
[image: image1]
[image: image2.png]Ministry
of Defence Head Office



​​​​​​​
                      CCS Framework RM3822
FLEET/00668 – PSGW00236 – Provision of Training Support for the Admiralty Interview Board (AIB)
This Contract is made

BETWEEN
(1) HER BRITANNIC MAJESTY’S SECRETARY OF STATE FOR

DEFENCE, acting by the Directorate of Head Office and Corporate Services (HOCS), Kentigern House, 65 Brown Street, Glasgow G2 8EX (“the Authority”)

AND
(2) CAPITA Business Services Limited, 4th Floor, Barnard’s Inn, 86 Fetter Lane, London, EC4A 

1.
The Contractor shall provide the Services described in the Statement of Requirement, in accordance with the Conditions of Contract (as detailed in Framework Schedule 4 – Order Form and Call-Off Terms for the Wider Public Sector   dated 2nd June 2014 – to the Framework Agreement entered into between the Authority and the Supplier on RM3822), the firm prices attached and the Contractor’s Work Order (WO) reference PSGW00236.
2.
The Contract shall come into effect on date of acceptance until 31 March 2020. 

3.
Except where there is prior written approval from the Contracts Branch no payment shall be made for work performed which is outside the scope or period of the Contract.

4.
If there is a conflict between the documents described in Item 1 above, the order of precedence shall be:
1. Work Order/SOW reference PSGW00236.
2. Statement of Requirements at Schedule 1

3. Conditions of Contract (as detailed in Framework Schedule 4 – Order Form and Call-Off Terms for the Wider Public Sector dated 04 July 2017 to the Framework Agreement entered into between the Authority and the Supplier on RM3822) 
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Schedule 1

STATEMENT OF REQUIREMENT FOR THE provisiOn of training support for the admiralty interview board (aib)

Statement of Requirement - Admiralty Interview Board (AIB) Training Support Contract

Background.  The AIB, located at HMS Sultan, Gosport, is the standard assessment for those who want to join the Naval Service as an officer, regardless of the method of entry or whether for Regular or Reserve Service.  The AIB is designed to act as a standardised method of evaluating behaviour using multiple assessment procedures and trained assessors.  Candidates are assessed on their potential to be effective junior officers in the Naval Service.  This potential is assessed against a competency framework that is linked as closely as possible to on-the-job performance requirements drawn from the current and future Officers’ Joint Appraisal Report (OJAR) criteria.  Using distinct rating scales to assess candidates’ behaviour results in the collection of clear and quantifiable scores for each individual.  

Candidates undergo a 1½ day assessment process (or ‘board’) at the AIB.  There are 2-3 assessment boards per day, with each board comprising 4 candidates and 2 members (Board Members = assessors) who are both experienced Naval Service officers.  The AIB is headed by Commander AIB (CAIB), who is supported by 7 permanent Board Members.  In addition, visiting Board Members are regularly used to supplement AIB manpower resources and maintain candidate throughput.  The AIB has the capacity to assess 36 candidates per week and can surge to 48 candidates per week when required.  Area Careers Liaison Officers (ACLOs) and Area Recruiting Officers (AROs) are also integral components within this process, conducting an assessment of ‘preparedness’ prior to candidates’ appearance at the AIB. All of these individuals need to be properly trained in the AIB assessment process to be competent in their task and fulfil their responsibilities.  Assessor training, an effective assurance regime and Continuous Improvement of the AIB process is essential for the organisation’s success and credibility.

Requirement.  The training support contract is for 40 days support per annum for the financial year beginning Apr 18 to the financial year ending Mar 20 (FY 18/19 and FY 19/20).  The requirement comprises the following elements:

a. Delivery of initial training to new-in-post AIB permanent and visiting Board Members (hereafter commonly referred to as ‘Board Members’) and ACLOs/AROs (1½ day course), followed by subsequent assessment of the performance of newly trained Board Members no later than 3 months after initial training, providing written feedback to the individual and CAIB.
b. Conduct 6-monthly quality assurance (QA) visits of trained Board Members, to include written feedback to the individual and CAIB (2 Board Members may be assessed per QA visit, i.e. per day).
c. Provision of ad-hoc advice and guidance in respect of Continuous Improvement of the AIB process (the precise form may vary from a short phone call/email to more lengthy project work).      

Description of Work

Initial Training.  Train new Board Members and ACLOs/AROs (up to 36 in number) in the assessment practices used at the AIB, to include:

· Training in the Observe, Record, Classify and Evaluate (ORCE) process and its application in the exercises used (Planning Exercise, Practical Leadership Task and Interview).  

· Training in the principles of effective assessment, including best practice in assessment and competencies, factors that influence assessment, the importance of objective assessment and effective interviewing, including the SOARA (Scenario, Objectives, Actions, Result, Aftermath) technique.  

· Training to provide candidates with feedback on performance and made aware of the importance of equal opportunities in the context of selection, including key legislation.  

All courses are to be held at the AIB.  The course duration should be a maximum of 1½ days and courses should run on a rolling basis as required to meet officer appointing requirements and cater for up to 8 personnel (1½ days per course x 5 courses per annum = 7½ training days per annum).  The supplier is to design, produce and supply all training materials, ensuring that they are reviewed regularly, comply with latest HR best practice, remain relevant to the AIB’s assessment process and relate to its in-house training manual (AIB Handbook).    

Initial Assessment.  Assess the performance of newly trained Board Members (up to 18 in number) no later than 3 months after initial training, providing written feedback to the individual and CAIB.  When the Board Member reaches a level of performance satisfactory to CAIB, as advised by the supplier, a Certificate of Competence will be issued to the Board Member thus allowing unsupervised boarding of candidates.  Further assessment by either AIB staff or the supplier may be required if the trainee does not reach a performance satisfactory to CAIB within 3 months of initial training.  Two Board Members (one newly trained and the other more experienced) may be assessed per QA visit (i.e. per day).   

Quality Assurance.  Monitor the performance of all Board Members on a 6-monthly basis, with written feedback provided to the individual and CAIB, to ensure that they possess an adequate level of knowledge, skill and personal capacity, including adherence to defined practices and procedures, to be effective in their role as assessors.  Two Board Members may be assessed per QA visit (i.e. per day) (max 28 in number) = 14 training days per annum.         

Ad-hoc Consultancy Support.  Provide ad-hoc advice and guidance to the AIB as and when required. This should include:

· Regular communication via e-mail/phone call.

· Advice/guidance and support on project work.  This advice and guidance should cover the validity of the AIB process in comparison to other UK competency-based assessment practices (i.e. be able to support external benchmarking) and share best practice based on UK and international developments in the fields of occupational psychology and assessment and selection that are relevant to the AIB.  Any such developments should be brought to the attention of , in writing, as soon as is practicable (Email: Following discussion with ,  these developments may form the basis of a project to assess whether amendment is required to the assessment practices used at the AIB.  This advice and guidance is to be based upon both collective knowledge of academic theory and experience of occupational psychology norms in assessment.  The timescale for response to each ad-hoc request is to be mutually agreed between both parties.   

· An example of project work is the initiation of a project, shortly prior to previous contract end-date on 31 Mar 17, to review the AIB exercises and assessment criteria (i.e. competency framework) to reflect the introduction of the new OJAR.  This was considered a critical activity in relation to best practice guidance as the assessment criteria during selection should link to the criteria used to measure actual on-the-job performance, and the assessment methods used actually measure the competencies required to perform the job safely and effectively.  Of note, the review of the AIB exercises and assessment criteria to ensure the new OJAR competencies are assessed fully should be complete by early 2018.   
Deliverables.  The nature of the training course does not require full Defence Systems Approach to Training (DSAT) documentation.  Given the small scale of the training task, and nature of the AIB, it is not well suited to KPIs and rigid, detailed and measurable requirements.  Notwithstanding this, governance of the output will be monitored on a monthly basis by the AIB customer and any concerns regarding the quality of service reported to the Commercial Officer.  In sum, the essence of this requirement is to provide the AIB with an external ‘expert critical friend’, by which we mean access to current specialist knowledge and expertise, which may lead to adjustments to the AIB Handbook and nature of training to reflect developments in assessment techniques.  This support role is key to ensuring that the AIB’s assessment and selection process: remains valid as a predictor for success in initial officer training and beyond; reflects best practice; is being adhered to and is being proactively and sensibly developed in order to maintain credibility in relation to the other Services and across industry.   

Contract Start Date and Duration.  The contract is for the financial year beginning Apr 18 to the financial year ending Mar 20.      

Security Considerations.  The supplier will need to obtain the appropriate Personal Security Clearance (PSC).  They will perform work at the AIB in HMS Sultan, requiring unescorted access to the establishment.  This work may involve disclosure of MOD OFFICIAL-SENSITIVE documents (previous studies and initiatives on the AIB to build-up corporate knowledge where required), therefore the minimum protection requirements for MOD OFFICIAL-SENSITIVE information are to be provided to the supplier through the contract and ITT.  Documentation generated by the supplier, including course training materials and written feedback on AIB Board Members, is expected to be unmarked.       

Other Considerations.  Minimum qualifications for the supplier are Chartered Membership of the Chartered Institute of Personnel and Development (Chartered MCIPD) and/or the British Psychological Society (BPS), with a track record in training and selection, and holder of a BPS qualification in test use (Occupational).  However, in order to have the required level of knowledge and expertise of best practice and current advancements in the field of assessment and selection, they would require an undergraduate degree in psychology, or ideally, an MSc in Occupational Psychology (both accredited by the BPS), and a proven history working in this area.  An understanding of the military (AIB assessment and RN recruiting practices) would be highly preferable, although not essential.  Where this is not the case, they will be expected to familiarise themselves with these routines at their own expense.  If a singleton supplier, access to an adequate and suitably qualified back-up team is required to provide the flexibility and assurance of ad-hoc support and delivery of the correct quality of service at all times.  

This requirement will be managed through the Crown Commercial Service’s Managed Learning Service (MLS) Framework (Contract ID: RM3822).  Routine scheduling of training courses and visits will be coordinated by AIB N1-3 (Email: )Noting that AIB staff appointments are subject to short notice change, dependent on the needs of the Service, the pattern of training, assessment and monitoring required in any one year cannot be assured.  Therefore, the AIB requires the flexibility within the contract to veer and haul on the individual elements (training, assessment and monitoring etc) to ensure the best provision for the AIB process and its Board Members. 

Government Furnished Equipment/Information (GFE/GFI).  The supplier will be granted access to information appropriate to the task on request (note: the classification level of information disclosed will be no higher than MOD OFFICIAL-SENSITIVE).  The supplier would need to initially draw upon AIB corporate knowledge and may have access to previous studies and initiatives.  Ad-hoc advice and guidance will normally be delivered by the supplier either in person at the AIB or via phone call or email.  If the requirement is a longer piece of project work, then the supplier may be based at the AIB, assuming desk space and IT can be provided.  

Point of Contact.  The AIB Desk Officer for this requirement is: 

Schedule 2
Pricing Schedule

The applicable Knowledgepool Service Wrap Fee for all serials will be at 5.95%, all prices listed within the Pricing Schedule below are inclusive of the Service Wrap Fee.
	DESIGN AND OTHER ONE OFF COSTS

	
	Number of Trainers
	Blended Day Rate
	Expenses per trainer per day
	No of days to deliver objective
	Total

Ex VAT
	KP Service Wrap Fee @ 5.95% 
	Total Cost to MOD

	Number of Trainers
	1
	
	---
	3
	
	
	

	
	
	
	
	Total Design Costs
	
	
	


	DELIVERY

	
	
	Max

Delegates per Cohort
	No of Trainers
	Blended

Day

Rate
	Expenses per trainer per day
	Number of days per cohort
	Accreditation per delegate
	Materials cost per delegate
	Total
	Knowledgepool Service Fee (5.95%)
	Total Cost to MOD

	Initial Training 

– per course
	Per cohort
	10
	1
	
	
	1.5
	
	
	
	
	

	Initial Assessment – per day
	Per cohort
	2
	1
	
	
	1
	
	
	
	
	

	Quality Assurance
 – per day
	Per cohort
	2
	1
	
	
	1
	
	
	
	
	


	CONTINUOUS IMPROVEMENT OF THE AIB PROCESS 

	Cost per hour (including expenses) for remote (i.e. email/telephone) support
	Cost per day (including expenses) for remote support on lengthier project
	Cost per day (including expenses) for onsite support (at the AIB) on lengthier project work


NB. Travel will only be charged if consultants are working on sites other than HMS SULTAN (e.g. BRNC or CTCRM – Travel will then be charged at     per mile.

All rates quoted are exclusive of VAT.
Payment Terms: 

Payment shall be claimed (thru’ CP&F) following the satisfactory completion of all work [appropriate milestone].  

The total maximum payment (inclusive of Tier 2 Sourcing at 5.95%) over the two year contract duration shall not exceed £68,000.00 (excl VAT).  

Suppliers will only receive payment when Capita have the written endorsement of the deliverable from the MOD. At this point, the CP&F Purchase Order number (Event Reference) will be released to the supplier to allow them to invoice Capita.
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Appendix - Addresses and Other Information

	
	1. Commercial Officer
DefcomrclCC-Navy5, Room 303, Jago Road, Building 1/080, HM Naval Base Portsmouth, PO13LU
Email: 
	
	8. Public Accounting Authority
1. Returns under DEFCON 694 (or SC equivalent) should be sent to DBS Finance ADMT – Assets In Industry 1, Level 4 Piccadilly Gate, Store Street,  Manchester, M1 2WD
( 44 (0) 161 233 5397

2. For all other enquiries contact DES Fin FA-AMET Policy, Level 4 Piccadilly Gate, Store Street, Manchester, M1 2WD  

( 44 (0) 161 233 5394
	

	

	
	2. Project Manager, Equipment Support Manager or PT Leader

 (from whom technical information is available)

Email: NAVYCNR-AIBN12@mod.uk
	
	9.  Consignment Instructions
The items are to be consigned as follows:

As per Box 2
	

	

	
	3. Packaging Design Authority
N/A
(Where no address is shown please contact the Project Team in Box 2) 
	
	10.  Transport. The appropriate Ministry of Defence Transport Offices are:

A. DSCOM, DE&S, DSCOM, MoD Abbey Wood, Cedar 3c, Mail Point 3351, BRISTOL BS34 8JH                      

Air Freight Centre

IMPORTS ( 030 679 81113 / 81114   Fax 0117 913 8943

EXPORTS ( 030 679 81113 / 81114   Fax 0117 913 8943

Surface Freight Centre

IMPORTS ( 030 679 81129 / 81133 / 81138   Fax 0117 913 8946

EXPORTS ( 030 679 81129 / 81133 / 81138   Fax 0117 913 8946
	

	
	
	

	
	4. (a) Supply / Support Management Branch or Order Manager:

   (b) U.I.N.  
	
	B. JSCS
JSCS Helpdesk No. 01869 256052 (select option 2, then option 3)

JSCS Fax No. 01869 256837

www.freightcollection.com 
	

	

	
	5. Drawings/Specifications are available from
See Box 2
	
	11. The Invoice Paying Authority (see Note 1)
Ministry of Defence


( 0151-242-2000

DBS Finance

Walker House, Exchange Flags

Fax:  0151-242-2809

Liverpool, L2 3YL                    Website is: https://www.gov.uk/government/organisations/ministry-of-defence/about/procurement#invoice-processing
	

	

	
	6.  For contracts containing DEFCON 5, mauve Copies of MOD Form 640 are to be sent to
(where no address is shown the mauve copy should be destroyed)
	
	12.  Forms and Documentation are available through *:
Ministry of Defence, Forms and Pubs Commodity Management 

PO Box 2, Building C16, C Site

Lower Arncott

Bicester, OX25 1LP  (Tel. 01869 256197  Fax: 01869 256824)

Applications via fax or email: DESLCSLS-OpsFormsandPubs@mod.uk
	

	

	
	7. Quality Assurance Representative:

Commercial staff are reminded that all Quality Assurance requirements should be listed under the General Contract Conditions. 

AQAPS and DEF STANs are available from UK Defence Standardization, for access to the documents and details of the helpdesk visit http://dstan.uwh.diif.r.mil.uk

 HYPERLINK "http://www.dstan.dii.r.mil.uk/" \o "http://www.dstan.dii.r.mil.uk/" /  [intranet] or https://www.dstan.mod.uk/ [extranet, registration needed]. 
	
	NOTES
1.  Forms.  Hard copies, including MOD Form 640 are available from address in Box 12., All other invoicing forms e.g. AG Forms 169 and 173, are available from the website address shown at Box 11.

2.* Many DEFCONs and DEFFORMs can be obtained from the MOD Internet Site:  https://www.aof.mod.uk/aofcontent/tactical/toolkit/index.htm
	

	

	    For Official Use Only
Recoverable
YES
	
	     NO
	X
	
	Finance Branch
	Navy Command Finance
	

	

	    Issue of Government Property

YES
	
	     NO
	X
	
	RAC / LPC No / Project No
	FLEET/00692
	

	

	    VAT Contractor - Country of Origin (delete those not applicable)
	
	Requisition No
	RCA No 126339
	

	 

	
	UK
	
	Non-UK (non-EU Country)
	
	Non-UK (EU Country)
	            
	Project Management/ Production branch reference
	
	

	

	     If EU specify country:
	
	
	Place of manufacture
	London
	

	

	     Outside the scope
	
	    Item Nos
	
	
	Place of packaging
	London
	

	     Exempt
	
	    Item Nos
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	Contractor’s Tel No
	07808 015993
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