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RM6002: Permanent Recruitment 
Order Form Template 
(Short Form)


Order Form Template

This Order Form is for the provision of the Call-Off Deliverables. It is issued under the Framework Contract with the reference number RM6002 Permanent Recruitment.

	Buyer Name/Role (i.e. CSHR- SAM or Campaign Partner) 
	REDACTED

	Buyer Contact details
	REDACTED

	Buyer Address


	REDACTED

	Invoice Address 
(if different)
	Send electronically to REDACTED 


	Supplier Name
	Veredus

	Supplier Contact
	REDACTED  

	Supplier Address


	2nd Floor 
Copyright Building, 
30 Berners Street, 
London W1T 3LR


	Framework Ref
	RM6002 (Permanent Recruitment)


	Job Role details - Title and Grade 
	PRF/01/27 - Chief People Officer SCS2 - CPS

	Framework Lot 
	Please check the appropriate box/s

	
	Lot 1 - ☐
Lot 2 - ☐
Lot 3 - ☐
Lot 4 - ☐
	Lot 5 - ☐
Lot 6 - ☐
Lot 7 - ☒
Lot 8 - ☐


	Grade of Role
	SCS2

	Direct Award authorised
	Yes - ☐                       No - ☒

Competition carried out  

	Call-Off (Order) Ref
	PRF/01/27

	Customer Department
	Cabinet Office

	Order Date
	23/01/2020

	*Call-Off Charges (check these against Lot, Role and rate card)
	As per Annex 1 (Page 4)

	[bookmark: _gjdgxs]Call-Off Start Date
	24 January 2020

	Call-Off Expiry Date
	31 May 2020

	Extension Options
	N/A



Payment Terms - PRF Framework rates are fully inclusive of expenses, and the Framework terms as follows: 
· Fixed Fee paid at milestones
· 25% Placement of advert
· 25% Acceptance of shortlist
· 50% Successful Placement of worker
· Rebate 50% of fee if candidate leaves within 6 months

CALL-OFF INCORPORATED TERMS
The Call-Off Contract, including the CCS Core Terms and Joint Schedules’ can be viewed in the ‘Documents’ tab of the Permanent Recruitment framework page on the CCS website:
https://ccs-agreements.cabinetoffice.gov.uk/contracts/rm6002

No other Supplier terms are part of the Call-Off Contract. That includes any terms written on the back of, or added to, this Order Form, or presented at the time of delivery. 


CALL-OFF DELIVERABLES 
	The requirement

	

 



PERFORMANCE OF THE DELIVERABLES 
	Key Staff

	

	Key Subcontractors

	N/A


  

Annex 1 – Veredus Pricing

Commercial proposal 

Crown Prosecution Service – Chief People Officer

Fees are charged at 25% on retention, 25% on acceptance of a shortlist, with the balance payable following successful appointment. Fees and expenses will be subject to VAT where appropriate at the prevailing rate.

Note – Any expenses must be in line with the Framework Terms and Conditions Para 56 and must be agreed in advance with the Campaign Manager 

56. COSTS AND EXPENSES
56.1 The Framework Prices shall include all costs and expenses relating to the
Services provided to Contracting Authorities and/or the Supplier’s performance of
its obligations under any Call Off Contracts and no further amounts shall be
payable by a Contracting Authority to the Supplier in respect of such performance,
including in respect of matters such as:

56.1.1 any incidental expenses that the Supplier incurs, including travel,
subsistence and lodging, document or report reproduction,
shipping, desktop or office equipment costs required by the
Supplier Personnel, network or data interchange costs or other
telecommunications charges; or

56.1.2 any amount for any services provided or costs incurred by the
Supplier prior to the commencement date of any Call Off Contract.

* The Advertising costs have been revised from the original proposal, and the additional media agreed with the customer as follows:

	Additional Media
	Ad Posting
	Production

	
	
	

	People Management Online
	REDACTED
	REDACTED

	Changeboard
	REDACTED
	REDACTED

	NB. Please note that costs do not include VAT
	REDACTED
	REDACTED




Total call off contract charges £21,445.00 (exclusive of VAT)


	For and on behalf of the Supplier:
	For and on behalf of the Buyer:

	Signature:
	
	Signature:
	

	Name:
	
	Name:
	

	Role:
	
	Role:
	

	Date:
	14/02/2020
	Date:
	21/02/2020
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[bookmark: _1fob9te]Contract Reference: PRF/01/27 reference– Chief People Officer - SCS2 

Crown Prosecution Service
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1 – The Requirement

The Crown Prosecution Service is planning to recruit to a Chief People Officer (grade: SCS2) to take the HR Directorate into the next phase, working with the business, to deliver the CPS 2025 strategy. 



We are seeking an Executive Search Partner to work with us to secure an excellent and diverse candidate field for the role. 



As part of the response, and as we are keen to move to recruit to this role quickly, we would welcome your feedback on what a reasonable timeframe would look like to generate the most productive search and a good quality field of candidates. An indicative timeline would see the supplier appointment process completed in early January, with a formal planning meeting scheduled for mid-January 2020.



Chief People Officer job description (please note that this is a draft version to be finalised with the successful supplier)



Role Purpose:

As a member of the Board and Executive Committee, the Chief People Officer will work closely with the Chief Executive Officer (CEO) to set the strategic vision for the CPS, utilising insights into the dynamics and challenges that the organisation faces in relation to the political, economic and social landscapes.  As a visible leader the role holder will provide human resources services to the whole of CPS. This is a highly autonomous role with national strategic responsibility including:

· Setting and delivering a compelling vision for staff of the CPS and to have a clear vision about our purpose and where and how our work fits into the wider Civil Service and Criminal Justice System

· Providing professional advice and judgements on a broad range of complex matters requiring experience and understanding of the public sector. 

· Formulating the People Strategy for an organisation of over 6,000 staff across a range of professions to deliver short and long-term people  objectives, including working closely with the Chief Finance Officer to instill a culture of accountability, value for money and risk-based decisions to ensure financial stability and sound stewardship for taxpayers’ funds.

· Lead delivery of people focused transformation change management programmes 

· Membership of Departmental Programme Boards including advice to the Nominations and Governance Committee

· Building and maintaining effective relationships with key external stakeholders, including Whitehall; attending joint Board meetings with Her Majesty’s Courts and Tribunal Service (HMCTS)/ MOJ and other Government Departments

· Working closely with the Chief Executive Officer (CEO) and Executive Group (EG) this role will ensure, through careful design and application of robust policies and strategies, that the CPS’s people resources are able to deliver both now and in the long term. Leading a team of professional experts, this role will ensure that the CPS is supported by a high quality, efficient and effective HR function that is responsive to business needs and sufficiently dynamic to be able to respond to changes in business and government direction as well as legislative changes.



Professional Competency: 

Key Skills

· Highly resilient, ability to deliver, personally, at pace whilst ensuring others execute agreed plans

· Calm and authoritative under pressure and ability to act quickly and decisively when required

· Excellent leadership skills and behaviours and a clear ability to use these to create highly engaged, highly performing teams

· Experienced team player – able to listen and contribute in equal measure and engage with and encourage a wide range of opinions

· Significant commercial acumen and business knowledge

· Outstanding, analytical written and oral communication skills

· Excellent interpersonal skills, able to influence, build and maintain strong working relationships with a wide range of stakeholders; collaborative and consultative

· Enthusiastic, motivated, adaptable and proactive with the ability to work flexibly in a changing environment

· A strategic and innovative commercial thinker with the ability to translate ideas into action in the delivery of customer focused services.

· Ability to critically and positively challenge at all levels within the organisation to aid potential engagement with Whitehall and up to Ministerial level.

Experience & Technical

· A proven track record as a human resources  leader of a large and complex  organisation, with experience of managing significant budgets 

· Strong understanding of human resources and workforce strategy and corporate operations with the ability to drive the design and successful implementation of significant programmes of change across corporate services

· Proven ability to deliver at pace

· Demonstrable track record of ensuring co-ordination and execution of plans in a complex organisational environment

· An appreciation of governance and risk management principles gained ideally within a public-sector setting

· Expertise of working at a senior level with diverse internal and external stakeholders, across organisational and sectoral boundaries

· Experience of developing high performing teams 

· Experience of building effective cross functional working relationships

· Experience in, interest in or a very strong understanding of central government

· Experience in, interest in or a very strong understanding of the research and innovation sector.

A relevant human resources  qualification (FCIPD or equivalent) and experience of using robust management and financial information to influence critical business and strategic management debates and decisions









Payment Profile

Fixed Fee paid at milestones

· 25% Placement of advert

· 25% Acceptance of shortlist

· 50% Successful Placement of worker



2 - Submitting a tender

Tenders should be submitted electronically via e-mail to supplierengagement.enquiries@cabinetoffice.gov.uk by noon on Tuesday 7th January 2020. Suppliers are advised to allow adequate time dispatch of the electronic response well in advance of the closing time to avoid any last minute problems.

• A Tender must remain valid and capable of acceptance by the Authority for a period of 90

days following the Tender Submission Deadline. A Tender with a shorter validity period may

be rejected.



Questions and Clarifications 

• Any questions associated with this tender exercise should be submitted electronically via e-mail to supplierengagement.enquiries@cabinetoffice.gov.uk by the deadline of noon on 23 December 2019.

• The Authority will not enter into exclusive discussions regarding the requirements of this

Further Competition with Potential Providers.



• To ensure that all Potential Providers have equal access to information regarding this Further Competition, the Authority will publish all its responses to questions raised by Potential Providers on an anonymous basis.

• At times the Authority may issue communications to the email address for the tender contact provided in the supplier’s submission. Therefore, please ensure that this mailbox is reviewed on a regular basis.





















3 - Evaluation criteria and scoring guidance 



		Question Number

		Question

		Your Response

		Maximum Available Score

		Weighting 70%



		1

		Please describe how your organisation propose to deliver a successful outcome and provide a shortlist of suitable candidates for the role, in a constrained market.



To include:



· Names of Partners / Consultants / Researchers involved.

· Experience of Team.

· Availability – How accessible to the panel? Dedicated Team?

· Knowledge and authority in Field.

· Knowledge of Government / CPS Issues.

· Experience in appointing similar posts – this HR role at CPS is unique & will require creativity.

· How attract a strong candidate pool?

· How will they attract people to the role & how they might draw attention to it beyond advertising & calls?

· Initial thoughts on who they would target?

· Initial thoughts on who they would source – who they will seek suggestions from?

· How will they report back during the search period – regular report or phone call?

· How will they provide statistic data on search – who they have contacted, diversity etc?

· How will they allow the CPS/Panel to manage them?

· Likely and achievable timetable.

		Attachment (maximum of 1000 words)

		40

		40



		2

		Please describe how your organisation will ensure that this role is promoted to a full range of diverse candidates from both public and private sector. 

This should include, but not limited to a breakdown and the rationale behind the proposed advertising media.  

To include:

· How will they ensure diversity is brought to the search?

· What networks are they linked into?

· What is their track record in this area?

		Attachment (maximum of 500 words)

		30

		30







Scoring System – Non Price elements

The evaluation criteria set out below will be used during the Quality Evaluation:

		Marking Scheme

		Description



		4 – Good (= 100% of maximum available score)

		Satisfies the requirement with minor additional benefits. Above average demonstration by the Bidder of the relevant ability, understanding, experience, skills, resource & quality measures required to provide the service. Response identifies factors that will offer potential added value, with evidence to support the response



		3 – Acceptable – Minor Concerns

(= 75% of maximum available score)

		Satisfies the requirement. Demonstration by the Bidder of the relevant ability, understanding, experience, skills, resource & quality measures required to provide the service, with evidence to support the response



		2 – Minor Reservations

(= 50 % of maximum available score)

		Satisfies the requirement with minor reservations of the Bidders relevant ability, understanding, experience, skills, resource & quality measures required to provide the service, with little or no evidence to support the response



		1 - Serious

Reservations

(= 25% of maximum available score)

		Major reservations of the Bidders relevant ability, understanding, experience, skills, resource & quality measures required to provide the service, with little or no evidence to support the response



		0 – Unacceptable

(= 0% of maximum available score)

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



		

		







Pricing

• The following formula will be used to calculate the price score:

The lowest price given receives a score of 30.00. All prices are scored against the formula below:

		

		Lowest bidders price

		



		Price Score =

		--------------------------

Bidders price

		X 30 (Maximum mark available)





[bookmark: _Toc528748847]

[bookmark: _Toc528748849]How to complete your Pricing  

Your prices should compare with the quality of your offer.

Please provide a breakdown of your pricing, including a full breakdown of the advertising costs, separated from the recruitment services costs.

[bookmark: _Toc528748851][bookmark: _Toc528748852]Your prices are to exclude VAT.

[bookmark: _Toc528748853]The currency is British pounds sterling, up to two decimal places.

[bookmark: _Toc528748860]The prices submitted shall not exceed the relevant framework contract rates. 

[bookmark: _2s8eyo1][bookmark: _17dp8vu][bookmark: _3rdcrjn][bookmark: _26in1rg][bookmark: _lnxbz9][bookmark: _Toc528748828]

4 - Award Criteria

[bookmark: _Toc528748829]The award stage consists of a quality evaluation and a price evaluation. 

[bookmark: _Toc528748830]The award of the resultant contract will be on the basis of the ‘Most Economically Advantageous Tender’ (MEAT) or price only.

[bookmark: _Toc528748831][bookmark: _1ksv4uv]The weighting for the quality evaluation is 70% of the total available score; and, the price evaluation is 30% of the total available score.

[bookmark: _Toc528748832]

Award process - What you need to do

[bookmark: _Toc528748833]Answer the questions in section 2 above on a separate attachment.

[bookmark: _Toc528748834]Provide your Pricing for provision of the services under Lot 7 of the Permanent Recruitment Framework (RM6002) against which you are bidding.



AWARD DECISION

• The Potential Provider that achieves the highest total score will be awarded the Contract.

• If two or more Potential Providers obtain the highest total score, the Potential Provider with the highest score for the ‘Non Price’ elements will be deemed the winner and awarded the Contract.

[bookmark: _Toc528748836]What we will do

		1

		Compliance Check

First, we will complete a mandatory evaluation to make sure that you have answered all questions and have provided your Pricing in line with our instructions. All bids passing the mandatory evaluation will be progressed to the Quality Evaluation.



		2

		Quality Evaluation

Each evaluator will independently assess your responses to the quality questions using the response guidance and the evaluation criteria.

They will give a score and a reason for their score for each question they are assessing. 

If the evaluation panel wishes to clarify any areas of your bid, bid clarification questions will be issued electronically via e-mail on an individual basis.



		3

		Consensus 

Once the evaluators have independently assessed your answers to the questions we will arrange for the evaluators to meet. We will facilitate the discussion.

At this meeting, the evaluators will discuss the quality of your answers and review their scores and reasons for that score. The discussion will continue until they reach a consensus regarding the score, and reason for that score, for each question.

These final scores will be used to calculate your quality score. 

If the evaluation panel wishes to clarify any areas of your bid, bid clarification questions will be issued via the e-sourcing suite on an individual basis.



		4

		Evaluate Pricing

We will then evaluate your price and calculate your price score using the evaluation criteria specified.

If we wish to clarify any areas of your bid, bid clarification questions will be issued electronically via e-mail on an individual basis.



		5

		Final Score

Your quality score will be added to your price score, to create your final score. 



		6

		Award

Awards will be made to the successful bidder, subject to contract. 

We will notify successful and unsuccessful bidders. 

If the successful bidder does not accept the Contract we may offer a Contract to the next highest scoring Bidder.





[bookmark: _44sinio]



5 - Terms of the Further Competition

This section, sets out the conduct expected of each of the parties involved in the procurement exercise.

Conduct

The Potential Provider agrees to abide by these Terms of the Further Competition and any

instructions given in the Further Competition Invitation and agrees to ensure that any of its

staff, contractors, subcontractors, consortium members and advisers involved or connected

with the Further Competition abide by the same.



Contact during the Further Competition exercise and canvassing

• The Potential Provider must not directly or indirectly canvass any Minister, public sector

employee or agent regarding this Further Competition or attempt to procure any information

from the same regarding the Further Competition (except where permitted by the Further

Competition Invitation). Any attempt to do so may result in the Potential Provider’s

disqualification from this Further Competition.



Collusive Behaviour

• The Potential Provider must not (and shall ensure that its subcontractors, consortium

members, advisors or companies within its Group do not):



· fix or adjust any element of the Tender by agreement or arrangement with any other person;



· communicate with any person other than the [insert Customer name] the value, price or rates set out in the Tender or information which would enable the precise or approximate value, price or rates to be calculated by any other person;



· enter into any agreement or arrangement with any other person, so that person refrains from submitting a Tender;



· share, permit or disclose to another person, access any information relating to the Tender (or another Tender to which it is party) with any other person; or



· offer or agree to pay or give or does pay or give any sum or sums of money,

inducement or valuable consideration directly or indirectly to any other person for

doing or having done or causing or having caused to be done in relation to the

Tender any other Tender or proposed Tender, any act or omission, except where such prohibited acts are undertaken with persons who are also participants in the

Potential Provider’s Tender, such as subcontractors, consortium members, advisors

or companies within its group, or where disclosure to such person is made in

confidence in order to obtain quotations necessary for the preparation of the Tender

or obtain any necessary security.



• If the Potential Provider breaches the paragraph above, the Authority may (without

prejudice to any other criminal or civil remedies available to it) disqualify the Potential

Provider from further participation in the Further Competition.



• The Authority may require the Potential Provider to put in place any procedures or undertake any such action(s) that the Authority in its sole discretion considers necessary to prevent or curtail any collusive behaviour.

Compliance

• The Potential Provider agrees that in cases where their Tender is deemed non-complaint

when compared with the requirements set out within the Invitation to Tender (e.g. budget,

terms and conditions) they will be excluded from the Further Competition.



Right to cancel or vary the Further Competition

• The Authority reserves the right:



· amend, clarify, add to or withdraw all or any part of the Further Competition Invitation at any time during the Further Competition;

· to vary any timetable or deadlines set out in the Further Competition Invitation;

· not to conclude a contract for some or all of the goods and/or services (as applicable) for which Tenders are invited; and

· cancel all or part of the Further Competition at any stage at any time.



• The Potential Provider accepts and acknowledges that by issuing the Further Competition

Invitation, the Authority is not bound to accept a Tender or obliged to conclude a contract

with the Potential Provider at all.
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