Specification to Procure Recruitment Agency Support for Permanent Recruitment Requirements for Highways England 

Background

Highways England is charged with operating, maintaining and improving England’s motorways and major A roads – the Strategic Road Network. We do this both directly and through commissioning – using an extensive supply chain/supplier “ecosystem”. Between 2015 and 2020, we will deliver £15 billion of investment across more than 100 major road schemes. 

Our employee base is distributed around the country. It includes a uniformed Traffic Officer Service who serve in seven regional control centres and a National Traffic Operations Centre, and who patrol key areas of the network from out-stations around the Strategic Road Network. We also have professional and administrative staff based in seven offices around the country. 

Highways England was formed as a government-owned company in April 2015, regulated by the Office of Road and Rail (ORR). It was previously an agency (non-departmental public body) of the Department for Transport, and called the Highways Agency. It is now known as an arm’s length body of the Department for Transport.

The organisation was established as a company to provide it with greater flexibility to run the roads responsibly, successfully and in the public interest, with a longer-term investment horizon and capital funding certainty. This was a significant change, and has resulted/continues to result in transformational change including restructuring and role changes in both front-line and support functions. 

As a new company there is a significant amount of change being implemented within the organisation structures in order to create a business that is set up to deliver the ambitious future agenda and vision.  To realise that vision we have an increased requirement for new skills and a need to expand our existing organisation structures to lead the increasing and changing workload.  

HE is made up of the following Directorates and roles could become available within any of these organisation structures:
· Commercial and Procurement Services
· Communications
· Finance and Business Services
· General Counsel
· Human Resources
· Information Technology
· Major Projects
· Operations
· Professional and Technical Services
· Strategy and Planning

Typically the roles we would seek support with are technical specialists offering a breadth of experience in their specialism and / or based in a particular geographical location where the type of resource required is known to be limited

In addition, due to changes within organisation structures additional other roles may become vacant or new ones be created.  This specification sets out details about the search and selection services sought to enable suitable candidates to be appointed to the roles.

This specification sets out requirements for recruitment agencies to provide candidate search services for specialist roles in the Information Technology sector.  

Invitation to Tender

Highways England is issuing this invitation to tender as an open competition to suppliers who can support its permanent / fixed-term contract IT recruitment requirements.  

Volumes

There are currently over 50 vacancies in the IT Directorate ranging across all pay grades and specialist areas.  Support may be required to source candidates for any of these roles.  No limits or guarantees are specified in terms of the number of roles for which support will be requested, and other roles may become available during the contractual term so no specific volume is given. 

For the benefit of developing a tender proposal, figures of up to 20 roles over the contract term could be used as an indicative guide.  There is the potential for there to be more or possibly less than this number dependent on market and business developments. 

Contract term

The contract will be awarded for a 24 month term.

The successful supplier will be required to agree terms based on final accepted salary for each appointment made, to be invoiced on or after the start date of that individual with Highways England. 

Geographic Coverage

HE operates out of a number of regional centres with key locations in Birmingham, Leeds, Bedford and Guildford.  Roles in the IT function are likely to be concentrated in Birmingham and Leeds.

SCHEDULE 1

SERVICE LEVEL AGREEMENT

The Service Level Agreement is designed to clarify the services provided and obligations of both the appointed Supplier and Highways England (HE); it covers the recruitment of candidates for permanent and Fixed Term Contract roles only.  The objective of the Service Level Agreement is to provide a mechanism for supplying candidates qualified to fulfill the requirements of the role with HE.  

SCHEDULE ONE

Services to be provided by the SUPPLIER 

1. The Supplier will provide a nominated National Account Manager and if required Regional Account Consultants.

2. The Supplier will respond to a new vacancy within the following  timescales:

· Permanent – 5 working days

· Fixed Term – 5 working days

· The Supplier will screen and submit all candidates in line with current relevant employment legislation. 

3. The Supplier will use HE’s Candidate and Line Manager Feedback forms as applicable. 

4. On a quarterly basis the Supplier will provide to HE the following Management Information (“MI”):

a. Total spend
b. Candidates submitted
c. Number of interviews
d. Number of offers
e. Number of hires
f. Diversity information related to candidates submitted
g. Details of any outstanding invoices

5. The Supplier will only submit for consideration candidates: 

a. they have interviewed (preferably face to face) to assess their suitability for the role 
b. appropriately vetted to ensure they meet eligibility criteria for living and working in the UK
c. who are aware their CV is being submitted for review against the role requirement and have confirmed their interest in working for HE. 

6. The Supplier will only submit candidates who are interested in Permanent or Fixed Term employment with HE.  For the avoidance of doubt the Supplier will not knowingly submit CVs of Temporary / Interim Workers for Permanent or Fixed Term vacancies.

7. The Supplier will provide candidates with full job descriptions prior to interviews commencing. 

8. For the avoidance of duplication of candidates the Supplier will provide HE with the candidate’s name, NI Number and postcode on all occasions.  The Supplier will provide the candidate’s email address and other contact details to facilitate communication for interviews and assessments.

9. All day to day problems shall be dealt with by the Supplier’s Account Consultant and the HE Resourcing Senior Advisor.  Where an issue cannot be rectified then it shall be escalated to the Supplier’s National Account Manager by the HE Resourcing Specialist.

Obligations of Highways England (HE)

1. For all vacancies, HE will notify the Supplier via a system alert that a new vacancy has been posted on the e-recruitment system and provide a job description and all other necessary information to enable the Supplier to work the role.

2. HE will provide the Supplier with feedback on candidate CV submissions and interviews attended.

3. HE will issue written offers direct to any candidate to be appointed. 

4. For the purposes of calculating the Supplier’s fee, in the event that a candidate proposed by the Supplier for a specific vacancy is employed in that position, HE will inform the Supplier of the basic salary accepted by the candidate and the date on which the candidate is expected to commence work.

5. HE will provide the Supplier with criteria of MI required. 

Charges and Administration

1. Introduction Fees will be calculated as a percentage of basic annual salary, pro-rated where required for fixed-term contract appointments of less than 12months.  Only one fee will apply for an individual candidate, and the fee shall include for all costs detailed in this Service Level Agreement.

2. Fees will be calculated as follows:

	Pay Range
	% Fee

	Up to £35,000
	10% of salary

	£35,001 up to £50,000
	12.5% of salary

	£50,001 plus
	15% of salary


  
3. Should the original successful candidate resign within 3 months of the start date of employment or their employment be terminated by HE as the candidate proves to be inadequate for the position within the first 6 months (ie following a 3 month probation period and an extension of a further 3 months), then the recruitment of a replacement candidate will be free of charge.

4. Where a replacement candidate is not appointed within 3 months of the date of the original candidate’s resignation or termination, then the following rebate scheme shall apply for periods beyond the 3 month timeline:


	Time from 3 months after resignation/termination
	% Fee rebate

	Upto 4 weeks
	20% of the fee

	4 – 6 weeks
	30% of the fee

	6 – 8 weeks
	40% of the fee

	8 – 10 weeks
	50% of the fee

	10- 12 weeks
	70% of the fee

	More than 12 weeks
	100% of the fee



5. Invoices for fees will be dated on the day the candidate commences work at HE.

6. If, after acceptance of an offer of engagement but prior to the candidate commencing employment HE decides for any reason, not to proceed with the engagement, then no fee will apply.

7. The Supplier will address all invoices to The Finance Department at HE. 

8. HE will pay invoices in accordance with the Conditions of Contract.

9. HE will notify the Supplier within14 working days of any incorrect invoices issued by the Supplier.

Candidate Ownership

1. [bookmark: _GoBack]Candidates already in the HE e-recruitment system will be deemed as owned by HE.

2. Candidates submitted by the Supplier will remain owned by the Supplier for a period of 12months following submission, using the date of receipt in the system as the beginning of the 12month period.

3. A candidate will be deemed to have been introduced by the Supplier at the date and time the candidate’s details have been properly submitted to HE via the e-recruitment system. 

4. CVs for candidates not received through the e-recruitment system will be deemed to be unsolicited, will not be subject to candidate ownership and will not be considered.

5. CV’s of Temporary Agency Workers submitted to the Client for Permanent or Fixed Term positions, and any CVs emailed directly to HE employees  will be deemed to be unsolicited.  
SCHEDULE 2

Detailed breakdown of services required

The appointed supplier will be required to deliver services as follows:  

	Action
	Responsibility
	Timing

	Brief the Supplier
HE will brief the supplier providing full information about the role requirements including:
· the purpose, accountabilities and deliverables of the role (in the format of a suitable job description)
· any special skills, qualifications and training required to carry out the role
· the location where the role will be based
· the hours of work
· the pay and benefits associated with the role 
· any special hazards or health and safety information applicable to the role
	Resourcing Senior Advisor
	Day 1

	Provide access to the role in the e-recruitment system
	Resourcing Senior Advisor
	Day 1

	Submit suitable CVs for review
Use the e-recruitment system to submit CVs of suitable candidates based on meeting the following criteria: 
· required expertise for the role
· salary expectation
· job location 
· eligibility to live and work in the UK including submission of evidence of right to work
	Supplier
	Days 3-5

	Provide contact details for candidates to enable interview confirmations etc to be sent to candidates directly from the system
	Supplier
	Days 3-5

	Confirm shortlisted candidates
Use the e-recruitment system to confirm candidates to be progressed to next stage, and those not to be progressed.
For those to be progressed provide details of the interview including:
· who they will meet
· when and where the interview will be held
· how long the interview/assessment will last
· what the interview/assessment will include
· any other key information to enable them to prepare for and participate in the selection process
	Resourcing Senior Advisor
	Days 5-10

	Confirm outcome following interview 
Use the e-recruitment system to confirm successful/unsuccessful outcomes from interviews
	Resourcing Senior Advisor
	Within 48 hours of all interviews being completed

	Manage the offer process
For candidates to be offered: 
· make the verbal offer to the supplier 
· obtain acceptance of the verbal offer
· request contract documentation to be completed 
· issue contract documentation
	Resourcing Senior Advisor
	Within 5 days of verbal offer being made

	Submit invoice for fees
On or after the successful candidate start date raise an invoice for fees based on agreed terms
	Supplier
	Within 5 days of start date







SCHEDULE 3

Roles for which support may be required

This list is indicative of the type of role that support may be required with.  It is not exhaustive and does not represent an actual request for support for any of the roles.  Requirements will be specified as and when support is requested:

· Business Analyst
· Business Relationship Manager
· Change Manager
· Configuration Manager
· Cyber Security Lead
· Cyber Security Support
· Deposited Documents Service Manager
· Electronic Information systems Development Manager
· Electronic Information System Support and Compliance Manager
· Electronic Information System Support Manager
· ICT Information Strategy and Architecture Manager
· Information Compliance and Assurance Manager
· IT Asset Manager
· IT Benefits Manager
· IT Commercial and Contract Manager
· IT Planning Manager
· IT Project and Governance Manager
· IT Risk Manager
· Junior Problem & Incident Analyst
· Records Management Lead
· Release Manager
· Service Delivery Executive
· Service Transition Project Manager
· Technical Support Analyst (Tier 1)
· Technical Support Analyst (Tier 2)
· Technology Programmes - Integrated Programme Management Office Change Management Leader
· Technology Programmes - Integrated Programme Management Office Delivery Management Leader
· Technology Programmes - Integrated Programme Management Office Governance and Administration Leader
· Technology Programmes - Integrated Programme Management Office Planning & Dependency Management Leader
· Technology Programmes - Integrated Programme Management Office Risk and Issues Leader
· Technology Programmes - Integrated Programme Management Office Reporting and Data Management Leader
· Technology Programmes - Programme / Project Manager
· Technology Programmes - Programme Leader
· Technology Programmes Integrated Programme Management Office Leader
· Transition Planning and Support Manager
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