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Invitation to Tender

Research brief for an evaluation of the impact of completed Small and Mini-Grants commissioned by the Higher Education Academy’s ESD Project

Funding: £1000

Final report by 27 August 2010

Scope

The Academy’s ESD Project wishes to commission an evaluation of the impact of Small and Mini-Grants commissioned by the ESD Project. The Project has commissioned 23 projects over four tranches, of which 19 have been completed to date. These have been largely carried out by academics or academic-related staff in HE institutions in the UK, and have been both generic and discipline-specific in their outlook. It is expected that the majority of the work will be desk-based, involving an examination of the outputs from the grants (mostly written reports, although some have produced specific resources). Further information may be requested from the grant-holders themselves.

Research questions

1. What outputs and outcomes have the grants produced?

2. What is the evidence of impact? (actual benefits received by beneficiaries)

3. Who were the main beneficiaries?

Outputs and outcomes

Outputs

· A report to the Academy to be published on its website

Outcomes

· A better understanding of the impact of ESD grants

· A better understanding of how future calls can be made and recommendations to the Academy on framing and operating such calls.

Process

The tenderer should propose the most appropriate way to complete this work. The final report from the study should outline findings in relation to the research questions above and contain recommendations for the Academy.
Timetable

The successful tenderer would be required to submit a detailed project plan (including evaluation plan, quality assurance, dissemination plan, and sustainability plan) one month prior to the start of the project. A draft version of the final report should then be submitted by 31 July 2010 for feedback from the Academy. The final report must be delivered to the Academy by 27 August 2010. 

Project management 

For the purposes of this study, the Academy will expect to have contact with a nominated member of your organisation. 

The Project will be expected to keep in regular contact with the ESD Project team at the Academy via regular e-mail updates. It is expected that this should start with a project initiation meeting, in order for the contractor to outline their plans. It is then expected that these updates should be fortnightly in the beginning stages of the study and more frequent, should it be required, during the latter stages of the project.
Tender requirements

Tender responses should provide the following information:

a. The nature of your organisation. If the tender is submitted on behalf of a consortium, list the members of the consortium and identify the lead member and a point of contact. 

b. The size of your organisation and its current turnover. Where the tenderer is a consortium, this information is required for each member. 

c. The methodology you propose to use to undertake the study.

d. What information you will need to gather.

e. The timescale to complete the study.

f. A project plan outlining key milestones (for example, when you plan to meet with stakeholders, submit draft and final report).

g. Experience of similar pieces of work.

h. Details or CVs of your staff who will undertake the study.

i. An outline of your capabilities to undertake the project management roles.

j. Details or CVs of your staff who would support project management roles. 

k. Any other details about your organisation you feel may be relevant. 
Pricing structure

Tenders are invited for funding of up to £1,000 (inclusive of VAT and expenses) for the project, which will be commencing on 4 May 2010 and completing in July 2010. The generic terms and conditions of Academy grants can be found in Appendix A. Please provide in your tender a breakdown of the costs.

The Academy wishes to agree a fixed price for the work. Tenderers should quote their price for the entire study, and include expenses. 

The Academy’s preference is to pay for the work on completion. If tenderers seek payment by instalments, then the Academy will expect to see such payments associated with the delivery of identifiable products or the achievement of clearly defined milestones. Tenderers should indicate how this requirement will be met.
Quality procedures

Indicate whether your organisation has any set procedures to enhance quality.

References

Indicate the names of two current or recent customers, preferably within the public sector, for whom you have conducted a similar service and from whom we may request a reference.

Selection criteria

The contract will be awarded to the tenderer who demonstrates the best proposal, in terms of (not listed in order of importance):

· understanding of the requirements of the project

· expertise and experience to deliver all aspects of the project

· capacity to deliver to schedule

· value for money.

Please return your tender by 6 April 2010 to:

Jonathan Payens
Project Officer
The Higher Education Academy
Innovation Way
York Science Park
Heslington
York  YO10 5BR

Contact for further information

Any questions relating to this Invitation to Tender or the Academy’s ESD work in general should be directed to Heather Luna, Project Coordinator (sustainability@heacademy.ac.uk) 

Yours sincerely

David Sadler
Director (Networks)

For the Higher Education Academy 

Appendix A

The Higher Education Academy Grant Letter

Generic Terms and Conditions of Grant 

Definitions

‘Academy’
means The Higher Education Academy of Innovation Way, York Science Park, Heslington, York, YO10 5BR;

‘Deliverable’
means a deliverable developed with the use of any of the Grant funds;

‘Grant’
means the grant referred to in the Grant Letter;

‘Grant Letter’
means the letter from the Academy to the Institution offering grant funding;

‘Institution’
means the subject centre, university or other institution which is the lead recipient of the Grant;

‘Intellectual Property’
means any intellectual property right in any of the Deliverables or otherwise developed during the Project with the aid of Grant funds, whether registered or unregistered, present or future, and any application for any such right, existing anywhere in the world;

‘Partner’
any partner of the Institution, including the Institution’s host institution, which is involved in any way in the Project;

‘Project’

     means the project being funded by the Grant;

‘Project Plan’
means the plan of the Project’s Deliverables, milestones, exit/sustainability plan, etc., as further referred to in the Grant Letter to which these terms and conditions are attached.
Preamble

1. The Academy funds a wide variety of projects, including consultancies and supporting studies where the main deliverable is a report, and projects where the deliverables include products or services as well as reports. These generic terms and conditions apply to all projects and define the responsibilities of the host institution, a subject centre and its project partners.

Submission of Agreed Deliverables

2. The Institution and its Partners must supply all Deliverables specified in the agreed Project Plan.  The schedule for submitting Deliverables, and all other milestones, must be included in the Project Plan and agreed with the Academy Executive in advance of the Project start date. Any changes to the Project Plan must be agreed in writing with the Academy Executive.

3. Project Deliverables are further subject to approval by the appropriate Academy Director (projects under £25,000) or the Academy Executive (projects over £25,001).

4. Project Deliverables will be deposited in the appropriate Academy information store, where appropriate.

Core Project Document Set

5. The Institution must also supply a core set of documents/information to indicate how the Project work will be planned and implemented, to report on progress, and to inform future auditing and evaluation.  It is the responsibility of the lead partner to agree these documents/information with its project partners prior to submission.

6. The usual core Project documents are listed in the table below.  Where the documents required or the timings for their approval are different to those listed, these will be agreed separately with the Academy Executive.

7. Core Project documents/information must be approved in writing by the Academy Executive.

	Core Project Document
	Time by which document must be approved

	Project Plan (including appropriate detail on evaluation Plan, QA, dissemination Plan, and project exit/sustainability)
	1 month prior to start date

	Completion Report, including financial statement
	By the Project’s end date


Intellectual Property Rights

8. Unless stated otherwise, the ownership of Intellectual Property (for example a research instrument), and primary responsibility for its exploitation, rests with the creator of the Intellectual Property. The owner of the Intellectual Property shall, however, only use and exploit the Intellectual Property for purposes connected with the Project, and any use of Intellectual Property outside the remit of the Project requires the written permission of the Academy, which shall not be unreasonably withheld.  The Academy reserves the right to arrange for Intellectual Property to be exploited for the national benefit, in collaboration with the grant recipients, and the owner of the Intellectual Property hereby grants the Academy an irrevocable and exclusive license of the Intellectual Property for this purpose.  Any collaboration between the Academy and the owner of the Intellectual Property will be formally documented in an agreement and may, without limitation, extend to the research instrument, its application or the outcomes of the research.  Notwithstanding this, the Institution and its Partners will be responsible for clearing the rights to use any materials that they have developed or which they use as part of the Project.  The Institution hereby indemnifies the Academy against any and all claims, liabilities, losses, costs and expenses the Academy incurs by reason of any third party claiming that any materials used in the Project infringe their intellectual property rights.

Charging

9. Funding is made available on condition that the Institution and its Partners shall make available all Deliverables free of charge to the teaching, learning, and research communities during the period of funding, except for a reasonable handling and/or usage charge which must be agreed in writing with the Academy Executive.

Meetings and Events

10. Meetings and other events are organised by the Academy to brief Project staff and share knowledge.  Projects shall also allocate time to liaise with the Academy’s representatives on a regular basis, and Partners shall provide access to the Academy’s representatives at any reasonable time.

Dissemination

11. The Partners must commit to disseminating and sharing learning from the Project throughout the teaching, learning, and research communities.  Partners must develop an appropriate Dissemination Plan as part of the overall Project Plan and report on dissemination activities in Progress Reports and the Completion Report.  

Publicity

12. While publicity is not necessarily expected or anticipated, should the Institution or any of its Partners or service providers engage in any publicity about the Project it is essential that they include in any publicity material or announcement an indication that the Project was made possible by funding from the Academy and any other funders who have contributed.  The Institution, its Partners and any service providers which work on the Project are permitted, but not required, to use the Academy’s logo in relation to the Project, subject to adhering to the Academy’s PR Style Guidelines (a copy of which is available on request), and to any additional advice or guidelines produced and relayed to them by any funding partner of the Academy’s.

Evaluation

13. The Academy undertakes evaluation of its projects and programmes to ensure that knowledge and results are shared with the wider community and to improve the development programme itself.  Institutions and Partners may be required to participate in evaluation activities organised by the Academy.

Exit/Sustainability Plan

14. Funding is for a limited term as set out in the letter of grant.  The Partners must develop an appropriate Exit/Sustainability Plan as part of the overall Project Plan to document the planning needed to get the best value from the work that has been funded.  This will include an assessment of what should happen to Deliverables and options for sustainability after funding ceases.  

Adherence to Standards

15. The Institution and its Partners must adhere to appropriate technical standards, especially to ensure interoperability.  The current JISC guidelines on standards can be found at http://www.jisc.ac.uk/fundingopportunities/projman_standards.aspx and will be updated from time to time.  Where specific advice on the use of appropriate standards is required, Partners should contact the Academy representative who will liaise with the relevant bodies. 

Quality Assurance

16. The Institution and its Partners must ensure that, and must put in place appropriate formal quality assurance procedures to ensure that, Deliverables are fit for purpose and comply with their specifications, the JISC guidelines on standards and best practice, and accessibility and other relevant legislation.  

Payment Schedule and Termination Provisions

17. The schedule of payments will be indicated in the Grant Letter.  If more than one institution is involved in a project or service, payments will be made to the lead partner.  It is the responsibility of the lead partner to disburse the funds to its project partners.

18. Payment is conditional upon satisfactory progress with milestones and on Deliverables meeting the quality standard specified in clause 16. The Academy reserves the right to terminate this agreement and discontinue the grant payments in the event that any Grant milestone has not been met, or in the event that any Deliverable falls below the standard specified in clause 16. 

19. At the end of the Project, any unspent funds shall be returned to the Academy unless a formal agreement is reached with the Academy Executive about how these funds may be spent to further support the work of the Project.

20. In the absence of a written agreement to the contrary, assets may not be purchased with the Grant.  Where there has been a specific agreement for the purchase of assets, they must not be disposed of, written off or put to different purposes than that for which the Grant was paid, without the prior written agreement of the Academy Executive.  Any proceeds arising from the disposal of such assets must be returned to the Academy, unless otherwise agreed in writing.

21. For financial audit, the procedures of the lead or fund-holding Institution will apply.  In general, the Academy does not intend to send financial auditors to Projects. However, there remains the possibility that the Academy's auditors may wish to audit projects. Institutions and Partners are required to make themselves available for a visit by members of the Academy Executive or nominees on reasonable notice.

Staff Development

22. Funding is for a limited term as set out in the letter of grant.  Near the end of the project funding, Institutions should inform Project staff about career development opportunities.  These might include information about job vacancies within the Institution or opportunities for training and career guidance.

Compliance with UK and EU Legislation

23. The Institution and its Partners must comply with any UK or EU legislation or any international Treaty obligations currently in force or introduced during the timescale of the Project that has implications for the conduct of Projects or the Deliverables or any documents they supply.  

Equality and Diversity

24.  Throughout its operations, we would ask the Institution and its Partners to incorporate the requirements of all equal opportunities legislation (currently protecting against discrimination on the grounds of gender, ethnic origin/racial group, sexual orientation, religion or belief, disability, and age) into its work.  
Accessibility

25. In line with Government legislation and social inclusion initiatives, the Academy is committed to providing resources that are accessible to a diverse range of users. In order to achieve this the Academy advises that all resources including the Project web site meet good practice standards and guidelines pertaining to the media in which they are produced, for example HTML resources should be produced to W3C html 4.01 strict (http://www.w3.org/TR/1999/REC-html401-19991224/)  and use W3C WAI guidelines to double A conformance (http://www.w3.org/WAI/WCAG1AA-Conformance). Further advice and guidance is available from the JISC TechDis Service (http://www.techdis.ac.uk), e-mail: helpdesk@techdis.ac.uk, Tel: 01904 717580.

Data Protection

26. The Institution and its Partners must accept responsibility as the data controller, or joint data controllers, as defined by the Data Protection Act 1998 (‘the Act’) for the personal data collected and processed as a result of this Project.  Neither the Academy nor the funding bodies accept responsibility for any breaches of the Act which occur due to the actions of Project staff or agents directed by them.  

27.  In line with the requirements of the Data Protection Act 1998, the Institution and its Partners hereby grant the Academy permission to hold the names, job titles, and work contact details of Project staff to enable administration of the programme that the Project is part of and to keep Project staff up to date with information pertinent to it.

28. The Institution and its Partners also grant the Academy permission to hold these contact details as part of the main Academy Contacts Database.  They will be used to contact staff or send them information from other Academy sources relating to forthcoming events or initiatives which may be of interest.

29. The Academy shall take all necessary steps to ensure that personal data (as defined in the Act) belonging to the Institution or any Partner which comes into its possession or control in connection with this agreement is properly protected and in particular the Academy shall not use the same nor reproduce it in whole or in part except as may be required by this agreement, or disclose the same to any third party not authorised by the Institution and the Partners to receive it, or alter the same unless in accordance with instructions from the Institution or a Partner. This data will be held until such time as the Institution or a Partner instructs the Academy that it may be deleted.  This data will not be transferred outside the EEA without the consent of the Institution or Partner.  The Academy shall take such technical and organisational measures against unauthorised or unlawful processing of such data and against accidental loss or destruction of, or damage to, such data as are appropriate. 

30. Any institution which prefers that project details were not held as part of the Academy Contacts Database, or would like any further information about how this data will be processed, should contact the Academy Executive.

Freedom of Information

31. The Institution and its Partners should be aware that educational institutions are listed as public authorities under Schedule 1 of the Freedom of Information Act 2000 (‘the FOIA’).  The information created by Project staff during the course of the Project and as described in their original bid is, therefore, covered by the provisions of the FOIA.  

32. Neither the Academy nor the funding bodies accept any responsibility for the Project’s compliance with the FOIA .  This is to be the responsibility of the Institution and its Partners.

The Higher Education Academy




