National Institute for Health and Care Excellence
 (NICE)

Requirements Specification for 
Provision of Apprentices and Apprentice Scheme
1 Introduction

The National Institute for Health and Care Excellence, established under the Health and Social Care Act 2012, is the executive Non Departmental Public Body responsible for providing guidance and advice to support health and social care commissioners, providers and others to make sure that the care and preventative services provided are of the best possible quality and offers the best value for money. NICE has a statutory role that encompasses the development of quality standards, advice, information and recommendations about NHS, public health and social care services. NICE provides independent, evidence-based guidance on the most effective ways to prevent, diagnose and treat disease and ill health and reduce health inequalities, and operates an independent accreditation programme to validate the guidance production of external organisations.
Details of our work programmes and examples of the guidelines can be found on the NICE website (www.nice.org.uk).
2 Background
The Government has committed to achieve 3 million apprenticeships in England by 2020 and has set targets of 2.3% of headcount to be apprentices each financial year for public bodies with 250 or more workers.
NICE are therefore procuring services to enable us to appoint supplier(s) to attract and recruit apprentices covering a wide range of subject areas within Central Manchester and Central London, (or both).
It is envisaged that this is delivered by using a combination of internal and external candidates of a similar number each year as a rolling programme of work.
Each apprentice will be supported and trained through their apprenticeship programme. This would mean that successful providers will be required to include assessments, monitoring, record keeping and regular reports on individual’s progress through the programme.
Please note that NICE currently has apprentices in situ from previous years. These arrangements will not be taken into consideration, each proposal will be evaluated on the basis of the information provided.
3 The Role of the Apprentice Scheme Supplier
3.1 
NICE requires 6 common sets of roles in differing volumes and these roles will be of broad compositions as standard, a 7th role will be of variable composition dependant on the needs of NICE and will be bespoke for each role identified.
	Lot
	Apprentice type 

	1
	Business Administration 

	2
	Communications 

	3
	Finance 

	4
	IT and Digital Services

	5
	Leadership and Management

	6
	Project Management

	7
	Other (Accounting for new standards in development)


In view of the geographical spread of NICE, suppliers will be asked to provide coverage over 2 areas in Central Manchester and Central London. All bidders will automatically be included in Lot 7 ‘Other’ Apprenticeships if indicated within the proposal, so as to ensure NICE has access to the best suppliers to meet all needs.
In addition to the provision of the Apprenticeship training, the supplier will be expected to carry out sourcing of suitable, eligible candidates for the Apprenticeships on behalf of NICE with a view to supply NICE with a shortlist of candidates for interview.
Suppliers are invited to tender for any combination of Lots. Each Lot will be individually assessed and a single supplier appointed to each of 1 to 6 Lots for each region. 
Lot 7 will be subject to further competition although it is envisaged that NICE will run a single call off competition for Apprenticeship needs and award to a single supplier for each unique apprentice type NICE may have. As this is a framework NICE is free to consolidate supply or run individual mini competitions as seen fit.
4 Skills and service requirements
Apprentice Programme suppliers are required to ensure they deliver programmes that comply with the Skills Funding Agency and NICE requirements. They will meet Ofsted Grade 1/Grade 2 quality standards as specified in the Common Inspection Framework, suppliers will be expected to provide proof of this.

Direct Claim Status with the relevant awarding bodies will be required and suppliers will be expected to provide proof of this.
Providers must be registered on the Skills Funding Agency (SFA) Register of Apprentice Training Providers (RoATP) and will be expected to provide proof of this.
The service requirements are as follows:
4.1. Suppliers with a successful track record of delivery of Apprentice training course provision
4.2. Suppliers with a successful track record of effectively marketing Apprenticeships, in order to ensure that contract volumes are delivered
4.3.  Suppliers with a successful track record  of time to hire Apprentices, suppliers will be expected to recruit apprentices within a maximum time frame of 4 weeks from being made aware of the vacant Apprenticeship
4.4. Suppliers with a successful track record approach to initial engagement meetings with potential Apprentices, including screening for suitability of the course, and suitability with the organisation
4.5. Suppliers with a successful track record providing learners with quality training for their programme. This will include all the elements defined by the Skills Funding Agency (please see Funding Rules 2016 to 2017 https://www.gov.uk/government/collections/sfa-funding-rules-2016-to-2017) including but not limited to:

· English & Mathematics requirements

· Planned hours

· Personal and social development

· Work-preparation training

· Work placement
4.6. Each provider must have their staffing structure or process in place to ensure each apprentice is supported by a learning tracking system
4.7. Evidence of course retention, achievement and success rates for all apprenticeships delivered in the last 18 months. This should also include retention within the same organisation
4.8. Evidence of the average percentage achieved overall by the Apprentices at the end of the Apprenticeship in the previous 3 financial years

4.9. Adhere to Awarding Body registration and assessment arrangements including Internal and External Verification
4.10. Each provider should detail their timeframes for moving from Apprenticeship Frameworks to Apprenticeship Standards for each Lot suppliers intend to tender for

4.11. Detail any additional learning or support that can be offered to the Apprentice or to NICE throughout the Apprenticeship, and show how this can be funded through the Apprenticeship Levy Funds where appropriate
4.12. Evidence a proven track record of and existing delivery infrastructure for apprenticeships, including time to hire
4.13. Evidence of working under a contract with Service Level Agreements (SLA’s) and Key Performance Indicators (KPI’s) in place 

4.14. Comply with standard public sector recruitment policies and procedures, e.g. verification of identity and right to work in the UK, being mindful of employing a diverse workforce, reflective of the communities we serve, and provide candidates that can meet the requirements set out in the job specifications.
5 Monitoring and evaluation

Apprenticeships are to be recruited generally at NHS Agenda for Change Bands1-5 (Annex U) and/or as an alternative to using off-payroll (agency) workers, or by creating new apprenticeships for existing staff in alternative posts. 
The performance of the Apprentice Programme Provider will be monitored against delivery of the requirements as set out above.  
In addition, the supplier is expected to undertake the following monitoring and evaluation tasks:

5.1. Detailed records from the providers learning tracking system which comply with Education Funding Agency requirements
5.2. Detailed records of course retention, achievement and success rates
5.3. Attendance at regular (approximately one per quarter) project team catch ups with NICE Learning and Development Business Partner at face to face meetings
5.4. Quarterly reports provided to NICE on the progress of all individual tasks and the budgetary spend of the Unit (anticipated and actual), and other reports relating to statutory obligations of the public sector (i.e. compliance to and improvement upon equal opportunities, health and safety and environmental targets for your organisation)
5.5. Quarterly presentation of financial accounts
5.6. Method of keeping the Learning and Development Business Partner at NICE up to date with all learning activities of the Apprentices including assessment dates and off site learning date on a regular and on-going basis.
6 Standards and Quality Assurance
Evidence that the supplier is registered on the Skills Funding Agency Register of Apprentice Training Providers.
Ofsted Grade 1/Grade 2 quality standards as specified in the Common Inspection Framework through any combination of: Ofsted inspections, or externally moderated Self-Assessment Reports or External Verification reports from Awarding Bodies.
Evidence of provision of Apprenticeship recruitment and enrolment within tight deadlines. This should include a combination of: average time to hire, capacity to recruit volumes of Apprentices, average time to enrol an Apprentice on programme.

Evidence of internal processes to support the suppliers own quality assurance.
7 Declaration of interest and confidentiality

NICE has a wide range of stakeholders with an interest and involvement in its work, including the general public, patients and carers, healthcare professionals, industry, political audiences, academia and international audiences.  It is important for potential bidders to indicate where they anticipate areas of conflict with their existing work base, and how they would handle issues of conflict of interest and confidentiality should they arise. (Please see the form in the tender pack titled “Competing Interests”). 
NICE code of practice on declaring and dealing with conflicts of interest must be adhered to.
http://www.nice.org.uk/getinvolved/joinnwc/advisorybodyrecruitmentpack.jsp
8 Transparency
In light of the governments need for greater transparency, suppliers and those organisations looking to bid for public sector contracts should be aware that if they are awarded a contract for this work, the resulting contract between the supplier and NICE will be published in its entirety. 
In some circumstances, limited redactions will be made to some contracts before they are published in order to comply with existing law and for the protection of national security. Suppliers are asked to make any sections of their tender that they regard as ‘Commercial in Confidence’ or ‘subject to the non-disclosure clauses’ of the Freedom of Information Act or the Data Protection Act clear within the submission documents. 
Please note that the total value (bottom line) of the agreement is required to be published under current EU regulations and the UK governments Transparency Agenda.  If you require clarity on this point, please contact us via the route stated in section 13 below.

9 Contract Timescales and Budget
The contract for the Apprentice Programme Provider is expected to be in place by the start of September 2017 and will be for a period of 3 years with an option to extend biennially for a further 12 month period.
NICE estimates that a minimum of 15 new Apprenticeships will be in place, (whether that be new apprentices, progressing apprentices or internal appointments) each year.

NICE has a total levy budget of £124,325.70 per annum to accommodate the NICE Apprenticeship provision. Please bear in mind that NICE will also be unable to negotiate prices that fall outside of the defined funding bands set out by
the
Skills
Funding
Agency, https://www.gov.uk/government/publications/apprenticeship-funding-bands. 
10 Your proposals
Please respond to the questions below showing how you would meet the skill requirements (as per section 4 above).  Your proposal must be numbered in the following paragraph numbers so as to assist tender assessment:
10.1 Experience and expertise:
10.1.1 Please list which Lots 1 to 6 and regions you are applying for.
10.1.2 For each Lot/region please explain how you will provide the programme? (Please ensure to detail marketing and recruitment for and from diverse backgrounds). – Please provide evidence of your previous track record here.
10.1.3 Lot 7, please describe how would you deliver bespoke apprenticeships?

10.1.4 What system will you use to monitor and support the apprentice learning and how will its features facilitate reporting?
10.1.5 How will you support and manage the programmes of work?
10.2 Methodology 
10.2.1 How will you measure learner satisfaction?
10.2.2 How will you engage/motivate apprentices towards completing their qualification?
10.2.3 How will you evaluate the programmes?
10.2.4 What structure/ processes are in place to ensure each apprentice is supported through their learning?       

10.2.5 What processes would be applied if NICE identifies issues/concerns regarding the apprentice’s progress or with the training being delivered?

10.2.6 How would you ensure continuous improvement of the programme?
10.2.7 Please detail your internal plans and timeframes for moving Apprenticeship training from Apprenticeship frameworks to standards

10.3 Project and contract management:
10.3.1 Please provide 2 examples of your track record of efficient and effective project management and delivery of high quality outputs to time and specification (including by external experts), with robust project management processes in place.
10.3.2 Please identify the risks associated with this contract, stating whether you consider them to be of high, medium or low probability of occurring and provide a summary of how you would mitigate each risk.  

10.3.3 Please demonstrate how you would meet tight deadlines in situations of competing demands.

10.3.4 Please provide details of your process for dealing with conflicts of interest.
10.3.5 Please list any areas of existing work undertaken by your organisation and its members that may conflict with the work of the Institute and processes that you have in place to deal with any such conflicts that could arise during the contract period.
10.3.6 Please detail how you would review the project throughout the period of the contract to ensure Service Level Agreements (SLA’s) and Key Performance Indicators (KPI’s) are being adhered to? 
10.3.7 Please detail your experience of working under a contract with Service Level Agreements (SLA’s) and Key Performance Indicators (KPI’s) in place.

10.3.8 Please detail the information your reporting systems could support proving to the Learning and Development Business Partner at NICE on a quarterly basis?  

10.4 Quality Assurance:
10.4.1 Please provide evidence of registration with Skill Funding Agency and ability to access government funding to support the cost of training?

10.4.2 Evidence of Ofsted Grade 1/Grade 2 quality standards as per the Common Inspection Framework.
10.4.3 Please provide a description of your experience of providing apprenticeship programmes within tight deadlines.
10.4.4 Please detail your procedure to provide quality assurance of and quality control your work.
10.4.5 Please detail your apprentice retention rates when enrolled on training.
10.4.6 Please detail the percentage pass rate (on average) for Apprentices for each Lot you bid for.
10.4.7 Please detail your process for applicant sourcing and screening for potential Apprenticeship candidates.  
10.4.8 Please detail standard pre-employment checks undertaken as part of the screening process with potential candidates.       

10.4.9 Evidence of the quality of the learning experience for apprentices by providing a maximum of 2 statements per Lot you bid for from a current Apprentice.
10.4.10 Please detail any additional support that can be offered, funded by the levy or otherwise, and how this can help improve the quality of the learning experience for the Apprentices?
10.5 Costings
10.5.1 Please detail your charging basis, all costs and expenses must be included within the pricing presented.
10.5.2 The end point assessment should be no more than 20% of the total cost of the apprenticeship that is agreed. 
10.5.3 Please detail the pricing of any additional support you would offer the apprentice and/ or NICE throughout the duration of the Apprenticeship. 

10.5.4 Please also include the benefits of your proposal and where your proposal adds value for money.
10.5.5 A detailed cost breakdown for this work as follows:
10.5.6 Please provide a cost breakdown in GBP sterling, exclusive of Value Added Tax (VAT), of the budget necessary to deliver the service required. This must also show the estimated time commitment of key stakeholders (such as the tutor). 
10.5.7 Please complete the costing tables in the format provided below as failure to do so may result in your offer being rejected. All travel and subsistence costs are to be included in the day rates listed in the table.
10.5.8 Resource Costs

	Staff/ Resource description
	No. of days per Staff/ Resource description
	Day rate per Staff/ Resource (£)
	Total cost (£)

	
	
	
	

	
	
	
	


10.5.9 Non-pay cost
	Non- pay cost description (e.g. candidate sourcing, ID checking, Learner system maintenance).
	Total cost (£)

	
	


10.6 Policies, Certifications and Financial Statements 

As required by Public Sector regulations and in line with best practice, please provide one copy each of your organisation’s policies relating to the following:

a. Health and Safety

b. Environmental

c. Equal Opportunities and Diversity in the Work Place
d. Modern Slavery Act Compliance

e. Ofsted certification paperwork 
f. Proof of Direct Claim Status with relevant awarding bodies 

g. Confirmation of being on the Register of Apprentice Training Providers (RoATP)
We recognises that some SMEs (Small, Medium Enterprises) (less than 50 people for  a Small Enterprise and less than 250 for a Medium Enterprise) may not have formal policies available but still operate their businesses in a manner that is conducive to the above. If you are an SME and do not have formal policies in place, please submit with your response, a written statement on how your company operates in light of the above three areas of legislation and best practice.  

In addition please provide the following: 

· The last three years of audited accounts for your organisation. If your organisation is an SME and you do not have audited accounts, please provide 3 years of balance sheets.

· A declaration (if applicable) of all current projects with clients or partners that your department/ group/organisation is currently working with which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.
· A declaration (if applicable) of all current projects with clients or partners that your department/group/organisation is currently working with which could be seen as being detrimental or ethically opposed to the health aims promoted by NICE.
· If your organisation (whole organisation including parent, group or subsidiary) has a turnover of £36 million pounds or greater then please provide a Modern Slavery Act Transparency Statement: this should set out the steps you have taken to ensure there is no modern slavery in your own organisation/business and that of your supply chain. If your organisation has taken no steps to ensure there is no modern slavery in your own organisation, then your statement should say so. [Please note: a parent org/ group statement is acceptable, this is compliance with the Modern Slavery Act 2015.]
· A summary sheet must be provided that details the benefits of your proposal and where your proposal provides value for money.

10.7 References

· Please provide the names, addresses, email and telephone number of two organisations that we may contact as referees where either the same or very similar work to that being requested here, has been undertaken within the last 3 years. 
11
     Timetable
	Issue tender 
	22 May 2017

	Deadline for expressions of Interest
	17:00 13 June 2017

	Deadline for Tender Questions
	17:00 13 June 2017

	Answers sent out 
	14 June 2017

	Tender receipt deadline 
	12 noon 11 July 2017

	Tender assessment 
	12 July – 03 August 2017

	Notify short list 
	08 August 2017

	Interviews
	15 – 16 August 2017

	Award contract and issue debriefs 
	17 August 2017

	Alcatel period (standstill period)
	18-27 August 2017

	Contract start 
	01 October 2017


Please note: all dates may be subject to change
11 Tender instructions

Interested parties should submit an expression of interest (EoI) not later than 13th June 2017 to Gillian.Watson@nice.org.uk 

Bidders who submit a proposal and have not sent an EoI by the above deadline date and time shall not be considered.

Proposals should be submitted electronically no later than 12 Noon UK time on 11th July 2017 to contract.bids@nice.org.uk. 

All tender proposals and the supporting documents must be written in English 

Failure to comply with these instructions may result in your offer being rejected.
The proposal should be titled ‘Provision of Apprentices Tender’ and the bidder should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Bidders organisation, this should be indicated, with an explanation. 

The Bidder must be explicit and comprehensive in their proposals as this will be the single source of information on which their response will be evaluated.  

The Bidder is advised neither to make any assumptions about their past or current Bidder relationships with NICE nor to assume that such prior business relationships will be taken into account in the evaluation procedure.

Both the Proposal and the Form of Offer must be returned to and be received by NICE as above no later than 12 Noon UK time on 11th July 2017.
All offers must be submitted in GBP sterling and must be exclusive of Value Added Tax (VAT)
The Form of Offer must be submitted in hard copy only to:
Gillian Watson
Senior Procurement Officer

National Institute for Health and Care Excellence

Level 1a, City Tower

 Piccadilly Plaza
Manchester
M1 4BT
The envelope must not identify the name of your company

Before any documentation is submitted, those wishing to tender may have specific questions and queries regarding the process, the policy or the arrangements with NICE.  Under our procurement arrangements NICE has to ensure that all applicants receive equal treatment and we will share all information requests and responses with all applicants.  Consequently all questions and queries regarding this invitation to offer must be submitted by email to Gillian Watson (Gillian.Watson@nice.org.uk) no later than 13th June 2017. 

The questions and answers will then be collated and distributed by email to all the potential tenderers by 14th June 2017.  Please note that that there will be no telephone or informal or other kind of discussion between potential tenderers and officers or directors of NICE after this document is dispatched.

12 Selection Criteria 

The selection criteria and weighting that will be applied to the bids for the Provision of Apprentices evidence reviews are:
	Criteria
	Weighting

	Financial Stability & Policies and Procedures and Certifications
(A bidder will be excluded from further assessment if the required policies and procedures, including their financial statements are not provided)

	PASS/FAIL


	Experience and Expertise - to include demonstrated experience and deliverable outcomes of similar programmes.

	25

	Methodology - to include rationale for methodological approach, measurable outcomes and evaluations as well as identifying and resolving conflicts of interests.


	20

	Project and Contract Management - to include an example time plan and staff allocation to tasks and identifying and mitigating risks.

	20

	Quality Assurance - to include evidence of quality standards and access to funding, demonstrable programme outcomes, risks, QA policy, Data Protection and Freedom of Information and Conflicts of Interest.

	20

	Project Cost & value for money


	15


In light of the government’s drive for transparency, NICE is providing the formula that will be used for the cost evaluation aspect and the scoring guide. 

Cost Evaluation

The cost will be evaluated using the following formula:

· Lowest Bidder’s Price / Bidder’s Price X 15 (the weighting)

Criteria and Scoring Guide
Each evaluator will independently evaluate each tender submitted using the following guide to score each criteria, the scores of all evaluators per criteria are then averaged and the criteria weighting is then applied to give an adjusted score.

	Scoring Note
	

	-5
	The point is omitted

	0
	The point is not explained/ repeat of specification

	1
	The point is not acceptable

	2
	The point is possibly acceptable

	3
	The point is acceptable

	4
	The point is well made and acceptable

	5
	The point exceeds expectations/excellent


14. 
Non-compliance
NICE expressly reserves the right to reject any proposal that -:

· Does not follow the instruction to tender guidelines
· Is incomplete, for example where answers are not provided to any questions, or a reasonable explanation given as to why an answer  has been omitted

· Refuses to adhere to, or makes significant unacceptable changes to the Terms and Conditions of Contract

· Has not responded to any mandatory elements, including failing to provide requested documents (i.e. the tender is non-compliant).
31
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