DN722877 APPENDIX 1 - SPECIFICATION
Bath and North East Somerset Council

Specification for the provision of

an Employee Assistance Program
June 2024
1 The Requirement 

Tenders are invited for the provision of Employee Assistance programme for all of the Council’s employees and elected members. 

2. 
CORE SERVICE PROVISION

Summary
1. An Employee Assistance Programme 

2. Health Promotion and Staff wellbeing
3. Management Advice 

4. The provision of timely, comprehensive and meaningful management reports and utilisation statistics, trend reports etc. as specified.
2.1 
Employee Assistance Programme

2.1.a.
To provide a confidential counselling service for employees and our elected members.  This service will consist of:

· 24-hour telephone advice line for employees to raise personal and work related issues
· Individual face to face counselling to a maximum of 6 sessions (including the initial assessment session). The initial assessment session will take place within 5 working days of the request being received by the service provider. Thereafter, the sessions will take place weekly or at other intervals agreed between the Counsellor and the employee.
· The number of counselling sessions may be increased by agreement between the Council and the Service Provider before commencement of the extended programme. 
· Location of counsellors must be within 10 miles of the B&NES boundaries. 
The service will provide critical incident support/post-traumatic stress counselling where appropriate and within three working days of the receipt of the referral.

2.1.b.
Access to online support in dealing with day-to-day health and wellbeing issues such as stress and anxiety, financial wellbeing, alcohol and drug abuse, domestic abuse, musculoskeletal and any other matters that become topical and relevant throughout the period of the contract.
2.2 
Health Promotion & Staff Wellbeing

The service provider will support the Council to proactively manage the health and wellbeing of its staff. 
To provide education, guidance and support to actively encourage, facilitate and maintain staff health and wellbeing. 
Linking with appropriate agencies to support work related health campaigns both locally and nationally.
2.3 
Management Advice
To provide management with professional advice.
To ensure that competent clerical advice is available to answer general queries on a daily basis to the Councils Human Resources and Health, Safety and Wellbeing staff.

To recommend and support (if necessary) case conferences between Human Resources Business Partners/Consultants and Line Managers and the employee on individual cases as necessary.

2.4 
The provision of management information and identification of trends
The service provider will produce at least quarterly reports (more frequently if requested) showing utilisation statistics, broken down into the Council’s service areas as defined by the Council and also in relation to the usage figures agreed under the contract.
The service provider will identify trends (if any) in sickness absence referrals, particularly stress related illnesses and to provide appropriate advice to the Council.  Additionally the service provider will identify from referrals recognised occupational hazards and provide appropriate and reasonable advice for introducing effective controls. 
3 
STANDARDS OF PERFORMANCE
The Employee Assistance Provider will maintain strict medical confidentiality in the provision of the service. The Service Provider must work within the context of the appropriate legislative framework.

The service will be provided within the standards set out in the KPIs at Appendix 6. Failure to meet these standards will be discussed at the quarterly contract review meetings and a recovery action plan agreed.
4 
PAYMENT
Payments will be based on each element of the tendered services provided and the suppliers will paid on a quarterly basis subject to the receipt of a valid invoice.

At the end of each quarter the Service Provider should submit a VAT invoice for one quarter of the annual fee due.  At the end of the contract year, the service provider will calculate the volume change and either credit or invoice the Council for the difference in service price if there is a volume variation in excess of 5%. At the end of the contract period, any sums due to either party will be invoiced by the appropriate body, to be paid within 30 days.
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