[bookmark: _gjdgxs]

Framework Schedule 1 (Specification)
This Schedule sets out what we and our buyers want.
The Supplier must only provide the Deliverables for the Lot that they have been appointed to.
For all Lots and/or Deliverables, the Supplier must help Buyers comply with any specific applicable Standards of the Buyer.
The Deliverables and any Standards set out in Paragraph 1 below may be refined (to the extent permitted and set out in the Order Form) by a Buyer during a Further Competition Procedure to reflect its Deliverables Requirements for entering a particular Call-Off Contract.
 
[bookmark: _x7g9i4lau86y]Our social value priorities
These are our priorities in this procurement:
· Growth
· encouraging SME participation
· framework structured into individual Lots 
· required prompt payment (paying all undisputed invoices within 30 days) and flow down of the requirement
· Employment and skills
· capability and skills improvement
· improving the cyber security of services, document management and the handling of secure information.
· Fair, inclusive and ethical employment practices & skills development
· We consider the delivery of high quality public services to be critically dependent on a workforce that is inclusive, well-motivated, well-led and has appropriate opportunities for training and skills development.  
· All organisations with 250 or more employees must publish and report specific figures about their gender pay gap, and we expect our suppliers to progress towards equalising this.
· [bookmark: _GoBack]Additionally, we expect our Suppliers and their Supply Chains to support and encourage employment and skills development opportunities through the performance of this Framework Agreement, with a specific focus on opportunities for priority groups.
· Buyers may test Suppliers’ proposed methods for delivering skills development within the local community as relevant to their specific requirements as part of the Call-Off Procedure.

The buyer can identify specific social value priorities at call-off. 
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1. [bookmark: _30j0zll]Introduction
1.1. Buyer Needs Statement
Costs Lawyer Services will be a single Framework, designed to supply its services to the UK Public Sector.  The Framework has been designed as a suitable replacement for the now expired Law Costs Draftsman Services (RM1675).
The policy drivers supporting the development and procurement of this Framework are to:
· Provide Buyers with a route to market compliant with EU regulations;
· Offer a simplified agreement for both Buyers and Suppliers;
· Be attractive to Small-Medium Sized Enterprises (SMEs); and
· Achieve value for money.


2. Specification
2.1. Mandatory Service Requirements Across all Lots

2.1.1.  Jurisdictional Coverage
The Supplier shall provide services to Buyers in the jurisdictional area of England & Wales.

2.1.2. Supplier Personnel
· The Supplier shall ensure that it has suitable personnel for the work available at call off, in line with the requirements in this specification. The blend of personnel may be taken from the following grades. The blend of grades is non-prescriptive and only those grades assessed in the pricing schedule are mandated:

· Costs Lawyer/Law Costs Draftsman/Solicitor (>8 years’ PQE)
· Costs Lawyer/Law Costs Draftsman/Solicitor (>4 years’ PQE)
· Costs Lawyer/Law Costs Draftsman/Solicitor (<4 years’ PQE)
· Chartered Legal Executive
· Paralegal/Trainee Solicitor

· The Supplier shall ensure that all the personnel performing work under this framework are qualified and regulated by the appropriate body (e.g. Solicitor’s Regulation Authority, Costs Lawyers Standards Board, Chartered Institute of Legal Executives). 
· Law costs draftsmen are not regulated but will be considered qualified by virtue of experience as set out in the grades listed, e.g. <4 years, >4 years, >8 years.

· Where a Supplier does not have the full range of grades it will be acceptable for a more senior grade to act in place of a lower grade and be priced as that lower grade. For example if a firm have no personnel with <4 years’ experience, then the Supplier could provide a rate for that grade and instruct a personnel member with >4 years’ experience to fill that role at the lower grade’s price for tasks of the appropriate level. This must be honoured when the lower grade is sought at call-off.

· The Supplier shall ensure that all paralegals and trainee solicitors are working under the supervision of a qualified and regulated legal professional.
· The Supplier shall ensure that all Supplier Personnel involved in the delivery of Services act in a responsible and professional manner.
· The Supplier shall ensure that all Supplier Personnel involved in the delivery of Services possess the skills, qualifications, experience and competence appropriate to each task, including the legal services described in this document.
· The Supplier shall ensure that all Supplier Personnel provide the Services with due skill, care and diligence, as expected of a skilled professional.

2.1.3. Mandatory Service Requirements
· All Lots include complex cases, those involving Litigants in Person, and matters within the:
· Senior Court Costs Office (covering Bills for High Court and Court of Appeal matters, including assessments from other forums)
· The Supreme Court
· European Court of Justice
· The First Tier and Upper Tribunals (Tax, and Social Entitlement Chamber)
· Competition Appeal Tribunal
· Employment Tribunal
· Employment Appeals Tribunal
· Lands Chamber of the First Tier and Upper Tribunal
· County Court
· Magistrates Court and Crown Court

· All Lots include matters which may be dealt with in, and require attendance at:
· Alternative Dispute Resolution (ADR)
· Joint Settlement Meetings (JSM)

· For all lots the Supplier shall:
· Conduct all stages of legal costing, including correspondence and negotiation with other parties involved and the resolution of any disputes, on behalf of the Buyer in relation to any case.
· Provide costs estimates and statements of costs at any stage of the proceedings (whether in the substantive proceedings or in the costs litigation) by the date and in the format agreed with the Buyer.
· Provide the Buyer, within 28 days of the case referral, an estimate of the likely cost of the services in respect of the case.
· Be responsible for conducting advocacy, in respect of hearings relating to costs, on behalf of the Buyer, which may include but shall not be limited to: applications, directions, detailed assessments and appeals, unless it is appropriate to instruct Costs Counsel or local agents.
· Instruct Counsel, when requested by a Buyer, in accordance with the Lexcel (or other) policy of the Buyer or in accordance with the Supplier’s more general client care policies. This cannot override requirements relating to the use of the Attorney General’s panel and the need to seek nominations to go off panel, as outlined below.
· Confirm and agree with the Buyer the Counsel to be instructed, which may include those appointed to the Attorney General’s Panel. If a Buyer considers it necessary to instruct Counsel off the Panel, any application for nomination shall be made by the Supplier with the Buyer’s input.
· Consider and give advice on cases, including advice as to an appropriate settlement figure and/or payment on account, at any stage of the substantive litigation or costs proceedings if requested by the Buyer.
· Keep the Buyer updated as to the progress of matters, preferably by way of updates, with a minimum of once a month.
· Comply with the Costs Lawyers Handbook.
· Provide all services in accordance with the Civil Procedure Rules (CPR) or applicable Court or Tribunal Rules, as specified by the Buyer.
· Liaise directly with the Buyer’s in-house Costs Lawyer or Costs Draftsmen team and/or case officer, when requested by the Buyer.

2.2. Lot 1 Requirements

2.2.1. Lot 1 Structure
Lot 1 is for General Costs Law Services and covers costs services for both budgeted and non-budgeted work, for the receiving and paying party as required by the Buyer at call off. 

The Supplier shall:
· Consider and advise upon Opponent’s Budgets. 
· Prepare, file, exchange and negotiate Budgets.
· Attend upon a Costs Management Hearing/ Case Costs Management Conference if required.
· Prepare Schedules of Costs and Bills of Costs/E-Bills, and Replies to Points of Dispute
· Prepare Points of Dispute  
· Apply for detailed or provisional assessment.
· Advise upon the outcome of a Provisional Assessment, and, if appropriate, attend upon the oral hearing.
· Validate costs claims upon summary, provisional and detailed assessment (including a provision for Qualified One Way Cost Shifting).
· Attend upon Detailed Assessment hearings, dealing with any other steps to commence or proceed re Costs proceedings.

2.3. Lot 2 Requirements 
Lot 2 covers legal costing in relation to clinical negligence work. 

The Supplier shall support the delivery of the strategic objectives; “to reduce the rate of growth in claim costs” and “to reduce unnecessary costs attached to claims”.

The Supplier shall:
· Consider and advise upon Opponent’s Budgets. 
· Prepare, file, exchange and negotiate Budgets.
· Attend upon a Costs Management Hearing/Case Costs Management Conference if required.
· Prepare Schedules of Costs and Bills of Costs/E-Bills, and Replies to Points of Dispute
· Prepare Points of Dispute  
· Advise upon the outcome of a Provisional Assessment, and, if appropriate, attend upon the oral hearing.
· Attend upon Detailed Assessment hearings.
· Validate costs claims upon summary, provisional and detailed assessment (including a provision for Qualified One Way Cost Shifting).
· Have due sensitivity to the repercussions of precedents in this area, and potential reputational or publicity based issues.
· Have experience of defendant work for the paying party
· Have experience of clinical negligence cases for both primary and secondary providers.

2.4. Lot 3 Requirements 
Lot 3 will focus on proceedings involving sensitive information, where security clearance is required. 

Suppliers shall have personnel with Security Clearance (SC) available to fulfil the requirements of this lot. Some Buyers may request a higher level of clearance at call off. 

These personnel shall be available to work on-site or seconded to public sector organisations under this lot.

The Supplier shall:
· Consider and advise upon Opponent’s Budgets. 
· Prepare, file, exchange and negotiate Budgets.
· Attend upon a Costs Management Hearing/Case Costs Management Conference if required.
· Prepare Schedules of Costs and Bills of Costs/E-Bills, and Replies to Points of Dispute
· Prepare Points of Dispute  
· Advise upon the outcome of a Provisional Assessment, and, if appropriate, attend upon the oral hearing.
· Attend upon Detailed Assessment hearings.
· Attend and undertake work solely at the Buyer’s premises if required.

In addition to the information handling and security requirements in section 2.5.2 the Supplier shall ensure that all Supplier Personnel:
· Comply with the security requirements of the Buyer on site, including but not limited to:
· The wearing of identification or a visitor’s pass
· Compliance with any rules regarding being escorted on the premises
· Compliance with clear desk policies
· Compliance with all rules regarding electronic communication;
· Mark new documents and communications with the correct status and handling instructions (e.g. Official Sensitive, Not for Onward Distribution);
· Do not remove documentation or other materials from on-site unless clearly instructed by the Buyer.
The Buyer may require additional security measures at call off.

2.5. Further Mandatory Requirements (Applicable to All Lots)

2.5.1. Electronic Communications and Format of Documents
The Supplier shall agree the format of documentation as part of the Costs Lawyer Services Contract.
The Supplier shall provide the required documentation in an electronic format, unless otherwise specified by the Buyer.

2.5.2. Information Handling and Security

· The Supplier shall be responsible for the secure storage of all documents which remain the property of the Buyer. The Supplier shall ensure that all documents including hard copies of Buyer files are returned to the Buyer, as specified with the Costs Lawyer Services Contract.
· The Supplier shall ensure that Supplier Personnel take all necessary action for the prevention of any unauthorised disclosure of information contained in Buyer files, including confidential, and politically or commercially sensitive information. 
· The Supplier shall ensure that all documents are securely stored at the end of each day and have a process in place to ensure that unauthorised personnel do not have access to the Buyer’s documents.
· The Supplier shall ensure that all data relating to a specific case is disposed of in a secure manner in accordance with the contract. The Supplier shall provide confirmation and/or evidence of any data disposal to CCS and/or the Buyer if requested.
· The Buyer may at times require additional security measures to be put in place for sensitive cases, which will be agreed at preparation of the Costs Lawyer Services Contract. This includes the accreditation or clearance of staff beyond what has been specified at framework level.

2.5.3. Administrative Support
· The Supplier shall provide administrative support when providing the services detailed in this specification, which shall include but may not be limited to:
· maintaining records of all files held by the Supplier on behalf of the Buyer;
· dealing with paperwork required by the Buyer for authorisation of payment of Law Costs and/or Court fees;
· arranging for collection and/or return of files as and when required and within the Buyer’s deadline; and
· efficient and timely secretarial or administration support.
· The Supplier shall arrange for delivery and collection of papers to and from the Buyer, using an appropriate form of delivery dependent on the papers in transit. The Supplier shall use a secure courier service to deliver papers, when required by the Buyer. The Supplier shall ensure that any such items sent by post or secure courier are provided free of charge.
· The Supplier shall have systems in place to accurately record the time spent working on cases. The Supplier shall ensure that the Buyer will only be charged for the time spent on assignment; and at the correct rates.

2.5.4. Professional Qualifications and Knowledge Maintenance
The Supplier shall have a process in place that ensures all relevant personnel are up to date with appropriate rules, procedures, best practice and case law relevant to the services being delivered. 
The Supplier shall ensure all Supplier personnel maintain their knowledge and strategic view of changes impacting this category. This will include any key industry changes and/or developments. 
The Supplier shall share this information with its Buyer and highlight any risks or impacts associated applicable to existing Costs Lawyer Services Contracts or the development of precedents which may impact the Buyer in future.

2.5.5. Standards 
The Supplier shall ensure, at all times, that it has systems that comply with the following standards or the successors of these requirements:
· ISO 9001 Quality Management Systems or equivalent, including Lawnet or Lexcel;
· ISO/IEC 27001 Information Security Management System or equivalent, including the IASME (Information Assurance Small and Medium-Sized Enterprises) Governance Standard;
· ISO/IEC 27002 Information Technology – Security Techniques – 	Code of Practice for information security controls or equivalent, including the IASME (Information Assurance Small and Medium-Sized Enterprises) Governance Standard; and
· ISO/IEC 22301 Business Continuity Management or equivalent.
Valid equivalents will include sets of documented controls in line with the relevant ISO where the Supplier does not hold the ISO accreditation itself.

2.5.6. Supplier’s Commitment to the Framework Agreement
The Supplier shall maintain a commitment to Public Sector work and to the Framework Agreement. 
The Supplier shall have in place a Matter Management system. The Supplier shall provide Matter Management to Buyers free of charge.
The Supplier shall have in place from the Framework Agreement Commencement Date an eBilling process and system.
The Supplier shall have and maintain robust quality assurance and governance processes throughout the lifetime of the Framework Agreement.
The Supplier shall, at all times comply with relevant policies of Buyer(s) as set out in the Costs Lawyer Services Contract.
The Supplier shall work closely with lawyers from the Buyer’s legal team when requested by the Buyer, as part of the overall provision of the Order.

2.5.7. Obligations to accept orders
The Supplier shall (i) accept Orders on direct award or successful competition, and (ii) will respond to invitations to participate in further competitions, for the provision of Costs Lawyer Services unless it can demonstrate that one or more of the following applies:
· the Supplier has a conflict of interest in relation to a proposed order and/or the relevant Buyer which cannot be mitigated to the Buyer’s satisfaction; or
· the Supplier does not, or will not, have adequate resources available to properly service the order. The Supplier must be prepared to evidence to the Authority its justification for declining to bid for the above reasons at any time during the Framework Agreement. 
The Authority will be permitted to make necessary investigations to ensure that these exclusions are applied appropriately.

2.5.8. Buyer Satisfaction 
The Supplier shall have in place and implement a clearly defined process for measuring and monitoring levels of Buyer satisfaction as a consequence of the Services delivered under this Framework Agreement. This should include identification for opportunities for improved performance working practice measures.
2.5.9. Location Requirements
The Supplier shall provide the services to any location within the jurisdictional area and/or region, as specified in the Framework Agreement and Law Costs Services Contract.

2.5.10. Travel and Related Expenses
The Supplier acknowledges and agrees that travel time; travel costs; secretarial support, including phone calls, and photocopying shall not be chargeable unless agreed otherwise by Buyers as part of the call off contract. 
The Supplier shall comply with the Buyer’s travel requirements and instructions, policies and arrangements for travel costs and related charges, set out in the Costs Lawyer Services Contract or otherwise by notice to the Supplier from time to time.
The Supplier shall comply with the disbursement arrangements specified by the Buyer as part of the Law Costs Services Contract

2.5.11. Conflicts of Interest
The Supplier shall have a mechanism for identifying, monitoring and mitigating against conflicts of interest.  
The Supplier shall bring any potential conflicts of interest, or situations which may give rise to a conflict of interest, to the immediate attention of the Buyer. 
The Supplier shall explain, where a potential conflict has been identified, how they would propose to mitigate this to the satisfaction of the Buyer.

2.6. Supplier Relationship Management (SRM)
This Panel Agreement will be managed centrally by CCS. The Legal Service Contracts will be managed by the Customer(s).
It is the intention that CCS shall operate a proactive and effective Supplier Relationship Management Programme.  This SRM Programme will be serviced by a CCS Commercial Agreements Management (CAM) Team headed by a dedicated Commercial Agreements Manager. The Supplier shall provide CCS with a nominated and appropriate representative, with relevant and appropriate experience, authorised to act as its Supplier Relationship Manager at the time of signing the Panel Agreement.
Within the Supplier Relationship Management Programme, CCS will operate a Panel Management process. It will principally involve the management of the Panel Agreement and will also have the following roles:
· collection of the management charge;
· collection and reporting of Panel Agreement MI and KPIs;
· dealing with issues concerning e-Sourcing, further competitions and direct Awards;
· general day to day Panel relationship management.
The Supplier shall nominate an appropriate representative to act as a day-to-day contact in the provision of this information to CCS at a Panel Management level.
The Supplier’s nominated representatives shall attend periodic review meetings which will be determined by the Commercial Agreements Manager. The purpose of such review meetings will be to report on and check the monitoring standards and performance of the Supplier, resolve any issues which have not been dealt with on a day to day basis, and discuss business opportunities, potential innovative solutions and any complaints.
The Supplier shall immediately provide CCS with a written report where service and/or performance falls below the required level(s). The report shall detail the remediation measures that have been put in place to prevent a re-occurrence of such service and/or performance failure.




