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FRAMEWORK SCHEDULE 4
ORDER FORM AND TERMS AND CONDITIONS OF CONTRACT


12/08/2013

PART 1 – ORDER FORM

SECTION A

This Contract is awarded by way of Single Tender Action. 


The Supplier agrees to supply the Services specified below on and subject to the Contract Terms and Conditions for Services, provided separately. 

For the avoidance of doubt this Contract consists of the terms set out in this Order Form and the Terms and Conditions for Services, provided separately.


	Order Number
	To be confirmed, following Contract Award.

	From
	Cabinet Office 

("CUSTOMER")

	To
	Saxton Bampfylde Hever Limited


("SUPPLIER")






SECTION B 

1. contract period


	1.1. 
	Commencement Date:

The contract is deemed to have commenced on 9th November 2020.


	 

	Expiry Date:

31st March 2021, or upon successful appointment of both candidates, whichever is soonest.












2. Services

	2.1.  
	Services required: 

In Annex A – Services Required of this document.

.






3. Implementation Plan


	3.1. 
	Project Plan: 
Not required.





4. contract performance


	4.1. 
	Standards: 
As indicated in Annex A – Services Required, of this document.


	4.2
	Service Levels/Service Credits: 
Not applied

	4.3
	Critical Service Level Failure:
Not applied

	4.4
	Performance Monitoring: 
Not applied





5. personnel


	5.1
	Key Personnel: 
REDACTED
("CUSTOMER")

REDACTED
(“SUPPLIER”)




6. PAYMENT

	6.1
	Contract Charges (including any applicable discount(s), but excluding VAT): 
In Annex B - Contract Charges of this document. 


	6.2
	Payment terms/profile (including method of payment e.g. Government Procurement Card (GPC) or BACS):
In Annex B - Contract Charges of this document. 



	6.3
	Reimbursable Expenses: 
No Applied.

	6.4
	Customer billing address: 
Invoices should be submitted to: REDACTED

	6.5
	Contract Charges fixed for: 
The duration of the contract term.


	6.6
	Supplier periodic assessment of Contract Charges:
Not applicable.


	6.7
	Supplier request for increase in the Contract Charges:
Not permitted.





7. LIABILITY and insurance


	7.1
	Estimated Contract Charges:
REDACTED


	7.2
	Supplier’s limitation of Liability 
In Clause 14 of the Terms and Conditions.


	7.3
	Insurance: 
The Supplier’s standard business insurance shall apply.





8. TERMINATION and exit

	8.1
	Termination: 
In Clause 16 of the Terms and Conditions of Contract.


	8.2
	Undisputed Sums Limit:
In Clause 5 of the Terms and Conditions of Contract.






9. supplier information



	9.1
	Supplier's inspection of Sites, Customer Property and Customer Assets:
Not applicable.


	9.2
	Commercially Sensitive Information:
The Supplier’s proposal and pricing shall be classed as commercially sensitive information.





10. OTHER REQUIREMENTS


	10.1
	Guarantee:
Not required.


	10.2
	Security:
In Clause 13 of the Terms and Conditions of Contract.


	10.3
	Failure of Supplier Equipment: 
Not Applied.

	10.4
	Protection of Customer Data 
In Clause 13 of the Terms and Conditions of Contract.


	10.5
	Notices 
Customer’s postal address:
REDACTED
[bookmark: _GoBack]
Supplier’s postal address:
REDACTED


	10.10
	Transparency Reports
Not applicable.


	10.11
	Alternative and/or Additional Clauses and if required, any Customer alternative pricing mechanism:
Not applicable.


	10.12
	Supplier’s Proposal:
In Annex C – Supplier’s Proposal of this document.













FORMATION OF CONTRACT
BY SIGNING AND RETURNING THIS ORDER FORM (which may be done by electronic means) the Supplier agrees to enter into a Contract with the Customer to provide the Services in accordance with the terms of this Order Form and the Terms and Conditions.
The Parties hereby acknowledge and agree that they have read the Order Form and the Terms and Conditions and by signing below agree to be bound by this Contract.
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 the Order Form from the Supplier within two (2) Working Days from such receipt.
	For and on behalf of the Supplier:

	Name and Title
	REDACTED

	Signature
	REDACTED

	Date
	27.11.2020

	For and on behalf of the Customer:

	Name and Title
	REDACTED

	Signature
	REDACTED

	Date
	27 November 2020












Annex A – Services Required

1. [bookmark: _Toc368573027][bookmark: _Toc522714834]PURPOSE
1.1 The Department of Health and Social Care (DHSC) is seeking to commission the help of an Executive Search consultancy to support them in the recruitment campaign for the position of Chief Scientific Adviser, who will be part of DHSC’s senior leadership team. There should be a diverse mix of high calibre candidates who will be shortlisted to fill the vacancy of Chief Scientific Adviser. The Cabinet Office Civil Service Talent Director General Workforce Team (“The Authority”) will be helping BEIS project manage this process. 

2. [bookmark: _Toc368573028][bookmark: _Toc522714835][bookmark: _Toc297554773][bookmark: _Toc296415805][bookmark: _Toc296415793]BACKGROUND TO THE CONTRACTING AUTHORITY
2.1 [bookmark: _Toc368573029][bookmark: _Toc522714836]Civil Service Talent Director General Workforce Team is part of Civil Service HR and sits within Cabinet Office. We are a central government expert service specialising in the attraction, search, selection and recruitment of Senior Civil Servants at pay band 3, Director General Grade or SCS3. The team is regularly commissioned by departments and other government organisations to deliver end-to-end recruitment for some of government’s most important leadership and specialist positions.

3. BACKGROUND TO REQUIREMENT/OVERVIEW OF REQUIREMENT
3.1 [bookmark: _Toc297554774]The DHSC SCS recruitment team, who we support, have requested the help of the Authority in delivering this campaign. 
3.2 The Department of Health and Social Care is a ministerial department which sponsors and works with 15 Arm’s Length Bodies to deliver the Secretary of State’s duty to promote a comprehensive health service “designed to secure improvement in the physical and mental health of the people of England; and in the prevention, diagnosis and treatment of physical and mental illness”. 
3.3 The Chief Scientific Adviser plays a leading role in enabling the Government to harness the power of health research to transform the delivery of services, dramatically improve health outcomes, drive economic growth, and underpin the UK’s international competitiveness. As a key member of the Departmental Board and Executive Committee, this role occupies one of the most senior and influential positions within the Department; with direct accountability to Ministers and reporting directly to the Permanent Secretary and the Chief Medical Officer. The CSA has primary responsibility for ensuring that the Department’s policies are soundly based on the best available evidence and that the Department’s resources and plans for investment in science align closely with the Department’s overall strategy.   Encouraging innovative and creative solutions is essential, both for major programmes and for the day to day operation of the Department and its network.  The CSA will have direct access to Ministers to enable him/her to provide independent advice.  
3.4 The CSA role requires a stand out senior leader with deep knowledge of best in class scientific thinking who is adept at building effective relationships with the scientific community and key internal and external stakeholders across DHSC, the NHS and its partner organisations. 

4. [bookmark: _Toc522714837][bookmark: _Toc368573030]DEFINITIONS 
	Expression or Acronym
	Definition

	DHSC
	Department of Health and Social Care

	CST
	Civil Service Talent Director General Workforce Team

	CSA
	Chief Scientific Adviser


5. [bookmark: _Toc522714838]SCOPE OF REQUIREMENT 
5.1 Executive recruitment search, or headhunting support, has been requested by DHSC to help identify an appropriate pool of candidates for the role of CSA.
5.2 This will involve a process or exploring the market, understanding the organisation’s needs, culture and output and then building a search list of suitable candidates to approach and speak to.
5.3 The supplier will also be collating all applications once the vacancy is live, along with attending the long and shortlist meetings to present the applicants and their various merits.
5.4 The supplier may be conducting any of the assessments or tests, such as psychometric testing or staff engagement exercises. Exact requirements will be agreed at the first planning meeting with DHSC.
6. [bookmark: _Toc368573031][bookmark: _Toc522714839]THE REQUIREMENT
6.1 The Authority requires the following executive search services:
6.2 Help at planning stage to design a process and literature to support selection, to include:
· Meeting with the vacancy holder to hear in depth view on the role and its responsibilities
· Understanding the role, directorate and future plans of the team
· Advising on length of advertising period
· Likely search area for potential applicants
· Suitable advertising sources
· Salary (although not a formal salary survey or piece of work)
· Approach to diversity and attracting a diverse field
6.3 Launching of the role via external media, where applicable.
· Including on the search supplier’s site (if they have one)
6.4 An application list of suitability qualified and experienced candidates. 
· The supplier to collate all applications via advertising
· The supplier to approach pro-actively the individuals identified as part of the search process  
6.5 A diverse field of applicants.
· Based on the conversations at planning around diversity and the make-up of the team / department.
6.6 A longlist of candidates to be interviewed preliminarily.
· Attendance at a longlist meeting with the selection panel, which is chaired by a Civil Service Commissioner.
· A report is produced by the supplier containing all applications and their grading of their suitability based on the agreed person specification.
· Candidates are graded between A – B (A = recommended, B = marginal, C = not recommended)
· A total of roughly between 8 – 12 are invited to undertake a preliminary interview with the supplier
6.7 A shortlist of candidates to be assessed and subject to a panel interview.
· A further shortlist report is produced by the supplier detailing the outcome of the preliminary interviews.
· The panel meet again (chaired by a Civil Service Commissioner)
· The panel agree to shortlist between 3-6 candidates.
6.8 Supporting CST with candidate handling and literature confirming all assessments and interviews.
· Including date, time and location of interviews.
· Details of assessments including deadline.

7. [bookmark: _Toc368573032][bookmark: _Toc522714840]KEY MILESTONES AND DELIVERABLES
7.1 The following Contract milestones/deliverables shall apply:

	Milestone/
Deliverable
	Description
	Anticipated Timeframe or Delivery Date

	1
	Launching of the role through external media and supplier’s site, where applicable
	Within week 3 of Contract Award 

	2
	A diverse application list of suitability qualified and experienced candidates.
	Within week 8 of Contract Award 

	3
	Produce a longlist of candidates for preliminary interviews 
	Within week 9 of Contract Award 

	4
	Produce a shortlist of candidates to be assessed and subject to panel interview
	Within week 11 of Contract 



[bookmark: _Toc302637211]
8. [bookmark: _Toc368573033][bookmark: _Toc522714841]MANAGEMENT INFORMATION/REPORTING
8.1 The Authority requests that the supplier records all longlist and shortlist notes that are relevant, to be used for providing candidate feedback.
8.2 The Authority requires that diversity data is collected for every candidate at each stage of the recruitment process.

9. [bookmark: _Toc368573034][bookmark: _Toc522714842]VOLUMES
9.1	This requirement for executive search support is based on a single campaign or appointment

10. [bookmark: _Toc368573035][bookmark: _Toc522714843]CONTINUOUS IMPROVEMENT
10.1 The Supplier will be expected to continually improve the way in which the required Services are to be delivered throughout the Contract duration. Any improvements to be agreed by CST.

11. [bookmark: _Toc522714844]SUSTAINABILITY
11.1	The Supplier acknowledges that the Authority must at all times be seen to be actively promoting sustainable development though its environmental, social and economic responsibilities.

12. [bookmark: _Toc368573036][bookmark: _Toc522714845]QUALITY
12.1 Suppliers may be REC (the Recruitment & Employment Confederation) accredited, although it is not a formal requirement.

13. [bookmark: _Toc368573037][bookmark: _Toc522714846]PRICE
13.1 Prices are to be submitted via the e-Sourcing Suite [Attachment 4 – Price Schedule excluding VAT and including all other expenses relating to Contract delivery.
13.2 It is agreed contracted services will be provided at the FIRM rate of £40,000 including all expenses, but excluding VAT.
14. [bookmark: _Toc368573038][bookmark: _Toc522714847]STAFF AND CUSTOMER SERVICE
14.1 There are no specific qualifications that we are seeking from the supplier.  
14.2 Levels of customer service should be monitored throughout the campaign and raised with the supplier if an issue is raised. 
14.3 The Supplier shall provide a sufficient level of resource throughout the duration of the Contract in order to consistently deliver a quality service.
14.4 The Supplier’s staff assigned to the Contract shall have the relevant experience to deliver the Contract to the required standard. 
14.5 The Supplier 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.  
15. [bookmark: _Toc368573039][bookmark: _Toc522714848]SERVICE LEVELS AND PERFORMANCE
15.1 The Authority will measure the quality of the Supplier’s delivery by:
15.1.1 The Authority requires the following:
	KPI/SLA
	Service Area
	KPI/SLA description
	Target

	1
	Availability
	All telephone, email or postal enquiries to be fully answered within 5 working days of receipt
	100%

	2
	Complaints Handling
	Any issues raised to be acknowledged within 2 working days of receipt
	100%

	3
	Contract Management
	Supplier to attend Review Meetings as arranged with the Authority
	100%


[bookmark: _Toc368573040][bookmark: _Toc522714849]
16. SECURITY AND CONFIDENTIALITY REQUIREMENTS
16.1 N/A.
17. [bookmark: _Toc522714850][bookmark: _Toc368573042]PAYMENT AND INVOICING 
· REDACTED
17.1 Before payment can be considered, each invoice must include a detailed elemental breakdown of work completed and the associated costs. 
17.2 Invoices should be submitted to: REDACTED
18. [bookmark: _Toc522714851]CONTRACT MANAGEMENT 
18.1 The Authority will remain in regular contact with both the supplier and hiring department throughout the recruitment campaign.
18.2 Attendance at Contract Review meetings shall be at the Supplier’s own expense.
19. [bookmark: _Toc368573043][bookmark: _Toc522714852]LOCATION 
19.1 The location of the Services will be carried out at the supplier business address with periodical meetings at REDACTED

Annex B - Contract Charges 
1. The Services described in Annex A – The Services, will be provided at the firm rate of £40,000 including all expenses, but excluding VAT. 
2. Authority will make payment on the following basis:
· REDACTED 
· REDACTED
· REDACTED
3. REDACTED

Annex C – Supplier’s Proposal
4. The Supplier warrants that it will apply best endeavours to achieve the Customer’s requirements and timescales as defined in Annex A - Services Required. 






