[image: image1.jpg]




Invitation to Tender
PR 80/2015 – Executive Search services to recruit a Chief Digital Officer
Issued: 30th November 2015
 
                       
For Response by: 14:00 11th December 2015 
1.  
Introduction

1.1
The Crown Prosecution Service (CPS) is seeking to appoint an Agency to support its recruitment for a chief digital officer; this is a Senior Civil Service appointment.

1.2
The CPS is the principal prosecuting authority for England and Wales, acting independently in criminal cases investigated by the Police, National Crime Agency, UK Border Agency, Her Majesty’s Revenue and Customs, Department for Work and Pensions, Department for Environment, Food and Rural Affairs, Department of Health, and Medicines and Healthcare Products Regulatory Agency. Its mission is to deliver justice through the independent and effective prosecution of crime, fostering a culture of excellence, prosecuting cases to the highest possible standards and giving the very best service to victims and the public.
1.3
Please read this document carefully. Section 2 sets out the requirements for the executive search service, section 3 sets out the deadline for responses and how to seek further clarification and section 4 sets out as a minimum, what we expect to receive in your response submission.

1.4
If you wish to receive any further information concerning this invitation as a result of the clarification exercise that we are conducting, please register your interest by 10:00 3rd December 2015. Any expressions of interest must be sent to the following email address: dpu@cps.gsi.gov.uk 
1.5
Please ensure that your responses are submitted by the deadline of 14:00 11th December 2015. Be sure to leave plenty of time so that any problems that may be encountered while attempting to submit a tender can be overcome in time. Technical problems will not be a valid excuse for late submission of a tender.

1.6
This invitation is subject to the terms and conditions set out in Annex B.

1.7
All material issued in connection with this invitation shall remain the property of the CPS and shall only be used for the purpose of this procurement exercise. The CPS reserves the right to amend, add to or withdraw all or any part of this invitation at any time during the procurement exercise. 
1.8
The CPS retains the right to not award a contract as a result of this competition.
2.
  Requirement
2.1
The CPS is seeking to engage the services of a supplier to provide a candidate search, assessment and selection service to support the CPS to recruit a Head of Digital Services (SCS 1 level). The post will be based in London.
2.2
The successful supplier shall be responsible for identifying and appraising potentially suitable candidates and developing a short list for consideration by the CPS. The supplier shall review candidates from both private and public sector backgrounds. 
2.3
The supplier shall work with the CPS to identify the full requirements of the candidate selection exercise and provide advice on the most effective method of delivering these requirements. 
2.4
A job Specification for this role is attached at Annex A. The supplier shall review the specification and advise on its suitability for such a role; making suggestions as to possible amendments and ensuring that it incorporates a requirement for relevant skills and experience.
2.5
The supplier shall have the ability to attract candidates from a variety of backgrounds and a demonstrable track record of successfully delivering high potential candidates to senior positions. The supplier shall assess the potential suitability of identified candidates, develop an initial long list of possible candidates and provide the CPS with a shortlist of no more than five (5) for consideration; supported by bespoke candidate appraisals.
2.6
The supplier shall be required to provide a comprehensive audit trail in support of decision making; to include details of candidates included on the initial long list and subsequently rejected from the shortlist and the rationale supporting these decisions. The supplier shall provide any other reasonable reporting information as required by the CPS.
2.7
Throughout the process the supplier shall provide effective representation of the CPS, highlighting the potential benefits of working in the wider public sector and the CPS more specifically. The supplier shall also be expected to demonstrate awareness and application of the CPS’ policies on equality and diversity; which can be accessed using the following link: http://www.cps.gov.uk/publications/equality/index.html 
2.8
The intention is to recruit the person into this role by March 2016, with the view to the successful candidate taking up post by 30th April 2016. 
3.        Clarification

3.1
Enquiries and requests for clarification are welcome and must be submitted at the latest by 12:00 7th December 2015.
3.2
Please ensure that any enquiries are emailed to the following email addresses: dpu@cps.gsi.gov.uk; graham.read@cps.gsi.gov.uk 
In accordance with our normal policy for handling supplier questions, we will circulate an anonymised set of questions with our responses to all suppliers that have expressed an interest.
4.        Responses
4.1
Active bidders are requested to provide a response by 14:00 11th December 2015. Late submissions may not be accepted. Tenderers responses must address each of the areas of the evaluation criteria, detailed in section 5 below. Tenderers submitting incomplete responses may be eliminated from the evaluation exercise. 
Tenderer’s responses shall be no more than three (3) pages in length.

4.2 
  Timetable- Procurement
	Time & Date
	Event

	30th November 2015
	Release of invitation to tender & related material

	10:00 – 3rd December 2015
	Deadline for receipt of expressions of interest

	12:00 - 7th December 2015
	Deadline for receipt of clarification questions

	12:00 - 11th December 2015
	Deadline for receipt of tenders

	w/c 14th December 2015
	Evaluation of bids received

	7th and 8th January 2016 and w/c 11th January 2016
	Shortlisted supplier interviews

	w/c 18th January 2016
	Successful supplier notified


5.
   Evaluation criteria

5.1
Tender Evaluation
Tenders will be evaluated for both technical and commercial merit using the evaluation criteria below to determine which Tenders are the most economically advantageous. To ensure that the relative importance of both sets of criteria is correctly reflected in the overall score, a weighting system will be applied to the evaluation of Tender submissions; details of which are shown in table below:
	Criteria
	Weighting

	Technical
	70%

	Commercial
	30%


5.2
The technical aspect of the bid will have a number of sub-criteria against which tenderers responses will be evaluated and scored. Each scoring question is given a weighting to indicate the relative importance of that question in the overall evaluation, details of which are set out below:

	Technical Criteria
	Weighting

	Your organisation’s track record in recruiting such a role – please provide details of three (3) contracts for either the public or private sector that are relevant to the CPS’ requirement.
	20%

	Initial thoughts regarding a strategy for delivery of the service within timescales – what tools and techniques will your organisation employ to identify and engage with potential candidates?
	15%

	How will your organisation provide effective campaign management and ensure clear lines of communication with the CPS?
	 10%

	Your organisation’s current market presence and capability to attract suitable candidates.
	10%

	How will your organisation assess the suitability of potential candidates?
	15%


5.3
Scoring Definitions
Responses to each of the technical criteria will be scored out of ten (10), with ten (10) denoting an excellent standard of response and zero (0) an unacceptable level of response.

If a score of zero (0) is awarded to a response to one (1) or more questions the CPS shall reject the Tender.

The table below provides a more detailed description of the scoring definitions.

	Assessment
	Score
	Interpretation

	Excellent
	10
	Exceeds the requirement and offers significant additional benefits and added value. Excellent demonstration by the Tenderer of the relevant ability, understanding, experience, skills, resource and quality measures required to provide the Services, with comprehensive and compelling evidence to support the response.

	Good
	8
	Satisfies the requirement and offers some minor additional benefits or added value. Good demonstration by the Tenderer of the relevant ability, understanding, experience skills, resource & quality measures required to provide the Services, with strong evidence to support the response.

	Acceptable
	6
	Satisfies the requirement. Demonstration by the Tenderer of the relevant ability, understanding, experience, skills, resource & quality measures to provide the Services, with satisfactory evidence to support the response.

	Minor Reservations
	4
	Some minor reservations of the Tenderer’s relevant ability, understanding, experience, skills, resource & quality measures required to provide the Services, with limited evidence to support the response.

	Serious Reservations
	2
	Serious concerns about the Tenderer’s relevant ability, understanding, experience, skills, resource & quality measures required to provide the Services, with very limited evidence to support the response.

	Unacceptable
	0
	Does not meet the requirement. Does not comply and/or insufficient information provided to demonstrate that the Tenderer has the ability, understanding, experience, skills, resource & quality measures required to provide the Services, with little or no evidence to support the response.


5.4
A fixed fee for delivery of the required service shall be included as part of tenderer’s responses; this will form the basis of the commercial evaluation. Tenderers scores will be calculated using the following formula.
Score = Lowest Tender Price x Maximum available marks (e.g. 30%)

           
        Tender Price    

For example, if three Tenders are received and Tenderer A has quoted £3,000 as their total price, Tenderer B has quoted £5,000 and Tenderer C has quoted £6,000 then the calculation will be as follows: 


Tenderer A Score = £3000/£3000 x 30 % (Maximum available marks) = 30 %

Tenderer B Score = £3000/£5000 x 30 % (Maximum available marks) = 18 %

Tenderer C Score = £3000/£6000 x 30 % (Maximum available marks) = 15 %
The scores for technical and commercial criteria will be added together to give total scores for each tenderer’s response.
Tenderer Shortlisting
5.5 The five (5) highest scoring tenderers following this evaluation process will be invited to attend an interview at the CPS’ premises.  The interview will address the following subject areas:
· Target audience for the candidate selection process, including how your organisation will ensure that identified candidates reflect the diversity of the community;
· How your organisation will assess the suitability of potential candidates;
· How your organisation will represent the CPS and promote the benefits of the role, and of working in the civil service, to potential candidates;
· How will your organisation manage candidate expectations to ensure full understanding of the scope of the role; 

· What expertise and experience can your organisation contribute to identifying the requirements of the recruitment exercise and the development of the person specification. 
5.6 Each subject area will be scored out of ten (10) marks, in accordance with the scoring definitions detailed in section 5.3. At the conclusion of the interview process tenderer’s marks for each of the subject areas will be combined to provide a total score. The tenderer receiving the highest score will be recommended for contract award. 
6.
  Contacts for this exercise

Points of Contact 
In your response please nominate a suitable single point of contact (including email address and phone number) for any correspondence relating to this tender.
Correspondence should be made to the contact details listed below.

dpu@cps.gsi.gov.uk 
Urgent issues may be sent direct to:
Graham Read - CPS Procurement & Commercial Services: graham.read@cps.gsi.gov.uk 
Simon Whitehead – CPS Procurement and Commercial Services: simon.whitehead@cps.gsi.gov.uk 
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