TEMPLATE FOR A STANDARD SPECIFICATION 
Template 9

Please note the template below must be adapted and tailored to suit each individual requirement
	TITLE

Ensure the title of the Specification is consistent with all other tender documents and properly and accurately describes the Service being procured




1- BACKGROUND AND CONTEXT

Include aims and objectives of providing the service

include background information such as size and structure of the public sector organisation, location

Information on how the requirement for the service has been identified i.e. What analysis has taken place and how it links to Public Sector Organisation’s core priorities and business plan

If applicable include any policies that may be of particular significance to the service being procured.

Any relevant timescales if not included elsewhere.

Glossary of Terms (if the specification includes terms or phrases with specific definitions)

2- STATEMENT OF REQUIREMENTS

Description of everything that is required under the contract i.e.:

Services included

Services specifically excluded

Geographical Area covered by the services
Category of Service Users

Eligibility criteria for service

Any planned changes to services

Service Development – how it is envisaged that the service will be developed and improved over the life of the contract.

3- INPUTS, OUTPUTS AND OUTCOMES
Include here what inputs, outputs or defined deliverables are to be provided to the Service Users (The ‘What’  not the ‘How’)
What Outcomes are required - definitions, measures, evidence, tolerances
Must be measurable and achievable and of significance to the Public Sector Organisation’s policy objectives

4 - OUTCOMES
5 - PERFORMANCE MEASURES

Quantifiable units of measurement to assess the extent to which the outputs and Outcomes have been achieved.

E.g
Quantity – How many potential users are to be targeted


Quality – To what standard the Outputs are to be delivered


Timescales –Response times (E.g. referrals to be contacted within 48 hours)

User Satisfaction

Networks and links

Continuous improvement
6 - TARGETS/KEY PERFORMANCE INDICATORS
Include any specific targets that must be achieved or any key performance indicators that must be met
E.g.
98% of referrals to be contacted within 48 hours

7 - SERVICE TIMESCALES

Any time related elements applicable to the Services 
E.g.
Is the service to be available at certain times of the day/week/month
Is it a drop in service? Business hours – service to be available outside these hours 

Are there likely to be any clashes with religious or cultural observances?

8 - RESOURCES
Detail what inputs are required for the efficient and effective delivery of the Services

Each party to the contract needs to be clear on what resources they are responsible for.
E.g:
Staffing – specify qualifications, skills, experience, levels of supervision, i.d.badges, recruitment and selection policy (eg. Staff from a particular racial group to perform some parts of service)

Materials – specify the standards of materials and equipment to be used.
9 - CONTRACT MANAGEMENT AND PERFORMANCE 

Set out the arrangements for monitoring the service and the requirement for review/progress meetings.
Access arrangements to service provider’s premises to inspect.

Requirement for submission of management information – how, when, what format.
Procedure for breakdown in services.

Equality monitoring (e.g. measurement of ethnic people using services)
Template for a standard specification


