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Department
for Education

CONTRACT FOR OMNIBUS SURVEY OF SCHOOL TEACHERS AND SENIOR LEADERS
PROJECT REFERENCE NO: EOR/SBU/2017/028

This Contract is dated 23/08/2017
Partles

1) The Sacretary of State for Education whose Head Office is at Sanctuary Buildings,
Great Smith Street, LONDON, SW1P 3BT (“the Department”); and

2) IFF Research whose registered office Is Chart House, 16 Chart Street, London, N1 6DD
(“the Contracior™),

Recilals

The Contractor has agreed to underiake the Project on the tenms and conditions set out in
this Contract. The Depariment's reference number for this Contract is EOR/SBU/2017/028.

Commencement and Continuation

The Conlractor shall commence the Project on the date the Conlract was signed by the
Department {as above) and, subject to Schedule Three, Clause 10.1 shall complete the
Project on or befare 30" September 2018.
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1. interpretation

Conlract Ref No EOR/SBU/2017/028

1.1 In this Contract the following words shall mean:-

“the Project”

“the Project Manager”

“the Contractor's Projact Manages

“the Act and the Regulations™

“Affiliate”

the project 1o be performed by the Contractor as
described in Schedule One;

Morgan Oraper, Depariment for Educalion, Sancluary
Building, 20.Great Smith Street, London, SW1P 38T,

02076546423, morqan.draper@education.qov.uk

means the Copyright Designs and Palenls Act 1988
and the Copyright and Righ!s in Databases Regulations
1997;

in relation to a body corporate, any other enlily which
directly or indiractly Controls, is Controlled by, oris
under direct or indirect common Conirol with, that body
carporate from lime to time;

"Commercially Sensitive Information” information of a commercially sensitive nalure relating

"Confidantial information”

“Contracting Departmeni®

'‘Contractor Personnel®

"Contraclor Software”

to the Contractor, is IPR or its business aor which the
Contractor has indicated to the Department that, if
disclosed by the Department, would cause the
Conlractor significant commercial disadvantage or
material financial loss;

means all information which has been designated as
confidenttal by either parly in writing or that cught to be
considered as confidential (however it is convayed or
on whatever media it is stored) including but not timited
to informmation which relates to the business, affairs,
properties, assets, trading practices, services,
developments, trade secrets, intellactual Properly
Righls, know-how, persannel, customers and suppliers
of either party and commercially sensitive information
which may be regarded as the confidential information
of the disclosing parly;

any contracling autherity as defined in Regutation 5(2)
of the Public Contracts (Works, Services and Supply)
(Amendment) Regulations 2000 other than the
Department;

all employees, agenls, consultants and contractors of
the Contractor and/or of any Sub-contracior;

Software which Is proprietary to the Contraclor,

including software which is or will be used by tlhe
Contractor for the purposes of providing the Services:
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“Control” means that a person possesses, directly or indirectly,
tha power to direct or cause tha diraction of the
management and policies of the ather person (whether
thraugh the ownership of voling shares, by contract or
otherwise) and "Controls* and “Controlled” shall be
interpreted accordingly;

*Copyright” means any and all copyright, design right {as defined
by the Act) and all other rights of a like nature which
may, during the course of this Contract, comae into
existence in or In relation to any Work (or any part

theraol);
“Copyright Work” means any Work in which any Copyright subsists;
"Crown Body" any department, office or agency of the Crown;
"Data" means all data, information, text, drawings, diagrams,

images or sound embodied in any electronic or tangible
medium, and which are supplied or in respact of which
access Is granted to the Contraclor by the Dapartrment
pursuant to this Contract, or which the Contractor is
raquired to generate under this Cantract;

"Data Controller” shall have the same meaning as set out In the Data
Prolection Act 1998;

“[ata Procassar® shall have the same meaning as set oul in the Dala
Protection Act 1998;

"Data Protaction Legislation” the Data Protection Act 1998, the EU Data Protection

Direclive 95/46/EC, the Regulation of Invastigatory
Powers Acl 2000, the Telecommunications (Lawfu!
Business Practice) (Interception of Communications)
Regulations 2000 (S| 2600/2699), the Electronic
Communications Data Prateclion Directive 2002/58/EC,
the Privacy and Elecironic Communications (EC
Directive) Regulations 2003 and all applicable laws and
regulations relating to processing of personal data and
privacy, including where applicable the guidance and
codes of praclice issued by the Information
Comrmissioner;

“Data Subject” shall have the same meaning as set out in the Data
Protection Act 1998; .

"Depariment Confidential Information” afl Personal Dala and any information, however it is
conveyed, that relates to the business, affairs,
developments, lrade secrels, know-how, personnel,
and suppliers of the Dapariment, including all IPRs,
logether with all Infarrnation derived from any of the
above, and any ather informalion clearly designaled as
being confidential (whether or not it is marked
"confidential”) or which ought reasonably be considered
to be confidentlal;
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“Dapartment Data”

"Effactive Date"

“Enviranmental Information
Regulations”

"FOIA*

"IcT
"ICT Environment®
“information”

“Intelleclual Property Rights"

"Malicious Sofiware"

“Original Copyright Wark”

“Personat Data"

Contracl Ref No ECR/SBU/2017/028

(a) the data, text, drawings, diagrams, images or
saunds (together with any dalabase made up af any of
these) which are embadied In any electranic, magnetic,
optical or tangible media, and which are:

(i) suppiled to the Contractor by or on behglf of the
Department; or

(ity which the Contractor is required to
generale, process, store or transmit pursuant
to this Contract; or

{b} any Personal Data for which the Depariment is
the Data Controller;

the date on which this Contract Is signed by both
pariles;

the Environmental Information Regulations 2004
together with any guidance and/or codes of praclice
Issues by the Information Commissioner or relevant
Gavarnment Department in relation to such
regulations;

the Freedom of Information Act 2000 and any
subordinate legislation made under this Act from time
to time together with any guidance andior cades of
practice issued by the Information Commissioner or
relevant Government Department in relation ta such
legislation;

information and communications technology,
the Department's System and the Contractor System;

has the meaning given under section 84 of the
Freedom of Information Act 2000;

means patents, trade marks, service marks, design
(rights whether registerable or otherwise), applications
for any of the foregoing, know-how, rights protecting
databases, trade or business names and other similar
rights or obligations whether registerable or nat in any
country (inciuding but nat limited to the United
Kingdom).

any software program or code Intended o destroy,
interfere with, corrupt, or cause undesired effects on
program files, data or other information, executable
code or application scftware macros, whether or not ils
operation Is immediate or delayed, and whether the
malicious saftware is introduced wilfully, negligently or
without knowledge of its existence; -

means tha first Copyrighl Work created in whatever
form;

shall have the same meaning as sst out in the Data
Protection Act 1998;
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*Regulatory Bodies”

"Request for Information”

*Staif Vetling Proceduras”

*Sub~contracior®

"Third Party Software"

*Work”

"Working Day"

Contract Ref No EOR/SBU/2017/028

those government departments and regulatory,
statutory and other entities, commitiees and bodies
which, whether under statute, rules, regulations, codes
of practice or otherwise, are entitled to regulate,
investigate, or influence the matters dealt with in this
Contract or any other affairs of the Department and
“Regulatory Bady" shali be construad accordingly;

a request for information or an apparent request under
the Code of Praclice on Access to Govemment
Information, FOIA or the Environmental Information
Reagulations;

the Dapartment’s procedures and departmental pelicies
for the vetting of personnel whose rola will involve the
handling of information of a sensitive or confidential
nature or the handiing of information which is subjest to
any relevant sacurity measures, including, but not
limited to, the provisions of the Officlal Secrets Act
1911 to 1989,

the third party with whom the Contractor enters inlo a
Sub-contract or its sarvants or agents and any third party
with whom Lhat third party enters into a Sub-contract or
its servants or agents;

software which is proprietary ta any third party [other
than an Affiliate of the Contractar] which Is or will be

used by the Contractor for the purposes of providing

the Services, and

means any and all works including but not limited to
literary, dramatic, musical or artistic works, sound
recordings, films, broadcasts or cable programmes,
typographical arrangements and designs (as the same
are defined In the Act) which are created from time 1o
time during the course of this Conlract by the
Contractor or by or together with others at the
Contractor's request or on its behalf and where such
works directly relate to or arg created in respect of the
performance of this;

any day other than a Salurday, Sunday or public
holiday in England and Wales.

1.2 References lo “Conlract® mean this contract (and include the Schedules).
References to “Clauses” and "Schedules” mean clauses of and schedules lo this
Contract. The provisions of the Schedules shall be binding on the parties as if set out

in full in this Contract.

1.3 Reference to the singular include the plural and vice versa and references to any
gender include both genders. References to a person include any individual, firm,
unincorporated association or body corporate.
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SCHEDULE ONE
1 BACKGROUND

Understanding the views of school feachers and senior leaders is of paramount importance
to the work of the Department. The Department has already been regularly surveying these
groups and is seeking to continue this so has commissioned IFF Research to deliver an
omnibus survey of school teachers and senlor leaders.

2 AIM

The Canlraclor shall use all reasonable endeavours lo achleve the following aims:

. Design and deliver a survey vehicle for blannual research with classroom
teachers and senior leaders in maintained schools in Engiand;
* Gather the views from a representative (stratified, random) sample of

teachers and senior leaders on a wide range of questions covering toplcs relating to
the Depariment's aims, priorities and policies. Questions will be determined by the
Dapartment in consultation with the Contractor,

3 OBJECTIVES
The Contractor shall use all reasanable endeavours to achieve the following objectives:

* To establish and deliver a biannual (2 waves) survey {o collact data from a
stratified random sample of classroom teachers and senior leaders achieving at
least 1,800 responses;

+ Todevelop and use a mixed mode survey (telephone and online) to collect
answers o approximately 25-35 questions (survey will be at least 20 minutes
long and include 3-6 demographic questions), submitied by the Department and
agreed by the contractor. Tha questions asked at each wave will vary according
to the Department’s research interests;

* Totest that survey respondents are likely to Interpret the questions as intended to
ensure high qualily data ara collected by conducling at (east eight cagnitive
interviews with senlor leaders and eight with classroom teachers, and piloting the
queslionnaire with at least 20 teachers and 20 senior leaders before finalising the
questionnaire at each wave:

* To pravide the Department with a response at each wave which is nationally
representative in temns of proporiions of schools/pupils by free school meals
eligibility, atlainment band, region, school lype and Local Authority type (weighted
if nacessary),

» To provide the Department with timely resulls from both waves of the survey
including; anonymised topline result: weighted data tables; a fully coded and
labelled .CSV dala file; powerpoint slides: a detailed presentalion of findings; and
a written repart (elther full, short or both: as required by the Depariment); and If
required by Lhe Department a 2-page document of publishable quality on one to
two specific areas of interest to the Depariment

4 TASKS

TASK 1: DRAWING THE SCHOOLS (SENIOR LEADER) SAMPLE
Wave 1

The Contractor shall draw a sample of schools {and therefore senior leaders) from Edubase,
stratified by setting and academy status. The Contractor will be responsible for securing any
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permissions to access and use sample information; the Depariment will support as
necessary. The Contractor shali send confirmation to the Departmant by emall that the
sample has been drawn by 3™ November 2017.

If the questionnaire is 20 minutes in length, the Contractor will draw a sample of at least
1600 schools to achleve 800 senlor leader survey completes. If the questionnaire is 25
minutes in length, the Contractor will draw a sample of at least 1800 schaols ta achisve 800
senlor leader survey completes. The Dapartment will make a decision about questionnalre
length, and therefore sample size by 8" September 2017.

If the Department requires additional surveys (o be carried out, the Confractor shall draw an
additional schools sample from Edubase based on the breakdawn by voluma of additional
interviews outlined below;

Volume of Additional Senior Leader Additional Sample to be Drawn

Surveys 20 minute 25 minute
interviews interviews

100 200 225

200 400 450

300 600 675

The Department will make s decision about the volume of interviews, and therefore
additional sample size by 22™ September 2017.

If the Department also requires additional survays to be carried aut with classroom teachers,
the Conlracior shall draw the larger additional sample of the two {see Task 2).

Finally, the Depariment will make a decision about the incluslon of special schools in the
sample by 22™ September 2017.

Wave 2

The Contractor shall draw a sample of at least 1600 schools (and senior leaders) from
Edubase, stratified by setting and academy status to achieve B00 senior leader survey
completes. Tha Contraclor will ba responsible for securing any parmissions {o access and
use sample information; the Department will support as necessary, The Cantraclor shall
send confirmation to the Departmant by email thal the sample has been drawn by a mutually
agreed date,

If the questionnaire Is 20 minutes in length, the Contractor will draw a sample of at least
1600 schools to achieve 800 seniar leader survey completes. If the questionnaire Is 25
minutes in {ength, the Conltractor will draw a sample of at least 1800 schools to achieve 800
senior leader survey completes. The Dapartment will make a dacision about questionnaire
length, and therefare sample size by a mutually agreed date.

If the Department requires addltional surveys to be carmried out, the Contractor shall draw an
additional schools sample from Edubase based on the breakdown by volume of additional
interviews outlined below:

Volume of Additional Senior Leader Additional Sampte to be Drawn

Surveys 20 minute 25 minute
interviews interviews

100 200 225

200 400 450

300 600 675

The Department will make a dacision aboul the volume of interviews, and therefcre
additlonal sample size by a mutually agreed dale.

Il the Department also requires additional surveys lo be carrled out with ciassroom teachers,

the Contractor shall draw the larger additionat sample of the two (see Task 2).
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Finally, the Department will make a decision about the inclusion of special schools in the

sample by a mutually agraed date,

TASK 2: DRAWING THE TEACHER SAMPLE

Wave 1

The Contractor shall build a sample of teachers through contact with schaols sampled for the

above, stratified by year group and subject. The Contraclor
any permissions to access and use sample information;
necessary, The Contractor shall send provide weekly up
required or requested by the Depariment) on the progre

... -

If the questionnaire Is 20 minutes in fength, the Contractor will

will be responsible for securing
the Department will suppart as
dates during recruitment (or datly if
ss of the teacher sample.

build a sample of at least

3600 classroom teachers o achieve 1000 survey completes. If the queslionnaire is 25
minutes in length, the Contractor will buiid a sample of al least 4,050 classroom teachers to

achieve 1000 survay completes. The Department

length, and therefore sampe size by 8 September 2017.

will make a decision about questionnaire

If the Department requires additional surveys to be camied out, the Contraclor shall draw an’

additional schools sample from Edubase based on th

interviews outlined bslow:

@ breakdown by volurfie of additional

Volume of Additional Teacher Survays

Additional Sample to he Drawn

20 minute 25 minute
intarviews interviaws
100 160 180
200 320 360
300 480 540

The Depariment will make a decision about the volume of Interviews, and therefore
additional sample size by 22™ Septamber 2017.
If the Department also requires additional surveys to be carried out with senlor leaders, the
Cantractor shall draw the larger additional sample of the two (see Task 1).

Wave 2

The Contractor shall bulld a sample of at least 3600 teachers through contact with schools
sampled for the above, stratified by year group and subject to achieve at least 1000

classroom teacher survey completes. The Contractor wil

| be responsible for securing any

permissions to access and use sampie information: the Department will support as
necessary. The Conlractor shall send provide weekly updates during recruitment (or dally if
required or requested by the Depariment) on the progress of the teacher sampla,

If the questionnaire is 20 minutes In length, the Contracior will build a sample of al least
3600 classroom teachers to achieve 1000 survey compleles. If the questionnaire is 25
minutes in length, the Contractor will build a sample of at least 4,050 classroom teachers to
achieve 1000 survey complstes. The Department will make a decision about questionnaire

length, and therefore sample size by a mutually agreed dats.

if the Department requires additional surveys lo be carried out, the Conlractor shall draw an
additional schools sample from Edubase based on the breakdown by volume of additional

interviews outlined below:

Volume of Additional Teacher Surveys

Additlonal Sample to be Drawn

20 minute 25 minute
interviews interviews
100 160 180
200 320 360
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[ 300 { 480 | 540 |
The Depariment will make a decision about the volume of interviews, and therefore
additional sample size by a mutually agreed date.

If the Department also requires additional surveys to be caried out with senior leaders, the
Contractor shall draw 1he larger addilional sample of the two (see Task 1).

TASK 3: CONTACT LETTER AND REMINDER DEVELOPMENT

Thae Contractor shall draft the advance communications and agree finallsed communications
with the Department's Projecl Manager. The Contractor shall update communications for
each wave as necessary.

The Contraclor shall send an advance letler to all schools included in the sample at least 2
weeks before fleldwark commences. The tetter shall make claar that an online survey is
available on request. Should a senlor leader request to participate in the online varsion of
the leaders survey the Contractor shall provide the senior leader with a unique wabsite link
either via post or amail.

The Contractor shall send an advance email to all classroom teachers included in the
sample that provides a unique link to the anline survey, as soon as contacts detalls become
avallable. The letter shall make clear that a telephone survey is avallable on request.

All advance communications shail include a dedicated Freephone telephone number and
email address, administered by the Contraclor, where participants can direct any quaries.
Communlcations shall be sent from a named representative of the Contraclor and will
canfirm that the Department s funding the research and contain a named contact from the
Department whre participants can direct any queries. The advance communications will
contain the Depariment's logo.

The onlina portal shall be hosted on the Contractor's secure server. The online portat and
any advance communications about the online portal shalt autline the steps that will be taken
to ensure individuals’ anonymity and confidentiality. Contact details input inte the portal shall
only be used for the purposes of the omnlbus survey and shall be disposed of securely
following completion of the survey. The contraclar shal ensure that the online portal is
hosted in an accessible formal and is device agnostic,

TASK 4: QUESTIONNAIRE DEVELOPMENT

Two guestionnaires are to be developed; ona for senior ieaders and one for classroom
leachers. The Contractor shall raview the draft questiennalre and in consullation with the
Department's Project Manager will make any required amendments ahead of cognitive
testing. The final questionnaire suilable for cagnitive tesling shall be agreed by the
Depariment,

The Conlraclor shall deliver any findings from the cognitive testing and any recommended
changes to the Department, The Contractor shall review the questionnaire and in
consuilation with the Depariment made any required amendments ahead of plloling. The
final questionnaire suitable for piloting shall be agreed by the Depariment,

The Contraclor shall deliver findings from the pilot testing and any recommended changes to
the Department. The Contractor shall review the questionnaire and in consultation with the
Department make any required amendments. The Departmaent shall agree a final version of
the questionnaires.

The Department will make a decislon about questionnaire length for Wave 1 by 8
September 2017 and for Wave 2 by a mutually agreed date.
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TASK 6: COGNITIVE TESTING

The Contractor shall conduct cognitive tesling with at least eight senior leaders and eight
teachers to ensura questions are understood as expected. Cognitive Interviews will last up to
45 minutes, The Contractor will provide the Department with a short report oullining findings
and suggested changes to the questionnaire based on interviews,

TASK 7: PILOTING

The Contractor shall conduct pilot testing with at least 20 senior leader and 20 classroom
teachers ta ensure that questionnaires flow properly and test coverage and length. The
Contractor will provide the Depariment with a short report autlining findings and suggested
changes lo the questionnaire based on pilot surveys.

TASK 8: FIELDWORK
The Contractor shall issue a mailout of advance letters to all of the sampled schools
addressed to Head Teachers,

The Contractor shall issue a mailout of advance emails to all clessroom teachers included In
the sample.

The Contractor shall use a core lelephone approach to surveying senior leaders with an
online alternative offered where respondents are unwiling/unable to participate by phone or
those explicilly requesling this option. The Conlractor will make up to 8 attempts to contact
senior leaders via talephone, varying the time of day and date of contact threughout the
duration of the study.

The Conlractor shall use a core online approach to surveying classroom teachers with a
telephone alternalive offered were respondents are unwilling/unable to participate onlina or
those explicitly requesting this option. The Contractor shall send up to two targsted email
reminders to all non-responders (o the teachers survey throughout the fieldwark period.

The Contractor shall ensure that the ali onfine surveys are hosted In an accessible format
that are device agnostic, allowing participants to complete the survey via a range of devices
-~ Including smart phones and tablets,

If the Contractor achieves a response rate of lower than 50% for the senior leaders survey,
the Department shall deduct £1,500 from payment. if the Contractor achieves a response
rale of fower than 30% for the teachers survey, the Depariment shall deduct a further £1,500
from payment.

The Coniractor will supply the Department with waekly updates (or dally updates if required
or requesied by the Department) and pariicipate in a weekly phone call throughoul the
research programme and during fieldwork will provide a full breakdown of recruitment and
responses through each methodology.

TASK 9: ANALYSIS AND REPORTING

For both waves, the Contractor shall clean, code and weight the data for analysis. Weighting
shall be undertaken to correct for stratification. over-sampling and non-response according
la the demographics of the achieved samples relative to the popultation; respondents will be
given a design weight which will be equal lo the inverse of their probability of being sampled
for the survey. The Conlractor will include a detalled description of any weighting to the data
in a technical appendix. Codes and coding notes for open-ended questions shall be agreed
by the Department in consultation with the Contractor.
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The Contractor shall delivar data tables toa the Department presenting frequency tables and
cross tabulations of agreed variables. Where specified by the Department, the Contractor
shall deliver time-series analysis with previous waves/questions. The Department shall
provide the Contractor with the required information and data to be able to complale time-
series analysis. The Coniraclor shali also deliver an anonymised/non-disclosive version of
the dataset In .CSV format. The Cantractor shall merge categeries for demographic
variables if necessary to ensure the database is non-disclosive, at thelr discretion. The
dalaset will provide a variable key and other necessary information to aide intarpretation.

The Contractor shall deliver a draft final report presenting the findings clearly for a non-
tachnical audience. The Contractor shall undertake changes to the text of the report/s
suggested by the Depariment unless lhese are factually incorrect. There will be rio limit on
the number of drafts required to produce the final version. The Depariment shall agree a
final version of the reperl/s with the Cantractor. The Depariment will make a decision about
tha length and format of the waitten report by 1* December 2017 for Wave 1 and by a
mututally agreed date for Wave 2.

The Contractor shall deliver outputs to the Department by the following timescates {exact
dates lo be mutually agreed via correspondence):

o An anonymised topline results shall be delivered two working days after the
completion of flefdwork;

o A set of weighted data tables againsi a preagreed set of cross-breaks and lime-serles
analysis with previous questions/waves of fleldwork where specified by the ;
Department shall be delivered two working weeks after the completion of fleldwork;

o A fully coded and labelled .CSV data file shall be delivered two working weeks after
completian of fieldwori;

o A comprahensive set of weighting instructions shall be delivered two working weeks
after completion of the fieldwork;

o A set of powerpoint slides splil by theme shall be dellvered three weeks aRler
complation of fieldwork;

o A detalled presentation of findings shall be dellvered at a mutually agreed point,
approximately thres - six weeks after completion of fieldwork;

o A draft written report {either full, short or bolh; as required by the Department) and
technical annex shall be provided within 2 months after the completion of fieldwork;

o A finatised writlen report (either full, short ar both; as required by the Department) and
technical annex underaking any changes to the lext of the reporl/s suggested by the
Department unless these are factually incorrect within 4 months after the completion
of fieldwork; and

> ) requirad by the Department a 2-page document of publishable quality on one lo two
spacific areas of interest 1o ba decided by the Deparimenl, 2 working weeks afier the
complation of fieldwork

Date Required
Task Output Wave 1 . Wave 2 -
{Approx.)

TASK 1: DRAWING | Sample of schools {senior w/c 16/10/2017 | w/c 02/04/2018
THE leaders).
SCHOOLS/SENIOR
LEADER SAMPLE
TASK 2: DRAWING | Sample of classroom wic 06/11/2017 | w/c 30/04/2018
THE TEACHER teachers. - 11112/2017 - 11/06/2018
SAMPLE
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TASK 3: ADVANCE | Finalised advance wic 09/10/2017 { wic 26/03/2018
COMMUNICATIONS | communications
TASK 4: Delivery of first draft wic 04/09/2017 | wic 19/02/2018
QUESTIONNAIRE | questionnaire from DIE
DEVELOPMENT .
Delivery of questionnaire wic 18/09/2017 | w/c 05/03/2018
suitable for cognitive testing
Delivery of questionnaire wic 02/10/2H7 | w/c 19/03/2018
suitable for piloting
Delivery of finalised wic 30/110/2017 | wic 23/04/2018
. questionnaire
TASK 5: Carry out cognitive testing wic 25/09/2017 | w/c 12/03/2018
COGNITIVE
TESTING
 TASK 6: PILOTING | Camy out pilat testing wic 16/10/2017 | wic 16/04/2018
TASK 7: Fieldwork starls wic 06/11/2017 | w/c 30/04/2018
FIELDWORK
Fieldwork ends wic 11/12/2017 | wic 11/06/2018
TASK 8: DATA Delivery of data tables and Two working weeks after
ANALYSIS AND anonymised/non-disclosive completion of fieldwork
REPORTING data file in .CSV format
Belivery of powerpoint slides | Three to six working weeks after
and presentation complation of fieldwork
Delivery of first draft of report | Wilhin 2 warking months after
completion of fieldwork
Dellvery of final draft of report | Within 4 working months after
completion of fialdwork
Delivery 2-page document of | Within 2 working weeks after
publishable quality completion of fieldwork

6. STAFFING

The Depariment's project manager shalf be Morgan Draper. The Coniractor should direct all
queries to Morgan, copying in the Omnibus Survey inbox
(surveys.omnibus@educalion.gov.uk) to all email conlact,

-

7 STEERING COMMITTEE

Tha Project Manager shall sat up a Steering Commitlee for the Project, consisling of
representalives from the Department, the Conlractor, and any olher key organisalions whom
the project will impact on, to be agreed between the parties. The function of the Sleering
Committee shall be to review the scops and direction of the Project against its aims and
objectives, monitor progress and efficiency, and assess, manage and review expaected
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impact and use of the findings from the Project against an agreed Project Communication
Plan, through the standard Department Communicalion Plan Template. The Committee shall
meet at {imes and dates agreed by the parties, or in the absence of agreement, specified by
the Depariment. The Contracior's representatives on the Steering Commitlee shall report
thelr views on the progress of tha Project to the Steering Commities in writing if requested
by the Depariment. The Coniractor's reprasentatives on the Steering Committea shall attend
all meetings of the Steering Commitiee unless otherwise agreed by the Departmaent.

8. RISK MANAGEMENT

Risk Level of ‘Potential Mitigating Actions

Risk impact
Questionnaire does | Law High To ensure this is not the caselitis
not meet policy critical that both the Contractor and
information neads Department invast time into the

questionnaire development phase. The
Department will provide 2 clear briefing
to the Contractor about both the
quastions to be asked and ths planned
use far the data. The Contractor shall
bear in mind how the data will be
reported throughout the design pertiod
to ensure that results are unambiguous
(e.g. lo ensure a positive or negativa
interpretation of attilude statements -
sometimes questions can caliect
responses to statements such as ‘the
new policy has absorbed a lot of
{eacher time' which can be interpreted
as nagative even though this is not the
explicit implication of agreement with
the statement). The Contractor will
carry out cognitive tesling 1o check
coverage and understanding of
qguestions and question topics.

Soma sub-groups Medium Medium | Where appropriate the Contractor shall
do not feel the use filter questions that allow
survey Is relevant respondents to route past queslions not

relevant. Both partles will conslider the
different structures and priorilies of
schools during the development of
guestions and interpretation of analysis
and make amendments/adjustments
e.g. to language as required. The
Contractor shall include representatives
from all the main categories of schools
and teachers In the piloting. Tha
Cantractar and Department will provide
a named conlact to padicipants to
ensure fhal any cancerns can be

addressad.
Lower than Medium High Several strategies will be utilised to
anficipaled response achieve as high a response raie as
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rates to the senlor
leaders telephons
survey

possible. The Contractor shall send an
advanced letter on DfE letterhead to
add weight and emphasise the validity
of the survey. The Cantractor shall offer
an online option to those who do not
wish to or are unable to participate by
telephone. The Contraclor shall design
the sampling strategy so that no
schools will be approached more than
once a year, o protect response rales,
The Contractor has proposed a
relatively long fieldwork period and shall
front-load fialdwork to allow time for
selting and resetting interview
appointments where necessary, if
response rates fall shart the Contractar
shall consider extanding fieldwork
slightly whilst minimising the Impact
later deadlinas. The Contraclor shall
also draw mare sample for some of the
larger sub-graups if required. The
Cantractor and Depariment will provide
a named conlact to participants to
ensyre thal any concerns can be
addressed. The Conlractor and
Department shall ensure that the
questionnaire cantenl is clear, relevant
and engaging for the resgondent.

Schools unwilling to
provide contact
details of teachers
for the teachers
online survey

Medium

High

The Contractor shall provide
reassurances aboul confidentiality and
how teachers’ contact details will be
used in the advance Istter sent to senior
leaders and as part of the process of
setting appointments for and conducting
interviews with senior teaders. If lots of
schools provide email addresses and
not telephone numbers (and no online
response Is received from teachers)
then the Contraclor shall make use of
school switchbeard numbers as a
slarting point o contact/remind
teachers. The Contractor shall pilot this
element of the procass and make any
tweaks required lo maximise the
flikelihood 1o respond. The Coniractor
and Depariment will provide a named
contact to participants to ensure (hat
any cancerns can be addressed,

Lower than
anticipated response
rate to the teachers
strvey

‘Medium

Medium

The Conlractor shail incorporate a
telephone option to the teacher survey
which ¢an be increased in the event
{hat the response 1o the online survey is
lower than expected. The Contracior
shall finance any costs associated with
increasing the telephone efforts; there
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will be no increased cost to the
Department. Tha Contractor shali also
send targeled reminders as required —
remindars will be targeted so that
wording is different for those who have
part-compleled, or for pimary v.
secendary school teachers, elc.
targeting will be adjusted based an
responsaes received. The Conlractor
shall increase the number of remindars
if required and at no increased cost to
the Dapartment. The Contractor and
Department will provide a named
contact to participants to ensure that
any concernis can be addressed, The
Contraclor and Departmant shall
ensure that the questionnalre content is
clear, relevant and engaging for the
respondent.

Not completing
fieldwork on time

Low

Low

The Contractor shall utilise their
knowledge of conducting similar studles
among both thase audiences and using
simHar approaches to best resource
fialdwork. The Contractor shail allow a
comfontable fieldwork period that build
in contingency even if the interviewing
can be completed more quickly.

Issues with
comparabllity of
findings with
previous waves of
the Teacher Voice
Omnibus survey due
te inclusion of
special schools

Low

Medlum

If apaclal schools are Included in tha
sample, then the survey population will
ba different to that included in the
Teacher Voice Survay and this creates
an issue of comparability for the ‘total’
level findings. If included the Contractor
shail re-cut the data excluding speclal
schools for the purposes of making
historical comparisons and Include two
‘letal’ columns in the data lables and
present two 'total’ in the reporting as
requested by the Department. The
Conlractor shall clearly outline this
Issue and any effects on the analysis
and reporting at the stari of any report.
The Department will make a decision
about the inclusion of special schoals in
the semple by 22™ Seplember 2017 for
wave 1.

Issues of
comparability of
findings with
previous waves of
the Teacher Voice
Omnibus survey due
to new

Low

Medium

There is an impacl on comparability
because of the different methodological
approaches taken in the currenl survey
in comparison o the Teacher Voice
Omnibus. The Coniraclor shall use alt
reasonable endeavours to identify and
ensure sufficient simiiarity of
approaches to minimise this risk. The
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methodological
approaches

Contractar shall clearly autline this
issue and any effects on the analysis or
reporting at the start of any report.

Key personnel iit or
on leave

Low/Medium

Low

The contractor shall appoint a project
team with two Directors that will provide
coverage al the head of the team for
any absence. The Contractor shall keep
all members of the leam up-to-date of
survey progress so-are able to ‘pick-up'
the project at any stage. The Coniractor
shall ulllise a further 12 researchers
from lheir Leaming and Skills team for
additional cover as necessary.

Not completing
reporting on time

Low/Medium

Medium

The Conlractor shall appoint a large
team on the study and shall undertake
the data processing lo identify themes
and trends throughout the course of the
project as rasponses are received.
Additionally, the Contractor and
Department will agree data
specifications and key sub-groups for
analysis during fieldwork. All of the key
staff appointed by the Contractor shall
contribute 1o the analysis and report
wrillng.

Data security breach

Low

High

The Contracl shall be accredited with
IS0 27001 and have in place strict
pracesses to ensure data security. The
Contractor shalt only slare sample data
of thelr secure network which can only
be accass by the Project Team. Access
rights shall be assigned by the
Research Manager (and actionad by
the Conlractor's IT Manager). Access
rights shall be revoked/reassigned on a
monthly basis and rastricted to
individuals within the research team.
The Contractor shall allocate each
schoals a unique fog-in to the portal to
record the names and contact details of
the teachers invited to the leacher
component of the survey. The
Contractor shall only transfer data files
once fully anonymised. The Contractor
shall not share any data or project
information with anyone oulside the
research leam without explicit
permission from the Depariment lo do
s0. The Contraclor shall infarm the
Department of any data security breach
immediately.

Data outputs are
Inaccurate

Low

High

The Contractor shall draw up the
specification for the data outpuls and
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the Depariment in advance. The
Contractor shall check datla oulpuls
agalnst the raw CATI data and against
raw cading outputs; these checks shall
be performed by at least two members
of the research team (alongside the
pragrammer responsible for producing

the dalafile/iables).
Reporling oulpuls Low High The Contractor and Department will
are low quality agrea a repori outlina and overall

guidefines for the presentation of the
reporting in advance. All chaplers of the
report shall be raviewed by a Conlractor
Director befare being submitted to the
Dapartment. The Contraclor shall camry
out separate 'text to table/char’
(checking for Internal consistency) and
‘figure/data’ checks (checking reporiing
outputs against data tables). In addition,
the Contractor shall proof read each
draft before sending to the Department.
Senijor Conftraclor Staff will take
responsibility for making amends based

on DfE feedback,
Particlpants are Low Medium | The Contractar shall explain that the
hasiant to share research is being conducled by an
thelr views as they independent research company and
know the research is that participation and rasponses will
for DIE remain anonymous In line with the MRS
Code of Conduct.
Delays to project Low Madium | Tha Contractor and Depariment shall
design/delivery devise and sgree a clear and defalled

weekly project plan including
dependencies. The Contractor will
supply the Depariment with weekly
updates (or daily updates if required or
requested by the Depariment) and
participate In 2 weekly phone call
throughout the research programme
and during fieldwork wili provide a full
breakdown of recruiiment and
responses through each methodology.

9 DATA COLLECTION

The Depariment seeks to minimise the burdens on Schools, Children’s Services and Local
Aulhorities (LAs) taking part in surveys.

When assessing the relative merits of data collection methads the following issues should be
considered,;

. only data essential lo the project shall be collected;
. data should be collected electronically where appropriate/preferred,
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. questionnaires should be pre-populated wherever possible and appropriate;
. schools must be given at least four working weaeks fo respond to the exercise from
the date they receive the request; and

The Contractor shall clear any data collection tools with the Department before engaging in
field work.

The Contractor shall check with the Dapartment whether any of the information that they are
requesting can be provided centraily from information already held.

10. CONSENT ARRANGEMENTS

The Depariment and the contractor shall agres in advance of any survey activity taking place
the consent arrangements that shall apply for each of the participant groups. All participants
should be Informed of the purpose of the research, that the Contractor is acting on behalf of
the Department and that they have the option to refuse o participate (opt out). Contact
details should be provided inciuding a contact person at the Depariment. Children who are
16 or over will usually be abla to give their own consent but even where this is 80, the
Contractor, in consultation with the Department, should consider whether it is also
appropriate for parents, guardians or other appropriate gatekeepers (e.g. schools, Local
Authorities) to be informed when a child has been invited to participale in research.

End of Schedule One
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SCHEDULE TWO
1 Ellgible expenditure

1.1 The Department shall reimburse the Cantractor for expenditure incurred for
the purpose of the Project, provided that:-

(@) the expenditure falis within the heading and limits in the Table below;
and

(b)  the expenditure is incurred, and claims are made, In accordance with

this Contract. -
Table
Wave 1 Cora Costs ~ L
Projuct Milastone Payment Amount | Payment Dats
Completion of Tasks 1 - 6: sample of schoals | Payment 1. %k of | 03/11/2017
and teachers drawn; advance Wave 1 costs
communications drafted and agreed; (excluding any
questionnalre developed and finalised; additional costs) =

cagnitive testing and piloting.
Completion of Task 7: fieldwork completed; Payment 2: Wl of | 15/12/2017

20 minule interviaw length; at least 800 Wave 1 costs

senlor leaders surveys completed; at least (excluding any

1000 classroom teachar surveys completed, | additional cosis) =

Completion of Task 8: data tables, Payment 3: WBR | 09/03/2018
anonymised data flle, powerpoint Wave 1 coslts

presentation and final report (both short and | (excluding any
long) delivered (the report doss not have to additional cosls) =
be published to trigger paymaent for this
milestone).

Total Costs for Wave 1 with fulf report {excluding any additional costs) =
£87,257

Wave 1 Additional Costs
For additional options 100% of the additional cost will be paid al tha specified dale on
complelion of the project milestone.

Project Milestone Payment Amount | Payment Date
Increased survey langth: fieldwork 15/1212017
compleled; 25 minula interview length; at
leasl 800 senior leader surveys completed; at
least 1000 classroom teachers compleled.
Completion of additional 20 100 1511212017
senlor leader surveys: . 200
additional fleldwork minules 355
compleled at survey 100
length specified ,25| 200
minvies 3o 1511272017
Completion of additional 20 100
classroom teacher . 200
surveys: additional minules 300
fieldwork campleted at 25 100
survey length specifled minutes | 200
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long) delivered (Ihe repart does not have to
be published ta trigger payment for this
milestona).

additional cosls) =

{ | 300
Short report only Reduction In 09/03/2018
payment 3 of
£3,075
Wave 2 Core Costs
Project Milestone Payment Amount | Payment Date
Completion of Tasks 1 - 6: sample of schools | Payment 4: % of | 27/04/2018
and teachers drawn; advance Wave 2 costs
communications drafted and agreed: (excluding any
questionnaire developed and finalised: additional cosls) =
cognitive testing and piloting. -
Completion of Task 7: fieldwork completed; at Payment 5. 4l of | 15/06/2018
least 80O senior leaders surveys completed; | Wave 2 cosls
atl least 1000 classroom teacher surveys (excluding any
completed. additional costs) =
Completion of Task 8; data tables, Payment 6: @l of | 31/08/2018
anonymised database, powarpaint Wave 2 costs
presentation and final report (both short and (excluding any

Total Costs for Wave 2 with fullreport {excluding any additional costs) =

e

E86,057
Wave 2 Additional Costs
Project Milestone Payment Amount | Payment Date

increased survey langth: fieldwork 15/06/2018
compleled; 25 minute Inlerview length; at
least 800 senior leader surveys completed; at
least 1000 classroom leachers completed.
Completion of additional 20 100 : 15/06/2018
senior leader survays: inut 200
additional fieldwork minutes 3oa
completed at survey 100
lenglh specified .25 200

minutes 559 1506/2016
Complelion of additional 20 100
classroom taacher . 200
surveys: additional minules |=os
fieldwork completed at 25 100
survey length specified minutes ggg
Short repori only Reduction in 31/08/2018

payment 3 of
£3,033

Expenditure on the core survey costs for the financial year 2017-2018 shall not exceed

£87,257 exclusive of VAT,

Expenditure an Ihe care survey costs for the financial year 2018-2019 shali not exceed

£86,057 exclusive of VAT,
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Total Praojact expenditure on the core survey costs shall not exceed £173,314 exclusive of
VAT.

Expenditure on additional survey costs for the financial year 2017-2018 shall not excead
£34,679 exclusive of VAT.
Expenditura on additional survey costs for the financial year 2018-2015 shall not exceed
£34,201 exclusive of VAT,

Tolal Project expenditure on additional survey costs shall not exceed £68,880 exclusive of
VAT.

2 The allocation of funds in the Table may not be altered except with the prior written
consent of tha Department.

3 The Contractor shall maintain full and accurate accounts for the Project against the
expenditure headings in the Table. Such accounis shall be retained for at least 6
yaars affer the end of the financial year In which lhe last payment was made under
this Contract. Input and output VAT shall be included as separate items In such
accounts.

4 The Cantractor shall permit duly authorised staff or agents of the Department or the
Nalional Audit Office to examine the accounts al any reasonable time and shal!
fumish oral or written explanations of the accounts if required. The Depariment
raserves the right to have such staff or agents carry out examinations inlo the
aconamy, efficiency and effactivaness with which the Contractor has used the
Department's resources in the parformance of this Cantract.

5 invoices shall be submitied on tha invoice dates specified in the Tabie, be detailed
against the task headings set out in the Table and musl quota the Department's
Order Number. The Purchase order referance number shall be provided by the
department when both parties have signed the paperwork. The Contractor or his
or her nominated representative or accountant shalil cerlify on the invoice that the
amounts claimed were expended wholly and necessarily by the Contractar on the
Projecls in accordance with the Contract and that the invoice does not include any
costs being claimed from any other body or individual or from the Department within
the terms of another contract

6 Invoices shall be sent to the Department for Education, PO Box 407, SSCL,,
Phoenix House, Ceitic Springs Business Park, Newport, NP1(Q BFZ and/or by
email to APinvoices-DFE-U@sscl.gse.gov.uk. Invoices submitiad by email must be
in PDF format, with ane PDF fila per invoice including any supporting documentation
in the same file. Multiple invoices may be submitied in a single email but each invoice
must be in a8 separate PDF file. The Depariment underiakes to pay correcily
submitted invoices within 10 days of recelpl. The Departiment Is obliged 1o pay
invalcas within 30 days of recelpt from the day of physical ar electronic arrival at the
nominaled address of the Dapaniment. Any correctly submitled invoices that are not
paid within 30 days may be subject to the provisions of the Late Payment of
Commercial Debt {Interast) Act 1998. A corract invoice is one that: is delivered in
liming in accordance with the conlract; is for the correct sum; in respeact of
goods/sarvices supplied or delivered to the required quality (or are expected to be al
the required quality); includes tha date, supplier name, conlact details and bank
deiails; quotes the relevant purchase order/contract reference and has been
delivered to the nominaled address. if any problems arise, conlact the Department's
Project Manager. The Depariment aims lo reply lo complaints within 10 working
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days. The Dspartment shall not be respansible for any delay in payment caused by
incomplete or illegible invoices.

The Contractor shall have ragard to the need for economy in all expendilure. Where
any expanditure in an invoice, In the Department’s reasonable opinion, Is excessive
having due regard to the purpose for which it was incurred, the Department shall only
be liable to reimburse so much (if any) of the axpenditure disallowad as, in the
Deparimenl's reasonable opinion after consullation with the Contractor, would
reasonably have been required for that purpose,

If this Confract is terminated by the Department due to the Contractor's insolvency or
default at any time before camplstion of the Projects, the Depariment shall only be
liable under paragraph 1 to reimburse eligible payments made by, or due to, the
Contractor before the date of termination.

On completion of the Project or on termination of this Conlract, the Contractor shall
promptly draw-up a final invoice, which shall cover all oulstanding expenditure
Incurred for the Project. The finat invoice shall be submilted not later than 30 days
after the date of completion of the Projects.

The Department shall not be obliged to pay lhe final involce until the Contractor has
carrled out ak the elements of the Projects specified as in Schedule 1.

It shall be the responsibility of the Contractor to ensure that the final invoice covers
all outstanding expenditure for which reimbursement may be claimed. Providad that
all previous invoices have been duly paid, on due payment of the final invoice by the
Department all amounts dua to be reimbursed under this Contract shalf be deemed
lo have been paid and the Department shall have no further liability to make
reimbursement of any kind.

End of Schedule Twa
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SCHEDULE THREE

Contractor's Obligations

1.1.

The Contractor shall promptly and efficiently complete the Project in
accordance with the pravisions set out in Schedule One.

1.2. The Contractor shali comply with the accounting and information
provisions of Schedule Two.

1.3. The Contractor shall comply with alf statutory provisions inciuding all
prior and subsequent enactments, amendments and substitutions
relating to that provision and to any regulations made under it.

1.4. The Contractor shall inform the Department immediately if it is
experiencing any difficulties in meeting its contractual obligations.

De-partment‘s Obligations

2.1. The Department will comply with the paymant provisions of Schedule

Two provided that the Department has received full and accurate
information and documentation as required by Schedule Two to be
submitted by the Contractor for work completed to the satisfaction of
the Department.

Changes to the Department'’s Requirements

3.1. The Department shall notify the Contractor of any material change to
the Department's requirement under this Contract.

3.2. The Contractor shall use its best endeavours to accommodate any
changes to the needs and requirements of the Department provided
that it shatl be entitied to payment for any additional costs it incurs as a
result of any such changes. The amount of such additional costs to be
agreed between the parties in writing.

Management

4.1, The Contractor shall promptly comply with all reasonable requests or
directions of the Project Manager in respect of the Services,

4.2, The Contraclor shall address.any enquiries about procedural or

contractual matters in writing to the Project Manager. Any
correspondence relating fo this Contract shall quote the reference
number set out in the Recitals to this Contract.

Contractor's Employees and Sub-Contractors

5 1

Where the Contractor enters into a contract with a supplier or
contractor for the purpose of performing its obiigations under the

Page 23 of 42



5.2

53

54.

55

56

57.

Contract Raf No EOR/SBL/2017/028

Contract (the “Sub-contractor”) it shall ensure prompt payment in
accordance with this clause 5.1. Unlass otherwise agreed by the
Depariment In writing, the Contractor shall ensure that any contract
requiring payment to a Sub-contractor shall provide for undisputed
sums due to the Sub-contractor to be made within a specified period
from the receipt of a valid invoice not exceeding:

5.1.1 10 days, where the Sub-contractor is an SME; or

51.2 30 days either, where the sub-contractor is not an SME, or
both the Contractor and the Sub-contractor are SMEs,

The Contractor shall comply with such terms and shall pravide, at the
Department’s request, sufficient evidence to demonstrate compliance.

The Department shall be entitled to withhold payment due under clause
5.1 for so long as the Contractor, in the Department's reasonable
opinion, has failad to comply with its obligations to pay any Sub-
contractors promptly in accordance with clause 5.1. For the avoldance
of doubt the Department shall not be Hable to pay any interest or
penalty in withholding such payment.

The Contractor shall immediately notify the Department if they have
any concerns regarding the propriety of any of its sub-contractars in
respect of work/services rendered in connection with this Contract.

The Conlractor, its employees and sub-contractors (or their
employees), whilst on Departmental premises, shall comply with such
rules, regulations and requirements (Including those relating 1o security
airangements) as may be in force from time {o time.

The Contractor shall ensure the security of all the Property whilst in its
possession, during the supply of the Project, in accordance with the
Department's reasonable security requirements as required from time
to time.

If the Department notifies the Contractor that it considers that an
employee or sub-conlractor is not appropriately qualified or trained to
perform the Project or otherwise is not performing the Project in
accordance with this Contract, then the Contractor shall, as soon as is
reasonably practicable, take all such steps as the Department
considers necessary lo remedy the situation or, if so required by the
Department, shall remove the said employae or sub-contractor from
perfarming the Project and shall pravide a suitable replacement (at no
cast to the Department).

The Contractor shall take all reasonablie steps to avoid changes of
employees or sub-centraclors assigned to and accepted to perform the
Project under the Contract except whenever changes are unavoidable
or of a temporary nature. The Contraclor shall give at least four week's
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written notice ta the Project Manager of proposals to change key
employees or sub-contractors

6. Ownership of Intellectual Property Rights and Copyright

6.1.

. 6.2

€.3

71

7.2

Ownership of Intellectual Property Rights inctuding Copyright, in any
guidance, specifications, instructions, toolkits, plans, data, drawings,
databases, patents, pattemns, modals, designs or other materials
prepared by or for the Contractor on behalf of the Department far use,
or intended use, in relation to the performance by the Contractor of its
obligations under the Contract shall belong to the Contractor

The Contractor hereby grants to the Depariment a non-exclusive
licence without payment of royalty or other sum by the Department in
the Copyright to:

6.2.1 do and authorise others to do any and all acts restricted by the
Act as amended fram time to time or raplaced in whole or part
by any statute or other legal means in respect of any Copyright
Work in the United Kingdom and In al! other territories In the
world for the full period of time during which the Copyright
subsists; and

6.2.2 exercise all rights of a similar nature as those described In
Clause 6.1 above which may be conferred in respect of any
Copyright Woerk by the laws from time to time in all other parts of
the world.

Each party will at the request and reasonable expense of the other
exacule all such documents and do all such acts as may be reasonably
necessary in order to vest in the other the rights granted to the other
under this Clause 6.

Data Protection Act

With respect to the parties' rights and obligations under this Contract,
the parties agree that the Department is the Data Controller and that
the Contractor is the Data Processor. For the purposes of this Clause
7, the terms "Data Controller”, "Dala Processor”, “Data Subject”,
*Personal Dala", “Process” and “Processing shall have the meaning
prescribed under the DPA.

The Contractor shall:

7.21 Process the Personal Data onily in accordance with instructions
from the Department (which may be specific instructions or
instructions of a general nature as set out in this Contract or as
otherwise notified by the Department to the Contraclor during
the period of the Contract);
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Process the Personal Data only to the extent, and in such
manner, as is necessary for the provision of the Services or as
is required by law or any Regulatory Body;

Implement appropriate technical and organisational measures to
protect the Personal Data against unauthorised or unlawful
processing and against accidental loss, destruction, damage,
alteration or disclosure. These measures shall be appropriate to
the harm which might resuit from any unauthorised or untawful
Processing, accidental loss, destruction or damage to the
Personal Data and having regard to the natura of the Personal
Data which is 10 be protected:

Take reasonable steps to ensure the reliability of any Contractor
Personnel who have access to the Personal Data;

Qbtain prior written consent from the Department in order to
transfer the Personal Data to any Sub-contractors or Affiliates
for the provision of the Services;

Ensure that all Contractor Personne! required to access the
Persanal Data are informed of the canfidential nature of the
Personal Data and comply with the dbligations set out in this
Clause 7;

Ensure that none of Contractor Personnel publish, disclose or
divulge any of the Personal Data to any third party unless
directed in writing to do so by the Department;

Notify the Department within five Working Days if it recelves:

7.2.81 arequest from a Data Subject to have access to that
person’s Personal Data: or

7.2.8.2 a complaint or request relating to the Department's
cbligations under the Data Protection Legislation;

Provide the Department with full cooperation and assistance in
relation to any complaint or request made, including by:

7.29.4 providing the Department with ful! details of tha
complaint or request;

7282 complying with a data access request within the
relevant timescales set out in the Data Protection
Legislation and in accordance with the
Depariment's instructions;

7.293 providing the Department with any Personal Data it
holds in relation to a Data Subject (within the
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timescales requirad by the Department); and

7.28.4 providing the Department with any information
requested by the Department;

Permit the Deparirment or the Department's Representative
(subject to reasonable and appropriate confidentiality
undertakings), to Inspect and audit the Contractor's data
processing activities (and/or those of its agents, subsidiaries and
Sub-contractors) and comply with all reasonable requests or
directions by the Department to enable the Department to verify
and/or procure that the Contractor is in fuli compliance with fts
obligations under this Contract;

Provide a written description of the technical and organisational
methods employed by the Contractor for processing Personal
Data (within the timescales required by the Department); and

Not Process or otherwise transfer any Personal Data outside the
European Economic Area. If, after the Commencemeént Date,
the Contractor (or any Sub-contractor) wishes to Process and/or
transfer any Personal Data outside the European Economic
Area, the following provisions shall apply:

7.2.12.4 the Contractor shall submit a request for change to
the Department which shall be dealt with in
accordance with any Change Control Procedure.

7.2.12.2 the Contraclor shall set out in ils request for
change details of the following:

(a) the Personal Data which will be Processed and/or
transferred outside the Eurcpean Economic Area;

b) the country or countries in which the Personal
Data will be Processed andfor to which the
Personal Data will be transferred oulside the
European Economic Area;

{e) any Sub-contractors or other third parties who wili
be Processing and/or transferring Personal Data
outside the European Economic Area; and

{d) how the Contraclor will ensure an adequate level
of protection and adequate safeguards (in
accordance with the Data Protection Legislalion
and in particular so as lo ensure the Depariment's
compliance with the Data Protection Legislation) in
respact of the Personal Data that will be
Processed andfor fransferred outside the
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European Economic Area;

in providing and evaluating the request for change,
the parties shall ensure that they have regard to
and comply with then-current Depariment,
Government and Information Commissioner Office
policies, procedures, guidance and codes of
praclice on, and any approvals processes in
connection with, the Processing and/or transfers of
Personal Data outside the European Economic
Area and/or overseas generally; and

the Contractor shall comply with such other
instructions and shall carry out such other actions
as the Depariment may notify In writing, including:

incorporating standard and/or model clauses
(which are approved by the European Commission
as offering adequate safeguards under the Data
Protection Legislation) in this Contract or a
separate data processing agreement between the
pariies; and i

procuring that any Sub-contractor or othar third
party who will be Processing and/or transferring
the Personal Data outside the European Economic
Area enters into a direct data processing
agreement with the Authority on such terms as
may be required by the Department, which the
Contractor acknowledges may include the
incorporation of standard and/or mode! clauses
{which are approved by the European Commission
as offering adequate safeguards under the Data
Protection Legislation).

The Contraclor shali comply at ail times with the Data Protection Legislation
and shall not perform its obligations under this Contract in such a way as to
cause the Daepartment to breach any of its applicable obligations under the
Data Protection Legisiation.

Department’s Pata

81

The Contractor shall employ appropriate organisational, operational
and technological processes and procedures to keep the Department's
Data safe from unauthorised use or access, loss, deslruction, theft or
disciosure. The organisational, operational and lechnological
processes and procedures adopted are required to comply with the
requirements of ISQ/IEC 27001 as appropriate to the servicas being
provided to the Department.
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8.7

88

8.9

8.10
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The Contractor shall not delete or remove any proprietary notices
contained within or relating to the Depariment’'s Data.

The Contraclor shall not store, copy, disclose, or use the Deparlment’s
Data except as necessary for the performance by the Contractor of its
obligations under this Contract or as otherwise expressly authorised in
writing by the Depariment.

To the extent that the Department’s Data is held and/or processed by
the Contractor, the Contractor shall supply that the Department's Data
to the Depariment as requested by the Department in the format
specified by the Department.

The Contractor shall take responsibility for preserving the integrity of
the Department's Data and preventing the corruption or loss of the
Oepariment's Data.

The Contractor shall ensure that any files containing the Department's
Data are stored on the Confractor's secure servers and/or secured IT
equipment, The Contractor shall ensure that the Department's Data
relating to the project is segregated from other data on thelr IT
systems.

The Contractor shall not keep the Department’s Data on any laptop or
other removabla drive or device unless that laptop, other removable
drive or device is protected by being fully encrypted and password
protected, and the use of the devica or laptop is necessary for the
provision of the services set out in the Contract. Laptops should have
full disk encryption using either a CESG (Communications Electronic
Security Group) CAPS approved product or alternatively a product that
complies with the FIPS 140-2 Standard. USB devices used for
transferring the Department's Data should be encrypled to the FIPS
140-2 Slandard.

The Contractor shall keep an audit trail of where the Department's Data
Is held, including hardware, [aptops, drives and devices.

The Contractor shall ensure that the Department’s Data is slored in
locked cabinets.

The Confractor shall ensure thal the Department's Data is securely
removed from their systems and any printed coples securely destroyed
at the end of this work, or on termination of the contract. In camplying
with this clause, electronic copies of the Department's Data shall be
securely destroyed by either physical destruction of the storage media
or secure deletion using appropriate electronic shredding software,
using a minimum setting of US DOD overwriting standard (7 passes).
Any hard copy shall be destroyed by cross-cut shredding and secure
re-cycling of the resuiling paper waste.
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The Contractor shall perform secure back-ups of all the Department's
Data and shall ensure that up-to-date back-ups are stored off-site. The
Contractor shall ensure that such back-ups are avaltable to the
Department at all times upon request.

The Confraclor shall ensure that any of the Department's Data to be
sent between the Contractor's offices/staff, and/or the sub-contractors,
and/for any other third party are sent by CD or DVD and are fully
encrypted and password protected. The Contractor shall ensure that
the password for files is sent separately from the data o the named
recipient of the data. The Department’s Data shall be transferred by a
securs courier or registered postal service (spacial delivery) and not by
e-mall or on USB pens,

If the Depariment’s Data is corrupted, lost or sufficiently degraded as a
result of the Contractor's Default so as to be unusable, the Department
may:

B.13.9 require the Contractor (at the Contractor's axpense) to restore or
procure the restoration of the Department's Dala shall do so as
soon as practicable and/or

8.13.2 ilself restore or procure the restoration of the Department Data,
and shall be repaid by the Contractor any reasonable expenses
incurred in doing so.

If at any time the Contractor suspects or has reason to believe that the
Department's Data has or may become corrupted, lost or sufficiently
degraded in any way for any reason, then the Contraclor shall notify
the Department immediately and inform the Department of the remedial
action the Contractor proposes to take.

9. Warranty and Indemnity

9.1.

9.2.

The Contractor warrants to the Department that the obligations of the
Contractor under this Contract will be performed by appropriately
qualified and trained personnel with reasonable skill, care and
diligence and to such high standards of quality as it is reasonable for
the Department to expect in all the circumstances. The Department
will be relying upon the Contractor's skill, expertise and experience in
the performance of the Project and alsa upon the accuracy of all
representations or stalements made and the advice given by the
Cantractor in connection with the performance of the Project and the
accuracy of any documents conceived, originated, made or developed
by the Contractor as part of this Contract. The Contractor warrants
that any goods supplied by the Contractor forming part of the Services
will be of satisfactory quality and fit for their purpose and will be free
from defects in design, material and workmanship.

Without prejudice to any other remedy, if any par of the Project is not
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performed in accordance with this Contract then the Department shall
be entitled, where appropriate to:

8.2.1. require the Contractor promptly {o re-perform or replace the

relevant part of the Project without additional charge to the
Department; or

9.2.2. assess the cost of remedying the failure ("the assessed cost”)

9.3.

94.

8.5.

8.6.

and to deduct from any sums due to the Contractor the
Assessed Cost for the pariod that such failure continuas.

The Cantractor shall be liable for and shall indemnify the Depariment
in full against any expense, liability, loss, claim or proceedings arising
under statute or at common law in respect of personal injury ta or
death of any person whomsoever or loss of or damage to properly
whether belonging to the Department or otherwise arising aut of or in
the course of or caused by the performance of the Project.

Without prejudice to any other exclusion or fimitation of liability in this
Cantract, the liability of the Contractor for any claim or claims under
this Cantract shall be limited to such sums as it would be just and
equitable for the Contractor to pay having regard to the extent of his
responsibility for the loss or damage glving rise to such claim or
claims etc.

All property of the Contractor whilst on the Department's premises
shall be there at the risk of the Contractor and the Department shall
accept no liability for any loss or damage howsoever accurring to it.

The Contractor shall ensure that it has adequate insurance cover with
an insurer of good repute to cover claims under this Contract or any
other claims or demands which may be brought or made against it by
any person suffering any injury damage or loss in connection with this
Contract. The Contractor shall upon request produce to the
Department, it's policy or palicles of insurance, together wilh the
receipt for the payment of the last premium in respect of each policy
or produce documentary evidence that the policy or policies are
properly maintained.

10. Termination

10.1.

10.2.

This Contract may be terminated by either party giving to the other
party at least 30 days notice in writing.

In the event of any breach of this Contract by either party, the other
party may serve a notice on the party in breach requiring the breach
to be remedied within a period specified in the notice which shall be
reasonable in all the circumstances. If the breach has not been
remedied by the expiry of the specified period, the party not in
breach may terminate this Contract with immediate effect by notice
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in writing.

10.3. In the event of a material breach of this Contraci by either party, the
other party may terminate this Contract with immediate effect by
notice in writing.

10.4. This Contract may be terminated by the Department with immediate
effect by notice in writing if at any time:-

10.4.1 the Contractor passes a resolution that it be wound-up or that an
application be made for an administration order or the Contractor
applies to enter into a voluntary arrangement with its creditors; or

104.2 a receiver, liquidator, adminisirator, supervisor or administrative
receiver be appointed in respect of the Contractor's property, assets or
any part thereof; or .

10.4.3 the court orders that the Contractor be wound-up or a receiver of
all or any part of the Contractor's asssts be appointed; or

104.4 the Conlractor is unable to pay its debts in accordance with
Section 123 of the Insolvency Act 1886.

104.5 there is a change in the legal or baneficial ownership of 5§0% or
more of the Contractor's share capital issued at the date of this
Contract or there is a change in the control of the Contractor, unless
the Contraclor has previously notified the Department in writing. For
the purpose of this Sub-Clause 10.4.5 “control” means the power of a
persan to secure that the affairs of the Contractor are conducted in
accordance with the wishes of that person by means of the holding of
shares or the possession of voting power.

10.4.8 the Contraclor is convicted (or being a company, any officers or
representatives of the Contractor are convicted) of a criminal offance
related to the business or professional conduct

104.7 the Confractor commits (or being a company, any officers or
representatives of the Contractar commit) an act of grave misconduct
in the course of the business:

10.4.8 the Contractor fails (or being a company, any officers or
representatives of the Contractor fail) to fulfil his/their obligations
relating to the payment of Social Security contributions;

18.4.8 the Contractor fails (or being a company, any officers or
representatives of the Contractor fail) to fulfil his/their obligations
relaling to payment of taxes;

10.4.10 the Contractor fails (or being a company, any officers or
representatives of the Contractor fail) to disclose any serious
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misrepresentation in supplying information required by the Department
in or pursuant to this Contract.

105 Nothing in this Clause 10 shall affect the coming into, or continuance in
force of any provislon of this Contract which Is expressly or by
jmplication intended to come into force or continue in force upon
termination of this Contract.

Status of Contractor

11.1  In canrying out its obligations under this Contract the Contractor agrees
that it will be acting as principal and not as the agent of the
Department.

11.2 The Contractor shail not say or do anything that may lead any other
person to belisve that the Contractor is acting as the agent of the
Depariment,

Freedom of information

121 The Contractor acknowledges that the Depariment is subject ta the
requirements of the FOIA and the Environmental Information
Regulations and shall assist and cooperate with the Depariment to
enable the Department to comply with its information disclosure
obligations.

122 The Coniractor shall and shall procure that its Sub-contractors shall:

12.2.1 transfer {o the Department all Requests for Information that it
receives as soon as practicable and in any event within two
Working Days of receiving a Request for Information:;

12.2.2 provide the Department with a copy of all Infarmation in ils
possession, or power In the form that the Department requires
within five Working Days {or such other period as the
Department may specify) of the Department's request; and

12.2.3 provide all necessary assistance as reasonably requested by
the Department to enable the Department to respond to the
Request for information within the time for compliance set out in
section 10 of the FOIA or regulation 5 of the Environmental
Information Regulations.

123 The Department shall be respansible for determining in its absolute
discretlon and notwithstanding any other provision in this Contract or
any olher agreement whether any Information is exempt from
disclosure in accordance with the provisions of the FOIA or the
Environmental Information Regulations.

12.4  In no event shall the Contractor respond directly to a Request for
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Information unless expressly authorised to do so by the Department.

125 The Contractar acknowledges that {notwithstanding the provisions of

12.6

Clause 13) the Department may, acting in accordance with the Ministry
of Justice's Code of Practice on ihe Discharge of the Functions of
Public Authorities under Part 1 of the Freedom of Information Act 2000
{“the Cade”), be abliged under the FOIA, or the Environmental
Information Regulations to disclose information conceming the
Contractor or the Project:

125.1 in certaln circumstances without cansulling the Contractor; or

125.2 following consultation with the Contractor and having taken their
views into account;

1253 provided always that where 12.5.1 applies the Bepartment shall,
in accordance with any racommendations of the Code, take
reasonable steps, where appropriate, {0 give the Contractor *
advanced notice, or failing that, to draw the disclosure to the
Contractor's attention after any such disclosure.

The Contractor shall ensure that all Information is retained for disclosure
and shall permit the Department to inspect such records as requested
from time to time.

CONFIDENTIALITY

13.1

132

Except to the extent set out in this clause or where disclosure is
expressly permitted elsewhere in this Contract, each party shali:

13.1.1 lreat the other parly’s Confidentiat Information as confidential
and safeguard it accordingly; and

13.3.2 nof disclose the other party’s Confidential information to any
other person wihout the owner's prior written cansent.

Clause 13 shall not apply to the extent that:

13.2.1 such disclosure is a requirement of Law placed upon the parly
rmaking the disclosure, including any requirements for disclosure
under the FOIA, Code of Practice on Access te Gavernment
Information or the Environmenta! Information Regulations
pursuant to clause 12 (Freedom of information);

1322 such information was in the possession of the parly making the
disclosure without obligation of confidentiality prior to its disclosure by
the information owner;

13.23 such information was obltalned from a third party without
obligation of confidentiality;
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13.2.4 such informalion was already in the public domain at the time of
disclosure otherwise than by a breach of this Contract; or

13.25 itis independently developad without access to the other party's
Confidential Information.

The Contractor may only disclose the Department's Confidential
Information to the Cantractor Personnel who are diractly involved in the
provision of the Services and who need to know the information, and
shall ensure that such Contractor Personnel are aware of and shall
comply with these abligations as to confidentiality.

The Contractor shall not, and shall procure that the Contractor
Personnel do not, use any of the Department's Confidential Information
received otherwise than for the purposes of this Contract.

At the written request of the Department, the Contractor shall procure
that those members of the Contractor Personnet identified in the
Department's notice signs a confidentiality undertaking prior to
commencing any work in accordance with this Contract.

Nothing in this Contract shall prevent the Department from disclosing
the Contractor's Confidantisl Information:

13.6.1 to any Crown Body or any other Contracting Department. All
Crown Bodles ar Contracting Authorities receiving such
Canfidential Information shall be entilled to further disclose the
Confidential information to other Crown Bodies or other
Contracting Authorities on the basis that the information is
confidential and is not to be disclosed to a third party which is
not part of any Crown Body or any Contracting Department;

13.6.2 10 any consultant, contractor or other person engaged by the
Department or any person conducting an Office of Government
Commaerce gateway review;

13.6.3 for the purpose of the examination and cerification of the
Depariment's accounts; or

13.6.4 for any examination pursuant o Section 6(1) of the National
Audit Act 1983 of the ecanomy, efiiciency and effectiveness with
which the Department has used its resources.

The Depariment shall use all reasonable endeavours to ensure that
any government depariment, Contracting Department, employee, third
parly or Sub-contractor to whom the Contractor's Confidential
Information is disclosed pursuvant to clause 13 is mada aware of the
Department's obligations of confidentiality.
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Nothing in this clause 13 shall prevent sither party from using any
techniques, ideas or know-how gained during the performance of the
Contract in the course of its normal business to the extent that this use
does not result in a disclosure of the other party’s Confidential
information or an Infringement of IPR,

The parties acknowledge that, except for any information which is
exempt from disclosure in accordance with the provisions of the FOIA,
the content of this Contract is not Confidential information. The
Depariment shall be responsible for determining in its absolute
discretion whether any of tha content of the Contract is exempt from
disclosure in accordance with the provisions of the FOIA.

Subject to Clause 13.9, the Contraclor hereby gives his consent for the
Department to publish the Contract in its entirety, including from time to
time agreed changes io the Conlract, to the general public.

The Department may consult with the Contractor to inform its decision
regarding any redactions but the Department shall have the final
decislon in its absolute discretion.

The Contractor shall assist and coaperate with the Department to
enable the Depariment to publish this Contract,

Access and Information

14.1

The Contractor shal provide access at all reasonable times to the
Department's intemal auditors or other duly authorised staff or agents
to inspect such documents as the Depariment considers necessary in
connection with this Contract and where appropriate speak ta the
Contractors employees.

Transfer of Responsibility an Expiry or Termination

15.1

152

16.3

The Contractor shall, at no cost to the Department, promptly provide
such assistance and comply with such timetable as the Department
may reasonably require for the purpose of ensuring an orderly transfer
of responsibility upon the expiry or other termination of this Contract.
The Department shall be entitled to require the provision of such
assistance both prior to and, for a reasonable period of time after the
expiry or other termination of this Contract.

Such assistance may include (without limitation) the delivery of
documents and dala in the possession or conlrol of the Contractor
which relate to this Contract, including the documents and data, if any,
referred to in the Schedule.

The Contractor undertakes that it shall not knowingly do or omit to do
anything that may adversely affect the ability of the Department to
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ensure an orderly transfer of responsibility,

16. Tax Indemnity

16.1

16.2

168.3

16.4

16.5

16.6

16.7

Where the Contractor is liable to be taxed in the UK In respect of
considaeration received under this contract, il shall at all times comply
with the Income Tax (Eamings and Pensions) Act 2003 (ITEPA} and all
other statutes and regulations relating to income tax in respect of that
consideration.

Where tha Contractor is liable to Natlonal Insurance Contributions
(NICs) in respect of consideration received under this contract, it shall
at all times comply with the Social Security Contributions and Benefits
Act 1892 (SSCBA) and ali other statutes and regulations relating to
NICs in respect of that consideration.

The Department may, at any time during the term of this contract, ask
the Cantractar to provide information which demonstrates how the
Contractor complies with Clauses 16.1 and 16.2 above or why those
Clauses do not apply to it.

A request under Clause 16.3 above may specify the informatian which
the Contractor must provide and the period within which that
information must be provided.

The Department may terminate this contract if-

(a) in the case of a request mentloned in Clause 16.3 above if the
Contractor:

(i) fails to provide Information in response to the request within a
reasonable time, or

(i) provides information which is Inadequate to demonstrate
gither how the Conltractor complies with Clauses 16.1 and 16.2
above or why those Clauses do not apply ta it;

{b) in the case of a request mentioned in Clause 16.4 above, the
Contractor fails to provide the specified information within the specified
period, or

(c) it receives information which demonstrates that, at any time
when Clauses 16.1 and 16.2 apply, the Contractor is not complying
with those Clauses.

The Depariment may supply any information which it receives under
Clause 16.3 to the Commissioners of Her Majesty's Revenue and
Customs for the purpose of the collection and management of revenue
for which they are responsible.

The Contractor warrants and represents to the Depariment that it is an
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independent contractor and, as such, bears sole responsibility for the
payment of tax and national insurance contributions which may be
found due from it in relation to any payments or amangements made
under this Contract or in relation to any payments made by the
Contractor to its officers or employees in connection with this Contract.

The Contraclor will account ta the appropriate authorities for any
income tax, national insurancs, VAT and all other laxes, liabilities,
charges and duties relating to any payments made to the Contractor
under this Contract or in relation to any payments made by the
Contractor to its officers or employees in conneclion with this Cantract.

The Contractor shall indemnify Department against any liability,
assessment or claim made by the HM Revenue and Customs or any
ather relevant authority arising out of the performance by the parties of
their obligations under this Contract (other than In respeact of
employer's secondary national insurance contributions) and any costs,
expenses, penally fine or interest incurred or payable by Department in
connection with any such assessment or claim.

16.12 The Contractor authorises the Depariment to provide the HM Revenue

and Customs and all other departments or agencies of the Government
with any information which they may request as (o feses and/or
expenses paid or due to be paid under this Contract whether or not
Department is obliged as a matter of law to comply with such request.

Amendment and variation

17.1

No amendment or variation to this Contract shall be effective unless it
is in writing and signed by or on behalf of each of the parties hereto.
The Contractor shall comply with any formal procedures for amending
or varying contracts that the Department may have in place from time
to lime.

Assignment and Sub-contracting

18.1

The benefit and burden of this Contract may not be assigned or sub-
contracted In whole or in part by the Contractor without the prior written
consent of the Department. Such cansent may be given subject to any
conditions which the Department considers necessary. The
Department may withdraw its consent 1o any sub-contractor where il no
longer has reasonable grounds to approve of the sub-contractor or the
sub-conftracting arrangement and where these grounds have been
presented in writing to the Contractor.

The Contract (Rights of Third Parties) Act 1999

19.1 This Contract is not intended to create any benefit, claim or rights of any

kind whatsoever enforceable by any person not a party to the Contract.

Waiver
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Na delay by or omission by eithar Party in exercising any right, power,
privilege or remedy under this Contract shall operate to impair such right,
power, privilege ar remedy or be construed as a walver thereof. Any
single or partial exercise of any such right, power, privilege or remedy
shall not preclude any other or further exercise thereof or the exercise of
any other right, power, privilege or remedy.

Natices

211

Any notices to be given under this Contract shall be delivered personally
or sent by post or by facsimile transmission to the Project Manager (in
the case of the Department) or {o the address set out in this Contract {in
the case of the Contractor). Any such notice shall bs deemed to be
served, if delivered personally, at the time of delivery, if sent by post,
forty-eight hiours after posting or, if sent by facsimile transmission, twelve
hours after proper transmission,

Dispute resolution

221

222

The Parties shall use all reasonable endeavours to negotiate in goed
faith and settle amicably any dispute that arises during the continuance
of this Contract.

Any dispute not capable of resolution by the parties in accordance with
the terms of Clause 21 shall be settled as far as possibie by mediation
in accordance with the Centre for Dispute Resolution (CEDR) Model
Maediation Procedure.

No party may commence any court proceedings/arbitration in relation to
any dispute arising aut of this Contract until thay have attempted to
settle it by mediation, but any such mediation may be terminated by
either party at any time of such party wishing to commance court
proceedings/arbitration.

Law and Jurisdiction

231

This Contract shall be governed by and interpreted in accordance with
English Law and the parties submit to the jurisdiction of the English
courts.

Discrimination

24.1

24.2

The Contractor shall not unlawfully discriminate within the meaning and
scope of any law, enactment, order, or regulation relating to
discrimination (whether in race, gender, religion, disability, sexual
orientation or otherwise) in employment.

The Contractor shall take all reasonable steps to secure the
observance of Clause 24.1 by all servants, employess or agents of the
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Conlractor and all suppliars and sub-contractors employed in the
execution of the Contract.

Safeguarding children who participate in research

25.1

25.2

The Contractor will put in place safeguards ta protect children from a
risk of significant harm which could arise from them taking part in the
Project. The Contractor will agree these safeguards with the
Department bafore commencing work on the Project.

In addition, the Contractor will carry out checks with the Disclosure and
Barring Service (DBS checks) on all staff employed on the Project in a
Regulated Activity. Contractors must have a DBS check done every
three years for each relevant member of staff for as long as this
contract applies. The DBS check must be completed before any of the
Contractor's employees work with children in Regulated Activity.

Please see hltgs:llwww.gov.uI-Ucrb-criminal—records-bureau-check for

further guidance.

Project outputs

26.1

26.2

26.3

26.4

Unless otherwise agreed between the Contractor and the Project
Manager, all outputs from the Project shall be published by the
Department on the Depariment's research website,

The Contractor shall ensure that all outputs for publication by the
Department adhere to the Department's Style Guide and MS Word
Templale, available to download from:
hitps://iwww.gov.uk/government/publications/eoi-guide

Unless otherwise agreed between the Contractor and Project Manager,
the Contractor shall supply the Project Manager with a drafi for
comment at least eight weeks before lhe intended publication date, for
interim reports, and eight weeks before the contracted end date, for
final reports.

The Contractor shall consider revisions to the drafts with the Project
Manager in the light of the Department's comments. The Contractor
shall provide final, signed off interim reports and other outpuls planned
within the lifetime of the Praject lo the Department by no laler than four
weeks before the intended publication date, and final, signed off
reporis and other outputs at the end of the Project to the Department
by no later than the contracted end date for the Project.

Until the dala of pubticalion, findings from all Project outputs shall be

treated as confidential, as set out In the Clause 13 above. The
Contractor shall not release findings te the press or disseminate tham
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in any way or at any time prior to publicalion without approval of the
Department.

266 Where the Conlraclor wishes to issue a Prass Notice or other publicity
malerial containing findings from the Project, notification of plans,
including timing and drafts of planned releases shall be submitted by
the Contractor to the Project Manager at least three weeks before the
intended date of release and before any agreement is made with press
or ather external audiences, to allow the Department time to comment.
All Press Notices released by the Department or the Contractor shall
state the full title of the research report, and include a hyperlink to the
Depariment's research web pages, and any other web pages as
relevant, lo access the publication/s. This clause applies at all times
prior to publication of the final report.

267 Where the Contractor wishes to present findings from the Project in the
public domain, for example at conferences, seminars, or in journal
articles, the Contractor shall nolify the Project Manager befare any
agreement is made with external audiences, to allow the Department
time to consider the request. The Contractor shall only present findings
that will already be in the public domain at the time of presentation,
unless otherwise agreed with the Department. This clause applies at all
times prior to publication of the final report.

End of Schedule Three
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