NATIONAL INSTITUTE FOR HEALTH 

AND CARE EXCELENCE
CONSULTANCY AGREEMENT FOR

SPECIFIC PROJECT SERVICES

1.
BASIC DETAILS

	
	1.1.
NAME AND ADDRESS OF CONTRACTOR (including Company Registration Number if relevant)
	Dods Parliamentary Communications Ltd
11th floor, The Shard, 32 London Bridge Street, London SE1 9SG

01262354

	
	 
	

	
	1.2.
DESCRIPTION OF CONTRACTOR 
	Private limited company

	
	
	

	
	1.3.
DESCRIPTION OF PROJECT SERVICES
	Provision of NICE Annual Conference

	
	
	

	
	1.4.
NICE BUDGET HOLDER
	

	
	
	

	
	1.5.
NICE PROJECT MANAGER
	

	
	
	

	
	1.6.
NOMINATED MANAGER OF CONTRACTOR
	

	
	
	

	
	1.7.
CONTRACTOR AUTHORISED SIGNATORY
	

	
	
	
	
	

	
	1.8.
DATE AGREEMENT SIGNED
	26
	09
	2017

	
	
	
	
	

	
	1.9.
DATE AGREEMENT COMES INTO EFFECT (IF DIFFERENT FROM ABOVE)
	01
	10
	2017

	
	
	
	
	

	
	1.10.
DATE AGREEMENT ENDS (IF FIXED DATE)
	30
	09
	2020

	
	
	
	
	

	
	1.11.    CONTRACT NUMBER
	NICE 1201

	
	
	

	
	1.12     PROJECT NUMBER
	740488


IT IS AGREED AS FOLLOWS

2.
DEFINITIONS

	"Agreement"
	this Agreement and any Annexes attached to it.

	"the Contractor"
	the person in 1.1 or any partner, employee, agent, sub-contractor or other lawful representative of the person in 1.1.

	"NICE"
	The National Institute for Health and Care Excellence, Level 1A, City Tower,
Piccadilly Plaza, Manchester.
M1 4BT

	"the Milestones"
	the milestones as set out in Annex 2.

	"the Project Services"

References to legislation
	the Project Services set out in 1.3 as more fully described in Annex 1.

A reference to any statute, enactment, order, regulation or other similar instrument shall be construed as a reference to the statute, enactment, order, regulation or instrument as subsequently amended or re-enacted.


3.
AGREEMENT

3.1.
In consideration of NICE making certain payments to the Contractor, the Contractor has agreed to provide the Project Services to NICE on the terms and conditions of this Agreement 
3.2.
The payments for the Project Services are fixed and no further payments shall be made by NICE.

4.
OBLIGATIONS OF THE CONTRACTOR

4.1.
The Project Services

4.1.1.
The Contractor shall carry out the Project Services in accordance with Annex 1 and to a quality acceptable to NICE acting reasonably.

4.1.2.
No material changes to the Project Services shall be permitted without the written consent of NICE Project Manager.

4.1.3.
The Contractor shall use its best endeavours to achieve the milestones set out in Annex 2 ("the Milestones").

4.2.
Sub-Contractors

4.2.1.
The Contractor shall agree with NICE the use of any sub-contractor to carry out any part of the Project Services.  

4.2.2.
The Contractor shall ensure that any sub-contractor it uses adheres to the obligations of this Agreement as if the sub-contractor were the Contractor.

4.3.
Instructions
4.3.1.
The Contractor shall comply fully with the reasonable instructions of the Project Manager and, if the Contractor is working in NICE, with the office rules of NICE.

4.4.
Financial Control

4.4.1.
The Contractor shall keep accurate books and accounts in respect of the Project Services and, if requested in writing by NICE, shall (at its own expense) have them certified by a professional firm of auditors.

4.4.2.
The Contractor shall, on receipt of reasonable notice, permit NICE to inspect and take copies (at NICE's expense) of any financial information or records NICE requires which relate to this Agreement.  

4.5.
Communication

4.5.1.
The Contractor shall ensure that all communications with NICE concerning the Project Services shall only be between the nominated representatives of both Parties, that is, NICE Project Manager who shall be the Manager nominated by NICE from its own staff or such other person as NICE shall nominate in writing, and the nominated manager of the Contractor.

4.6.
Laws and Regulation

4.6.1
The Contractor shall adhere to all laws and regulations relating to the provision of the Project Services.

4..6.2
The Contractor shall comply in all material respects with applicable environmental laws and regulations in force from time to time in relation to the Services.  Where the provisions of any such legislation are implemented by the use of voluntary agreements or codes of practice, the Contractor shall comply with such agreements or codes of practices as if they were incorporated into English law subject to those voluntary agreements being cited in tender documentation.

4.6.3
While at NICE’s Offices, the Contractor shall comply, and shall ensure that its employees comply with, the requirements of relevant Health and Safety and other relevant legislation, including regulations and codes of practice issued thereunder, and with NICE’s and any Beneficiary’s own policies and procedures.

4.6.4
The Contractor shall at all times maintain a specific Health and Safety at Work policy relating to the employment of his own staff whilst carrying out their duties in relation to the Contract on the NICE’s or any Beneficiary’s premises. The Contractor shall ensure the co-operation of its employees in all prevention measures designed against fire, or any other hazards, and shall notify NICE’s of any change in the Contractor's working practices or other occurrences likely to increase such risks or to cause new hazards.
4.7.
Taxation

4.7.1
Where the Contractor or Key Individuals supplied by the Contractor are liable to be taxed in the UK in respect of consideration received under this contract, the Contractor shall, and ensure that the Key Individuals shall, at all times comply with the Income Tax (Earnings and Pension) Act 2003 (ITEPA) and all other statutes and regulations relating to income tax in respect of that consideration.

4.7.2
Where the Contractor or Key Individuals are liable for National Insurance Contributions (NICs) in respect of consideration received under this contract, , the Contractor shall, and ensure that the Key Individuals shall, at all times comply with the Social Security Contributions and Benefits Act 1992 (SSCBA) and all other statutes and regulations relating to NICs in respect of that consideration.

4.7.3
NICE may, at any time during the term of this contract, request the Contractor to provide information which demonstrates: 

(a)
how the Contractor or the Key Individuals comply with clauses 4.7.1 and 4.7.2 above; or why

(b)
Clauses 4.7.1 and 4.7.2 are not applicable to the Contractor or the Key Individuals.

4.7.4
Where applicable, a request under clause 4.7.3 above may specify the information which the Contractor or the Key Individuals must provide and the period within which that information must be provided.

4.7.5
NICE may terminate this Contract if:

(a)
in the case of a request mentioned in clause 4.7.3 above:-

(i)
The Contractor or the Key Individuals fails to provide information in response to the request within twenty [20] days, or

(ii)
The Contractor or the Key Individuals provides information which is inadequate to demonstrate either compliance with clauses 4.7.1 and 4.7.2 above or why these clauses do not apply to either the Contractor or the Key Individuals;

(b)
in the case of a request mentioned in clause 4.7.4 above the Contractor fails to provide the specified information within twenty [20] days, or 

(c)
it receives information which demonstrates that, at any time when clauses 4.7.1 and 4.7.2 apply to the Contractor, the Contractor is not complying with those clauses.

4.7.6
NICE may supply any information which it receives under Clause 4.7.3 to the Commissioners of Her Majesty’s Revenue and Customs for the purpose of the collection and management of revenue for which they are responsible.
5.
OBLIGATIONS OF NICE
5.1.
Monitoring

NICE shall monitor the provision of the Project Services at its discretion.  To assist in this, the Contractor shall provide such written reports as NICE shall reasonably request.

6.
TERM

6.1.
Except for those clauses 10, 12 and 16 which shall continue after this Agreement terminates, this Agreement shall begin on the date set out in clauses 1.8 or 1.9 and end on the date set out in clause 1.10.  If there is no date in clause 1.10 then this Agreement shall continue until the Project Services are completed to the satisfaction of NICE or such other time as shall be notified by NICE to the Contractor.

7.
PAYMENT

7.1. Subject to the due performance of the Contractor’s obligations, NICE will pay all invoices submitted by the Contractor in accordance with Annex 4 within 30 days of their receipt.

7.2.
The Contractor shall send all invoices, clearly quoting the contract number, to NICE, , alternatively the Contractor can register with Tradeshift http://tradeshift.com/supplier/nhs-sbs to send invoices electronically and have access to Tradeshift updates of the progress of invoices.
7.3.
Invoices sent to NICE shall be accurate and correct in all respects.

7.4.
NICE reserves the unconditional right to withhold payment of the final invoice or invoices until the Project Services are successfully concluded to the satisfaction of NICE and NICE receives a copy of any relevant work created as a result of the Project Services in a form acceptable to the NICE.

8.
STAFF AND RESOURCES

8.1

The Contractor shall be fully responsible in every way for all its staff and all consultants (whether part-time or full-time).

8.2.     The Contractor shall ensure that it complies with all current employment legislation and in particular, does not unlawfully discriminate within the meaning of the  Equality Act 2010 (as amended) the Part Time Workers (Prevention of Less Favourable Treatment) Regulations 2000, the Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002, or any other relevant legislation relating to discrimination in the employment of employees for the purpose of providing the Services.  The Contractor shall take all reasonable steps (at its own expense) to ensure that any employees employed in the provision of the Services do not unlawfully discriminate within the meaning of this Clause 8.2 and shall impose on any sub-contractor obligations substantially similar to those imposed on the Contractor by this Clause 8.2; and
8.3       in the management of its affairs and the development of its equality and diversity policies, the Contractor shall co-operate with NICE in respect of NICE’s obligations to comply with statutory equality duties. The Contractor shall take such steps as NICE considers appropriate to promote equality and diversity, including race equality, equality of opportunity for disabled people, gender equality, and equality relating to religion and belief, sexual orientation and age in the provision of the Services.
8.4      The Contractor shall notify NICE immediately of any investigation of or proceedings against the Contractor under the Equality Act 2010 and shall cooperate fully and promptly with any requests of the person or body conducting such investigation or proceedings, including allowing access to any documents or data required, attending any meetings and providing any information requested.
8.7      The Contractor shall indemnify NICE against all costs, claims, charges, demands, liabilities, damages, losses and expenses incurred or suffered by NICE arising out of or in connection with any investigation conducted or any proceedings brought under the 2010 Act due directly or indirectly to any act or omission by the Contractor, its agents, employees or sub-contractors.
8.8      The Contractor shall impose on any sub-contractor obligations substantially similar to those imposed on the Contractor by this Clause 8.
8.9       NICE shall have the right to be consulted on what staff will be appointed to provide the Project Services.
8.10    The Contractor undertakes to NICE that any person assigned to NICE to supply the Project Services is an employee of the Contractor and that employee(s) shall not be transferred from this assignment without the prior written consent of NICE.
9.
INSURANCE

9.1.
The Contractor shall maintain an appropriate insurance policy to cover its liabilities to NICE under this Agreement.

9.2.
The Contractor shall supply a copy of any relevant insurance policy to NICE together with proof of payments of all premiums if required.

10.
INTELLECTUAL PROPERTY AND COPYRIGHT

10.1.
The Contractor recognises that the Intellectual Property and Copyright in any work which is created as a result of the Project Services by the Contractor or its servants, agents, consultants or independent contractors shall belong to NICE.  

10.2.
In consideration of NICE paying for the Project Services the Contractor with full title guarantee assigns or agrees to procure the assignment to NICE of all vested contingent and future Intellectual Property rights and Copyright in any work created as a result of the Project Services to hold to NICE its successors and assigns absolutely throughout the world for the full period of those rights.

10.3.
The Contractor warrants to NICE that in relation to any work created by itself, its servants, agents, consultants or independent contractors, as a result of the Project Services, that:-

10.3.1.
such work is not a violation of any existing copyright anywhere;

10.3.2.
such work does not contain anything objectionable, obscene or libellous;

10.3.3.
all statements contained in any such work which purport to be facts are true to the best of the Contractor’s actual knowledge at the time of their submission..

10.4.
If the Contractor incorporates any copyrightable work in any work it produces or has produced on its behalf then it shall ensure that appropriate permissions to use that work are obtained in writing. The NICE Project Manager shall have the right to see such permissions.

10.5.
The Contractor shall procure that any independent author or part-author of any copyrightable material created as a result of the Project Services, assigns the copyright with full title guarantee to NICE and waives any moral rights under the Copyright, Designs and Patents Acts 1988.  Any assignment and/or waiver under this sub-clause shall be on NICE's standard terms set out in Annex 3.  The Contractor shall do this as soon as reasonably possible after the creation of any such work.

10.6.
It is the policy of NICE to associate authors with their works. However, there may be exceptional circumstances where this would be to the detriment of NICE. In an exceptional circumstance NICE, as copyright owner, would reserve the right to disassociate the author from the work.

11.
PUBLIC REPUTATION OF THE PARTIES

11.1.
Both Parties recognise the other Party's public reputation and legal responsibilities.  Each Party shall use all reasonable endeavours not to harm or compromise these.

11.2
The parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the FOIA and/or the DPA, the content of this Contract is not Confidential Information.  NICE shall be responsible for determining in its absolute discretion whether any of the content of the Contract is exempt from disclosure in accordance with the provisions of the FOIA and/or the DPA. 

11.3
Notwithstanding any other term of this Contract, the Contractor hereby gives his consent for NICE to publish the Contract in its entirety, including from time to time agreed changes to the Contract, to the general public.  And agrees to the public re-use of the documents provided that such reuse cites the source and do not misuse or deliberately mislead.

12.
CONFIDENTIALITY

12.1.
In respect of any Confidential Information it may receive from the other party (“the Discloser”) and subject always to the remainder of this clause 12, each party (“the Recipient”) undertakes to keep secret and strictly confidential and shall not disclose any such Confidential Information to any third party, without the Discloser’s prior written consent provided that:

12.2
the Recipient shall not be prevented from using any general knowledge, experience or skills which were in its possession prior to the commencement of the Contract;

12.3
the provisions of this clause 12 shall not apply to any Confidential Information which:

(a)
is in or enters the public domain other than by breach of the Contract or other act or omissions of the Recipient;

(b)
is obtained by a third party who is lawfully authorised to disclose such information; or

(c)
is authorised for release by the prior written consent of the Discloser; or 

(d)
the disclosure of which is required to ensure the compliance of NICE with the Freedom of Information Act 2000 (the FOIA).

12.4
Nothing in this clause 12 shall prevent the Recipient from disclosing Confidential Information where it is required to do so by judicial, administrative, governmental or regulatory process in connection with any action, suit, proceedings or claim or otherwise by applicable law or, where the Contractor is the Recipient, to the Contractor's immediate or ultimate holding company provided that the Contractor procures that such holding company complies with this clause 12 as if any reference to the Contractor in this clause 12 were a reference to such holding company.

12.5
The Contractor authorises NICE to disclose the Confidential Information to such person(s) as may be notified to the Contractor in writing by NICE from time to time to the extent only as is necessary for the purposes of auditing and collating information so as to ascertain a realistic market price for the goods supplied in accordance with the Contract, such exercise being commonly referred to as "benchmarking".  NICE shall use all reasonable endeavours to ensure that such person(s) keeps the Confidential Information confidential and does not make use of the Confidential Information except for the purpose for which the disclosure is made. NICE shall not without good reason claim that the lowest price available in the market is the realistic market price.

12.6
The Contractor acknowledges that NICE is or may be subject to the FOIA. The Contractor notes and acknowledges the FOIA and both the respective Codes of Practice on the Discharge of Public Authorities' Functions and on the Management of Records (which are issued under section 45 and 46 of the FOIA respectively) and the Environmental Information Regulations 2004 as may be amended, updated or replaced from time to time.  The Contractor will act in accordance with the FOIA, these Codes of Practice and these Regulations (and any other applicable codes of practice or guidance notified to the Contractor from time to time) to the extent that they apply to the Contractor's performance under the Contract.
12.7
The Contractor agrees that:

12.7.1
Without prejudice to the generality of clause 12.2, the provisions of this clause 12 are subject to the respective obligations and commitments of NICE under the FOIA and both the respective Codes of Practice on the Discharge of Public Authorities' Functions and on the Management of Records (which are issued under section 45 and 46 of the FOIA respectively) and the Environmental Information Regulations 2004;

12.7.2
subject to clause 12.7.3, the decision on whether any exemption applies to a request for disclosure of recorded information is a decision solely for NICE;

12.7.3
where NICE is managing a request as referred to in clause 12.7.2, the Contractor shall co-operate with NICE and shall respond within five (5) working days of any request by it for assistance in determining how to respond to a request for disclosure.

12.8
The Contractor shall and shall procure that its sub-contractors shall:

12.8.1
transfer any request for information, as defined under section 8 of the FOIA, to NICE as soon as practicable after receipt and in any event within five (5) working days of receiving a request for information;

12.8.2
provide NICE with a copy of all information in its possession or power in the form that NICE requires within five (5) working days (or such other period as NICE or a Beneficiary may specify) of NICE or a Beneficiary requesting that Information; and

12.8.3
provide all necessary assistance as reasonably requested by NICE to enable NICE to respond to a request for information within the time for compliance set out in section 10 of the FOIA.

12.9
NICE may consult the Contractor in relation to any request for disclosure of the Contractor's Confidential Information in accordance with all applicable guidance.

12.10
This clause 12 shall remain in force without limit in time in respect of Confidential Information which comprises Personal Data or which relates to a patient, his or her treatment and/or medical records.  Save as aforesaid and unless otherwise expressly set out in the Contract, this clause 12 shall remain in force for a period of 3 years after the termination or expiry of this Contract.
12.11
In the event that the Contractor fails to comply with this clause 12, NICE reserves the right to terminate the Contract by notice in writing with immediate effect.

13.
Data Protection

13.1
The Contractor shall comply with the Data Protection Act 1998 ("the 1998 Act") and any other applicable data protection legislation.  In particular the Contractor agrees to comply with the obligations placed on NICE and any Beneficiary by the seventh data protection principle ("the Seventh Principle") set out in the 1998 Act, namely:

13.1.1
to maintain technical and organisational security measures sufficient to comply at least with the obligations imposed on NICE and any Beneficiary by the Seventh Principle;
13.1.2
only to process Personal Data for and on behalf of NICE and any Beneficiary, in accordance with the instructions of NICE or such Beneficiary and for the purpose of performing the Services in accordance with the Contract and to ensure compliance with the 1998 Act;
13.1.3
to allow NICE to audit the Contractor's compliance with the requirements of this Clause 13 on reasonable notice and/or to provide NICE with evidence of its compliance with the obligations set out in this Clause 13
13.2
The Contractor agrees to indemnify and keep indemnified NICE and any Beneficiary against all claims and proceedings and all liability, loss, costs and expenses incurred in connection therewith by NICE and any Beneficiary as a result of any claim made or brought by any individual or other legal person in respect of any loss, damage or distress caused to that individual or other legal person as a result of the Contractor's unauthorised processing, unlawful processing, destruction of and/or damage to any Personal Data processed by the Contractor, its employees or agents in the Contractor's performance of the Contract or as otherwise agreed between the Parties.

13.3
Both Parties agree to use all reasonable efforts to assist each other to comply with the 1998 Act. For the avoidance of doubt, this includes the Contractor providing NICE and any Beneficiary with reasonable assistance in complying with subject access requests served on NICE and any Beneficiary under Section 7 of the 1998 Act and the Contractor consulting with NICE and any Beneficiary prior to the disclosure by the Contractor of any Personal Data in relation to such requests.

14.
GIFTS AND PAYMENTS OF COMMISSION

14.1.
The Contractor shall not offer or give to any member of staff of NICE or a member of their family any gift or consideration of any kind (including the payment of commission) as an inducement or reward for doing something or not doing something or for having done something or having not done something in relation to the obtaining of or execution of this Agreement or any Agreement with NICE.  This prohibition specifically includes the payment of any fee or other consideration for any work in respect of or in connection with the Project Services carried out by a member of staff of NICE to that member of staff or to a member of their family.

14.2.
Any breach of this condition by the Contractor or anyone employed by the Contractor (with or without the knowledge of the Contractor) or the commission of any offence under the Bribery Act 2010 shall entitle NICE to terminate this Agreement immediately and/or to recover from the Contractor any payment made to the Contractor.

15.
INDEMNITY

15.1.
If the Contractor shall breach this Agreement in any way then it shall fully indemnify NICE from any losses, costs, damages or expenses of any kind, which arise out of or are connected with that breach.

16.
LIMITATION OF LIABILITY

16.1.
Neither party shall be liable to the other for any indirect or consequent loss, damage, injury or costs whatsoever which arise out of or are connected with NICE's adherence or non-adherence to the terms and conditions of this Agreement.  Except in the case of death or personal injury caused by negligence, and fraudulent misrepresentation or in other circumstances where liability may not be so limited under any applicable law

17.
TERMINATION

This Agreement shall terminate in the following circumstances -

17.1.
Breach

17.1.1. In the event that either Party fails to observe or perform any of its obligations under this Agreement in any way then the other Party may end this Agreement on 30 days written notice; but

17.1.2. If the breach complained of by a Party, cannot be remedied to the satisfaction of that Party, then this Agreement shall end immediately on the service of such notice on the other Party;

17.1.3. In every other case if the breach complained of is remedied to the satisfaction of a Party within the notice period this Agreement shall not end;

17.2.
Repeat of Breach

17.2.1.Either Party reserves the right to end this Agreement immediately by written notice if a Party repeats any breach of this Agreement after receiving a written notice from the other Party warning that repetition of the breach shall or may lead to termination (whether or not the repeated breach is remedied within 30 days);

17.3.
Insolvency 

17.3.1.This Agreement shall end immediately if the Contractor goes into liquidation or suffers a receiver or administrator to be appointed to it or to any of its assets or makes a composition with any of its creditors, or is in any other way unable to pay its debts;

17.4.
Change of Management Control

17.4.1.NICE reserves the right to immediately end this Agreement upon any change of the Contractor's management or control within 28 days of NICE finding out of such change. The Contractor shall promptly notify NICE of any such change of management or control.

17.5.
Unsatisfactory Evaluation of the Project Services

17.5.1. In the event that the outcome of any evaluation of the Project Services carried out by NICE under this Agreement is unsatisfactory NICE may terminate this Agreement on 30 days' written notice.

17.6
In addition to its rights under any other provision of the contract NICE may terminate the contract at any time by giving the contractor three months’ written notice

18.
MISCELLANEOUS 


It is further agreed between the Parties:

18.1.
Waiver

18.1.1. No waiver or delay in acting upon or by NICE of any of the requirements of this Agreement shall release the Contractor from full performance of its remaining obligations in this Agreement.

18.2.
Whole Agreement

18.2.1. The Parties acknowledge that this Agreement contains the whole Agreement between the Parties and supersedes all previous agreements whether express or implied.

18.3.
Variation

18.3.1. This Agreement cannot be varied except in writing and signed by the lawful representatives of both Parties.

18.4.
Governing Law

18.4.1 This Agreement shall be governed in all respects by English Law.

	Signed for and on behalf 

of NICE 
	
	
	

	
	Signature
	Name and title
	Date

	Procurement 


	
	Associate Director  

IT and Procurement
	

	
	
	
	

	Contract Manager
	
	External Communications Manager
	

	
	
	
	

	Budget Holder
	
	Associate Director - External Relations
	

	
	
	
	

	Signed for and on behalf 
	
	
	

	of the Provider
	
	
	

	
	Signature
	Name and title
	Date

	Project Supervisor
	
	Head of Healthcare Events
	

	
	
	
	

	Authorised Signatory:
	
	Managing Director - Events
	

	
	
	
	

	 This contract is not valid until all Signatures have been completed


	


ANNEX 1

The Project Services

The Contractor will provide the following services:

General management and logistics:

1. Secure a suitable, high-quality, multi-room venue for the event each year, and liaise with the venue on all issues associated with the booking. 

2. Book and liaise with all contractors, exhibitors and suppliers

3. Liaise with relevant authorities to gain approval, ensure health and safety and venue regulations are complied with, and provide full details, risk assessments and briefs to all contractors and on site management

4. Provide all technical support for the event

5. Provide audience polling and Q&A technology for the event, such as via Slido, Glisser or a similar platform

6. Plan and provide services for the design and build of the conference stage set for the main hall and other breakout rooms 

7. Plan and provide services for the design and build of the exhibition

8. Plan and book catering for the venue and related social events

9. Provide full onsite operational support for the event, including but not limited to the provision and management of all onsite staff such as AV, security, traffic, cleaning, cloakroom, registration, administration and porters

10. Manage all finances associated with the event, including, budget control, invoicing, banking, cash flow, VAT, payments, debt collection

11. Provide regular financial reports to NICE 

12. Keep up to date with the latest trends, innovations and technology developments in conference/exhibition production, and constantly seek to incorporate them into the event format 

13. Ensure the event is covered under standard event insurance including public liability.
Programme:

14. Conduct yearly market research with previous and potential delegates and speakers, opinion-formers and key figures from the health and social care sector (including NICE’s Senior Management Team), about what topics and issues should feature on the conference programme

15. Based on the research findings, develop a comprehensive conference programme of plenary and parallel/streamed sessions to reflect the core topics of interest, with particular focus on NICE’s interaction with the medtech and pharma industries, plus clinical guidelines and implementation. We acknowledge that a one day event cannot cover the breadth of NICE’s many different work programmes and audiences. We envisage the programme focusing on priority areas identified during the research phase of planning. The programme content will be subject to approval by NICE’s External Communications Team and Senior Management Team.  

16. Source, invite and liaise with speakers including handling queries and providing on-site support. 
17. Ensure that only high-calibre speakers are confirmed, assessing their confidence with the brief via telephone if they are not already well known speakers. Provide support and advice for speakers who need extra support to plan their session. 

18. Provide free registration at the event for all speakers

19. Secure Dr Phil Hammond as conference Chair and pay his speaker fees. If Phil Hammond can’t be secured an alternative conference chair will be sought for final approval by NICE.
20. Provide some scope for reimbursement of travel/accommodation expenses for all other speakers. Our previous arrangement was up to £100 each for speakers.

Speaker liaison

21. Provide one nominated person who will act as the point of contact for all speakers. 

22. Keynote VIP speakers (for example, Ministers) will be approached by NICE’s corporate office in the first instance. The Contractor will provide a checklist to ensure that NICE requests all necessary information from VIP speakers. 

23. Develop a ‘plan B’ or backup speaker to mitigate against circumstances in which a keynote VIP speaker in unavailable at short notice. 

24. The contractor will ensure all speakers are well prepared and fully briefed in advance of their participation in the conference as follows:

	Weeks out
	Action

	10
	All speakers are contacted, introduced to their fellow panellists, and phone calls and briefings are diarised

	8-6 weeks
	All stream or session chairs are agreed, confirmed and contacted to engage them in their session 

	6-4 weeks
	Speakers briefed on their session via email / phone and email dialogue  encouraged

	4-2 weeks
	Full final brief sent to each speaker with summary notes

	1 week
	Final presentation reminders and personalised itineraries sent to speakers or chairs with more than one session


Marketing and publicity:

25. Design a high quality visual identity/brand for the Conference using NICE’s corporate colour palette and logo. This visual identity will be used on all marketing collateral and digital/print assets including the website and signage at the event. 

26. Plan and deliver a full creative marketing campaign to promote the conference to past and new delegates, incorporating online pre-event trailers such as video interviews with speakers and other innovative marketing approaches. Work with the NICE communications team to ensure key messages about the event are communicated via NICE’s digital and social media channels too.  
27. Secure contra deals with media outlets approved by NICE, that will promote the event to their audiences. 
28. Ensure that all published marketing materials including emails, letters, brochures, flyers, blogs and social media posts are written coherently with excellent standards of English grammar, and make sure they are checked for accuracy, tone and style before they are presented to the NICE External Communications team for approval.  

29. Ensure that all published marketing materials including emails, letters, brochures, flyers, blogs and social media posts are approved by the NICE external communications team prior to release.  A dedicated contact at NICE will be provided to support a swift sign-off process.  
30. Plan and deliver all promotional material with an extremely high standard of graphic design and copywriting accuracy, including but not limited to: sales and marketing literature, delegate literature, conference programme, event guide, newsletters, invitations, delegate/speaker badges, conference signage and the event website.  All such promotional materials will need to be approved by the NICE external communications team prior to release.  A dedicated contact at NICE will be provided to give final sign-off on materials which have been produced, carefully checked, and proof-read by the contractor. 

31. Design, build, host and manage a dedicated event website through which delegates can view the programme, speaker lists and other key information

32. Provide an online booking system for tickets

33. Consider a conference app, which delegates can download for free before/during the event, to access the programme, speaker profiles, exhibition map etc.

34. Provide a dedicated customer services team for the event, including telesales and an email enquiries service.  

35. Make full use of social media channels including Twitter to promote the event, and use Twitter during the conference for live debate and audience questions

36. Source (e)mailing lists and organise mailing of the conference promotional information to prospective delegates 

37. Book and brief a conference photographer/videographer for future marketing purposes as necessary.
38. Plan and deliver a retention marketing campaign to keep those delegates who have already booked informed of the latest conference information and to build up interest in the event. The campaign will be based around a monthly email bulletin to all registered delegates and past delegates. Prior to the event delegates will be invited to indicate via their online event registration which breakout sessions they intend to attend. 
Delegates - general:

39. Liaise with all delegates and exhibitors including handling of queries before, during and after the event, registration (including online booking system via an event website to be set up and run by the contractor), invoicing, sending out confirmation of attendance and any other relevant information.
40. Ensure that online and other booking systems can capture the breakdown of delegates by sector, using keywords/terms agreed with NICE

41. Set ticket prices to be approved by NICE for the following three groups of delegates: NHS/public sector; private sector; and charity/third sector delegates 

42. Provide and promote services for delegates with disabilities or additional needs

43. Negotiate rates with hotels for delegates within walking distance of the conference centre and provide a facility for booking

44. Produce delegate packs with related information.

Delegates – NICE staff invitees:

45. Provide a service to coordinate NICE staff attendance for the conference, including handling queries before, during and after the event, complimentary registration for 50 staff, and sending out final confirmations. 

46. Provide a 30% discount code allowing all NICE committee members (approx. 600 people) to register for the conference at a reduced rate which is 30% less than the cost of a public sector early bird ticket. 
Bursary scheme:

47. NICE will run a bursary scheme to cover the cost of conference tickets for a limited number of patient organisations/charities/NGOs.  The number of people accepted by NICE for the bursary scheme will depend on the number of applications and funds, but will typically be between 25-30 people. NICE will select these organisations and supply their details.  The contractor will need to register these people as delegates and invoice NICE for the balance of their tickets (to be paid at the early bird charity/third sector ticket rate)

48. The contractor will liaise with those delegates who have been accepted onto the Institute’s Bursary Scheme answering any queries before, during and after the event and sending out confirmations.  These confirmations should be done in a timely and efficient way, and there should be a clear point of contact for any queries.

Exhibition:

49. Plan an exhibition area for relevant companies and organisations, which is suited to the size of the chosen venue. 

50. Manage the marketing and sales of exhibition space, ensuring that exhibition spaces are not sold to organisations whose work conflicts with the purpose of NICE.

51. Ensure all prospective exhibitors are approved by NICE before raising an agreement.
52. Plan and build a shared learning zone within the exhibition hall to host NICE’s shared learning poster display (20 posters, A0 size).  

53. Provide space in the exhibition for the NICE stand to be located, free of charge. Dimensions of the NICE stand will be provided. 
Press and the media:

54. Provide a free ‘press pass’ to the event for accredited editorial journalists who request one. The NICE press office will manage requests and ensure that only names of accredited journalists are sent to the contractor for press passes. On average 10-12 journalists attend each year. 

Sponsorship:

55. Source, market to and liaise with sponsors ensuring there are no conflicts of interest with NICE. Due to the nature of NICE’s work with industry, commercial sponsorship must always be treated carefully and with caution. All commercial sponsorship needs to be agreed with NICE prior to raising an agreement. A dedicated contact at NICE will be allocated for approving all sponsorship packages at the event. Previous sponsorship agreements have included private lunchtime workshops, drinks receptions, inserts in the delegate pack, adverts in the event guide, and quick-fire “Live Learning Stage” presentations within the exhibition hall. 
56. Due to the nature of NICE’s work, it is not appropriate for content or speaker slots on the main conference programme (plenary or streams) to be sponsored. 

57. Any sponsored fringe workshops or presentations during conference breaks must be clearly signposted as being sponsored, and all signage must specify that the sponsorship agreement exists between the Contractor and the sponsor – not with NICE. 

Social and other events:

58. Plan and deliver a conference social event for delegates, sponsors and exhibitors. In 2018 our preference would be for a pre-event drinks reception the night before the conference.  

59. All commercial sponsorship of social events needs to be agreed with NICE prior to raising an agreement.

Working with NICE:

60. Ensure that NICE objectives are met at all times.
61. The conference is NICE’s flagship annual event, and as such its smooth, professional delivery is vital to our corporate image and reputation. The contractor must ensure that all communications with delegates, speakers, exhibitors and sponsors before, during and after the event (both formal and informal, written and verbal) uphold the highest possible standards of quality and accuracy.  

62. Provide a dedicated, qualified team with specialist knowledge of the health and social care sector to produce all aspects of the event. Where possible, ensure that the same team works on the event for the duration of the contract, to ensure consistency of service. 

63. Provide reports and regular updates to NICE on the progress of the conference, including arranging and attending face-to-face progress meetings as deemed necessary by NICE. 
64. Provide a final report within 6 weeks of the event.  This report should include feedback from delegates and exhibitors, costs and income generated

65. Provide a dedicated project manager to liaise with NICE through a named person, throughout the organisation of the event.
Finance:

66. Provide bi-monthly budget reports to NICE. 
67. The event will be delivered at zero cost to NICE. 

68. Event direct costs will be capped at £75,000. The contractor shall retain all revenue from the conference. 
69. The contractor will allocate 10% of any profit from the 2018 event to be reinvested in the budget for the 2019 event (and likewise in 2019 for 2020). This increase will take the form of an increase in the capped budget spend. 
70. Speaker expenses will be paid by the contractor and will be capped at £100 per speaker. Standard class travel only will be reimbursed. 

71. Delegate ticket rates for 2018 will be:

	Delegate type
	Standard ticket
	Early bird discount ticket

	Private sector
	£699+VAT
	£599+VAT

	Public Sector
	£249+VAT
	£199+VAT

	Charity/voluntary sector
	£199+Vat
	£149+VAT


72. The costs proposed in the tender bid are fixed for 2018. Prices for tickets in 2019 and 2020 would be confirmed in March 2018 and March 2019 respectively. If tickets are increased in light of inflationary pressures the same percentage increase would be made to the cost cap on the event.
Evaluation:

73. Produce a conference feedback form and distribute among delegates, exhibitors and sponsors at the event. Collate and analyse responses.
74. A full post-event debrief meeting and written final report should be provided within 6 weeks of the event. 

ANNEX 2

The Milestones

	Task
	Date to be Completed

	2018 Conference


	

	Dods visit to shortlisted venue
	By 22 September 2017

	Kick off meeting
	By 22 September 2017

	Feedback survey sent to 2017 attendees to craft 2018 agenda
	By 22 September 2017

	Discuss venue shortlist and confirm preferred choice
	By 22 September 2017

	Agree and set budgets
Agree sponsorship policy

Conclude research meetings with NICE Senior team to craft 2018 agenda

Conclude desk research with potential delegates to craft 2018 agenda

Marketing and Communications plan approved

Sponsorship media pack signed off

Social media plan approved

Venue confirmation
	By 30 September 2017

	SPEX management –contact previous exhibitors and sponsors
	2 October 2017

	Exhibitor and Sponsor promotion and bookings
	From 2 October 2017

	Content for event website confirmed
	By 2 October 2017

	Agree new visual identity
	By 2 October 2017

	First draft agenda to NICE
	20 October 2017

	Agenda signed-off by NICE Senior Management Team
	10 November 2017

	Speaker invitations issued
	10 November 2017

	Event website goes live (including for early bird registrations)
	13 November 2017

	Delegate promotion begins
	From 14 November 2017

	Early bird discount closes
	14 January 2018

	Exhibitor packs circulated
	5 March 2018

	App release date
	19 March 2018

	All speakers are contacted, introduced to their fellow panellists, and phone calls and briefings are diarised
	16 April 2018

	Evaluation forms for event signed off by NICE
	By 4 May 2018

	All stream or session chairs are agreed, confirmed and contacted to engage them in their session
	w/c 14 May 2018

	NICE staff complimentary attendance confirmed
	By 25 May 2018

	Speakers briefed on their session via email / phone and email dialogue encouraged
	w/c 28 May 2018

	Full final brief sent to each speaker with summary notes
	11 June 2018

	Joining instructions sent out to delegates & exhibitors
	11 June 2018

	Event guides signed off by NICE
	By 15 June 2018

	Final presentation reminders and personalised itineraries sent to speakers or chairs with more than one session
	w/c 18 June 2018

	Conference takes place
	26 June 2018

	Post event thank you/evaluation email sent out
	27 June 2018

	Evaluation report submitted to NICE
	By 11 July 2018

	Post event wash-up meeting
	By 31 July 2018

	Planning for 2019 event commences
	6 August 2018

	2019 Conference

Agree any updates needed to visual identity
Agree and set budgets
Agree sponsorship policy

Discuss venue shortlist and confirm preferred choice

Venue confirmation

Marketing and Communications plan approved

Social media plan approved

Feedback survey sent to 2017 attendees to craft 2018 agenda

Research meetings with NICE Senior team to craft 2018 agenda

Desk research with potential delegates to craft 2018 agenda

First draft agenda

Agenda signed-off by NICE Senior Management Team

Invite and confirm speakers

Issue Programme

Delegate promotion begins
SPEX management –contact previous exhibitors and sponsors
Exhibitor and Sponsor promotion and bookings

Exhibitor packs circulated

NICE staff complimentary attendance confirmed 

Event guides signed off by NICE
Evaluation forms for event signed off by NICE

Post event debrief
Planning for 2019 event commences

	Timelines for 2019/2020 will broadly follow those above. They will however allow for an earlier start to planning starting with a July planning meeting.

	2020 Conference

Agree any updates needed to visual identity

Agree and set budgets
Agree sponsorship policy

Discuss venue shortlist and confirm preferred choice

Venue confirmation

Marketing and Communications plan approved

Social media plan approved

Feedback survey sent to 2017 attendees to craft 2018 agenda

Research meetings with NICE Senior team to craft 2018 agenda

Desk research with potential delegates to craft 2018 agenda

First draft agenda

Agenda signed-off by NICE Senior Management Team

Invite and confirm speakers

Issue Programme

Delegate promotion begins
SPEX management –contact previous exhibitors and sponsors
Exhibitor and Sponsor promotion and bookings

Exhibitor packs circulated

NICE staff complimentary attendance confirmed 

Event guides signed off by NICE
Evaluation forms for event signed off by NICE

Post event debrief

	


ANNEX 3

Waiver of Moral Rights and Assignment of Copyright

This Deed is made the 
day of 

2017

1.
PARTIES

1.1.
The National Institute for Health and Care Excellence, Level 1A, City Tower, Piccadilly Plaza, Manchester. M1 4BT ("NICE").

1.2.
INSERT NAME AND ADDRESS OF AUTHOR ("the Author").

2.
WAIVER AND ASSIGNMENT

2.1.
The Author agrees in relation to any work created by the Author in connection with the Agreement of INSERT DATE ("the Work") and made between NICE and INSERT NAME OF CONTRACTOR to waive his/her moral rights under Sections 77 to 89 of the Copyright Designs and Patent Act 1988.

2.2.
The Author further agrees to assign with full title guarantee the present and future copyright in the Work of which it is the author or part-author to NICE to hold to NICE its successors and assigns absolutely anywhere for the length of the copyright in the Work. 

2.3.
The Author warrants to NICE that in relation to the Work:-

2.3.1.
it is not a violation of any existing copyright anywhere;

2.3.2.
it does not contain anything objectionable, obscene or libellous;

2.3.3.
all statements contained in the Work which purport to be facts are true.

	
	Signature
	Name
	Date

	SIGNED AND DELIVERED 

as a Deed by the Author
	
	
	

	Witnessed


	
	
	

	SIGNED AND DELIVERED 

as a Deed by an authorised 

signatory of NICE
	
	
	

	Witnessed


	
	
	


ANNEX 4

Payment – NOT APPLICABLE. NO PAYMENT FOR SERVICES. 
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