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ORDER FORM
SUBJECT TO THE CALL-OFF TERMS AND CONDITIONS OF UK SHARED BUSINESS SERVICES LTD.  S3 - PRECEDENT FRAMEWORK AGREEMENT
FOR THE PROVISION OF MARKET RESEARCH SERVICES

FROM
	Customer 
	The Department for Transport

	Service Address
	REDACTED

	Invoice Address
	REDACTED

	Contact Ref:
	REDACTED 


	Order Number
	To Be Confirmed

	Order Date
	To Be Confirmed



TO
	Provider:
	Systra Ltd 

	For the attention of:
E-mail
Telephone number
	REDACTED

	
Address
	REDACTED


 
	1. SERVICES REQUIREMENTS

	Services and Deliverables Required:

Scope of the Requirement 
The Provider will undertake a piece of research that gives insights into the educational engagement work taking place by transport sector employers.
The geographical scope for this research is England only, given the devolved nature of education. 
Particular consideration should be given to the areas where the Customer anticipates the highest demand for transport apprentices; 
· London and the South East 
· North West 
· West Midlands  
Transport employers by their nature operate across the UK: should pertinent information be found in Wales/Scotland/Northern Ireland it should be included in the findings of the research. For example, Virgin East Coast train services cross the border with Scotland. If that company had a programme of engagement with schools along its line of route (London – Scotland), any activity in, for example Edinburgh schools, should be included alongside schools in, for example, York. 
The Provider will provide details of any third party organisations who are working with employers in the transport sector to broker or co-ordinate such engagement, for example;
· Transport and Infrastructure Education Partnership 
· The National Railway Museum in York 
· STEM Learning; Inspiring the Future 
· Careers and Enterprise Company
· Princes Trust 
· Smallpeace Trust 
· Primary Engineers  
The Provider will gather indicative information on the resource requirements from such activity.  
The Provider will establish whether employers involved in such engagement activity plan to continue their outreach into the future. 
The Provider will gather information as to the evaluation of such activities that are taking place, including;
· Whether employers typically set objectives for initiatives
· Whether activities meet the needs of employers 
· What measures are used to assess the success of the work.
The Requirement
The Customer requires qualitative research undertaken that will provide answers (as far as possible) to the following questions (taking into account the caveats provided by SYSTRA in their proposal and answers to subsequent clarification questions about limitations of qualitative research in answering some of these questions – therefore questions highlighted in bold will be in scope for the project)
· The extent that transport employers are working with education providers to encourage more people to work in the transport sector.
· Where, geographically, is this work taking place and typically amongst what type of employers.
· Where are the current gaps in provision by region/employer type?
· What are the main motivators and barriers employers give for participating in such work?
· What would encourage them to do so?
· Which schemes and initiatives are shown to have impact?
· What programme or scheme is typical of that provided by transport sector employers? 

Following SYSTRA’s caveats, the Customer has revised some of the research questions so that they are more suitable for qualitative research:
· What type of schemes and/or initiatives: 
-are employers currently engaged in?
-have employers previously been engaged in?
· And what, if any, were the impacts of this work? 
 The Customer will undertake desk based research to plan appropriately for the work.  This will include;
· A brief desk based piece of work to establish what is already known in this field (scan of existing literature). This should include the Careers and Enterprise Council’s Cold Spots research https://www.careersandenterprise.co.uk/research/publications/understanding-careers-cold-spots-2016 and DfE’s Careers Strategy referred to in section 3 https://www.gov.uk/government/publications/careers-strategy-making-the-most-of-everyones-skills-and-talents
The Provider will use the initial scoping work to determine interviewees; geographies and analytical methods, listing in full the organisations/individuals that will be interviewed in order to address the research questions outlined above.  This work is to be collated and presented in a report (word or powerpoint) and will cover:
· A longlist of those to be recruited/interviewed. There will be input from the Customer but the Provider will be expected to add to this.
· It will be necessary to speak to transport employers but it is likely to be helpful to consult organisations who can take a view across the whole sector and provide a view of the more ‘typical’ engagement activities that are taking place. The Provider will provide a view of the relative proportion of employers and ‘sectoral overview’ organisations making up this list so that all the research questions outlined above can be addressed fully. 
· Organisations representing employers will be drawn from a broad cross section of employers from the transport sector, which provides a range of larger, medium sized and smaller organisations, across the range of transport employers (road – local and strategic; rail companies; freight and haulage sector; delivery organisations; ports and maritime sector; bus companies; local authorities; aviation; supply chain organisations working with the above). 
· Interviewees should be drawn from different areas of the country, including rural and urban areas; although areas where there are very few transport employers should be avoided.  The geographic areas which have a specific skills need are of specific interest. 
· The Provider will make contact with organisations responsible for existing schemes that are of interest as ‘case studies’.  Schemes such as these that are recognised as being successful in meeting their objectives, can provide inspiration or a sense of a ‘way in’ to other employers and illustrate schemes that most typify engagement in the sector that is relevant to the research question.  The Customer will provide an initial steer for defining these organisations.
· The scoping work should determine the best way/s to gather information from participants (e.g., phone interviews; face to face meetings, focus groups).
· The Provider shall define the methodology for looking at geographies and where participants should be drawn from to answer the research questions above.  
· The Provider shall create topic guides, with input from the Customer.
· The Provider shall outline the structure of the analysis that will take place to make conclusions about the data collected. 
· The Provider will specify how the interviews will be captured and how the data will be analysed. The Provider shall state whether interviews should be conducted by phone, in person, via focus groups or a combination of these.  The Provider will be expected to suggest cost-effective ways for these interviews to take place, and whether email can be used to gather information needed. 
· There will be regular communication between the Customer and Provider with weekly catch ups either over the telephone or face to face scheduled to discuss progress, provide feedback and agree delivery for work to support the project.   
· The provider may be asked to present emerging and final findings to a group of interested parties at the Department for Transport. 
· The Provider shall submit a final report for publication under crown copyright (therefore contributors need to be aware that any data provided will be available freely if the report is published on gov.uk.  The Provider is to ensure that organisations contributing to the research are aware of this.   
Work undertaken will be in accordance with the proposal and subsequent answers to clarification questions, submitted as part of the procurement process.

[bookmark: _Toc444518873][bookmark: _Toc368573033]Authority’s Responsibilities
The Customer will provide an initial steer as to the organisations and individuals who could be consulted as part of this research.  This will comprise an initial shortlist of organisations and/or individuals who can contribute to this work. The Customer will help to broker some discussions with these organisations/individuals but it will be the responsibility of the Provider to arrange and conduct interviews.
Where possible, contact details will be provided but it is unlikely that the Customer will have contact details for the entire shortlist, in the event that the contact details are unavailable, the Provider will need to obtain these contact details via another source.
The Provider will create topic guides, with input from the Customer.
[bookmark: _Toc444518874]Reporting
The final deliverables are:
A final report which will be a word document, ready for digital publication, comprising an executive summary of 2 pages; including the main body of the report and any necessary appendices. The report is to be drafted in plain English and be accessible to a general readership.  Case studies will be illustrated in an engaging way, so that they can be used in other formats to provide inspiration to others interested in this work. Appendices should outline records of interviews.
A PowerPoint presentation completed and presented to that will set out findings and implications for the development of a programme, in a workshop, attended by the policy team from the Customer and if possible, members of the programme Steering Group (see Milestone 3 above).
Throughout the project, slides/word documents will be provided to the Authority when necessary summarising the suggested approaches, planned interviews and the timeline for delivery.  
[bookmark: _Toc368573035][bookmark: _Toc444518876]Continuous Improvement
This is a one off piece of research. Changes to the way in which the services are to be delivered must be brought to the Customer’s attention and agreed prior to any changes being implemented.
[bookmark: _Toc368573038][bookmark: _Toc444518880]Staff and Customer Service
The Customer requires the Provider to provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service to all Parties.
The Provider’s staff assigned to the Contract shall have the relevant qualifications and experience to deliver the Contract. 
The Provider shall ensure that staff understand the Customer’s vision and objectives and will provide excellent customer service to the Customer throughout the duration of the Contract.  
[bookmark: _Toc368573041][bookmark: _Toc444518883]Intellectual Property Rights (IPR)
The final report would be the property of the Customer to be published on gov.uk under Crown copyright. 
[bookmark: _Toc444518885]Additional Information 
The Customer would expect contractors to meet ethical requirements for Government social research as set out in GSR Professional Guidance- Ethical Assurance for Social Research in Government - https://www.gov.uk/government/publications/ethical-assurance-guidance-for-social-research-in-government  Contractors are expected to raise and discuss any ethical issues that emerge in a timely way with the Customer. 


	Commencement Date: 02/04/2018



	Price 
The Contract value is capped at £40,000.00 This is a maximum value and is no guarantee of spend.
The initial activity price is REDACTED based on 50 interviews. Once the output has been completed to the satisfaction of the Customer the Provider can submit an invoice for payment.
Invoices will be submitted in three parts, one third on commission, one third at the end of the fieldwork and one third on submission of the final report.
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. 
	REDACTED
	REDACTED

	
	

	REDACTED
	REDACTED

	REDACTED
	REDACTED

	REDACTED
	REDACTED


Rates will remain firm for the duration of the Contract are exclusive of VAT and expenses.



	Completion Date: 01/10/2018





	2 ADDITIONAL REQUIREMENTS

	Supplemental Requirements in addition to Call-Off Terms and Conditions:
Non Applicable





	Variations to Call-Off Terms and Conditions
Not Applicable










	3. PERFORMANCE OF THE SERVICES [AND DELIVERABLES]


	Key Personnel of the Provider to be involved in the Services:
REDACTED 

	Performance Standards:
[bookmark: _Toc368573032][bookmark: _Toc444518872]Key Milestones
The Provider will note the following project milestones that the Customer will measure the quality of delivery against:
	Milestone
	Description
	Timeframe

	1
	Initial scoping work to determine interviewees; geographies and analytical methods, listing in full the organisations/individuals that will be interviewed; collated and presented in a report (Word or PowerPoint). Case studies suggested and agreement on how they will be presented.
	Within 3 weeks of contract award 

	2
	Research phase conducted with 75% of the interviews to have taken place. Emerging findings shared with the Customer and case studies finalised.
	Within 8 weeks of contract award

	3
	· Final interviews completed.  
· Analysis complete.  
· PowerPoint presentation completed and presented to show findings and discuss implementations for the development of a programme.
· Workshop implemented and attended by the policy team from DfT and if possible, members of the programme Steering Group. 
· Interim report based on the above delivered and discussed. Changes/amendments and drafting suggestions agreed.

	Within 12 weeks of contract award 

	4
	Amendments and feedback to the interim report and PowerPoint presentation completed.
Final report/data/PowerPoint produced and submitted to the Customer in a publishable format with any relevant permissions/credits obtained. 
	Within 14 weeks of contract award


[bookmark: _Toc368573039][bookmark: _Toc444518881]Service Levels and Performance
The Customer will measure the quality of the Provider’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Service Delivery
	Adherence to the milestones outlined in Section 7 of this document.
	100%

	2
	Project Management 
	Attendance at project update meetings
	100%

	3
	Achieved sample sizes
	Complete the required number of interviews in line with milestone 2 in section 7
	100%

	4
	Managing complaints
	Respondent complaints managed according to agreed processes within 24 hours
	100%


Failure to meet deadlines, provide work to an acceptable standard or undertake the breadth of research agreed at contract award would lead to early termination of the contract.  
Performance will be monitored and assessed through regular project update meetings with the Project Manager, review of progress against the agreed project timeline and through review of deliverable products. Meetings with the Project Manager will occur at least once in every 2 week period.
Where the Customer identifies poor performance against the agreed SLA’s, the Provider shall be required to attend a performance review meeting. The performance review meeting shall be at an agreed time no later than 5 working days from the date of notification at the Customer’s premises.
The Provider shall be required to provide a full incident report, which describes the issues and identifies the causes. The Provider will also be required to prepare a full and robust ‘Service Improvement Action Plan’, which sets out its proposals to remedy the service failure. The Service Improvement Plan shall be subject to amendment following the performance review meeting and agreed by both parties prior to implementation.
The Customer agrees to work with the Provider to resolve service failure issues. However, it will remain the Provider’s sole responsibility to resolve any such service failures.
Where the fails to provide a Service Improvement Plan or fails to deliver the agreed Service Improvement Plan to the required standard, the Customer reserves the right to seek early termination of the contract in accordance with the procedures set out in Appendix C - Terms and Conditions.


	Location(s) at which the Services are to be provided:
The location of the Services will be carried out at the discretion of the Supplier although they would need to be able to attend occasional meetings at the Authority’s premises, which is based in REDACTED



[bookmark: _GoBack]REDACTED

BY SIGNING AND RETURNING THIS ORDER FORM THE PROVIDER AGREES to enter a legally binding contract with the Authority to provide the Service specified in this Order Form together with, where completed and applicable, the mini-competition order (additional requirements) set out in section 2 of this Order Form. Incorporating the rights and obligations in the Call-Off Terms and Conditions set out in the Framework Agreement entered into by the Provider and UK SBS and any subsequent signed variations to the terms and conditions.   

	



For and on behalf of the Provider: -

	Name and Title
	Name & Title of authorised supplier representative
REDACTED

	Signature
	REDACTED

	Date
	29/03/2018



	For and on behalf of the Authority-

	Name and Title
	Name & Title of authorised Customer representative

	Signature
	REDACTED

	Date
	3/42018--
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