[bookmark: 1vsw3ci][bookmark: 4fsjm0b]DPS SCHEDULE 4: LETTER OF APPOINTMENT AND CONTRACT TERMS
[bookmark: 2uxtw84][bookmark: 1a346fx]Letter of Appointment
[bookmark: 3u2rp3q][bookmark: 2981zbj]CCZZ18A30 – Commissioned Selective Licensing Research Project
[bookmark: odc9jc]Dear Sirs
[bookmark: 38czs75]
[bookmark: 1nia2ey]Letter of Appointment
[bookmark: 47hxl2r]
[bookmark: 2mn7vak]This letter of Appointment is issued in accordance with the provisions of the DPS Agreement (RM6018) between CCS and the Supplier dated 10th September 2018. 
[bookmark: 11si5id]Capitalised terms and expressions used in this letter have the same meanings as in the Contract Terms unless the context otherwise requires.
[bookmark: 3ls5o66]
	Order Number:
	(TBC Post Award) 

	From:
	Ministry of Housing, Communities and Local Government ("Customer")

	To:
	Opinion Research Ltd, The Strand, Swansea, SA1 1AF ("Supplier")


 
	Effective Date: 
	11th September 2018

	Expiry Date:
 
 
	End date of Initial Period - 10th May 2019
End date of Maximum Extension Period – 10th July 2019
Minimum written notice to Supplier in respect of extension: two (2) Months 


 
	Services required:
 
 
	Set out in Section 2, Part B (Specification) of the DPS Agreement and refined by the Customer’s Project Specification attached at Annex A and the Supplier’s Proposal attached at Annex B; and Annex C Suppliers Pricing Matrix


 
	Key Individuals:
	For the Client:
[REDACTED]

For the Supplier: 
[REDACTED]

	Guarantor(s)
	N/A


 
	Contract Charges (including any applicable discount(s), but excluding VAT):
	As confirmed in Annex C – Supplier’s Pricing Matrix. The total Contract value shall not exceed £62,657.00 excluding VAT.  

Any costs that have not be included or differ from those included within Annex C – Suppliers Pricing Matrix will be calculated by using the following rate card. All rates will be held firm for the duration of the Contract including any extensions. 

	Staff Grade 
	Day Rate. Day= 8 Hours

	
	

	Board Level / Chief Executive
	 [REDACTED] 

	Category A
	[REDACTED] 

	Category B
	[REDACTED] 

	Category C
	[REDACTED] 

	Category D
	[REDACTED] 

	Category E
	[REDACTED] 




All costs will be agreed between the Supplier and the Customer prior to any work commencing. No travel and subsistence will be paid.
Payment can only be made following satisfactory delivery of pre-agreed certified products and deliverables and in line with the agreed project milestones. 

Payment milestones will be agreed with the Supplier based on the schedule of work proposed.  Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 

	Insurance Requirements
	In line with CCZZ18A30 RM6018 Contract Terms

	Customer billing address for invoicing:
	Ministry of Housing, Communities and Local Government
[REDACTED] 
Email: [REDACTED]


 
	Alternative and/or additional provisions (including Schedule 6 (Additional clauses)):
	N/A


 
[bookmark: 20xfydz]FORMATION OF CONTRACT
[bookmark: 4kx3h1s]BY SIGNING AND RETURNING THIS LETTER OF APPOINTMENT (which may be done by electronic means) the Supplier agrees to enter a Contract with the Customer to provide the Services in accordance with the terms of this letter and the Contract Terms.
[bookmark: 302dr9l]The Parties hereby acknowledge and agree that they have read this letter and the Contract Terms.
[bookmark: 1f7o1he][bookmark: 3z7bk57]The Parties hereby acknowledge and agree that this Contract shall be formed when the Customer acknowledges (which may be done by electronic means) the receipt of the signed copy of this letter from the Supplier within two (2) Working Days from such receipt
For and on behalf of the Supplier:                            For and on behalf of the Customer:
Name and Title:                                                           Name and Title:
Signature:                                                                    Signature:
[bookmark: 2eclud0]Date:                                                                            Date:
[bookmark: thw4kt]
ANNEX A
Customer Project Specification

1. DEFINITIONS 
	Expression or Acronym
	Definition

	MHCLG
	Ministry of Housing, Communities and Local Government

	Selective Licencing
	A power under Part 3 of the Housing Act 2004 that local housing authorities hold to require the licencing of dwellings in the private rented sector in a particular designated area. Local Authorities can designate areas that meet the criteria, but since 2015, any designation covering either 20% of the geographical area or 20% of privately rented homes in the LHA area requires the approval of the Secretary of State for Housing. A designation can be made for up to five years.

	HMO
	House in multiple occupation. This is where at least 3 tenants, forming more than 1 household, share at least one facility in the property (e.g. toilet, bathroom, or kitchen facilities).

	LA
	A local authority	



2. [bookmark: _Toc368573029][bookmark: _Toc519857039]BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT
2.1 Selective licensing of privately rented properties is a targeted tool designed to improve standards and safety in the private rented sector. A local housing authority (LHA) can designate a selective licensing scheme to run for up to five years.  The designation is made to combat problems in the private rented stock within an LHA’s area experiencing one or more “conditions”: anti-social behaviour, low housing demand, poor property conditions, an influx of migration, a high level of deprivation or high levels of crime.
2.2 Selective licencing is a power under Part 3 of the Housing Act 2004 that local housing authorities (LHAs) hold to require the licencing of properties in the private rented sector in a designated area, which are not covered by the mandatory or discretionary powers local authorities have to license houses in multiple occupation (HMOs).  The effect is that landlords are required to obtain an individual licence for each of the properties they rent out in the designated area (subject to specific statutory exemptions, e.g. women’s refuges, holiday lettings). 
3.3 The designated area of a selective licencing scheme may be all or part of a LHA’s area, subject to meeting the statutory conditions for the introduction of a scheme.  It can only be made in order to address one or more of the following specific problems in the local private sector housing market, as defined in the legislation.  The two conditions introduced in the 2004 Act were supplemented by an additional four conditions in 2015.  The six conditions are: 

2.3 Housing Act 2004:
2.3.1 anti-social behaviour;
2.3.2 low demand for housing; 
2.4 2015 additional conditions:
2.4.1 poor property conditions;
2.4.2 high levels of migration;
2.4.3 high levels of deprivation or 
2.4.4 high levels of crime
2. In parallel, in 2015, a general approval was introduced which required selective licensing schemes  affecting more than 20% of a local authority’s geographical area or its private rented sector stock, to be approved by the Secretary of State before it could be brought into force.
2.6 The study is being commissioned in order to help to fulfil the Customer’s public commitments to carry out a review of selective licensing in legislation, and to the departmental Select Committee.
3. [bookmark: _Toc519857041][bookmark: _Toc368573031]SCOPE OF REQUIREMENT 
3.1 The objectives for the Contract, which involves working with local authorities, tenants and landlords, are to develop:
3.2 An assessment of the impact of selective licencing: whether it has achieved the intended outcomes (by leading to improvements in the conditions outlined in paragraph 3.3 and 3.4) and/or any evidence of unintended outcomes.
3.3 An assessment of how selective licensing has been used as a policy tool, specifically examining design, use and operation across different local authorities; whether the powers it provides are sufficient to deliver the intended outcome; whether there may be more useful local alternatives and the policy implications. 
3.4 There are a number of different types of selective licencing schemes in operation, varying from small neighbourhoods to whole local authority areas, and the approach to the study will need to reflect variation (e.g. between place, duration, resourcing and/or type of scheme).
3.5 The review will need to pay particular attention to the impact upon the conditions of selective licencing, which are listed below:
· anti-social behaviour;
· low demand for housing; 
· poor property conditions;
· high levels of migration;
· high levels of deprivation; or 
· high levels of crime.
3.6 There is some background information available, which may be useful in refining a methodology to address the requirements of section 5.1 and 5.2. The Customer commissioned a report in 2007 to set the baseline for HMO and selective licensing. A further study, commissioned by the Customer and published in 2010, aimed to evaluate HMO and selective licensing in England. 
4. [bookmark: _Toc519857042]THE REQUIREMENT
4.1 [bookmark: _Toc368573032]The Customer requires a series of outputs that directly address the research objectives outlined in section 5.1 and 5.2.
4.2 The Customer requires a mixed methods approach that will build upon and enrich existing understanding of selective licencing. 
4.3 There are challenges in assessing the research objectives. Some schemes are applied across an authority, and other schemes are applied only in part of an authority (this level of designation depends on how the local authority decided to implement its own selective licensing scheme). This means there are challenges in trying to assess the impact of selective licensing using published quantitative data alone, as the data may not be available at sufficiently granular detail. Further, different schemes have been in operation for different lengths of time. There is no central register of selective licence nationwide, but, for information, as of November 2017 11 out of the 33 London LAs had designated areas as subject to selective licensing.
4.4 The Supplier should note that as smaller selective licencing schemes can be implemented locally without Customer approval there is no requirement for local authorities to report details of these schemes to the department. The Customer does not have a complete list of selective licensing schemes but it will assist the Supplier by sharing data where possible. Local Authorities are required to publish the designation of a selecting licensing scheme, however there is not set common format imposed. Further, smaller selective licensing schemes are not required to publish this information. The Supplier must therefore develop an initial communication plan to engage with local authorities, along with a sampling plan for selecting a representative sample across the variety of schemes.
4.5 The assessment should consider the ways local authorities use and implement selective licensing schemes. This might include, but is not limited to, why the decision was made to use selective licensing, the size of a scheme and how it is targeted, how the local authority prepares for a scheme and engages with stakeholders, how a scheme integrates with other aspects of private rented sector enforcement, any problems the local authority faces at all stages in the process, what the perceived and actual benefits are, before, during and at the end of a scheme, and costs associated with implementing and operating selective licensing to local authorities and landlords.
4.6 On the qualitative side, the Supplier will need to engage with local authorities and other stakeholders, to identify and understand the key impacts and issues emerging from the implementation of selective licencing of dwellings in the private rented sector and whether this varies by place, duration, resourcing and/or type of scheme.
4.7 On the quantitative side, the Supplier will need to ascertain which published data metrics, if any, are sufficiently robust to be used to assess the performance of different selective licencing schemes against their stated objectives.
4.8 The Supplier will then need to synthesise the different strands of research to respond to the two objectives.
4.9 The Supplier will be responsible for producing a plan which addresses the two objectives, outlining the project plan, time scales for participant engagement, fieldwork, analysis and outputs to share with the Customer. 
5. [bookmark: _Toc519857043]KEY MILESTONES
5.1 The Supplier should note the following project milestones that the Customer will measure the quality of delivery against:

	Milestone
	Description
	Timeframe

	1
	Inception meeting
	Within week 1 of Contract Award

	2
	Fieldwork commences
	Within week 3 of Contract Award

	3
	Interim progress report
	October 2018

	3
	Draft report outlining key findings 
	March 2019

	4
	Presentation of draft report to project board
	April 2019

	5
	Final report 
	17th May 2019



6. [bookmark: _Toc519857044][bookmark: _Toc368573033]CUSTOMER’S RESPONSIBILITIES
6.1 The Customer will ensure all contractual obligations are adhered to and managed accordingly. A key contact will be identified within the Customer as the Contract Manager to oversee the project. Any Supplier queries will be addressed and responded to within 3 working days by the Contract Manager. The Customer will provide suitably qualified persons to attend and chair supplier meetings when required to do so.
6.2 The Customer will assist the Supplier in sharing data where possible, including applications to the Secretary of State for implementing selective licensing schemes where more than 20% of privately rented homes are affected, subject to agreement that the data will be treated confidentiality (see section 12). The Customer can assist with providing some relevant contacts in local authorities with selective licensing schemes.
7. [bookmark: _Toc519857045]REPORTING
7.1 The Supplier will be required to provide all outputs in Microsoft Word, in plain English and for these to be quality assured and proof read by the Supplier before submission to the Customer. Reporting is to be delivered in a format agreed by the Customer in line with the proposed approach/methodology.
7.2 The Customer will require bi-weekly progress reports throughout the project with regular updates of a risk register, these may be in written form or conducted through teleconference and confirmed via email as necessary. 
7.3 The Supplier will provide:
· An interim report, summarising initial findings of the approach, and providing details on progress made from evidence gathering, analysis and outstanding work required to complete the project.
7.4 A draft report analysing and summarising the following: 
· Evidence, findings and conclusions that may be drawn about the effectiveness of selective licensing as outlined in section 5.
· The impact of how it is used/applied
· Identify barriers/enablers to the effective/ineffective operation of schemes 
· Possible alternatives or interventions that may achieve improvement in effectiveness of schemes.
7.5 The draft report will be required by 31 March 2019.
7.6 The draft report will need to incorporate high level findings of an internal review being run in parallel of application process for Secretary of State’s approval of larger selective licensing schemes. This review is considering areas such as the application process, LAs experience of this process, and what changes could make the process more effective.
7.7 A presentation of the draft report to the project board, to be held in April 2019
7.8 A final report, building on the draft report and providing a more detailed analysis of the investigation into objectives (1 and 2). (This will be required by 17 May 2019).
7.9 The format of the interim and final reports will depend upon the results of fieldwork, and will be agreed between the Customer and the Supplier at appropriate stages.
8. [bookmark: _Toc519857047]STAFF AND CUSTOMER SERVICE
8.1 [bookmark: _Toc368573039]The Customer will work with the Supplier to produce a full risk register following award. The risk register will be updated throughout the life of the project and will be included along with regular progress updates. 
8.2 The Customer will measure the quality of the Supplier’s delivery by:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Communication
	Brief progress reports by email against agreed work milestones circulated by the Supplier no later than one working day before progress meetings. Regular discussions via telephone as required. 
	100%

	2
	Project management
	All action points from progress meetings circulated and agreed within two days of meeting.
	100%

	3
	Completion of objectives (1) and (2)
	Draft Report to be submitted to the Authority by the agreed deadline. 
	100%

	4
	Completion of objectives (1) and (2)
	Document describing and confirming the approach proposed to be submitted to agreed deadline and accepted and approved by the Authority.
	100%



8.3 The Customer will maintain a record of Suppliers adherence to the agreed service level and performance timelines. Any non-adherence will result in performance review meetings between the Customer and the Supplier, to provide a full debrief and explanation as to why the service level agreement was not met. Improvement plans will also be established here. Performance Management will be in accordance with Terms and Conditions as set out in Annex C – Terms and Conditions.  
8. Where the Supplier fails to provide a Service Improvement Plan or fails to deliver the agreed Service Improvement Plan to the required standard, the Customer reserves the right to seek early termination of the Contract in accordance with the procedures set out in Annex C - Terms and Conditions.
9. [bookmark: _Toc368573040][bookmark: _Toc519857048]SECURITY REQUIREMENTS
9.1 [bookmark: _Toc368573041]The Supplier will be required to securely store data, which may include personal data, in accordance with GDPR requirements. The Potential Provider must follow the appropriate requirements for this as set in Annex C – Terms and Conditions
9.2 The Supplier will be required to provide assurance to the Customer that all data will be destroyed within a reasonable timeframe from completion of the project.
10. [bookmark: _Toc519857049]INTELLECTUAL PROPERTY RIGHTS (IPR)
10.1 [bookmark: _Toc368573042]The Customer will retain full Intellectual Property Rights for the work completed. This is in accordance with the Special Terms added into Annex C – Terms and Conditions. 























ANNEX B
[bookmark: 1smtxgf]Supplier Proposal

1. INTRODUCTION
11. The Customer is reviewing the effectiveness of the selective licensing regime, which applies to residential landlords in the private rented sector. The scheme is a tool designed to improve standards and safety in the sector and can be introduced in areas where there is evidence that the private rented sector is having a detrimental effect.  .   
11. The business objective is to assess if the scheme is working in the way it was intended and, if not, whether any changes would improve effectiveness. 
11. The specific requirements include:
· Identifying all the selective licensing schemes which have been set up under the regime 
· Assessing the impact of each scheme 
· Has it achieved intended outcomes 
· Have there been any unintended outcomes 
· Assessing how selective licensing has been used as a policy tool by different local authorities 
· Are the powers it provides sufficient? – Are there local alternatives? 
11. To meet these objectives the Supplier has proposed a multi-stage methodology which includes; 
 
Develop comprehensive list of selective licensing schemes
•
Survey of local authorities in England
•
Online and telephone contact
•
Desk research
45
 Depth interviews with Stakeholders
•
Exploring perceived effectiveness of scheme
Identifying any unintended outcomes
Big Data / Quantitative metrics
•
identifying relevant robust metrics
-
quantifyimg impact in scheme area
-
comparing with matching "control" areas

 
1. CREATING A COMPREHENSIVE LIST –SURVEY 
12. There is currently no definitive list of areas where selective licensing is in operation.  The first stage of this project would be to undertake a survey with the relevant authorities across England. 
12. The Supplier will draw up a list of the relevant planning authorities across England and identify the most relevant contact within each authority.  This would be done via a combination of any contacts that Customer were able to provide alongside the Suppliers own contacts from their work within the housing sector where for example they have worked with over half of all local authorities in developing their Local Plan evidence bases in areas such as housing needs and Gypsy and Traveller Accommodation Assessments.  
12. Any gaps would be addressed by desk research including using a member of the Suppliers call centre staff to contact the relevant authority for a named contact. Call Centre staff would be fully briefed on the purpose of the database and, should they be put through to a senior contact as part of this process, they would be able to explain the upcoming project and tell them to expect further contact. This would result in a list of between 300 and 350 contacts. 
12. A questionnaire will be developed in close consultation with the Customer and would include questions on:
· Whether the local authority has introduced any selective licensing schemes 
· Why was the scheme introduced 
· Did the scheme require approval from Secretary of State 
· Has the scheme been evaluated 
· Has the scheme been renewed / Will it be renewed 
· Is the scheme perceived as having achieved objectives 
· Has the local authority applied to introduce any licensing schemes and been refused o Size / Type / Purpose /Reason for refusal 
· Has the local authority introduced other measures instead of selective licensing 
· Would they be willing to participate in follow-up research 
12. The first phase of the survey will be conducted using an online survey.  This approach is both cost effective and the best approach for these senior stakeholders.  An emailed survey that can be completed at their desk at a time convenient to them and also gives them the opportunity to check facts as required. 
12. The Supplier will send a personalised email invitation to each contact.  This email invite would include a brief explanation of the purpose of the research, a contact name and number at the Supplier alongside details of a suitable contact within the Customer who would be able to verify that the Supplier had been commissioned to undertake the work. The email would provide a personalised link to the online survey.   
12. The Suppliers software system will allow them to know who has completed the questionnaire and can arrange to send email reminders or make follow-up calls to non-responders.  Two or three reminders are anticipated to non-responders with at least a week’s gap between contacts.  
12. Follow-up calls will be made to non-responders by telephone interview team offering the option to complete the survey over the phone or, if appropriate, simply gather a few basic details so that the list is as complete as is feasible. The Suppliers call centre team includes trained business-to-business interviewers who are highly skilled in reaching and interviewing senior personnel on various technical issues.   
12. If, following these approaches there were still areas without information the Supplier will conduct a more detailed desk review including planning authority websites to complete the information as far as possible. 
12. The following link is a short demonstration version of the Suppliers online survey tool.  
www.opinionresearch.co.uk/stakeholdersurveydemo 
12. The data collected from this survey would be compared with any data supplied by the Customer and discrepancies, such as a null response from an authority which the Customer believe to have a scheme would be followed up with a phone call. 
1. DEPTH INTERVIEWS WITH LOCAL AUTHORITIES AND OTHER STAKEHOLDERS 
13. The above survey will provide the Supplier with a comprehensive database of selective licensing schemes as well as summary information about each scheme.  Once this information was available the Supplier will be able to develop a strategy for a recommended distribution of depth interviews with the stakeholders across England which would be based on the types of scheme in place. 
13. The Supplier will conduct approximately  
· 	30 depth interviews with Local Authorities and  
· 	15 with other Stakeholders  
13. The balance of interviews would be finalised once the database has been completed and discussed with the Customer. The majority of these interviews would be with those who had experience of introducing and managing a scheme, and including interviews with those who applied for a scheme and were rejected as well as those organisations that have not considered introducing a scheme but potentially used local alternatives. 
13. Other stakeholders such as National Landlords Association, Residential Landlord’s Association, 
13. Universities, Chartered Institute of Housing alongside more tenant focused groups such as Citizen’s Advice, Shelter and the NUS would be considered for inclusion. The final selection would be discussed with Customer. 
13. Depth interviews would therefore seek to cover areas where; 
· 	Large selected Licensing schemes have been introduced 
· 	Smaller selected licensing schemes have been introduced 
· 	Schemes have existed but not been renewed 
· 	Schemes have existed and been renewed 
· Selected licensing scheme applications have been rejected or withdrawn 
· 	Alternative measures have been used to address issues 
· 	A range of different conditions, criteria and objectives have been set 
13. These interviews would be conducted by senior members of the housing team and would be spread to capture experiences from a range of different scheme types – e.g. smaller and larger schemes, older and newer schemes, those introduced for different objectives and importantly those perceived as successful or unsuccessful.  
13. The Supplier will develop an outline topic guide and questionnaire for these interviews and propose to email a copy of this to interviewees in advance of the discussion to ensure they have the opportunity to consider their responses and gather any relevant information in advance of the appointment. The topic guide would be developed in close consultation with Customer and would be likely to include:
· 	Problems that the area faced 
· 	What evidence was gathered to justify the potential introduction of the scheme 
· 	How the decision to introduce a scheme was reached 
· Was their demand from any particular group 
· 	What consultation was undertaken before the scheme was introduced 
· 	What alternative measures were considered 
· Whether alternatives were tried before selective licensing was considered 
· 	Whether any evaluation criteria were put in place as part of the scheme 
· Were any metrics identified as key performance indicators 
· What were the objectives of the specific scheme 
· What was the initial driver 
· What was the primary objective 
· What were the secondary objectives  
· 	What outcomes were predicted 
· Were these achieved 
· Is there progress towards them 
· How were they being evaluated 
· 	Have there been any unforeseen outcomes – negative  or positive 
· 	Is the scheme still pertinent or have circumstances changed 
· 	Attitudes towards the existing legislation for selective licensing schemes 
· 	Suggested changes / improvements to regime 
· 	Rating of the current process / bureaucracy around introducing such schemes 
13. The majority of the interviews will be conducted over the telephone although a small proportion (5 – 10) will be conducted face-to-face. These interviews tend to last slightly longer and provide greater detail and will depend on the complexity of the local issues and the preferences of the respondents. Where possible the Supplier will record these interviews with the participant’s permission so that these can be used for reference during the report writing phase. 
13. Participants will subsequently be provided with the Suppliers email address in case they wish to send further information, submissions or comments following the interview.  This allows for them to reflect on the meeting, discuss with colleagues or simply collate some facts to support more general comments made within the interview.  
1. BIG DATA / QUANTITATIVE METRICS 
14. Very little follow-up work or collection of key metrics has been undertaken by local authorities to assess the effectiveness of their selective licensing schemes and there are real challenges in applying a consistent set of metrics to all current or past schemes. 
14. There are also particular challenges to using data in any consistent method across the ranged of existing schemes.  These challenges include:
· 	Different size schemes 
· 	Schemes in operation for differing lengths of time 
· 	Data not available at sufficient granular detail 
· Data not available at suitable timescale – i.e. pre-scheme and then after suitable time lag 
· Differing key objectives 
· 	Other factors skewing results – e.g. population shift due to external factors  
14. The Supplier will explore in detail which published data metrics are sufficiently robust to be used to assess performance. This task will be undertaken by both Senior Housing researchers and  Senior Analyst who will explore any datasets and consider ways in which data can be usefully mapped and compared. 
14. The Supplier will also explore any data referenced by local authorities to support their licensing applications or to contribute to their evaluation activity.  This data will be tested by the Suppliers research team for robustness and included within their analysis as appropriate. 
14. [bookmark: 4cmhg48]Other key stakeholders, including the Customer, may have data sources to contribute to this exercise and these will all be reviewed and given the appropriate weighting within the overall analysis. A core consideration will be a recognition of the different factors / criteria for introducing different schemes in so that not all data will be consistently relevant for each location. 
14. There are two core workstreams to the analysis and interpretation required for this project Identifying the “universe” and potential case studies 
14. The first step will be a review of the data collected from the online survey and follow-up quantitative data collection from the relevant planning authorities.  
14. Immediately following the survey completion a basic set of data tables will be created analysing the results from the questionnaire.  This will provide a summary picture of licensing schemes including:
· Location 
· Size 
· Initial criteria & objectives 
· Duration 
· Perceived success 
14. The Supplier will create a map to summarise the overall picture. The Project team will hold a planning meeting at which they will review this information and agree which areas to focus on for detailed analysis as well as to identify suitable comparator areas.
14. The Supplier will seek to analyse the outcomes by comparing licensing areas with unlicensed neighbouring areas and with paired areas which are not licensed. This will allow the Supplier to compare the impact of a selective licensing scheme with an area facing the same core issues but where no scheme has been introduced.  In effect, creating a control group through which the impact of a scheme can be assessed. 
14. The range of different scales of schemes from small areas up to local authority wide schemes means that a range of different paired comparators will be required. The Supplier will characterise the range of local authorities who have introduced selective licensing as falling in to a number of categories including: 
· Inner city areas which have seen high levels of international migration which has seen a sharp growth in the private rented sector and deterioration in the quality of their housing stock; 
· University areas where the housing market has become dominated by student households; 
· Areas of larger older housing, particularly in seaside towns where the dwelling stock is suitable for conversion to smaller private rented units; and  
· Areas of low housing demand, particularly in northern England towns and cities where poor conditions in the private rented sector deter potential owner occupiers. 
14. An area such as the London Borough of Newham introduced selective licensing across the whole borough on the back of growing student numbers, international migration and a housing stock which was suitable for sub-division. However, the list does help to frame the issues facing different local authorities who have introduced licensing.  
14. The Suppliers Senior Analyst would undertake the process of identifying comparator areas using the processes explained below.  This is likely to be an interactive process which will be reviewed and refined by the project team.
14. The precise criteria and number of control group areas would need to be developed once the initial database had been developed to ensure that a control for each of the core types of scheme to be evaluated could be identified. The Supplier will compare areas with selective licensing to: 
· Neighbouring areas  - to assess if one of the impacts has been to displace problems to neighbouring wards or local authorities 
· Control areas – where no licensing has been introduced licensing to assess if outcomes are significantly different 
14. Identifying Comparator Areas 10. The ONS produced a ‘2011 Area Classification for Local Authorities’ which places each of the 391 UK local authority districts into different groups based on their 2011 Census characteristics.  This allows local authorities across the UK to be compared and classified according to their characteristics. 
14. In parallel, the Customers ‘Planning Practice Guidance for Housing and Economic Needs Assessment March 2014’ required that the performance of the housing market area under consideration be compared with areas with similar economic and demographic characteristics.  
14. The Supplier will follow the approach used by the ONS in their ‘2011 Area Classification for Local Authorities’ utilising an approach based on squared Euclidean distance measures to align any local authority or group of local authorities with their most appropriate comparator area. 
1. QUANTITATIVE DATA WORKSTREAM 
15. The Supplier will explore whether there is any relevant data which provides a pre and post picture for any individual scheme.  This will include any data collected directly by the planning authority managing the scheme. This data will be fully interrogated for robustness. 
15. The requirement to ascertain which published data metrics might be sufficiently robust to be used to assess performance.  The table below shows the initial review of available metrics which would be considered for inclusion. It will be necessary to consider different factors for different locations when considering the impact of any scheme against its’ initial objectives.  The Supplier will continue to explore additional data sources including any data provided by individual authorities. 
15. An early requirement will be to explore in detail which published data metrics might be sufficiently robust to be used to assess performance.   
15. This task will be undertaken by both a Senior Housing researcher and Senior Analyst who will explore any datasets and consider the ways in which data can be usefully mapped and compared. 
15. The following is an initial review of potential sources which the Supplier will develop in more detail:






[image: ] 
15. The final data will be merged, mapped and analysed by the Suppliers senior Housing analyst and reviewed by the rest of the project team.  They will raise any potential hypotheses which are emerging from the qualitative workstream and this will allow the Supplier to test this against any available empirical data. 
15. The full data exploration undertaken will be summarised as an appendix in the final report and the key emerging evidence will be fully integrated within the final report using appropriate data mapping and data visualisation to help communicate the “story” of the data.  As an example of the Supplier’s work, the map below shows the percentage of homes failing to meet the decent homes standard at ward level in Bath and North East Somerset, Bristol, North Somerset and South Gloucestershire.  
 

 
 
1. QUALITATIVE DATA WORKSTREAM 
16. Immediately after each interview, researchers will draw up a short summary of the discussion including quotes, key themes and the overall outcome.   
16. The Supplier will combine these notes with the online survey information collected at the first stage of the project. This will provide the additional insight into any differences in opinion and experience by. 
16. Reporting qualitative research is a particular skill as it is not only “reporting views” verbatim but requires appropriate interpretation and integration of feedback from across the respondent group, giving appropriate weight to views and experiences of different stakeholders.  
16. Following the majority of the interviews the Supplier will hold a review meeting and agree overall themes for the final report.  The Supplier will review recordings from individual interviews and identify illustrative verbatim comments to support the themes. 
1. REPORTS AND PRESENTATION 
17. The Supplier will produce full interpretative reports that fairly analyse the data as well as providing insights and recommendations. The full report will:
· Provide evidence, findings and conclusions on the effectiveness of selective licensing 
· Explore the impact of how selective licensing is used / applied 
· Identify barriers / enablers to the effective / ineffective operation of schemes 
· Recommend changes / alternatives which could improve the effectiveness of schemes 
17. The report will be developed with the intended audience in mind and will include charts, graphics and other visuals to support the findings. It will be designed to synthesise the different strands of activity into a coherent response to the project objectives.  For this project, the Supplier will place a strong emphasis on how the existing policy is operating and also on the potential policy implications of the findings.  
17. This report will generally be in Word format although this can be adjusted in accordance with the Customer’s preferences. The Supplier will seek to create visual charts to explain the “story” within the data, however cannot be sure of the format any visuals or infographics might take as this will be dependent on the emerging findings. Potential approaches include a mapping exercises which might highlight where different types of schemes are located across the country or flow charts and decision trees which could identify where alternative approaches would be most effectively considered.  
17. The draft report will be written by the Senior Housing Researcher’s and reviewed by the Project Director and Project Manager to ensure all insights have been captured and that the data is accurately reported. The Project Director will give a final internal sign-off before the draft is issued. 
17. The Supplier will develop a suitable executive summary report – which can either be incorporated within the report of exist a standalone summary document. It will provide the findings in a clear and engaging format and be designed to work as an easy reference document.   
17. The Supplier will develop a presentation in PowerPoint format, tailored to the required audience of this will provide an engaging overview of the research findings including all the key areas sub-group differences as well as providing insights and recommendations. The format of this debrief would be discussed in detail prior to the event and would leave suitable time for development and discussion of the recommendations if this was felt to be the appropriate format. The draft presentation will be written by a Senior Housing Researcher and, as with the report, will be reviewed and signed off by the Project Director before the draft is supplied for comment.   
 
1. OUTPUTS  
18. The Supplier will provide the required outputs in accordance with the timetable supplied in the brief:
· An interim report – summarising initial findings and detailing outstanding planned activity 
· A Draft report – including the specified content detailed above (by 31st March 2019) 
· A presentation – to be delivered at the Customer’ premises during April 2019 
· A final report meeting the Customer’s requirements (by 17th May 2019)
1. PROJECT MANAGEMENT 
19. The Supplier has developed a formal Project Management System (PMS) which is based on the principles of PRINCE II and provides the framework for all project delivery under ISO 9001:2008 and ISO 20252:2012 accreditations. Staff go through extensive training in the effective use, and requirements of the system. The key features are that PMS: 
· 	Focuses on business needs to deliver the project effectively;  
· 	Has a defined structure for the project management team;  
· 	Plans an approach around outputs;  
· 	Divides projects into manageable and controllable stages;  
· 	Is flexible and applies controls appropriate to the scale and size of the project.  
19. Immediately following the project inception meeting, the Project Manager  will produce a Project Initiation Document (PID) which sets out precise project requirements, including details about methodology, sampling, data collection, communication strategy, analysis, and reporting. This will confirm the full project team and their roles within the project, alongside an agreed process of working with Customer. 
19. This document will also include an agreed Project Plan that confirms key milestones and dates.  
19. Project Managers are responsible for ensuring quality is managed throughout each project and that milestones and deadlines are met. This includes ensuring that resources are available at the appropriate times and managing any co-ordination between other team members. 
19. In terms of day-to-day management, the Supplier will use the PMS to ensure effective delivery. All members of the project team have access to the PMS, and can monitor progress and action / stage completions via the system. The PMS holds specific details for each project, or project wave to ensure the project team can track stages and progress. There is a detailed timetable listing of all actions to be taken throughout the project, and who is responsible. 
19. The system sends out automated daily alerts to all team members advising of actions to be taken; and flags up any actions or activities that are late / delayed for various reasons.  
19. The quality controls the Supplier will have in place are as follows:  
· The project management system (PMS), including the project initiation document (PID), clarifies as many requirements and potential issues as possible. It is updated as and when necessary;  
· Overall audit procedures ensure staff are following processes properly;  
· Formal check logs at various stages of the project e.g. analysis or reporting;  
· Auditing and proofing are undertaken by different members of the team or senior staff;
· Experienced senior researchers sign off a draft report before it is forwarded to the client.  
· The Suppier will nominate a core project team, including a senior member of the ORS team, to take responsibility for delivery of the study.   
19. The Supplier will have a Business Improvement Register (BIR) which is integrated into their business processes to support ISO accreditations. This ensures on-going improvements and enhancements to their processes and procedures; maintaining quality across the business on an on-going basis. 
1. QUALITY ASSURANCE 
20. In working with clients, the Supplier’s primary aims are:  
· Being responsive to clients’ needs  
· Ensuring the confidentiality, integrity and availability of information  
· Involving senior staff at all stages of the project 
· Undertaking high quality work at fair prices  
· Providing added value to projects 
· Carrying out reliable applied research without compromising fundamental theoretical values  	
· Working to deadlines; but not accepting programmes of work that are unrealistic or that compromise quality  
· Writing thoughtful and tailored reports 
· Presenting clear and powerful presentations  
· Undertaking projects in-house and not subcontracting work.  
20. All the Suppliers research activities and systems will be fully accredited and delivered rigidly to BS ISO 9001:2008 (UKAS registered). The ISO certificate covers the whole of the research business, from identifying client’s needs and frontline data collection to project management and report writing. 
20. All the Suppliers interviewers (both telephone and face-to-face) are IQCS trained and fieldwork procedures have also been fully accredited. 
20. The Supplier will be accredited for BS ISO 20252:2012 (UKAS registered) - the specialist social research standard, and all work is compliant with this standard.  
20. The Supplier will be certified under BS ISO 27001:2013 across all their research functions. 
20. The Supplier will have been assessed by the NPIA (National Policing Improvement Agency) and their systems and facilities have been approved to manage protected and restricted information under their PASF (Police Approved Secure Facilities) system. As well as being certified under the UK Government Cyber Essentials scheme which requires suppliers handling of sensitive and personal information to be certified. The Supplier will also be registered under the Data Protection Act. 
20. The Supplier is a Market Research Society Company Partner and complies with the MRS Code of Conduct. 
20. The Suppliers internal audit system is an essential part of the quality assurance procedures. Auditors are gathered from across the company to ensure business processes are challenged and interrogated from different perspectives. All internal auditors attend a two-day training course provided externally by the Wales Quality Centre. All Business Processes are internally audited at least every six months with Major, Minor and Opportunities for Improvement recorded on a Business Improvement Register and reported to the Business Review Meeting on a quarterly basis. Any on-going issues identified are discussed and measures introduced to rectify these which are then monitored appropriately. 
1. Project Risk Register 
21. As part of project set-up, the Supplier will develop a full risk register with mitigations that will form part of the Project Initiation Document (PID) under the Supplier’s ISO accreditations. 
21. At this stage the following is highlighted as some of the main risks for this project: 
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1. PROJECT MANAGEMENT 
22. The Supplier will have a bespoke project management system (PMS) to capture all the details of projects, client requirements, costs and other critical delivery details. The PMS is based on PRINCE II project management principles and written guidance is given to all project managers. 
22. At the project outset, the Project Manager produces a Project Initiation Document (PID) which sets out precise project requirements, including key milestones and deadlines. Project Managers are responsible for all milestones and deadlines throughout the project and will co-ordinate internal resources to ensure that all projects can be supported at the necessary time. 
22. The Supplier will have an automated system which provide weekly reports and daily alerts to all members of a project team including reminders of upcoming deadlines and milestones.  
22. The following is a suggested outline timetable for this project:
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22. The Supplier will be able to access the wider resources of the company as and when appropriate. 
22. These additional resources include: 
· A team of experienced quantitative researchers who regularly set-up and manage online surveys using ORS’s bespoke online survey software 
· In-house Call Centre – this is a 26 seat call centre which is managed by three permanent members of staff.  The telephone interviewing team includes staff with considerable business-to business interviewing experience who can identify contacts and make appointments for required depth interviews  
Specialist Qualitative Research team, including the Head of Qualitative Research, who would be available to support in conducting depth interviews should they be required   
· Experienced data processing team who review and code any open-ended questions within a questionnaire 
· Five strong data analysis team, including the Supplier’s Senior Analyst, who can offer support to the specialist housing analysts should they be required 
· Fieldwork and administrative staff who ensure that day-to-day operations run smoothly on all projects 
· Wider IT support and in-house software development team.
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Condition for Selective  Licensing    Data sources available   

Anti - social behaviour;     Data on very local area reports of anti - social behaviour is  reported on the  police.uk   website.  This currently gives monthly  reports for the last three years, but archived data does provided  information for longer time periods.    It would also be possible for local case studies to consider  changes before and after the introduction of selecti vely licensing  based upon locally collected data   

Low demand for housing;     Data is published for local estimates of the population in the form  of the ONS’s ‘Small area population estimates in England and  Wales: mid - 2016’ and for the dwelling stock in the   form of the  VOA Council Tax by band at Lower Super Output Area.   Therefore, it is possible to compare the growth in population  relative to the dwelling stock for small areas to indicate of  demand has increased by reducing vacancies. Local authority  Counci l Tax records also record properties which are registered  as long - term empties so these can be compared over time.   

Poor property conditions;     While the English Housing Survey contains detailed information  on housing conditions it will contain only limited information for  areas with selective licensing due to sample size issues. Given  that the English Housing Survey contains around 6,000 physical   surveys per annum and areas with selective licensing are a  small minority of the total housing stock there will be at most a  few hundred surveys per annum in licensed areas.    It is also the case that MHCLG are clear in their ‘Data security  strategy arrang ements July 2013’ that the EHS cannot be used  for commercial contracts such as this one, so its use must be  ruled out for this study.    It is also the case that ORS and other organisations have  predictive models for stock condition which identify estimates  property conditions for very local areas.  However, these models  are trend based so any changes in stock due to licensing will not  be p icked up by the models which will instead assume that  trends continue.    Instead, for poor property conditions there is information  gathered by local authorities which is useful in this regard.  This  includes environmental health and landlord enforcement ac tion,  the rate of conversion of properties to smaller units, changes in  Council tax status between different types of residential  occupation.    Therefore, while there is no single data source which can be  used to assess property conditions consistently acro ss the  country it will be possible to compare licensed and unlicensed  areas at a more local level by utilising information held by local   

  authorities.   

High levels of migration;     Data is published for local estimates of the population in the form  of the ONS’s ‘Small area population estimates in England and    Wales: mid - 2016’ and for the dwelling stock in the form of the  VOA Council Tax by band at Lower Super Output Area.   Therefore,   it is possible to compare the growth in population  relative to the dwelling stock for small areas to indicate if areas  are see growth rates in their population which are higher or  lower than before licensing.   
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 Risk   Likelihood   Impact   Mitigation   RAG Status    

Delays in  developing    contact list for  online survey   Low   Medium   We have good contacts within a number of  local authorities which will form the basis of  this list.    The information should be in the public  domain and should be relatively easy to  obtain.    We have an in - house call centre with trained  staff who are experien ced in calling  businesses and obtaining  relevant contact    details.  If progress is slower than anticipated,  additional staff can easily be allocated.      

Errors in  questionnaire  after online  survey begun   Low   High   ORS complete extensive testing of the survey  script by the research team in advance of any  fieldwork commencing.     The script would be tested and signed off by  the Project Manager and sent to Client for  sign off before being launched.     It is very unlikely that after rigorous testing,  faults would be identified in the script.     Regular reviews extract and test the data to  ensure that the collection process is working  properly, including immediately after the first  survey is completed, to  ensure no mistakes  occur.      

Errors in data  collection for  online survey   Low   High   To ensure accuracy, a number of standard  data quality checks take place and quality  control procedures are adhered to.    We would also undertake regular reviews of  data collected during the fieldwork process  which should ensure that any error would be  corrected in the early stages of fieldwork.      

Delays in client  approvals   Medium   Medium   This can impact on project deadlines.  Although this element is out of ORS’ control  we recognise that sometimes delays occur.  We believe we have allowed realistic timings  for feedback.    We work in a flexible and responsive way  and our aim would be to minimi se the impact  of any such event.    We believe that even if some non - critical  milestones had to be adjusted the project  would still be delivered on time.      

Stakeholders  unwilling to  participate in   Low   Medium   We are confident that, given the nature  of the  project, we will be able to engage with the  necessary stakeholders.      

 

depth  interviews     Our team are experienced in engaging  participants in projects and do not anticipate  any difficulties in engaging sufficient numbers  from the overall sample .    

 


image7.emf
Date    Task       

 Mid - Sept   Project Commissioned      

 Late Sept   Project Inception meeting      

 Oct   Create list of Planning Authority contacts    Draft online questionnaire for Local Authorities    Identify secondary data sources    Interim report (specified in brief)      

 Nov   Sign - off online survey    Launch online fieldwork    Chase Reponses    Early analysis for secondary data sources      

 Dec   Review responses    Telephone follow up of missing areas    Draw up database of licensing areas    Select areas for depth interviews    Select comparator areas    Agree topic guide  / questionnaires for interviews  with stakeholders      

 Jan   Depth interviews with stakeholders    Analysis continues      

 

Feb   Report writing begins    Mop - up fieldwork      

Mar   Draft report delivered      

April   Presentation / Debrief to project Board    Report amends      

May 17 th     Final report delivered      
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