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By signing and retumning this cover note, the Minislry of Justice accepts the contents of this
Engagement Letter as being the services required and agrees for PA Consulting to provide the
services in accordance with the Statement of Work under the overarching contract (Lot 1/2 - Ref
CCCC18A29, Lot 3 - Ref CCCC18B08) with the Cabinet Office and confirms the availability of
funding to support recharge for the services
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|
By:
By: — Sigi Te By”
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or and on behalf of PA For and on behalf of Ministty of | capinet Office / EUEICU
Consulting Justice
SI— - Co ial Head of EU Exit
Member of PA’s M Senior C ial M mmercial hea 5
Group External Support Team
24/06/2020 [insert date] 29/06/2020 30/06/2020

Supplier engages with Department signs front page On approval, EUEICU signs
Department to complete. Once | and sends to EUEICU and retums copy to

agreed, Supplier signs front Department and Supplier
page and sends to Department
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General instructions T
The Engagement Letter describes the services required and provided. When completing the
Engagement Letter establish the context, explain why extemal support is required and distinguish
between the objectives, outcomes, scope and deliverables. The rationale behind the costs should
be made evident in the Fees section.

The dep f it jons are gui notes for the customer to support their evaluation of
the Engagement Letter.

1. Background

As part of a broader drive to raise professional standards amongst the probation workforce under
the Probation Workforce Programme, activity is underway to design and implement a new operating
model for leaming and development for the National Probation Service. The new approach will
enable probation staff to take greater ownership of their own professional development; improve the
NPS’s ability to meet existing training i and respond dy ically to the requirements
flowing from the changes to the wider operating model for Probation being implemented by the
Probation Reform Programme. These changes mean that the demand for leaming products is set to
accelerate dramatically, with over 3,500 CRC staff due to transfer into the NPS in addition to
significant levels of pl d recruil for P ion Officers.

The impact of Covid-19 on the NPS has highlighted the known constraints with the current L&D
delivery model. L&D resources are struggling to meet current demand, even before the anticipated
increases. Previously over 80% of leaming was delivered through face-to-face training, all of which
has been suspended. Business critical leaming e.g. Professional training for new Probation Officers
(PQiP) and the National Training Team’s Recovery Plan (which needs an estimated 35 FTE staff)
will be unable to go ahead for a potentially significant period so there is an urgent need to start
converting critical leaming products into digital resources and experiences, if effective probation
practice is to be maintained in these uncertain times.

The new approach to learning and development will make greater use of digital learning, creating
accessible and ing digital ing 1 and experiences, and reducing the reliance on
face-to-face cl: training. This requires the of the Design Faculy asa
specialist function for designing, developing and sourcing appropriate leaming content. At present,
however, there is limited digital learning design and user experience capability in the NPS
training/leaming functions.

PA Consulting is able to supply the specialist capability from its Leamning Performance and
Innovation team and is already d in supporting the design of a new operating model for
Leamning and Development in Probation so is the context.

2. Statement of services

Objecti and ¢ tobe

To address the urgent need for greater use of digital leaming resources and experiences, PAis
providing a specialist digital leaming team to work with NPS on establishing the Design Facuity,
developing an approach to the design of digital leaming and piloting it with a few priority
requirements. The Design Facully is the ‘engine’ within the overall Digital Leaming & Development
Delivery Model respensible for designil ping and ing I ing content.
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This is the Discovery phase of a longer piece of work o establish the NPS Design Faculty. The
objectives for the phase are to:

» Develop and refine the design for the Design Faculty — map and engage with existing teams,
roles and processes, and assess the extent to which they could play a part in the new
function - and design a detailed model for the commissioning of new leaming products in a
way that can manage an increasing flow of demand whilst being responsive to NPS learing
needs.

e Adopt a consistent, u d digital ing design app h — test and adapt PA’s
approach to developing digital leaming products for the NPS

o Understand the learning technology employed by NPS —identify the different systems in use
by NPS staff, understand their capabiliies and constraints, and identify opportunities to
optimise them for an improved leamer experience

» Select and understand the priority leaming products for initial focus — we will agree a small
number of business-critical priorities for piloting and starting the process by understanding
the requirements and mapping the leamer joumeys, as a basis for redesign

s Start the process of capability for NPS leaming professionals —we will share our approach
with NPS learning professionals as we go.

The outcome of this phase will be a platform for designing and piloting digital approaches for the
priority learning products in the next phase.

Scope

This phase of work will establish the foundations of the Design Faculty in terms of the approach to
and the processes for designing digital ieaming resources. It will enable a rapid move into piloting
the approach in the next phase of work.
The scope of this phase covers:
Establishing the Design Faculty

» Mapping the roles, responsibiliies and processes curently associated with the

commissioning and design of learning
s Designing the new roles required in the Design Faculty

o Designing the commissioning p for new
Adopting a consi: T- d, digital i pp 3
o Adapting PA’s 5Di h to provide an app h and toolkit of resources for a user-

i app
centred app h 1o designing digital ing
» Engaging with key stakeholders to test and refine this approach
s Agreeing the leaming priorities for design/piloting — where we need to replace conventional

face to face leaming in a COVID - and und ding the requi

o Mapping current leamer journeys for the agreed priority areas as a basis for redesign
ving Learning Technology

e Understanding the different logy p ilable to support leaming in the NPS:
ownership, functionality, commercial model, user

o lIdentifying any ch 1 imp! required

Building Capability and Transition
One of the priorities of this work will be to build capability in NPS to deliver the new approach to

L&D. Accordingly, a key part of this phase will be to keholders and explain the planned
approach to the it of digital | ing, including the roles that stakeholders will be

expected to fulfill in ﬁlerdesign process.
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The next phase will include specific transition planning for how the Design Faculty will be
established on a sustainable basis.

Assumptions and dependencies

To deliver this scope of work we have identified the following dependencies:

1. identification of and to key stakeholders ( ising the constraints of
lockdown)

2. timely decision making around the priorities for design.

3. access to the current I ing technology syst

If dependency 1 is not met it will impact on the qualily of the deliverables. If dependencies 2 and 3
are not met, it will impact on our ability to complete the deliverables on time.

We will work with our client contacts to facilitate access to peaple and systems and secure
decisions on design pricrities

Deliverables

The deliverables of this stage are defined in the table below. The commissioning process will be
subject to board approval. Otherwise deliverables will be subject to client review.

Deliverable Milestone / Date Owner (who in
the delivery team?)

Stage A: Discovery and Conceptual Design
Design for the Design Faculty commissioning process | 12/05 (submission of P

for approval board paper)

Digital K ing design approach and toolkit adapted | 12/05

for the NPS 3

Leamer joumeys for the agreed priority leaming | 12/05 - ' *
products — -
Analysis of the current leaming technology and | 12/05 -

platforms (MylLeaming, EQUIP, CSL), identifying
strengths to build on and improvement priorities for
further investigation

A further Stage will be required o Design, Develop and Deploy examples of new leamning resources,
not covered by this scope

Limitations on scope and change controf
Unless instructions to the Supplier are later amended in writing, the work undertaken will be restricted
to that set out above. In providing the services detailed above, the Supplier will be acting in reliance on

information provided by the Department.

The Engagement Letter is the agreed contract of work between the Cabinet Office, Department and
Supplier and can be varied under the change control process. Any changes fo timescales, scope and
costs will require approval by EUEICU.

3. Delivery team
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Name Role (ink to siagels Grade Daily rate | #ofdays Cost
= | resource will work on)

— Design Lead PC & 0
(| Design Team CA A | ] _‘
_ Design Team CA - 20 —

: ST

@EEEEEEEEE) | SvE mc 35
— Oversight Pariner 15

Total resource 63 days
days*
Engagement Length** 4 weeks
*Total days worked across ai resources
| **Total working days in engagement
Department’s team

This work forms part of the Probation Workforce Programme.
Specifically, it forms part of the Infrastructure project led by_ut also links
closely to the Capability work led b e e

Outside the Programme, the work will require colfaborative engagement with representatives of the
National Training and Effective Practice teams, as well as representative front line staff to provide a

learner perspective, and to about ing provision including supporting
systems such as My Learning.
Reviewing the | ing technology provision is dependent on access to the existing systems.

4. Fees

The Department will reimburse the Supplier for approved work done according to the table below. The
total fees for the scope of work detailed in this E 1t Letter will be £77k, inclusive of expenses
and excluding VAT.

Stage Cost Due (iink to
milestone dates)

A Discovery DDIMMIYY

Development of Design Facully design £77k 12/05/20

Digital Learning approach and toolkit
Learner journeys for agreed leaming pricrities
Analysis of current leaming technology

B: Design

Working with leamers to design, develop and pilot digital learning | £0
resources in the agreed priority areas

Expenses
No expenses are expected. £0
Grand total £77k
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Expenses statement

The Cabinet Office overarching confract rates include expenses for any travel toffrom any UK location
defined by the Department as the base office for the work. Only expenses for travel at departmental
request from this base can be charged. If appropriate, define permissible expenses to be charged.

Payment

The Supplier should invoice fees monthly in arrears. VAT will be added to fees at the prevailing rate.
The Department will reimburse fees monthly on confirmation of approval of work. The Supplier will keep
an accurate record of time spent by staff in providing the services and provide this information and

supporting narrative, if requested.
5. Governance and reporting
As part of the Call-Off Contract, the Supplier and Department agree to provide reporting on the

following:

e Completion of the time tracker on a monthly basis, to track days worked by our consultants;

e Weekly progress reviews wi e
o Periodic reporting to the Programme Board — specifically for this phase, the team will share the

outputs of the design work at the end of this phase

Feedback and satisfaction

There will be a stocktake review at the end of the phase to review progress and agree the way forward
for the next phase.

The Cabinet Office reserves the right to hold a review meetings during the assignment, discussing
what went well, opportunities for improvement on future assignments and similar. This will incorporate
any ‘Show-and Tell' documentation or transferable products that have been produced.

A post-engagement quality review of the engagement will be arranged where client departments rate
the services provided.

Non-disclosure agreements

The overarching MCF / MCF2 frameworks and Cabinet Office confracts include NDAs. No additional
NDA requirements here.

Notice period

The nature of these engagements require that the Department / Cabinet Office have the ability to
terminate an engagement with notice. The Department or the Cabinet Office’s termination rights for this
engagement are marked below.

The minimum notice periad for termination is 5 working days regardless of engagement duration.
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Where the Department of the Cabinet Office terminate an engagement, agreed costs incurred to the
end of the notice period will be reimbursed.
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Depamnentidermﬁesapuhenﬁd need for delivery support, initiates a conversation with
EUEICU, confirms which approvals are req.iredformmgagemetﬂto occur

2 RequestForm completed by department and submitted to EUEICU at
fst-cDnsuhancy@cabmetofﬁce gov uk

3. The form is reviewed by the EUEICU team
Clearing Hub, Lots 1/2/3), and may request additional
required

4. LotlSupplierisselectedandbrieﬁedmme
requesting depammtfnrfmherdisassion

5. An Engag nt Letter is leted by the suppli and agreed with dep: t, including
evidence of all required approvals either being in place or being progressed (e.g. PO) and
forwarded to the EUEICU far review by Approvals Board. Approval states are:

shomenss et e

Approval state Definition

Full approval - PELagreed - Work can start

. PEL signed: Suppiier, Dept and CO

- Purchase Order number

re which resource route is most appropriate (€.9.
iti information/edits from department if

request by EUEICU, then infroduced to the
and confirmation of work fo be delivered

- s.mpievmiwai:ehrwnrk

Appﬂ_!viin ) ConﬁedPEL'sanmdutPE. - cOgilesmqﬁefpemisionbmkai
principle agreed risk if they choose
- m‘abhmnﬁnnﬁmﬁumnqﬂhd - inwidboambh!-’ulapplwal
internal approvais / funding in place as ASAP
no PO number - Slwﬁ!wn'linvoi:emﬂﬁilawwal

COVID-19 Consultancy Request Process

ok and title COVID-19 CONSULTANCY REQUEST

Requests emaded to Info
Contses BUEICY. kaqﬁﬁ&i@m@—é@u‘*

\Wren refering cases t EUEICU, tire "COVID-19 - DEPT— SALESFORCE REF*

EUEICU to share weskly tracker updates with CCS
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‘EUEICU Camimissioning Process

{ | foquest progreed
| & nu €ury st
§ Lot o | and e B ]l e P
e

S e

s
£
y
/

Azgroul oot granted

Change st

| (.
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