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Appendix B – Statement of Requirements
The Provision of Internships for Individuals with Autism for the Cabinet Office
Contract Reference: CCZP18A09
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1. [bookmark: _Toc368573027][bookmark: _Toc513208413]PURPOSE
0. [bookmark: _Toc296415791]The scope of this work is to implement an Autism Internship Programme as part of CO current programmes. The internship is three week paid placement in a government department for candidates aged 16 years and older with Autism. This work is an important initiative to support employability of those on the autism spectrum, a target audience that is severely underrepresented in the Civil Service, as well as provide more general insight into the world of work. The purpose of the procurement is to source a single supplier who will be a specialist recruiter in this area, who will provide the Civil Service with access to this network of candidates as well as programme management, training and support. 
1. [bookmark: _Toc368573028][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793][bookmark: _Toc513208414]BACKGROUND TO THE CONTRACTING aUTHORITY
1. The Diversity and Inclusion team within Fast Stream and Early Talent is one of four expert services established as part of the creation of Civil Service HR to provide recruitment, resourcing and talent management across the Civil Service. CSHR are an executive agency attached to Cabinet Office (the Authority).  The Diversity and Inclusion team entails the management of the Civil Service internships and programmes. One of the aims is to deliver a talent management programme through the recruitment of graduates and school leavers to provide the Civil Service with a pipeline of talent. 
1. The Cabinet Office’s priorities are to: 
1. Support the Prime Minister and Cabinet to deliver the Government’s Programme. 
1. Drive efficiencies and reforms that will make the Government work better.
1. Create a more United Democracy. 
1. Strengthen and secure the United Kingdom at home and abroad. 
1. [bookmark: _Toc368573029][bookmark: _Toc513208415]Background to requirement/OVERVIEW of requirement
2. [bookmark: _Toc297554774]The Fast Stream and Early Talent (FSET) Team is an expert service established as part of the creation of Civil Service HR to provide early talent recruitment and management across Civil Service. CSHR are an Executive Agency attached to Cabinet Office (the Authority). 
2. FSET’s D&I vision is to be the most inclusive graduate and early talent programme. This is to be achieved through continuing outreach and positive action internship activities to encourage applications from under-represented groups which currently include those from Lower Socio-Economic Backgrounds (Lower SEB), Black, Asian and Minority Ethnic (BAME) Backgrounds and those with Disabilities.
2. FSET’s work feeds into key Civil Service and Cabinet Office strategic objectives: 
· Cabinet Office Strategic Objective 3 “…ensure the delivery of the finest public services by attracting and developing the best public servants …” 

· Being a key component of the talent pipeline required by ‘A Brilliant Civil Service’, calling for effective leaders to lead skilled people who are high-performing, adaptable and take personal responsibility. 

· Delivering on the D & I strategy of increasing awareness and conversion of under-represented groups, particularly those candidates from Lower Socio Economic, BAME and Disabled Backgrounds.
2. As part of the ongoing strategy for the Fast Stream and Early Talent team to be the most inclusive employer we aim to commercially engage with a supplier who is a specialist recruiter in this area and will provide the Civil Service with access to this network of candidates as well as programme management, training and support. 
2. We expect this internship to encourage more people on the Autism spectrum to apply for the Civil Service Fast Stream programmes and through wider recruitment.
2. Under the provisions set out in the Social Value Act 2012, this programme would have a positive socio-economic impact. Having access to a network would allow CS to identify how to reach and recruit the target audience for our Fast Stream programmes and internships and to highlight the opportunities available to this audience. 
1. [bookmark: _Toc368573030][bookmark: _Toc513208416]definitions 
	Expression or Acronym
	Definition

	CS
	Civil Service 

	CCS
	Crown Commercial Service

	D&I
	Diversity and Inclusion

	EDIP
	Early Diversity Internship Programme 

	FS
	Fast Stream

	FSET
	Fast Stream and Early Talent

	FT
	Fast Track

	PII
	Personal Identification Information 

	SDIP
	Summer Diversity Internship Programme 

	SEB
	Social Economic Backgrounds


1. [bookmark: _Toc513208417]scope of requirement 
4. The aim of this work is to commercially engage with a supplier who will be a specialist recruiter in this area and will provide the Civil Service with access to this network of candidates as well as programme management, training and support.
4. The supplier will also provide training and support to their network in order to promote wider CS recruitment for those within the target audience. 
4. This Contract can be accessed by other Central Government Departments having gained approval by the Cabinet Office Contract Manager for this Contract.
1. [bookmark: _Toc368573031][bookmark: _Toc513208418]The requirement
5. The Supplier will be required to provide: 
0. Internship Management and pre-programme arrangement and development including assisting, encouraging and supporting their network to apply for the Internship. The Supplier will be expected to assist/support their network of Autistic Candidates to make Applications to this Programme. 
0. Recruitment and promotion of the internship amongst their networks and sourcing eligible candidates. The Supplier will be expected to supply 20 successful candidates in the first year, with the aim of reviewing the potential to increase this after the first year. 
0. The Supplier will also be expected to conduct outreach amongst their networks and providing advice and guidance to prospective candidates. Sifting applications with FSET and business lead to provide the number of Interns required.
0. Training for departments and managers of autism as well as how autism can be supported in the workplace. Each year the training will be provided to new managers on the programme – and for managers requesting refresher training. This represents the key skills transfer within the contract. This Training is envisaged to take place once a year at the start of each internship programme.
0. Support and encouragement to interns and potential members of their networks to apply for the FSET programmes and wider CS recruitment. For the Candidates who complete the course (and also for those that do not participate in the internship). The Supplier is expected to promote and support any applications from their network to wider FSET programmes through workshops and mentoring sessions. 
0. They will also provide full evaluation of the programme, at the end of each year including lessons learned and recommendations for the following year. 
0. Each Internship is to last for an average of a 3 week period, but the Successful Supplier would be required to support the candidates, where required, to make applications to the internship, during the Internship and also after the Internships (as per 6.1.5).  
1. [bookmark: _Toc368573032][bookmark: _Toc513208419]key milestones
6. The Potential Provider should note the following project milestones that the Authority will measure the quality of delivery against:
	Milestone
	Description
	Timeframe

	1
	Confirm operational and communication timeline and agree with Business Lead.
	Within week 1 of Contract Award. 

	2
	Provide a list of potential candidates that will be supported to make a successful application to the Internship.
	Ongoing support to be provided throughout the duration of this Contract. 

	3
	Support during the sifting of the applications and assignments to the CS Departments. 
	To be agreed with Business Lead before the programme starts. 

	4
	Provide work-based autism training to CS departments involved in the programme.
	To be agreed with Business Lead.

	5
	Provide support to candidates throughout the internship as well as support candidates that make applications to the CS and FSET.
	Within agreed timeline.

	6
	Support for CS and FSET during the internship. 
	Within agreed timeline.

	7
	Provide full evaluation report and findings.
	Within 4 weeks of the internship closing.


[bookmark: _Toc302637211]
1. [bookmark: _Toc368573033][bookmark: _Toc513208420]authority’s responsibilities
7. The Authority will agree with the Supplier the method and schedule of payment.
7. The Authority will also be responsible for arranging training venues and centralised events on government premises. 
7. The authority will have to comply with the latest General Data Protection Regulation (GDPR) Guidelines.
1. [bookmark: _Toc513208421]reporting
8. The supplier will be required to fulfil the specific reporting deadlines and obligations as set out in 7.1.
1. [bookmark: _Toc368573034][bookmark: _Toc513208422]volumes
9. Having run initial pilots in 2015 and 2016 for a total of 15 Students, then an extended pilot in 2017 for 11 students over 6 departments, in 2018/2019 we expect to host 20 students over 10 or more departments. This will be reviewed annually with the potential of some increase in numbers.
9. The supplier will be required, as part of the Internship, to provide training on Autism in a workplace context to line managers who will have an Intern. This training will be a one day, classroom based exercise for up to 20-30 people – this will most likely be held at 100 Parliament Street, London. This will be required once every year at the start of the Internship intake. 
9. There will only be one intake of Interns per year. 
1. [bookmark: _Toc368573035][bookmark: _Toc513208423]continuous improvement
10. The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration.
10. Changes to the way in which the Services are to be delivered must be brought to the Authority’s attention and agreed prior to any changes being implemented.
1. [bookmark: _Toc513208424]Sustainability
11. Not applicable to this Requirement. 
1. [bookmark: _Toc368573036][bookmark: _Toc513208425]quality
12. The Supplier must adhere to and meet the eligibility requirements for the CCS Standard Terms and Conditions.
1. [bookmark: _Toc368573037][bookmark: _Toc513208426]PRICE
13. Prices are to be submitted via the Appendix E excluding VAT.
1. [bookmark: _Toc368573038][bookmark: _Toc513208427]STAFF AND CUSTOMER SERVICE
14. The Authority requires the Potential Provider to provide a sufficient level of resource throughout the duration of the Cabinet Office Autism Internship Programme Contract in order to consistently deliver a quality service to all Parties.
14. Potential Provider’s staff assigned to the Cabinet Office Autism Internship programme Contract shall have the relevant qualifications and experience to deliver the Contract. 
14. The Potential Provider shall ensure that staff understand the Authority’s vision and objectives and will provide excellent customer service to the Authority throughout the duration of the Contract.  
1. [bookmark: _Toc368573039][bookmark: _Toc513208428]service levels and performance
15. The Authority will measure the quality of the Supplier’s delivery by:
0. 
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Planning
	The Supplier will meet with the Authority to provide an implementation plan within a week of the contract being awarded.
	95%

	2
	Reporting
	The Supplier will update the contractor (either through a Teleconference Call or face to face) at the end of each week to update on progress as well to provide the following week's plan.
	95%

	3
	Reporting
	The Supplier will report any issues that arise immediately and bring them to the attention of the Authority with proposals to address the issues.
	95%

	4
	Core
	The Supplier will provide data on their outreach work, candidate engagement and progression of applications.
	95%

	5
	Core
		The Supplier will provide the Authority with an agreed number of Candidates for the Internship. 
	95%

	6
	Core
	The Supplier will provide the CS Departments involved in the Internship with Training on how to manage Candidates with Autism.
	95%

	7
	Core
	The Supplier will provide support and assistance to the Candidates on the Internship as well as within their Network, to apply for Fast Stream and Early Talent (FSET) Programs and for wider Civil Service Recruitment. The Supplier will be required to report on how many of the Candidates they have supported through this process, along with success rates. 
	95%

	8
	Reporting
	The Supplier will supply the Authority reports and data, including recommendations for the following year (in year 1 and 2) one week before the agreed deadline in order for the Authority to feedback before a final report (with any necessary amendments) is produced. 
	95%

	9
	Reporting
	The Supplier will provide a full report of all findings and recommendations.
	95%



15. [bookmark: _Toc368573040]Where a complaint is received about the standard of Service or about the way any Services have been delivered or work has been performed or about the materials or procedures used or about any other matter connected with the performance of this Contract, then the Contract Manager shall take all reasonable steps to ascertain whether the complaint is valid. 
15. In the event that the Authority is of the opinion that there has been a breach of this Contract by the Contractor, or the Contractor’s performance of its duties under the contract has failed to meet the requirements, then the Authority may do the following:
2. Make such deduction from the payment to be made to the Contractor as the Client shall reasonably determine to reflect sums paid or sums which would otherwise be payable in respect of such of the Services as the Contractor shall have either failed to provide or have provided inadequately. 
1. [bookmark: _Toc513208429]Security requirements
16. [bookmark: _Toc368573041]The Contractor shall adhere to Data Protection and standards set out within the standard CCS Contract Agreement. 
16. The Contractor will not receive sensitive or Personal Identification Information (PII) from the Authority.  
16. The Supplier shall be responsible for the Security of its Systems used to deliver the
Agreement and shall at all times provide a level of Security which:
2. Is in accordance with Good Industry Practice and Law including
Regulation (EU) 2016/679 (General Data Protection Regulation).
2. Complies with CO Security Policy.
1. [bookmark: _Toc513208430]intellectual property rights (ipr)
17. All Intellectual Property Rights in any guidance, Specifications, instructions, toolkits, plans, data, drawings, databases, patents, patterns, models, designs or other material (the “IP Materials”) furnished to or made available to the Contractor by the Authority shall remain the Property of the Authority and the Contractor shall not, and shall ensure that its Staff shall not (except when necessary for the performance of the Contract) without Prior Approval, use or disclose any Intellectual Property Rights in the IP materials. 
17. The Authority acknowledges that ownership in all Intellectual Property Rights in any guidance, Specifications, instructions, toolkits, plans, data, drawings, databases, patents, patterns, models, designs or other material (the “IP Materials”) prepared by or for the Contractor on behalf of the Authority for use, or intended use, in relation to the performance by the Contractor of its obligations under the Contract shall remain with the Contractor.
17. The Contractor hereby grants to the Authority a non-exclusive licence to use, reproduce, modify, develop and maintain the material prepared by or for the Contractor on behalf of the Authority for use, or intended use, in relation to the performance by the Contractor of its obligations under the Contract including but not limited to all Intellectual Property Rights in the same. Such licence shall be non-exclusive, perpetual, royalty free and irrevocable. 
17. The Contractor shall not infringe any Intellectual Property Rights of any third Party in supplying the Services and the Contractor shall, during and after the Contract Period, indemnify and keep indemnified and hold the Authority and the Crown harmless from and against all actions, suits, claims, demands, losses, charges, damages, costs and expenses and other liabilities which the Authority or the Crown may suffer or incur as a result of or in connection with any breach of this Clause, except where any such claim arises from:
3. Items or materials based upon designs supplied by the Authority; or
3. The use of data supplied by the Authority which is not required to be verified by the Contractor under any provision of the Contract.
1. [bookmark: _Toc368573042][bookmark: _Toc513208431]payment
18. The Contractor shall add VAT to the Contract Price (ex VAT) at the prevailing rate as applicable and the Authority shall pay the VAT to the Contractor following its receipt of a valid VAT invoice. 
18. Invoices should be sent to Pay and Reward Team, Cabinet Office HR, 4.08, 1 Horse Guards Road, London SW1A 2HQ or emailed to: apinvoices-cab-u@sscl.gov.uk 
18. Other Government Departments if and when they use this Contract will have to arrange and get approval from the Cabinet Office Contract Manager regarding invoicing and payment directly to their Departments. 
18. The preferred payment method is to be discussed between the Supplier and the Contracting Authority at the inception meeting.
18. Prices are to remain fixed/firm throughout the duration of this 3 year Contract.
18. Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. The frequency of invoicing can be discussed and approved at the inception meeting with the Contracting Authority. 
18. Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
1. [bookmark: _Toc513208432]additional information 
19. Not applicable for this Requirement. 
1. [bookmark: _Toc368573043][bookmark: _Toc513208433]Location 
20. It is envisaged that the location of the Services will mostly be carried out in 100 Parliament Street, Westminster, London, SW1 2BQ. 
20. All Central Events (Training, One-to-One Meetings) will be held at 100 Parliament Street, Westminster, London, SW1 2BQ. All Internships will be held at each Government Department’s premises respectively. 
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