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M CGovernment Procurement

Service

ENABLING AGREEMENT FOR ACCESS BY
DEPARTMENT FOR EDUCATION
TO THE PRINT VENDOR PARTNER CONTRACT

THIS ENABLING AGREEMENT is made the first day of December 2014.

BETWEEN:

M

@)

The Secretafy of State for the"Department for Education of Sanctuafy
Buildings, 20 Great Smith Street, London SW1P 3BT (the "Enabled -
Authority"); and

‘Willlams Lea Limited (a company registered in England and Wales under

company number 2119266) whose registered office is at 29 St. John’s Lane,
London, EC1M 4NA (the "Contractor").

WHEREAS:

(A)

(B)

(C)

Her Majesty’s Revenue and Customs and the Contractor have entered into a
Contract effective from 1 July 2011, which was novated to Government
Procurement Service (GPS) on 16 December 2011, which enables other
Central Government Departments, Executive Agencies and Non-

Departmental Public Bodies to enter into an agreement (“Enabling

Agreement”} with the Contractor to manage and deliver prmted products and
associated services; and - :

GPS is now known as the Crown Commercial Service (CCS) but, for the
avoidance of doubt, any references to GPS in this Enabling Agreement shall
be taken to refer to CCS. GPS has agreed that the Enabled Authority may .
enter into such an Enabling Agreement with the Contractor; and

The Enabled Authority wishes, and the Contractor has agréed, to enter into
this Enabling Agreement. ‘

NOW IT IS HEREBY AGREED as follows:

1.

INCORPORATION

1.1 The Terms and Conditions and Schedules D (Governance and Contract
Management) and H (Certificates and Additional Information) of the Contract,
are hereby incorporated into and form part of this Enabling Agreement as

though they were set out in full. '

- 1.2 The Enabling Agreement, once signed by the Enabled Authority and the

Contractor, shall become Schedule BD to the Contract.



-

1.3 The Contract and this Enabling Agreement supports the Centralised
Category Procurement Programme for central government. There is an
expectation that the Enabled Authority, as a Central Government Department,
Executive Agency or Non Departmental Public Body (NDPB) will use the
Contract and this Enabling Agreement for the supply of those Services

' _ described in Annex 1 — Specification of Requirements and Annex 3.

1.4 For the avoidance of doubt, this Enabling Agreement consists solely of
the provision of collation services for the KS1 and KS2 tests and Phonics
Check that will take place in the 2014/15 academic year (“2015 test
cycle”) during the period 1*' December 2014 to 31 July 2015 and the
provisions of this Enabling Agreement are to be interpreted accordingly.

TERMS and CONDITIONS ADDITIONAL TO THE CONTRACT

2.1 The Enabled Authority is permitted in this Enabling Agreement (with
the prior approval of GPS) to set out Terms and Conditions in relation to
certain subject matters (set out in this Section below in bold) which it requires
to enable the Contractor to deliver the Services under this Enabiing

_Agreement and which will be in addition to the Terms and Cond|t|ons set out
in the Contract.

2.2 For the avoidance of doubt, the Terms and Conditions in the Contract
cannot be varied by this Enabling Agreement. This Enabling Agreement can
only set out Terms and Conditions additional to those in the Contract.

2.3 The following Terms and Conditions are the Terms and Conditions in this

Enabling Agreement which are to be read in addition to the Terms and
Conditions in the Contract: (the Contract Clause reference is included for
ease of reference when reading these additional Terms and Conditions in
conjunction with those in the Contract):

(i) This Enabling Agreement shall commence on 1st December 2014,

SPECIF[CATION OF HEQUIHEMENTS‘

The Enabled Authority’s Specification of Requirements is set out at Annex 1
to this Enabllng Agreement.

PRICING SCHEDULES

The specific performénce driven payment model agreed between the Enabled
Authority and the Contractor is set out at Annex 2 of this Enabling Agreement.

SPECIFIC RESPONSIBILITIES OF THE PARTIES

The specific responsibilities of the Enabled Authbrity and the Contractor are
set out at Annex 3 of this Enabling Agreement. :

MANAGEMENT INFORMATION

The management information requirements of the Enabled Authority are set
out at Annex 4 of this Enabling Agreement.

SERVICE LEVELS AND KEY PERFORMANCE INDICATORS (KPI)




SKIDMORE, Ian - STA

" Fronk ' Iftikhar Ahmad <Iftikhar.Ahmad@williamslea.com >
Sent: ' 01 April 2015 21:39
To: SKIDMORE, Ian - STA
Cc: Andrew Howarth; Becca Gibson; Matthew Carter MORGAN Neil; LENNON, Lee;
BRYAN, Jonathan
Subject: . RE: Confirmation of address for posting of enabling agreement

Dear lan,

Apologies for the discrepancy — it was mailed straight after execution and | did not have sight of the documents.
The details are as foliows:

Name: Stuart Trood

Title:  CEO, Williams Lea EMEA

Date: 30 March 2015

I am happy for you to insert these details into the agreement'on our behalf.

With kind regards,

Ifti

Ifti Ahmad

Legal Advisor

4> williamslea

Williams Lea

1% Floor, 500 Capability Green
Luton LUt 3LS
United Kingdom

T +44 (0)1582 540 249
M +44 (0)7921 944108

ftikhar.ahmad @ williamslea.com

www_ williamslea.com

This e-mail is sent for and on behalf of DHL GBS {UK) Limited which is a limited compahy, registered in England and
Wales, registered number GB15998313, registered office is Ocean House, The Ring, Bracknell, Berkshire, RG12 1AN

From: Ian.SKIDMORE@education.gsi.gov.uk [mailto:Ian.SKIDMORE@education.gsi.gov.uk]
Sent: 01 April 2015 14:13

To: Iftikhar Ahmad

Cc: Andrew Howarth; Becca Gibson; Matthew Carter; Neil. MORGAN@education.gsi.gov.uk;
Lee.LENNON@education.gsi.gov.uk; Jonathan.BRYAN@education.gsi.gov.uk

Subject: RE: Confirmation of address for posting of enabling agreement

1



Dear Ifti,

| can confirm that we have received the signed copies back. | would however point out that on
page 3 Williams Lea has not completed all the required fields. The blank fields are:

Name
Title
Date

Please can you confirm by return whether you are content for us to complete these fields on your
behalf and if so what we are to put in each of the fields. If this is acceptable then we can sign the
TUPE statement and return one signed copy of the contract to you.

Best Regards

ian Skidmore
Senior Materials and Systems Manager

Standards and Testing Agency

53-55 Butts Road, Earlsdon Park,

Coventry, CV1 3BH.

Tel: 02476 660059 / 07515 191866
Int ext: 710059

Email: jan.skidmere@education.gsi.gov.uk

[ oa )
264
ol F

Standards
& Testing
Agency

From: Iftikhar Ahmad [mailto:Iftikhar. Ahmad@wnllamslea com]

Sent: 30 March 2015 11:26

To: SKIDMORE, Ian - STA

Cc: Andrew Howarth; Becca Gibson; Matthew Carter MORGAN Neil; LENNON, Lee; BRYAN, Jonathan
Subject: RE: Confirmation of address for posting of enabling agreement

Dear lan,

| can confirm that the enabling agreements has been signed this morning by a director and are on thelr way back to
you by recorded post for execution of the Annex 6 TUPE declaration.

Regards,

IFti

Ifti Ahmad
. Legal Advisor
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10.

The Service Levels and KPI requirements of the Enabled Authority are set out
at Annex 5 of this Enabling Agreement.

SPECIFIC RESPONSIBILITIES OF THE ENABLED AUTHORITY IN
RELATION TO TUPE DATA .

The Enabled Authority is required to sign a declaration acknowledging that it
has read and understood its responsibiliies in relation to accurately
establishing TUPE data and notifying the Contractor of the same, as well as
acknowledging that it has understood the possible cost implications of failing
to do so. This declaration is set out at Annex 6 of this Enabling Agreement.

SECURITY PLAN '

As required by the Enabled Authority, the Contractor shall develop, implement
and maintain a Security Plan to apply during the Contract period and after the
end of the Contract Period in accordance with the Exit Management Plan,
which will be approved by the Enabled Authority, tested, periodically updated
and audited. This forms Annex 7 of this Enabling Agreement.

EXIT MANAGEMENT PLAN

The Exit Management Plan structure agreed with GPS, which forms Annex 8
of this Enabling Agreement, shall be completed by the Contractor within 2
months of the date of this Enabling Agreement for agreement by the Enabled
Authority and shall contain details of the activities and responsibilities
required at termination including those to meet the special security and other
requirements of the Enabled Authority set out in Annex 1,

Signed for and on behalf of the Enabled Authority, Department for Education

I
‘J}'./—-" ‘—.‘{;AJ . o
F

By:
Name: PavL  VUCKER
. Hemd OF CPERATICNAL DELIvERY
My position is __(fRoceanme wenpaengnr): and | Conflrm that | have authonty -

sign this Centract on behalf of Department of Education.

Date:

By:
Name:
Title:

Date:

20 /01/7_0\5

Signed for and on behalf of Villi Lea Lm’ted
. /. 1 (s

\’lb,ﬁ_l uc,D
CEo, Wituigns (24
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ANNEX 1 - Specification of Requirements

1:

A

2.

2.2,

3.

3.1.

The role of the Print Vendor Partner is to provide a collation and/or associated
services to meet the requirements of this Annex 1 and as specified in Annex 3
(“Services”).

Corrective Action

Uniess as a direct result of an act or omission on the part of the Enabled
Authority, if at any time during the course of performing the work the
Contractor is 5% or more behind the agreed collation production profile (for
any primary or secondary collated packs, or collation of consignments) on 3 -
consecutive working days then the Contractor shall at its own expense take
immediate corrective action, including but not limited to, increasing the
number of staff used for collation or by introducing weekend working and/or
additional shifts such that the original production profile is recovered within a
further 3 working days or shorter period if this is necessary in to order to
ensure the work is completed by the contractual date; and ’

If the Contractor has not recovered the original collation production profile at
the end of the 3" working day then the Enabled Authority may at is sole
discretion immediately exercise its Step-In rlghts in accordance with Clause
G7 of the Contract.

Critical Acceptance Criteria

The Enabled Authority requires that the Contractor collates all school orders
as ordered along with all supporting collation activity as required by the
Enabled Authority for the 2015 testing cycle and will ensure:

the total quantity of each pack ordered by the Enabled Authority is collated
within the agreed timelineg;

99.95% of all school orders consignments are collated accurately to the order
and dispatched to the agreed profile for each job.

100% of school orders are fulfilled prior to the flrst day that tests of any one
job are sat in schools; :

all consignments and supporting data are prepared in accordance with the
Enabled Authority logistics providers requirements and are ready for
collection on the days set out in the Enabled Authority dispatch plan with

- 100% accuracy; and

4.

there is no compromise of Enabled Authority test content in anyway. The
provider must ensure that all material and data is accounted for at all times
and that no release of information is disclosed to any unauthorised persons
before completion of all jobs. .

Statement of Requirements

A= Project Management
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SoR iD Requirement Description

A1

. The provider must manage all aspects of delivery of the Services in
accordance with PRINCEZ2 and Management of Risk (MoR) project
and risk management methodologies.

A2

! The provider must submit an outline Project Initiation Document
| (PID) which clearly sets out the project for the delivery of Serwces
- at the outset of the call-off.
\ '
; The PID must be consistent with PRINCEZ2 controls and cover all
 aspects of the delivery of the Project, including operational delivery,
' governance and interfaces with other organisations

A3

| The provider must document, provide and maintain all processes
! and procedures utilised in the delivery of the Services, including

| interfaces with other relevant parties ensuring that all relevant

| standards are applied or adhered to including project management
| methodologies.

A4

‘ ' The provider shall participate in the governance arrangements for
' the delivery of the workpackages including:
' 1. Scheduling and chairing checkpoint meetings with Enabled
. Authority P&L team where progress, risks, issues, actions,
decisions, assumptions can be monitored and managed.
; 2. Attending other meetings as reasonably requested by Enabled
; Authority at locations determined by Enabled Authority, for
| example:
| a. Cycle kick-off and planning sessions
| b. Weekly Operations reviews
c. Lessons learned and cycle closedown meetings
d. Contract and performance reviews

A5

‘ By the end of the Mobilisation Phase, the provider must discuss,
- document, develop, and demonstrate the readiness and

1 appropriateness of plans, processes, systems (both internal and
- external), data interfaces with external or third party suppliers,

' resourcing and any other factors required to enable the reliable
completion of each Workpackage.

AB

| The provider must hold and permit Enabled Authority open access
| to detail relating to all activities undertaken in delivering the
Serv;ces or otherwise comply with any reasonable requests for




information from Enabled Authority.

| The Contractor 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 by Enabled Authority. The Plan must
contain:

A7

1) The process for confirming the quantity of test packs ordered

by Enabled Authority for collation meets the full order total
held in the school order file

2) Process diagrams for supply chain engagement and quality

regimes for the end-to-end process.

3) The resource profile, capacity model and contingency

planning

4) Goods receipt planning for delivery of Enabled Authonty

3

product for collation

5) The planned collation profile to create conS|gnments ready

for dispatch

6) Consignment dispatch proflllng against plan agreed with

logistics supplier

7) Any key dependency on Enabled Authority or other Enabled

Authority providers within the supply chain.

B — Packaging and Peripherals

Requirement
Number

Requirement Description

The Contractor shall supply all packaging and peripheral |
materials necessary to complete Primary Collation and
Consignment Collation. This includes but is not limited to:
1) Labels
2) Paper for delivery notes

B1 3) Pack wrapping for primary collation
4) Cartons for consignment collation
5) Tape
6) Pallets for consignment despatch.
The Contractor shall ensure all packaging used protects the
B2 Product Consignment so that it arrives at the school address
undamaged and without compromising the content of any test
product.
The Contractor shall ensure that each Carton is clearly
B3 identifiable as an Enabled Authority product in the Logistics

Provider network and carry clear and full instructions to an
unintended recipient. ’

)~

"
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The Contractor shall describe how:

1) it will manage third parties from whom it wili source
packaging materials and peripherals

2) it will ensure that quality is maintained in line with the
signed off sample with Enabled Authority; and

3) it will manage an Exceptions Process so that
packaging materials and peripherals can be
replenished at short notice if required.

B4

To help prevent unauthorised early access to the test
materials, the Contractor shall ensure the wrapping for test
pack collation:
1) Once sealed remains so until Intentlonally opened and
then cannot be resealed, i.e., is tamper evident.
2) Prevents viewing of the components within the pack,
although the full face of the contents sheets shall
always be visible ' :

C — Goods Receipt and warehousing

There will be large quantities of products to handle, pallets to store and
deliveries from the Enabled Authority’s production supplier to manage (please
see the metrics for each workpackage)

B5

The Bidder should provide descriptions of their:

1) Delivery procedures and specification document.

2) Receipting process document

3) Storage/warehousing management approach — describe facilities,
pallet holding capacity (i.e. total, pinch points in year, spare capacity)
and type (e.g. racking v floor standing locations), sites (i.e.
“single/multiple), inventory management (e.g. SKUs that need to be
included on labelling from production supplier)

Requirement
Number

Requirement Description

The Contractor shali work with the Enabled Authority’s
Production Suppliers to co-ordinate deliveries and to receive
all test components required for collation of school orders.
The following basic delivery process shouid be followed:

1) The Production Supplier should book a delivery with

the Contractor with at least 24 hours’ notice. If less
C1 than 24 hours’ notice is given, the Contractor should
use best endeavours to receive goods.

2) The Production Supplier will notify the Contractor,
either by phone or email, of the departure of the vehicle
carrying the Product from the Production Suppliers site;

- 3) The Production Supplier will notify the Provider, either
by phone or email, of any delays encountered en route




_ by the vehicle carrying the Product;

4) The access doors of the vehicle carrying the Product
will be sealed with a security tag on departure from the
Production Supplier site. The driver should verify the
seal has remained intact during transit. ' '

c2

The collation supplier wili notify the Enabled Authority should
the deliveries from the Production Supplier not comply with
the agreed goods delivery process. - '

If there is any evidence of non-compliance by the Production
Supplier with any of the above then the Provider shall inform
the Enabled Authority immediately.

C3

The Contractor shall confirm every delivery against the
delivery note and the specification provided by Enabled
Authority. The provider shall check 5% of each component
and inform Enabled Authority of any non-compliance by the
Production Supplier with the requirements.

In the event that a product received is damaged the
Contractor shall:
1)} Receipt the product but note the quantity of damaged
items
2) Quarantine the product awayfrom the non-damaged
stock. The quarantined stock must be clearly
identifiable as such to prevent inclusion in collation
activity.
3) Report (by phone or email} to the Enabled Authorlty on
discovery the type and quantity of products affected,
and the nature of the damage. ‘

L1 [

C4

The Contractor shall support Enabled Authority by acting on
its behalf as a Return to Sender (RTS) addressee.

— ™

cs

The supplier shall have the capacity to store all Enabled
Authority stock (i.e. both incoming products and work in
progress during collation) with no loss or damage and be able
to retrieve it efficiently when requ1red for each collation
activity.

The Contractor may need the Production Supplier to label the
cartons containing the products with information to aid
warehousing and goods receipt, or conform to particular
standards for palletising products. These requirements
should be submitted as part of the response to the Enabled

..

. [
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Requirement
Number

DA

Authority’s requirements.

D — Primary Collation

Requirement Description

The provider shall
1) ensure the contents of each pack created during
Primary Collation match the description on the Top
sheet of each Product Pack;
2) Test Materials Packs shall be packaged so that only
the content sheet of each Test Material Pack can be
- read,; :

D2

D3

The Contractor shall ensure that the Collation Management

The Contractor shall provide the Enabled Authority with
Primary Collation Approval Packs. The Contractor shall:

1) Collate four Primary Collation Approval Packs and
send two Primary Collation Approval Packs to the
Enabled Authority via a secure track and trace service
provided by the Logistics Provider.

2) Keep two Primary Collation Approval Packs as master
copies for reference during Primary Collation.

3) Not commence the main collation until the Enabled
Authority has confirmed written approval of these
Advance Packs.

System and the Quality Assurance process the Contractor
employs delivers 99.95% accuracy and above.

E - Consignment Collation

Requirement
Number

Requirement Description

The Contractor must have the ability to action changes in
school orders, from update orders provided after the primary
school orders file has been released.

The Contractor shall ensure that the minimum possible
number of Cartons is used for each Consignment while

Al ensuring that no single Carton exceeds 12.5kg in weight when
full.
, The Contractor will print the address labels for each carton
E2

within a Consignment. These labels must include as a
minimum: -




1) The delivery address
1 2) The Logistics Suppllers parcel trackmg data and
barcodes
3) A marking indicating the total number of cartons within
the consignment and the sequence within that for each
carton, e.g. “Box 1 of 2”

The Logistics Provider can provide a template for their
standard address label but there is scope for the Collation
Supplier to produce a customised version containing
additional information. The customised label must meet the
Logistics Provider’s layout template for the tracking data and
| barcodes, and samples must be tested with the Logistics

| Provider to demonstrate they function.

E2

The Contractor shall adhere to the following requirements
during Consignment Collation:

1) The Contractor shall print and include a Delivery Note
in the first Carton of any school Consignment (see
Appendix Ap4 for the template)

2) All Cartons in any one Consignment shall be

1 despatched on the same day to minimise multiple

deliveries to the Addressee

3) Where an Addressee has ordered braille packs, these
shall be collated within the Consignment so they are
not damaged.

E3

The Contractor shall collate Con3|gnments for Service
Children's Education (SCE) schools. The Consignments shall
be delivered to the British Forces Post Office (BFPO) at RAF

‘| The Contractor
Impact Level 2
requirements o
practlces

requirement an

Northolt for onward shlpment

F Securlty

The nature of the matenals and data the Contractor wull handle on behalf of
‘the Enabled Authority means any breach of security that causes public
exposure of the data or materials will be, at the very least, embarrassing for
the Enabled Authority and could at worst undermine the integrity of the test
processing for that academic year. This would call into question the
Provider's capability for delivering the Enabled Authority's requirements

will be required to treat all test and examination materials as -
(IL2) and security controls will be expected to meet the
f the HMG Security Policy Framework and associated good

The Bidder must complete HMG Security Policy Framework as attached at
Appendix 6 to Section 2 (Specification), confirming compliance with each

d providing applicable evidence of your compliance.
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A AL

Requirement |
Number

F1

The provider must nominate someone in their management

the Supplier Services.

Requirement Description

team who shall have ultimate responsibility for all aspects of
information governance and security management relating to

| No later than 10 business days after the notification of award,
| the provider must produce and adhere to a security plan,

based on and compliant with the mandatory requirements of
the latest HMG Cabinet Office Security Policy Framework.

The provider will in conjunction with the Enabled Authority
undertake an accreditation triage of the ‘Business impact
level’ of the data to be processed, managed or otherwise used
by the provider or their sub-contractors to ensure the security
controls meet the require levels of the current Enabled
Authority risk appetite.

=

Dependent upon the data involved and the outcomes of the
accreditation triage the provider may have to produce either a
full Risk Management Accreditation Documentation Set
(RMADS) or comply with a commercial assurance based on
meeting the Cabinet Office SPF mandatory requirements.

F2

| The provider must require that any Sub-Contractor(s) are |

==

operating acceptable security policies, in line with the
requirement at F1 above. The provider must confirm that a
Sub-Contractor's security policies are acceptable, in line with
the agreed requirements as at F1 above prior to letting the
relevant sub-contract. The Sub-Contractor must agree to [
provide documented evidence of meeting these requirements
to the DfE.

F3

The provider must ensure that all physical and logical
movement of materials are secure and meet latest HMG
Information Assurance requirements. Contractors must
present in advance to the Enabled Authority proposals for all
methods of movement of materials both physical and iogical.

These proposals must be pre-agreed by the Enabled Authority |

prior to any materials movements.
o

F4

No materials or data related to the Services shall be
transferred or processed outside of the European Economic
Area (EEA) at any time, unless Enabled Authority has given
its explicit consent to such transfer or processing.

. F5\

The provider will co-operate with Enabled Authority at all
times to allow access to provider and any sub-contractor
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premises and systems to allow assurance to take place that
all plans policies and procedures are being complied with by
the Supplier, or to verlfy any suspected securlty issues.

 g—a
i

The provider must ensure all staff working on the test
materials sign a confidentiality agreement and a security
declaration confirming they will comply with the provider's
security policy and standards. Enabled Authority may request
evidence of this at any time. Failure to provide evidence will
be a breach of the contract

E The Contractor shall grant Enabled Authority representatwe 5
access to the Contractor Sites, and visibility of all processes it
undertakes for Enabled Authority. The Enabled Authority

F8 reserves the right to carry out independent gquality assurance
audits of work to be undertaken, work in progress or work
completed unannounced at any time during the lifetime of the

F7

A

contract.

G- t’:uppl;tr charn and stakehnlder mterfacas

Requirement

Number  Requirement Description

| The Contractor will comply fully with the logistics provider’s
l interface specification documentation (see Appendix Ap2).

, | Provide an outline of how the management of the contract will
G2 - | function between PVP, Enabled Authority and the operational
| collation provider

The Contractor must work with the Enabled Authority’s
logistics supplier to plan the collection of consignments for
each workpackage and integrate their systems to facilitate the
exchange of consignment data (see the logistics provider
interface specification document. Appendix Ap2). '

G3

The Contractor must allow a small team from the Logistics
Provider access to their site during the main despatch rounds
t so they can label and record the pallets of materials belng

, handed over.

The CoIIation Suppiier will work constructively with the
Enabled Authority’s Production Services supplier to plan and
G4 co-ordinate deliveries of manufactured product, e.g.,
deliveries of advance copies or samples of materials to aid
collation planning and the supply of packaging materials

G5 The Collation Supplier will work constructively with the

2

) (]
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Enabled Authority’s External Marking Services provider to
facilitate exchanges of materials as needed. -~

G6

Should the collation supplier be asked to organise deliveries
of materials through the British Forces Post Office then the
supplier will comply with their booking in procedures.

H — Management Information

Requirement
Number

H1

Requirement Description

The Contractor will need to provide the following detaned
management information:

1) Material receipt from the Production Suppliers,
including damaged material and under or over
deliveries;

2) Collation Volumetrlc Plan and actual progress of
Primary Collation or Consignment Collation as against
the relevant Collation Volumetric Plan, including any
collation errors found and corrected

3) quantity and accuracy of the creation of labels for
Consignment

4} forecast of Consignments to be dispatched using the
Logistics Service Provider against actual dispatch of

. Consignments using Logistics Service Provider;

5} product stock ievels;

6) quality assurance processes and resuits, including but
not limited to waste management;

7} resource recruitment planed and actual;

| The Contractor shall supply:

1) a report graph for each reporting topic

2) the supporting data for each reporting topic
These should be provided twice weekly Tuesday and
Thursday during planning and daily during service delivery.

| - Helpdesk Support

Requirement
Number

Requirement Description

The provider's helpdesk will support STA’s stakeholders by
answering customer enquiries on topics such as:

1} Despatch data

2} Consignment content and collation order

3) Consignment tracking information :

4} Replacements for lost, missing or damaged items

E



l | 5) Late requests for add|t|ona| materlals
S . T S LS T
% The provider’s helpdesk will have the capacity (t.e. people,

% telephony, systems) to successfully answer the expected

* [2 volume of calls across the operational window. However,
- additional resource would need to be made available to

handle spikes in call volumes.

The provider shall ensure all call handlers are trained to
I3 handle customer enquiries efficiently and courteously, and in
line with any operational or policy decisions outlined by STA.

— - S—

, : The provider will report call types, call volumes and other
t 14 similar information so STA can understand where service or -
5 school communications improvements are necessary.,

The provider’s call handiers must be able to transfer calls to
: other STA helpdesks

15

J - Ad hcc Lnglstu:s

' Requirement
Number

Requirement Description

The Contractor W|I! make avallable an on request pomt -to-
.| point same day delivery service for small quantities of test
materials. The deliveries will be from the Contractor’s site to
the Enabled Authority’s supply chain and stakeholders. For
illustration, these locations have included:

» The External Marking Services providers facilities in
Hellaby (South Yorkshire), Norwich, and Holborn
(central London)

¢ The British Forces Post Offlce at RAF Northoit

e The Enabled Authority’s offices in Coventry and
Westminster

J1

Enabled Authority should give at least 24 hours’- notice but
there could be situations where notice is shorter.

The same day delivery service must maintain the security of
J2 the materials being transported and comply with relevant
regulations, e.g. driver time restrictions
For each ad hoc despatch the Contractor will be required to: - |
1} Follow any booking in procedures required by the r
J3 | delivery location
2) Email an advanced shipping notice to the destination
outlrnlng the details of the materials in the

= — e e |
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consignment, the quantity of packs/items, and the
number of cartons

3) Include a Delivery Note with the consignment

4) Contact the destination to confirm the departure and
estimated time of arrival




ANNEX 2 - Pricing Schedute (Performance Driven Cost Mndel
template)

. SECTION A PRINT UENDDR PARTNER — PERFORMANCE DRIVEN
COST MUDEL

Background

This Cost Model supports GPS’s strategic aim to move away from a traditional,
tactical print model to the appointment of a strategic partner as the focal point for all
Central Government (“CG”) print requirements.

A primary function of the Contract will be to support existing and develop new
strategies to enable standardisation, rationalisation and aggregation of CG’s outputs,
develop best practice and drive efficiencies.

The Cost Model has been designed to provide a clear and transparent mechanism to
effectively manage the supply chain, deliver savings to CG and appropriately reward
~ the Contractor.

This model is designed to enable CG to operate within its reducing annual budget.
Open book accounting will be required from the Contractor.

Cost Model Definitions for the purposes of this Enabling Agreement.

‘Budget’ means the Enabled Authority’s annual funds available for the Services.

‘Baseline’ means at contract inception the baseline is the existing unit cost of
individual Enabled Authority Services.

‘Unit Cost’ means the individual c-est of the Enabled Autharity’s Services.

Cost Model Principles

The Contractor's development of a Benefits Management Programme — to deliver all
efficiency/savings opportunities as agreed with the Enabled Authority and
demaonstrates the Contractor's commitment to, and management of, a benefits

delivery process.

Driving savings and efficiencies must be balanced against the following principles:

s Business Continuity — Ensuring no break in business continuity of all
collation and related requirements. -

s Risk Management — Ensuring relevant risks to the Enabled Authority are
promptly identified, jointly discussed and effectively mitigated.

Management Fee

In Year 1 a Management Fee of 8% will be payable on a monthly basis to the
Contractor on the total spend.

lk
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Performance Driven Payment -
The Performance Driven Payment is applicable on all Service related spend.
» At Enabling Agreement inception the baseline will be confirmed on all lines.

» Matrix pricing is applicable where service or product lines are of a similar
nature. ’

e In Year 1, any Contractor instigated Services cash releasing savings, will
result in a Performance Driven Payment made on the basis of: 100% Dept /
0% Supplier of the savings.

« Only Service savings are subject to the Performance Driven Payment and
each individual payment will be made only for a 12 month period.

« The unit cost may be adjusted only in exceptional circumstances where there
is a material change and with the agreement of the Enabled Authority.

» Unit cost baseline re-alignment will take place as savings are declared or
where adjustments are agreed by the Enabied Authority.

s Any new requirements will be priced against the agreed Baseline Dataset (as
defined below) or competitively benchmarked by the Contractor and agreed
by the Enabled Authority.

e Any significant change to existing requirements will constitute a new line.

Reviews

The Enabled Authority reserves the right to review the Cost Model at any time,
including a formal review after Year 1, to ensure it continues to realise the required
savings/efficiencies and appropriately incentivise Contractor performance. Any
changes to the cost model must be agreed by both Parties and be deliverable within
CG’s designated budgets.

In Year 2, and subsequent yéars it is expected that, as the Contractor becomes fully
operational, the Cost Model will be changed to reflect a fully functioning performance
driven payment model.

Incentive Payment

in exceptional circumstances, where the Contractor has actively contributed to or
instigated savings for the Enabled Authority outside the remit of the Enabling
Agreement requirement, non-guaranteed discretionary performance payments may
be available. ‘

SECTION B Cost Modei Agreement, Invoicing and Payment



B1

B1.1

B2

B2.1

B2.2

B3

B3.1

Purpose
THis Section describes:

(a) the method for calculating the Charges payable by the Enabled Authority .
under this Enabling Agreement and the time and manner in which those
Charges will be paid by the Enabled Authority in consideration for the
Goods and Services provided by and other obligations performed by the
Contractor under the terms of this Enabling Agreement;

(b) the Benefits Management Methodology. '
Cost Model Agreement Structure

The Charges in résbect of all the Goods and Services are fully inclusive of
the charges listed in Paragraph B2.2 below

The Charges for the Goods and Services are fully inclusive of the following
elements: _ .

(a) all costs associated with the provision of the Goods and Services under
this Enabling Agreement, including the Management Fee, the prices set
out in Section C, the Performance Driven Payment and the Incentive
Payment; ‘ -

(b) {save as otherwise provided in this Contract) the cost of all day to day
stationery and consumables required to deliver the Goods, Print and/or
Associated Services in question; and

Subject to B3, the Parties to the Enabling Agreement may review the
Management Fee and the Performance Driven Payment at anytime during
the Contract on an ad-hoc basis as agreed between the Parties, including a
formal review on or before 1% November 2015 and at each such anniversary
thereafter (the “Cost Model Review”).

Cost Model Agreement Principles

The Contractor shall invoice the Enabled Authority for the following
components of the Charges:

B3.1.1 the Services approved and delivered in accordance with this Annex
* "and Section C (the “Service Component”);

B3.1.2 a charge in relation to Service savings delivered. This will be
calculated, pursuant to the methodology in B4, as a percentage of the
sum of the Total Service Savings Achieved (the “Performance Driven
Payment™);

B3.1.3 a management fee. This will be calculated as % of the sum of the
Service Component (the “Management Fee”); " '

B3.1.4 in year 2 and subsequent years as the Contractor becomes fully
operational across other Client departments, the Parties to this
Enabling Agreement anticipate that the cost model will be changed to
reflect a fully functioning performance driven payment model.

\3

3

T 1

]
1



e —

3

-

B4

B4.1

B4.2

B4.3

B3.1.5 the basis of the charges in B3.1.2 and B3.1.3 are as set out in this
Annex or as agreed between the parties in writing.

B3.1.6 in exceptional circumstances where the Contractor has actively
contributed to, or instigated, savings outside the remit of the Goods
and Services provided, a non-guaranteed discretionary performance

_payment may be payable (the” Incentive Payment”). '

For the avoidance of doubt, the Management Fee, the Performance Driven
Payment and the Incentive Payment all represent further payments of
consideration to the Contractor for the supply of Goods and Services and do
not represent supplies in their own right.

Benefits Management Methodology

The Performance Driven Payment will be calculated on Primary Service
Savings and Secondary Service Savings (the “Total Savings Achieved”),
and any such payment will apply for a rolling 12 month period. - The
calcuiation for the Associated Services provided for the 2015 test cycle are
based on the charges set out in the Price Model in this Annex

The savings will be measured on a “gross” basis and calculated in
exclusion of the Management Fee, the Performance Driven Payment or the
Incentive Payment and/or VAT {and these will not be included in the Total
Savings Achieved calculation) or for the avoidance of doubt included in the
Benchmarking Process.

The Contractor will work with the Enabled Authority to produce a savings
plan which will be measured, as agreed between the Parties to this
Enabling Agreement. :

Primary Service Savings

B4.4

B4.5

B4.6

Savings will be determined on a job-by-job basis by measuring the cost of
the relevant Service Component obtained by the Contractor in providing the
Service against the price paid during the baseline period (the “Baseline
Costs”) — details of which shali be collated by the Contractor into a dataset
(the “Baseline Dataset”).

In order to determine the Primary Service Savings, the Contractor will

measure (with the exceptions outlined in B4.8) each item of the Service

Component obtained (the “Current Work”) against the relevant Baseline
- Costs. This process shall be known as the “Benchmarking Process”.

B4.5.1 Unless otherwise agreed, the Contractor will identify a suitable match
from the Baseline Dataset for each item of the Current Work.

On a monthly basis, the total, aggregate value of the Baseline Costs and
the total aggregate value of the current costs, for all benchmarked jobs for
the year to date, will be compared. The resulting percentage will be deemed
to be the savings percentage achieved for the year to date (as was
measured on a job-by-job basis). This same savings percentage will be
applied to those items which have not been benchmarked in order to
determine the total Primary Service Achieved in that period.

19



B4.7

B4.8
B5

B5.1

B5.2

B5.3

B6
'B6.1
B6.2

B7

B7.1

The Enabled Authority warrants that the Baseline Dataset shall initially
consist of, in relation to the Service Component, the unit prices, other
additional costs and volumes information and in relation to the Services,
job, task, project details, service costs, hourly rates charged and all
supporting information during the period immediately prior to “Go Live” and
shall represent the full price paid for those purchases. .

On an agreed basis thereafter, the Baseline Dataset may be revised to

- include the full costs of purchases made during the preceding rolling 12

month period. The purpose of these revisions is to ensure that the Baseline
Dataset is adjusted to allow for appropriate price revisions and any new
products and/or services ordered in the period.

Performance Driven Payment

For the purpose of this Contract, the Performance Driven Payment shall
mean the agreed share of the Total Savings Achieved (calculated in
accordance with B4) to be retained by the Contractor.

The Parties to this Enabling Agreement agree that values in respect of the
Performance Driven Payment to be recovered by the Contractor shall be
invoiced on a basis agreed by both Parties.

On a quarterly basis, the Parties to this Enabling Agreement will review the
amounts invoiced in relation to the Performance Driven Payment and will

‘reconcile those amounts against the amounts that should have been

charged on a rolling 12 monthly basis with the intention of accounting for
any under / overpayment between the Parties (it is anticipated that
seasonality or other changes to volumes may result in this quarterly
reconciliation being required). -

Incentive Payment

In exceptional circumsténces where the Contractor has actively contributed
to, or instigated, savings outside the remit of the goods and services
provided, a non-guaranteed dlscretlonary performance payment may be

' payable.

The Incentive Payment, if payable, will be recovered by the Contractor
invoicing the Enabled Authority separately for the value, such value to be
mutually agreed between the Parties to this Enabling Agreement.

. Billing Approach and Payment Principles

The Contractor will invoice as per the procedure set out below:

(i) One invoice will be raised for each job, consolidated by PO number

where possible

(i) The Management Fee will be applied to the total Service Component

amount for each invoice

(iii) An invoice will be raised for the monthly Performance Driven Payment

in a mechanism agreed between the Contractor and the Enabled
Authority.
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B7.2 - The Contractor shall, at the end of each month, produce a report reconciling
values (the “Contract Reconciliation”) owed in respect of Performance
Driven Payment. Pursuant to B5.3 above, the amounts over or underpaid
between the Parties will be accounted for on a quarterly basis.

B7.3 The invoices submitted by the Contractor shall:

()  Bein respect of all relevant charges and amounts payable by the
Enabled Authority in respect of the relevant month; and

(i) Be sent to the Enabled Authority’s invoice processing centre in a
manner agreed by both Parties; and

(i) Be submitted by the fifth (5") business day following the end of the
month in which Goods and Services were delivered. .

B7.4 At each anniversary of “Go Live”, any amounts payable in respect of the
Performance Driven Payment shall be settled between the Parties to this
Enabling Agreement, on production of the final Contract Reconciliation for
that period.

B7.5 The payment terms are outlined in B2 of the Contract and payments will be
regularly monitored by the Contractor. The Enabled Authority will
endeavour to pay within 5 days of receipt of a due and valid invoice. In the
event that those endeavours or the Enabled Authority’s policies in this
regard change, and the Contractor is paying its subcontractors within 30
days, then the Parties to this Enabling Agreement will discuss and resolve
this through the governance process set out at Schedule D (Governance

" and Contract Management) with such resolution to be the Enabled Authority
paying within & days or the Cost Model Agreement being adjusted to cover
the Contractor from resulting cashflow costs.

B8 Auditability and Transparency
B8.1 One of the founding principles of the contract is that the Parties will work in
partnership. In the spirit of this partnership the Parties will work in an “open-book”
relationship. The Enabled Authority will agree with the Contractor the information
required to be reported within the monthly Management information.
B8.2 Records of every job benchmarked will be held within the Contractors e-
procurement system. The Contractor will generate a monthly report for the Enabled
Authority detailing every job benchmarked showing:

(a) Price paid for each Service

(b} Previous price paid for each Service

(c) Calculation of the savings percentage

(d) Caiculation of the total saving achieved by the Contractor

. (e) Calculation of the Performance Driven Payment due to the Contractor

(fy Calculation of the Performance Driven Paymeht recovered by the
Contractor



(g) Under or over-recovery of the Performance Driven Payment

B8.3 A report will also be provrded detailing reasons for any jobs not benchmarked
in the month.

B8.4 All savings calculations will be formally approved by the Enabled Authority on
a monthly basis within five (5) Business Days of recelpt of the monthly
management information pack.

B9

B8

B12

B12.1

Stock held prior to go-live

The Contractor shall not be responsible for purchasing or otherwise be liable
to any third party for any stock or consumables held, as at 11" November
2014 any third party (including any Outgomg Contractor) on behalf of the
Enabled Authority. :

Changes to format of Client Data

_Where:

(i) the Enabled Authority has requested that Client Data be provided to it
" by the Contractor in a specific format pursuant to Clause D1.3, but

later specifies a different format for such Client Data; or

(i) the Enabled Authority supplies Client Data to the Contractor in one
format and requests that such Client Data be returned to the Enabled
Authority in a different format, the Enabled Authority shall be liable for
all reasonable additional Contractor's costs re[atlng to the requested
change in format of Client Data.

The Enabled Authority’s Heshonsibilities in relation to identifying their
Employees who may transfer under TUPE upon the Transfer Date

The Enabled Authority is required under the Enabling Agreement to identify

and notify to the Contractor of all of its employees who may transfer by V|rtue of
TUPE upon the Transfer Date.

B13

B13.1

B13.2

Redundancy following a transfer under TUPE upon the Transfer Date

If an employee of the Enabled Authority transfers to the Contractor by virtue
of TUPE upon the Transfer Date, the Enabled Authority shall indemnify the-
Contractor against the cost of a redundancy payment (to include the cost of
the payment made to the employee in respect of any contractual notice
period) if the said transferred employee is made redundant

(i) within 6 months of the Transfer Date; and
(ii) following a lawful, fair and open redundancy procedure.

If the Contractor carries out a lawful, fair and open redundancy procedure and
nonetheless receives an Employment Tribunal Claim relating to the
redundancy procedure, the Enabled Authority shall further indemnify the
Contractor in respect of any legal costs reasonably incurred in relation to
defending that Claim (such legal costs to exclude the payment of any Tribunal
award or out of court settlement), up to a maximum of £10,000 per Claim.
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B13.3

B13.4

B14

B14.1

Such redundency payment and legal costs referred to at Clause B13.1 and
B13.2 respectively may be recovered by the Contractor through the Cost
Model or other method agreed with the Enabled Authority.

The Parties to this Enabling Agreement envisage that such employee referred
to in Clause B13.1 will be identified under Clause B12.1 above.

Redundancy following a Claim by an Employee that they transferred
under TUPE upon the Transfer Date

ff an employee of the Enabled Authority claims, within 6 months of the

. Transfer Date, that he or she transferred to the Contractor’s employment by

" virtue of TUPE upon the Transfer Date, the Enabled Authority shall indemnify

Bi14.2

B14.3

B14.4

B15

B15.1

the Contractor against the cost of a redundancy payment (to include the cost
of the payment made to the employee in respect of any contractual notice
period) if the said transferred employee is made redundant

(a) within 8 months of the date of their claim, and
(b) following a lawful, fair and open redundancy procedure

If the Contractor carries out a lawful, fair and open redundancy procedure
and nonetheless receives an Employment Tribunal Claim relating to the
redundancy procedure, the Enabled Authority shall further indemnify the
Contractor in respect of any legal costs reasonably incurred in relation to
defending that Claim (such legal costs to exclude the payment of any Tribunal
award or out of court settlement), up to a maximum of £10,000 per Claim.

Such redundancy payment and legal costs referred to above in Clauses B14.1
and B14.2 respectively may be recovered by the Contractor through the Cost
Model or other method agreed with the Enabled Authority.

The Parties to this Enabling Agreement envisage that such employee
referred to in Clause B14. 1 will not have been identified under Clause B12.1
above.

Contractor’s obligations in relation to Redundancy decisions

In relation to any redundancy referred to at Clauses B13.1 and B14.1 above,

- prior to any final decision to make any such employee redundant, the

B16

Contractor shall use best endeavours to explore alternatives to redundancy
and minimise, by way of all practicable and reasonable means, including but -
not limited to redeployment of the employee to other work, or their retraining,
the risk of redundancy and the number of employees that will be made
redundant. Failure to do so will result in the indemnity in Clauses B13 1,

B13.2, B14.1 and B14.2 above being rendered void.

The Enabllng Authority’s Responsibilities in relation to identifying the
Suppliers providing the Services immediately prior to the Contractor

B16.1 The Enabled Authority is required under the Enabling Agreement to identify

B17

and notify the Contractor of all of its incumbent Suppliers who are providing
the Services immediately prior to the Contractor.

Contractor’s Obligations to Identify and Manage the transfer of Supplier
employees under TUPE



B17.1

B18
B18.1

- B18.2

B18.3

Following identification by the Enabled Authority of its Suppliers pursuant to
Clause B16.1 above, the Contractor, with such Suppiiers will identify any
employees who may transfer under TUPE upon the Transfer Date, and
thereafter, shall work with such Suppliers to manage any transfer of
employees under TUPE upon the Transfer Date. '

Tfiggers for Review of Cost Model

If an employee of the Enabied Authority, who has not been identified pursuant
to Clause B12.1 above as an employee transferring by virtue of TUPE upon
the Transfer Date, transfers to the Contractor, the Contractor shall have the
right to request a review of the Cost Model.

If an employee of an incumbent Supplier who is providing the Services to the
Enabled Authority immediately prior to the Contractor transfers by virtue of
TUPE to the Contractor and that incumbent Supplier was not one identified by
the Enabled Authority pursuant to Clause B16.1 above as being such an
incumbent Supplier, the Contractor shall have the right to request a review of
the Cost Model.

In the event that the scope of the Services required by the Client substantiaily
alters from that set out in the Contract, both Parties to this Enabling
Agreement shall have the right to request a review of the Cost Model.

SECTION C Agreed Cost Model

CA

The foIIowihg agreed Price Model and Savings shall apply to this Enabling

Agreement :

2015 Collation
Services Price Model |
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STA Savings FINAL
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STA Savings Final 031214

>t

Key stage one Potential Saving | Detail of saving

Security £9,000.00 | Single manned provision during site opening hours, Monday to Friday 7am to 7pm

Data Handling £4,000.00
If STA can confirm the data specification for file imports and the Logistic provider output
specifications remain unchanged then we could reduce current data handling charges. Any
additional work wouid be charged on an hourly or daily rate, subject to requirements.
Bureau provision of 2 agents, February to July 27/11 WL & Granby confimed that the demand

Helpdesk £12,500.00 | will be met with the service proposed .

' ' subtotal £25,500.00

Key stage two Potential Saving | Detail
Security £33,000.00 | Reduction on the 24/7 manned 3 month provision as per points listed below;
' * Single manned provision within production area
* No gateman provision for warehouse 3 loading area _ '
* Single manned provision only within warehouse security office during out of hours, no
warehouse 2 or 3 patrolied cover.
Primary Collation £2,000.00 | Mental Arithemitc test answer sheets supplied tabbed in 30s
£2,000.00 | Modified test materials supplied pre-collated with test and top sheets
Data Handling £8,000.00 '
{f STA can confirm the data specification for file imports and the Logistic provider output
specifications remain unchanged then we could reduce current data handling charges. Any
additional work would be charged on an hourly or daily rate, subject to requirements.
Dedicated provision of up to 4 operators for 5 week period 27/12 WL & Granby confimed that
Helpdesk £12,500.00 | the demand will be met with the service proposed
’ subtotal £57,500.00




Key stage one Phonics | Potential Saving | Detail
Security £12,000.00 | Reduction on the 24/7 manned one month provision as per points listed below;
* Single manned provision within production area
* No gateman provision for warehouse 3 loading area
* Single manned provision only within warehouse security office during out of hours, no
: warehouse 2 or 3 patrolled cover. )
Data Handling £1,000.00
If STA can confirm the data specification for file imports and the Logistic provider output
specifications remain unchanged then we could reduce current data handling charges. Any
additional work would be charged on an hourly or daily rate, subject to requirements.
) Bureau provision of 2 agents for 5 week period 27/11 WL & Granby confimed that the demand
Helpdesk £2,000.00 | will be met with the service proposed
subtotal £15,000.00 '
reduction on margin ) £8,900.00
Total saving £106,900.00
[ - l . 1 1 | | L j L j \-‘-——J I_ : :__] —_— _? — J : - 3 ’ L




2015 Collation Service Price Model FINAL 031214

Key Milestone costs summary

The table below shows the total cost for resousces and unit priced items for each workpackage

Key milestane pRiTDeRa
i . Milestones Invoice Frequency propaortion of total
number
o cycle payment
KM1 Mehbilisation Monthly* £9,077
KM2 Key Stage 1 Monthiy* £310,418
KM3 Key Stage 2 Monthly* £559,356
K4 Phonics Monthhy* £89,271
KM5 Closedown Monthly* £3,150
Total £981,271
{Previous Cols to Client | £1,044,001]
[Saving ! £62,730}
Gainshare @ 40% £25,092
{Mgmt Fee @ B% £78,502
[New cost ta Client ] £1,084,865]
[Discount | (£25,002)]
New Cost to Client ] £1,059,773!
[Saving vs Baseline | (£16.772)}
Monthly* -
completed work

will be invoiced on
a monthly basis,
as agreed with
STA. The Tab for
each milestone
indicates the
amount to be
frvoiced each
month

—
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KM1 Mabilisation costs b
.
To supper clear calcuiation of 2015 collation costs, STA would lke the supplier to populate the fight biue areas of the tables below using the metrics data from the Workpackages In the Statemeant of Requirements and thair
expertise for output rates, shift lengths and rasource charges. STA will use these tablas in conjunction with the supplier estimate to confirm any cost changes throughout the year.
The following tables contain example items only and STA expecls the supplier to detail al costs associated with their colistion solution for of sech programme of work,
Table 1 - Resource o
This table should be poputated with dstails of all afiort driven resources for the delivery of the work, be this paople or machinery {e.g. an autcmated collation Ing).
FAesource type - Fixed mber of ComponelCost par pack Number per hour {Volume Reguired {Man hours Number of days  |[Number of hours |[Total Man hours iTotal Number of {Total Cost Running total
required complete per day e Staif
Accaunt Management {monthly} 1 9077.25 nia 1 nfa n/aj n/a| np'g] nfa) £9,077.25 £9,077.25
0 [t} a o} £9,077.25
0 o] 2 1] £9,077.25
0 0 0 0 £8.077.25
o] o) ) 0 £9,077.25
0 0 i) ¢} 29,077.25
Q 3} & 0 £9,077.25
0 o] & [¢] £9,077.25
0 o] & 0 £8,077.25
s} 0 4] o} £9,077.25
0 0 0 Q £4,077.25
0 0 ¢} Q £8,077.25
0 0 5] 0 £3,077.25
0 M) 0 4] £9,077.25
0 .0 4] Q £4.077.25
[¢] 0 0 Q £8,077.25
0 0 4] 0 £9,077.25
Table 2 - Consumables and peripheral ltems
This table should be populated with the cost estimata for consumable items, such as tape and carlons, and peripherals such as pallet storags costs.
ltem Cuantity Unit type nit cost Total cost
nia a
¢}
¢
Q
0
4]
o]
0
0
0 R
Q
0
o]
Fd
Table 3 - Profile . &
Tha following table can be used to cutfine the costs profile for the workplackage although Tables 1 and 2 form the basis of the cost proposal.

—= - Sap-14 Oct-14 Nov-14 Dec-14 Jan-15 Feb-15 Mar-15 Apr-15 May-15 Jun-15 Jul-15
{PROJECT MANAGEMENT Contractor £ M= - £0,077.25] & - ig - if i T - 1 - |z Sz E
PACKAGING . £ - 1% - I£ = - ig - iz - TE - iE e T TR .
SECURITY = e - |E - 1e - g P = B - 1% - |F -_Ie - e B -
PRIMARY COLLATION = - i - £ - £ - 2 - £ - £ - £ - e - £ - £ -
CONSIGNMENT COLLATION Ole - £ - £ - £ - £ - £ - £ - £ - £ - £ - £ -
DATA HANDLING e — || - |£ i g A - _if - 1E - 1 - - e - e - 1f -
PRINTING £ g £ . £ - i - £ - £ = £ ~ s - £ - £ = [ -
STORAGE OF STOCK E TR - It - g - 1% TR e = i - & - Is - 1F o
Monthly Total g - £ - £ 9077251 £ - £ - o - £ - £ - E - £ = £ -




KM2 Key stage 1 costs

To support clear calculation of 2015 collation costs, STA would like the supplier to populala tha light blue areas of the tables 1 and 2 below using the metrica data from the Worky in the of Requi and their
axportiss tor oulput rates, shih longths and rasource charges. STA will usa thasa tables in conjunclion with the suppliar estimate to confirm any cost changes thraughout the year.

The following tablas contain example items only and STA expects the supplier to detal all costs asseciated with thair collation salution for of each programme of work.

Table 1 - Rasource
This table should be populated with details of all efforl driven resourcas for the dellvery of Ihe work, ba this peopla of machinary (e.g. an automated colfation line).

Resource type - Variable T Murmber of Components |Cost per pack  INumber pe?ﬁcTuT‘IVniuma Aequired iMan hours Number of days _|Mumber of hours | Total Man hours | Tulal Numbar of | Tolal Gost {Running totaf !
I H quired p Iper day Staff i i
Primary Collation -5 0.189 78 [} i 15 7 105 [i] £0.01 £D‘D_U|
Primary Cellation 10 01155 126 132600 1052| 15 7 105, 10 5.315.3 £15215, I!Gl
Pririary Collation 15 Q. il 170885 2187 15 7 105 21 2,240.57, 7
Primary Collafion -20 0.2415 80 42800 7158 15 K 105 ¥ 0.360.35 2]
Frimary Colation BT © 2525 56 ) G i5 7 168 o Thpo| __Es7aie2s|
Primary Collation 25+ 0.4725 3t 27900 900 15| 7 105 g £13,18275 F?:-l.DBB.?Z !
Consignment Collation =10 1.63 2 1866 218, 10 7 79 3 £3,220, 74,319.27;
Conslgamaent Collation i-20 2.7 5 22647 4529 19 i 70 85 £61,826 38, 53!
Consignmant Callation 21-40 4.89. 3 938 312 10 7! 7o 4 £4,574 4 541
Consignment Gollaficn 4T3 5895 2 o [} 10| 7 70 i 0 40,720.54]
Sacurity (hourly) 600 36, 1 600/ 500 25 i 300 2 £10,080.00] _ E£150,800.54]
Helpdesk Proviston (buraady G50 1367 I 560 960 [ a 480 2 £13,024.18] _ £168,924.70]
Resource type - Fixed Number of Componenls [Cost per pack Number per haur [Volume Regulred :Man hours Number af days  [Mumber of howrs [Total Man hours  |Total Numbsr of | Total Cost 1
trequired complete ar daj Statt B
Primary Collation QA [372885 0.12705 ] A /) nia | i n/a, 4751479 £211,439.45]
Consignment Collatioh OA |25548 0.588 /g /3 nal e n/al nfa nfa] 15,022 22 £226.461.72]
Agcount Managament (mandhly) 11 9077.25 nial 2] n/g] nia n/g] e nia| 18,154.50) £244 616,22/
Cata Handling (hourly) il 84| na F3 nia n/al n/a nfa na £2100.00]  £246,716 28/
Tabls 2 - Consumables and peripheral lems
This table should be populated wiih the cost eslimate for consumable lems, such as tape and carlons, and peripherals such as pafiet sterage cosls.
iiten Guantity Tunit typa Unit cost Total cost
{Tape - inveload as packaging 1391 {per 3000 1.1855 16212105
iCar icad as packaging 25512 |per 1000 0.874 25267.488 0.672[ 17,144.06 ]~ 5.153.42 | )
{Ha cad as packaging 373985 per 1000 0,084 31414 74
Dulivary noles - Invelced as printing 28764 |par 1000 9.05775 1545.621
| Address labeis - Involced as printing 25512 par 1000 0.084 2143.008
Carton identificafion labels - inveiced as grinling 25512|per 100 9,105 57 _j
|Palist sicrage: 1030/perweek 18425 N
1 .
_— 7 P —— - -
NS i ]
Table 3 - Profile M
The tollowing table can be used to culiing the sosts profila for the workplackage although Tables 1 and 2 form the basls of tha cost proposal.
Sep: . Oet-14 Nov-14: Dec-14 Jan-15; Feb-15 Mar-15| May-15 Jun-15{Total
- I - 9,077.95 | £ 38 | B - 1K - S if 1835480
- B E - - £ 5533344 1 2 . £ - £ - - £5323.44
- - |E - STE 10,080.00 1 & SE - |E B - - 10,080.00 |
. CIE 5 - £118,613.76; & T IE o E N » 118,613.76
- - JE oL E ] | £84 663.80 -~ IF F - TE - 84,843.80
= e, L U3 e L 2,100.00 ¢ £ =, Dy - =i-h - 2,100,600
- o T2 - [E & 6,367.39 B3 - - IE - 6,367.39
[+ : SdE - .« iF - 13, -_IE - £ - K - if 13,124.15
s GEQ [ - s - IE - T 1,600.62 400.16 1 & =iy T E T E 1R 2,000.78
iMonihly Tolal_ 3 Bl 1 1 - 907725 € 203,172.461¢ 9616831 % - if -~ it B3 -
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KM3 Key stage 2 costs

To support clear calculation of 2015 collation costs, STA would lfike the supplier to populate tha light blue areas of the tablss bafow using the melrics daka from the Workpackagas in the Statement of Aeguiremants and their
expertiss for output rates, shift lengths and resource charges. STA will usa these tabies in conjunclion with the suppller estimate to confirm any cost changes throughoul the year,

The following tables contain example itams only and STA expscis the supplisr to detail all costs associated with their collation solution far of each programme of work.

Table 1 - Aesource

This labla should ba populated with detalls of all affarl drivan resourcas for the dellvary of Lhe work, be this pacple or machinery (e.g. an autemaled collation lina).

}Ftascuree type - Variable Nombar of Components stperpack  INUmbar per hour . {Number of day: Mumber of Tolal Man hours | Tolal Numbar of [Tolal Cost TRunping total
| fraquired tcomplata hours par day Staff |
1-5 0.188 78 45000 577] 20 7 40| 4 £8,505.00 £8,505.00
610 01155 126 148220 1178 20| 40| | £17,118.41 £25,626.41
11-15 0189 78 207000 2654 20 40, iE] £39,123.00| £64,747 41|
16-20 02415 60: 0 ¢} 20 40| [+ £0.00] 747 .41
21-25 0.252 5 71000 1268 20| 40/ ] £17,892.00]
25+ 0.4725 a 51150 1873 20 40 14 £28,893.38]
Consignmant Coftation 119 1.538] Q a 12 0 £0.00! | 79
Consignmant Coifation T1-20 273 0] 0 12 0 £0.00i £111,532.79
Consignment Collation 21-40 41055 23678 7893 12 a4 £97 21003 £208,742.81|
Consignment Collatian A1+ 5.9955 9697 4185 1 50 £58,837.01 £288,679.82
Sacurity (haurly) 2160 8.8 2160 2160 90 24 2160 1 36,286 GO £304,967 .83
Halpdosk Provision (burasu} 800 17.328 BO [<eld) 25 ] 200 4 £13,860.00 £318,837.83
Hesource type - Fixed MNumber of Componanls (Cost per pack Number per hour [Voluma Requirad iMan hours MNumber of days  [Numbar of Total Man hours  [Total Number of  [Totad Cost
regquirad complete Hours par day iStaff
Primary Cedlsiion QA 532870 0.12705 nfa e nfa nfa na|nfa nfa £67 637 61 £386,485 44
Consignment Collation Q& 33675 0.588 na nfal nfa nia a|nfa na £19.80050|  r406,286.34
Accounl Managemant (maonthly) 1 9077.25] fal 4 nfa n/al n/a|n/a nfa £36.309.00  ©442,575.34
Cata Handling (hourly) 1 84| nig| 50| n/al a ~nfa[nfa [nfe £4,20000| _ £446,775.34
Table 2 - Consumables and peripherl items
This lable should ba populaled with tha cost estimate for consumable items, such as tape and cartons, and peripherals such as pallet sterage cosls.
F = Quanlity jUnittyps os|____ ifotal cost
Tape - invoicad as packaging 1909iperib0o 1 14858]  2224.9395 y
Carton - nvoiced as packaging 35000]par 1000 0.874 30590 0672f __ 23,520.00 |- 7,070.00
d ifg 560125]par 1000 01155 65733 5375
prinfing 31012per 1600 0.05775 1790.943/
18 printing 35000|psr 1060 0.084 2940 & o
Carton identification labals - invoiced es printing 35000]per 1008 0.105 3675 '
Pailat storags: 2896 per wesk 16428 5625.48
o o q
a .
0
]
0
Tahle 3 - Profile
The fellowing table can bs used to sutline the casts profile for the workplackage although Tablea 1 and 2 form lhe basis of 1he cost propasal.
Oct-12 Nov-14/ Dec-14 Jan-15 Fab-15} Mar-15 Apr-15! May-15: Jun-15i
= - 07725 E 907725 & 9.077.25 8,077.25 | T
- o 9B54BBA 3 =
£ 1209800 [ £ 12,096,00 12,096.00 -
ST - GF : -
i3 I3 . £176,047 941 £
£ £ 400,00 ¢ e o]
£ £ - A BAC5 S £ - = rid 5,405.94
S-hnlr 4 £ 3 £ z £ 5544.00 | £ 8,316.00 - £ 13,860.00
TORAGE GF STQCK £ - _JE 14837 |E 261274 £ 1,406,371 € = £ 5625.48
tal £ 10762615 | £ 194,281.86 | £ £ 3089565 - |F 559,355.54 |

286,552.63




K4 Phonics costs

Ta support clear calculation of 2016 collation casts, STA weuld like the suppliar 16 populata Iha light blue areas of the tablas below using the metries data from the Workpackagaes in the Slalement of Requiraments and their expertise

1or ouiput rates, shilt tengths and resource charges. STA will use these tables in confunction with the supplier estimate to confirm any cost changes Lhroughout 1

Tha following tables cantain exampls lems only and STA erpects the supplier to delall ali costs assaciated with their coflation selulion for af each programme of werk.
Yable 1- Assaurce
This table should be papulated with datalls of all effort driven resources lor the delivary of the work, be thls people or machinery (e.g. an automated colfation lins).

Resowca type - Variable Numbaer of Compenents [Cost per pack Number par hour |anume Required {Man hours Number of deys  [Number of haurs [Tatal Man hours [Total Number of  [Tolal Cest Running lolal
raquired complate per day Staff y
Primary Collatign 15 0.3885 38 6710 879 5 7 35 28| £14 261.84] 14,261.84
Gonsignmant Collalion 1-10 1.2495) 12 16115 134 5 7 35| 38| £20,135.69| 34,397.@'
Sacunty (hourty} 720 16.5, 1 720 7z 24 24 6578 1 £12,096.00 '46,493.53
Hatpdask Provision 160 17 325, d 180 16 20| 8 160| 1 £ 772.00 44,265.53
Resourcs lypa - Fixad Numbar of Camponents |Cost per pack. Numbar per howr (Volume Requited |Wan hours Number of days  [Mumber of hours [Tolal Man hours  Total NMumber of  [Toltal Cast
? L required par day Statt
Primary Collation QA 36710 0. {2705 nia nia nia; n'a| ajn/a n'a £4,864.01 £53,929 53
Consignmant Collation QA 16115 0.588 nfa nd n/a; nfa| n/a|n/a nia £9,475.62 E83,405 15| -
Account Managemant {monthiy) 1 8077 .25 nfa _1_" n/a nfe| nfa n/a| nfa £9,077.25 £72,482.40
Data Handiing (hourly) 1 B4 n/a 25 nwa nia nial nia nfa) £2 100.00 £74,682.40
Table 2 - Consumables and periphsrmal Hems : .
This table should be populated wilh 1he cost estimate for consumable items, such as 1aps and nartons, and peripharals such as pallet slorage cosls.
Item Quantity Unit type Unit cost _|Tolal cosl .
Tapa - vafced as packaging = BA7|p6r 1500 = = 985
ICarten - invoiced as packagin 18258 | par 1000 14207.744 0.672 10,824.05 [- 3,283.71
Baé fype - involced as packaging 36747 |oer 1000 0.1155| 42442785
|Delivery noles - Invoicad a ing 32512 |per 1000 0.05775| 1877.568|
Addtass iabels - nvolos ing= . - 16256 \per 1000 0084;  1385.504 0
Carion identification label oicad as pn 8 18286 par 1000 0105 1706.88
|Paliet starage: 130 |o6r wask 1.9425] 252.525
[0
[
0 .
[
i D
Tablo 3 - Profils ’ ‘ R
Tha following table can be used to cutline the costs profile for the workplackage allhough Tables 1 and 2 ferm ihe basis of the cosl proposal. '
. Sep-14 Cct-14} Nov-14} Dec-14 Jan-15 Feb-i5! _  Mar-15 Apr-15 May-15 Jun5[Total
i safE - if - B Smles - e £ T = - 1F 9,077.25 | £ ,077.25
3 iR - iF e = i - it =i -_|E £ 1548582 [ ¥ - _|£ 1948582
¥ BT - IE BT SHE IR e o - E - Ie - TETTiEG8ET0) £ 12,006.00
= K = EE - B3 - tE i - Ik - £18,92584] £ - [E 1802584 ]
= K - £ = - £ E £ = % = £ - £25,611.91] £ - £ 20,611.31 }
3 = - - - 3 E - 2,100.00 | £ 5 i 2,100,00 |
2 g} E = e - = - 4,949°85 - lg 4584888,
- = - - - = = B - [ 277200
2 b = 2 2 = = - 202,02 ] 262.53
5 - B STiE - - 1E 1 STE T £ 7527495 £ 2300576 |§ __ 99,270.70 ]
§ I 1 i f ! o
N = [ (LI L_, [ L r L l L L J L l L ]. i A, ;
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KMS Closedown costs
To supporl clear calculation of 2015 collation cosls, STA would like the supplier to populate the tight blue areas of the tables balow using the metrics date from the Workpackages In tha Statement ef Requirements and
their axpertise for output rates, shift lengths and resource charges. STA will use these tables in conjunclion with the supplier estimate to confirm any cost changes throughout tha year.
The following tables contain example items only and STA expacts the supplier to detalt ali costs assocfaled with their collation sclution for of each programme of work.
Table 1 - Resource
This table should ba populatad with details of all effort driven resources for the delivery of the wark, be this pecpla or machinery {e.g. an automated collation line).
Resource type Work unit Total wark Total output per  {Shifts perday _ |Working days Shift output per | Resource Shift length Hourly output par [Total chargeable |Chargeable Total Gost Running total
shiit i 18sQurca required per shift resource nours Houdy Rate
Praparation cf surplus stack for recycling Workers 1 1 i 1 1 1 1 1 11 £ 3,150.00 | £ 3,150.00 | £ 3,150.00
[i] 1 0 V] £ 3 3,150.00
] ] [1] i} £ - iE 3,150.00
0 ¢ 0 [1] & = S 5,150.00
[ 0 O 0 & 5 £ 3,150.00
1 (v [i} 0 £ - | 3,150,060
¢ [V} 0 [1] £ = o £ 3,150.00
Y 4] 0 0 £ £ 3,150.00
[} "] 0 1] & e 3,150.00
[} 0 0 0 £ = £ 3,150.00
[ [i] 0 [i] £ =—=E 3,150.00
0 0 Q Y] = = = 3,150.00
0 Q 0 0 £ =l E 3,150.00
i} 0 Q 0 3 - |{E 3,150.00
1] 0 i) 0 £ L2 3,150.00
] 0 i 0 £ S 5 3,150.00
Q 0 0 0 £ - I8 3,150.00
'
Table 2 - Consumables and peripheral items ‘
This table should be populated with the cost estimate for consumabls ilems, such as tape and cartons, and peripharals such as pallet storage costs,
Itam Quantity Unit iype Unit gost Tolal cost
nfa 9
a
5 B
i .
[t}
¢
[}
]
[y
4}
[}}
[V
5 =
Table 3 - Profile
The following table can be used fo outline the cosls profile for the workplackage although Tables 1 and 2 form the basls of the cost proposal,
Sep-14 Oct-14 Nov-14. Dec-14 Jan-15 Feb-15 Mar-15 Apr-15 May-15 Jun-15 Jul-15 Aug-15iTatal
PROJECT MANAGEMENT Contractor 3 = i3 B 22 =i = F - I “m L - £ - i - = =5 ok = £ g E -
PACKAGING E - IE 3 £ i) £ - _|E Ell £ - I8 - IE - i - |E ~ |E g [ - £ -
ISECURITY. £ - | B - £ - B3 ] ] £ = B = [[£ - it - £ -IE : £ - £ o
PRIMARY COLLATION £ - £ - £ - 2 - e - E - |£ - £ - £ - £ - 1B 3,150.00 | £ S £ 3,150.00
|CONSIGNMENTCOLLATION ! £ EE g 12 - iE - IB - 1 E - |E - £ - if - £ - £ - {E - |Ed =
DATA HANDLING & - £ - _|E e - IE - Gf - 1g - £ - GF - |t - IR - |E - [£ -
PRINTING 5 - IF = g - iE g - iR - £ Ol IE - i - i - 2 = |8 = £ -
STORAGE OF STOCK i - £ - | - E - 3 Ell|E - i - |E - IE - it - I = i3 - £ -
|Monthly Total £ - e - _|E - if - £ - IE - i - |e = - B - £ 3,150.00 | £ - J8 3,150.00




E. ‘gll‘

1 - 5,000 Packs

5,001 - 10,C00
Packs

10,001 - 15,000
Packs

15,001-20,000
Packs

20,001 - 50,000
Packs

50,001 - 80,000
Packs

Numiber of Components

Price per Pack

Price per Pack

Price per Pack

Price per Pack

Price per Pack

Price per Pack

20/02/2015 at 12:32

1-5 £0.180 £0.180 £0.180 £0.180 £0.180 £0.180
6-10 £0.120 £0.113 £0.110 £0.110 £0.110 £0.110
11-15 £0.192 £0.183 £0.180 £0.180 £0.180 £0.180
16 -20 §0.233 £0.230 £0.230 £0.230 £0.230 £0.230
21- 25 £0.250 £0.250 £0.240 £0.240 £0.240 £0.240
25+ £0.450 £0.420 £0.380 £0.380 £0.380 £0.380
. . 1-5,000 5,001 - 10,000 10,001 - 15,000 15,001-20,000 20,001 - 50,000
Consignment Collation Consignments Consignments Consignments Consignments Consignments
. Price pef Price per Price per Price per Price per N
N
umber of Packs per Consignment Consignment Consignment Consignment Consignment Consignment
1-10 £1.56 £1.44 £1.32 £1.32 £1.32
i1-20 £3.10 £2.85 £2.60 £2.80 £2.60
21-40 £4.66 £4.28 £3.91 £3.91 £3.9
40+ £6.21 £6.71 £5.21 £5.21 £5.21
QCDA Confidential 7of7
I I Jioo J = L4 - Y b ]
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ANNEX 3 — Specific Responsmlhtles of the Parties to this
Enabling Agreement

A. Enabling Authority

The principle roles and responS|b|I|t|es of Enabled Authority in this contract
- will be:

¢ Assurance of delivery to the milestones and quality standards set out in
this document; and :

* Contract management of the Collation Services prime contractor and
other suppliers.

e Provision all the |n'puts described in Tables 119 5 below to the Contractor
by the dates set out in those tables

Key Personnel

Lucinda Ward Head of Operational Delivery (Materials & Support
Services) '

Lucinda has overall management and responsibility for the Print and
Logistics Functions and is the Senior Responsible Officer reporting into the
Test Operations Deputy Director. Lucinda would be the final point of
escalation before invoking the formal Dispute Resolution process of the
PVP Framework.

lan Skidmore Senior Materials & Systems Manager

‘lan is the senior point of contact for the contract, engaging with William
L.ea and Granby contract sponsor and other senior project stakeholders.
He would be present at the bi-annual and annual client reviews and would
be the second point of escalation for issue resolution.

Jonathan Bryan Print & Logistics Manager

Jon has day-to-day responsibility for the contract and ensuring the
services are delivered to quality and time through the information supplied -
to the Print and Logistics Advisors. Jon will be first point of escalation for
issue resolution. He will deputise for the Senior Materials and System
Manager on any print and logistics topics in their absence.

Pamela Fancourt Print and Logistics Adviser / Paul Strumidlo Print &
- Logistics Adviser :

Paul and Pam have day-to-day responsibility for the management and
liaison with suppliers for the manufacture, collation and distribution of test
materials.

Pam will manage Key Stage 1 and the Phonics Screening Check, Paul will
manage Key Stage 2 Leveis 3-6 test materials.

"They will monitor progress with the Suppliers and will work coltaboratwely
with the suppliers to manage issue resolution relating to the services. They
will deputise for the Print and Logistics Manager in their absence.



Table 1: Job#KM1 Inputs for Mobilisation

ltem Description Format | Date
: . available
2014 Order Order data is supplied in 1 data | .csv 01/09/2014
data transfer that covers Key Stage 1 | '
Key Stage 2 and Phonics delivery.
This data file contains the test
orders for a full school cohort
example based on the 2014 live
1 ' school order data
Pack collation A school order is set out in packs - Xls | 01/09/2014 |
order " | made up of various printed |
components, this file outlines the
: collation order for each pack
Key Stage 1 | This file confirms the print Xls 01/09/2014
print specification for every printed |
specification | product that will be received from |
f ' the printer for key stage 1 collation |
2014 Key stage | This file outlines the specification for | .xIs 01/09/2014 |

2 levels 3-6 every manufactured product from
print '| the 2014 Key stage 2 tests and |
specification gives an indication of the potential
. ) specification for the 2015 tests
| 2014 Phonics This file outlines the specification for | .xls 01/09/2014
check print every manufactured product from ' ’
specification the 2014 Phonics check and gives |
an indication of the potential - '
| specification for the 2015 check |
materials. \
| Logistics This document instructs on how doc | 01/09/2014
| Provider systems should interface with the
interface STA’s Logistics Provider system
specification and the requirements for
and loading .| consignment labelling.
plan for .
dispatch | | :
Service In addition to supporting all . .doc 01/09/2014
Children’s participating primary schools in
Education England, Enabled Authority also *
delivery provides to Schools oversea on ‘
requirements | military bases, these deliveries are - _.
doc | serviced by 1 bulk delivery to the }
| British Forces Postal Office (BFPQ)
based at RAF Northolt. . This
document lays out the requirements ,
for this delivery i |
Programme Baseline information for delivery. .doc 01/09/2014
briefs - requirements on any given job.
Specific elements may change in
planning as supply chain B




stage 2 levels | ' dataset containing a record for each
3-6 school detailing their contact details
consignment | and requirement for each pack type.
| collation data | The dataset will be drawn from all

| ‘ available information known about
| .

' school’s requirements at the end of

ftem Description _ Format | Date
) available
, arrangements are agreed for the
i new cycle. ;
Table 2: Job#KM2 Inputs for Key stage 1
[ Item | Description ‘ Format | Date |
| l available
2015 Key The data that drives primary Xls 05/12/2014 \
stage 1 Pack collation. 1t outlines all of the pack - ! ‘ 1
definitions and | types required, their content and the | j
quantities ' quantlty of each to collate including ‘ ‘_
the contingency quantities identified 1.
by the Enabled Authority. | '
2015 Key ‘_The data that drives consignment | .csv 05/12/2014 |
" | stage 1 collation for schools that ordered |
standard tests | standard tests. It is downloadable :
' school orders | from the NCATools website. It |
i contains a record for each school g
detailing their contact details and
requirement for each pack type. : :
| 2015 Key The data drives consignment .Csv 05/12/2014
stage 1 - collation for schools that ordered )
modified test modified tests. 1t is downloadable
orders school | from the NCATools website. It
orders contains a record for each school
detailing their contact details and-
requirement for each pack type.
Table 3: Job#KM3 Inputs for Key stage 2
ltem ' Description : ‘ | Format | Date
| | available |
| 2015 Key ' The data outlines the pack types xls  110/12/2014
| stage 2 levels ‘ required, their content and the quantity |
' 3-5primary | of each to collate, including the | |
collation data | contingency quantities identified by | .
the Enabled Authority. ‘. |
2015 External | The External Marking Services - xls | 19/12/2014
| Marking | provider requires quantities of the \ |
Services i levels 3-5 and level 6 materials to train '
Provider the markers. The document sets out !
order the quantities, delivery dates and |
| delivery addresses. o |
2015 Key ' The Enabled Authority will provide a | .csv | 1 23/03/2015
a




"| check
| consignment

' dataset containing a record for each

| school detailing their contact details

‘ collation data | and requirement for each pack type.

' The dataset will list the schools
allocated to each of the two delivery

Item Description Format Date
available
the Pupil Registration window on '
20/03/2014. ]
2015 Key | A dataset containing the detalls of new | .csv 29/04/2015
i stage 2 levels | or amended school requirements.
3-6 L evel 6 updates will be exceptional !
consignment | given the 20/03/2014 deadline for
collation data | registering pupils.
— Update 1 :
2015 Key A dataset containing the details of new | .csv 30/04/2015
| stage 2 levels | or amended school requirements. -
3-6 Level 6 updates will be exceptional
consignment | given the 20/03/2014 deadline for
‘| collation data | registering pupils.
— Update 2 ‘ : ;
2015 Key A dataset containing the details of new | .csv | 05/05/2015
stage 2 levels | or amended school requirements. 1
| 3-6 | Level 6 updates will be exceptional |
consignment | given the 20/03/2014 deadline for . | 1
collation data | registering pupils. ! |
' —Update 3 | |
2015 Key A dataset containing the details of new | csv | 07/05/2015
stage 2 levels | or amended school requirements. | -
3-6 Level 6 updates will be exceptional
consignment | given the 20/03/2014 deadline for
collation data | registering pupils. :
— Update 4 | ‘
2015 Key The data drives consignment collation | .csv 05/12/2014
stage 2 levels | for schools that ordered modified '
3-6 modified | tests. It is downloadable from the
test orders NCATools website. It contains a
| school orders | record for each school detailing their
; : contact details and requ;rement for
1 | each pack type.
Table 4: Job#KM4 Inputs for Phonics Check
Item ' Description Format | Date E
' | available
2015 Phonics | The data outlines the pack types Xls 29/04/2015
| check primary | required, their content and the
| collation data | quantity of each to collate, including
the contingency quantities identified
by the Enabled Authority.
2015 Phonics | The Enabled Authority will provide a | .csv

29/04/2015

e . T )

[ A e

T

1 |
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| weeks.

Table 5: Job#KM5 Inputs for Closedown

There are no inputs for Closedown

B. Contractor

The prinsipal roles and responsibilities of the Contractor are:

» Fulfilment of the entire Collation process as briefed to ensure timely,
efficient, effective, economic and accurate packaging of Test materials for
collection and preparation for collection by Enabled Authority’s Loglstlcs

Provider

» Project management of the Collation process within the mﬂestones and

service levels determined by Enabled Authority including active risk

mitigation and management;
¢ Provision of management information to permit Enabled Authonty to

assure the delivery of the collation service;

e Contract management of any subcontractors used to deliver the collation

services;

* Responsive and high quality customer service to Enabled Authority;
s ~ Co-operation with the wider Enabled Authority supply chain to ensure that

it contributes to the effective and successful delivery of the overall

programme objectives; and

» Co-operation with audit and review bodies to ensure high standards can
be assured and maintained.

« Delivery of ali the outputs described in Tables 6 and 7 below

Key Completion Dates

The following key completion dates are crrtlcal to the success of the tests, and

time is of the essence.

Table 6

Job# Key Milestones Completion Date |
| KM1 | Mobilisation complete 19/12/2014
| KM2 | Key Stage 1 complete | 13/02/2015 |
| KM3 | Key Stage 2 complete 22/05/2015 |
| K4 Phonics complete 26/06/2015 |
' KM5 Closedown complete 31/07/2015

Planning Metrics
For planning purposes, the Contractor shall use the following metrlcs.

are actual metrics from the 2014 test cycle

These

‘2o



- KM1: There are no metrics that apply to this job.

KM2

Unit

Schools that ordered Key stage 1 tests

Pupils

Product lines manufactured by the Production Suppller
Total manufactured components

Total pallets of components dellvered from production supplier
Number of pack types

Total packs for primary collation
. Total cartons packs for consignment collation

Pallets presented to the Logistics Supplier .

Pallets stored following despatch

KMm3

- Unit

Schools participating in the levels 3-5 tests
Pupils registered for the levels 3-5 tests
Levels 3-5 product lines to manufacture
Schools participating in the level 6 tests

Pupils registered for the level 6 tests

Level 6 product lines to manufacture

Total manufactured components

Total pallets of components delivered from productlon supplier
Number of level 3-5 pack types

Number of level 6 pack types

Total levels 3-5 packs for primary collation
Total level 6 packs for primary collation

Total cartons to pack for consignment collation
Pallets presented to the Logistics Supplier
Pallets stored following despatch

KM4

Unit

Participating schools

Pupils

Product lines to manufacture

Total manufactured components

Total pallets of components delivered from production supplier
Number of pack types

Total packs to primary collate

Total cartons to pack for consignment collation

- Pallets presented to the Logistics Supplier (incl. part pallets)
- Pallets stored following despatch

KM5: There are no metrics that apply to this job.

Table 7: Outputs

Value
13,382
560,000
96 :

4 561,916
206

35

- 373,985

25,512
328

Value
15,506
617,000
84
13,500
275,000
71
7,207,605
362

38

35
392,835
176,290
35,000
450

Value

16,238

672,000

7

183,582
26

2
36,747
16,256
155
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Completion and passing of the Security and

Section F

: 19/12/2014
assurance audit
Enabled Authority agreement of the end to end | Section A7 19/12/2014
project plan for the 2015 cycle :
Enabled Authority agreement of the prolect Section A1, G | SG to
account team ‘ confirm
Enabled Authority signoff of all packaglng Section B 10/12/2014
materials : :
Enabled Authority agreement of all project Section A4, G | 10/12/2014
Governance arrangements L
Successful completion of Logistics Provider Section G1 16/01/2015
interface test L L ‘
Establishment of delivery arrangements with Section C, G | 10/12/2014
the Production Supplier ]
Enabled Authority signoff of a Project mmatlon Section A2 19/12/2014
document (PID}) -
Enabled Authority Signoff of all KS1 product Section A1 Date to be
descriptions(PDs) confirmed
Enabled Authority signoff of a baseline Rlsk Section A1 19/12/2014
register
Enabled Authority signoff of alil Ml templates Section H 19/12/2014
Enabled Authority signoff of helpdesk data Section | Date to be
transfer plan ' confirmed
Enabled Authority agreement of 2015 cycle Price Model 19/12/2014
cost s
Final Completion of Job#KM1 19/12/2014
Receipt and safe storage of all Key stage 1 Section C 16/01/2015
materials
The meeting of all Enabled Authority quality Section D 13/02/2015
Criteria for primary collation : '
The meeting of all Enabled Authority quality Section E 13/02/2015
Criteria for Secondary collation
Successful dispatch of all KS1 school orders Section G1, 13/02/2015"
. G3
Confirmation of final Key stage 1 costs Price Model 10/12/2014
Final Completion of Job#KM2 13/02/2015

! As Key Stage 1 deliveries can be ongoing until June each cycle this quality criterion cannot be fully
confirmed until close down. KM 1 will be approved based on the information at that time. Any
subsequent amendments to this will be considered and applied as part of Close Down. d




Receipt and safe storage of al Key stage 2 Section C Levels 3-5.

materials - 16/093/2015
Level 6
14/04/2015

The meeting of all Enabled Authority quality Section D '

Criteria for primary collation

The meeting of all Enabled Authority quality Section E

|| Criteria for Secondary collation :

Successful dispatch of all Key stage 2 school Section G1, | 09/05/2015

orders G3

Confirmation of final Key stage 2 costs Price Model | 14/04/2015

Final Completion of Job#KM3

[22/05/2015

Receipt and safe storage of al Phonics Check | Section C 22/05/2015
materials - '
The meeting of all Enabled Authorlty quality Section D 26/06/2015
Criteria for primary collation

The meeting of all Enabled Authority quality Section E 26/06/2015
Criteria for Secondary collation

Successful dispatch of aII Phonlcs Check Section G1, 12/06/2015
schoo! orders G3

Confirmation of final Phonics Check costs Price Model | 19/06/2015

ﬁFlnaI Completlon of Job#KM4

__| 26/06/2015

-Implementatlon of the Exit Plan. comblé{ed
including:

¢ Surplus Enabled Authority stock
prepared for recycling and passed to the
Enabled Authority’s recycling provider or
otherwise recycled

+ Modified stock transferred to the
.Enabled Authority’s modified test
agency

o Lessons learned captured and revnewed
with Enabled Authority

Constraints

¢ The dates for the Key stage 2 test week and Phonics check week were
- determined through consultation with schools and cannot be aitered

e All quality parameters defined and agreed with the Enabled Authority -
for the collation service must be met (the expected service levels are

|
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set out on page 20);

e The Collation Supplier must work with the Enabled Authority’s
established supply chain for production and logistics services

e The supplier must be able to provide flexibility to encompaes changes
' in assessments resulting from Ministerial policy; and

e The supplier must provide value for money, transparent pricing and
effectlve change control.

Key Personnel

Matt Carter” - Senior Account Executive

Matt has day-to-day responsibility for the man management of our service
delivery and liaison with suppliers. They are responsible for ensuring that the
client facing team are adequately trained and have the right level of
knowledge and expertise to effectively meet standards set within the contract.
They are the first point of escalation for issue resolution relating to the
services. They will deputise for the Client Services Manager in their absence

Andy Howarth — Client Services Manager

Andy has day-to-day responsibility for the contract. They will engage with
STA’s contract manager on an as needed basis, updating them on progress,
understanding client objectives and workloads and addressing any issues or
concerns that might arise. They are the second point of escalation for issue
resolution. They will deputise for the Client Services Director in their absence

Andrew Gregson ~ Granby Account Director

Andrew is an experienced Account Director and will be dedicated full time to
the delivery of the service requirements. Andrew has exceptional skills in
delivering projects of this nature and has been responsible for the delivery of
all NCT’s from 2002 to present date. Andrew has been employed at Granby
since 2000 and is an accredited PRINCEZ2 practitioner.

Becca Gibson) Senior Client Services Manager
Becca is the senior point of contact for the contract, engaging with STA contract

sponsor and other senior project champions. They would be present at the bi-annual
and annual client reviews and are the third point of escalation for issue resolution

Governance .

The governance arrangements for this Enabling Agreement are set out in the
following tables. :

2



Table 8: Key Stage 1 Governance plan

Meeting

Outputs by

WL

Joint Weekiy Progress reports Weekly: Friday 5th Pamela Fancourt RAID Log Teleconference
project review Project amendments December 2014 — lan Skidmore Update report
Risks and issues 13 February 2015 Jon Bryant showing
Lessons learnt (inclusive) Matt Carter* progress
Andrew Gregson against key
Andy Howarth milestones
Becca Gibson Actions /
: {adhoc) Minutes
K81 distribution | Distribution progress update Daily: 2nd — 6th Pamela Fancourt” Update report Teleconference
daily ops. call Review of incidents log and February 2015 Geoff Locke, showing
actions inclusive Andrew Gregson, progress
(Times TBC) Matt Carter (by against key
invitation) milestones
ParceiForce RAID Log
Worldwide Actions
/Minutes
Granby Mid Review of performance against | 26th February 2015 | Matt Carter* Update report Earlsdon Park -
project KPI SLAs following bulk collation Andrew Gregson on performance | Coventry

review meeting -

and distribution

Pameia Fancourt

against KPls
Actions/Minutes

STA KPI Review of KPIs to reflect any 2nd July 2015 Pameia Fancourt Update report Earlsdon Park-
finalization - changes following order Matt Carter* on performance | Coventry
amendments / additions collated Andrew Gregson against KPIs
and dispatched after 10 Andy Howarth Actions/Minutes
February 2015
L L 1 L 7 L I e S [ R 1 ]



Table 9: Key Stage 2 Governance plan

Outputs by WL

Meeting Agenda When Who Where
Joint Weekly Progress reports Woeekly: Thursdays 5th | Paul Strumidlo RAID Log Teleconference
project review Proiect amendments Feb Matt Carter* Update report
) Risks and issues to 11th June Andy Howarth showing
Lessons fearnt Andrew Gregson progress
Becca i against key
Gibson(adhoc) milestones
Actions /
Minutes
KS2 distribution Distribution progress update 27" April to 15th May Paul Strumidio*, Update report Teleconference
daily ops. calil Review of incidents log and : Jon Bryan, showing
actions Geoff Locke, progress
Andrew Gregson against key
Matt Carter(by milestones
invitation) RAID Log
ParceiForce Actions /Minutes
Worldwide
Granby KPI Review of KPIs 17" June 2015 Matt Carter” Update report | Granby
finalization Andrew Gregson on performance
against KPIs
Actions/Minutes
STA KPI Review of KPIs 2nd July 2015 Pamela Fancourt Update report Earlsdon Park,
finalization : Matt Carter* on performance | Coventry

Andy Howarth
Becca Gibson
Andrew Gregson

against KPIs
Actions/Minutes




Table 10: Phonics Governance plan

Outputs by WL

Meeting Agenda When Who Where
Joint Weekly Progress reports Weekly: Mondays 11th | Paul Strumidio RAID Log Teleconference
project review Project amendments May Matt Carter* Update report
Risks and issues to 1% June Andy Howarth showing
l.essons learnt Andrew Gregson progress
Becca against key
Gibson{adhoc) milestones
Actions /
. Minutes
Phonics Distribution progress update 29" May to 12th June Paul Strumidio®, Update report Teleconference
distribution daily | Review of incidents log and Geoff Locke, showing
ops. call actions Andrew Gregson progress
Matt Carter(by against key
invitation) milestones
ParcelForce RAID Log
Worldwide Actions /Minutes
Granby KP! Review of KPIs 8" June 2015 Matt Carter” Update report Granby
finalization Andrew Gregson on performance
against KPis
Actions/Minutes
STA KPI Review of KPls 9" June 2015 Pamela Fancourt Update report Earisdon Park,
finalization Matt Carter* on petformance | Coventry
Andy Howarth -against KPls

Andrew Gregson

Actions/Minutes

] 1
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Table 11: Communications

Governance type

Action

By 5pm Daily

Who

Risk Log Complete RAID template supplied Daily when required Williams Lea / Granby
2015 Goods Receipt Ml Complete PIMS template Daily when required Granby

' 2015 Collation and Dispaich | Complete PIMS template Daily when required i Granby

 Progress Ml - AW = |

2015 _Collation QA MI Complete Granby template Daily when required, Granby

Lessons Learned information | Complete RAID template supplied Daily when required Williams Lea / Granby
2015 Helpdesk M TBC, subject to outcome of Helpdesk Daily when required Granby

) provision : B ‘

In addition to the above Williams Lea will also be on site at Grahby for the following dates:

1% day of distribution

Ad hoc during goods receipt from Communisis
Day one of primary pack collation
1% day of consignment collation

Ad hoc checks during the collation activity
* Denotes the chair who is responsible for ensuring the meeting invites are in the diary, the agenda and relevant documents are

circulated in advance of the meeting and that the outputs from the meeting are circuiated within 24 hours of the meeting
» All meetings detailed above are contractual and will ensure the successful delivery of the project and, as such, will be annexed in the

Enablig Agreement



ANNEX 4 - Management Information

Accurate, timely and comprehensive Management Information (MI) will be required
by the Enabled Authority to effectively manage the Contract as set out below. Any
further MI will be defined and mutually agreed during KM1 Mobilisation.

Manage'ment information will be provided as laid out in our communication
and governance plan, but specifically the following Mi will be provided:

= Material receipt from the Production Suppliers, including damaged material
and under or over deliveries; )

» Collation Volumetric Plan and actual progress of Primary Collation or
Consignment Collation as against the relevant Collation Volumetric Plan,
including any collation errors found and corrected

= Forecast of consignments to be dispatched using the Logistics Service
Provider against actual dispatch of Consignments using Logistics Service
Provider; :

= Product stock levels;

g




ANNEX 5 — Service Levels and KPls

This Annex 5 outlines the Service Levels for Services together with how they are
measured. .

Critical Acceptance Criteria

The Enabled Autharity requires that the Contractor collates all school orders -
as ordered along with all supporting collation activity as required by Enabled
Authority for the 2015 testing cycle and will meet the following critical success
criteria. :

Acceptance Method

Acceptance Criteria
i.

the total quantity of each pack
ordered by the Enabled Authority is
collated by the Key Milestone
Completion Date for each Job as set
out in Table 6 in Annex 4 to this
Enabling Agreement;

a) Confirmation by the supplier
that all quantities have been
collated by the correct date
and, at the Enabled
Authority’s discretion, a site
visit to undertake a visual
inspection; and

b) There are no subsequent
failures identified against i,
iii and iv below outside the
stated tolerances.

i. 99.95% of all school orders

consignments are collated
accurately to the order and
dispatched to the agreed profile for -
each job.

No more than 0.5% of schools has
to request test materials due to a
shortfall in delivery due to an error
in collation

iii.

100% of school orders are fulfilled
prior to the date that tests of any
one job are sat in schools;

No school reports that it has
insufficient test materials for its
pupils on or after the date of the
test due to an error in collation

iv. all consignments and supporiing

data are prepared in accordance
with the Enabled Authority logistics
provider’s requirements and are
ready for collection on the days set
out in the Enabled Authority
dispatch plan with 100% accuracy

Confirmation by Parcelforce that all
consignments tally exactly with the
Contractor's pre-delivery advice
data when consignment barcodes
are scanned at any Parcelforce
depot.

there is no compromise of Enabled
Authority test content in anyway.
The provider must ensure that all
material and data is accounted for at
all times and that no release of
information is disclosed to any

Scrutiny of Contractor data and
records and, at the Enabling
Authorities discretion, a visit to the
Contractor’'s premises to undertake
visual inspection.




unauthorised persons before
completion of ali jobs. -

Key Performance Indicators (KPIs) and Service Levels (SLs) -

Please refer to the following spreadsheet for:

a description of the guality requirements for the services (“Service Levels”); -

b.  the pre-agreed losses (“Service Credits”) that STA would incur if these
Service Levels are not met ("Service Failure”) that will be applicable to all

Orders under this Enabling Agreement.

The evidence required for each Service Level (“Measure”)

d. The method of calculating whether or not a Service Level has been met

(“Compliance Calculation”}; and

e. The weighted value of Service Credits applied to any Service Level

NB: 1 Service Credit point is equal to a Service Credit multiplier of 0.003 or 0.3% of
the total Order Value. _
e.g. If the total value of an Order is £350,000 and a Service Level with Service Credit

point value of 7 is failed, the calculation of the Service Credit payable wili be:

(7 x 0.003) x £350,000 = £7,350 (equivalent to 2.1%)

KPl | Service Service Level Measure Compliance Calculation Service Credit
points
2 Packaging and No collation activity Collation The commencement of 1 Service
Peripherals - should be delayed Progress either Primary or Credit Point
Sourcing due to lack of Reports. Secondary Collation is will be
/| The agreed packaging or " | delayed against the attributable
quantity and type | peripheral materials. agreed Order Project to each
of packaging and Plan = Service Failure. Service
peripherals for an ‘ Failure.
Order are
available at the ‘ |
Contractor's site (NB: if there
for the agreed | are f:lefays
start date for , . agam;t both
coliation activity. the Primary
and
Secondary
Collation
start dates,
then 1
Service
Credit Point
shall be
payable for
gach—i.e. a

S\ [
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note to ensure the
Production Supplier

deliveries received.

KP! | Service - Service Level Measure Compliance Calculation Service Credit
points
total of 2
Service
Credit
Points will
be
payable).

3 Goods HECEipt Throughout the life of Goods Percentage performance 1 Service
Deliveries from an Order, 100% of Receipt Ml | against Service Level = Credit Point
Production deliveries from (A/B) x 100 " | wilibe
Providers are co- | Production Providers attributable -
ordinated so that | are received and Where: to each
all vehicles unloaded successfully A = Number of deliveries | ggrvice
booked on any on the day they are unloaded on the day; and | Fgijyre.
given day are scheduled. B = Total Number of
unioaded on that vehicles booked for
day. delivery on the day, less

: any cancelled deliveries.
Less than 100% = .
Service Failure.

4 Goods Receipt | Throughout the life of | Goods Percentage Performance | 1 Service
The quantity of a Order, 100% of Receipt Ml against Service Level = Credit Point
pallets and boxes | deliveries from the (A/B) x 100 will be
received from Production Providers attributable
each Production | are checked to verify Where: to each
Provider is to be | the quantities A = Number of deliveries | Service
verified against delivered against the checked within 2 hrs; and | Failure.
the delivery note | supplied delivery note B = Total Number of
received from within 2 Working deliveries received.
that Provider hours of y :
within 2 working commencement of
hours of the unloading. Less than 100% =
commencement . Service Failure.
of unloading of
Products by the
Production
Provider at the
Provider site. :

5 Goods Receipt | Throughout the life of | Goods Percentage performance | 1 Service
The Contractor an Order, 98% of all | Receipt Ml - | against Service Level = Credit Point
shall not accept deliveries from each and (A/B)x 100 will be
any materials Production Contractor | Verification attributable
from the shall have, within 24 | Report Where: to each
Production hours of receipt, 10% A = Number of deliveries | Service
Suppliers that of the cartons with 10% of cartons Failure.
were not received opened and opened and verified
requested by the | the content verified . within 24 hrs; and
Authority. against the delivery B = Total Number of

S|
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B = Total Number of sub-
packs required by the
date.

Greater than 0.1% =
Service Failure.

KPI | Service Service Level Measure Compliance Calculation Service Credit
poinis
has dispatched the Less than 98% = Service
correct material. Failure.
6 Primary Throughout the life of | Primary Percentage performance | 12 Service
© | Collation an Order, no more Collation Ml | against Service Level = Credit
99.95% of all than 0.1% of and ' Points will
. e (A/B)x100 .
sub-packs shall consignees within Reports be
be collated as per | each Order report from Where: attributable
the quantity and issues with the Consignees | A = Number of to each
type of contents quantity or type of consignees reporting Service
listed on the components within issues with a sub-pack; Failure.
content sheet. the sub-packs within and
their consignment. B = Total Number of
’ consignees.
Greater than 0.1% =
Service Failure.

s Primary Throughout the life of | Primary One issue or more is 7 Service
Collation an Order, the Collation Ml | reported by the Authority | Credit
100% of sub- Authority marking and marking team = Service Points will
packs collated for | team do not report Reports Failure. be
the Authority any issues with the from ‘ attributable
marking team quantity or type of Consignees to each
shall be collated | components within Service
as per the the sub-packs within Failure.
content listed on | their consignment '
the content sheet.

8 Primary Throughout the life of | Primary Percentage Performance | 7 Service
Collation an Order, no more Collation Ml | ggainst Service Level = Credit
99.95% of sub- than 0.1% of the total Points will

(A/B)x 100
packs are number of sub-packs be
collated by the for an Order are Where: : attributable
agreed date in incomplete by the A = Number of sub-packs | to each
the Order Project | agreed finishing date incomplete by the agreed | Service
for Primary Collation. date; and Failure.

~—
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KPI | Service Service Level Measure Compliance Calculation Service Credit

points

9 Consignment Throughout the life of | Consignme | Percentage Performance | 12 Service -
Collation an Order, no more nt Collation | against Service Level = Credit
99.95% of than 0.1% of Ml and (A/B)x100 Points will
consignments to consignees within Reports Where: be
be collated as per | €ach Order report from : attributable
the consignee's issues with the Consignees | A =Numberof - | toeach
requirement as quantity or type of consignees reporting Service
specified in either | cOmMponents within ISELBS Wit A Failure.
the operational their consignment. consignment; and '
briefing supplied B= 'I_'otal Number of
by the Authority consignees.
or the data
supplied by the Greater than 0.1% =
Authority Service Failure.

(whichever is
agreed as
relevant to the
Order).

10 | Consignment Throughout the life of | Consignme | One issue or more is 7 Service
Collation an Order, the . nt Collation | reported by the Authority | Credit
"100% of Authority marking Ml and marking team = Service Points will
consignments team does not report | Reports Failure. © | be
collated for the any issues with the from attributable
Authority marking | quantity or type of Consignees to each
team shall .| components within Service
contain the exact | their consignments. Failure.
quantity of sub-
packs of
materials .
ordered.

11 | Consignment Throughout the life of | Consignme | Percentage Performance | 7 Service
Collation an Order, no more nt Collation | against Service Level = Credit
99.95% of than 0.1% of - Ml and (A/B)x 100 Pgints will
consignments are consignments are not | Logistics Where: be
collated by the available for collection | Contractor : attributable
agreed date in by the Logistics MI A = Number of to each
the Order project | Contractor by the end consignments not Service
plan, of the planned available for qollecyon by./. Failure.

collection window for end of collection window;

an Order. and S
B = Total Number of
consignments within an
Order.
Greater than 0.1% =
Service Failure.

12 | Project Incident Percentage Performance | 1 Service

.| Throughout the life of

<2



KPI | Service Service Level Measure Compliance Calculation Service Credit
) points
Management an Order, 100% of Reports against Service Level = Credit Point
The Contractor | issues will be (A/B)x 100 will be
will notify the reported to the Where: attributable
Authority of any | Authority within 4 A bR to each
operational hours following their = PILOCROE TSL E Service
issues that could | initial discovery. reported within 4irs; and | Fajjyre.
potentially disrupt B = Total Number of
or cause delays ISSUes.
to the progress of
an Order. Less than 100% =
Service Failure. -
13 | Interfaces with Effectiveness will be Label Key milestone not 5 Service
Logistics measured against the | Production | achieved due to actions Credit
"| Contractor achievement of key Mi attributable to the Points will
The Contractor milestones within an | Distribution | Collation Provider = be
must work Order. MI Service Failure. attributable
effectively with ' to each
the Logistics Service
Contractor to Failure.
produce ]
consignment (NB: if the
address labels Provider
and upload pre- fails to
advice, and achieve .
during any more than 1
mutually Key
dependent Milestone,
collections or then 5
deliveries, so that Service
these activities Credit
are delivered to Points shall
the agreed be payable
timelines. for each
Milestone
missed —
subject to
confirmation
that the
Coliation
Provider
was at
fault).
14 | Management Throughout the life of | Submission | The Provider is either late | 0.5 Service
Information an Order: of Ml in providing a report, or Credit
The Contractor ~ | a) 100% of the Reports does not provide a report | Points will
will provide all required reports will within the agreed format | be
agreed reports be delivered within = Service Failure. attributable
within the the agreed to each
timeframes and | timescales; and Service
Failure.

frequencies

b) 100% of reports

L { ]
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KPl | Service Service Level Measure Compliance Calculation Service Credit

points
specified within are supplied in the
an Order. format agreed. (NB: if the

Provider
fails to
achieve
either
Service
Level more
than once
during the
life of an
Order, then
0.5 Service
Credit -
Points shall
be payable
for each
Service
Failure).

15 | Helpdesk Throughout the life of | Helpdesk One instance or more of | 1 Service
Support an Qrder, the Support Ml | Helpdesk Unavailability is | Credit Point
The Contractor Contractor Helpdesk | and reported by Helpdesk will be
Helpdesk support | Support resource will | Enabled Resource Users = attributable
resource will be be available 100% of | Authority Service Failure. to each
available to the required times. Reports ’ Service
handle escalated ' Failure.
calls on the days
and between the
times specified
for any job.

16 | All calls escalated | Within each calendar | Helpdesk a) Percentage 2 Service
to the Contractor | month, as a minimum: | Support Mi | performance against Credit
Helpdesk support | (a) 98% of calls will and Service Level = Points will
resource, willbe | pe responded to Authority (A/B)x 100 be
answered and without transfer to Reports Where: attributable
sufficient staff anoth m ' to each
must be provided thao,: Oenrcfrif]otrr:e ore A = Number of calls Service
to enable that: shas 'auillt andl responded to without Failure for

c ‘ transfer to another person | riteria (@)
(a) No calls to the | (b) 98% of calls will et daks sAas: il :
Helpdesk are to be answered within i (b) and (c).
be transferred to | 15 seconds. B = Total Number of calis
another person | oy ihore will be no ki i (NB: if the
Tiorg trign 0og more than 3 valid Provider
in the same call; complaints during any Less than 98% = Service | fails to .
(b) All calls must | Order period. Failure. - achieve
be answered both Criteria
within 15 (a) and
seconds; and D Rerceage st | CrlorR ()

within any

s¢



b) Percentage

KPl | Service Service Level Measure Compliance Calculation Service Credit
i points
(c) No valid Service Level = calendar -
complaints (A/B)x 100 month, then
regarding thg Where: . 2 Sefwce
level of service e Credit
provided by the A = Number of calls Points shall
| Helpdesk will be answered within 15 be payable
escalated to the seconds; and for each —
Enabled B = Total number of calls | i.e. 4
Authority. offered - number of calls | Service
- abandoned within 15 Credit
seconds. Paints will
be payable.
Less than 98% = Service I_r:ke;v — i
Failure. - - L " rovider
fails to
achieve
| ¢) Number of complaints | Criteria (b)
received during any for two
Order period is greater calendar
than 3 = Service Failure. | months
within an
Order, then
2 Service
Credit
Points shall
be payable
for each
month —i.e.
4 Service
Credit
Points will
be
payable).
17 | Where possible, Within each calendar | Helpdesk a) Percentage 2 Service
all calls escalated | month, as a minimum: | Support Ml | performance against Credit
to the Provider (a) Where an issue and Service Level = Points will
Helpdesk should | cannot be resolved Authority (A/B)x 100 be
be resolved by immediately, 98% of | Reports Where: attributable
the Helpdesk issues must be : L to each
immediately. f acknowledged with a A = Number of enquiries | genyjce
an issue is not status update not resolved immediately, | Fajlyre for
resolved (including estimated but ackrjowledged within | criteria (a),
immediately, the | fix time) within 4 4 ourg And (b), (c) and
person who hours of logging the B = Total number of (d).
raised the issue | call (Monday to enquiries not resolved
T el 0 o T 0 e
t/ update, in a (b) Where an issue . . Pr.ovrder
timely ma,nner _cannot_be resolved Le_ss than 98% = Service falis_ to
e imer il !mmediately, 100% of Failure. achieve
el Ay issues must be both Criteria
acknowledged with a (a) and
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KPl | Service Service Level Measure Compliance Calculation _| Service Credit
o points
within the agreed | status update performance against Criteria (c)
timeframe. (including estimated Service Level = within any
: fix time) within 6 (A/B)x 100 calendar
hours of logging the Where: month, then
call (Monday to 3 s 2 Service
Friday); AT Nurr;be(; Qf enqdqlrt[e;s Credit
. not resolved immediately, i
EL W) e but acknowledged withir? E’omts SE?”
cannot be resolved 6 hours: and P
immediately, 80% of : for each —
issues must be B = Total Number of ie. 4
resolved to the enquiries not resolved Service
satisfaction of the immediately. Credit
Enabling Authority - Points will
within 24 hours Less than 100% — be payable.
(Monday to Friday); - Service Failure. Lilsenige, I
and the Provider
. fails to
- (d) Where an issue c) Percentage achieve
_cannot_be resolvid performance against Criteria (c)
!gl’medlatelytf,; 00% of S anticcl] aal = W
s ivet; ks i (A/B) x 100 calendar
satisfaction of the” Where: m.?ﬁitnhsn
Enabling Authority A = Number of enquiries glrder a:hen
within 48 hours not resolved immediately, | 5 Ser\l/ice
(Monday to Friday). but resolved within 24 Credit
hours; and Points shall
B = Total Number of be payab[e
enquiries not resolved for each
immediately. month —i.e.
4 Service
Less than 80% = Service | Credit
Failure. Points will
be
- payable).

d) Percentage
Performance against
Service Level =
(A/B)x100

Where:

A = Number of enquiries
not resolved immediately,
but resolved within 48
hours; and

B = Total Number of
enquiries not resolved
immediately.

Less than 100% =
Service Failure.

&7



ANNEX 6 - Spécific Responsibilities of the Enabled Authority

in relation to TUPE Data: Declaration by the Enabled Authority
In considering the following;

Enabled Authority’s Responsibilities in relation to identifying their Employees
who may transfer under TUPE upon the Transfer Date

" |. That the Enabled Authority is required and has a responsibility, under this
Enabling Agreement, to identify and notify the Contractor of all of its
employees who may transfer by virtue of TUPE upon the Transfer Date;

Enabled Authority’s Responsibilities in relation to identifying the Suppliers
providing the Services immediately prior to the Contractor

. That the Enabled Authority is required and has a responsibility, under this
Enabling Agreement, to identify and notify the Contractor of all of its
incumbent Suppliers who are providing the Services immediately prior to the
Contractor;

Contractor’'s Obligations to Identify and Manage the transfer of Supplier

employees under TUPE

tl. That following identification by the Enabled Authority of its incumbent
Suppliers, the Contractor, with such incumbent Suppliers will identify any
employees who may transfer under TUPE upon the Transfer Date, and
thereafter, shall work with such incumbent Suppliers to manage any transfer
of employees under TUPE upon the Transfer Date;

The Importance of and Consequences of accurately reporting TUPE data to the
Contractor .

IV. That the Enabled Authority acknowledges the importance of accurately
establishing the TUPE information requested at (I} and (li) above, and
informing the Contractor of the same accordingly, as such TUPE information
may inform the values used in the Cost Model (see Annex 2 — Section B); and

V. That the Enabled Authority further acknowledges that failure to comply with (1)
angd (Il) above may trigger a request for a review of the Cost Model by the
. Contractor which may then result in an increase in the costs applied in the
Cost Model (see Annex 2 — Section B);

The Enabléd Authority declares that it has read and understood its responsibilities to
accurately establish and report TUPE data to the Contractor,

Signed for and 6n be}waif of the Enabled Authority, [name]

By: /14{/444’

: 2
Name: ‘gdch, TFexeel.
lirAp X oFEEATOAL. FEIVELY
My position is \Wamﬂg ANA RN )
and | confirm that | have authority to siﬁn this Declaration on behalf of [name of
Department].

Date: . 2“""/5
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ANNEX 7 — Security Plan

The Parties acknowledge and agree that Schedule | of the Contract are the contents

of this Annex 7 and the Contractor shall be obliged to comply with such obligations to
the extent and so far as those obligations relate to the Services to be delivered under
this Enabling Agreement.

The following documents shall be incorporated into this Annex 7 by reference:

1. Williams Lea Information Security Policy (Version 4.3); and
2. HMG Security Policy Framework v 11, Aprit 2013.
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bod WILLIAMS LEA

cozporate information solutions

i

1 Introduction

WL's mission is to provide its clients with a comprehensive range of services to help them plan
manage and disseminate their information in an increasingly digital world.

lnformatien can exist in a variety of formats; it can be printed or written on paper, stored
electronically, transmitted by post (including electronically), shown on film, or spoken in
conversation. Whatever form information takes or means by which it is shared or stored, it should
always receive an appropriate Ievel of protection.

Information security is concerned with identifying an organisation’s information assets {eg.
information that is of value or is relied upon), systematically evaluating risks that threaten the
security and availability of that information and applying proportionate controls to ensure its
protection.

Information security can be characterised as the preservation of:
* Confidentiality: ensuring that sensitive information is protected from unauthorised
disclosure or copying; ' '
* [ntegrity: safeguarding the accuracy and completeness of information and processing
methods; and g
* Availability: ensuring that authorised users have access to infermation and associated
services when required.

Information assets and the IT systems that support them are becoming increasingly vulnerable to
internal and external threats. WL therefore has a duty to ensure the security of its information
assets and minimise its exposure to risks.

2 . Approach

This Policy sets out the approach taken by WL to manage information security within the Company,
to ensure that our information and any information with whrch we have been entrusted remains
adequately protected. :

This Policy implements the directives of the WL Executive Board and it should be read in conjunction
with the supplementary pelicies detailed in Appendix 1 of this policy document.

3 Scope

This Policy forms part of the WL Employee Handbcok and applles to all employees and third parties
worklng on the Company’s premises
W

4 'Purpose :

The purpose of this Pelicy is to:
* ensure that WL corporate, client and customer information receives an adequate level of
protection and remains accurate and available for its proper use;
* ensure business contlnmty and minimise damage or dlsruptlon by preventing and minimising
the impact of security incidents; and : .
-* raise awareness of information security issues. ' s

Non Sensitive Page 4 of 6 : : . Version 4.3
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corperate infermation selutions

5 Information Security Forum

The Information Security Forum (Forum) will devise and coordinate information security strategies
and periodically review the implementation and effectiveness of information security within the
Company.

6 Information Security Compliance Manager

The responsibility for implementing information security will be that of the Information Security
Compliance Manager. The Iinformation Security Compliance Manager will report to the Forum on all
matters concerning information security.

. The Information Security Compliance Manager has direct responsibility for maintaining this Policy
and providing advice and guidance on its implementation. The Information Security Compliance
Manager will review this document at least on an annual basis or when significant changes have
occurred within the organisation.

To ensure compilance with this Policy and the supplementary securtty policies internal compliance
assessments will be carried out periodically by the Information Security Compliance Manager.

-7 Line Management

All line-managers are directiy responsible for implementing this Policy and the supplementafy
security policies within their business areas and for training their staff on the contents of these
policies. ;

8 Employees

Employees must comply at alt times with the provisions of this Policy, the supplementary security
policies and any associated Company guidelines regarding physical security and/or the safeguarding
of information and information media.

Employees must take reasonable steps to ensure that the confidentiality, integrity, and availability of
_Company information is maintained. Even if the information appears non-sensitive, employees
“should consider whether its corruption, destruction or unauthorised modification would have an
undesirable |mpact on the Company’s business activities.

9 Contractors

Contractors workmg on WL’s premises for prolonged periods must comply with the provisions of this
Policy and the supplementary security policies at all times whilst on the premises.

10 Incident Reporting

It is the responsibility of all employees and contractors working on WL's premises to report all
breaches of information security, actual or suspected, in accordance with the WL Security Incident
Reporting Procedure.

11 Disciplinary Rules

Failure to comply with this Policy and/or the supplementary security policies may result in
disciplinary action via WL’s disciplinary procedure, up to and including summary dismissal.

Non Sensitive Page 5ofé6 Version 4.3
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Appendix 1

Information Security Policy Matrix

54 WILLIAMS LEA

Farparite infAmEls Lo'clinzg

Pﬂlic*,rﬂ Wersion Date Chwner
| Data Protection Palicy 4,3 ' Jan 2014 Mike Linsdell .
T ACC-Ep_tElbh:.‘ Usage policy E ';' lan 2014 James Bishap
information  Secarity . Logical,  Physical  and 4.2 Jan 2014 | Robert Parfitt
Information Destruction Policy _ -
Protective Marking Policy 4.2 [ Jan 2014 Rabert Parfitt
Security incident Reparting Policy 2 | Jan2014 | Robert Parfitt
Mon Sensitive Fage b of o Version 4.3

Uncontrolted if Printed
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Standards
8 Testing

Agency

HMG Security Policy Framework v 11. April 2013

Cabinet office have consolidated the 70 Security Policy Framework (SPF) requirements into 20 Mandatory Requirements (MR)

Suppliers are required to document a response to all the 20 mandatory requirements to cover
their business. In addition all sub-contractors or delivery partners that in any way manage the
secure elements of STA work are also expected to produce a response using this SPF matrix.
Suppliers should evaluate their compliance in column E - and use column F to add links or
embed documentation showing compliance or mitigation.

STA will assure themselves against the matrix returns and where approprlate due diligence on
the suppliers premises could be undertaken.

Residual risks will be documented and where approprlate action plans agreed with the
supplier.

All returns will be marked up as 'Protect Commercial' once completed and STA will not share-
these returns outside the DfE.

Cabinet Office produce and update the SPF documentatlon that should be used to reference
all STA matrix Reponses. The SPF can be found at:
http://www.cabinetoffice.gov.uk/content/government-security/
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~ Apply ta ' Complia’ = - I

Requiremant - Security Policy Framework Statement . STA guidance on SPF requirement

Supplier

Evidance of coi'npliance

| Mitigation { If any } wheve non compliant } Risk where ron comphant | Dwnar

3.MATIto 15 = - B - - 2 : 7T
STA and its delivery pariners must ensure  {STA require all delivery partners who The completion of this SPF matrix.
that the security arrangements among their |manage secure matertal 1o submit an Annual site visits underlaken by head
wider family of delivery pariners and third  |SPF matrix document, and be of Security for STA, last one carried
party suppliers are appropriate to the available for the appropriate level of out Feb 2014.
information concerned and the level of risk |due diligence from STA .
to the parent organisation. This must :
include appropriate govemance and
MR 11 F Y
management amangemenls to manage risk,
monitor compliance and respond effectively
to any incidents. Any site where third parly
suppliers manage assets at
CONFIDENTIAL or above must be
accredited to List X slandards.
[STA and fs deivery panners must have Part of incident response plan Documented within incident response
clear policies and processes for reporling, pan.
MR 12 managing and resolving IMormation Y
Security Breaches and ICT security
incidents.
Suppliers must ensure that personnel Baseline checks must ba undertaken All staff have to provide |0 prior to
securlty risks are effectively managed by [following HMG BPSS guidance employment to prove they can work in
applying rigorous recruitmem comnirols, and the UK. Al staff have 1o provide a
a proportionate and robust personnel MNational Insurance number, to ensure
security regime that delermines what other they are registered with HMRC. If
checks {e.g. national security vetling} and . ; relevant to role, staff will be required
on-going personnel security controls should to have a DBS check carried out on
he applied. them, for roles such as Comact
MRS Y Centre Operatives or the Security
staff responsible for monitoring STA.
' If employee is a Foreign National, a
work permit will be requested from
. ' the Home Office to prove eligibifity to
waork in the UK. DOI forms comptleted
K by all staff and information shared
with STA.
STA and its delivery partners must have in
place an appropriate leve} of on-going
personnet secueity management, including
MR 14 formal reviews el national security vetling B ¥
clearances, and arrangemerts for vetled . |Changes to personal circumstances ’ As above, vetling is appropriate to
staff to reporl changes in circumstances for all slaft managing STA sensitive rofe within Granby. DO! forms
that might be relevant to their suitability 1o |data will be updated as soon as comgpleted by all staff and information
hold a security clearance.  * ) changes occur shared with STA.
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ANNEX 8 — Exit Management Pian

A comprehensive Exit Management Plan has been developed by Williams Lea and
the Government Procurement Service (GPS) which covers the requirements of all
Government Departments, Executive Agencies and Non Departmental Public Bodies
utilising the Print Vendor Partner Contract.

Amendments or additions to the Exit Management Plan will only be applied followmg

approval from Williams Lea and GPS when reasonably requested.

A copy of the Exit Management Plan can be obtained upon request from the
appointed Williams Lea Client Services Manager or GPS Client - Relationship
Manager.

When completed, this will be incorporated as Annex 8 by agreement in writing

between the Parties.
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