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1. INFORMATION AND INSTRUCTIONS FOR TENDERERS

SECTION 1 – Background Information 
1.1. The Health and Care Professions Council

The Health and Care Professions Council (HCPC) is the regulator of 15 professions that provide health and care services in the UK.  It is our job to protect, promote and maintain the health and safety of the public; promote and maintain public confidence in the professions we regulate; and promote and maintain proper professional standards and conduct for members of those professions.

We do this by:

· Maintaining a register of the 15 professions we regulate
· Approving and upholding high standards for the education and training of the professions, and their continued good practice
· Setting the standards that professionals must meet throughout their careers; and
· Investigating concerns that registered professionals may not meet those standards and taking action where necessary to protect the public.

The Health and Care Professions Tribunal Service (HCPTS) is the fitness to practise adjudication service of the HCPC.  Although it is part of the HCPC, the distinct identity of the HCPTS seeks to emphasise that hearings are conducted and managed by independent Panels which are at arm's length from the HCPC.

1.2. Purpose of Fitness to Practise

To remain on our register, the health and care professionals we regulate must be fit to practise.  By fitness to practise we mean where a registrant has the skills, knowledge, character and health to practise safely and effectively.  It is about more than being a competent health and care professional.  As well as the need for registrants to keep their skills and knowledge up to date, and to work within their field of competence, fitness to practise requires registrants to treat service users with dignity and respect and to act with honesty and integrity. 

Fitness to practise may also involve issues outside of professional or clinical performance.  The conduct of a professional outside of their working environment may involve fitness to practise where it could affect the protection of the public or undermine public confidence in the profession.

The Health Professions Order 2001 (the Order), sets out that a registrant’s fitness to practise may be impaired for one or more of the following five reasons:
· Misconduct,
· Lack of competence,
· Conviction or caution for a criminal offence,
· Physical or mental health,
· A determination by another health or social care regulatory or licensing body.

Fitness to practise is about managing the risk that a registered professional may present to the public. Impaired fitness to practise means a concern about a registrant’s conduct, competence, health or character, which is serious enough to suggest that the registrant is unfit or unsafe to practise without restriction, or at all. 

Our focus as set out in the Order is on current impairment; that is whether a registrant may continue to present a risk.  Our fitness to practise process is not designed to punish past mistakes or provide redress for past incidents, although we can consider past failings in assessing current fitness to practise.  In some cases, a past event will be so serious that a finding of current impairment is required to protect the public interest, even where the registrant no longer presents a risk of harm to service users.

1.3. Pre-Investigating Committee panel (ICP) stage
Our Triage team provides an essential front-line service for our stakeholders and registrants, receiving and responding to general enquiries about the services our department provides. 

The team receives FTP concerns and ensures they are appropriately triaged. This involves carrying out an initial risk assessment of the information received and deciding which investigation stream is the most appropriate for the case based on a provisional assessment of likely outcome against our threshold policy, complexity and other prioritisation needs such as interim order risk.
Our pre-ICP case management teams carry out investigations on cases that have passed our triage test. The teams conduct fair, proportionate and focused investigations with the purpose of gathering sufficient evidence to be able to make a decision about whether the concern meets our threshold for investigation. For cases where the threshold is met, a particularised allegation will be drafted and they are referred to the statutory Investigating Committee for a case to answer decision. For cases where the threshold is not met, they are closed. Threshold decisions are made by our team of Senior Decision Makers, who sit outside of our pre-ICP case management function, currently as part of our in-house legal function. 
The pre-ICP case management function comprises eight case management teams. These teams are responsible for managing cases from receipt up to either closure against our threshold policy or referral to the Investigating Committee. For cases referred to the Investigating Committee, they will prepare the case for the Investigating Committee, including drafting allegations, writing a Case Investigation Report and liaising with the registrant about their submissions to the Committee. 

Continuous interim order risk assessment takes place during the lifetime of our cases. Our pre-ICP case management teams are responsible for identifying when an interim order may be required on the most serious, high-risk cases and preparing the case for an interim order hearing. 
1.4. In-house legal function 
Our post-ICP Case Preparation and Review team sits within our in-house legal function. This team is responsible for working alongside our external legal providers to ensure high quality, timely and proactive management of cases that are referred from the Investigating Committee to a final hearing before one of the HCPC’s Practice Committees. This includes cases that are concluded by other alternative disposal options. 

This team also manages and monitors substantive orders imposed at a final hearing, as well as preparing those cases for substantive order review hearings. 

Our in-house legal function also has a small team of presenting officers who are responsible for presenting at hearings on behalf of the HCPC, before the HCPC’s Practice Committees. These are usually some of our interim order application and review hearings, which ensure protection of the public by the proper management and implementation of restrictions on registrants’ practice. 

In addition, the Senior Decision Making team sits within the In-house Legal function. Our Senior Decision Makers assess concerns in line with the Threshold Policy, and quality assure the allegations and Case Investigation Reports on those cases being referred to the Investigating Committee. The function sits outside of the case management teams to ensure all cases are reviewed objectively.

Finally, we have a small team as part of our in-house legal function who conduct cases from triage through to final hearing in a ‘frontloaded’ way. The way they investigate cases aligns with the way our external legal providers investigate cases.

1.5. Health and Care Professions Tribunal Service (HCPTS) 

The HCPTS is the adjudication service of the HCPC. Although it is part of the HCPC and the Fitness to Practise and Tribunal Services Directorate, its distinct identity seeks to emphasise that hearings are conducted and managed by independent Panels of the Practice Committees, which are at arm’s length from the HCPC. 

The Tribunal Services team provides essential operational support to the Tribunal. Comprising of the two teams – the Scheduling Team and the Hearings Team – it is responsible for scheduling of all fitness to practise proceedings, as well as providing support to Panels and other participants attending a hearing. 
Further information about our approach to fitness to practise and how we investigate concerns can be found on our website: How we investigate | The HCPC
2. Instructing external legal services
We instruct external legal providers to manage cases on our behalf at two stages of the fitness to practise process.

At the pre-Investigating Committee stage, we instruct external legal providers to investigate higher-risk or more complex cases using a ‘frontloaded’ approach. This means carrying out a more detailed investigation to obtain primary evidence including formal witness statements and expert reports (where needed), before the case is referred to the Investigating Committee for the case to answer decision. Our expectation is that cases investigated in a frontloaded way are final hearing ready when they are considered by the Investigating Committee. This means that if the committee decides there is a case to answer it can be listed for a substantive (final) hearing more quickly. 
We apply internal streaming criteria to help us decide which cases are best suited to be investigated with a frontloaded approach. These cases are generally instructed out to an external legal provider either when they have met our Triage test or later during a pre-ICP investigation after an interim order has been imposed. However, we may instruct an external legal provider to investigate a case in a frontloaded way at any stage in the pre-Investigating Committee process. Where we instruct an external legal provider on a frontloaded case pre-ICP, the external legal provider holds that case until conclusion at the relevant decision-making stage, up to and including a substantive hearing before a practice committee. 

We also instruct external legal providers on cases at the post-Investigating Committee stage when a case to answer decision has been reached on a non-frontloaded ‘standard’ investigation case (which has been managed pre-ICP by one of our internal case management teams).  On those cases, our instructed external legal provider prepares the cases for final hearing, including taking witness statements, obtaining expert reports (where needed) and other evidence needed to present the case before a final panel. The case management also includes preparation for attendance at preliminary hearings or case management meetings. 
In both scenarios above, the instructed external legal provider undertakes advocacy on the HCPC’s behalf before a substantive hearing panel. The instructed external legal provider also undertakes the advocacy for interim order application hearings on relevant cases and/or subsequent interim order review hearing(s) on cases they hold. 
As part of delivering an improved fitness to practise service, we intend to be able to instruct our external legal providers to undertake other case-related advocacy and activity in the following circumstances:
· Advocacy at a substantive order review hearing for cases that the external legal provider held at the original substantive hearing stage.
· Ad hoc advocacy for interim order applications and interim order review hearings for cases held by the HCPC’s internal case management teams, where this cannot be accommodated within our internal presenting officer capacity.

· Applications to the appropriate Court to extend an interim order made under Article 31 of the Health Professions Order (2001) for cases held by the external legal provider or held by our internal case management teams.

.
2.1. Anticipated case volumes
This information is provided for forecasting purposes and is subject to change as it depends on the number of concerns received by the HCPC and the volume of case to answer decisions made by the Investigating Committee.  

At the conclusion of the contract, it is anticipated that the external legal provider will remain instructed on any cases on which they have already received instructions at the commencement date of any new contract. This will be subject to negotiation at the end of the contract and may depend on the status of individual cases.
2.2. Location of Services
The HCPC operates a hybrid working policy, with employees spending 20-40% of their week in our offices in London. The majority of HCPTS hearings take place remotely, with in-person hearings being held in our purpose-built tribunal suites at our London offices. We are also required to be able to conduct hearings across England, Northern Ireland, Scotland and Wales.

2.3. Registrant Representation
Registrants have a right to be represented in the fitness to practise process.  Registrants who choose to be represented tend to be represented either by a legally qualified person or by a union representative. 
Circa 35% of Registrants chose to be represented by a professional with the balance being unrepresented.

2.4. Additional material 
There are a range of guidance documents and practice notes available on the HCPC and HCPTS website which provide guidance on aspects of the fitness to practise process, our Threshold Policy and committee procedures. 
SECTION 2 – Instructions for completion and selection approach

1.1. Procurement timetable

An outline indicative timetable for the Procurement is as follows:

	Activity
	Date / Time

	Publication if the Invitation to Tender
	06 October 2025

	Closing date for tenderer clarification questions
	17 October 2025 @ 12:00pm

	Responses to clarifications sent to all tenderers
	20 - 22 October 2025

	Tender closing date
	05 November 2025 @ 17:00

	Stage 1-3 Evaluation:

Compliance & scoring to shortlist
	10 - 12 November 2025

	Notify shortlisted tenderers & invite to interview
	13 November 2025

	Stage 4 Evaluation:

Interview scoring & final assessment
	20 – 21 November 2025

	Award decision  
	24 November 2025

	Start of standstill period
	25 November 2025

	Standstill period ends
	05 December 2025 @ 17:00

	Contract discussion and preparation 
	08 – 23 December 2025


Notes:

· This timeline is purely indicative and may be subject to revision. 

· Should there be any changes, these will be communicated to all bidders through the CCS e-sourcing system/FATS.

1.2. Tender return instructions

NOTE: Failure by a Tenderer to comply with these instructions may invalidate their tender.
1.2.1. Tenderers are requested to submit their tender electronically, via CCS e-sourcing tool with the following subject headings

· “HCPC/TRN/2025/32 - Provision of Legal Services - Fitness to Practise case preparation and presentation” and 
· “HCPC/TRN/2025/32 - Provision of Legal Services - Fitness to Practise case preparation and presentation – Commercial Proposal”. 
Note: All Documents should be in a format that is compatible with Microsoft Office (or pdf).
1.2.2. The Commercial proposal should be separate from all the other uploaded documents, which should not have any reference to pricing or other commercial proposal. Failure to comply with this instruction will lead the HCPC to reject the tender response.
1.2.3. Tenderers are required to complete and provide all information requested by the HCPC in accordance with this ITT. Failure to comply with this ITT may lead the HCPC to reject a tender response.
1.2.4. The tender is to be uploaded by no later than Tuesday, 04 November 2025  @ 17:00. The HCPC reserves the right to extend the Deadline. Any extension will apply to all Tenderers. The HCPC reserves the right to reject any responses received after the Deadline.

1.2.5. It is each Tenderer’s responsibility to ensure that their tender is uploaded correctly by the Deadline.

1.2.6. The HCPC may alter the procurement process outlined in this ITT and will notify Tenderers of any such changes. Under no circumstances will the HCPC be liable for any costs or expenses incurred by bidders as a result, directly or indirectly, of any such changes to the procurement process outlined in this ITT. 

1.2.7. The HCPC will not be responsible for the costs or expenses of any Tenderer in relation to any matter referred to in this ITT howsoever incurred. 

1.2.8. The HCPC reserves the right at any time to issue further supplementary instructions and updates and amendments to the instructions and information contained in this Invitation to Tender (ITT) as it shall in its absolute discretion think fit.
1.2.9. In submitting a response to this ITT, you offer to be bound by all the provisions of this ITT, including Appendix C, which is the draft Call-Off Order Form and Terms and Conditions of the CCS Framework Agreement RM6240 – Lot 2A.
1.3. Acceptance of tenders

1.3.1. The HCPC does not bind itself to accept the lowest or any tender.

1.3.2. The HCPC reserves the right to accept the whole or any part of any tender.

1.3.3. The HCPC may decide not to award any contract or contracts pursuant to this ITT where no satisfactory proposal(s) are received.

1.4. Quantities and scope

1.4.1. The quantities and scope of services set out in Appendix A (Services Required) are an estimate of the HCPC’s requirements at the time of producing this ITT.  The information provided is to the best of our knowledge accurate at the time of issuing the ITT.

1.4.2. Tenderers must form their own opinions, make such investigations and take such advice (including professional advice) as is appropriate without reliance upon any opinion or other information provided by the HCPC or their advisers and representatives. Tenderers should notify the HCPC promptly of any perceived ambiguity, inconsistency or omission in this ITT, any of its associated documents and/or any other information issued to them during the procurement process.

1.4.3. Tenderers are solely responsible for the costs and expenses incurred in connection with the preparation and submission of their tender and all other stages of the selection and evaluation process. Under no circumstances will the HCPC, or any of their advisers, be liable for any costs or expenses borne by Tenderers, their sub-contractors, suppliers or advisers in this process.

1.5. Services required

1.5.1. The HCPC is seeking to appoint a panel of suppliers for the provision of legal services for case management/investigation and case related advocacy. The advocacy will include interim order and interim order review hearings, substantive hearings and substantive order review hearings, and before the appropriate court for extensions of interim orders.  Services will be supplied with effect from 1 April 2026.
1.5.2. The HCPC intends to appoint two providers to our panel. However, we reserve the right to appoint more than two providers.

1.5.3. Please refer to Appendix A for details of the services required. 

1.6. Contract period

1.6.1. The contracts awarded under this procurement will be for a period of two years, with an optional provision to extend for a maximum of two periods of 12 months each, subject to agreement between the parties to the contract.

1.7. Value of the Contract

1.7.1. Indications of the level of service required (provided in Appendix A – Services required) are given in good faith as a guide to planning and to assist Tenderers in submitting their Tenders.  It should not be interpreted as an undertaking to purchase goods or services to any value and does not form part of the Contract. 

1.8. Pricing

1.8.1. The Tenderer shall price all items as set out in the Pricing Schedule in Section 3 of this ITT. The rates stated should be inclusive of all costs and expenses and Including the VAT value. No other costs will be accepted other than those in the Pricing Schedule. 

1.8.2. The Tenderer is notified that all quantities given are approximate and given for guidance purposes only. No claim from the Tenderer will be entertained by the HCPC for any mistakes in the information given. 

1.8.3. Submissions must be priced in Sterling and all payments will be made in Sterling. Tenderers are required to upload the pricing proposal in a separate document from the Quality Proposal, which must not have any commercial information and pricing. Failure to comply with this may lead the HCPC to reject a tender response.

1.8.4. The prices and / or rates stated in the Pricing Schedule constitute the only reimbursement and profit to the Tenderer for providing the Services. The prices are deemed to cover all costs, expenses and profit incurred directly or indirectly by the suppliers in providing the Services. 

1.8.5. We are willing to receive different pricing models (e.g. more traditional pricing models such as fixed fees and capped fees as well as alternative pricing models such as risk/reward pricing models or retainers). The alternative pricing models are optional.

1.8.6. The actual price to be paid will be a product of the rates detailed in the contract and is subject to post tender negotiations on the pricing model. 

1.9. Further Information
All requests for further information or clarification of the HCPC’s requirements in relation to this ITT must be addressed through the CCS e-sourcing tool. The closing date for any further questions/clarification will be 17 October 2025 @ 12:00pm.
1.9.1. The HCPC reserves the right to issue the response to any clarification request made to all Tenderers unless it is expressly required to be kept confidential at the time the request is made. If the HCPC considers that the contents of the request should not be kept confidential, it will inform the requester and the requester will have the opportunity to withdraw the request.

1.10. Prevention of corruption

1.10.1. Any attempt by any Tenderer to influence inappropriately the contract award process in any way will result in that tender being disqualified. Any direct or indirect canvassing by any Tenderer in relation to this procurement or any attempt to obtain information from any of the employees or agents of the HCPC concerning another Tenderer may result in disqualification at the discretion of the HCPC.

1.10.2. The HCPC shall be entitled to cancel the contract and recover from the Supplier the amount of any loss resulting from such cancellation should any Tenderer, his servant or agent give or offer any gift or consideration whatsoever as an inducement or reward to any employee, agent or officer of the HCPC, which the Tenderer may note will also constitute a criminal offence, punishable by imprisonment.

SECTION 3 – Tender Evaluation Criteria

1.1. Evaluation Criteria 

· Tenders will be evaluated using the Evaluation Matrix at Appendix B to evaluate the Tenders. 

· Following evaluation (including interviews) the Tenderer(s) presenting the most value for money advantageous tender when assessed against the criteria set out in Appendix B will be appointed to the Framework Agreement.

· The Contract award is subject to the formal approval process of the Council. Until all necessary approvals are obtained and the standstill period is completed, the contract will not be entered into.

· Once the HCPC has reached a decision in respect of the Contract award, it will notify all Tenderers of that decision and provide for a standstill period in accordance with the Regulations before entering into the Framework Agreement.

· Award Procedure

· The HCPC will evaluate Tenders based on responses to the ITT: 

· The Quality and Technical section accounts for 60%
· The Cost and Commercial element 30% 

· The Presentation and Interview 10%.

· The following procedure will be used: 
A) - First Stage – Compliance Check

· Following receipt of your Tender a preliminary assessment of submissions shall be undertaken to ascertain whether the information requested has been provided in sufficient detail to proceed.  

· The compliance check will result in the following:

· All documentation provided and all questions answered – Pass

· Question(s) not answered or information requested within the ITT not provided,– Fail

If a failure is noted, then the procedure will be terminated.

B) - Second stage – Technical Evaluation (60%)

Tenderers satisfying the compliance check will be evaluated under headings 2-7 in Section 4 of this ITT.

· The evaluation criteria and scoring scheme that will be used to assess Tenders can be found below each question and at Appendix B. 
· It should be noted that the majority of questions contained within this ITT are scored on a 0-5 range.  All whole values within this range may be used by evaluators.

· The evaluation team will meet to agree consensus scores for each question, so that no Tenderer’s score is the unverified score of any one evaluator.

Tenderers are required to score a minimum of 75% of the total technical marks available. If this minimum score is not achieved, evaluation will cease at this point.
C) - Third stage –Commercial Evaluation (30%)

Tenderers’ responses to question 8 will be evaluated in accordance with the scoring scheme set out in Appendix B.

D) Fourth stage – Interview (10%)
Tenderers who have passed the compliance check and the technical evaluation will be shortlisted and asked to make a presentation and to clarify aspects of their Tender. This presentation will be scored in accordance with the criteria set out at Appendix B.

Tenderers who achieve the top six scores will be invited to make a presentation. If a Tenderer is not shortlisted, the evaluation will cease at this point.
Interviews
· It is anticipated that Tenderers will be asked to deliver a presentation to representatives of the HCPC in support of their Tender, as set out in the timetable. You should keep these dates free in case you are asked to attend. 

· HCPC expects the team attending the presentation to include the named point of contact and other persons who will be directly involved in providing the service, if successful. 

· The presentations will be taken into consideration for the purpose of evaluation. The method of scoring is set out in Appendix B. 

· The presentations will also be used to clarify responses provided in response to questions within this ITT.

1.2. Conflicts of interest

· Tenderers are responsible for ensuring that no conflicts of interest exist between the Tenderer and the HCPC. Any Tenderer who fails to comply with this requirement may be disqualified from the Procurement at the discretion of the HCPC.
1.3. Freedom of information

· Freedom of Information Act 2000 (‘FOIA’) applies to the HCPC. Any Tenderer should be aware that the HCPC’s obligations and responsibilities under the FOIA to disclose, on written request, recorded information held by the HCPC. Information provided by a Tenderer in connection with this ITT, or with any Contract which may be awarded as a result of this ITT, may therefore have to be disclosed by the HCPC in response to such a request, unless the HCPC decides that one of the statutory exemptions under the FOIA applies. 

· The HCPC may also decide to include certain information in the publication scheme, which the HCPC maintains under the FOIA.

· If a Tenderer wishes to designate information supplied as confidential, it must provide clear and specific detail as to the precise elements which are confidential. For example, if a Tenderer considers that any of the information included in their tender submission is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. 

· Tenderers should be aware that, even where they have indicated that information is commercially sensitive, the HCPC may still be required to disclose it under the FOIA if a request is received.  

· Tenderers should also note that the receipt of any material marked ‘confidential’ or equivalent by the HCPC should not be taken to mean that the HCPC accepts any duty of confidence by virtue of that marking.

1.4. Staff Transfer - Transferring Former Supplier Employees at Commencement of Ordered Panel Services
· There will be no transfer of staff.

1.5. Confidentiality

· This ITT is made available on condition that its contents (including the fact that the Tenderer has received this ITT) is kept confidential by the Tenderer and is not copied, reproduced, distributed or passed to any other person at any time, except for the purpose of enabling the Tenderer to submit a Tender.
   SECTION 4 – Assessment Questions for Completion by Tenderers
	1 
	INTRODUCTORY QUESTIONS
	

	1.1
	Please identify any anticipated conflicts of interest likely to arise from working with HCPC and explain how you propose to address them.




These questions are for information purposes only and are not scored.

	2
	APPROACH

	2.1

2.2

	Provide detailed information on your proposed approach for carrying out all services identified in the specification at Appendix A. 
Your answer should include:

Case progression and presentation
· A proposed approach that demonstrates an understanding of the HCPC requirements and gives confidence that cases will be managed and presented to a high quality and within the required timescales.  
· How cases will be received, prioritised, allocated and risk assessed.
· How you ensure investigation steps are proportionate and necessary without compromising quality

· Your approach to managing cases during the contract to deliver against the service standards required 

· How you will manage the identification of the complexity of the case where additional external resources may be required e.g. expert witnesses or use of our Registrant Advisors for clinical input into cases
· Your approach to identifying and engaging key stakeholders involved in a case (including keeping them informed of progress)
· How you will identify, escalate, manage and resolve issues with case progression 

· How you will inform HCPC of changes to the interim order risk category of cases   

· How you will estimate the time required and delivery against those estimates monitored (if you are proposing a time and material or capped fee model).
· How you approach supporting witnesses with different needs through the fitness to practice process, including vulnerable witnesses 
· How you will report to the HCPC on issues arising in final hearings

· How you will identify and tailor approach to cases that require enhanced case management 
(10 marks)
Advocacy instructions and applications for extensions to interim order applications 
· Your approach to identifying a suitably qualified and experienced advocate for advocacy instructions 
· How you ensure the presenting officer has capacity to prepare fully

· How you will report to the HCPC on any issues arising in non-substantive hearings

· How you will approach preparation of applications to extend interim orders in court, including managing reputational risk to the HCPC 

(5 marks)
(12 pages max)


A total of 15 marks are available for this question which carries a weighting of 20% 

	3
	Information Security

	3.1
	Information security

How will you comply with your obligations under the General Data Protection Regulations (GDPR) in the handling of data securely, in relation to: 

· How do you propose to retain files associated with the delivery of the service and your document retention policy

· How will electronic transmission of documentation will be managed

· How will any data incidents be identified and managed 

· How will information be stored and transported

· How will access to any portal or access to your systems be managed securely

· How will you ensure case documentation is provided to HCPC’s Fitness to Practise department for ongoing storage and the completion of a case

· What if any information security certifications does your company hold?

(5 marks)

(2 pages max)


A total of 5 marks are available for this question which carries a weighting of 5%

	4
	TEAM, RESOURCES AND TRAINING

	4.1

4.2

	Provide detailed information on how you will resource the services identified in the specification. Your answer should include:
Resource Management
· An overview of the proposed team members who have the experience required to give confidence that cases will be managed, investigated and presented to a high quality and within the required timescales and provide the HCPC will insights from work with other clients which may benefit the HCPC’s continuous improvement work (CVs can be provided as an appendix and are not included in the word/page count).

· How your team will be supervised and managed

· How you will ensure work is delegated to the appropriate level – including how will the skills mix in your team will be managed to ensure quality

· What procedures and resources will be in place to respond to an increase in demand

· What procedures and resources will be in place to ensure continuity for staff turnover, unplanned absence and holiday cover and maternity/paternity leave and handover arrangements

· How you will ensure continuity of service, quality and responsiveness when balancing competing client demands

· How you will ensure availability at the appropriate level of seniority to provide advice and assistance to the HCPC  
(10 marks)

Training
· How you will keep up to date with legislative, legal and policy developments across the sector as they affect the delivery of the service
· How you will ensure the HCPC is kept up to date with legislative, legal and policy developments

· How you will ensure your team are trained and kept up to date on the HCPC’s approach with the HCPC’s policy positions, practice notes and guidance.

(5 marks)

(5 pages max)


A total of 15 marks are available for this question which carries a weighting of 15% 
	5
	QUALITY 

	5.1
	Provide information on your proposed monitoring of the services and how you will ensure the HCPC’s requirements will be met.  

Your answer should include:
· How the delivery of work be overseen and proactively monitored
· Your approach to providing additional quality assurance measures for higher risk cases 

· How you will ensure the provision of a high-quality service (for case management, investigation and advocacy) 

· How you ensure will case work be delivered in line with service standards and statutory timescales

· How you will assure the quality and consistency of advocacy conducted on the HCPC’s behalf. This should include details of any provision for audit, review or supervision to ensure that submissions are legally sound, in accordance with HCPTS practice notes and other guidance, in line with HCPC values and in line with instructions. 
· What mechanisms will be in place for identifying and raising concerns about cases, personnel and the management of the contract.
(5 pages max)


A total of 5 marks are available for this question which carries a weighting of 10%
	6
	CONTRACT MANAGEMENT & REPORTING

	6.1
	Provide detailed information on your proposed management of the services. Your answer should include:

Contract management 

· If the HCPC will have a dedicated account handling team, how many people this consists of and in which areas of your business, and what functions the team performs

· How you propose that the service will be reviewed for both quality and timeliness of case management and presentation
· Billing and invoicing processes with supporting information to be provided
· What complaint management process will be in place

Management information and reporting
· What management information would you propose sharing with the HCPC to provide sufficient information on status and management of cases to provide assurances around case progression, caseloads and demonstrate performance

· What reporting could be provided on the measurement of service level standards agreed with the HCPC

· What additional reporting could be provided in high priority/exceptional cases

· How could you provide feedback to the HCPC on the delivery of the service

(5 marks)
(4 pages max)

	6.2
	Provide contact details for the client liaison partner and their deputy.

	2. 
	Client liaison partner name: 
	

	3. 
	Position (Title): 
	

	4. 
	Address: 

Post Code:
	

	5. 
	Telephone number: 
	

	6. 
	e-Mail address: 
	

	7. 
	Deputy client liaison partner name: 
	

	8. 
	Deputy position (Title): 
	

	9. 
	Address: 

Post Code:
	

	10. 
	Telephone number: 
	

	11. 
	e-Mail address: 
	


A total of 5 marks are available for this question which carries a weighting of 5% 

	7
	Innovation

	7.1
	Please provide examples of how you have innovated in the regulatory or similar sector to support clients to drive improvements in their ways of working, timeliness or performance. This may include, but is not limited to, for example:

· Use of AI

· Use of technology and systems

· Creative solutions to resolve barriers to ways of working efficiently

(5 marks)

(4 pages max)


A total of 5 marks are available for this question which carries a weighting of 5%
	8
	PRICING 

	The Tenderer is reminded that the volume and complexity of the cases which will form the subject of the services are estimates based on the HCPC’s forecast and experience to date. The information is given in good faith and the HCPC accepts no liability in relation to any such information.  There is no commitment to provide a minimum number of cases to legal service firms.
The Tenderer shall set out a costs proposal for the delivery of the service. The proposal should set out all costs and expenses but should include VAT.
The Tenderer shall price all items it believes will be incurred in the delivery of the service. No other costs will be accepted.
The HCPC will not pay for time spent travelling.
The Tenderer shall use the HCPC’s contracted travel supplier for the pre-booking of all travel arrangements required during HCPC work.
The Tenderer will comply with the HCPC expenses policy in relation to all travel and subsistence expenses when undertaking HCPC work.

The Tenderer will list any other disbursements the HCPC will be required to pay which are incurred in the delivery of the service, in line with the exclusions within the framework agreement. Costs of any additional disbursements will be paid only where agreed in advance with the HCPC on a case by case basis (e.g. expert witness).

Submissions must be priced in sterling and all payments will be made in sterling. 

The Tenderer shall set out a fixed fee option for the different scenarios set out on Appendix A - Services Required. Please refer to 8.2 below.
The HCPC shall require tenderers to explain the price or costs proposed in the tender where tenders appear to be abnormally low or commercially unreasonable in relation to the services and the market.


	8.1 
	Usual Charging Rates

	Please provide hourly and day rates for the grade of fee earner identified below (the Usual Charging Rates). The day rate should reflect 8 hours and must be lower than the equivalent number of hours at the hourly rate. This will assist us to assess value for money by allowing us to compare costs against anticipated outcome, benefit and quality.


	
	Hourly Rate
	Day Rate

	Partner (or equivalent)
	
	

	6 – 10 PQE
	
	

	3 – 5 PQE
	
	

	0 – 2 PQE
	
	

	Trainee/Legal Executive
	
	

	Paralegal
	
	

	
	

	8.2
	Fee per case (table 2)

	Please provide a fee per case for each of the scenarios described on Appendix A – Services required.   

	
	Fee per case / advocacy instruction

	Scenario A: Instructions at the pre-Investigating Committee stage for higher risk or complex cases likely to progress to an HCPTS hearing (i.e. managed by a ‘frontloaded’ approach).
	

	Scenario B: Instruction at the post-Investigating Committee stage for the preparation and presentation of cases at a substantive hearing (these are cases that have not been ‘frontloaded’ and will require some further investigation).
	

	Scenario C: Advocacy at a substantive order review hearing for cases that had been held by the supplier at the substantive hearing stage.
	

	Scenario D: Application to and advocacy at the appropriate court to extend an interim order made under Article 31 of the Health Professions Order (2001).
	

	Scenario E: ad hoc advocacy for interim order application hearings on cases held by the HCPC’s internal case management teams.
	

	Scenario F: ad hoc advocacy for interim order review (IOR) hearings on cases held by the HCPC’s internal case management teams. IOR hearings may be held on the papers or as a full oral hearing. Tenders may wish to offer a different fee to reflect the two different IOR formats though this is optional.
	

	
	

	8.3
	Innovative Pricing Model

	HCPC is interested in pricing proposals that manage timeframes, costs and risks using alternative methods, such as case price caps or retainers, or other innovative risk/ reward/ quality pricing structures.

If you want to propose an alternative pricing model is more appropriate to HCPCs requirements, please provide appropriate details that will allow HCPC to make an evaluation of the proposal.
This section is optional.


120 marks are available for this question which carries a weighting of 30%.

APPENDIX A – SERVICES REQUIRED
The HCPC receives around 270-290 new fitness to practise concerns a month on average.  Circa 15% of these concerns are closed at Triage and a further 47% are closed at Threshold Stage.  Of those that progress through to the Investigating Committee stage, circa 52% have a Case to Answer at the Investigating Committee and progress to a HCPTS final hearing (see figure 1).

Figure 1 – Example FtP case flow[image: image1.png]



The legal services provider could be instructed on any case at any stage of the fitness to practice process after the Triage stage. The legal services provider may also be instructed to provide advocacy in relation to applications to the appropriate court to extend an interim order, substantive order review hearings and ad hoc interim order applications and interim order review hearings. This includes the following scenarios:

Scenario A: Instructions at pre-Investigating Committee stage for higher risk cases likely to progress to an HCPTS hearing:

· To manage, investigate and prepare the case for the Investigating Committee Panel (“ICP”) (except where they can be closed in accordance with the HCPC’s Threshold Policy) to the quality and extent required for a final HCPTS hearing. This means the investigation and preparation of the cases for ICP will have gathered the evidence ready for a HCPTS hearing (should the ICP decide to refer the case on to a hearing). This is often referred to as ‘frontloading’ the investigation. 
· Ensure allegations are drafted and approved in line with HCPC allegations drafting guidance and the investigation meets HCPC quality standards.

· We require the supplier to prepare and send the bundle, and send the ICP outcome letters etc. 

· If closed at the Threshold stage, we require the supplier to notify the parties of the outcome.
· If the ICP decides there is a case to answer the provider will manage the case through to the final hearing including any further case investigation required (though this should be minimal) and case presentation.

· For these cases we require the cases to be ready for the ICP within 20 weeks of being instructed on the case.

· We require the supplier to prepare and present applications for Interim orders and interim order review hearings on relevant cases.

· We estimate the volume of these instructions to be 280 – 360 cases per year.

Scenario B: Instruction at the post-Investigating Committee stage for the preparation and presentation of fitness to practise cases before substantive (final) hearing panels:

· These are likely to be cases which have not been ‘frontloaded’. The supplier will therefore be required to manage, carry out any further investigation and prepare the case for the substantive hearing. The supplier will also present the case at the final hearing on behalf of the HCPC.

· We require the supplier to prepare the bundle for the substantive hearing and send the bundle to the registrant and/or their representative.

· We require the supplier to disclose the case and conduct pre-hearing management in line with our standard directions.

· For these cases we require the cases to be ready to disclose to the registrant (i.e. ready to schedule) within 18 weeks of being instructed on the case.
· We require the supplier to prepare and present interim order applications and interim order review hearings on relevant cases.

· We estimate the volume of these instructions to be 120 - 150 cases per year.
Scenario C: Advocacy at substantive order review hearings for cases that had been held by the legal provider at the time of the substantive hearing:

· We require the supplier to liaise with our Case Preparation and Review team for instructions on the presentation of the case, and to prepare a skeleton argument for review by the Case Preparation and Review team.
· Substantive order review hearings are typically listed for one day. 

· We estimate the volume of these instructions to be around 100 - 120 per year.

Scenario D: Application to and advocacy at the appropriate court to extend an interim order made under Article 31 of the Health Professions Order (2001). This is likely to be for cases already held by the legal provider but may also include applications for cases held by our internal case management teams:
· The supplier will make the application to the appropriate court and present the matter at court.

· We require the supplier to liaise with the designated contact at HCPC for any instructions on the application. 

· The supplier will prepare the hearing bundle and witness statement to be signed by the Executive Director of Fitness to Practise and Tribunal Services or their delegate. 

· We estimate the volume of these instructions to be 177 – 200 per year. 

Scenario E: Ad hoc advocacy for interim order application hearings for cases held by the HCPC’s internal case management teams, where this cannot be accommodated within our internal presenting officer capacity:
· We require the supplier to liaise with the designated contact at the HCPC for instructions on these hearings, and to prepare a skeleton argument for review by the HCPC.

· Interim order application hearings are typically listed for one day. 

· We estimate the volume of these instructions to be 130 - 150 per year.

Scenario F: Ad hoc advocacy for interim order review hearings for cases held by the HCPC’s internal case management teams, where this cannot be accommodated within our internal presenting officer capacity:

· We require the supplier to liaise with the designated contact at the HCPC for instructions on these hearings, and to prepare a skeleton argument for review by the HCPC.

· Interim order application hearings are typically listed for one day. Interim order reviews may take place ‘on the papers’ or as oral hearings typically listed for one day.

· We estimate the volume of these instructions to be around 90 -100 per year

We expect all providers on the panel to be able to manage all scenarios.

The Supplier(s) shall provide the following services as a minimum: 

1. Case investigation, preparation and advocacy requirements
1.1. Receive cases instructed upon by HCPC

The service provider will:

· Receive cases from HCPC electronically, including all available case documentation received to the point of instruction.

· Acknowledge receipt of case and allocate to named case owner, appropriate to the complexity and nature of the case, within two working days.

· Fully assess the case and produce a comprehensive case plan (including interim order risk assessment) to be prepared within one week of receipt. The case plan should include, as a minimum:

· Case type;

· Completed first risk assessment;

· Analysis of the allegation; including identification of witnesses and documentary evidence held/required;

· Outline of data protection and information security considerations;

· Analysis/impact of any representations provided by the registrant;

· Suitability of the case for alternative progression options;

· Identification of any additional support needs relating to the registrant, witnesses and/or other stakeholders and how these may impact the case;

· Analysis of the case, including identification of the strengths and weaknesses.
· Analysis of any high profile risks or enhanced case management needs for case management
· Prioritise cases in line with HCPC guidelines and ensure mechanisms to identify high risk or high priority cases.

1.2. Case management, investigation and presentation
The service provider will:

· Provide high quality, efficient preparation of cases for threshold decision, ICP and/or an HCPTS hearing in line with case plans agreed with HCPC and service level times frames.

· Provide an interim update at frequency to be decided by The HCPC to contain confirmation of case progress, an indication of potential outcome and whether the case will meet the service standard or setting out plans for escalation/remedy.

· Conduct interviews and, where appropriate, prepare accurate witness statements ensuring efficient use of resources and appropriate mode of interview has been used 
· Assess witnesses for vulnerability and the need for special measures, referring such cases to the HCPC and recording reasonable adjustment where relevant
· Provide a high level of witness support and care including updating witnesses at an appropriate frequency for their requirements
· Identify the need for expert witnesses and have systems in place for finding suitable, high quality, experts ensuring value for money.

· Continually risk assess cases and update HCPC immediately of any changes to the interim order risk category.

· Provide advice on the direction and merits of the case, including consideration of alternative disposal options.

· Seek instruction on any issues that arise, ensuring there is sufficient information provided to HCPC for instruction to be given.

· Seek instruction prior to exploring any additional concerns not specified in the allegation that may come to light when obtaining statements of evidence.

· Ensure processes are in place to identify and escalate issues internally and notify HCPC of any concerns relating to a case without delay.

· Provide access for HCPC employees to real time electronic case information.

· Prepare appropriately redacted bundles in accordance with redaction guidance and data protection principles.

· Serve evidence in line with statutory or service level time frames.

· Communicate effectively with other parties to the case, making efforts to minimise hearing length and prevent delays.

· Provide notification of the need for a preliminary hearing or other case management activities outside of the listing process as soon the need arises.
1.3. Advocacy instructions and applications for extensions to interim order applications 
The service provider will:

· ensure cases are allocated to a suitably qualified and experienced advocate 

· raise any queries or issues with instructions promptly

· seek instruction on any issues that arise, ensuring there is sufficient information provided to HCPC for instruction to be given.

· ensure the presenting officer allocated to the matter has capacity to prepare fully

· provide a report on the hearing to HCPC after it concludes

· for applications to extend interim orders in the relevant court:

· ensure the risk assessment is up to date and supporting of making an application to extend the order

· lodge and serve the application on time 

· endeavour to have the application agreed by consent with the registrant

· prepare a detailed application to provide the court with assurance of case progression and management of risk

· send the draft witness statement to the HCPC for signature with sufficient time for signature.
1.4. Resourcing and availability

The service provider will:

· Ensure sufficient appropriately qualified staff available to investigate, prepare and present cases varying in complexity and nature.

· Ensure appropriately qualified advocates to present cases before the HCPTS practice committees or appropriate court (for Interim Order extensions) on behalf of the HCPC, including for interim order applications and interim order review hearings. 

· Ensure appropriate senior level supervision of cases, especially those which have been identified as high risk.

· Have systems to monitor and manage performance specifically in relation to HCPC case work.

· Provide comprehensive training for all individuals working on HCPC cases.

· Provide a named case owner for each case.

· Provide prompt response to all queries relating to the services.

· Ensure availability to provide advice and assistance to the HCPC.

· Have systems in place to manage spikes in activity and uneven work flows. 

1.5. Management of case information and material

The service provider will:

· Ensure efficient, secure and accurate electronic systems and processes for the central recording of case information.

· Provide access for HCPC employees to real time electronic case information.

· Ensure secure storage and transportation and communication of all information.

· Ensure systems are in place for electronic transfer of all case material.

· Ensure audit and review of data to ensure accuracy.

1.6. Adhere to minimum service levels 

The service provider will:

· Deliver case work in line with service standards.

· Provide exception reports where cases do not meet service level time frames.

· Ensure mechanisms to identify cases potentially not able to meet the service level time frames and propose a course of action to expedite the case.

· Raise with HCPC as soon as possible any issues that may affect the smooth running of HCPTS hearings, including their ability to start or conclude according to the scheduled listing.
· Where minimum service levels are not met, this will be communicated to The HCPC by a senior member responsible for the account management.
1.7. Communication and management information

The service provider will:
· Attend regular teleconferences with HCPC and, if appropriate, HCPTS at an operational level to discuss individual cases with an emphasis on problem solving and issue spotting.

· Attend monthly meetings between the supplier and HCPC at a management level to discuss overall operation of the contract.

· Develop (in partnership with the HCPC) an efficient system of communication for the appointment, confirmation and invoicing of services, including expert witnesses. With any expenditure on expenses over a pre-determined amount to be agreed in advance.

· On a monthly basis, provide:

· case progress status reports for open Pre-IC cases (in addition to access to real time case information, where needed)
· case progress status reports for open Post-IC cases on a monthly basis (in addition to access to real time case information, where needed)
· management information reports to the HCPC setting out performance against service standards as agreed by HCPC for discussion at monthly meetings
· a summary of the number of cases open at each stage of the process

· case outcome reports for cases considered by our statutory committees the supplier’s cases (IC, final hearing and interim order considerations)

· Provide a higher level of reporting and communication in high priority/exceptional cases.

1.8. Other

· Involvement in healthcare regulation is desirable.

· Provide feedback or suggested service improvements. 

· Development and continuous improvement of processes looking for innovative approaches to case management.

· Undertake case reviews and audits both self-generated and at the request of HCPC.

· Provide reciprocal training with HCPC.

1.9. Current Open Cases Handing Over

At the conclusion of the contract, it is anticipated that the external legal provider will remain instructed on any cases on which they have already received instructions at the commencement date of any new contract. This will be subject to negotiation at the end of the contract and may depend on the status of individual cases.

It is expected that the service provider will:

· Continue to progress cases to the same service level standards and expectations as above.
· Prioritise cases to be concluded within a timeframe agreed with the HCPC. 

In circumstances where, at the conclusion of the contract, cases are transferred from the legal supplier to a new legal supplier, the service provider will:

· Ensure a robust and detailed case handover is prepared for the new supplier. 

· Transfer all relevant case-related information to the HCPC and/or directly to the new supplier within timeframes to be agreed with the HCPC. 

· Provide a point of contact to address case-related queries or issues that arise after the transfer of a case, until such time as the case concludes. 

· Communicate with all case parties about the transfer of their case in terms agreed with the HCPC.

· Work collaboratively with HCPC and the new provider to ensure minimum disruption and delay to cases being transferred. 

2. Service standards

The service provider will be required to meet the following service standards in relation to the preparation of cases. 

	Activity
	Timeframe
	Proportion of cases

	Allocation to a named case owner and acknowledgement of receipt of case
	Within 2 days of receipt of case
	All cases

	Case Plan including an initial interim order risk assessment of the case. 
	Within 1 week of receipt of case
	All cases

	Pre-ICP frontloaded case investigations concluded (ready for the Investigating Committee or closure against the threshold policy)
	20 weeks from instruction
	Instructions Pre-Investigating Committee stage

	Post-ICP direct listing plan for cases that have been frontloaded pre-ICP (case ready to schedule) 
	1 week from being notified of CTA decision 
	Instructions Pre-Investigating Committee stage

	Post-ICP case management and preparation concluded (ready for disclosure to the registrant)
	18 weeks from instruction
	Instructions at the post-Investigating Committee stage

	Case progress update to case parties.
	As determined in line with The HCPC best practise standards
	All cases

	Case progress update to named point of contact at HCPC for cases where a case progression deadline has been missed
	As determined by the agreed case correction plan 
	Cases where service provider has missed the service delivery timescale


2.1. Reporting against the service standards

Monthly statistics on cases that have reached / should have reached the stages outlined above should be reported on a monthly basis.

Individual cases not meeting the service standards should be analysed and details provided to HCPC as part of the monthly reporting requirement. A plan for resolution must be provided to HCPC to include a proposed extended date to conclude the case so it is ready for consideration by a Senior Decision Maker, ICP or HCPTS practice committee (depending on the stage the case is at).

Performance against the service standard for all cases and broken down by an agreed case classification should be reported as a quarterly rolling total.

Additional reporting will also be required on high risk cases, including cases identified as potentially requiring an interim order and cases where an interim order is close to expiry. 

The HCPC may ask for additional management information regarding the progression of cases at any time as required. 

APPENDIX B – EVALUATION MATRIX
1. Technical Evaluation

Marks out of twenty will be awarded to each question (other than the pricing schedule) across a range as set out below and subject to the maximum mark given for each question.
1.1. The scoring scheme for questions 2-5 is as follows:
	
	Marks out of 5

	Unanswered or totally inadequate response to the requirement, providing no evidence that the Tenderer has the skills, experience, resources or systems in place required to meet the specification. 
	0

	Poor response to the requirement, providing limited evidence that the Tenderer has the skills, experience, resources or systems in place required to meet the specification.
	1

	Minimal response to the requirement, providing some evidence that the Tenderer has the skills, experience, resources or systems in place required to meet the specification.
	2

	Good response to the requirement providing evidence that the Tenderer has the skills, experience, resources or systems in place required to meet the specification.
	3

	Exceptional response to the requirement, providing clear evidence that the Tenderer has the skills, experience, resources or systems in place required to meet the specification.
	4

	Exceptional response going beyond the requirement and providing fully comprehensive evidence that the Tenderer has the skills, experience, resources or systems in place required to meet the specification, to deliver beyond the services required and to add significant additional value to the HCPC.
	5


2. Commercial Evaluation
The pricing evaluation comprises three elements:
· hourly rates; 
· total annual cost for the three scenarios; and 
· innovative pricing model (this is optional (a response without this will be valid) but it does carry a small number of marks)
2.1. Hourly rates
HCPC does not expect all grades of fee earner to be used equally in delivery of the services. An Average Hourly Rate (AHR) will therefore be calculated from the Usual Charging Rates to evaluate charging rates by weighting the hourly rates in the following proportions:
	Grade
	Percentage weighting

	Partner (or equivalent)
	2.5%

	6 – 10 PQE
	15%

	3 – 5 PQE
	22.5%

	0 – 2 PQE
	5%

	Trainee/Legal Executive
	5%

	Paralegal
	50%


HCPC will calculate and AHR for each Tenderer using the percentage weightings shown above. 
The available marks will be allocated based on the following criteria:

a. Partner Hourly Rate (PHR) – 10 marks;

b. Paralegal Hourly Rate (PaHR) – 10 marks;

c. Hourly Rate Range between Partner and Paralegal (HRR) – 5 marks;
d. Average Hourly Rate (AHR) – 25 marks;
Where a legal firm has only one grade then the AHR will be the single hourly rate submitted and it will be scored on that single criteria (AHR).

A total of 50 marks are available for this question which carries a weighting of 12.5%.

Worked example:
Legal firms ‘ABC’, 'MNO’, ‘DEF’ and ‘XYZ’ are all invited to tender. The prices tendered by the four firms are shown below, with the AHR calculated. DEF has the lowest AHR (£115.00) and XYZ the highest AHR (£142.00).

	
	Weighting applied
	
	
	
	
	
	

	
	50%
	5%
	5%
	20%
	15%
	5%
	
	

	
	
	
	
	
	
	
	
	

	
	Paralegal
	Trainee/ Legal Executive
	0-2 PQE
	3-5 PQE
	6-10 PQE
	Partner (or equivalent)
	
	AHR

	ABC
	£100
	£120
	£140
	£150
	£180
	£200
	
	£130.00

	MNO
	£107
	£125
	£150
	£160
	£190
	£222
	
	£138.85

	DEF
	£115
	£115
	£115
	£115
	£115
	£115
	
	£115.00

	XYZ
	£101
	£130
	£160
	£170
	£200
	£260
	
	£142.00


The AHR for ABC is calculated as follows:

Paralegal (or equivalent)
£100 x 50% = £50
Trainee/Legal Executive
£120 x 5% = £6
0-2 PQE


£140 x 5% = £7
3-5 PQE


£150 x 20% = £30
6-10 PQE


£180 x 15% = £27
Partner


£200 x 5% = £10
AHR for ABC is therefore £130.00
DEF proposed a blended hourly rate £115.00. 

Marks will be awarded according to the following table:

	
	PHR
	PaHR
	HRR
	AHR

	Lowest
	10
	10
	5
	25

	Diff =< 5%
	8
	8
	4
	20

	5% > Diff =< 10%
	6
	6
	3
	15

	10% > Diff =< 20%
	4
	4
	2
	10

	20% > Diff =< 25%
	2
	2
	1
	5

	Diff > 25%
	0
	0
	0
	0


The scores for Hourly Rates for the four tenderers are shown on the following table:

	
	PHR
	PaHR
	HRR
	AHR
	Total

	ABC
	£200
	10
	£100
	10
	£100
	5
	£130.00
	10
	35
	4.38

	MNO
	£222
	4
	£107
	6
	£115
	2
	£138.85
	5
	17
	2.13

	DEF
	£115
	0
	£115
	0
	£0
	0
	£115.00
	25
	25
	3.13

	XYZ
	£260
	0
	£101
	8
	£159
	0
	£142.00
	5
	13
	1.63


2.2. Total annual cost for the three scenarios

Legal firms ‘ABC’, 'MNO’ and ‘XYZ’ are all invited to tender. The prices tendered by the three firms are shown below, with the Total Annual Cost (TAC) calculated. MNO has the lowest TAC (£384,200) and ABC the highest TAC (£391,900).

Annual average of cases per Scenario

	
	100
	350
	100


	Fee per case
	Scenario A
	Scenario B
	Scenario C
	TAC

	ABC
	£450
	£820
	£620
	£394,000 

	MNO
	£400
	£810
	£650
	£388,500 

	XYZ
	£465
	£800
	£630
	£389,500 


The TAC for NMO is calculated as follows:

Scenario A
£400 x 100 = £40,000

Scenario B
£810 x 350 = £283,500
Scenario C
£650 x 100 = £65,000

The TAC for MNO is therefore £388,500 

Marks will be awarded according to the following table:

Lowest TAC 





50 Marks

TAC =<5% greater than lowest TAC

40 Marks

5%> TAC =<10% compared with lowest TAC
30 Marks

10%> TAC =<20% compared with lowest TAC
20 Marks

20%> TAC =<25% compared with lowest TAC  10 Marks

TAC >25% lowest TAC



  0 Marks

A total of 50 marks are available for this question which carries a weighting of 12.5%.

2.3. Innovative pricing model
HCPC is interested in pricing proposals that manage timeframes, costs and risks using alternative methods, such as case price caps or retainers, or other innovative risk/ reward/ quality pricing structures.

If you want to propose an alternative pricing model is more appropriate to HCPCs requirements, please provide appropriate details that will allow HCPC to make an evaluation of the proposal.

A total of 20 marks are available for this question which carries a weighting of 5%.

3. Interview  Evaluation

The presentation format and questions will be confirmed on the communication setting the date and time for it. 

As an example, tenderers might be asked to give a presentation providing a case study illustrating their previous experience of managing a case work contract and setting out:

· What challenges were faced 

· What process improvements were recommended and implemented
· What systems were put in place to ensure service levels were met

The presentation should last for no more than 15 minutes. They will be expected to answer questions of clarification on the presentation and any other aspects of the response submitted as part of the ITT. Where necessary this may lead to adjustment of marks. 
	
	Marks available

	Quality of presentation
	5

	Ability to respond to HCPC’s changing needs 
	5


A total of 10 marks are available for this question which carries a weighting of 10%.

4. Evaluation matrix summary
	Technical Evaluation
	Max Points
	Weight
	Score
	Comments

	Approach
	15
	20%
	
	

	Information Security
	5
	5%
	
	

	Team, Resources and Training
	15
	15%
	
	

	Quality
	5
	10%
	
	

	Contract Management & Reporting
	5
	5%
	
	

	Innovation
	5
	5%
	
	

	Technical score Subtotal
	50
	60%
	
	

	

	Cost & Pricing Evaluation
	
	
	
	

	Hourly Rates
	50
	12.5%
	
	

	Total Annual Fixed Cost
	50
	12.5%
	
	

	Innovative Price model
	20
	5%
	
	

	Commercial score Subtotal
	120
	30%
	
	

	
	
	
	
	

	Interview Evaluation
	
	
	
	

	Quality of presentation
	5
	
	
	

	Ability to respond to HCPC’s changing needs
	5
	
	
	

	Interview score Subtotal
	10
	10%
	
	

	
	
	
	
	

	Total
	180
	100%
	
	


APPENDIX C – DRAFT FRAMEWORK AGREEMENT AND SCHEDULES

Please see separate document.
Kindly follow the following link to review all relevant Agreement and Schedules related to RM6240 

Public Sector Legal Services - CCSRM6240 

https://www.crowncommercial.gov.uk/agreements/RM6240 

APPENDIX D – FORM OF TENDER

To:  The Health and Care Professions Council

Having examined the Terms and Conditions and the Specification for the provision of fitness to practise case preparation and presentation, I/We offer to carry out the whole of the said services in conformity with the said Terms and Conditions of Framework Agreement and associated work orders (to be detailed following selection of preferred supplier) and Specification.

I/We confirm that I am/we are not aware of any conflict of interest that would arise if I/we were to be successful in this tender.

The essence of selective tendering is that the client shall receive bona fide competitive tenders from all those tendering.  In recognition of this principle, I/we certify that this is a bona fide tender, intended to be competitive, and that I/we have not fixed or adjusted the amount of the tender by or under or in accordance with any agreement or arrangement with any other person.  I/We also certify that I/We have not done and will not do at any time before the hour and date specified for the return of this tender any of the following acts:-

a) communicating to a person other than the person calling for those tenders the amounts or approximate amount of the proposed tender, except where the disclosure, in confidence, of the approximate amount of the tender was necessary to obtain insurance premium quotations required for the preparation of the tender;

b) entering into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any tender to be submitted;

c) offering or paying or giving or agreeing to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.

In this Form of Tender the word "person" includes any persons and any body or association, corporate or unincorporated; and "any agreement or arrangement" includes any such transaction, formal or informal, and whether legally binding or not.
Signature: 


Designation: 

[image: image2.png]
for and on behalf of: 

Address:



Date: 



Tel. No

Appendix E – Non-Collusive Tendering Certificate
NON-COLLUSIVE TENDERING CERTIFICATE

We certify that this is a bona fide Tender, and that we have not fixed or adjusted the amount of the Tender by or under or in accordance with any agreement or arrangement with any other person. We also certify that we have not done and we undertake that we will not do at any time before the hour and date specified for the return of this Tender any of the following acts:

a) communicate to a person other than the person calling for those tenders the amount or approximate amount of the proposed Tender, except where the disclosure, in confidence, of the approximate amount of the Tender was necessary to obtain insurance premium quotations required for the preparation of the Tender.

b) enter into any agreement or arrangement with any other person that they shall refrain from tendering or as to the amount of any Tender to be submitted

c) offer or pay or give or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done in relation to any other Tender or proposed Tender for the said work any act or thing of the sort described above.

In this certificate, the word ‘person’ include any persons and any body or association, incorporate or unincorporate; and ‘any agreement or arrangement’ include any such transaction formal or informal, and whether legally binding or not.

DATED……………………………… 

Signature: .................................................................................................................
Name.........................................................................................................................
For and on behalf of...................................................................................................
Appendix F – HCPC Staff Expenses Policy
Expenses Policy for Employees

Policy summary

1. This policy sets out rules and guidance on how to claim expenses while carrying out work or providing services on behalf of the Health and Care Professions Council (HCPC). The policy applies to all employees, partners and Council and Council committee members. 

2. You are expected to act honourably and sensibly within the spirit of this policy. 
3. The effective date of the revised policy is from 1 April 2025.
4. The rates and allowances in this policy are intended to provide a reasonable standard of travel, accommodation and subsistence consistent with the HCPC’s position as a public sector body funded by registrants’ fees. Rates are kept under review, including feedback from Council and Council committee members, partners and employees, and from time to time, changes may be made to the rates quoted in this policy. These changes will be notified to Council and committee members, partners and employees.

5. The HCPC shall reimburse expenses, on production of itemised receipts satisfactory to the HCPC, for all reasonable expenses actually and necessarily incurred in relation to performing duties and attendance at meetings or events when representing the HCPC. Non-itemised debit/credit card receipts are not accepted.

6. Expenses will only be reimbursed to the extent that they have been paid for in money. Expenses that have been bought with promotional points or vouchers or other non-monetary forms of settlement cannot be reimbursed. 

7. Expenses will only be paid if approved by the HCPC. If you are uncertain as to whether an expense will be reimbursed, you should seek clarification from the relevant management team (Line manager, Partner team or Governance team) before the expense is incurred.

8. You are expected to arrange your travel and accommodation in the way that is most cost-effective for the HCPC, while minimising the environmental impact. Rail and air travel and hotel accommodation must be booked through the HCPC's contracted travel management company.

9. The HCPC’s prior approval is required for international travel and for any non-travel or accommodation related expense that is greater than £100. If expenses fall outside of this policy, the HCPC may contact you to seek clarification over the expenditure. You are advised that reimbursement may be delayed in these circumstances. The HCPC reserves the right to reject payment for expenses that are not compliant with the policy.

10. Should further clarification or advice be required with regards to this policy, please contact the relevant management team.

11. The HCPC will not pay any VAT in addition to the amount stated on the receipt submitted and this includes goods that are exempt from VAT.

Submitting expenses claims
12. You must submit your claims for reimbursement of expenses electronically by email to finance@hcpc-uk.org with scanned or photographed copies of the receipts, with a copy to the relevant management team. 

13. HCPC employees expense claims must be authorised by the relevant line manager with supporting itemised receipts showing the date of purchase, must be submitted via email on the claim form
 provided for the purpose which can be found on the intranet.

14. Council and council committee members claims must be authorised by the Governance team with supporting itemised receipts showing the date of purchase, must be submitted via email on the expense claim form. 

15. Partners must submit their claims for reimbursement of expenses by email to the Registration, Fitness to Practise or Education teams. All partner claims should be made on the HCPC Partner Expense Form
, which can be found on the Partner Portal and on the HCPC website.

16. All claims submitted must be accompanied by scans or photographs of supporting itemised receipts showing the date of purchase. If a receipt is misplaced, every reasonable effort should be made to obtain a replacement copy from the supplier. If the receipt is not located, the circumstances and the details of the purchase should be explained on the claim form or in the covering email.

17. You should submit any claims within one calendar month of the expense having been incurred. If you do not submit within the specified period you forfeit the reimbursement. Payment of expenses will be made directly into your bank account. 

18. Line managers, the Partner team or the Governance team, where applicable, are responsible for reviewing claims and confirming that the policy has been followed. In authorising a claim, the team is confirming that the expense was necessarily incurred on HCPC business and that the amounts claimed are within the relevant policy limits.

19. All claims will be processed through our Business Central system, following authorisation, to ensure that business related expenses are visible and approved via Business Central by the most appropriate member of the management team before payment is processed.

Travel management company
20. The HCPC has appointed a travel management company
 through a government framework contract. The travel management framework agreement provides efficient business processes to the HCPC. Rail and air travel and hotel accommodation must be booked through the HCPC’s contracted travel management company. The performance of the travel management company is reviewed at regular intervals and the contract provides a process to address any performance issues. 

21. All travel and accommodation must be booked at the earliest opportunity as cheaper rates can be obtained. Bookings should be made at least one month in advance unless notification of the requirement to travel is received  less than one month in advance and tickets must be refundable. 

22. Where the start time of a meeting is known an advanced ticket must be purchased on a specific scheduled train or flight. In some cases, purchasing two single tickets may be cheaper than purchasing a return ticket. Open tickets for the entire journey (i.e. an open return type ticket) are not permitted. However, if the end time of an event is unknown then an open ticket may be purchased for the return leg of the journey only.

23. Bookings through the contracted travel management company should be made online. Online bookings are free of charge for train and hotel bookings, but fees are charged for bookings by telephone or email. Air travel bookings incur a charge both online and via telephone or email. 
24. Bookings made though the travel management company are subject to its cancellation policy. Rail travel bookings can be cancelled online subject to a cancellation fee. The cancellation of hotel bookings is dependent on the type of room booking made, as some cheaper room-only rates are non-refundable. 

25. You are responsible for cancelling your own bookings. Cancellations need to be made within 48 hours of receiving notification that the related meeting, hearing or visit has been cancelled to minimise cancellation charges. When a rail booking is cancelled after the tickets have been delivered or collected, the tickets must be returned to the travel management company in order to obtain any refund. Email travel@hcpc-uk.org for the forms.

Travel and subsistence
26. Reasonable rates are payable for travelling and subsistence costs to reimburse the out-of-pocket expenses incurred. If only a proportion of the expense is HCPC related (for example a journey that combines HCPC business and other business), only the relevant pro-rata share of the expense should be claimed. If  you already hold a season ticket for the relevant journey, no additional cost has been incurred and therefore no cost can be claimed. 

27. Costs incurred by HCPC employees while travelling from home to the HCPC offices cannot be claimed, except in the case of late-night working as set out in paragraph 45. If the employee already holds a season ticket for the relevant journey, no additional cost has been incurred and therefore no cost can be claimed.

28. The HCPC encourages the use of environmentally friendly transport to minimise the organisation’s carbon footprint, for example, using public transport where possible, choosing rail travel over air travel or travelling in an electric vehicle rather than a car with a petrol or diesel engine. 

Rail

29. All rail travel on HCPC business must be booked at standard class. The only exceptions to this are where first-class travel has been agreed in advance as a reasonable adjustment for a disability or  other mobility issue. All rail travel must be booked though the HCPC’s travel management company.

Air

30. Air travel should only be used in exceptional circumstances and when no other travel option is available or viable. Executive Director prior approval is required for all overseas travel before any overseas travel or accommodation is booked. All air travel must be booked though the HCPC’s travel management company.

31. Standard class must be used when the duration of the single airline flight is less than 8 hours. If the single journey comprises more than one airline flight, standard class tickets must be used for the different flights if the combined air travel time is less than five hours.

32. Premium economy tickets may be used when the duration of a single airline flight is longer than 8 hours. If premium economy tickets are unavailable, standard class tickets must be used. 

33. You are required to purchase carbon-offsetting in relation to all air fares. The HCPC will reimburse where such claims are submitted in accordance with paragraphs 12-18 above (Submitting expenses claims). You may use airlines own schemes or Atmosfair.

34. Travel insurance is provided for through the HCPC’s corporate combined insurance for HCPC directors, employees, Council members and Council committee members. 

Tube, coach and bus fares

35. All tube, coach and bus fares will be reimbursed as incurred. If you are travelling within London, you need to purchase an Oyster card or use a contactless debit/credit card in order to take advantage of the cheaper fares available. The HCPC will refund the cost of journeys travelled. A receipt or a copy of the relevant line in your bank statement will be required when claiming a reimbursement. 

Car travel

36. Your own cars or rental cars can only be used for travel on HCPC business where it is the most cost-efficient way of travelling or where other forms of travel are not available. Electric cars should be used where this option is available. You must have the appropriate insurance cover for business use of your own car.

37. The mileage allowances for your own cars used on HCPC business are in accordance with HMRC rates, which are subject to change from time to time. The current rates are as follows:



Cars (first 10,000 miles):
45p per mile



Additional miles:

25p per mile



Motorcycles:


24p per mile



Cycles:


20p per mile

38. These rates will apply equally to petrol, diesel, hybrid and electric vehicles. While running costs for electric vehicles are significantly lower than rates above, the HCPC wishes to incentivise the use of electric vehicles.

39. Rental cars must be booked by emailing travel@hcpc-uk.org. The actual cost of fuel used by rented cars may be claimed, supported by an itemised receipt.

40. Expenses incurred in respect of tolls, parking and ferries may be claimed.

41. No car journeys will be reimbursed when travelling into central London, as public transport is widely available. Driving through any congestion charging zone should be avoided.

42. No reimbursement of congestion charge zone, ULEZ charge and central London parking fees will be paid.

Taxi fares

43. Where practicable, public transport should be used rather than taxis. Taxi fares will only be reimbursed in the following circumstances:

· where a taxi will be cheaper than public transport (for example, if two or more employees/partners/Council and/or committee members share a taxi);

· where public transport is unavailable;

· if carrying heavy/bulky luggage or heavy/bulky HCPC equipment; or 

· where there is a reasonable adjustment which has been preapproved by the relevant management team. 

44. Taxi fares will only be reimbursed where it is clearly stated on the claim the reason for getting a taxi and the journey taken. This must be supported by a receipt.

Late night taxis from the HCPC offices to home
45. Where there is a requirement to work in the office until at least 9pm, which does not form part of a normal work pattern, a taxi journey from the HCPC’s offices to home may be claimed providing that it would not be reasonable to expect the use of public transport.

Away day travel expenses
46. For travel to away days, training and similar events, the difference between your normal travel fare (from home to the HCPC’s offices) and the amount of the new journey will be reimbursed. You must purchase extension tickets where appropriate and purchase Oyster card/contactless debit/credit card fares, which are cheaper than cash fares.

47. If you use a private car journey as either part of your usual or extended/alternative journey, the mileage rates as stipulated in paragraph 37 will be applied. No reimbursement of congestion charge zone, ULEZ charge and central London parking fees will be paid.

Hotel

48. Hotel accommodation can only be booked for the night prior to attending a meeting or event if you otherwise have to leave home before 6am and for the night following the engagement if you would return home after 10pm. Accommodation may also be booked under reasonable circumstances (e.g. lack of available public transport to ensure you arrive on time), which requires prior authorisation from the relevant management team.

49. Hotel accommodation must be booked though the HCPC’s travel management company and you must use the HCPC’s preferred hotels as indicated on the website.

50. Hotel bookings must be made with a reasonable cancellation policy in place (either 24 or 48 hours prior to arrival).

51. The maximum nightly rates for hotels including VAT are as follows:

	
	Room only
	Bed and breakfast

	London within the M25
	£170
	£180

	Aberdeen, Belfast, Birmingham, Cardiff, Edinburgh, Glasgow and Manchester (other cities with high market rates for hotel accommodation)
	£140
	£150

	All other areas in the United Kingdom
	£120
	£130

	Abroad: Executive Director prior approval is required for all overseas travel, including the choice of hotel. Hotel room rates should not exceed the equivalent rates for the UK, i.e. hotels in a capital city should not exceed the equivalent of £180 per night including VAT and breakfast; other large cities should not exceed the equivalent of £150; other areas should not exceed the equivalent of £130.


52. Where no hotel is available at the above stated rates, outside policy approval can be requested through the relevant management team. When a bed and breakfast rate is booked, the cost attributable to breakfast does not matter so long as the total is within the bed and breakfast limit in the table. When a room only rate has been booked, breakfast may still be taken in the hotel provided the total for the room plus breakfast is within the bed and breakfast limit in the table, and the breakfast is charged on the hotel bill. Alternatively, when a room only rate is booked, breakfast may be taken outside the hotel subject to the £10 limit per paragraph 56.

53. If you are requested to travel outside the UK on HCPC business, subsistence and accommodation costs outside the UK will be considered on a case-by-case basis. 

Other accommodation

54. £35 may be claimed when you are required to stay away from home on HCPC business and choose to stay with friends and family. This amount covers all costs including accommodation, evening meal and breakfast. No claim can be made by anyone staying in their own property. 

Meals

55. This section covers meals paid for while on day-to-day HCPC business, and meals charged to  hotel bills. It does not cover food provided and organised directly by the HCPC at events. The HCPC will not pay for the cost of alcohol. The maximum allowances for meals stated below are for the cost of food and non-alcoholic drinks.
56. Reasonable expenses will be reimbursed where costs for meals have been incurred with the following maximum allowances:

· Breakfast £10 (when purchased outside the hotel);

· Lunch £10;

· Evening Meal £25 (whether taken inside or outside the hotel).

57. Breakfast can be claimed when staying in overnight accommodation, where breakfast is not included within the room rate. An evening meal can be claimed when arriving home after 8pm, when not staying in overnight accommodation.

58. Lunch can only be claimed when you are attending a meeting or event for a whole day and where lunch has not been provided by the HCPC or the organiser of the meeting or event.

59. Charges for room service may be claimed provided the total cost of the meal including the tray charges is within the maximum allowance for the applicable meal.

60. If you pay for and claim the cost of meals of other HCPC employees/partners/Council and/or committee members, the names of the other individuals must be stated on the claim form. 

61. Where a meal is provided by the HCPC, claims for alternative food purchased will not be paid.

Emergency booking guidelines

62. If you are travelling on HCPC business, you will be able to make an emergency booking, without prior approval, with the HCPC’s travel management company for one night only out of the HCPC’s office hours. Any consecutive nights would need to be booked via the travel management company platform.

Other business travel expenses

Support workers to assist people with a disability
63. If you have a disability, an allowance of up to £65 per day is payable for the cost of a support worker accompanying you to a meeting or event of the HCPC, where your attendance is required and where the cost of the support worker is not covered by Access to Work funding. In those circumstances, support workers’ travel and accommodation must also be booked through the travel management company, and support workers’ travel, accommodation and subsistence are subject to the provisions set out above.

Those requiring a reasonable adjustment outside this policy
64. If you require a reasonable adjustment which falls outside the scope of this policy, you need to refer to the Reasonable adjustment policy
 and contact the relevant management team to pre-authorise any adjustments. 

Abuse of the policy
65. If it is found that you have abused this policy then the HCPC will reserve the right to take further action, which may lead to termination of your contract. The HCPC may also take steps, including legal action if necessary, to recover any losses arising from abuse of this policy and report serious abuse of this policy to the police.
Review of the policy

66. This policy will be reviewed on an annual basis by the HCPC’s Executive Leadership Team with any issues or proposed changes to be brought to the attention of the relevant Remuneration Committee for approval.

Equality, diversity and inclusion statement
67. The HCPC adopts a zero-tolerance approach to discrimination on any of the protected grounds in the Equality Act 2010.

68. We are committed to providing equal opportunities to everyone regardless of age, disability, sex, sexual orientation, pregnancy and maternity, race or ethnicity, religion or belief, gender identity, or marriage and civil partnership.

69. We will take positive steps to ensure that our applicants and employees, partners and Council and Council committee members can enjoy an experience that is fair, equitable and free from discrimination in their dealings with us.

Appendix

Fees for Partners

1. HCPC will pay partners' fees proactively based on HCPC's records of the work done (for example, assessments completed, days of hearing attended by panel members). Partners are not required to submit invoices. HCPC's remittance advices will provide details of the work for which payment is made. Partners should compare remittance advices with their own records of the work done and query any discrepancy with the department that commissioned the work.

2. The daily rates or case rates payable to partners are set out in the schedule to the Partner Services Agreement. Any changes to the rates will be communicated to partners.

3. For any work undertaken lasting 3.5 hours or less, partners will be paid a half day fee. This excludes any reading time. Partners are reminded that HCPC does not pay reading, preparation or travelling time.

4. If a partner is booked for providing services, which requires attendance and is cancelled, postponed, adjourned or concludes early, the fees that will be paid will be based on when the partner was notified that scheduled work will no longer go ahead and where no alternative work can be allocated by us. Notification is treated as given on a working day if it is communicated to partners by 6pm on that day.

5. Cancellation fees are as follows:

	Timing of cancellation of event
	Fee payable

	0-1 working days before the event
	Full fee (when no alternative paid work is undertaken on the cancelled days)

	2-5 working days before the event
	Half fee (when no alternative paid work is undertaken on the cancelled days)

	More than 5 working days
	No fee


6. No payments will be made when a partner cancels the work allocated to them. 

7. Partners are self-employed contractors and are responsible for their own tax affairs. The HCPC will pay fees gross, without deductions for tax and National Insurance. Further information can be found in the Partner Services Agreement.
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