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This Schedule sets out the characteristics of the Goods or Services that the Agency will be required to make available to the Client under this Order Contract

The specification is detailed within the Statement of Requirements.
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1. [bookmark: _heading=h.3znysh7]PURPOSE

1.1 [bookmark: _heading=h.fexec1arqz3o]The Covid-19 Public Inquiry requires the delivery of around 300 community listening events across the UK, to enable people to share their experiences of the pandemic in-person in their local communities. The events will be part of the Inquiry's UK-wide listening exercise, Every Story Matters.



2. [bookmark: _heading=h.tyjcwt]BACKGROUND TO THE CONTRACTING AUTHORITY

2.1 The Contracting Authority for this tender is the Cabinet Office, in their capacity as the sponsor department for the Covid-19 Public Inquiry.



2.2 The Covid-19 Public Inquiry (hereafter referred to as the Inquiry) is the independent public inquiry to examine the UK’s preparedness and response to the Covid-19 pandemic, and to learn lessons for the future.  

[bookmark: _heading=h.xwstsq5b4zm5]

2.3 The Inquiry is independent of the government and Ministers as set out in the Inquiries Act 2005.

3. [bookmark: _heading=h.7hskq49gekqx]BACKGROUND TO THE REQUIREMENT/OVERVIEW OF REQUIREMENT

3.1 [bookmark: _heading=h.j13x3uqw9seb]The UK Covid-19 Inquiry is looking to procure a Supplier, to arrange, facilitate and promote participation in around 300 community listening events, spread across the UK between 2023-2027. Due to the local reach needed and range of skills necessary to fulfil the requirement, we would look to explore offers from those who are subcontracting parts of the brief out to other Suppliers.

3.2 These events form part of ‘Every Story Matters’, the Inquiry’s nationwide listening exercise, that will enable thousands of people across the UK to tell the Inquiry about their experiences of the pandemic. The experiences shared will be fed into the Inquiry as evidence and provide a record of the pandemic for future generations.

3.3 Every Story Matters will use both open and targeted methods to enable people to share their experiences of the pandemic when they feel ready to do so. The community listening events should reflect this, in that some events will be open to the general public, while others should be targeted to specific groups that have been impacted by the pandemic such as the bereaved, healthcare workers, disabled people, the clinically vulnerable and children and young people. 

3.4 Some targeted events may resemble ‘community outreach’, whereby we visit spaces and events where people and communities are already gathering. We can provide the Supplier with a small number of organic events and opportunities e.g. conferences and meetings that have been suggested to us by interested organisations to meet their members. The Supplier will be responsible for coordinating these organic opportunities that arise for the Inquiry, and generating similar opportunities, so that we can meet people where they are in their communities.

3.5 The Inquiry would like to give the opportunity for around 30,000 people to participate in its listening exercise through a programme of events. This will be in addition to other ways for people to share their experiences, such as our online offer that is already live. 

3.6 It is important that the community events are as inclusive as possible, and that the experiences we gather are representative of the UK population. At the same time, the Supplier must be proportionate in its delivery to ensure value for money for the taxpayer and to the Inquiry.



3.7 The Inquiry is looking to conduct a pilot phase of the contract which will last 6 months with an option of an extension for two years. This phase will include planning pilot events, delivery of pilot events across two months (October-December 2023) and evaluation of events. The maximum duration for this contract would be three years.

















[bookmark: _heading=h.j253lffdqn83]

4. [bookmark: _heading=h.4d34og8]DEFINITIONS

		Expression or Acronym

		Definition



		Every Story Matters (ESM)

		The name for the public facing process the Inquiry will use to gather people's experiences of the pandemic. Sometimes referred to as the Inquiry’s ‘listening exercise.’ This will enable people to feed into the legal process of the Inquiry’s wider work.



		Specific/targeted groups 

		Groups including but not limited to those specified at para 6.5 of this Statement of Requirements.



		Listening events

		We use the term ‘listening events’ to refer to any gathering of people speaking to us and sharing their experiences about how the pandemic affected them. This should include open public events, closed targeted events aimed at those groups most impacted by the pandemic or pop-up style events at  pre-existing meetings such as conferences or festivals. This might be via 1-1 conversations, group conversations or asking people to fill in the form via scanning a QR code, taking away a paper copy or typing their responses out at an event.



		GDPR

		The General Data Protection Regulation (GDPR) is a legal framework that sets guidelines for the collection and processing of personal information.





5. [bookmark: _heading=h.2s8eyo1]SCOPE OF REQUIREMENT	

5.1 The Supplier shall provide a fully managed end-to-end service, which delivers all elements of the Contracting Inquiry’s requirements, as set out in Section 6 of this Statement of Requirements.



5.2 The Supplier shall provide account management services to the Contracting Inquiry, acting as a single point of contact for the services set out in Section 6 of this Statement of Requirements.



5.3 The Supplier shall provide events delivery services that include arranging, facilitating and promoting participation in 300 UK Covid-Inquiry listening events, as set out in Section 6 in this Statement of Requirements. This includes up to 30 events which will make up our pilot period, where we will test out approaches to events to assess which works best for the remaining events. 

5.4 This includes a mixture of open public events, representative public sessions, and closed events with those most impacted by the pandemic. Events may not always be planned by the team, but the Inquiry team are keen to meet people where they already are by attending meetings or events that matter to them. Events can include opportunities to attend other organisations’ lived experience community groups, meetings, festivals or conferences. 

This must also include:



· Provision of Supplier’s events staff to facilitate conversations and ensure the smooth running of the open and targeted listening events with Inquiry staff across the UK. 

· Facilitation may look different depending on the event, its size and its audience. For larger public events, this will involve conversations with individuals to raise awareness of Every Story Matters and ask about their pandemic experiences if they wish to speak to us about this. They can fill in a form on their own, with a facilitator or by taking it away to fill in later. 

· For smaller targeted events, this may look more like facilitating individual or focus group style discussions, or smaller break out groups at a workshop. At all events it would likely involve having conversations with people that have experienced trauma, and signposting them to available emotional support resources where appropriate.



· Responsibility for recruiting a maximum appropriate number of participants to attend each local event, and the marketing involved in driving that maximum participation at events. The number constituting ‘maximum participation’ will be agreed with the Supplier. While we would support marketing via our own Inquiry channels, local-level marketing is required to encourage participation in local events.



· Provision of sourcing appropriate community venues for each listening event, with the exception of those events planned by other organisations as set out in 5.4.



5.5 Staff provided by the Supplier must have demonstrable experience in delivering engagement events and have undertaken training in safely engaging with and capturing the experiences of a diverse range of people who have experienced trauma. We are keen for staff to have experience in speaking to a range of different individuals who have experienced different types of trauma, given that we will be engaging with individuals with many different life experiences at events.



5.6 Emotional Support is being procured through a separate supplier to support the Inquiry, and therefore the Supplier does not need to provide emotional support. The Supplier will be required to liaise with the emotional support provider to facilitate their review of and attendance at events, to ensure that they have signed off on plans from a safeguarding perspective. However, all staff present at the event must be trained in safeguarding participants and trauma-informed practice and must be able to identify safeguarding concerns and engage with the Inquiry for the purpose of escalating and responding to them.



5.7 For the public events, we are keen to test different approaches, for example, trialling a mixture of open drop-in events and more formal public forums. The Supplier will test a range of these approaches during the pilot phase (October - December 2023) to assess which types of event best meet the Inquiry’s objectives. 

5.8 At public events, during the pilot phase, we also want to test a range of approaches to data collection. This will involve the Supplier and Inquiry staff sometimes taking listening event attendees through the questions on the Share Your Experience online form and inputting their experiences. Alternatively the Supplier may capture key themes from the experiences shared in a public forum to feed into the Every Story Matters analysis.



5.9 The targeted events will be smaller and designed according to which groups are attending the session. These will be small discussion groups with break out sessions and the Supplier will be expected to capture data at these events to feed into the qualitative analysis. 



5.10 For targeted events - and public events subject to the results of the pilot phase - the Supplier will be required to take short and concise notes and write a summary of key themes emerging from any conversations that take place at listening events. These notes will then be added to the Every Story Matters qualitative analysis. The Supplier will be expected to work closely with our research and analysis Supplier to ensure that the outputs produced are useful to the qualitative analysis.



5.11 Following each event, the Supplier will be expected to produce a write up summarising the event. Each write up will then need to be synthesised into six-monthly reports that summarise key themes and include case studies from events. Reports and write ups both need to be produced in a consistent format and the Inquiry is open to suggestions from the Supplier regarding content, style and format to achieve consistency. 



5.12 The Inquiry is committed to preserving individual’s anonymity by not collecting personal data through the online form. Suppliers should give consideration to maintaining confidentiality and gaining consent to share people’s experiences anonymously in designing listening events. The exception to this would be that there would be a need to hold data where there is a safeguarding concern that needs to be escalated, where we would capture information relevant to the risk disclosed and all identifying information to the risk disclosed, including third party details.

 

5.13 The Supplier shall provide a test-and-learn pilot phase from October-December 2023 and continuous evaluation of events, to enable iteration of the approach throughout the lifetime of the listening programme.



5.14 At the end of the test-and-learn pilot phase, the Supplier will be expected to produce a report on findings and recommendations and present the insights from this to Inquiry staff and other Suppliers working on Every Story Matters. 



5.15 Following the test and learn pilot phase, the Supplier will be expected to produce a short summary report and evaluation, including recommendations to guide decisions about future events. Six monthly Community Listening reports will also need to be produced to feed into the overall Every Story Matters reports produced by the Inquiry. These reports need to include insights that are relevant to the Inquiry modules as they progress.



5.16 The full scope of the contract will be subject to the decision of the Inquiry to extend the contract for another year after the first six months as set out in section 3.7 of this Statement of Requirements.



6. [bookmark: _heading=h.3t752f7lpvkh]THE REQUIREMENT



Account Management and Management Services



6.1 The Supplier shall provide management service support to the Contracting Inquiry in the following key areas in relation to the community listening events:

i) Planning; identifying the key deliverables and resources required to achieve delivery of the events and their objectives to meet the Inquiry’s requirements.

ii) Execution; ensure the ongoing correct allocation of resources and delivery of the assigned tasks by team.

iii) Monitoring; of progress to ensure delivery of the planned events, including providing support in overcoming any obstacles and risk management. This also should include ensuring that the correct processes are in place across the specialisms set out in this Statement of Requirements and the Inquiry to ensure continuous improvement of strategy and delivery over the life of the contract, and ongoing quality assurance.

iv) Coordinating; with Inquiry staff and emotional support supplier for the purpose of managing safeguarding and support referrals, with communications and research and analysis agencies to ensure a joined up approach to all Every Story Matters workstreams.



Events delivery     



6.2 The Supplier shall: 



· Deliver the first listening events in October 2023.



· Work with the Inquiry’s Engagement team, other Inquiry colleagues (such as the policy, research and legal teams, Suppliers working on the research and analysis Listening Exercise requirement and emotional support provider) to deliver a maximum of 300 community listening events in support of the overarching listening exercise strategy (this has been provided as annex A to the Statement of Requirements).

· As part of the delivery, the Supplier is expected to evaluate the ongoing success of events across the UK and suggest areas for improvement. This should be shaped by an initial pilot phase of up to 30 events, some public and some targeted, from October-December 2023.

· Arrange, facilitate and promote participation a maximum of 300 UK Covid-19 Inquiry in-person listening events across the geography of the UK, with the aim of reaching 30,000 members of the public. These can be a mix of small and larger events, in traditional and non-traditional community engagement settings. Consideration should be given to the geographic approach and include all regions of the UK with a focus on those areas most impacted by the pandemic. The number of local authorities that this covers is measured as KPI 3 in Section 15 of this Statement of Requirements.

· All events should be designed and delivered in a trauma-informed way, in line with the Inquiry’s trauma-informed approach to engagement.

· Provision of Supplier’s events staff to facilitate conversations and ensure the smooth running of the open and targeted listening events with Inquiry staff across the UK. Facilitation may look different depending on the event, its size and its audience. For larger public events, this will involve conversations with individuals raising awareness of Every Story Matters and asking about their pandemic experiences if they wish to speak to us about this. For smaller targeted events, this may look more like facilitating a focus group style discussion, or smaller break out groups at a workshop.



· [bookmark: _heading=h.qz0upicsnnhm]The events and listening should be branded as UK Covid-19 Inquiry and delivered by trained, trauma informed, ‘listening’ Supplier staff. Members of staff from the Covid-19 Inquiry will also attend the listening events.

· [bookmark: _heading=h.sk0s8qz28e24]The Supplier will be encouraging attendees at public events to complete the Every Story Matters Share your Experience online form at the event with Supplier staff, or by scanning a QR code, taking a paper form to complete or participate in conversations where notes will be taken (as is the case for targeted events). Once inputted, the experiences shared can be used by the Inquiry as legal evidence. The Supplier is expected to identify where and when it is appropriate to record experiences and to recognise when emotional support is needed. 

· At targeted events, the Supplier will be expected to take notes of discussions, capture data and then share a summary of the themes coming out of the data to feed into the Inquiry’s qualitative analysis. 

Safeguarding and support



6.3 [bookmark: _heading=h.a3gr63jimd9i]Due to the nature of the subject material and the grief, trauma and health impacts experienced by many of those affected, carefully designed events and interactions are required, in line with the Inquiry’s safeguarding responsibilities. Reporting safeguarding concerns will be the responsibility of all and escalations need to be identified and raised by staff who are working at the events. If Supplier staff identify any safeguarding concerns these need to be raised with the Inquiry’s Support and Safeguarding team as soon as possible after they take place. 

Diversity and inclusion of target audience groups



6.4 In planning and delivery, the Supplier must take into account:



· The importance of collaboration with the Inquiry’s other Suppliers, in particular its research and analysis and emotional support Suppliers.

· The diverse needs of different groups and individuals with consideration given to those with very specific access needs such as Welsh speakers, people who speak little/no English or Welsh, the clinically vulnerable (including those living with Long Covid) and disabled people who require accessible formats. This can include online formats. 

· Safeguarding and emotional support for attendees - provided by the Inquiry and the emotional support provider - to ensure that people are able to access support if they need to before, during or after telling their story.

· Consideration of options and recommendations on how under-represented groups, or groups unable to access online methods, will be reached. This needs to accord with the principles of the public sector equality duty, and the Inquiry’s overarching strategy on putting the unequal impact of the pandemic at the heart of its investigations.



· Consideration of how specific targeted groups e.g. bereaved groups, ethnic minority groups, people in care homes, healthcare workers, people with Long Covid and the clinically vulnerable and young people will be reached and kept safe.



6.5 While some events will be open to the public, we are looking to hold specific targeted events with groups that have been most affected by the pandemic. The below is not an exhaustive list, but some examples of those we may hold targeted events for are:



· People that experienced bereavement during the pandemic

· Ethnic minority groups most impacted by Covid-19 (e.g. those from Black African, Bangladeshi, Black Caribbean and Pakistani backgrounds)

· Young people (18-25 year olds)

· Older people (70+ year olds)

· People in care homes

· Disabled people, including clinically vulnerable with conditions such as Long Covid 

· Healthcare workers



6.6 The Supplier is responsible for ensuring events are accessible for their targeted audience, e.g. having BSL interpreters for deaf attendees when running an event for disabled people, or ensuring an event is safe for those who are clinically vulnerable for example having the appropriate HEPA filtration systems in place to ensure their safety. The cost of these adjustments will be covered by the Supplier.



6.7 The Supplier must have security in place for public events, which includes cover for any unwanted disruption from individuals or groups that may make participants feel unsafe or undermine our inclusive approach. 



Delivery of pilot phase of events



6.8 The Supplier must deliver a pilot phase of different types of event from October - December 2023, using different venues and formats, to better understand how to maximise participation and achieve a safe, supportive environment. The Supplier must consider that:



· Venue options might include traditional community engagement style settings such as libraries, leisure centres and community centres, as well as less traditional options such as pop-up and mobile solutions, attendance at festivals and broader community events. Venues will need to have at least one room with private space available for counsellors to provide emotional support.

· The first event must be delivered within two months of Supplier appointment. Given the Supplier will likely be appointed in mid-August this will likely be mid-October 2023.

· Staff facilitating events may be required to work evenings and weekends if this is the best approach to reach specific target audiences e.g. frontline workers.



6.9 While the Inquiry intends to use this as the primary contract for venue hire, there is no exclusivity to the Supplier should the Inquiry look to hire venues separately.



6.10 The Supplier must use local networks and knowledge to arrange, facilitate and drive participation in both public events and events for specific groups, including bereaved groups, ethnic minority groups, healthcare workers, clinically vulnerable, people in care homes and young people.



6.11 The Supplier must provide staff, with experience and training in working with those who have experienced trauma - as set out in section 14.4 - and facilitating community events, to work alongside Inquiry staff to facilitate and deliver events. 



6.12 The Supplier must attend the Inquiry’s Trauma Informed Approaches training and Safeguarding training to ensure a consistent approach across all staff to supporting attendees, and understanding how and when to raise safeguarding concerns with the Inquiry’s support and safeguarding team. 



6.13 The Supplier must input into facilitator training for Inquiry staff who will also be attending the events. This training will be delivered by the Inquiry. 



6.14 The Supplier will be responsible for trying to recruit a diverse range of participants, that reflect the diversity of the UK and each particular location.



· The Inquiry is aiming to reach up to 30,000 people through a maximum of 300 events over three years. This number has been chosen to ensure all regions in the UK are covered but we will take advice on the size, format and scheduling of events, informed by the pilot phase. The pilot phase will include up to 30 events.

· The Inquiry are looking to target people on the local level, via local communications and trusted local organisations. We are looking for a Supplier who will have access to local channels and organisations.



Coordination with other organisations and teams



6.15 The Inquiry recognises that the above requirements rely on a diverse range of skills and networks across the UK, and we therefore are open to applications from Suppliers with subcontracting arrangements that work together on this brief, given that the chosen Supplier requires audience-specific and local knowledge. The Inquiry would particularly welcome the subcontracting of charities and organisations from the voluntary sector who are working directly with those most impacted by the pandemic at a local level. 



6.16 In delivering this work, the Supplier shall ensure that high proprietary standards are in place which do not impede the delivery of the Inquiry’s legal processes.  Particular attention should be given to ensuring that events do not overlap unduly with the Inquiry’s Core Participants.



6.17 The Supplier must account for and align with the work of the Inquiry’s communications engagement team and the research and analysis Supplier to ensure that there is no duplication of work and that there is a joined up approach to engaging with public groups across the Inquiry.

Key objectives

6.18 The Inquiry is open to making the most of the Supplier’s expertise in designing both the public and targeted events, and we welcome a range of approaches to the brief provided that they meet the following key objectives:

· Ensure attendees feel that they have been listened to

· Events are visible across the UK and support Every Story Matters and the Inquiry’s reputation 

· Data collected at events adds value to the overall Every Story Matters research and feeds into the legal process - this can be agreed with our research and analysis provider

· Events are trauma informed and people are signposted to the available resources.



Report Writing 



6.19 The Supplier will be responsible for writing community events reports which will summarise key themes, in particular themes that relate to Inquiry module investigations, and highlighting case studies. 



6.20 The Supplier shall submit:

· Five publishable community events reports across the duration of the contract.

· An additional publishable final report summarising all events / previous reports.

· Six short internal summary documents, the first being an evaluation of the pilot and after each six months of events.



6.21 The Supplier will be required to provide thematically specific insights to the Inquiry’s modules via the reports.



6.22 The Supplier must ensure that each six monthly report provides emerging themes from the events related to the relevant module at the time.



6.23 The Supplier must ensure that reports will include thematic narratives providing ‘human impact’ evidence and will be illustrated with examples, direct (anonymised) quotations and case studies from participants from events, aiming to bring to life experiences of the pandemic in an engaging way.



Report Branding and Copyright



6.24 The Supplier will brand the report to Covid-19 Inquiry (Every Story Matters) using the agreed logo. Both the logo and the report will be subject to copyright and intellectual property rights and owned by the Inquiry.



Evaluation 

 

6.25 The Supplier must work with the Inquiry Engagement team, other Inquiry suppliers (such as the Inquiry’s emotional support and research and analysis providers) to provide continuous, robust and thorough evaluation of the pilot and of each six month phase of listening events to feed into internal decision-making about the events. More information about key measures for evaluation is included in our KPIs set out in section 15.



6.26 The Supplier must include a thorough assessment of value for money and return on investment of both the pilot, and each six month phase of listening events, which will be used to inform future Inquiry business cases.



7. [bookmark: _heading=h.z0y1sc9mrvta]KEY MILESTONES AND DELIVERABLES 



7.1 The following Contract milestones/deliverables shall apply



		[bookmark: _heading=h.14y12d795mqh]Milestone/ Deliverable

		[bookmark: _heading=h.s9lqgpxoxx55]Description

		[bookmark: _heading=h.41emoe20lytz]Timeframe or Delivery Date



		Implementation Period

		Supplier to provide the Inquiry with a full implementation plan for how the pilot phase of events will be delivered, as set out in Section 6 ‘The Requirement’ of this Statement of Requirements, and arrange a kick-off meeting to discuss requirements.

		Within 3 weeks of contract award



		Start of communication to drive participation in local community listening events

		Supplier to utilise local networks and channels to encourage participation in open and targeted pilot listening events across the UK. This would be measured by number of opportunities to reach the target audiences, metrics on intent to attend and actual attendance, including number of people who share on the form. 

		Within one month of contract award



		Pilot events period

		Supplier to arrange, facilitate and promote participation in a range of open and targeted listening events, testing the effectiveness of different venues and formats across the country.

		First event must be delivered within 2 months of contract award. Pilot events will be delivered across two months (from October 2023 - December 2023)



		Evaluation period

		Supplier to review what format, venues, communications channels, and approach work well, in which locations, for delivering and promoting participation in both open and targeted events. The Supplier will then produce recommendations for 2024 listening events.

		December 2023



		Performance review

		Inquiry to review Supplier’s performance to date and make a decision about whether to extend the contract by one year

		January 2024



		Following milestones are subject to the Inquiry’s approval following the pilot phase



		Phase one of listening events

		Listening events begin post-pilot, following recommendations provided. Test and learn approach continues, with regular review points to make changes to the approach.

		January 2024 - October 2026



		Subsequent events milestones 

		To be agreed with the Inquiry team.

		Ongoing









8. [bookmark: _heading=h.lnxbz9]MANAGEMENT INFORMATION/REPORTING

8.1 The Supplier will produce a risk management report to be submitted and discussed at monthly performance meetings.

8.2 The Supplier will provide all contractual requirements including exit plans, continuous improvements, RACI and communications plan, agreed with the Inquiry.

8.3 The Supplier will compile a slide pack for the monthly performance meetings.

8.4 The Inquiry will provide the supplier with a governance structure of meetings and escalation routes, and change process.

8.5 The Supplier will assure contract spend inline with Inquiry Spend Assurance and value for public money.

8.6 The Supplier will monitor and adhere to key contractual requirements through contract management processes.

8.7 The Supplier will monitor KPIs for delivery and transparency reporting and will provide monthly reporting of KPIs and supporting evidence of deliverables and reporting mechanisms.

8.8 The Supplier will monitor and manage perceived and actual conflicts of interest to protect the reputation of the Inquiry.

8.9 The Supplier will provide and update a finance profit and loss account with 12 month forecasting agreed by the Inquiry.



9. [bookmark: _heading=h.35nkun2]VOLUMES

9.1 [bookmark: _heading=h.1ksv4uv]As this contract is to deliver new activity it is not possible to provide historic volumes.  However, when considering the scale of this requirement, Suppliers should consider the size of the potential audience and the number of necessary interactions along the likely customer journey.

10. [bookmark: _heading=h.44sinio]CONTINUOUS IMPROVEMENT

10.1 The Supplier will be expected to continually improve the way in which the required services are to be delivered throughout the Contract duration.

10.2 Where appropriate and beneficial, the Supplier should present new ways of working to the Inquiry team during monthly review meetings.

10.3 Changes to the way in which the services are to be delivered must be brought to the Inquiry team’s attention and agreed prior to any changes being implemented.

11. [bookmark: _heading=h.2jxsxqh]SUSTAINABILITY AND SOCIAL VALUE

11.1 The Supplier should describe the commitment your organisation will make to ensure that opportunities under the Contract will tackle economic inequality.  This should include how you will influence staff, suppliers, customers and communities through the delivery of the contract to support the Policy Outcome, e.g. engagement, co-design/creation, training and education, partnering/collaborating, volunteering. More information on how to respond to this question is set out in ‘Attachment 2 - How to Bid Including Evaluation Criteria’ of the bid pack.



12. QUALITY

12.1 The Services must be delivered in line with best practice in community engagement events, ensuring that appropriate safeguarding is in place. The quality of events delivered in the Contract should maintain or contribute positively to the reputation of the Inquiry, and its commitment to listen to seldom heard groups.

12.2 The Supplier (and subcontractors working for the Supplier) will ensure that there is a qualified, dedicated delivery team providing consistent quality assured outputs/outcomes. All Agency delivery should be quality assured and signed off at an appropriate level before presentation to the Inquiry team.

12.3 The Supplier should provide examples of similar programmes of listening or community events either at a national or local level that they have delivered previously, to demonstrate their ability to deliver the Requirement set out in section 6 of this Statement of Requirements.



13. [bookmark: _heading=h.3j2qqm3]PRICE

13.1 The budget for this project is between £1,500,000 to a maximum of £2,200,000 for the maximum length of the contract including all extensions. This amount includes local marketing to promote events. There should be a consistent undertaking to ensure value for money, including avoiding unnecessary spend.  

13.2 Contract extension after the first six months will be dependent on decisions taken at designated review milestones. Review milestones will take place 5 months into the contract (likely December 2023) and then every year thereafter (likely December 2024 and December 2025). These will assess performance and value for money to the taxpayer and to the Inquiry, with oversight by the Inquiry Secretary in their capacity as Accounting Officer.

13.3 Prices are to be submitted via the e-Sourcing Suite Attachment 4 – Price Schedule excluding VAT and including all other expenses relating to Contract delivery. The Supplier should provide a fully costed rate card with a detailed breakdown for each element of the requirements including a costed named resource profile.

13.4 The Supplier must practise budget control to ensure that budget is being managed effectively by the Supplier and any subcontractors. As set out in Section 17, we require the Supplier to provide a breakdown of theirs and any subcontractors activity for invoicing purposes to ensure accuracy.





14. [bookmark: _heading=h.1y810tw]STAFF AND CUSTOMER SERVICE

14.1 The Supplier shall provide a sufficient level of dedicated resources throughout the duration of the work package in order to consistently deliver a quality service. The proposed resources can only be replaced with the agreement of the Inquiry for a resource with the same level of experience and technical ability. 

14.2 The staff and resources that the Supplier assigns to deliver and evaluate the events shall have the relevant demonstrable experience of arranging, promoting, facilitating, delivering and evaluating the events, as well as writing six-monthly reports summarising key themes, to the required standard. As part of your proposal, a pen portrait will be required for each member of the delivery team.

14.3 The Supplier shall ensure that its staff, including subcontractors, understand the Inquiry’s vision and objectives and will provide excellent customer service to the Inquiry throughout the duration of the work package. 

14.4 The Supplier will need to consider the emotional wellbeing of their staff and impact of working on our material due to the sensitive and distressing nature of some content, for example, regarding deaths from Covid-19. The Supplier should take steps to ensure trauma-informed training and ongoing emotional support are provided to staff to mitigate risks of vicarious trauma. Staff will need to be appropriately briefed before attending events, and clear guidance should be available on what to do if staff need additional support.

14.5 The Supplier shall be expected to facilitate knowledge transfer to the client team including by providing opportunities for upskilling. 



15. [bookmark: _heading=h.kp9ibcw4a6n4]SERVICE LEVELS AND PERFORMANCE



15.1 The Supplier’s performance shall be assessed in line with the project delivery milestones using the following KPIs.



		KPI/SLA

		Service Area

		KPI/SLA Description

		Target



		1

		Invite conversion rate

		Achieve attendance goal: 120 people for larger public events, 12 for smaller events.

		95%



		2

		Geographic Spread

		Achieve geographic spread goal: up to 300 events are spread across all 318 local authorities in England, 22 unitary authorities in Wales, 32 unitary authorities in Scotland and 11 unitary authorities in Northern Ireland.

		Hold events in 80% of local and unitary authorities  



		3

		Customer satisfaction score

		[bookmark: _heading=h.1fob9te]Ensure those feeding back via post-event evaluation feel listened to and feel the event was well organised.

[bookmark: _heading=h.hswmv6u0k1ns]

[bookmark: _heading=h.olx709obnkdi]Performance measure must meet or exceed the % target

		Minimum 70% (of those participants who feed back via post-event evaluation)



		4

		Reporting

		Produce written summaries in a consistent format (pro forma to be agreed with the Inquiry to enable this). We would produce a summary after every event and 6 monthly summary reports to feed into the relevant Inquiry modules, and make module-relevant information clear.

		98%



		5

		Responsiveness to emails from Inquiry Staff

		The Supplier must provide a full response addressing all questions posed in emails from Inquiry staff marked as “urgent” within 24 hours of receipt (on working days, excluding weekends).

		98%



		6

		Safeguarding and support

		Any safeguarding concerns must be raised on the day that they took place with Inquiry staff and escalated within a maximum of 24 hours to the Inquiry Safeguarding and Support team (on all days including weekends). Concerns where there is an immediate risk to the person must be escalated to the Inquiry team on that calendar day.

		98%









15.2 Where the Inquiry identifies poor performance against the Service Level Agreements, the Supplier shall be required to attend a performance review meeting with the Inquiry’s Senior Responsible Owner. The performance review meeting shall be at an agreed time no later than 5 working days from the date of notification at the relevant Inquiry’s premises. The Supplier shall be required to provide a full incident report which describes the issues and identifies the causes at least one week ahead of the meeting described above. 



15.3 The Supplier 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. 



15.4 The Inquiry agrees to work with the Supplier to resolve service failure issues by providing advice during check in meetings. However, it will remain the Supplier’s sole responsibility to act on any advice to resolve any service failure issues and confirm in writing these have been resolved. 



15.5 Where the Supplier fails to provide a Service Improvement Plan or fails to deliver the agreed Service Improvement Plan to the required standard, the Inquiry reserves the right to seek early termination of their respective work package in accordance with the procedures set out in Attachment 5a - Terms and Conditions. 



15.6 Inquiry reserves the right to refine or include further KPIs or SLAs at the outset of each delivery milestone. These will be developed in agreement with the Supplier.



16. [bookmark: _heading=h.1ci93xb]SECURITY AND CONFIDENTIALITY REQUIREMENTS

16.1 All activity undertaken by the Supplier must comply with the Data Protection Legislation, including GDPR and Data Protection Act (2018), in particular with regard to the collection and storage of personal data. We require the Supplier to undertake appropriate measures to prepare the data for historical record by the National Archives. 

16.2 The Supplier will be required to ensure complete confidentiality at all times, both within their organisation and in external communications.

16.3 The Supplier must satisfy the Buyer that their data destruction/deletion practices comply with UK GDPR requirements and follow all relevant National Cyber Security Centre guidance. Based on the nature of the data being collected (when asking people about the pandemic we may be processing sensitive information) the Supplier staff must have a  Cyber Essentials and Cyber Essentials Plus certification.

16.4 The Supplier must maintain an asset register of all Buyer supplied information, data and equipment to ensure Buyer’s assets are returned and/or deleted.

16.5 [bookmark: _heading=h.coccnsc8axte]The Supplier shall ensure research is conducted in line with ethical good practice, for example, as set out in Government Social Research guidance and the Market Research Society’s Code of Conduct.

16.6 The Supplier will agree and sign ethical walls whereby there is a conflict or perceived conflict agreed by the Buyer.

16.7 The Supplier staff need to be DBS checked, as they will be speaking to a range of audiences, including vulnerable adults.



17. [bookmark: _heading=h.3whwml4]PAYMENT AND INVOICING 

17.1 Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. The Supplier will send invoices for payment to the Authority quoting the appropriate purchase order number.

17.2 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs.

17.3 Invoices should be submitted to: Redacted Under FOIA, Section 40, Personal Information Invoices must be submitted accurately and on time.

18. [bookmark: _heading=h.2bn6wsx]CONTRACT MANAGEMENT 

18.1 The Supplier shall provide an Implementation Plan for the delivery of pilot Events from October-December 2023 within 3 weeks of the Contract Award. This will detail how the pilot phase of the contract is to be implemented to deliver the up to 30 community events with consideration of the concurrent research and analysis contract, and wider UK Covid-19 Inquiry communications and engagement activity.

18.2 Following this, the Supplier shall develop, operate, maintain, amend and produce monthly slide packs, as agreed with the Inquiry, to enable:

· The identification and management of risks, issues and dependencies

· [bookmark: _heading=h.kmbjjdu5zy4l]Monitoring and controlling project plans for planning, delivery and execution.

· Finance profit and loss account with 12 month forecasting agreed by the Inquiry.

· Planning forecasting on a quarterly basis to be agreed by the Inquiry.

· MI for delivery and performance 

· KPI outputs

· Other requirements as defined in the contract including but not limited to continuous improvement, Exit management plan and contingency planning.



18.3 Fortnightly meetings will be held between the Buyer and the Supplier to provide key updates on delivery, KPIs and Risks and Issues.

18.4 The Supplier will need to evidence the effectiveness of their business continuity plan, to ensure that there is a strategy in place to deal with any unforeseen disruptions to the delivery of service, should they arise during the term outlined in Section 7 of this Statement of Requirements.

18.5 Communication will be maintained with the Supplier through weekly calls, meetings and email correspondence to be agreed upon Contract commencement.

18.6 Attendance at review meetings shall be at the Supplier’s own expense. Similarly, in-person attendance at events, including travel and expenses shall be at the Supplier’s own expense, and shall not be charged separately.

18.7 The Supplier will be expected to attend meetings virtually or at the Inquiry’s London office. Travel to one of the Inquiry’s offices outside of London may be required on occasion, however the majority of meetings outside of the events themselves will be virtual. We will give the Supplier a minimum of  two weeks notice for any in-person meetings.

18.8 As part of the tender process Suppliers are required to declare potential, actual or perceived conflicts of interest that may be relevant to this requirement. In addition to this, the Supplier must have appropriate processes in place to mitigate the effect of any perceived conflict of interests. These processes should include:

· Setting up appropriate ethical walls to ensure that any Supplier staff who may have been involved in high level decision making relating to Government’s public health response to the Covid-19 pandemic does not work directly on this Contract.

· Ensuring visibility of all Supplier staff who worked on the Government’s public health response to the Covid-19 pandemic and there are appropriate controls in place to restrict access to the Inquiry's client file.

· Ensuring visibility of existing clients who are Core Participants in the Inquiry.

· Ensuring that consideration of the potential for perceived conflicts of interest is given when appointing subcontractors to work on this Contract.  These considerations should be shared and approved by the Authority client before any subcontractors are appointed.

· Ensuring visibility of any affiliated companies which may have the potential for a perceived conflict of interest and ensuring that their are appropriate mitigations in place

· Measures to address the potential for perceived conflict of interests to occur over the course of the contract but which may not be present at the time of the contract award, for example:

i) a new staff member with experience of supporting the Government's public health response to the Covid-19 pandemic

ii) taking on new work for an individual or organisation who is a Core Participant in the Inquiry or an existing client becoming a Core Participant in the Inquiry.

19. [bookmark: _heading=h.qsh70q]LOCATION 

19.1 The location of the Services will be carried out at the Supplier’s offices or working from home, excluding the events themselves, which will be carried out in community venues across the UK.

[bookmark: _heading=h.823qx1g6huqh]


[bookmark: _heading=h.z337ya]ANNEX A - Every Story Matters strategy

[bookmark: _heading=h.z8cxdud0av0s]Redacted Text Under FOIA, Section 43, Commercial Interests   
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