their Staff before they are deployed in service delivery on this Contract.

INDUCTIONS

13.26.1 The Supplier Staff shall induct new staff and familiarise them with the NCA’s occupa-

tional health policies and procedures, duty of confidentiality, health and safety, ac-
countability for service quality and delivery, their roles and the roles of all other Sup-
plier, NCA and third party staff involved in the occupational health services. The Sup-
plier shall include any materials in the induction that the NCA requires. Supplier Staff
shall attend any induction that the NCA requires. The Supplier shall ensure appropri-
ate supervision of its staff.
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13.27.1 The NCA may require the Supplier to remove from work in or about the provision of
the Services any person or sub-contractor (including GPs/consultants/specialists)
employed by the Supplier. The Supplier shall immediately comply with such instruc-
tion and as soon as it is reasonably practicable thereafter provide a substitute in order
to ensure that the Services are maintained to the agreed Contract standard.

13.27.2 Any member of the Supplier's Staff removed from work under the provision of this
clause shall not be re-engaged in the delivery of the Services without the written con-
sent of the NCA. The NCA shall in no circumstances be liable either to the Supplier
or the staff in respect of any liability, loss, or damage occasioned by such withdrawal,
suspension or removal and the Supplier shall fully indemnify the NCA against any
claim made by such staff.

13.28 QUALIFICATIONS - OCCUPATIONAL HEALTH AND EAP

13.28.1 For Occupational Health, the following qualifications and experience are required, for
these professions to work on the NCA contracted services:

Administrator

Administrator shall:

have experience of organising and supporting a busy support
function

be responsible for diary management and appointment schedul-
ing for OHA, OHP and Psychologists

have excellent IT skills; previous experience of working on Cohort
would be of benefit

be responsible for the production of monthly Management Infor-
mation

provide secretarial support and liaise with all departments and
grades across the NCA

Occupational Health
Advisors (OHA)

and

OHA shall be a registered nurse (RN) with the Nursing Midwifery
Council (NMC);

Hold a suitable specialist post-registration qualification in occupa-
tional health, commensurate with the demands of the role i.e. reg-
istration with the NMC as a Specialist Community Public Health
Nurse, or, OH certificate or Diploma qualification gained prior to
the introduction of specialist practitioner qualifications and provid-
ing the programme was completed before 31 October 1998;
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= have at least 2 years’ experience in an occupational health setting
or, where newly qualified OHAs are utilising, provide evidence of
mentoring and adequate supervision.

Immunisation
Nurses

Immunisation Nurses shall be a registered nurse (RN) with the Nursing
Midwifery Council (NMC);

and

= have evidence of immunisation training no later than within the
preceding 12 months period in line with the Health Protection
Agency’s National Minimum Standards for immunisation training
including basic life support training and anaphylaxis.

Screening Nurses

Screening Nurses shall be a registered nurse (RN) with the Nursing
Midwifery Council (NMC).

Occupational Health
Technicians (for
health surveillance)

Occupational Health Technicians shall have had appropriate training to
a suitable standard pertinent to the testing being carried out (e.g. lung
function testing, audiometry)

Occupational Health
Physicians (OHP):

Occupational Health Physicians shall:

= Be aregistered medical practitioner with the General Medical
Council (GMC);

= Have a relevant higher postgraduate qualification in occupational
medicine recognised by the Faculty of Occupational Medicine; a
Diploma in Occupational Medicine (DOccMed) as a minimum;

= Demonstrate that they have achieved the desired competencies
in occupational medicine through training and experience;

and

= maintain these competencies through continuing professional de-
velopment (CPD);

and

= complete annual appraisals relevant to their practice in occupa-
tional medicine.

Consultant
Occupational Health
Physicians (COHP)

Consultant Occupational Health Physicians shall have membership of
the Faculty of Occupational Medicine (MFOM).

Occupational
Therapists

Occupational Therapists shall have Professional registration with the
Health and Care Professions Council and membership of the British
Association of Occupational Therapists.

Physiotherapists

Physiotherapists shall have Professional registration with the Health
and Care Professions Council.
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EAP Counsellors

= A practising Counsellor shall hold a Diploma in Counselling / CBT or
equivalent level as a minimum qualification;

and

= belong to a recognised UK professional body such as the BACP (Brit-
ish Association for Counselling and Psychotherapy), BABCP (British
Association for Behavioural and Cognitive Psychotherapies), UK
Council for Psychotherapy (UKCP) and/or National Counselling Soci-
ety (NCS).

and

= have a minimum of 2 years clinical experience post qualification.

Performance level

Supplier Staff attend induction training prior to delivering Services.

Performance target

100% of all Supplier Staff delivering the Services have attended induction
training.

Description

The NCA has the right to conduct customer satisfaction surveys of the
Supplier's OH Services.

The Supplier shall manage complaints about the OH Services in
accordance with the Contract.

Performance levels

a. Assessments, interventions and procedures are delivered correctly in
accordance with the Service requirements.

b. Assessments, interventions and procedures are correctly authorised
in accordance with the requirements of the Services.

c. Customer satisfaction with the Services is high.

No complaints are received about the Services.

Performance target

a. 0 assessments, interventions and procedures are identified as having
not been carried out in accordance with the Service requirements
each month.

b. 0 assessments, interventions and procedures have been carried out
without the necessary authorisation each month.

c. 95% of customer satisfaction surveys carried out by the NCA each
month rate the OH Services as ‘Highly Effective’ or better.

d. 0 complaints received about each of the Services each month.

Measure
responsibility

a. The Supplier and NCA shall identify any non-compliances and report
them to the Supplier. The Supplier shall collate and report on perfor-
mance against targets.
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13.29 QUALIFICATIONS- SUBSTANCE SCREENING AND TESTING

13.29.1 The qualifications of test Technicians and quality assurance standards for laborato-
ries that will provide analysis and reporting on substance test samples will be pub-
lished by the NCA.

13.29.2 The Supplier shall provide a sufficient level of resource throughout the duration of the
Contract in order to consistently deliver a quality service. Occupational Health.

13.29.3 The Supplier's staff assigned to the Contract shall have the relevant qualifications
and experience to deliver the Contract to the required standard.

13.29.4 The Supplier shall ensure that staff understand the NCA'’s vision and objectives and
will provide excellent customer service to the NCA throughout the duration of the
Contract.

14. SERVICE LEVELS AND PERFORMANCE

14.1 Metrics & Key Performance Indicators

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

14.2 OCCUPATIONAL HEALTH

14.2.1 Metrics & Key Performance Indicators, please refer to attached supporting schedule.

14.2.2 Service Level Agreement, please refer to attached supporting schedule (OH & EAP
SLA).

14.2.3 Monthly performance reports are to be provided to the NCA by the Supplier by work-
ing day 10.

14.3 SUBSTANCE SCREENING
14.3.1 Metrics & Key Performance Indicators, please refer to attached supporting schedule.

14.3.2 Service Level Agreement, please refer to attached supporting schedule (OH & EAP
SLA).

14.3.3 Monthly performance reports are to be provided to the NCA by the Supplier by work-
ing day 10.

15. SECURITY AND CONFIDENTIALITY AGREEMENTS

15.1 The workflow schematic contained in Annex | illustrates the different levels of security

checks that the Supplier will be required to obtain for personnel providing specific
services.
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The table below expands on the requirement under each of these levels. SC Enhanced
checks will be facilitated by the NCA for the proposed Supplier personnel. The Sup-
plier will be responsible for ensuring personnel hold the required DBS / DBS en-
hanced checks.

All Supplier staff working on this contract will need to be security cleared to SC En-
hanced level or Developed Vetting as necessary by the NCA. It is the responsibility
of the Supplier to ensure that their staff complete any security clearance forms/pa-
perwork in a timely manner. Practitioners should understand all aspects of Occupa-
tional Health practice in order to deliver an effective and efficient Occupational Health
Service to meet changing Agency and Officer needs.

The Supplier will be responsible for undertaking checks for all sub-contractors/staff
who will work on this contract to ensure they are suitable for employment/provision
of services. Checks must include qualifications, competency, references, and medi-
cal clearance. In addition, Disclosure & Barring Service (DBS) checks will be under-
taken where necessary. In accordance with BPSS checks and NCA Vetting (NSV) as
required.

The Supplier is responsible to ensure there is a pipeline of personnel, appropriately
security vetted to cover any absences to ensure key performance indicators and ser-
vice delivery in maintained. Should the NCA identify an increase in demand for
services, this will be discussed with the Supplier and it is expected that surge person-
nel from the pipeline may be available to deliver with notice.

If the Supplier fails the NCA'’s security vetting process they will not be authorised.

Security / Vetting Check Additional Information

NCA SC Enhanced SC check with the NCA top up checks, enhancing the
standard SC.

Where there is an existing SC clearance, NCA Vetting will
complete a range of checks to enhance the standard SC.
This level of clearance is required for those individuals who

will require direct access to NCA data.

DBS Disclosure and Barring Service Certification

checks will need to be completed by the Supplier.

DBS Enhanced Disclosure and Barring Service Certification check with an
additional set of enhanced checks.

checks will need to be completed by the Supplier.

OFFICIAL

Please note, NCA Vetting do not conduct DBS checks, these

Please note, NCA Vetting do not conduct DBS checks, these

Bid pack for Provision of OH, EAP and Substance Screening Services for NCA
Contract Reference: CCSH23A01

GWG T15 v1.0 10*" July 2023

© Crown Copyright 2023

OFFICIAL



OFFICIAL

17.DATA AND IT REQUIREMENTS

17.1.

17.2.

17.3.

17.4.

17.5.

17.6.

18.
18.1
18.1.1

18.1.2

18.1.3

18.1.4

18.1.5

Potential providers should carefully note the NCA Supply Chain Security, Security
Vetting and Data Security Requirements as set out in Annex II.

The Supplier’s personnel delivering core work streams from NCA sites will be required
to use the NCA'’s IT systems, Cohort database and hardware.

Cohort is the NCA'’s propriety Occupational Health IT software of choice and is pres-
ently in use by the NCA. It is an OH solution provided by Cority Cohort. The Supplier
will be expected to use the NCA'’s Cohort solution when working on this Contract, with
full training being provided to all named contract personnel. Any sub-contractors
would use their own systems, but not refer to the NCA, instead adopting a code for
data protection purposes, ensuring anonymity.

Cohort is hosted on the NCA'’s server, and is under the control of the NCA. It will be
the responsibility of the Supplier to ensure that OH records are kept up to date in
accordance with any relevant statuary requirements such as Data Protection Act and
NCA policies and processes.

Access to Cohort will be for named and appropriately security vetted personnel only.
Any sub-contractors would use their own systems, but not refer to the NCA, instead
adopting a code for data protection purposes.

Under its proposed resourcing model, we would expect the Supplier to provide a re-
sourcing strategy that considers account security, including the de-sensitising of data,
screening and vetting. This would also include business continuity considerations.

PAYMENT AND INVOICING

Purchase Order

Purchase Orders (PO’s) will be issued by the NCA.

The Purchase Order reference must be present on all invoices submitted to the NCA
in connection with this contract.

Payment can only be made following satisfactory delivery of pre-agreed certified
products and deliverables.

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 : Accounts Payable, Finance Department, PO Box
58358, London NW1W 9LA; accounts.payable@nca.gov.uk copying in the NCA’s
Contract Manager.
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18.1.6

18.1.7

19.

19.1

19.2

19.3

19.3.1

19.3.2
19.3.3
20.

20.1

20.2

20.3

20.4
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All invoices submitted in connection with this work must be clearly broken down to
identify all aspects of the charges and be accompanied by supporting documentation
where available. Failure to submit a valid invoice which includes all the required in-
formation may result in a delay in its processing or in its rejection and non-payment.

Payment to the Supplier will be made within 30-days of receipt of a correct and valid
invoice. All approved invoices will be settled by BACS payment.

CONTRACT MANAGEMENT

The Supplier is required to provide a dedicated contract manager with a nominated
deputy to cover periods of absence;

The Supplier is required to attend regular contract review meetings with the NCA at
an agreed location and time.

The Contract Manager shall work with the NCA to identify appropriate reporting
mechanisms that provide the NCA with a full view of the service landscape, including
but not limited to:

Details of all accounts held, relating purchase order numbers, customer contact de-
tails and address;

Volumes and services being provided against each account;
Attendance at Contract Review meetings shall be at the Supplier's own expense.
Location

The NCA has established three UK based sites in which they require all the NCA of-
ficers to be medically assessed. These are, currently central London, central Birming-
ham and Warrington.

Whilst the expectation is that the majority of officers will be assessed at one of the
three main sites, the Supplier will also need to carry out home visits, as and when
required, for staff that are unable to travel to one of these sites due to medical reasons.

In addition, the new Supplier will need to provide on-going health assessments for NCA
staff based at various other sites located across the UK and its devolved nations.
Some sites including the South West, Scotland and Northern Ireland (NI) will need to
be visited at a minimum on a 2 yearly basis using a mobile OH facility.

Below is a breakdown by percentage of the number of officers currently based at each
of the locations.

Number of
Location Officers %
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London 2741 38%
Warrington 1294 18%
Birmingham 460 6%
Scotland/NI 193 3%

20.5 Please note that as the NCA operates cross the entire UK, sites may be open to change
in strategy or leasing agreements. The Supplier will be kept apprised of any changes.

20.6 Access to NCA Facilities/Premises:

20.6.1 The NCA will grant the Supplier access to its premises to deliver the services under
this Agreement; however, supplier personnel will be expected to obtain an appropriate

level of security clearance before attending any of the NCA premises.

20.7 Equipment

20.7.1 The NCA will grant the Supplier access to its occupational health IT system where
required.
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Annex |

Occupational Health Services Workflow & Vetting Requirements

Standard checks and interventions

Statement of
Fithess for
Employment

Pre-employment
Health Questionnaire
Screening

Operational Statement
Required pHeaI:h of Fithess
Assessment Assessments for
Operational
Internal Transfer Internal Transfer Role
Medical Medical Questionnaire
" ™ Screening J Screened
Questionnaire Questionnaire Statement
* i of Wellness
CBT / EMDR gevshologiea] for role

authorisation
Assessments,

Occupational

Fitness to Travel and Statement of NHealth Report
Work Overseas fithess to Travel
Pre-Travel Health and Work
Overseas

Declaration Form Periodic mandatory
sassions by role and

screening matrix

Record of
vaccinations and
medications

Travel Health
Vaccinations

=

Ill-health Intervention

Approved referral for
physiotherapy

Physiotherapy
Prognosis Report

Physictherapy Final Physiotherapy

Report

Specialist Support

Referral for specialist Specialist Interventions Specialist Assessment
Intervention / Assessment and Assessments Report
*Bespoke
Request for bespoke S Peyehological
support Support
Critical Incident Support Assessment Reports

Note: Work streams
with a[ * ] apply te
Psychological
Services

Request to Attend a Critical
Incident

SC Enhanced

Security Clearance Key
DBS / DBS Enhanced

Absence & Ill Health Management

Occupational

Referral Management Health Report
Form REfTriE) *Psychological
Treatment

Request to
attend case

Case advice
conference

%‘ Case conference IH

Medical
Information

(ill health retirement,

ry on duty,

permanent disability,

appeals)

Written consent
for medical
information

Medical Record
Information

Employee Assistance Programme
Prognosis
Report
Request for
advice and
counselling

Employee

Work
Focused
Outcome
Summary
Report

Assistance
Programme

Workstation Assessments Service

Work
Request for - Focused
Workstation Workstation Outcome
Assessment Assessments Summary

Report

Management Information

H)[

OH Advisory

irements

Request for
Management
Information

Management
Information
Reports

Management
Information

Requests for OH Advice and
i OH Advisor Advisory
advice ﬁ[ Y ]—a Reports

Substance Screening

Review Substance Outcome
Substance Screening Report
Samples
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BBV - Where exposure has occurred whilst operational

Officer contacts OH on exposure to a BBV

v

In Hours

OH Advisor (normal working hours)

J

Appointment with OH Clinician
(either telephone or in-person
dependenton need)

\’

J

Out of Hours

Access to Accident & Emergency Care

A4

In-hours follow up for planning and after care management

\

Continued management of
Occupational Health Condition within
OH Service

\

Exit OH Services

\

Entry into mainstream NHS services

N
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Annex Il
Supply Chain & Security Requirements

1. Purpose

The purpose of NCA Supply Chain Security reviews are to verify and evidence compliance
to NCA Requirements and with all mandated HMG and Statutory, Regulatory and Legislative
requirements. Supply Chain Security undertake a variety of scheduled and unscheduled
assurance reviews and security audits.

These include - quality focus, security assessments, due diligence assessments, security
audits, follow-up surveillance audits, inspections and reviews, across the NCA's 3rd Party
Supply Chain, associated networks and business partnerships.

Security assurance audits incorporate but are not limited to the following areas of third party
suppliers

= Personnel security
= Physical security

= |nformation security
= Operational security
= Policy & procedures

= Business continuity

2. NCA Assets

Assets in this context include NCA people, buildings, all types of hard copy information and
electronic data records, equipment, methodologies, communications and other systems,
facilities, operations, and not least reputation.

NCA must have confidence when sharing or exchanging information and assets with an
outside organisation.

NCA is aligned to Cabinet Office mandated Government Security Classification (GSC) and
abide by the

e Security Policy Framework (SPF)
e National Cyber Security Centre (1A Policy’s)

e Government Functional Standard (007)

Framework Ref: RM6182
Project Version: v1.0 1
Model Version: v3.0
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as a way of identifying the value of assets and applying proportionate controls to protect
the Confidentiality, Integrity and Availability (CIA) of Agency assets.

3. Threats & Risks

Access to NCA assets is risk assessed to identify and reduce risk including but not limited to
the following areas:

» Infiltration (Insider Threat)
Cyber / IT Threat
Corruption

Fraud

YV V. VY VY

Intimidation and/or Coercion

The successful Supplier will be required to, provide personnel to our office locations and / or
have access to sensitive NCA information.

Accessing NCA locations, engaging with its officers and handling its assets may result in the
above threats materialising.

4. NCA Mandated Requirements

The Supplier will be required to protect NCA assets: there are mandated security
requirements These will include but are not limited to:

» Cyber Essentials Plus (CE+) and Cyber Essentials Requirements for IT infrastructure
2020 If you do not hold Cyber Essentials Plus but hold certification for ISO 27001, the
scope must include the controls listed within Cyber Essentials plus.
» HMG Baseline Personnel Security Standard (BPSS) 2018
» Off-Shoring — Cabinet Office Guidance 2020
» Adherence to National Security Vetting (Head of Vetting to Deliver)
5. International ACCREDITATIONS
It is critical that where we need to share data outside of the agency, the Supplier can align
itself to our security posture. Therefore, we expect International Standards Organisation
requirements (or equivalent) to be evidenced.
These are:

» 1SO 27001 Information Security Management System

» 1SO 9001 Quality Management System

» 1SO 22301 Business Continuity Planning (or policies and controls aligned with this

accreditation)

Framework Ref: RM6182
Project Version: v1.0 1
Model Version: v3.0

Error! Unknown document property name.



Error! Unknown document property name.

Call-Off Schedule 20 (Call-Off Specification)
Call-Off Ref:
Crown Copyright 2020

6. Security Clearance (Vetting)

All Supplier personnel with a requirement to enter NCA premises and/or have access to
NCA computer environments will be required to hold NCA enhanced SC clearance. Vetting
checks will be performed and awarded by the NCA and can take up to 12 weeks.

7. Data Security

Data is strictly required to reside only within the NCA computing environment. Supplier
personnel will be granted access to NCA computer systems on a strictly “need to know”
basis.

Where sub-contractors require information that needs to be shared from the NCA to a
supplier we require further explanation and security controls (such as cyber essentials plus,
ISO standards) to be evidenced on how this will be managed.

Information Security:

The Supplier must ensure that all information and specifically personal data is processed,
stored and destroyed in accordance with the Security Outcomes of the HMG Security Policy
Framework and Government Security Classification System (GSC). The GSC identifies data
according to its sensitivity and value. This comprises OFFICIAL, SECRET and TOP
SECRET with additional Caveats where appropriate. All Data whether in electronic or hard
copy format will routinely be classified as either OFFICIAL or OFFICIAL SENSITIVE.

No information (data) is to be retained at the conclusion of the contract, the data must not be
used for any purpose other than that for which it was gathered, it must not be shared,
copied, transferred or transmitted (by any means including in paper format) without the
specific approval of the NCA.

The Supplier shall put in place measures to guarantee the confidentiality, integrity and
availability of all data that is gathered, processed and stored.

Physical Security: All information, data and equipment used to process the same, shall be
protected by appropriate physical and logical security controls commensurate with the
highest Government Security Classification of the material which is gathered, processed and
stored. At the conclusion of the contract all equipment used to process NCA'’s sensitive
and/or protectively marked data is to be purged by an agreed process using an
application(s) and procedure approved by the NCA.

The Supplier must agree to permit reasonable access to their premises and staff for the
purposes of Assurance auditing and inspection at all stages of the contract if required.

The Supplier shall report to the Contracting Body’s Security Department by the quickest
possible means, any actual or suspected breach of security or security incident where the
Contracting Body'’s protectively marked assets may or actually have been compromised.
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