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[bookmark: _Toc368573027][bookmark: _Toc487709858]PURPOSE
1.1 [bookmark: _Toc487643028][bookmark: _Toc487709197][bookmark: _Toc487709859][bookmark: _Toc296415791]The Government Communication Service (GCS), (from here on referred to as “the Authority”), requires an accredited qualification for the communications fast stream programme. This will be a diploma level qualification, to be delivered by a chartered body.

[bookmark: _Toc368573028][bookmark: _Toc487709860][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING aUTHORITY
2.1	The Authority is the professional body for people working in communications roles across Government. Their aim is to deliver exceptional public service communications that support ministers’ priorities, enable the effective operations of public services and improve people’s lives.
2.2	The Authority has approximately 4,000 communications professionals working to support the work of 19 ministerial departments and over 300 agencies and public bodies. Their services fall broadly into the following areas:
· Strategic Communications including audience insight and evaluation;
· Media and Campaigns;
· Strategic stakeholder engagement; and
· Internal Communications.

[bookmark: _Toc368573029][bookmark: _Toc487709861]Background to requirement/OVERVIEW of requirement
[bookmark: _Toc297554774]The Civil Service Fast Stream is an established 4-year programme aimed at recruiting and developing the next generation of leaders. In 2015 the Authority launched a communications Fast Stream that follows the 4-year programme and focuses on communications and leadership skills. At the end of the 4 years, participants are expected to reach senior management level.
To progress the Fast Stream (FS) programme, the Authority is looking to provide a professional qualification awarded by a chartered body, for students in their third year. The majority of specialist Fast Stream schemes have a qualification or accreditation built in, for example, Finance, HR and Project Delivery. Developing a communications FS qualification would ensure consistency with other professions. Developing professional leaders is part of the wider Civil Service strategy to improve standards across all functions. 

[bookmark: _Toc487709862][bookmark: _Toc368573030]definitions 
	Expression or Acronym
	Definition

	FS
	Fast stream

	GCS
	Government Communication Service

	MCOM
	Modern Communications Operating Model


[bookmark: _Toc487709863]scope of requirement 
The Potential provider will design and deliver an accredited 12-month qualification for GCS Fast Streamers who are in year 3 of a 4-year programme.  The qualification will be a blended approach to learning and will provide recognition of communications professionals’ knowledge, skills and behaviours. Any Potential Provider will work closely with the Authority to define and confirm the details of each module. Our suggested recommendations for each subject area for the qualification are as follows: 
 
	Subject areas 

	Industry understanding
· Government communications in the wider context of the communications industry 

	Digital
· Social Media analytics and insights
· Content creation - Adobe Photoshop/Microsoft
· Film editing
· Coding - HTML
· Cross platform processes
· Audience identification and insight

	Internal communications
· Pillars of influence
· Change management processes and procedures
· Theory and policy
· HR - policy, guidelines, employee engagement
· Marketing 

	Media and Campaigns
· Consumer media relations
· Negotiation skills
· Proactive PR approaches
· Crisis management
· Industry understanding 
· Working with media agencies/buyers
· Campaign evaluation
· Behaviour change
· Paid-for advertising
· Outsourcing vs In-House 

	Stakeholder engagement
· Stakeholder mapping
· Events management
· Leadership 
· Stakeholder processes and best practice
· Building effective relationships 

	Other
· Finance skills
· Working with budgets
· Policy - submissions, interplay with communications



The Potential provider is expected to use their expertise to design, deliver, support and evaluate the qualification. The Authority will want to see considered thought around what teaching method best suits the topic and whether an external site for delivery of all or some of those topics would be appropriate. A plan of the full qualification incorporating the chosen teaching methods including pre-work activities, online tutorials, workshops and evaluation will need to be submitted two weeks after the contract is awarded.  
There are approximately 20 participants currently in year 2 of the GCS FS programme who will be eligible to undertake the qualification in September 2017 (year 3). The qualification will need to apply to subsequent GCS FS cohorts. Additional numbers may fluctuate, but not significantly. Any Potential Provider will work closely with GCS to ensure consistency of standard and quality from year to year. The Potential Provider can be given an indication of participant numbers a year in advance of the qualification beginning, followed by a definitive number two months ahead. Under the terms of the Fast Stream contract the programme will continue to pay the Potential Provider costs, should any student drop out mid-way through the year-long qualification.  To clarify, any payment will be honoured by the Authority should students leave mid-qualification. 

[bookmark: _Toc368573031][bookmark: _Toc487643033][bookmark: _Toc487709864]6	The requirement
[bookmark: _Toc487643034][bookmark: _Toc487709203][bookmark: _Toc487709865]
The learning intervention should be post graduate and/or professional qualification level at the standard set and used by the chosen supplier as a chartered body. The qualification will be a combination of stretching bespoke learning products/modules covering the areas set out in 6.3.4. The Authority would want to see a blend of theory and practical application, where interactive activities and learning can bring about behaviour change. In addition the course needs to be flexible to meet the needs of busy Fast Stream participants using a blend of distance and face-to-face learning. The Authority anticipates the course would be modular-based with the Potential Provider advising what teaching method is most appropriate for each module or topic. The aim of the learning is that participants receive an accredited qualification at the end of the year-long programme. This can be in the form of a certificate or other physical product, which acts as evidence of their successful completion of the qualification.  During any face-to-face learning, the supplier would be required to provide the technology needed by teachers and participants. The Potential Provider would also be expected to have responsibility for notifying and communicating with students before, during and after the course i.e. to notify them of start dates, venues, times, requirements, pre-learning etc. It would also be the responsibility of the Potential Provider to share any study books and links to online resources that would be relevant to the learning. Assessment for the qualification should be decided by the Potential Provider, be it after each topic / module or one main assessment before the year end.
The Potential provider has the opportunity to include existing learning products if applicable and approved by GCS and the Civil Service Fast Stream team. The Potential provider is encouraged to consider all types of learning products when choosing the most appropriate for this qualification. 
[bookmark: _GoBack]For each of the subject areas at 5.1, the Potential provider should consider the following entries:  
Is this topic part of an existing qualification?
What content is included in the topic – or what content would you include if it’s not currently in existence? 
How is it taught – or what methods would you use to teach it, if it’s not currently in existence?
Will a pass / fail mark be included as part of the qualification and if a student fails what would the recommendation be; to re-take or re-sit the module/year?  
Do you have trainers experienced in the subject areas listed in 5.1? 
Questions 6.3.1 – 6.3.4 will be tested as part of the evaluation criteria in Appendix D.
6.6 	Evaluation is a critical part of this requirement.  Success for this qualification means an increase in capability, demonstrating that the Authority is developing and growing their own best communications talent, helping to drive best practice and better outcomes. The Potential Provider should state clearly what evaluation criteria will be used and demonstrate any proven best practice in evaluation, outlining how the insight would be fed back to the Authority. 
[bookmark: _Toc368573032][bookmark: _Toc487709866]key milestones
The Potential Provider should note the following project milestones that the Authority will measure the quality of delivery against:

	Milestone
	Description
	Timeframe

	1
	Advise on format and content for the qualification 
	Within 2 weeks of contract award

	2
	Produce detailed project plan for qualification 
	Within 3 weeks of contract award

	3
	Design of bespoke learning products
	Within 11 weeks of contract award

	4
	Quality Assurance of products with GCS and identified experts
	Ongoing throughout design and delivery

	5 
	In the event of a delay specific to the design of the qualification, review option to extend by a period of one month
	August 2017 

	6
	Confirmed delegate numbers and details for year 1
	August 2017

	7
	Launch of qualification
	25 September 2017

	8
	Delivery of qualification 
	25 Sep 2017 – 1 Aug 2018

	9 
	Break in service of 1 month to review success of qualification
	1 June 2018 

	10
	Confirmed delegate numbers and details for year 2
	1 August 2017

	11
	Award qualification for year 1 students 
	10 September 2017

	12
	Delivery of qualification year 2 
	25 Sep 2018 – 1 Aug 2019

	13 
	Break in service of 1 month to review success of qualification
	1 June 2019 

	14
	Confirmed delegate numbers and details for year 3
	1 August 2019

	15
	Award qualification for year 2 students
	10 September 2019

	16
	Delivery of qualification for year 3 
	25 Sep 2019 – 1 Aug 2020

	17
	Review full contract and options to renew
	1 June 2020

	18
	Award qualification for year 3 students 
	10 Sep 2020 


[bookmark: _Toc302637211]
[bookmark: _Toc487709867][bookmark: _Toc368573033]8.    	authority’s responsibilities
8.1	In the weeks directly following the contract award the supplier is required to attend face-to-face meetings.  Once the approach and direction are certain this will transfer to weekly updates by teleconference. The Authority will provide information relevant to the requirement, as requested by the supplier. 
[bookmark: _Toc487709868]9.	reporting	
9.1	The FS contract will be managed by an official of the Authority who will act as nominated officer responsible for the day-to-day management of the contract.   
[bookmark: _Toc368573034][bookmark: _Toc487709869]10.       volumes						
10.1	There are approximately 20 participants currently in year 2 of the GCS FS programme who will be eligible to undertake the qualification beginning 25 September 2017 (year 3). The qualification will need to apply to subsequent FS cohorts, where the number of participants may fluctuate but not greatly. For example, the cohort launched in September 2016 will undergo the qualification in September 2018.  The numbers are dependent upon Whitehall Department demand, which is set to be around 20 places for the first couple of years.  The anticipated numbers of Delegates for Year 1 is 19, Year 2 is 12 and Year 3 is 25, although these numbers are not guaranteed and may fluctuate. 
[bookmark: _Toc368573035][bookmark: _Toc487709870]11. 	continuous improvement
11.1	The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration. 
11.2	The Supplier should present new ways of working to the Authority during the scheduled contract review meetings. 
11.3	Changes to the way in which the services are to be delivered must be brought to the Authority’s attention immediately and agreed prior to any changes being implemented.
[bookmark: _Toc368573036][bookmark: _Toc487709871]12.	quality
12.1	All products and learning to comply with GCS standards and methodology. 
12.2	Qualification design and planning meetings and subsequent quarterly reviews, to be held in person at 70 Whitehall, London. The Authority to be made aware of any individual not complying with the agreed process such as failing to attend workshops, or not completing assignments.  A process to tackle reoccurring or prolonged issues should be discussed and agreed with the Authority before the start of the qualification.  
[bookmark: _Toc368573037][bookmark: _Toc487709872]13.	PRICE
13.1	All travel and other costs in the design and delivery of this Qualification should be included in the price submission per Delegate. 
13.2	Prices are to be submitted using Appendix E, Pricing Schedule and should be inclusive of any expenses but exclusive of VAT. 
13.3	The allocated budget for this requirement is set at £3,200.00 per Delegate. Potential Providers are reminded that any pricing submission above this amount will not be considered.

[bookmark: _Toc368573038][bookmark: _Toc487709873]14.	STAFF AND CUSTOMER SERVICE
14.1	The Authority requires the supplier to be a chartered body who will provide a sufficient level of resource throughout the duration of the FS qualification contract, in order to consistently deliver a quality service to all parties. 
14.2	The Supplier’s staff assigned to the FS qualification contract shall have the relevant experience to deliver the contract. Staff information should be provided by the Potential Provider and should outline all personnel contributing to the design and delivery of the qualification, as well as their grade, daily rate, their role in the contract and the number of days input they will give. The Authority retains the right to remove from the contract any staff member not meeting the standards set by the Authority for the delivery of this qualification. 
14.3	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.  
[bookmark: _Toc368573039][bookmark: _Toc487709874]15.	service levels and performance
15.1     The Authority will measure the quality of the Supplier’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Reporting
	Weekly progress reports are to be provided prior to scheduled contract meetings.
	90%

	3
	Quality
	The Supplier carries out ongoing quality checks during the design and delivery phases, to ensure the qualification meets the required standard. The supplier to provide regular updates as necessary.  
	100%

	4
	Delivery timescales 
	Fast Stream qualification complete and released to service in September 2017.  
	90%

	5 
	Standards 
	All products and learning to comply with GCS standards and methodology and the standards currently used by the Supplier as a chartered body. 
	100%



[bookmark: _Toc368573040]15.2	The start of the qualification is 25 September 2017. In the event of circumstances that cause a delay in the design of the qualification, the Authority has incorporated an option to extend clause by a period of one month. 
15.3	In the case of poor performance refer to the Termination Clause in Appendix C.  This is only to be used as a last resort and any underperformance would be managed by the Authority following due process. Poor Supplier performance can be defined as:
15.3.1        Design of qualification not meeting deadlines 
15.3.2	Delivery of the qualification not achieved within the allotted timeframe of one year
15.3.3        Poor quality and low standard trainers 
15.3.4	Qualification not meeting the required standards or having adequate, or                                     relevant content 
15.3.5       Feedback from participants highlighting issues that need addressing  
15.3.6	A lack of respect and understanding for the Authority’s style, culture and           values demonstrated by any trainer 
15.4	The Authority appreciates it is difficult to quantify the above points and will enter into      dialogue with the supplier to put improvement plans in place.
15.5	In the event of a contract termination, the supplier will provide all materials and work in progress to the Authority. The supplier will not be permitted to use any material/WIP for their own use.
[bookmark: _Toc487709875]16.	Security requirements
16.1	Any information held on individuals on the Fast Stream will be confidential and subject    to Data Protection. 
16.2	Any external third parties entering the Cabinet Office will need to announce themselves at reception, where normal access procedures are in place. 
[bookmark: _Toc368573041][bookmark: _Toc487709876]17.	intellectual property rights (ipr)
17.1	All IPR rights are outlined in Appendix C (Terms and Conditions). 
[bookmark: _Toc487709877][bookmark: _Toc368573042]18.	payment
18.1	The Authority will supply a purchase order for the total amount. Invoicing to be agreed at specific intervals i.e. after delivery of each module/learning intervention i.e.
18.1.1	Completion of milestones 1-6 secures payment of 25% total funding on 25 September 2017: Design of bespoke learning products. 
18.1.2	Delivery of 1st half of qualification (milestone 7) secures payment of 25% total funding on 1 February 2018.
18.1.3	Completion of milestones 7 and 8 secures payment of 50% total funding on 10 September 2018. 
18.2	Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables. 
18.3	Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
[bookmark: _Toc368573043][bookmark: _Toc444518886][bookmark: _Toc487709878]19.	Location of training 
19.1	The location of any face-to-face learning run as part of the qualification, would ideally be provided by the Supplier at their own venue. The amount of travel must be kept to a reasonable rate. Acceptable travel can be defined as 3 or 4 times to an external venue, located outside of London, or 5 or 6 times to a venue within central London, per year.  The Potential Provider will need to note that any venue costs should be included in the price per Delegate.  
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