Annex A to HOCS1c/00033
[bookmark: _GoBack]STATEMENT OF REQUIREMENT FOR TRANSCRIPTION SERVICES IN SUPPORT OF DEFENCE SAFETY AUTHORITY SERVICE INQUIRIES and other functions
Background
The Director General (DG) of the Defence Safety Authority (DSA) is the convening authority for safety related Service Inquiries (SI), which are statutory investigations under the Armed Forces (Service Inquiry) Regulations 2008.  During DSA convened SIs, a Panel, typically comprising 3 members, will conduct interviews with witnesses to accidents or with others who might have information related to accidents.  These interviews will usually be recorded on a digital electronic recording device.
Once recorded, if the SI Panel considers that there is evidence in the witness testimony that is relevant to the SI, then they will require a transcription of the audio recording(s) into a written copy, which can then be printed and signed by the witness and the SI President and certified as a true copy of the recording.  These certified true copies then become part of the SI Panel’s pack of evidence which supports the production of the Panel’s report.  
The Panel or other DSA Investigations may acquire, as evidence, technical documentation relating to systems and processes and, particularly in the case of aircraft, the documents may be in languages other than English; typically French, German or Spanish but occasionally other languages.  The DSA will require translations of all or parts of these documents.
The Panel not only reports on what happened and how it happened, it also makes recommendations to prevent recurrence.  As such, there is usually pressure to get the report completed in a timely manner, without compromising its quality.
Finally, on rare occasions, the DSA may require transcription of administrative interviews relating to staff misconduct or related matters.
Requirement
Languages.  
SI Panel witness and administrative interviews.  DSA SI Panels and/or Administrative hearings will only conduct interviews in English.  If the witness does not speak English then the interview will be conducted by an MOD arranged interpreter.  Thus all audio files to be transcribed will be in English, although they are likely to include regional accents, which will need to be capable of being transcribed by the supplier.
Documentation.  SI Panels and other DSA investigations may require documentation to be translated from other languages, likely to be either French or German but, in rare cases, other languages such as Spanish etc.
File formats.    
Audio files.  The audio files will be supplied by DSA in .mp3, .wav or .wma format.  Should newer interview recording devices use different formats then the MOD would expect the supplier to be able to accept these newer formats if they were compliant with industry standards.
Documentation.  Documents in foreign languages for translation into English will usually be provided in the .pdf format, although, if they are scanned or photographed, they may be provided in any of the commonly used imagery formats such as .jpeg, .jpg, bmp, .tif and .gif.
Transcribed files.  The Supplier shall provide the MOD user with transcribed or translated files as follows:
In Microsoft Word (.docx; MS Office 2010 or later) format based on the document being printed on A4 paper in the portrait format, with a minimum of a 2cm margin at the top, bottom, left and right edges.  
With a Header and Footer with the text: “OFFICIAL SENSITIVE – PERSONAL” and the pages numbered sequentially, starting at 1. 
With a box on each complete transcript for the transcriber/translator (individual or company) to confirm that the transcription or translation is accurate.
Each file must use the same file name as the audio file from which it was taken.
Transfer of files – electronic.  The preferred and standard method of transferring files is to be electronic.  Audio files received from SI Panels will be uploaded onto the MOD’s standard enterprise IT system (currently DII but in the process of changing to MODnet).  
The Supplier shall provide an MOD approved[footnoteRef:1] means for the MOD to upload audio files directly to the Supplier’s IT system using a web browser interface via the Internet, using a secure (https) connection, which requires a password protected log-in to access it. [1:  Access to a website that is not blocked by the MOD’s security firewall.] 

Once logged into the Supplier’s IT system, the MOD user shall be able to select the file to upload from the MOD’s standard enterprise IT system using a “browse and select” function.
It should be possible for the MOD User to upload multiple files during a single log-in session.
The supplier shall be able to accept single files at least 50 megabytes (MB) in size and, preferably, single files of up to 250 MB.
Once selected, the file shall be uploaded via a secure (https) link without further action by the MOD user.
The MOD will supply a “Transcription Request Form” detailing each audio file.  A blank example is enclosed.  Alternatively, the MOD would accept the ability to input the same information into a template provided by the supplier.
The MOD user shall be provided with confirmation, preferably by email acknowledgement, that the selected files have been successfully uploaded.  
Once transcriptions are complete, the Supplier shall inform, by email, the MOD User who uploaded the audio files that the transcribed files are ready to be downloaded.
The MOD User shall then be able to transfer the transcribed files back to the MOD’s enterprise IT system by securely logging into the Supplier’s IT system, selecting the relevant transcribed files and then downloading it using the “save as” function.
Transfer of files – physical.  In exceptional circumstances, such as MOD or supplier IT failure, there may be a requirement to transfer files, in the formats described above, using mail and/or courier systems.  
From MOD to Supplier.  The MOD will supply files either via an encrypted removable media, typically a USB stick or an encrypted CD or DVD, with passwords being sent separately.  Any transfer will be via Royal Mail Recorded Delivery or an equivalent courier with a tracking system and signature required for receipt.  The MOD will provide the technical means for the supplier to encrypt the transcribed/translated documents onto the removable media for their return, if return via the Internet as described above is not possible.  
From Supplier to MOD.  Physical transfer back to the MOD must be on MOD supplied removable media (USB or CD or DVD, which will be supplied, in advance, as Government Furnished Equipment (GFE).  Transfer must be via Royal Mail Recorded Delivery or an equivalent courier with a tracking system and signature required for receipt.  The supplier’s costs for physical transfer via Royal Mail or an equivalent courier are to be agreed by the MOD in advance.
Security.  Witness statements may contain both operationally sensitive information on UK military activities and/or capabilities and sensitive personal data, as defined in the Data Protection Act 1998.  Documentation submitted for translation may contain commercially sensitive information.  The Supplier must therefore meet MOD security requirements and be compliant with the principles in the Security Policy Framework[footnoteRef:2].  Specific security requirements are detailed below: [2:  https://www.gov.uk/government/publications/security-policy-framework] 

The MOD requires the Supplier to be able to receive, store, process and supply back to the MOD information, in all accepted file formats, classified as OFFICIAL – SENSITIVE PERSONAL.  When commercially sensitive information is supplied in an audio file or document, this will be made clear in the title of the audio file or document and the transcribed/translated file shall then include a header and footer marked OFFICIAL – SENSITIVE COMMERCIAL.
The MOD requires all personnel employed by the Supplier in the handling, storing and processing of the audio files, finished transcriptions and any intermediate documents to have passed a minimum of the Baseline Personnel Security Standard (BPSS) and to be based in the UK when carrying out transcription or translation of MOD files.  This includes staff transcribing the documents from audio to written format and any IT administrators or other staff with relevant access to the Supplier’s IT systems.
The MOD requires that all electronic files be held on IT systems physically located in the UK.  No data may be stored or processed outside of the UK.
The Supplier may not use examples of work done for the MOD under this contract to advertise its capability or customer base.
File retention and destruction.  The Supplier shall retain MOD supplied data (audio files, scanned or hard copies of documents etc) for a period of one (1) calendar month from receipt in order to allow the MOD to request clarification or corrections to supplied transcripts or translation.  After a calendar month from receipt, electronic files are to be deleted and hard copies to be destroyed by shredding within five (5) working days.  The MOD reserves the right to seek confirmation of file deletion/destruction as part of its quality assurance and security processes.
Timeliness.  In order to prevent a possible reoccurrence of the accident being investigated, SIs are usually under time pressure to produce their report and recommendations.  Thus there is usually a time imperative to transcribing the audio recording of a witness statement into an electronic document or translating a document into English.  The MOD requires, as a minimum, the following categories of turn-round time from successful uploading of an audio file to the Supplier’s IT system to the MOD user being notified that the transcribed file is ready to be downloaded:
Routine.  Five (5) working days (excluding weekends and Public Holidays).
Priority.  One (1) working day (excluding weekends and Public Holidays).
Volume of work.  As the volume of accidents leading to SIs is unpredictable, it is impossible to predict the likely volume of work to be transcribed or translated with any accuracy.  As such the MOD offers no minimum volume or value of work under this contract.  However, in order to ensure the ability to cope with a series of SIs simultaneously, the MOD requires the supplier to be able to transcribe the minimum volume of work for each of the timeliness categories above:
Routine – a minimum capacity of 400 hours of audio in any 12 month period and the ability to transcribe up to 20 hours of audio in any 5 working day period.
Priority - a minimum capacity of 25 hours of audio in any 12 month period and the ability to transcribe up to 5 hours of audio in any 1 working day period.
Balance of transcription and translation.  The overwhelming majority (~99%) of the DSA’s requirement will be for transcription, with only around 1% of the work likely to involve translation.
Quality assurance.  The MOD requires transcribed statements to be accurate records of the audio recordings of the witness interviews but accepts that variations in the quality of recording, the use of military phrases and abbreviations which may be unfamiliar to transcribers and regional accents may make it difficult for transcribers to understand precisely what is being said.  In addition, the MOD requires that documents submitted in foreign languages are accurately translated into English.  The MOD therefore requires the Supplier to provide its own Quality Assurance Process that establishes that the audio files have been transcribed to the highest standard that is reasonable and that documents in foreign languages have been accurately translated into English.  Suppliers will be required to certify the transcription or translation as a true record.
Point of contact.  
General.  The MOD requires the supplier to provide at least one named point of contact, such as an account or relationship manager, who would be available to deal with general issues such as accounts, specific requests etc, within normal working hours, with alternative arrangements made for holidays and any periods of sickness absence.  
Technical.  The Supplier must also be able to provide a point of contact, not necessarily named, to deal with technical issues during normal working hours.  This may be the same person as nominated under the General category above, providing that that person can also address technical issues.
Review meetings.  The MOD requires the supplier to meet with the DSA staff managing this contract on regular basis to discuss the implementation and subsequent management of the contract.  Initially, meetings would be required up to monthly and when the contract is running smoothly, the frequency would be 6 monthly.  Meetings would be between the supplier and staff from the Defence Accident Investigation Branch (DAIB), which is a part of DSA.  DAIB is based in Farnborough, with detachments in Andover and Bristol and meetings would be held at one of these locations or at the supplier’s location, subject to mutual agreement.
Management information.  The MOD requires the supplier to provide monthly updates on work submitted by MOD, processed by the supplier and returned to MOD.  This information is to include, as a minimum, details of file(s) processed as follows:
Date file received from MOD.
MOD point of contact for file.
Date file processed by supplier and made available back to MOD.
Cost.
Invoice number.
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