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Background

The Equality Commission for Northern Ireland is an independent Non-departmental Public Body established under the Northern Ireland Act 1998. 

The Commission's general duties include:

· working towards the elimination of discrimination 

· promoting equality of opportunity and encouraging good practice 

· promoting affirmative / positive action 

· promoting good relations between people of different racial groups 

· overseeing the implementation and effectiveness of the statutory duty on public authorities. 

· keeping the relevant legislation under review
The Commission’s staff carry out functions such as:

· Providing information, advice and training to employers and service providers; 

· Assisting and advising individuals who believe they have been subjected to unlawful discrimination;

· Providing policy and legal advice; and 

· Raising awareness of the Commission and its work.
Project Objectives
The Equality Commission is inviting written quotations for the provision of specific training to increase the skills and capacity of Commission staff in the delivery of communications across digital channels.

The training should equip the staff with the skills necessary to promote the work of the Commission online with a particular focus on Web 2.0 and the main social networking platforms.

Initial training has already been undertaken to introduce staff to digital communications and to develop basic skills. Additional training is now required focusing on best practice when writing for the web and generating online content. This should include the effective use of photographs and video footage for a range on online platforms.  Web analytics, assessing effectiveness and evaluation of online content will also form an important part of this training.
The purpose of this exercise is to seek information which will be used by the Commission to make an assessment of the knowledge, ability and suitability of applicants for the purposes of identifying a suitable contractor.
Requirements

This training will be tailored to the particular needs of Commission staff (approx 15 with varying responsibilities). The training will provide participants with additional skills and confidence to effectively use all forms of electronic communications to effectively support the Commission’s corporate objective for 2009-12:

“To have extended our reach and improve our profile with new and existing stakeholder groups.” In addition we are specifically committed in this coming year’s Business Plan (2010-11) to “increase communications across digital channels.”

It should be noted that all staff participants will have at least a basic understanding of online channels and their use. It is anticipated that this training should concentrate on the particular communication needs of the Commission in line with current online best practices. These will include:

· Writing for the web. This should focus on style, format and language especially in the context that much of Commission’s work is often legalistic in nature involving complex issues. Training on writing web friendly content would therefore be particularly beneficial.
· Online content development. Practical day-to-day advice and recommendations on the creation and management of content for online platforms. This should include using photographs and video footage effectively.
· Managing online postings and moderating social media conversations. This should provide staff with an overview of potential risks for the Commission and provide advice on managing these risks as a Public Body. This is important in relation to the protection of corporate   reputation.
· Web analytics and evaluation of online content to ensure maximum effectiveness. Training should also provide staff with tactics to increase the visibility of our involvement in online platforms and to expand our audience.
It is envisaged that the training will take the form of modules over a short period of time and will include a mix of training on specific techniques required and ongoing support and mentoring. It should be very practical in nature and participants should be provided with a training guide/pack to take away and review.
Experience

A proven track record of delivering digital communications training and producing online content for digital communications channels at a corporate level would be preferred.
Please briefly outline relevant experience for each staff member who would be used on Commission work stating experience, formal qualifications and membership of professional organisations. 
Evaluation Criteria

Tenders will be evaluated using the following criteria:

· Availability and commitment of resources

· Cost
· Relevant experience of allocated team/person

· Experience of delivering similar training
· Methodology/course design

Timescale and Delivery

Training should commence between 14-25 March 2011. We anticipate there will be two elements to the training – a mix of practical training sessions and a follow up workshop delivered within two weeks.

The tender document should incorporate an outline plan to best achieve the project objectives and a timeframe for delivery. This should set out the proposed methodology to be employed, the resources to be provided, the team allocated to the project and the timescale envisaged for delivery.
Training providers should also be able to demonstrate that they have the technology to deliver training effectively.

Costs

Payment will be in two stages with 50% payable on project initiation following approval. Payment of the remainder will be made on completion of the training.  
The Tender Process
For ease of evaluation process, tenderers should submit proposals based on the Project Objectives and Requirements.  You should present a total cost for training (including VAT).  In addition you should submit a training plan, digitally, online, or in hard copy, of your work which you believe would be relevant to the Commission’s needs and will support the evidential requirements of this tender. 

The Commission reserves the right to invite selected contractors to attend interview after submission of tenders.  

We expect to be in the position to make appointments by 9 March 2011.

Invitation to Tender

This Invitation is being circulated to a range of training providers and will be placed on the Commission’s website.

A written quotation should be submitted including a short outline of the proposed approach and methodology to be applied to the project.  It should include specification of content, delivery method, proposed timetable, costs and the experience of providers in undertaking such work.  

The tender document should incorporate an outline plan to best achieve the project objectives. This should set out the proposed methodology to be employed, the resources to be provided, the team allocated to the project and the timescale envisaged for delivery.

The plan should allocate an indicative timeframe and include clear objectives and outcomes.  

Submission of Response to Tender Documentation

Tender documentation must be received by the specified deadline, 4pm on Thursday 3 March 2011. No late proposal will be accepted.  Proposals may be emailed to FMcWilliams@equalityni.org or sent via post to:
RESPONSE TO TENDER (Digital Communications)

Frank McWilliams

Corporate Services
Equality Commission NI
Equality House

7-9 Shaftesbury Square

Belfast  BT2 7DP
· Tenders may be rejected if incomplete information is given at the time of tendering
· The Commission does not undertake to accept the lowest or any tender or to pay expenses incurred in the preparation or submission of tenders.
· Tenderers are responsible for the costs of their own tendering. There is no obligation on the Equality Commission to proceed with the project post tendering.

Freedom of Information Act

Under the Freedom of Information Act, the Commission as a public authority may be obliged to disclose information given by you in this exercise if requested.
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