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[bookmark: _Toc478644406][bookmark: _Toc489452184]Overview
The Standards and Testing Agency (STA), an executive agency of the Department for Education (DfE), manages the live administration of the annual National Curriculum Assessment (NCA) phonics screening check (PSC) and end-of-key stage 1 (KS1) and end-of-key stage 2 (KS2) tests (collectively known as the ‘annual NCA Test Cycle’), a key aspect of which is the production, collation and distribution of NCA test materials to participating schools. 

[bookmark: _Toc478644407][bookmark: _Toc489452185]Phonics screening check (PSC)
The annual NCA PSC check has been designed to help teachers assess whether pupils have learnt phonic decoding to an appropriate standard. The check, which comprises a list of 40 words, will be administered to all pupils in Year 1 (aged 5-6), and those in Year 2 (aged 6-7) who did not meet the standard in Year 1. 
In 2018 the check will be administered to c. 600,000 Year 1 pupils, plus a yet to be confirmed number of pupils resitting the check in Year, located in   c.16,000 primary schools in the second week of June 2018.  The check materials comprise of a set of 5 items, which are sufficient for 30 pupils, including a booklet of words for the pupils to read aloud.  A small number of pupils will take a modified braille version of the check.
[bookmark: _Toc478644408][bookmark: _Toc489452186]KS1
The annual NCA KS1 tests have been designed to test pupils’ knowledge and understanding of English reading, mathematics and English grammar, punctuation and spelling (GPS) at the end of their KS1 education (i.e. at the end of Year 2, aged 6-7).  The test will be administered to c. 600,000 pupils located in c. 16,000 schools in May 2018[footnoteRef:2].   [2:  	For 2017 due to the fact that the test is deemed non-mandatory the standard KS1 English GPS test papers are to be provided online to schools as optional use downloadable copy only – the status of the test for 2018 is yet to be formally confirmed with Ministers; so KS1 English GPS hard copy test materials print production is included in this statement of requirement on a contingent basis.] 

A small number of pupils with visual impairments will require modified KS1 test materials, i.e., modified large print, and braille.
[bookmark: _Toc478644409][bookmark: _Toc489452187]KS2
The annual NCA KS2 tests are designed to test pupils’ knowledge and understanding of English reading, mathematics and English GPS at the end of their KS2 education (i.e. at the end of Year 6, aged 10-11).  In 2018, the test will be administered to c. 590,000 pupils located in c. 15,500 schools on specific days between 14-18 May 2018.  
As with KS1 a small number of pupils with visual impairments will require modified KS2 test materials, i.e., modified large print, and braille.

[bookmark: _Toc478644410][bookmark: _Toc489452188]Risk profile
The NCA tests form an integral part of the Government’s primary education policy.   Smooth operation of the NCA delivery programme is necessary not only to ensure efficiency, quality, and value for money for the Government but also to minimise burden on teachers and pupils.
Two principle risks relate to the collation of test materials:
That the NCA PSC, KS1 and/or KS2 test materials are not delivered to participating schools on time and/or in the correct quantities resulting in pupils not being able to take or complete the tests when they are scheduled; and, 
1.8.2	That accidental or malicious loss of test materials results in the early or unauthorised public disclosure of test content results in the validity and reliability of the tests and results of the tests being potentially compromised.
If either or both of the above two risks manifest, then the consequences – all of which are unacceptable to the Agency – could include: 
Adverse impact on schools and pupils – any delay in providing materials to schools, or interruption to test administration due to quality failures within the test materials, would be distressing for the pupils involved and place undue burden on teachers.  The relationship between teachers and the DfE could be harmed, which could impact the delivery of other policy initiatives.
Cancellation or invalidation of the tests – if the correct quantities of materials cannot be provided to schools in time to administer the tests, or there are widespread quality failures within the test materials, or the confidentiality of the tests is compromised, the DfE may have to cancel or re-arrange the tests. Any requirement to cancel part of, or the full test series, or to invalidate the test results, would mean the STA has failed to deliver its remit within the Government’s education policy;
Reputational damage for STA, DfE, and partners - any need to cancel or invalidate any or all elements of the tests or results would be highly embarrassing for all concerned because the tests are an important element of the Government’s education standards and school accountability policy; 
Waste of public money – any failure to deliver the tests in part or in full, or if the tests were compromised due to a breach of test materails security, is also likely to result in considerable cost and financial loss to the Agency/the Department, and potentially its delivery partners.
[bookmark: _Toc317861342][bookmark: _Toc478644411][bookmark: _Toc489452189]Purpose
This document sets out the STA’s statement of requirement and timetables for the secure test materials collation service to be provided by Allied Publicity Services (Manchester) Limited(‘the Supplier’ or ‘APS Group’) for the annual NCA PSC, KS1 and KS2 tests to be administered in the 2017-18 academic year.
The information set out below should allow the Supplier  to provide a full response and detailed response to the invitation to quote (ITQ) to provide the STA with a solution for the secure collation of the 2018 NCA PSC, KS1 and KS2 test materials, including continuous improvement options, delivery costs, delivery plans, and a statement of key delivery risks and proposed mitigations and (where required) appropriate contingencies).  
The Supplier should raise clarification questions with STA as necessary to ensure they have a full understanding the Agency’s requirements.  
The Supplier will be required to deliver the NCA test materials collation service for the 2018 NCA Test Cycle in line with the service specification set out below.  
The timeline for proposing a solution to the STA’s requirements is as follows:
	Owner
	Action
	Date

	STA
	SOR issued to APS Group
	23/03/2018

	APS Group
	Clarification questions submitted to STA
	29/03/2018

	STA/APS Group
	Service clarification Workshop (if required)
	31/03/2018

	APS Group
	Submit solution response to STA
	18/04/2018

	STA
	Evaluation complete and outcome notified
	28/04/2018



The following STA contacts can provide clarifications to any element of the work or processes described in this document: 
	Name
	Phone
	Email

	Ryan Lucas
	(DD) 02476660215
	ryan.lucas@education.gov.uk

	Jonathan Bryan
	(DD) 02072275156
(M) 07711404579
	Jonathan.BRYAN@education.gov.uk



[bookmark: _Toc462909085][bookmark: _Toc462909087][bookmark: _Toc478644412][bookmark: _Toc489452190]Planning assumptions and constraints
[bookmark: _Toc478644413][bookmark: _Toc489452191]Overview
The following must be taken into account when planning the test materials collation service for the 2018 NCA Test Cycle:
The Supplier shall present a full project plan and process diagrams for each Workpackage demonstrating their process and how they will achieve the handover of consignments to the logistics provider by the date required. 
2018 STA NCA test materials production quantities - STA will provide primary collation quantities in December 2017.
Published key 2018 NCA Test Cycle dates for schools – STA will confirm key test cycle dates to schools and the Supplier - including the weeks for delivery of KS1, KS2 and PSC test materials consignments to schools - during October 2017.
Consignment collation data will be provided in March 2018.

The 2018 NCA Test Cycle key dates are as follows – more detailed service timings are provided in paragraph 3.8: 
	Activity
	Start
	End

	KS1 test materials delivered to schools
	16/04/2018
	20/04/2018

	KS2 test materials delivered to schools
	30/04/2018
	04/05/2018

	Schools administer KS1 tests
	01/05/2018
	31/05/2018

	Schools administer KS2 tests
	14/05/2018
	23/05/2018

	PSC materials delivered to schools
	29/05/2018
	01/06/2018

	Schools administer the PSC
	11/06/2018
	23/06/2018


The STA NCA test delivery supply chain for 2018 comprises of the following service elements:
	Service element
	Route
	Principle Supplier(s)

	NCA Test Materials Development
	STA and outsourced elements
	NFER, Pearson, SQA

	NCA Test Materials Orders and Pupil Registration data gathering
	STA and outsourced elements
	Williams Lea/TSO

	NCA Test Materials Print Production
	Crown Commercial Service (CCS) Managed Print & Digital Solutions (MTBS)
	APS Group

	NCA Test Materials Collation
	CCS MTBS
	APS Group

	NCA Test Materials Distribution Logistics
	CCS Seasonal Courier Services
	Parcelforce Worldwide (PFW)

	KS2 External Marking Services
	Stand-alone contract
	Pearson Education Ltd (Pearson)



APS Group, as 2018 NCA test materials print production and collation services supplier will be required to interact (via STA) with the NCA test materials distribution logistics and the KS2 EMS suppliers in the planning and delivery of the NCA test materials to schools.

[bookmark: _Toc478644414][bookmark: _Toc489452192]Change control and audit
Unless otherwise stated, all requirements within this document will apply to all NCA test materials collation Workpackages and may only be varied by agreement with STA via with agree change control procedures.  Any such variation will be added to the process used to carry out the work.  
The Supplier, will be responsible for ensuring their/any service sub-contractors adhere to these requirements at all times.  The Supplier and their sub-contractors may be audited for compliance to these requirements by STA. 

[bookmark: _Toc478644415][bookmark: _Toc489452193]Collation service planning metrics
For planning purposes, the Supplier shall use the following metrics, which are estimates for the 2018 test cycle.
KS1
	Unit
	2018 estimate

	Schools participating in the tests
	18,577

	Pupils registered for the tests
	643,000

	Product lines manufactured by the Production Supplier
	52

	Total manufactured components
	4,382,740

	Total pallets of components delivered from production supplier
	443

	Number of standard pack types
	9

	Total standard packs for primary collation
	328,416

	Number of modified pack types
	11

	Total cartons packs for consignment collation
	33,581

	Pallets presented to the Logistics Supplier
	417



KS2
	Unit
	2018 estimate

	Schools participating in the tests
	15,773

	Pupils registered for the tests
	598,000

	Product lines manufactured by the Production Supplier
	75

	Total manufactured components
	5,946,460

	Total pallets of components delivered from production supplier
	447

	Number of standard pack types
	13

	Total standard packs for primary collation
	405,852

	Number of modified pack types
	17

	Total cartons to pack for consignment collation
	35,506

	Pallets presented to the Logistics Supplier
	430



PSC
	Unit
	2018 estimate

	Participating schools
	15,759

	Pupils
	654,000

	Product lines to manufacture
	7

	Total manufactured components
	182,060

	Total pallets of components delivered from production supplier
	26

	Number of pack types
	2

	Total packs to primary collate
	36,177

	Number of modified pack types
	1

	Total cartons to pack for consignment collation
	16,402

	Pallets presented to the Logistics Supplier (incl. part pallets)
	177
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[bookmark: _Ref478644348]Helpdesk
Example call volumes from the 2016 cycle operation are shown in the table below, mapped to the Distriubtions (see Workpackages) as they occurred in that year:
	Apr-16
	May-16
	Jun-16

	Distribution
	Date
	Calls
	Distribution
	Date
	Calls
	Distribution
	Date
	Calls

	
	11-Apr
	392
	5
	02-May
	0
	
	01-Jun
	2

	
	12-Apr
	123
	5
	03-May
	105
	
	02-Jun
	3

	
	13-Apr
	63
	5
	04-May
	71
	
	03-Jun
	18

	
	14-Apr
	25
	5
	05-May
	55
	
	04-Jun
	60

	
	15-Apr
	23
	5
	06-May
	73
	
	05-Jun
	36

	3
	18-Apr
	224
	5&6
	09-May
	141
	8
	08-Jun
	26

	3
	19-Apr
	133
	5&6
	10-May
	88
	8
	09-Jun
	31

	3
	20-Apr
	85
	5&6
	11-May
	80
	8
	10-Jun
	84

	3
	21-Apr
	75
	
	12-May
	63
	8
	11-Jun
	127

	3
	22-Apr
	102
	
	13-May
	27
	8
	12-Jun
	25

	4
	25-Apr
	179
	
	16-May
	105
	
	15-Jun
	16

	4
	26-Apr
	167
	
	17-May
	47
	
	16-Jun
	11

	4
	27-Apr
	72
	
	18-May
	68
	
	17-Jun
	10

	4
	28-Apr
	62
	
	19-May
	58
	
	18-Jun
	10

	4
	29-Apr
	68
	
	20-May
	49
	
	19-Jun
	7

	
	 
	 
	
	23-May
	48
	
	22-Jun
	3

	
	 
	 
	
	24-May
	41
	
	23-Jun
	5

	
	 
	 
	
	25-May
	19
	
	24-Jun
	3

	
	 
	 
	
	26-May
	24
	
	25-Jun
	0

	
	 
	 
	
	27-May
	58
	
	26-Jun
	0

	
	 
	 
	
	30-May
	0
	
	29-Jun
	0

	
	 
	 
	
	31-May
	7
	
	30-Jun
	1
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[bookmark: _Toc489452194]Service timings
[bookmark: _Ref478045121]The tables below set out provisional key collation service delivery milestones.  The end-to-end plan will need to be refined during the service mobilisation phase and aligned with the print production plan.

[bookmark: _Toc478644417][bookmark: _Toc489452195]Mobilisation
Key NCA test materials print production service set up and mobilisation for the 2018 NCA Test Cycle are as follows (the following dates are indicative):
	Milestone 
	Date

	2018 collation brief supplied to APS Group for review 
	23/08/2017

	2018 collation brief reviewed by APS Group
	30/08/2017

	APS Group 2018 collation brief feedback provided to STA 
	30/08/2017

	2018 updated collation brief circulated for final formal sign-off
	31/08/2017

	2018 collation brief signed-off by all parties
	05/09/2017

	Kick off meeting with APS Group re: 2018 NCA print and collation services
	29/09/2017

	Kick off meeting with APS Group (as 2018 Collation Supplier) and NCA Distribution Logistics suppliers
	31/09/2017

	2017/18 KS1, KS2 and PSC purchase orders supplied to APS Group
	06/10/2018

	Data handling assurance conducted and signed off by STA 
	09/10/2017

	Departmental Security Assurance Model (DSAM) assessment complete
	30/10/2017

	Delivery note artwork supplied to APS Group (PSC, KS1 and KS2) by STA
	06/11/2018

	Dummy data for Delivery Note data proofs supplier to APS Group (PSC, KS1 and KS2) by STA
	06/11/2018

	Delivery note data proofs supplied to STA for approval (PSC, KS1 and KS2)
	17/11/2018

	Delivery note data proofs signed off by STA 
	24/11/2018



[bookmark: _Toc478644418][bookmark: _Toc489452196]Primary collation
Preliminary dates for primary collation are set out below.  These will be confirmed as part of the cycle planning process:
	Milestone 
	Start
	End

	2018 KS1 and KS2 Pack definitions and quantities supplied to APS Group
	
	15/12/2018

	Standard KS1 test stock delivered to collation facility (maths)
	25/01/2018
	05/02/2018

	Standard KS1 test stock delivered to collation facility (English reading)
	
	17/02/2018

	Standard KS1 test stock delivered to collation facility (English GPS)
	TBC
	TBC

	Modified KS1 tests stock delivered to to collation facility
	
	16/03/2018

	MI reports supplied to STA (stock receipt, collation, dispatch, quality and helpdesk)
	
	05/02/2018

	KS1 collation approval packs provided to STA for approval
	05/03/2018
	09/03/2018

	KS1 Primary collation
	12/03/2018
	06/04/2018

	Stock delivered for Distribution 1: KS2 EMS marker materials
	
	28/02/2018

	Standard KS2 test papers delivered to to collation facility (maths)
	
	07/03/2018

	Standard KS2 test papers delivered to collation facility (English reading)
	
	26/03/2018

	Standard KS2 test papers delivered to to collation facility (English GPS)
	
	14/03/2018

	KS2 collation approval packs provided to STA for approval
	19/03/2018
	23/03/2018

	KS2 primary collation
	26/03/2018
	20/04/2018

	KS2 braille stationery packs delivered to APS Group by STA’s EMS supplier
	
	11/04/2018

	Modified KS2 test papers delivered to collation facility
	
	11/04/2018

	Standard and modified PSC stock delivered to collation facility
	
	18/05/2018

	Primary collation of PSC materials
	21/05/2018
	25/05/2018



[bookmark: _Toc478644419][bookmark: _Toc489452197]Consignments collated and delivered
Preliminary dates for consignment collation and delivery are set out below.  These will be confirmed as part of the cycle planning process:
	Milestone 
	Start
	End

	KS2 EMS Marker training materials (mark schemes) requirements confirmed by Pearson
	
	08/11/2018

	NCA Logistics supplier’s depot postcodes allocation spreadsheet supplied to APS Group
	
	06/03/2018

	Data feed 1: KS1 and KS2 school consignment collation data available
	
	19/03/2018

	Distribution 1 – KS2 EMS marker materials
	19/03/2018
	19/03/2018

	KS1 and KS2 carton estimates by depot provided to NCA Distribution Logistics Supplier to facilitate network planning.
	
	22/03/2018

	Configuration for daily depot split (KS1 and KS2 batches) supplied to APS Group by NCA Distribution Logistics Supplier
	
	27/03/2018

	School Spring/Easter Holiday
	30/03/2018
	13/04/2018

	KS1 and KS2 pallet breakdown supplied by APS Group to NCA Distribution Logistics Supplier
	
	29/03/2018

	KS1 and KS2 trailer schedule supplied to APS Group by NCA Distribution Logistics Supplier
	
	03/04/2018

	Set up KS1 consignment collation
	04/04/2018
	06/04/2018

	KS1 consignment collation
	09/04/2018
	18/04/2018

	KS1 and KS2 Pre-advice to BFPO via STA
	
	02/04/2018

	Distribution 2 – Service Children's Education (SCE) school consignments
	
	17/04/2018

	NCA Distribution Logistics Supplier on site at APS Group collation facility (KS1 pallet checking and labelling)
	11/04/2018
	18/04/2018

	KS1 pre-advice supplied to NCA Logistics Supplier by APS Group
	13/04/2018
	18/04/2018

	Distribution 3 – KS1 School consignments
	13/04/2018
	20/04/2018

	KS1 and KS2 distribution daily operations calls
	16/04/2018
	18/05/2018

	Set up KS2 consignment collation
	12/04/2018
	17/04/2018

	KS2 consignment collation
	23/04/2018
	02/05/2018

	NCA Distribution Logistics Supplier on site at APS Group collation facility (KS2 pallet checking and labelling)
	25/04/2018
	02/05/2018

	KS2 pre-advice supplied to NCA Logistics Supplier by APS Group
	27/04/2018
	02/05/2018

	Distribution 4 – KS2 School consignments
	27/04/2018
	04/05/2018

	KS1 Test Administration Window
	02/05/2018
	31/05/2018

	Datafeeds 2-6: KS2 additional school despatches
	08/05/2018
	14/05/2018

	Distribution 5 – Additional KS2 school consignments
	08/05/2018
	15/05/2018

	Distribution 6 – Same-day delivery stock to NCA Logistics Supplier’s depots 
	11/05/2018
	11/05/2018

	KS2 Test Week
	14/05/2018
	18/05/2018

	NCA Distribution Logistics Supplier sends final spreadsheet of delivery postcodes by depot to STA and APS Group
	
	01/05/2018

	Data feed 7: PSC school consignment collation data available
	
	16/05/2018

	PSC consignment package numbers to APS Group and NCA Distribution Logistics suppliers
	
	01/05/2018

	Configuration for daily split supplied to APS Group by NCA Distribution Logistics Supplier (PSC)
	
	08/05/2018

	PSC pallet breakdown supplied to NCA Distribution Logistics Supplier by APS Group
	
	18/05/2018

	Consignment collation of PSC materials
	29/05/2018
	01/06/2018

	Distribution 7 – Service Children's Education (SCE) PSC consignments
	
	29/05/2018

	PSC pre-advice supplied to NCA Logistics Supplier by APS Group
	
	25/05/2018

	NCA Distribution Logistics Supplier on site at APS Group collation facility (PSC pallet checking and labelling)
	30/05/2018
	04/06/2018

	Distribution 8 – PSC school consignments
	01/06/2018
	08/06/2018

	PSC administration week
	11/06/2018
	15/06/2018

	Post bulk collation and distribution review meeting
	
	21/06/2018

	Surplus stock recycling
	
	02/07/2018

	KPI finalisation
	
	04/07/2018


[bookmark: _Toc462909093]
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[bookmark: _Toc478644421][bookmark: _Toc489452199]Overview
0. APS Group is to manage the collation capacity and associated materials to deliver the following workpackages to the desired quality and time scales – for both standard and modified test materials: 
KS2 External Marking Services (EMS) and Stakeholder reference sets;
KS1 tests for English mathematics, and GPS;
KS2 tests for English reading, mathematics, and GPS; and
Phonics screening check (PSC).
Print Information Management System (PIMS) report – provided as an Excel spreadsheet this report sets out the quantity of each test component required by STA to deliver the NCA Test Cycle – for APS Group the PIMS report confirms the number of each test materials pack type ordered by schools participating in the tests and other stakeholders.  The PIMS report, which will be updated by STA at various points during the service set-up and then mobilisation phases, will be used by STA to confirm initial planning and then final product specifications and production quantities  
The above work fits into the STA NCA test delivery supply chain – which comprises in PSC, KS1 and KS2 standard and modified test materials development, test orders and pupil registration (data) gathering; test materials print production, collation and distribution logistics; and, (KS2 only) marking services - which is designed to ensure that participating schools receive the requisite types and quantities of test materials in time to administer the tests during their defined test windows.

[bookmark: _Toc478644422][bookmark: _Toc489452200]Distributions
All consignments for distribution by the NCA Distribution Logistics Supplier should be packed and palletised for distribution 3, 4 and 8 at least 24 hours in advance of the PFW first trailer arriving on site.  This will allow pallet numbers to be confirmed to PFW to help trailer planning.
The NCA Distribution Logistics Supplier will provide the trailer schedule to APS Group at least one week in advance of the first dispatch.  NCA Distribution Logistics Supplier personnel will then be onsite a couple of days ahead of the first dispatch date to add NCA Distribution Logistics Supplier generated pallet labels to each of the pallets.
Once the NCA Distribution Logistics Supplier trailers are on site APS Group should load the pallets on to each trailer in the order specified by the Logisitics Supplier.  Pallets should be loaded length ways to maximise the space between each line of pallets inside each trailer.  Not all pallets are offloaded at the Logisitics Supplier’s distribution hub and leaving a space between each line of pallets makes the pallets at the front of each trailer easier to scan. 

[bookmark: _Toc478644423][bookmark: _Toc489452201]Distribution 1 – KS2 EMS marker materials
	Dispatch ready date
	19/03/2018

	Programme end date
	19/03/2018

	Service
	NCA Collation Supplier point to point

	Purpose
	To provide the KS2 EMS Supplier, mark schemes to enable the marking of the 2018 KS2 tests.

	Stakeholder
	STA Print and Logistics
Pearson Education Limited (including Page Brothers)

	Data source 
	2016 Materials Exchange Process Document (Pearson)
2016 KS2 Marker PIMS

	Content
	KS2 mark schemes and mark scheme amendments. 
An advance shipping notice should be emailed to the STA Print & Logistics team 48 hours before delivery detailing the number of boxes in the delivery.



[bookmark: _Toc478644424][bookmark: _Toc489452202]Distribution 2 – Service Children's Education (SCE) school consignments
	Dispatch ready date
	16/04/2018

	Programme end date
	16/04/2018

	Service
	APS Group point to point

	Purpose
	The SCE school network covers the Globe, with some schools having long logistics lead times so it is important that their dispatch is released before the main programme to ensure that the schools concerned receive materials at the same time as schools in England.

	Stakeholder
	STA Print and Logistics
Service Children's Education team
British Forces Post Office (BFPO)

	Data source 
	The STA collaboration portal for:
· KS1 and KS2 Schools test orders file
· KS1 and KS2 Schools modified test orders file
SCE schools are identified by the LA code 702  (Note: STA will work with SCE in advance to confirm which schools will be participating, normally c.20 schools).

	Content
	KS1 tests and KS2 externally marked test materials for each school as indicated in the data source field above. 
The first box of each consignment must contain a personalised delivery note for each school, detailing the packs supplied in the consignment.
In addition to the standard requirements of this brief this logistics programme requires the following:
The BFPO number must appear on each address label.
APS Group must book the delivery with BFPO 48 hrs in advance.  BFPO contact is Janice Lawlor on (DD) 0208 589 3424 
An advance shipping notice should also be emailed to the STA Print & Logistics team 48 hours before delivery detailing the schools and the number of boxes for each in the delivery.



[bookmark: _Toc478644425][bookmark: _Toc489452203]Distribution 3 – KS1 school consignments
	Dispatch ready date
	13/03/2018

	Programme end date
	20/03/2018

	Service
	Parcelforce Worldwide 24 hour 

	Purpose
	Full distribution to the main cohort of schools in the English school system as ordered for the 2018 KS1 Test cycle

	Stakeholder
	STA Print and Logistics
STA School Support
The NCA Distribution Logistics Supplier

	Data source 
	The STA collaboration portal for:
· KS1 Schools test orders file
· KS1 Schools modified test orders file

	Content
	KS1 test materials for each school as indicated in the data source field above. 
The first box of each consignment must contain a personalised delivery note for each school, detailing the packs supplied in the consignment.
All consignments should be palletised according to their receiving depot and dispatch data



[bookmark: _Toc478644426][bookmark: _Toc489452204]Distribution 4 – KS2 school consignments
	Dispatch ready date
	27/04/2018

	Programme end date
	04/05/2018

	Service
	Parcelforce Worldwide 24 hour

	Purpose
	Full distribution to the main cohort of schools in the English school system as ordered for the 2018 KS2 Test cycle

	Stakeholder
	STA Print and Logistics
STA School Support
The NCA Distribution Logistics Supplier

	Data source 
	The STA collaboration portal for:
· KS2 Schools test orders file
· KS2 Schools modified test orders file

	Content
	KS2 externally marked test materials for each school as indicated in the data source field above. 
The first box of each consignment must contain a personalised delivery note for each school, detailing the packs supplied in the consignment.
All consignments should be palletised according to their receiving depot and dispatch data



[bookmark: _Toc478644427][bookmark: _Toc489452205]Distribution 5 – Additional KS2 school consignments
	Dispatch ready date
	04/05/2018

	Programme end date
	11/05/2018

	Service
	The NCA Distribution Logistics Supplier

	Purpose
	Fulfilment of KS2 externally marked test materials for schools that provided a new or updated order following the date of the Consignment Data download for Distribution 4.

	Stakeholder
	STA Print and Logistics
STA School Support
Local authorities
The NCA Distribution Logistics Supplier

	Content
	New or additional KS2 externally marked test materials for each school as indicated in the data source field above. 
The first box of each consignment must contain a personalised delivery note for each school detailing the packs supplied in the consignment.
Schools may need to contact the NCA Collation Supplier directly to request additional materials.  In this case, they should be directed to amend their order using the NCA Tools website or speak to the NCA helpline.



[bookmark: _Toc478644428][bookmark: _Toc489452206]Distribution 6 – Emergency delivery stock to the NCA Distribution Logistics Supplier depots
	Dispatch ready date
	11/05/2018

	Programme end date
	17/05/2018

	Service
	NCA Distribution Logistics Supplier

	Purpose
	Fulfilment of emergency orders of KS2 externally marked test materials for schools.

	Stakeholder
	STA Print and Logistics
STA School Support
The NCA Distribution Logistics Supplier

	Content
	20 packs of each test component for 8 strategically placed depots within 3 hours reach of all schools
Schools may contact APS Group directly to request additional materials.  In this case, the collation supplier must confirm with the STA before instructing the NCA Distribution Logistics Supplier to fulfil the order.



[bookmark: _Toc478644429][bookmark: _Toc489452207]Distribution 7 – PSC Service Children's Education (SCE) school consignments
	Dispatch ready date
	22/05/2018

	Programme end date
	22/05/2018

	Service
	APS Group point to point

	Purpose
	The SCE School network covers the globe and some sites have long lead times so it is important that this dispatch is released before the main logistics programme to ensure that these schools have the materials at the same time as the rest of English schools.

	Stakeholder
	STA Print and Logistics
Service Children's Education team
British Forces Post Office (BFPO)

	Data source 
	The STA collaboration portal for:
· Phonics Schools test orders file
· Phonics Schools modified test orders file
SCE schools are identified by the LA code 702
(N.B. STA will work with SCE in advance to confirm which schools will be participating, as a guide it is likely to be circa 20 schools).

	Content
	Phonics screening check materials for each school as indicated in the data source field above. 
The first box of each consignment must contain a personalised delivery note for each school, detailing the packs supplied in the consignment.
In addition to the standard requirements of this brief this logistics programme requires the following:
The BFPO number must appear on each address label.
APS Group must book the delivery in with the BFPO 48 hours in advance.  The contact is Janice Lawlor on 0208 589 3424 
An advance shipping notice should also be emailed to the STA Print & Logistics team 48 hours before delivery detailing the schools and the number of boxes for each in the delivery.



[bookmark: _Toc478644430][bookmark: _Toc489452208]Distribution 8 – PSC school consignments
	Dispatch ready date
	25/05/2018

	Programme end date
	03/06/2018

	Service
	NCA Distribution Logistics Supplier

	Purpose
	Full distribution to the main cohort of schools in the English school system as detailed in the 2017 PSC data feed 

	Stakeholder
	STA Print and Logistics
STA School Support
The NCA Distribution Logistics Supplier

	Data source 
	The STA collaboration portal for:
· PSC schools data feed file
· PSC schools modified data feed file

	Content
	PSC materials for each school as indicated in the data source field above. 
The first box of each consignment must contain a personalised delivery note for each school, detailing the packs supplied in the consignment.
All consignments should be palletised according to their receiving depot and dispatch data



[bookmark: _Toc478644431][bookmark: _Toc489452209]Distribution 9 – STA stakeholders
	Dispatch ready date
	19/03/2018

	Programme end date
	19/03/2018

	Service
	NCA Distribution Logistics Supplier

	Purpose
	To provide STA with copies of the Stakeholder packs for onward distribution.  The stakeholders include Ministers, Test Development, the Marking team and other interested parties. 

	Stakeholder
	STA Print and Logistics
STA School Support
STA Test Development

	Data source 
	KS2 EMS marker PIMS for quantities
Delivery to STA Sanctuary Buildings, London, and STA, Floor 7, 53-55 Butts Road, Earlsdon Park 
Coventry, CV1 3BH

	Content
	Collated stakeholder packs, carton packed.


[bookmark: _Toc478644432]
[bookmark: _Toc489452210]Helpdesk
The Supplier must provide a helpdesk to answer calls from schools regarding their consignments.  The scope of the calls will include:
Confirmation of planned delivery dates
Confirmation of delivery, i.e. date, time and signatory
Querying the content of the consignment, e.g contents do match the delivery note
Reporting damage to the consignment or contents
Reporting missing elements of the consignment or contents
Misplaced calls that should have gone to other STA helpdesk
The helpdesk should open one week prior to the first distribution to schools and close by 30 June 2018.  Operating hours should be 08:30 – 17:00.
The STA will present the helpdesk as the “STA’s distribution agency helpline” to schools and will publish details about it in the guidance provided to schools. The STA maintains an IVR for it’s main helpline number and can add an option for the distribution agency helpline.
After helpdesk closes the Supplier must provide a report covering the period from the opening of the helpdesk showing the daily breakdown of:
Number of inbound calls
Number of calls answered per day by category
Number of unanswered calls
Average call wait time
Average call length
The Supplier should present call volumes during the operations calls held during each distribution. The Supplier must notify the STA of any patterns of calls or spikes in call types so these can be investigated and remedial action taken.
The helpdesk must to provide outbound calls to schools to help resolve specific delivery issues as they arise. 
Please see 3.7.1 Helpdesk on page 10 for example daily call volumes.

[bookmark: _Toc478644433][bookmark: _Toc489452211]Service mobilisation 
The mobilisation phase is the period between the award of the contract and commencement of live production.
During the service mobilisation phase, APS Group will work collaboratively with STA to demonstrate it is has established its capability to deliver  the STA’s requirements by evidencing the elements described in this section.

[bookmark: _Toc462909095][bookmark: _Toc478644434][bookmark: _Toc489452212]Collation packaging supply strategy and sourcing
APS Group will source and supply all packaging and other materials for use in the collation and final dispatch packaging of NCA test materials, including sufficient contingency quantities to (if required) repack elements of each Workpackage. 
Forecast/actual live service required quantities will be outlined in the STA Print PIMS report.  The Supplier must hold contingency stock so that it is readily accessible so that collation would not be significantly delayed in the event of the contingency having to be deployed.  The Supplier must agree its materials sourcing strategy with STA.
APS Group will agree wastage and overs tolerance with STA in advance of collation. STA will not take any responsibility for any wastage, over ordering of base stock and/or over production, beyond agreed tolerances.
APS Group will agree the packaging types with STA prior to placing the materials order.  The table below sets out a general packaging specification as a guide:
	Property
	Value

	Pallets for consignment despatch.
	Standard pallets, 1200 x 1000, supplied by NCA Distribution Logistics Provider

	Paper for delivery notes
	80gsm paper

	Pack wrapping for primary collation
	Provided in the framework agreement

	Labels
	A5 laser labels

	Cartons for consignment collation
	Provided in the framework agreement

	Tape
	White vinyl packing type, one colour print, roll



STA does not require that particular brands or respective merchants are used to source the required materials

[bookmark: _Toc478644435][bookmark: _Toc489452213][bookmark: _Ref460408705][bookmark: _Ref460408712][bookmark: _Ref460408729][bookmark: _Toc462909096]Service delivery costs 
	The following process for establishing and confirming collation Workpackage costs will be adopted:
Notwithstanding the constraints outlined elsewhere in these requirements, STA would welcome proposals of cost saving initiatives or process efficiencies.  
Indicative collation specifications and requirements are detailed in the STA PIMS report, final collation specifications will be provided in December 2017
Packaging sourcing – by the end of January 2018 STA will provide a revised collation specification for each Workpackage that has been updated for the 2018 cycle based on that for 2017, and any known changes.  Indicative collation quantities will also be provided at this time. 
Final collation specifications and quantities – STA will provide the final collation specifications and quantities to APS Group in March 2018.  Assuming there are no significant changes to the estimates provided for packaging sourcing APS Group will then submit an updated quote to STA within 5 working days. Where there have been significant changes to specifications, the Supplier may take up to 10 working days.
Each submitted or amended quote must set out the total cost for each Work package and include an itemisation of the production, project management and quality management costs.  
[bookmark: _Toc462909097]
[bookmark: _Toc478644436][bookmark: _Toc489452214]Delivery cycle and operational planning
STA will supply the dates for provision of collation specifications, data and other inputs along with the key dates for its onward supply chain for logistics and external marking.  Using this information, APS Group will:
5 
5.8 
Construct and provide STA with an end-to-end project plan for each collation Workpackage with all key milestones identified. 
Create and supply to STA outline collation plans for each Workpackage. These plans will be indicative until STA has confirmed final collation quantities for each programme of work, following which the Supplier will supply an updated plan.
Produce and supply to STA a Quality Plan for all Workpackages and agree with STA (see also section 7, Quality assurance, page 15).  
Work with STA to determine the collation optimisation requirements, establish product delivery procedures, e.g. pallet presentation, and delivery schedules. 

[bookmark: _Toc462909098][bookmark: _Toc478644437][bookmark: _Toc489452215]Sub-contracted supply chain
APS Group must provide STA with the details materials sourcing strategy proposed to deliver the work defined in these requirements.  By the end of the mobilisation phase the Supplier must have:
5 
5.9 
Contracted with any sub-contractors for any work to be outsourced, and evaluated their security arrangements.
Ensured any sub-contractors can comply fully with STA’s security and  information assurance requirements (see section 6).

[bookmark: _Toc478644438][bookmark: _Toc489452216][bookmark: _Toc462909099]Business continuity and disaster recovery 
APS Group is responsible for ensuring that that the collated test materials are delivered to the NCA Distribution Logistics Supplier, and/or other STA stakeholders, to the agreed quality standards, by the agreed dates and in the specified quantities. To this end, APS Group shall make appropriate arrangements for continuity of service, and in doing so must:
5 
5.11 
Ensure all necessary and appropriate precautions are taken, both within the Supplier’s collation facility, and any associated test materials storage facility/ies, to minimise the risk of fire;
Produce and supply to STA a business continuity and (where required) contingency plan outlining disaster recovery arrangements in the event of the Supplier’s primary collation site experiencing issues with their ability to deliver any of the NCA Workpackages. Coverage of the plan should not be limited to a breakdown of machinery on site, and should outline the strategy should there be a significant increase in volume beyond the capability of the site;      


Complete and submit their Supplier Assurance Framework form to STA, for themselves and any sub-contractors for approval.  Delivery partners identified in the Supplier’s business continuity and contingency plans will need to complete the assessment as soon as possible after work is allocated to them; 
Define and agree an Incident management plan with STA
[bookmark: _Toc462909100]
[bookmark: _Toc478644439][bookmark: _Toc489452217]Project management and governance
APS Group must ensure the work is managed by appropriately qualified and trained staff.  To this end the Supplier shall:


Confirm their proposed project team and escalation routes to STA;
Agree the Relationship charter with STA; and
Establish and agree the process for the supply of Management information (MI) at a frequency and in a format to be agreed with STA.
[bookmark: _Toc478644440][bookmark: _Toc489452218]Data handling
The Supplier must demonstrate it can import and process the data STA will provide to plan and managed consignment collation activity.
APS Group must demonstrate that its collation management system can integrate with STA’s NCA Distribution Logistics Supplier’s parcel tracking systems, e.g. can inport tracking data and output address labels that meet the Logistics Supplier’s specifications.

[bookmark: _Ref436654933][bookmark: _Ref436654953][bookmark: _Ref436654984][bookmark: _Toc462909102][bookmark: _Toc478644441][bookmark: _Toc489452219]Security
[bookmark: _Toc462909103][bookmark: _Toc478644442][bookmark: _Toc489452220]Overview of security requirements
NCA test materials are deemed confidential (i.e. classified as OFFCIAL – SENSITIVE under the UK Government Security Classification scheme) until after the last date of test administration in schools, so appropriate information handling and security measures must be implemented and maintained by all suppliers in the STA NCA test delivery supply chain.      
The Supplier shall therefore put into place all necessary and appropriate test materials handling security measures to help mitigate the risk of early or unauthorised disclosure, and submit a security self-assessment, for itself and any subcontractors, to STA as described in the Supplier Assurance Framework.  Core to these measures is the requirement that the processes used to collate the materials and the packing used to pack test materials shall prevent any unauthorised observation of the materials before the packs are opened in schools (and at other approved localities)
STA will review the submitted Supplier security self-assessments, conduct such due diligence as is required, and work with the Supplier to resolve any issues identified.  Any serious security issues identified, i.e. those representing a high risk of early/inadvertent unauthorised public disclosure of confidential test materials, must be mitigated satisfactorily before NCA collation work can commence/continue.
[bookmark: _Toc478644443][bookmark: _Toc489452221]Information security assurance 
The Supplier’s security and information assurance arrangements relating to the handling of test content and printed test materials should comply with or be working towards ISO 27001, HM Government’s Security Policy Framework and Supplier Assurance Framework, and DfE’s Departmental Security Assurance Model (DSAM).
[bookmark: _Toc462909108]
[bookmark: _Toc478644444][bookmark: _Toc489452222]Collation stock deliveries
The Supplier must ensure any printed test materials despatched from its own or its sub-contractor sites, reaches its intended destination without incident, damage or loss.  

The Supplier will outline its distribution logistics arrangements, including those relating to sub-contractors, during the mobilisation phase. These arrangements should set out business continuity, disaster recovery and security arrangements.  Any changes to these arrangements must be agreed with STA in advance of any shipment of test materials.  

[bookmark: _Ref436655133][bookmark: _Ref436655143][bookmark: _Ref436655151][bookmark: _Toc462909109][bookmark: _Toc478644445][bookmark: _Toc489452223]Quality assurance 
[bookmark: _Toc478644446][bookmark: _Toc489452224]Overview
The Supplier must put in place an appropriate quality assurance (QA) regime to manage the quality of outputs at all stages of test materials collation, removing and replacing any items identified within the quality checks that are not acceptable from stock for onward delivery to the NCA Distribution Logistics Supplier.    
[bookmark: _Toc462909111]
[bookmark: _Toc478644447][bookmark: _Toc489452225]Quality during collation
The Supplier shall ensure all supplier / sub-contractor staff working on NCA test materials collation understand, and can apply, the agreed QA regime and Incident Management Plan during the collation and delivery of the materials. The types of issues to be identified and eliminated include, but are not limited to:
· Quantity errors
· Damage
The Supplier must obtain agreement from STA before implementing any continuous improvements that affect production of the Work packages.
[bookmark: _Toc478644448][bookmark: _Toc489452226]Quality issues and exceptions
If the Supplier identifies an error or defect during the collation process, they shall inform STA’s Supplier Manager as defined in the Collation Incident Management plan and appropriate remedial actions taken.  
The Supplier must ensure no defective products are added to the stock of materials for onward delivery to any recipient.  They must replace the missing quantity with good product within the timeframe agreed with STA.  
The Supplier, will supply replacements for any defective materials or missing quantities discovered after delivery to the collation facility, provided the damage or shortfall was due to the Supplier’s manufacturing or delivery processes. 
The Supplier shall record all quality incidents on the Final QA Report, including the point in the manufacturing process where the error occurred, the volume of material removed, the additional Collation QA sheet pulls taken to verify the range of sheets and sections impacted by the issue, and additional QA checks conducted.
 
[bookmark: _Ref436654743][bookmark: _Ref436654750][bookmark: _Ref436654761][bookmark: _Toc462909115][bookmark: _Toc478644449][bookmark: _Toc489452227]Project Management
[bookmark: _Toc478644450][bookmark: _Toc489452228]Project/account team
For the full cycle, the Supplier will provide project management from engagement starting in July 2017 through to project completion in July 2018.  This function shall be responsible for the delivery of all Workpackages.
[bookmark: _Toc478029607]The Supplier shall: 
Provide dedicated and fully trained personnel to manage STA’s Workpackages and provide for deputies in the case of absence. 
Notify STA immediately should there be upcoming changes to the structure or membership of the project team. 
Make resources available, including Senior Management, to attend STA Governance Meetings. STA will give the maximum advance notification possible where this is necessary.
Create and maintain a Risks, Assumptions, Actions, Issues and Decisions (RAID) Log covering the following:
· Actions
· Assumptions
· Decisions
· Notes
· Risks and Issues
· Holidays
[bookmark: _Toc462909117][bookmark: _Toc478644451][bookmark: _Toc489452229]Project management approach
The Supplier shall manage any test materials production order according to PRINCE2 principles or similar industry recognised project management method.

[bookmark: _Toc478644452][bookmark: _Toc489452230]Planning
The Supplier shall develop collation plans which demonstrate it can deliver STA’s NCA Test Materials Collation service requirements while taking into account its other commercial commitments.  
In 2018, it is anticipated the Supplier will complete a full suite of NCA test materials (e.g., KS1 mathematics, print, stitching and finishing) for delivery to their collation facility before production of the next suite of materials starts.     

[bookmark: _Toc478644453][bookmark: _Toc489452231]Risks, issues and incident management
The Supplier must create and maintain a RAID Log to actively manage risks and issues to ensure successful delivery of STA’s work, and shall: 
9 
10 
10.5 
10.6 
as part of its ITQ response provide a statement of the key delivery issues and risks associated with the proposed service delivery approach, planned mitigations and contingency measures;
during mobilisation and operational delivery produce and submit updated comprehensive service delivery risk and issues logs, with mitigations and contingencies, as frequently and in a format defined by STA; 
record and advise STA immediately of any significant issues impacting the successful delivery of the 2018 NCA Collation service; and
resolve identified issues and/or risks through proactive liaison with STA and other parties as appropriate.



[bookmark: _Toc478644454][bookmark: _Toc489452232]Lessons learned and project closure
The Supplier will support STA with post collation reviews and/or Lessons Learned sessions following completion of each Workpackage and compile a log of the agreed lessons, including any measures that could be implemented in the future to improve efficiency, avoid the repeat of issues or continue/promote good practice.

[bookmark: _Toc478644455][bookmark: _Toc489452233]Change control
The Supplier shall co-operate fully with any changes to the NCA Test Materials Collation services that may be required by STA.  Where any such change results in increased cost to the Supplier, it shall be agreed as a variation to the NCA Test Materials Collation Order provided that:
10 
11 
11.1 
Any identified cost increase shall be made known to STA’s Supplier Manager within one working day of the issue being realised. However, where there are significant changes, or the changes are complex, cost and time increases will be made known within 5 working days;
Work associated with an additional cost must not be carried out without a full quotation being submitted and approved by STA; 
Any additional cost identified after work has been carried out may not be approved; and 
Any additional cost identified after delivery will not be accepted. 

[bookmark: _Toc478644456][bookmark: _Toc489452234]Surplus stock recycling
The Supplier will arrange for the recycling of surplus stock; the approach to recycling will be agreed with STA. 

[bookmark: _Ref396905293][bookmark: _Toc462909118][bookmark: _Toc478644457][bookmark: _Toc489452235]Management Information (MI) 
The Supplier must supply regular MI reports STA to evidence collation service delivery progress, QA process and security incidents. 
 The PIMS spreadsheet contains the templates for the operational MI.  
The table below describes the frequency and timing for reporting:
	Report
	Frequency

	
	Standard production
	Modified production

	Collation Schedule and Progress i.e., goods receipt, primary collation progress, consignment collation progress)
	Daily by 12:00hrs during production on a Working Day

	Weekly on Monday by 12:00hrs on a Working Day

	Quality audit report
	
	

	Security incident report
	Within one (1) Working Day of an incident occurring


An example of the NCA Collation Schedule:
[image: ]

13.3    An example of the Collation Progress Management Information. [image: ]
APS Group shall supply additional reports, or increase the frequency of reporting, at STA’s request, e.g. moving to twice daily reporting.  
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