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Section one: Statement of requirements

Background

1.

The Electoral Commission (the Commission) is the independent body which
oversees elections and regulates political finance in the UK. We work to promote
public confidence in the democratic process and ensure its integrity, using our
expertise to make and advocate for changes to our democracy, aiming to improve
fairness, transparency and efficiency.

Under the Political Parties, Elections and Referendums Act (PPERA) the UK's
governments and parliaments can ask the Commission to provide advice and
assistance on relevant matters. In February 2020, the Scottish Government
asked the Commission to provide it with advice and assistance in connection with
a possible referendum question.

The Commission’s Board has not yet taken a decision regarding the Scottish
Government's request but will consider it at its March meeting. However, we are
now making preparations to ensure a timely response should the assessment
proceed. This tender inquiry is part of those preparations and, if the assessment
proceeds, the research would inform our response to the Scottish Government'’s
request.

Assessing intelligibility

4.

The Commission has conducted a number of other question assessment
exercises, including ahead of the 2014 referendum on independence for Scotland
(research report here) and the 2016 referendum on the United Kingdom's
membership of the European Union (research report here).

Our other question assessment exercises include the questions to be asked at
the May 2011 referendum on the UK Parliamentary Voting System and the March
2011 referendum on the law-making powers for the National Assembly for Wales.

We have also carried out research on the intelligibility of referendum questions in
England on local governance, council tax and neighbourhood planning.

The Commission’s priority is for a referendum question to present the options to

voters clearly, simply and neutrally. The Commission will evaluate proposed

referendum questions against the criteria set out in our question assessment

guidelines, which say that questions should:

e be easy to understand

e be to the point

* be unambiguous

e avoid encouraging voters to consider one response more favourably than
another

 avoiding misleading voters
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8. We use the following checklist {taken from our guidelines) to help assess
referendum question intelligibility:

e |s the question written in plain language? That is, language that:

— uses short sentences (around 15-20 words)

— is simple, direct, and concise

— uses familiar words, and avoids jargon or technical terms that would
not be easily understood by most people

» |s the question written in neutral language, avoiding words that suggest a
judgement or opinion, either explicitly or implicitly?

« |s the information contained in the question factual, describing the question and
the options clearly and accurately?

« Does the question avoid assuming anything about voters' views?

9. To help us assess referendum questions we use evidence from research with the
public. In addition we:

o take advice from experts on accessibility and plain language

» talk to other peaple, for example political parties and campaign groups
associated with the referendum, and other key groups or individuals who have
an interest in the referendum and its outcome

Research aims and objectives

10.The question which the Scottish Government has asked us to assess is “Should
Scotland be an independent country?” — with the answer options ‘Yes' and 'No'.

11.We require the successful tenderer to conduct a qualitative research project to
gain insights into how voters in Scotland react to and understand that question.

12. A qualitative approach allows us to look at the question from the perspective of
voters, to see if the question is written in a way that means they are able to
understand it and answer it in the way they intended to.

13.The objectives of this research are therefore to:

* Provide an assessment of the proposed question

« identify whether elements of the question prove problematic for users;
 explore the reasons for these problems; and

» explore possible ways of addressing these problems.

14.The research should seek to fulfil its objectives by exploring how participants
understand the question, rather than by asking participants to act as ‘question.
assessors’ themselves.
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15.We expect that in the course of considering the question, research participants

may outline information that they feel they need beyond what is on the ballot
paper, and this will also be of interest to us.

16.The Commission does not require any quantitative data as to whether the
question is intelligible or not, or about research participants’ voting intentions.

17.Tenderers are welcome to suggest any other aspects of the user's experience
which might usefully be considered by this research.

18. The findings from the research will help to inform the Commission's assessment
of the proposed question against our published guidelines. We will publish the
research findings alongside our report of our assessment of the question on our
website.

Research methodology

19. Previous research of this kind undertaken for the Commission has involved a
mixed method approach — based on a combination of focus groups and
interviews — and we assume a similar approach on this occasion.

20.We do not have a preconceived preferred type or length of interview for question
testing; tenderers should consider the requirements for this particular project
when considering this part of their methodology.

21.There are factors that we expect to be the same in any question assessment
exercise, they are as follows:

e Weintend that the fieldwork should allow us to explore alternative wording if
needed (both as a means of stimulating participants whe may otherwise find it
difficult to envisage how else the question could be asked, and as a means of
ensuring any proposed changes to wording are tested). The Commission would
have a role in devising such alternatives, but fieldwork should also be set up in
such a way that any findings or participant suggestions from early fieldwork can
be incorporated into alternatives used later in fieldwork if needed. All alternative
wording considered should receive as close to equal coverage within fieldwork
as is possible. The methodology should be open enough to allow suggestions
for changes to the question to emerge spontaneously from participants, rather
than simply comparing the proposed question with alternative versions.

o The gquestion is provided to participants in a similar format to the way in which it
would appear on the ballot paper. If the layout of the question appears to affect
the intelligibility of the question, we expect this to emerge in fieldwork and in the
research report. However, we do not anticipate testing multiple ballot paper
designs as part of the question assessment process.
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Sampling

22.The fieldwork for this work should take place across Scotland. As we anticipate
covering a range of locations in Scotland, including some which may not often be
locations for research, it is important that the contractor has a strong track record
of research in Scotland, and has robust procedures in place for managing
recruitment and fieldwork on this project. Since fieldwork is likely to take place
during the early spring, the tenderer should take into account the possibility of
bad weather having an impact on travel, and indicate what contingency plans
they would put in place to cover this.

23.There is no Gaelic translation of the question. However, some fieldwork must be
carried out with Gaelic speakers {(using the question in English) to test whether
they have any specific issues with the wording.

24.0nly eligible electors should be included in the research. For the purposes of
sampling, tenderers should therefore assume that the planned changes to the
franchise in Scotland are in force. This will mean that anyone resident in Scotland
aged 16 and over will be eligible to vote.

25.Overall, we would expect the sample to also take account of the factors outlined
below:

e Age (including 16/17 year olds)

« Gender

+ Ethnic origin

¢ Socio-economic group

¢ Literacy

o Gaelic speakers

» English as a second language

» Disability — The sample should include people with learning difficulties and
blind or partially sighted people.

» Past voting behaviour — Ranging from regular voters to those who seldom or
never vote.

26.Sampling will also need to take account of participants’ attitudes towards and
knowledge of issues around the question of Scottish independence as many of
the associated issues already have a high public profile. In this project, while we
would like to include people with a variety of views within our research, our
priorities are to prevent research sessions becoming side tracked by
constitutional debate, and to avoid, so far as is possible, participants solely giving
an opinion on the question based on existing strong views. Tenderers are invited
to propose how best to achieve this.

27.Tenderers are free to propose additional factors to be addressed by the sample.
Particularly suggestions on any other groups which might be expected to have
particular difficulties understanding or answering a referendum question.
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28.1t is important that, within the confines of the project budget, the sample is of
sufficient size and breadth to command public confidence and to withstand close
scrutiny. However, this is not a quantitative survey and we do not expect the

sample to be statistically representative of the electorate of Scotland. Tenderers
are asked to explain the reasoning behind their decisions on sampling.

29 Representatives from the Commission would also like to have the opportunity to
observe some of the fieldwork.

Questions
Tenders will be evaluated against your response to the following questions:
Service delivery
1) How do you propose delivering the objectives outlined in this brief?
2) What will you do to ensure that our sampling requirements are met?

3) How de you propose feeding back the findings of the research to the
Commission? What form will the outputs you produce take?

Ability to meet timescales

4) Will you be able to meet the timelines we have proposed? If not please
specify alternatives.

5) What will you need from the Commission and by when, to ensure that the
project is delivered on time? Please include details of sign-off processes as
well as deadlines for receipt of stimulus.

Management, supervision and resources

6) How will the team allocated to this project be staffed and structured?

a. Who will have overall responsibility for the delivery of this project?

b. Who will be the Commission's day-to-day contact?

7) What have you identified as the key risks to the successful delivery of this
project?

8) What steps will you take to mitigate the impact of the risks outlined above and
how will you ensure that the outcomes of this project meet our expectations in
relation to quality and timing.
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Budget, responsibilities and deliverables

30. The cost of this research should not exceed £120,000 including VAT. Tenderers
are asked to complete the pricing and staffing schedule for the project detailed in
this specification.

31.Annex A sets out the costs that should be submitted as part of your tender.
32.Costs listed should be inclusive of VAT.

33. We will agree the quantity of research required, and the costs of this research,
with the contractor on appointment.

34.The contractor will be responsible for delivery of the following:

A sampling frame and recruitment screener(s)

The topic guide(s), plus any stimulus materials that are to be used
Recruitment ;

Fieldwork {We will require viewing facilities for at least one day of groups
and/or interviews, and it is likely that members of Commission staff will
want to attend much of the rest of the fieldwork individually).

Analysis ‘

A report of around 5,000 words (plus appendices).*

*The timetable allows up to two weeks for report revisions, and the contractor will
be required to make any agreed revisions to the report for the purposes of clarity
or accuracy. Note that the contractor’s report will be published alongside a
report from the Commission and as such needs to be able to stand up to
close scrutiny.

35. The Commission will give input on sampling considerations, recruitment
screening questionnaire(s), content of the topic guide(s) and any stimulus
material that may be used, content of the report, and other appropriate areas
where requested.

36.As noted, the contractor’s report will be published alongside our overall question
assessment report. Before its publication, the contractor will not be permitted to
publish any part of the material submitted to the Commission or disclose it to any
third party without the prior written agreement of the Commission.

37. Any information in relation to this project which is not already in the public domain
shall be deemed as confidential, as per provisions outlined in the conditions of
contract for service. The contractor will not be permitted, during the course of the
contract, to comment publicly, or to any third party, formally or informally on the
intelligibility of the question or on any aspect of its work in this matter, without the
prior written agreement of the Commission.
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38. Tenderers are also requested to indicate whether and where staff or directors
from your organisation have commented publically on the wording of this
question. Such comment will not automatically have an adverse effect on your
tender.

Performance Indicators

39. The Commission will monitor contractor performance according to the following
key performance indicators:
« Delivery of research materials (e.g. sampling frame, topic guide(s)), fieldwork
and the findings to the agreed timescales.
e Early communication of any issues arising with delivery of any part of the work,
including any proposed alterations to timetable.
e Quality of outputs, including research materials, fieldwork, de-brief and report

Timetable

40.We anticipate working to the timetable outlined below, although the later stages
are subject to agreement with the successful tenderer.

41. Tenderers should indicate any potential risks associated with the timelines as
specified under question 7 above.

Task Date

Issue Invitation to Tender (ITT)
Deadline for clarification questions

Deadline for response to clarification
questions

Submission return deadline
Tender submission review period
All bidders notified

‘Contract awarded {provisional)

Inception meeting between Commission
and successful contractor (provisional)
Agree approach to fieldwork

" Fieldwork Begms
Fieldwork completed
Telephone debrief
ADraft report delwered

Final report agreed

3 March 2020
10 March 2020

' 13 March 2020

23 March 2020 (mid- day)
23 March 2020-27 March 2020 |
27 March 2020

| 27 March 2020

1 April 2020
3 April 2020
wic 6 April 2020

“wic 4 May 2020

| wic 11 May 2020
| wic 11 May 2020

w/c 25 May 2020

*To be agreed with successful contractor at set up meeting.

42.1t is important for us to be kept up-to-date on themes emerging from fieldwork as
it progresses, via mid-fieldwork debriefs, and to have a further de-brief as soon as
fieldwork has finished.

43.There is room for some flexibility around the amount of time set aside for each
task to allow tenderers to balance the tasks below in a way that suits them.
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However, it is critical for tenderers to be able to commit to completing fieldwork,
the initial de-brief and delivery of both draft and final reports to the timetable
above. We have indicated a likely start date for fieldwork but would welcome
suggestions on the feasibility of beginning earlier and therefore allowing for a
longer fieldwork period.

Evaluation of tenders
44_Selection of a contractor will be through a mini-competition between all the
organisations on the aforementioned lot of the framework.

45. Tenders will be evaluated by the criteria set out in the evaluation matrix (see
Annex C of Section 3: Administrative notes). Evaluation is based on the
following: ~

Quality: 70%
¢ service delivery (includes methodology, understanding of requirements),
e ability to meet timescales;

« management, supervision and resources;

Price: 30%
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Section two: Assessment criteria

1 Criteria for format of response

1.1 The submission and method statements must be clearly structured according
to the format given in Annex C and must be headed Sections 1, 2, 3 etc.
Further detail on this is below under ‘Scored Criteria’. The information provided
will be an important factor at the evaluation stage and Tenderers should ensure
that they have provided the information requested in full.

1.2 Supplementary information shall be submitted in separate documents and shall
be clearly labelled. Any supplementary information or files should be submitted
in .doc, .xls, .ppt or searchable .pdf formats.

2 Method statement

2.1 The Tenderer is required to produce method statements for the following which
should clearly describe how they are proposing to provide the services (Please
note the weighting and scoring criteria set out in Annex C):

Scored criteria
A. Service delivery proposal

Ouitline your proposal for delivery of the requirement. As detailed in the Statement of
Requirements, your service delivery proposal should cover the following questions:

1) How do you propose delivering the objectives outlined in this brief?
2) What will you do to ensure that our sampling requirements are met?

3) How do you propose feeding back the findings of the research to the
Commission? What form will the outputs you produce take?

This section should therefore include:

o Details of your proposed methodology
e Sampling strategy
e Your ability to provide the deliverables specified

» Your approach to equality for this project, including any procedures relating to the
protected characteristics groups’. Please also detail any approach to interviewing
British Sign Language {BSL) or Irish Sign Language users and those in non-
English language groups. Provide details of any strategies to ensure all
respondents feel comfortable taking part in the research, not stigmatised in any
way, and free to express their attitudes and opinions.

L For more information see hitp /www legisiation gov.uk/ukpga/2010/15/conte
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B. Description of ability to meet timescales

This section should cover the following:

1) Will you be able to meet the timelines we have proposed? If not please
specify alternatives.

2} What will you need from the Commission and by when, to ensure that the
project is delivered on time? Please include details of sign-off processes and
deadlines.

C. Management, supervision and labour resources
This section should cover the following:

- Who will have overall responsibility for the delivery of this project?
- Who will be the Commission's day-to-day contact?

2) What have you identified as the key risks to the successful delivery of this
project?

3) What steps will you take te mitigate the impact of the risks outlined above and
how will you ensure that the outcomes of this project meet our expectations in
relation to quality and timing.

This section should include;

Details of any sub-contractors that you would propose to use for this work.
Analysis of any risks and mitigating actions attached to this project

Evidence of contingency planning.

Approach to quality assurance of work for this specific project, including details of
any data checking protocols and data security procedures.

Provide information on how you will ensure political impartiality in the delivery of
this call-off contract.

Cost

Costs will be evaluated by taking into account the individual costs given. The
average cost will be calculated and will be awarded a score of 50 (which is half of
the maximum possible score of 100). Tenderers’ price scores will then be
calculated by either deducting half a point from a total of 50 for each percentage
point above the average priced tender; or by adding half a point for each
percentage point below the average price. The price weighting (30%) is then
applied to give the overall price score.

Tenderers are required to complete Annex A Pricing and Staffing Schedules



Question Testing (Scotland)

® The prices entered in this schedule will be deemed to include for full compliance
with the requirements of the Contract, subject to variation as detailed within the
Conditions of Contract.

The prices are in pounds sterling and include VAT.

¢ The successful contractor will be required to establish an invoicing schedule with
the Commission's agreement. The invoicing schedule must be kept to and will not
be deviated from without written agreement from the Commission.
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Section three: Administrative notes
Terms and conditions

1.1 This is a mini-competition for a call-off contract from the CCS Research
Marketplace agreement (RM6018) of the agencies listed following the application
of the appropriate filters for this research.

Political affiliations

1.2 You are required to inform if (any of) the director(s) / partner(s) / proprietor(s) have
affiliations with any registered political party or any third party recognised
under the Political Parties, Elections and Referendums Act 2000.

1.3 The work carried out by the Commission must be strictly politically impartial,
therefore any affiliations with any registered political party or any third party
recognised under the Political Parties, Elections and Referendums Act 2000 of the
tendering organisation, or that of their staff assigned to do work for the
Commission, will need to be disclosed by the tenderer. These affiliations will be

considered by the Commission, and may deem the organisation ineligible for this
contract.

Documents to be returned with Invitation to Tender

1.4 The Commission is to be notified of any errors, omissions or details contained in
the Invitation to Tender documents that precludes you from tendering for this
Contract.

Return date and time

1.5 Your Tender is required to be in our office at the address below by midday on
Monday 23 March 2020.

!enior Research Officer

The Electoral Commission
City Chambers

High Street

Edinburgh

EH1 1YJ

1.6 This is an enquiry only. The Commission reserves the right to negotiate any or all
parts of your proposal. The Commission, at its sole discretion, reserves the right to
accept or reject any or all or any part of the bids received, including the right not to
accept the lowest quotation, and shall not be liable to accept any costs incurred in
the production of your submission.

1.7 You are instructed to provide, by post, hand delivery or delivery by courier, 3 paper
copies plus 1 electronic copy delivered by email on the deadline of the Tender
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and all documents that are returned with your submission.

1.8 Annex B details a proposed format for the return address label.

1.9 Please acknowledge receipt of this Invitation to Tender via email, indicating your
intention to bid and confirming your designated contact for this process to whom
we can refer should any queries arise.

Please kindly note this programme is only a guide and may be subject to
amendment at any stage. No claim will be accepted for any bidding costs (including
preparation and attendance at any presentation) whatsoever or any claim for costs
resulting from a decision not to proceed or withdrawal from all or any of the
elements within the programme, deletion or addition to the programme or general
protraction of the overall time frame.

Electronic copies of Tender documentation

1.10 The Commission does not accept any responsibility for compatibility with
operating systems. Furthermore, the Commission does not accept responsibility
for erroneous formulae etc. that may be contained within the Pricing and Staffing

Schedules. It is the responsibility of Tenderers to ensure all documents submitted
to the Commission are accurate.

Enquiries

1.11 Any enquiries concerning this Invitation to Tender should be directed in writing,

by email to:
electoralcommission.org,uk or
electoralcommission.org.uk

Tenderers should note that the Commission will endeavour to answer all enquiries
promptly up to 3 days before the closing date for return of submissions.

Formal briefing

1.12 The Commission does not intend holding a formal briefing to discuss the
Contract requirement. However, if you have specific questions/queries relating to
the requirement, please forward these to the nominated Commission
representative identified in paragraph 1.11 above.

Yours sincerely,

Phil Thompson
Head of Research
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ANNEX A

Pricing and staffing schedule

1.1 Tenderers are required to complete the pricing and staffing schedule.
1.2  The total cost should be inclusive of VAT and include all incidental expenses.

Table one: Cost breakdown for local elections campaign tracking research

Item Cost (Stg£)
Costs related to project set-up

Fieldwork costs

Management, supervision and labour resources costs
Reporting costs (where applicable)

Other costs

Total cost

TOTAL including VAT

1.3  Please highlight any other costs/comments you may wish the Commission to
consider,
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ANNEX B

Template of the return address label:

Commercial in Confidence

NOT TO BE OPENED UNTIL Midday on Monday 23 March
2020

TENDER DOCUMENTS ENCLOSED
Framework Agreement Title:

Question Testing (Scotland)

Tender Reference No. FC0233-SE-CPR

!emlor !esearch Officer

The Electoral Commission
City Chambers

High Street

Edinburgh

EH1 1YJ
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ANNEX C

Tender evaluation matrix for research
For all criteria, where a tenderer gives no information a score of 0 will be awarded.

Question

Scoring Criteria

Max score

How do you propose delivering
the. objectives outlined in this
brief?

What will you do to ensure that
our sampling requirements are
met?

How do you propose feeding
back the findings of the
research to the Commission?
What form will the outputs you
produce take?

10 - Displays some
understanding and/or
competence in relation to this
research, but does not clearly
display an ability to meet all
the research objectives.

20 — Displays reasonable
understanding and/or
competence in relation to this
research, and displays an
ability to meet all the research
objectives.

30 — Clearly displays sound
understanding and
competence in relation to this
research and clearly displays
an ability to meet all the
research objectives.

40 - Clearly displays full

| understanding and

competence in relation to this
research, and displays, clearly
and in detail, an ability to meet
the research objectives
comprehensively.

Will you be able to meet the
timelines we have proposed? |f

~not please specify alternatives.

What will you need from the
Commiission and by when, to
ensure that the project is

delivered on time? Please include

details of sign-off processes and
deadlines for receipt of stimulus.

0 - No information provided /
Cannot meet timetable without
significant amendments
(Please note that any tender
gaining a zero for this section
will be deemed to have failed
overall, and will not be
awarded the contract
regardless of the scores
awarded to the rest of the
tender).

10 - Indicates that the
timetable is feasible / Suggest
minor amendments to
timetable.

20 — Gives clear assurance
that deadlines will be met.
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20
10 - Little evidence of
¢ How will the team allocated to apptrioprlate st?fﬁng.
this project be staffed and contingency pianning
structured? and quality assurance in
n.‘ ured: relation to the
i ts.
* What have you identified as the ;:qglrsemen S id ¢
key risks to the successful taffi ome ?Y' ence o
delivery of this project? siafting, contingency
planning, quality
assurance and risk
« What steps will you take to management in relation
mitigate the impact of the risks to the requirements.
outlined above and how will you 30 - Clear evidence of
ensure that the outcomes of this | appropriate staffing,
project meet our expectations in contingency planning,
relation to quality and timing. quality assurance and
risk management in
relation to the
requirements, which is
not comprehensive.
40 - Clear and comprehensive
evidence of appropriate
staffing, contingency planning,
quality assurance and risk
management in relation to the
requirements,
40
Total . 100
Total x quality weighting (70%} 70
Cost will be evaluated taking into account the individual costs given.
The average cost will be calculated and will be awarded a score of 50
(which is half of the maximum possible score of 100). |
Tenderers' price scores will then be calculated by either deducting
half a point from a total of 50 for each percentage point above the
average priced tender; or by adding half a point for each percentage
point below the average price. The price weighting (30%) is then
applied to give the overall price score.
See appendix 1 for a worked example.
Total 30
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Full matrix
Score Overall weighted
score
Quality Stage 1 written — 70%
Service Delivery Proposal 40
Ability to meet tlmesc.al.es 20 90* 0.7 =63
Management, supervision
30
and resources
Cost — 30% 50 50*0.3=15
Stage 1 + cost sub-total (Max. 100%) 78%
Appendix |
Worked example of cost scoring
Tenderers' submitted costs {costs are for illustrative purposes only)
Supplier Supplier A Supplier B Supplier C Average Cost
Cost £25,000 £27,000 £26,000 £26,000
Difference between submitted and average cost
Supplier Supplier A Supplier B Supplier C
Difference -3.85% +3.85% 0
Score awarded - maximum
scare 100
Supplier A Supplier B Supplier C
Total unweighted score 52 48 50
Weighted Score
(Unweighted score x 0.3} = L e

ENDS









