
( 

r 

f 

[ 

i 

f 

[ 

[ 

.[ 

[ 

l 
l 
l 

l 
L 
l 
[ . 

• Government 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: 

(1) The Secretary of State for the Department for Education of Sanctuary 
Buildings, 20 Great Smith Street, London SW1 P 38T (the "Enabled · 
Authority"); and 

(2) Williams Lea Limited (a company registered in England and Wales under 
company number 2119266) whose registered office is at 29 St. John's Lane, 
London, EC1 M 4NA (the "Contractor"). 

WHEREAS: 

(A) 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 printed products and 
associated services; and 

(8) 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 Enabl.ed Authority may 
enter into such an Enabling Agreement with the Contractor; and 

(C) The Enabled .Authority wishes, and the Contractor has agreed, 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 BO to the Contract. 
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2. 

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 KS 1 and KS2 tests and Phonics 
Check that will take place in the 2014/15 academic year ("2015 test 
cycle") during the period 1st December 2014 to 31 st July 2015 and the 
provisions of this Enabling Agreement are to be interpreted accordingly. 

TERMS and CONDITIONS ADPITIONAL 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 Enabling 
Agreement and which will be in addition to the Terms and Conditions 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 Ter.ms' 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. 

3. SPECIFICATION OF REQUIREMENTS 

4. 

5. 

6. 

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

PRICING SCHEDULES 

The specific performance 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 Authority 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. 

7. SERVICE LEVELS AND KEY PERFORMANCE INDICATORS (KPI) 
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SKIDMORE, Ian - STA 

From: 
Sent: 
To: 
Cc: 

Subject: 

Dear Ian, 

Iftikhar Ahmad <Iftikhar.Ahmad@williamslea.com > 

01 April 2015 21:39 
SKIDMORE, Ian - STA 
Andrew Howarth; Becca Gibson; Matthew Carter; MORGAN, Neil; LENNON, Lee; 
BRYAN, Jonathan 
RE: Confirmation of address for posting of enabling agreement 

Apologies for the discrepancy- it was mailed straight after execution and I did not have sight of the documents. 

The details are as follows: 

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, 

lfti 

lfti Ahmad 
Legal Advisor 

6
) williams lea 

Williams Lea 
1st Floor, 500 Capability Green 
Luton, LU1 3LS 
United Kingdom 

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

iftikhar.ahmad @williamslea.com 

www.williamslea.com 

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

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 
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Dear lfti, 

I can confirm that we have received the signed copies back. I 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 Materia ls and Systems Manager 

Standards and Testing Agency 
53-55 Butts Road, Earlsdon Park, 
Coventry, CVl 3BH. 
Tel: 02476 660059 / 07515 191866 
Int ext: 710059 
Email: ian.skidmore@education.gsi.gov.uk 

•• Standards 
& Testing 
Agency 

From: Iftikhar Ahmad [ mailto:Iftikhar.Ahmad@williamslea.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 Ian, 

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

Regards, 

lfti 

lfti Ahmad 
Legal Advisor 
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9. 

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 responsibilities 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 beMaif of the Enabled Authority, Department for Education 
/__d 

By: ~ ....,___/42c~--
Name: tf' PA\)\... -cJ(.\(.£~ 

· kE.flD cf- oi>EeP.-r10rJAL Oa1v~'/ 
My position is (4'£.o~"''''\E "'°'N/1\.(:JE;N\e-.it} and I confirm that I have authority to 
sign this Contract on behalf of Department of Education. · 

Date: 2.0 /02./2.015 

By: 

Name: 

Title: 

Date: 

S,-uART IRoOD 

(j_o, W 1L.L1MS LEA 
Jo mA~OI '10 ts 



ANNEX 1 - Specification of Requirements 

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"). 

2. Corrective Action 

2.1. Unless 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 

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

3. Critical Acceptance Criteria 

3.1. 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: 

i. the total quantity of each pack ordered by the Enabted Authority is collated 
within the agreed timeline; 

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

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

iv. all consignments and supporting 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 

. 1 00% accuracy; and 

v. 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 di~closed to any unauthorised persons 
before completion of all jobs. 

4. Statement of Requirements 

A- Project Management 
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SoR iD Requirement Description 

A1 

A2 

A3 

A4 

A5 

A6 

The provider must manage all aspects of delivery of the Services in 
· accordance with PRINCE2 and Management of Risk (MoR) project 
and risk management methodologies. 

The provider must submit an outline Project Initiation Document 
(PIO) which clearly sets out the project for the delivery of Services 
at the outset of the call-off. 

The PIO must be consistent with PRINCE2 controls and cover all 
aspects of the delivery of the Project, including operational delivery, 
governance and interfaces with other organisations 

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. 

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 

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

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



A7 

B1 

B2 

B3 

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: 

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.Authority 
product for collation 

5) The planned collation profile to create consignments ready 
for dispatch 

6) Consignment dispatch profiling against plan agreed with 
logistics supplier 

7) Any key dependency on Enabled Authority or other Enabled 
Authority providers within the supply chain. 

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 
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 
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 
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 will 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. 

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 intentionally 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). 

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 R . t D . t· 
N b 

equ1remen escnp 10n 
um er 

' 

C1 

The Contractor shall 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 should be followed: 

· 1) The Production Supplier should book a delivery with 
the Contractqr with at least 24 hours' notice. If less 
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 d_elays encountered en route 
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by the vehicle carrying the Product; 
4) The access doors of the vehicle carrying the Product 

will be sealed with a security t~g on departure from the 
Production Supplier site. The driver should verify the 
seal has remained intact during transit. 

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

C2 
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. 

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: 

C3 1) Receipt the product but note the quantity of damaged 
items 

2) Quarantine the product away from 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 Authority on 
discovery the type and quantity of products affected, 
and the nature of the damage. 

C4 
The Contractor shall support Enabled. Authority by acting on 
its behalf as a Return to Sender (RTS) addressee. 

' 

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 required .for each collation 
activity. 

cs 
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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Authority's requirements. 

D - Primary Collation 

Requirement Requirement Description 
Number 

· The provider shall 
1) ensure the contents of each pack created during 

Primary Collation match the description on the Top 
D1 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; 

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 

D2 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. 

The Contractor shall ensure that the Collation Management 
D3 System and the Quality Assurance process the Contractor 

employs delivers 99.95% accuracy and above. 

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 

E1 numbe~ of Cartons is used for each Consignment while 
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: 

q 



1) The delivery address 
2) The Logistics Supplier's parcel tracking 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. 

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 th_e template) 

E2 2) All Cartons in any one Consignment shall be , 
despatched on the same day .to minimise multiple 
deliveries to the Addressee 

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

The Contractor shall collate Consignments for Service 

E3 
Children's Education (SCE) schools. The Consignments shall 
be delivered to the British Forces .Post Office (BFPO) at RAF 
Northolt for onward shipment. 

F - Security 

The nature of the materials and data the Contractor will 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 

The Contractor will be required to .treat all test and examination materials as 
Impact Level 2 (IL2) and security controls will be expected to meet the 
requirements of the HMG Security Policy Framework and associated good 
practices. 

The Bidder must complete HMG Security Policy Framework as attached at 
Appendix 6 to Section 2 (Specification), confirming compliance with each 
requirement and providing applicable evidence of your compliance. 
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The provider must nominate someone in their management 
team who shall have ultimate responsibility for all aspects of 

f 
information governance and security management relating to 
the Supplier Services. 

~ 

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. 

F1 
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 

l 
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. 

f 

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 

( F2 
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 

f 
provide documented evidence of meeting these requirements 
to the DfE. 

l 
The provider must ensure that all physical and logical 
movement of materials are secure and meet latest HMG 
Information Assurance requirements. Contractors must 

l 
F3 present in advance to the Enabled Authority proposals for all 

methods of movement of materials both physical and logical. 
These proposals must be pre-agreed by the Enabled Authority 

' prior to any materials movem,ents. 

l 
No materials or data related to the Services shall be 

F4 
transferred or processed outside of the European Economic 

L Area (EEA) at any time, unless Enabled Authority has given 
its explicit consent to such transfer or processing. 

l 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 

f all plans policies and procedures are being complied with by 
the Supplier, or to verify any suspected security issues. 

The provider must ensure all staff working on the test l materials sign a confidentiality agreement and a security 

F? 
declaration confirming they will comply with the p~ovider's 

l security policy and standards. Enabled Authority may request 
evidence of th is at any time. Failure to provide evidence will 
be a breach of the contract. 

The Contractor shall grant Enabled Authority representative's 
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 quality assurance 
audits of work to be undertaken, work in progress or work 

I completed unannounced at any time during the lifetime of the 
contract. 

[ 

l 

G1 
The Contractor will comply fully with the logistics provider's [ 
interface specification documentation (see Appendix Ap2). 

Provide an outline of how the management of the contract will l 
G2 function between PVP, Enabled Authority and the operational 

collation provider. 
f 

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 

·L G3 
interface specification document. Appendix Ap2). 

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

The Collation Supplier will work constructively with the 
Enabled Authority's Production Services supplier to plan and 

l G4 co-ordinate deliveries of nianufactured product, e.g., 
deliveries of advance copies or samples of materials to aid 
collation planning and the supply of packaging materials 

I G5 The Collation Supplier will work constructively with the 

l "2, 
l 
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G6 

H1 

11 

Enabled Authority's External Marking Services provider to 
facilitate exchanges of materials as needed. 

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 . . 

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

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

2) 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 

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 levels; 
6) quality as?urance processes and results, 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. 

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

1 ) Despatch data · 
2) Consi.gnment content and collation order 
3) Consignment tracking information 
4) Replacements for lost, missing or damaged items 
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13 

14 

15 

J1 

J2 

J3 

5) Late requests for additional materials 
a. 

The provider's helpdesk will have the capacity (i.e. people, 
telephony, systems) to successfully answer the expected 
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 
handle customer enquiries efficiently and courteously, and in 
line with any operational or policy decisions outlined by ST A. 

The provider will report call types, call volumes and other 
similar information so ST A can understand where service or 
school communications improvements are necessary. 

The provider's call handlers must be able to transfer calls to 
other ST A helpdesks · 

The Contractor will make available an on request point-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 provider's facilities in 
Hellaby (South Yorkshire), Norwich, and Holborn 
(central London) · 

• The British Forces Post Office at RAF Northolt 
• The Enabled Authority's offices in Coventry and 

Westminster 

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 
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 

delivery location 
2) Email an advanced shipping notice to the destination 

outlining the details of the materials in the 
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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 Schedule (Performance Driven Cost Model 
template) 

SECTION A PRINT VENDOR PARTNER - PERFORMANCE DRIVEN 
COST MODEL 

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 cost of the Enabled Authority'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 
demonstrates the Contractor's commitment to, and management of, a benefits 
delivery process. 

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

• Business Continuity - Ensuring no break in business continuity of all 
collation and related requirements, 

• 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. · 
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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. 

• 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 Enabfed Authority. 

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

• 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. 

• 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 years it is expected that, as the Contractor becomes fully 
operational, the Cost Model will be changed to reflect a fully function\ng 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 Model Agreement, Invoicing and Payment 

I, 

(, 



81 Purpose 

B 1.1 This Section describes: 

82 

(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 

B2.1 The Charges in respect of all the Goods and Services a:re fully inclusive of 
the charges listed in Paragraph B2.2 below 

B2.2 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 1st November 2015 and at each such anniversary 
thereafter (the "Cost Model Review"). 

83 Cost Model Agreement Principles 

B3.1 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. 
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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. t.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. 

.84 Benefits Management Methodology 

B4.1 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 
calculation for the Associated Services provided for the 2015 test cycle are 
based on the charges set out in the Price Model in this Annex 

B4.2 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. 

B4.3 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 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 shall be collated by the Contractor into a dataset 
(the "Baseline Dataset"). 

B4.5 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 "~enchmarking 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. 

B4.6 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. 



B4.7 

B4.8 

85 

BS.1 

BS.2 

BS.3 

86 

B6.1 

B6.2 

87 

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 I overpayment between the Parties (it is anticipated that 
seasonality or other changes to volumes may result in this quarterly 
reconciliation beirig required). 

Incentive Payment 

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, 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 

(ii) 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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87.2 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 85.3 above, the amounts over or underpaid 
between the Parties will be accounted for on a quarterly basis. 

87.3 The invoices submitted by the Contractor shall: 

(i) 

(ii) 

Be in respect of all relevant charges and amounts payable by the 
Enabled Authority.in respect of the relevant month; and · 

Be sent to the.Enabled Authority's invoice processing centre in a 
manner agreed by both Parties; and 

(iii) Be submitted by the fifth (5th
) business day following the end of the 

month in which Goods and Services were delivered. 

87.4 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. 

87.5 The payment terms are outlined in 82 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 5 days or the Cost Model Agreement being adjusted to cover 
the Contractor from resulting cashflow costs. 

88 Auditability and Transparency 

88.1 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 En~bled Authority will agree with the Contractor the information 
required to be reported within the monthly Management Information. 

88.2 Records of every job benchmarked will be held ,within the Contractor's 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) Calculation of the total saving achieved by the Contractor 

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

(f) Calculation of the Performance Driven Payment recovered by the 
Contractor 



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

B8.3 A report will also be provided 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 receipt of the monthly 
management information pack. 

89 · Stock held prior to go-live 

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

88 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 

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

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

B 12.1 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 virtue of 
TUPE'upon the Transfer Date. 

813 Redundancy following a transfer under TUPE upon the Transfer Date 

B 13.1 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. 

B13.2 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 Such redundancy 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. 

B13.4 The Parties to this Enabling Agreement envisage that such employee referred 
to in Clause B 13.1 will be identified under Clause B 12.1 above. 

B14 Redundancy following a Claim by an Employee that they transferred 
under TUPE upon the Transfer Date 

B14.1 If 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 shal! 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 

(a) within 6 months of the date of their cla.im, and 

(b) following a lawful, fair and open redundancy procedure. 

B14.2 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 tq 
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. 

B 14.3 Such redundancy payment and legal costs referred to above in Clauses B 14.1 
and B14.2 respectively may be recovered by the Contractor through the Cost 
Model or other method agreed with the Enabled Authority. 

B14.4 The Parties to this Enabling Agreement envisage that such employee 
referred to in Clause B 14.1 will not have been identified under Clause B 12.1 
above. 

·s1s Con~ractor's obligations in relation to Redundancy decisions 
. 

B15.1 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 
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. · 

B16 The Enabling Authority's Responsibilities in relation to identifying the 
Suppliers providing the Services .immediately prior to the Contractor 

B 16.1 The Enabled Authority is required under the Enabling Agreement to identify 
and notify the Contractor of all of its incumbent Suppliers who are providing 
the Services immediately prior to the Contractor. 

B17 Contractor's Obligations to Identify and Manage the transfer of Supplier 
employees under TUPE 



817.1 Following identification by the Enabled Authority of its Suppliers pursuant to 
Clause 816.1 above, the Contractor, with such Suppliers 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. 

818 Triggers for Review of Cost Model 

818.1 If an employee of the Enabled Authority, who has not been identified pursuant 
to Clause 812.1 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. 

818.2 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 816.1 above as being such an 
incumbent Supplier, the Contractor sh~II have the right to request a review of 
the Cost Model. 

818.-3" In the event that the scope of the Services required by the Client substantially 
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 

C1 The following agreed Price Model and Savings shall apply to this Enabling 
Agreement 

. Cl) 
2015 Collation 

Services Price Model I 

(I] 
STA Savings FINAL 

031214.xlsx 
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STA Savings Final 031214 

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 would 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 patrolled 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 

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. 

Dedicated provision of up to 4 operators for 5 week period 27/11 WL & Granby confimed that 
Helpdesk £12,500.00 the demand will be met with the service proposed 

subtotal £57,500.00 



t 
-

Key stage one Phonics 

Security 

Data Handling 

Helpdesk 

subtotal 
reduction on margin 

Total saving 

Potential Saving 

£12,000.00 

£1,000.00 

£2,000.00 

£15,000.00 

£8,900.00 

£106,900.00 

Detail 

Reduction on t he 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. 

' 

-

If STA can confirm the data specification for file imports and the Logistic provider output 
specifications remain un~hanged 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 
will be met with the service proposed 

.-----, r----- ~ ~ ,-----.., 
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2015 Collation Service Price Model FINAL 031214 

Key Milestone c_osts summary 

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

Key milestone 
number 

KM1 
KM2 
KM3 
KM4 
KM5 

Monthly• -
completed work 

will be invoiced on 
a monthly basis, 
as agreed with 

ST A. The Tab for 
each milestone 
indicates the 
amount to be 
invoiced each 

month 

'-- - . 

Milestones 

Mobilisation 
Kev Staae 1 
Kev Staae 2 
Phonics 
Closedown 

" -- .____; 

Attributed 
Invoice Frequency proportion of total 

cycle payment 

Monthlv· £9,077 
' Monthly• £310,418 
Monthly• £559,356 
Monthly• £99,271 
Monthly• £3,150 

Total £981,271 

jPrevious Cots to Client I £1,044,001 I 
!saving I £62,7301 

Gainshare @ 40% £25,092 
M mtFee@8% £78,502 

I New cost to Client I £1,084,865! 

!Discount . I (£25,092)1 

!New Cost to Client I £1,059,7731 

!saving vs Baseline I (£15,772)1 

'------' '----- .____J '----' 

-~ 

_____, 
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KM1 Mobilisation costs 

To support clear calculation of 2015 collation costs, STA would like the supplier to populate the light blue areas of the tables below using the metrics data from the Workpackages In the Statement of Requirements and their 
expertise for output rates, shift lengths and resource charges. STA will use these tables in conjunction with the supplier estimate to confirm any cost changes throughout the year. 

The following tables contain example items orily and STA expects the supplier to detail all costs associated with their collation solution for of each programme of work. 

Table 1 - Resource 
This table should be populated with details of all effort driven resources for the delivery of the work, be this people or machinery (e.g. an automated collation line). 

Resource type - Fixed mber of Compone Cost per pack Number per hour Volume Required Man hours Number of days Number of hours Total Man hours Total Number of 
renuired comnlete ner dav Staff 

Account Manaoement (monlhlvl 1 9077.25 n/a 1 n/a n/a ·n1a n/a n/a 
0 0 ,. 0 

. 0 0 ~ 0 
" " 0 0 0 . 0 0 0 _. 0 0 0 

0 0 0 

" . 0 0 0 
0 0 0 

-- " ' 0 0 0 
-- " .. 0 0 0 

;-,, 0 0 0 .. 
0 0 0 

. 0 0 0 
"-

-- 0 , .0 0 
.. '. . " . 0 0 0 

" 0 0 0 

Table 2 - Consumables and peripheral items 
This table should be populated with the cost estimate for consumable items, such as tape and cartons, and peripherals such as pallet storage costs. 

Item OuantllV Unlttvoe Unit cost Total cost 
nta <. 0 

,, 

0 
_j,' 0 

" 0 
0 
0 

... , ,~ 0 
0 

> 0 
0 
0 
0 

-· 0 

Table 3 • Profile 
The following table can be used to outline the costs profile for the workplackage although Tables 1 and 2 form the basis of the cost proposal. 

· Sep-14 Oct-14 Nov-14 Dec-14 Jan-15 Feb-15 Mar-15 Anr-15 Mav-15 
PROJECT MANAGEMENT Contractor £ £ . £9077.25 £ £ £ £ £ . £ . 
PACKAGING £ . £ £ £ £ £ £ £ £ . 
SECURITY £ £ £ £ £ £ £ £ £ . 
PRIMARY COLLATION £ ' . £ £ £ £ £ £ £ £ . 
CONSIGNMENT COLLATION £ - £ £ . £ £ £ £ £ £ . 
DATA HANDLING £ . £ £ £ £ ' £ £ £ £ . 
PRINTING £ . . £ £ £ £ £ £ £ . £ . 
STORAGE OF STOCK £ . £ £ £ £ £ ~ £ £ £ . . 
Monthlv Total £ . £ £ 9,077.25 £ £ £ £ £ £ . 

~ 

Total Cost Running total 

£9,077.25 £9,077.25 
0 £9077.25 
0 £9,077.25 
0 £9077.25 
0 £9,077.25 
0 £9 077.25 
0 £9,077.25 
0 £9,077.25 
0 £9,077.25 
0 £9077.25 
0 £9077.25 
0 £9,077.25 
0 £9,077.25 
0 £9 077.25 
0 £9,077.25 
0 £9 077.25 
0 £9,077.25 

Jun-15 Jul-15 
£ £ . 
£ £ 
£ £ 
£ £ 
£ £ " -
£ ,£ ' 
£ £ .. ' _, 
£ £ 
£ £ 



KM2 Key stage 1 costs 

To support clear calculation of 2015 collalion costs, STA would like the supplier to populate the light blue areas of !he tables 1 and 2 below using tho motrlcs data from the WOrkpackages in the Statement of Requiremenls and their 
oxportise for output rates, shltt tongths and resource charges. STA will uso these tabtos in conjunction with tho supptier estimate to confirm any cost changes throughout the year. 

The following tables contain example items only and STA expects the supplier to detail all costs associated with their collation solution for of each programme of work. 

Table 1 . RHource 
This table should bo populated with details of all effort driven resources for tho detr.'ery of the work, be this people or machinery (e.g. an automated coltallon line). 

Resource type · Varfabte Number of Componenls Cost per pack Number per hour Volume ~oquired Man hours 
requirod 

Numbor of days Number of hours Total Man hours Total Number of 
complete por day Staff 

Primo. ,Collation 1-5 0.189 78 0 0 15 7 105 0 

Prima Collation .. 6-10 0.1155 126 132600 1052 15 7 105 10 

Prima Collation , 11-15 0.189 78 170585 2187 15 7 105 21 

Prima Collation 16-20 0.2415 60 42900 715 15 7 105 7 

Prima Collation 21-25 .0.2625 58 0 - 0 15 7 105 0 

Prima Collation 25+ 0.4725 31 27900 900 15 7 105 9 

Con~ nment CoUaUon -- 1-10 . 1.638 9 1966 218 10 7 . 70 3 

Consl nment Collatlon 11-20 2,73 5 22647 4529 10 7 70 65 

Conslonment Collation 21~0 4,893 ' 3 935 312 10 7 70 4 

Consklnment Cotlation 41+ 5.9955 2 0 0 10 7 70 0 

Securitv lhourM 600 16.8 1 600 600 25 12 300 2 

Holodesk-Provj,slon fhureaul 960 13.671 1 960 960 60 8 480 2 

Resource type - Fixed Number ol Components Cost per pack Number per hOur Volume Required Man hours Number of days Number ol hours Total Man hours Total Number of 
reaulred COmtllole erdav Staff 

Primarv Collation OA 373985 0.12705 rva rva rva rva rva rva rva 
ConsiMment Collation OA 25548 0.588 rva rva rva rva rva rva rva 
Account Man8.aement tinonthM 1 9077.25 rva 2 rva rva rva rva rva 
Data Hand Una fhourlvl 1 84 rva 25 rva rva rva rva rva 

Table 2. Consumables and peripheral Items 
This table should be populated w ith the cost estimate for consumable Items, such as tapo and cartons, and peripherals such as pallet storage costs. 

Quanti Unit cost !Total cos! 
1.1655 1621.2105 
0.874 __ 2229~_!1~ O.~f - 31414.74 

0.05775 1545.621 

0.672! 17,144 .06 I- 5,153.42 ! 

~nniln 
0.0841 2143.008 
0.105 2678.76 

1.9:4:~~I 2000.ns 

Table 3 • Profilo 
Tho lollowing tablo can be used to ouUlno the costs profile for the workptaCkagu although Tabios l and 2 form tho basis of the cost proposal. 

I SAn-14 Oct-14 Nov-14 Oec-14 Jan-15 Feb-15 Mar-15 J\"'(•15 Mav-15 

Contra~~! ___ _ __ _ £ £ £ £ 9 077.25 £ 9 077.25 £ £ £ £ 
£ £ £ £ £ 55 333.44 £ £ £ £ 
£ .. £ £ £ £ 10 080.00 £ £ £ £ 
£ £ £ £ £118 613.76 £ . £ £ £ 

.TION I £ - £ £ £ £ £84 643.80 £ £ £ 
£ £ £ £ £ 2 100.00 £ £ £ £ 
£ £ £ t · £ 6 367.39 £ £ £ £ 
£ £ £ £ £ £ 13 124.16 £ £ £ 
£ £ £ £ £ 1 600.62 £ 400.16 £ £ £ 
·r £ £ £ _ 9,0_7?_,__25 £ _ 203 172.46 £ 98,168.11 £ -- £ - - £ 

'---- '----' _., -

~ 

Tolal Cosl Running tolal 

£0.00 £0.00 
£15,315.30 £15 315.30 
£32,240.57 £47 555.87 
£10,360.35 £57 916.22 

£0.00 £57 916.22 
£13,182.75 £71 098.97 

£3 ,220.31 £74 319.27 
£61 826.31 £136 145.58 
£4 ,574.96 £140 720.54 

£0 .00 £140 720.54 
£10,080.00 £150 800.54 
£13,124.16 £163 924.70 

Tota l Cost 

£47,514.79 £211 439.49 
£15,022.22 £226 461.72 
£18.154.50 £244 616.22 
£2 100.00 £246 716.22 

Jun-15 Total 
£ £ 18 154.50 
£ £ 55 333.44 
£ £ 10 080.00· 
£ £ 118 613.76 
£ £ 84 643.80 
£ £ 2 100.00 
£ £ 6,367.39 
£ £ 
£ . . £ 
£ 



-------c- ._ '---- ,,__ :..___; 

KM3 Key stage 2 costs 

To support doar calculation ol 2015 collation costs, STA would like tho supplior to populate tho llght blue aroas of tho tables bolow using tho metrics data from tho Workpackages in tho Statement of Requirements and their 
expertise for output rates, shill lengths and resource charges. STA will uso theso tables in conjunction with tho supplier estimate to confirm any cost changes throughoul tho year. 

The following tables contaln oxa·mple items only and ST A expects tho supplier to detail all costs associated with their collation solution for of each programme of work. 

Table 1 - RH ourc• 
This table should be populated with details of all of fort driven resources for the delivery of tho work, be this people or machinery {e.g. an automated collation line). 

Numbor of Components Cost por pack. Numb8f per hour Volume Requirod Man hours -1NunibOr of days jNumbefOf Total Man hours Total Number of 
u1quirod completo hours per day Staff 

1-5 0.189 78 45000 577 20 7 140 4 

6-10 " 0.1155 126 148220 1176 20 7 140 8 

11-15 0.189 78 207000 2654 20 7 140 19 

.1&-20 0.2415 60 0 0 20 7 140 0 
21-25 0.252 58 71000 1268 20 7 140 9 

25• 0.4725 31 61150 1973 20 7 140 14 
1-10 1.638 9 0 0 12 7 84 0 
11-20 2.73 5 0 0 12 7 84 0 
2 1-40 . 4.1055 3 23678 7893 12 7 84 94 
41+ 5.9955 2 9997 4165 12 7 84 so 
2160 16.8 .1 2160 2160 90 24 2160 1 
800 17.325 1 800 800 25 8 200 4 

Number of Components Cost per pack Number per hour Volume Required Man hours Number of days !Number of Total Man hours Total Number of 
rot1uired comntete hours nt11r dav Staff 

rs32310 0.12705 n/a n/a n/a n/a r/a n/a n/a 
33675 0.588 n/a n/a n/a n/a rva nta n/a 

oon.2s n/a 4 n/a n/a n/a n/a n/a 

Total Cost Running total 

£6,505.00 
£.17,119.4 1 
£39,123.00 

£0.00 
£17,892.00 
£28 893.38 

£0.00 
£0.00 

£97,210.03 
£59,937.01 
£36,288.00 
£13,860.00 

Total Cost 

£67 637,61 
£19 800.90 
£36 309.00 

.!!! n/a 50 n/a n/al._ nla n/a n/a £4 200.QOJ 

Table 2 - Consumables and periph,ral items 
This table should be populaled with the cost estimato for consumable items, such as tape and cartons, and peripherals such as pallet storage costs. 

Qua!!!! [Unit cost 

Table 3 - Proflle 

0.1155 
_Q.05775 

Q.084 
j)J.QS 

J.9425 

The following tablo can be usod to outline the costs prol ilo for the workplackage although Tabios 1 and 2 form tho basis of the cost proposal. 

Seo-14 Oct-14 Nov-14 Doo-14 
£ £ £ £ £ 
£ £ £ £ £ 
£ £ £ £ £ 
£ £ £ £ £ 

.TIQN_ - -·- ' - - - £ £ £ £ £ 
£ - £ £ £ £ 
£ £ £ £ £ 

£ £ £ £ 
£ £ £ '£ 
£ £ £ £ 

0.6121 23,520.00 1- 1.010.00 1 

Jan-15 Feb-15 Mar-15 ADf·15 Mav-15 Jun-15 Total 
£ 9 077.25 £ 9 077.25 £ 9 077.25 £ 9 077.25 £ £ 36,309.00 
£ 98 548.88 £ £ -£ 98,548.88 
£ £ 12 096.00 £ 12 096.00 £ 12 096.00 £ £ 
£ £107 502.24 £71 688.16 £ £ £ 
£ £ £176 947.94 £ £ £ 
£ £ 4 200.00 £ £ £ £ 
£ £ £ 8 405.94 £ £ £ 
£ £ £ 5 544.00 £ 8 316.00 £ £ 
£ £ 1 406.37 £ 2 812.74 £ 11406.37 £ £ 
£ 107 626.13 £ 134 281.86 £ 286 552.03 £ 30 895.62 £ £ 

~ 



KM4 Phonics costs 

To support clear calculalion of 2015 collation costs, STA would liko tho supplier to populate the light blue areas of tho tables below using the metrics data from the Workpackagos in the Stalement of Requiromonts and their exportise 
for output rates, shift lengths and resource charges. STA will uso these tables in conjunction with tho supplier estimate to confirm any cost changes th roughout tho year. 

Tho following tables contain 0)(8mplo lloms only and STA eJCpects tho supplfor to detail aJI costs associated wilh thei r co11at1on solution for of each programm~ of work. 

Table 1 • Resource 
This table stiould be populated with details of all e ffort driven resources for the delivery of the work, be this people or machinery {e.g. an automated collatlon line). 

Resource typo - Variablo Numbor of Components Cost per pack Number per hour Volume Required Man hours Number ol days Number ol hours Tota! Man hours Total Number of Total Cost Running total 

rooulred comnlete l"'"rdav Staff 

Prlmarv Collation 1-5 0.3885 38 36710 979 5 7 35 28 £14,26f.84 £ 14,261.84 

Conslnnment Collation - 1· 10 L.2495 12 16115 1343 5 7 35 38 £20, 135,69 £34,397.53 

Securihl hour+.tl 720 16.8 1 720 720 24 24 576 1 £12,096.00 £46 493.53 

HeR'W'tesk Provl:slon - 160 17.32S 1 160 160 20 8 160 1 £2,772.00 £49,265.53 

Reso\Jrco type· Fixod Number of Components Cost per pack Numbor per hour Volume Required Man hours Number of days N1Jmbor of hours Total Man hours Total Number of Tol11I Cost 

renulred comnlete Iner dav Slaff 

Prlmarv CollatfOn QA 36710 0.12705 nle nle nle n/a n/a n/a nle £4 664.01 £53 ,929.53 

Consianment Collation QA 16115 0.588 nle nla nlo n/a nta n/a nlo £9 475.62 £63 40S.1S 

Acoount Mananemonl monthlvl ., 1 oon.2s nle 1 nla nla nla nla nla £9,077.25 £72 ,482.40 

Cata Handtlnn ho'urM 1 84 nla 25 n/a nl• nla nla nla £2,100.00 £74 ,582.40 . 
-

Tablo 2. Consumab lH and perfphoral lt•m• 
This table should bo populated wfth' tho cost estimato for consumablo itoms, such as tape and cartons, and porfpherats such as pallet storage costs. 

Quanti Unit cost 

0.6121 10,924.03 I- 3,203.11 I 

Table 3 • Prolllo 
The following table can be used to outHne tho costs profile for tho workplackage although Tables 1 and 2 form tho basls of the cost proposal. 

Sep-14 Oct-14 Nov-14 Oec-14 Jan-1 5 Feb-15 Mar·15 Anr. 15 Mav-15 Jun-15 Total 

jPROOECT MANAGEMENT Conlraclor £ £ £ £ £ £ £ £ £ £ 9,on.25 £ 9 077.25 PnCKAGING _______ 
£ £ £ £ £ £ £ £ £ 19.485.82 £ £ 19 485.82 

!SECURITY £ ' £ £ £ £ £ £ £ £ £ 12 096.00 £ 12 096.00 
I PRIMARY COLLATION - £ £ £ £ £ £ £ £ £18 925.84 £ £ 18 925.84 
!CONSIGNMENT COLLATION £ " . £ £ £ £ £ £ £ £29 611.31 £ £ 29611.31 

~HANDLING £ £ £ £ £ £ £ £ £ 2 100.00 £ £ 2 100.00 
NTING · £ £ £ £ £ £ £ £ £ 4 949.95 £ £ 4 949.95 

!HELPDESK PROVISION £ £ £ £ £ £ £ £ £ £ 2 772.00 £ 2 772.00 
!STORAGE OF STOCK £ £ £ £ £ £ £ £ £ 202.02 £ 50.51 £ 252.53 
fMonthlv Total £ £ £ £ £ £ £ £ £ 75 274.95 £ 23 995.76 £ 99 270.70 

___, '---
___ , ._____. 

~ 

___, 
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KMS Closedown costs 

:__J I - , 
...____, __.j 

To support clear calcu lation of 2015 collation costs, STA would like the supplier to populate the light blue areas of the tables below using the metrics data f rom the Workpackages In the Statement of Requirements and 
their expertise for output rates, shift lengths and resource charges. STA will use these tables in conjunction with the supplier es11mate to confirm any cost changes throughout the year. 

The following tables contain example Items only and STA expects the supplier to detail all costs associated with their collation solution for of each programme of work. 

Table 1 - Resource 
This table should be populated with details of all effort driven resources for the delivery of the work, be this people or machinery (e.g. an automated collation line). 

7 

Resource type Work unit Total work Total output per Shifts per day . Working days Shift output per Resource Shift length Hourty output per 

shift resource reauired oer shift resource 

Preparation of surplus stock for reovclinn Workers 1 1 1 1 1 1 1 1 

. 0 0 0 
0 0 0 

~. .. 0 0 0 

" 0 0 0 
H ,. ·,: . 0 0 0 

. . .,•1~ _, .. 0 0 '• 0 
, 0 0 0 

·,• e .. . 
" 

0 0 0 
... .. 0 0 0 , . .. I 0 0 0 . .. ,-,: .. ~ 0 0 0 

~ 0 0 " 0 
.. . 0 0 0 

0 0 0 
.I'! , ,.\c,_,' ,, 0 0 0 

. 0 0 0 

Table 2 • Consumables and peripheral items 
This table should be populated with the cost estimate for consumable items, such as tape and cartons, a~d peripherals such as pallet storage costs. 

Item Quantity Unit type.._ Unit cost Total cost 
n/a 0 

~ 0 
0 

,. 0 

' 0 .. ·-· 0 
0 
0 
0 

-~ 0 
0 
0 
0 

Table 3 - Profile 
The following table can be used to outline the costs profile for the workplackage although Tables 1 and 2 fonn the basis of the cost proposal. 

Sep-14 Oct-14 Nov-14 Dec-14 Jan-15 Feb-15 Mar-15 Apr-15 Mav-15 
PROJECT MANAGEMENT Contractor £ £ £ . £ £ £ £ £ £ 
PACKAGING £ £ . • £. £ £ £ £ £ £ 
SECURITY £ .£ £ £ £ £ £ £ £ .. 
PRIMARY COLLATION £ £ £ £ £ . £ £ £ £ ' . 
CONStGNMENT·COtl:ATION £ £ £ . . £ £ £ £ .. £ £ 
DATA HANDLING £ £ £ .• £ .. . £ £ £ £ .. £ 
PRINTING £ .. . £ £ ,· £ £ £ £ .. £ £ .. 
STORAGE OF STOCK £ £ £ £ £ £ £ £ £. ,. 
Monthlv Total £ £ £ £ £ £ £ £ £ 

___; __. -
~ 
t-1" 

Total chargeable Chargeable Total Cost Running total 
hours HourtvRate 

1 £ 3,150.00 £ 3,150.00 £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 

· o £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3,150.00 
0 £ £ 3 150.00 

Jun-15 Jul-15 AuQ-15 Total 
£ £ £ £ 
£ £ £ £ 
£ £ £ £ 
£ £ 3,150.00 £ £ 3,150.00 
£ £ £ £ 
£ £ £ £ 
£ £ £ £ 
£ £ £ £ 
£ £ 3,150.00 £ £ 3,150.00 



Primary Collatjon 1 - 5,000 Packs 

Number of Components Price per Pack 

1 - 5 £0.180 

6 -10 £0.120 

11 - 15 £0.192 

16-20 £0.233 

21- 25 £0.250 

25+ £0.450 

QoasiQQCQ§Ot Qpll!i!tiQO 
1 - 5,000 

Consignments 

Number of Packs per Consignment 
Price per 

Consignment 

1 - 10 £1.56 

11 - 20 £3.10 

21 - 40 £4.66 

40+ £6.21 

QCDA Confidential 

Contract #3193 - Lot 1 - Provision of Collation Services 
Pricing Matrices 

5,001 - 10,000 10,001 - 15,000 15,001 -20,000 20,001 - 50,000 
Packs Packs Packs Packs 

Price per Pack Price per Pack Price per Pack Price per Pack 

£0.180 £0.180 £0.180 £0.180 

£0. 11 3 £0.110 £0.110 £0.110 

£0.1 83 £0.180 £0.180 £0.180 

£0.230 £0.230 £0.230 £0.230 
' 

£0.250 £0.240 £0.240 £0.240 

£0.420 £0.380 £0.380 £0.380 

5,001 - 10,000 10,001 - 15,000 15,001-20,000 20,001 - 50,000 
Consignments Consignments Consignments Consignments 

Price per Price per Price per Price per 
Consignment Consignment Consignment Consignment 

£1.44 £1 .32 £1.32 £1.32 

£2.85 £2.60 £2.60 £2.60 

£4.28 £3.91 £3.91 £3.91 

£5.71 £5.21 £5.21 £5.21 

7 of 7 

___. 

~ 

50,001 - 80,000 
Packs 

Price per Pack 

£0.180 

£0.110 

£0.180 

£0.230 

£0.240 

£0.380 

20/02/2015 at 12:32 
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ANNEX 3 - Specific Responsibilities of the Parties to this 
Enabling Agreement 

A. Enabling Authority 
The principle roles and responsibilities of Enapled Authority in th is 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. · 

• Provision all the inputs described in Tables_ 1 to 5 below to the Contractor 
by the dates set out in those tables 

Key Personnel 

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

Lucihda 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. 

Ian Skidmore Senior Materials & Systems Manager 

Ian 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 & Log_istics 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 Levels 3-6 test materials. · 

· They will monitor progress with the Suppliers· and will work collaboratively 
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 
Item 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 
school order data 

Pack collation A school order is set out in packs · .xis 01/09/2014 
order made up of various printed 

components, this file outlines the 
collation order for each pack 

Key Stage 1 This f ile confirms the print .xis 01/09/2014 
print specification for every printed . 
specification product that will be received from 

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 .xis 01 /09/2014 
check print every manufactured product from 
specification the 2014 Phonics c;heck 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 ST A'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 (BFPO) 
based at RAF Northolt. . This 
document lays out the requirements 
for this delivery 

Programme Baseline information for delivery .doc 01/09/2014 
briefs requirements on any given job. 

Specific elements may change in 
planninQ as supply chain 
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Item Description 

arrangements are agreed for the 
new cycle. 

Table 2: Job#KM2 Inputs for Key stage 1 
Item Description 

2015 Key 
stage 1 Pack 
definitions and 
quantities 

2015 Key 
stage 1 
standard tests 
school orders 

2015 Key 
stage 1 
modified test 
orders school 
orders 

The data that drives primary 
collation. It outlines all of the pack 
types required, their content and the 
quantity of each to collate including 
the contingency quantities identified 
by the Enabled Authority. 
The data that drives consignment 
collation for schools that ordered 
standard tests. It is downloadable 
from the NCATools website. It 
contains a record for each school 
detailing their contact details and 
requirement for each pack type. 
The data drives consignment 
collation for schools that ordered 
modified tests·. It is downloadable 
from the NCATools website. It 
contains a record for each school 
detailing their contact details and 
requirement for each pack type. 

T bl 3 J b#KM3 I t f K a e . 0 npu s or ey sage . t 2 
Item Description 

2015 Key The data outlines the pack types 
stage 2 levels required, their content and the quantity 
3-5 primary of each to collate, including the 
collation data contingency quantities identified by 

the Enabled Authority. 
2015 External The External Marking Services 
Marking provider requires quantities of the 
Services levels 3-5 and level 6 materials to train 
Provider the markers. The document sets out 
brder the quantities, delivery dates and 

delivery addresses. 
2015 Key The Enabl~d Authority will provide a 
stage 2 levels dataset containing a record for each 
3-6 school detailing their contact details 
consignment and requirement for each pack type. 
collatioh data The dataset will be drawn from all 

' available information known about · 
school's requirements at the end of 

Format Date 
available 

Format Date 
available 

.xis 05/12/2014 

.csv 05/12/2014 

.csv 05/12/2014 

Format Date 
available 

.xis 10/12/2014 

.xis 19/12/2014 

.csv 23/03/2015 



Item · Description 

the Pupil Registration window on 
20/03/2014. 

2015 Key A dataset containin·g the details of new 
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 1 
2015 Key A dataset containing the details of new 
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 
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 
- Update 3 

registering p1;1pils. 

2015 Key A dataset containing the details of new 
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 
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 requirement for 
each pack type. 

T bl 4 J b#KM4 I t f Ph a e . 0 npu s or omcs ec . 
Item Description 

2015 Phonics The data outlines the pack types 
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 Enable.d Authority will provide a 
check dataset containing a record for each 
consignment 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 

Format 

.csv 

.csv 

.csv 

.csv 

.csv 

Format 

.xis 

.csv 

Date 
available 

29/04/2015 

30/04/2015 

05/05/2015 

07/05/2015 

05/12/2014 

Date 
available 
29/04/2015 

29/04/2015 

{ 

[ 

{ 

l 

I~ 
L 
I. 
L 
I. 
l 
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I weeks. 

Table 5: Job#KMS Inputs for Closedown 

There are no inputs for Closedown 

B. Contractor 

The principal 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 Logistics 
Provider 

• Project management of the Collation process within the milestones and 
service levels determined by Enabled Authority including active risk 
mitigation and management; 

• Provision of management information to permit Enabled Authority to 
assure the delivery of the collation service; 

• Contract management of any subcontractors used to deliver the collation 
services; 

• Responsive and high quality customer service to Enabled Authority; 

• 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 all the outputs described in Tables 6 and 7 below 

Key Completion Dates 
The following key completion dates are critical 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 

KM4 Phonics complete . 26/06/2015 

KM5 Closedown complete 31/07/20f5 

Planning Metrics 
For planning purposes, the Contractor shall use the following metrics. These 
are actual metrics from the 2014 test cycle 



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 Supplier 
Total manufactured components 
Total pallets of components delivered 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 

KM3 
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 production 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 
assurance audit 
Enabled Authority agreement of the end to end 

ro·ect Ian for the 2015 c cle 
Enabled Authority agreement of the project 
account team 
Enabled Authority signoff of all packaging 
materials 
Enabled Authority agreement of all project 
Governance arran ements 
Successful completion of Logistics Provider 
interface test 
Establishment of delivery arrangements with 
the Production Su lier 
Enabled Authority signoff of a Project _initiation 

document PIO 
Enabled Authority Signoff of all KS 1 product 

descri tions PDs 
Enabled Authority signoff of a baseline Risk 

re ister 
Enabled Authorit si noff of all Ml tern lates 
Enabled Authority signoff of helpdesk data 

transfer Ian 
Enabled Authority agreement of 2015 cycle 

cost 

Receipt and safe storage of all Key stage 1 
materials 
The meeting of all Enabled Authority quality 
Criteria for rima collation 
The me~ting of all Enabled Authority quality 
Criteria for Secon·da collation 
Successful dispatch of all KS1 school orders 

Section F 
19/12/2014 

Section A7 19/12/2014 

Section A 1 , G SG to 
confirm 

Section B 10/12/2014 

Section A4, G 10/12/2014 

Section G1 

Section C, G 

Section A2 

Section A1 

Section A1 

Section H 
Section I 

Price Model 

Section C 

Section D 

Section E 

Section G1 , 
G3 
Price Model 

16/01/2015 

10/12/2014 

19/12/2014 

Date to be 
confirmed 
19/12/2014 

19/12/2014 
Date to be 
confirmed 
19/12/2014 

19/12/2014 

16/01/2015 

13/02/2015 

13/02/2015 

13/02/2015 

10/12/2014 
13/02/2015 

1 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. 



Receipt and safe storage of al Key stage 2 Section C 
materials 

The meeting of all Enabled Authority quality Section D 
Criteria for rima collation 
The meeting of all Enabled Authority quality Section E 
Criteria for Seconda collation 
Successful disp~tch of all Key stage 2 school Section G1, 
o~era G3 

Receipt and safe storage of al Phonics Check Section C 
materials 
The rneeting of all Enabled Authority quality Section D 
Criteria for rima collation 
The meeting of all Enabled Authority quality Section E 
Criteria for Seconda collation 
Successful dispatch of all Phonics Check Section G1, 
school orders G3 
Confirmation of final Phonics Check costs Price Model 

Implementation of the Exit Plan .completed 
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 

• Lessons learned captured and reviewed 
with Enabled Authority 

Constraints 

Levels 3-5 
1 6/093/2015 
Level6 
14/04/2015 

09/05/2015 

14/04/2015 
22/05/2015 

22/05/2015 

26/06/2015 

26/06/2015 

12/06/2015 

19/06/2015 
26/06/2015 

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

• All quality parameters defined and agreed with the Enabled Authority 
for the collation service must be inet (the expected service levels are 

l 



[ 

l 

set out on page 20); 

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

• The supplier must be able to provide flexibility to encompass changes 
in assessments resulting from Ministerial policy; and 

• The supplier must provide value for money, transparent pricing and 
effective 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 train·ed an·d 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 p,rogress, 
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 PRINCE2 practitioner. 

Becca Gibson) Senior Client Services Manager 
Becca is the senior point of contact for the contract, engaging with ST A contract 
sponsor anq 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 arrange·ments for this Enabling Agreement are set out in the 
following tables. 



Table 8: Key Stage 1 Governance plan 

Joint Weekly I Progress reports Weekly: Friday 5th Pamela Fancourt RAID Log I Teleconference 
project review Project amendments December 2014 - Ian 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 

KS1 distribution Distribution progress update Daily: 2nd - 6th Pamela Fancourt* Update report I 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 
Parcel Force RAID Log 
Worldwide Actions 

/Minutes 
Granby Mid Review of performance against 26th February 2015 Matt Carter* Update report I Earlsdon Park -
project KPI SLAs following bulk collation · Andrew Gregson on performance Coventry 
review meeting . and distribution Pamela Fancourt against KPls 

Actions/Minutes 
STA KPI I Review of KPls to reflect any 2nd July 2015 Pamela Fancourt Update report Ear.lsdon Park-
finalization · changes following order Matt Carter* on performance Coventry 

amendments / additions collated Andrew Gregson against KPls 
and dispatched after 1 0 Andy Howarth Actions/Minutes 
Februarv 2015 

~ 
r-- ~ r---; :---, :-7 ---, ----, --, 
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Table 9: Key Stage 2 Governance plan 

Joint Weekly I Progress reports 
project review Project amendments 

Risks and issues 
Lessons learnt 

KS2 distribution Distribution progress update 
daily ops. call Review of incidents log and 

actions 

Granby KPI Review of KPls 
finalization 

STA KPI . I Review of KPls 
finalization 

Weekly: Thursdays 5th 
Feb 
to 11th June 

27 April to 15th May 

17 June 2015 

I 2nd July 2015 

'---

------, ------, 

-----

Paul Strumidlo RAID Log I Teleconference 
Matt Carter* Update report 
Andy Howarth showing 
Andrew Gregson progress 
Becca against key 
Gibson(adhoc) milestones 

Actions / 
Minutes 

Paul Strumidlo*, Update report I Teleconference 
Jon Bryan, showing 
Geoff Locke, progress 
Andrew Gregson against key 
Matt Carter(by milestones 
invitation) RAID Log 
Parcel Force Actions /Minutes 
Worldwide 
Matt Carter* I Update report I Granby 
Andrew Gregson on performance 

against KPls 
Actions/Minutes 

I Pamela Failcou.rt 
Matt Carter* 

Update report I Earlsdon Park, 
on performance Coventry 

Andy Howarth against KPls 
Becca Gibson .Actions/Minutes 
Andrew Greason 



Table 1 O: Phonics Governance plan 

Joint Weekly I Progress ·reports Weekly: Mondays 11th Paul Strumidlo · RAID Log I Teleconference 
project review Project amendments May Matt Carter* Update report 

Risks and issues to 1st June Andy Howarth showing 
Lessons learnt Andrew Gregson progress 

Becca against key 
Gibson(adhoc) milestones 

Actions/ 
Minutes 

Phonics Distribution progress update 29th May to 12th June Paul Strumidlo*, Update report I Teleconference 
distribution daily Review of incidents log and Geoff Locke, showing 
ops. call actions Andrew Gregson progress 

Matt Carter(by against key 
invitation) milestones 
Parcel Force RAID Log 
Worldwide Actions /Minutes 

Granby KPI I Review of KPls I 8th 
June 2015 I Matt Carter* Update report I Granby 

finalization Andrew Gregson on performance 
against KPls 
Actions/Minutes 

STA KPI I Review of KPls I gt June 2015 Pamela Fancourt Update report I Earlsdon Park, 
finalization Matt Carter* on performance Coventry 

Andy Howarth · against KPls 
Andrew Greason .Actions/Minutes 

'f 
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Table 11: Communications 

Risk Lo 
2015 Goods Receipt Ml 
2015 Collation and Dispatch 
Proaress Ml 
2015 Collation QA Ml 
Lessons Learned information 
2015 Helpdesk Ml 

r-

revision 

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

• Ad hoc during goods receipt from Communisis 
• Day one of primary pack collation 
• 1st day of consignment collation 
• 1st day of distribution 
• Ad hoc checks during the collation activity 

----, --, ..----, 

Williams Lea/ Granb 
Granb 
Granby 

Granb 
Williams Lea / Granb 
Granby 

• * 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 circulated 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 (Ml) will be required 
by the Enabled Authority to effectively manage the Contract as set out below. Any 
further Ml will be defined and mutually agreed during KM1 Mobilisation. 

Management information will be provided as laid out in our communication 
and governance plan, but specifically the following Ml 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; 
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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 Authority 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 Criteria Acceptance Method 
i. the total quantity of each pack a) Confirmation by the supplier 

ordered by the Enabled Authority is that all quantities have been 
collated by the Key- Milestone collated by the correct date 
Completion Date for each Job as set and, at the Enabled 
out in Table 6 in Annex 4 to this Authority's discretion, a site 
Enabl ing Agreement; 

visit to undertake a visual 
inspection; and 

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

ii. 99.95% of all school orders No more than 0.5% of schools has 
consignments are collated to request test materials due to a 
accurately to the order and shortfall in delivery due to an error 
dispatched to the agreed profile for in collation 
each job. 

iii. 100% of school orders are fulfilled No school reports that it has 
prior to the date that tests of any insufficient test materials for its 
one job are sat in schools; pupils on or after the date of the 

test due to an error in collation 
iv. all consignments and supporting Confirmation by Parc~lforce that all 

aata are prepared in accordance consignments tally exactly with the 
with the Enabled Authority logistics Contractor's pre-delivery advice 
provider's requirements and are data when consignment barcodes 
ready for collection on the days set are scanned at any Parcelforce 
out in the Enabled Authority 

depot. dispatch plan with 100% accuracy 

V. there is no compromise of Enabled . Scrutiny of Contractor data and 
Authority test content in anyway. records and, at the Enabling 
The provider must ensure that all Authorities discretion, a visit to the 
material and data is accounted for at Contractor's premises to undertake 
all times and that no release of visual inspection. 
information is disclosed to anv 
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2 

unauthorised persons before 
completion of all jobs. 

Key Performance Indicators (KPls) and Service Levels (Sls) 

Please refer to the following spreadsheet for: 

a. a description of the quality 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. 

c. 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 th_e Service Credit payable will be: 

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

Service Service Level Measure Compliance Calculation Service Credit 
points 

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 delays 

start date for against both 

collation activity. the Primary 
and 
Secondary 
Collation 

.. start dates, 
then 1 
Service 
Credit Point 
shall be 
payable for 
each - i.e. a 
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Service 

Goods Receipt 
Deliveries from 
Production 
Providers are co-
ordinated so that 
all vehicles 
booked on any 
given day are 
unloaded on that 
day. 

Goods Receipt 
The quantity of 
pallets and boxes 
received from 
each Production 
Provider is to be 
verified against 
the delivery note 
received from 
that Provider 
within 2 working 
hours of the 
commencement 
of unloading of 
Products by the 
Production 
Provider at the 
Provider site. 
Goods Receipt 
The Contractor 
shall not accept 
any materials 
from the 
Production 
Suppliers that 
were not 
requested by the 
Authority. 

Service Level 

Throughout the life of 
an Order, 100% of 
deliveries from 
Production Providers 
are received and 
unloaded successfully 
on the day they are 
scheduled. 

Throughout the life of 
a Order, 100% of 
deliveries from the 
Production Providers· 
are checked to verify 
the quantities 
delivered against the 
supplied delivery note 
within 2 working 
hours of 
commencement of 
unloading. 

Throughout the life of 
an Order-, 98% of all 
deliveries from each 
Production Contractor 
shall have, within 24 
hours of receipt, 10% 
of the cartons 
received opened and 
the content verified . 
against the delivery 
note to ensure the 
Production Supplier 

Measure Compliance Calculation Service Credit 
points 
total of 2 
Service 
Credit 
Points will 
be 
payable). 

Goods Percentage performance 1 Service 
Receipt Ml against Service Level = Credit Point 

(A/ 8) x 100 will be 
attributable Where: 
to each 

A = Number of deliveries Service 
unloaded on the day; and Failure. 
B = Total Number of 
vehicles booked for 
delivery on the day, less 
any cancelled deliveries. 

. 
· Less than 100% = 

' Service Failure. 

Goods Percentage Performance 1 Service 
Receipt Ml against Service Level = Credit Point 

(A/ 8) x 100 will be 
attributable 

Where: to each 
A = Number of deliveries Service 
checked within 2 hrs; and Failure. 
B = Total Number of 
deliveries received. 

Less than 1 00% = 
Service Failure. 

Goods Percentage performance 1 Service 
Receipt Ml · aga,inst Service Level = Credit Point 
and (A/ 8) x 100 will be 
Verification attributable 
Report Where: to each 

A = Number of deliveries Service 
with 10% of cartons Failure. 

. opened and verified 
with in 24 hrs; and 

8 = Total Number of 
deliveries received. 

~, 



KPI Service Service Level 

has dispatched the 
correct material. 

6 Primary Throughout the life of 
Collation an Order, no more 
99.95% of all than 0.1% of 
sub-packs shall consignees within 
be collated as per each Order report 
the quantity and issues with the 
type of contents quantity or type of 
listed on the components within 
content sheet. the .sub-packs within 

their consignment. 

7 Primary Throughout the life of 
Collation an Order, the 
100% of sub- Authority marking 
packs collated for team do not report 
the Authority any issues with the 
marking team quantity or type of 
shall be collated components within 
as per the the sub-packs within 
content listed on their consignment 
the content sheet. 

8 Primary Throughout the life of 
Collation an Order, no more 
99.95% of sub- than 0.1 % of the total 
packs are number of sub-packs 
collated by the for an Order are 
agreed date in incomplete by the 
the Order Project agreed finishing date 
Plan. for Primary Collation. 

Measure Compliance Calculation 

Less than 98% = Service 
Failure. 

Primary Percentage performance 
Collation Ml against Service Level = 
and {A / B) x 100 
Reports 
from Where: 

Consignees A= Number of 
consignees reporting 
issues with a sub-pc;1.ck; 
and 

B = Total Number of 
consignees. 

Greater than 0.1 % = 
Service Fai lure. 

Primary One issue or more is 
Collation Ml reported by the Authority 
and marking team = Service 
Reports Failure. 
from 
Consignees 

Primary Percentage Performance 
Collation Ml against Service Level = 

{A/ B) x 100 
Where: 

A = Number of sub-packs 
incomplete by the agreed 
date; and 

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

Greater than 0.1 o/o = 
Service Failure. 

Service Credit 
points 

12 Service 
Credit 
Points will 
be 
attributable 
to each 
Service 
Failure. 

7 Service 
Credit 
Points will 
be 
attributable 
to each 
Service 
Failure. 

7 Service 
Credit 
Points will 
be 
attributable 
to each 
Service 
Failure. 
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Service 

Consignment 
Collation 

99.95% of 
consignments to 
be collated as per 
the consignee's 
requirement as 
specified in either 
the operational 
briefing supplied 
by the Authority 
or the data 
supplied by the 
Authority 
(whichever is 
agreed as 
relevant to the 
Order). 

Consignment 
Collation 
100% of 
consignments 
collated for the 
Authority marking 
team shall 
contain the exact 
quantity of sub-
packs of 
materials 
ordered. 

Consignment 
Collation · 

99.95% of 
consignments are 
collated by the 
agreed date in 
the Order project 
plan. 

Project 

Service Level 

Throughout the life of 
an Order, no more 
than 0.1% of 
consignees within 
each Order report 
issues with the· 
quantity or type of 
components within 
their consignment. 

Throughout the life of 
an Order, the 
Authority marking 
team does not report 
any issues with the 
quantity or type of 
components within 
their consignments. 

Throughout the life of 
an Order, no more 
than 0.1% of 
consignments are not 
available for collection 
by the Logistics 
Contractor by the end 
of the planned 
collection window.for 
an Order. 

Throughout the life of 

Measure Compliance Calculation Service Credit 
points 

Consign me Percentage Performance 12 Service · 
nt Collation against Service Level = Credit 
Ml and {A/ B) x 100 Points will 
Reports Where, be 
from attributable 
Consignees A= Number of to each 

consignees reporting Service 
issues with a Failure. 
consignment; and 

B = Total Number of 
consignees. 

Greater than 0.1 % = 
Service Failure. 

Consign me One issue or more is 7 Service 
nt Collation reported by the Authority Credit 
Ml and marking team = Service Points will 
Reports Failure. be 
from attributable 
Consignees to each 

Service 
Failure. 

Consign me Percentage Performance 7 Service 
nt Collation against Service Level = Credit 
Ml and (A I B) x 100 Points will 
Logistics Where: be 
Contractor attributable 
Ml A = Number of to each 

consignments not Service 
available for collection by. Failure. 
end of collection window; 
and 

B = Total Number of 
consignments within an 
Order. 

Greater than 0.1% = 
Service Failure. 

Incident Percentage Performance 1 Service 

S.3 



KPI Service Service Level 

Management an Order, 100% of 

The Contractor issues will be 

will notify the reported to the 

Authority of any Authority within 4 

operational hours following their 

issues that could initial discovery. 

potentially disrupt 
or cause delays 
to the progress of 
an Order. 

13 Interfaces with Effectiveness will be 
Logistics measured against the 
Contractor achievement of key 

The Contractor milestones within an 

must work .Order. 

effectively with 
the Logistics 
Contractor to 
produce 
consignment 
address labels 
and upload pre-
advice, and 
during any 
mutually 
dependent 
collections or 
deliveries, so that 
these activities 
are delivered to 
the agreed 
timelines. 

14 Management Throughout the life of 
Information an Order: 

The Contractor a) 100% of the 
will provide all required reports will 
agreed reports be delivered within 
within the the agreed 
timeframes and timescales; and 
frequencies- b) 100% of reports 

Measure Compliance Calculation 

Reports against Service Level = 

(A / B) x 100 

Where: 

A= Number of issues 
reported within 4hrs; and 

B = Total Number of 
issues. 

Less than 100% = 
Service Failure. 

Label Key milestone not 
Production achieved due to actions 
Ml attributable to the 
Distribution Collation Provider = 
Ml · Service Failure. 

Submission The Provider is either late 
of Ml in providing a report, or 
Reports does not provide a report 

within the agreed format 
= Service Failure. 

Service Credit 
points 

Credit Point 
will be 
attributable 
to each 
Service 
Failure. 

5 Service 
Credit 
Points will 
be 
attributable 
to each 
Service 
Failure. 

(NB: if the 
Provider 
fai ls to 
achJeve 
more than 1 
Key 
Milestone, 
then 5 
Service 
Credit 
Points shall 
be payable 
for each 
Milestone 
missed-
subject to 
confirmation 
that the 
Collation 
Provider 
was at 
fault). 

0.5 Service 
Credit 
Points will 
be 
attributable 
to each 
Service 
Failure. 
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15 

16 

Service 

specified within 
an Order. 

Helpdesk 
Support 
The Contractor 
Helpdesk support 
resource will be 
available to 
handle escalated 
calls on the days 
and between the 
times specified 
for any job. 

All calls escalated 
to the Contractor 
Helpdesk support 
resource, will be 
answered and 
sufficient staff 
must be provided 
to enable that: 

(a) No calls to the 
Helpdesk are to 
be transferred to 
another person 
more than once 
in the same call; 

(b) All calls must 
be answered 
within 15 
seconds;and 

Service Level 

are supplied in the 
format agreed. 

Throughout the life of 
an Order, the 
Contractor Helpdesk 
support resource will 
be available 100% of 
the required times. 

Within each calendar 
month, as a minimum: 

(a) 98% of calls will 
be responded to 
without transfer to 
another person more 
than once, in the 
same call; and 

(b) 98% of calls will 
be answered within 
15 seconds. 

(c) there will be no 
more than 3 valid 
complaints during any 
Order period. 

Measure Compliance Calculation Service Credit 
points 

(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). 

Helpdesk One instance or more of 1 Service 
Support Ml Helpdesk Unavailability is Credit Point 
and reported by Helpdesk will be 
Enabled Resource Users = attributable 
Authority Service Failure. to each 
Reports Service 

Failure. 

Helpdesk a) Percentage 2 Service 
Support Ml· performance against Credit 
and Service Level = Points will 
Authority (A I B) x 100 be 
Reports 

Where: attributable 
to each 

A = Number of calls Service 
responded to without Failure for 
transfer to another person Criteria (a}, 
more than once; and (b) and (c). 
B = Total Number of calls 
answered. 

(NB: if the 
Provider 

Less than 98% = Service fails to 
Failure. , achieve 

both Criteria 

b) Percentage (a) and 

performance against Criteria (b) 
within any 



KPI Service Service Level Measure 

(c) No valid 
complaints 
regarding the 
level of service 
provided by the 

· . Helpdesk will be 
escalated to the 
Enabled 
Authority. 

17 _Where possible, Within each calendar Helpdesk 
air calls escalated month, as a minimum: Support Ml 
to the Provider (a) Where an issue and 
Helpdesk should cannot be r~solved Authority 
be resolved by immediately, 98% of Reports 
the Helpdesk issues must be 
immediately. If acknowledged with a 
an issue is not status update 
resolved (including estimated 
immediately, the fix time) within 4 
person who hours of logging the ' raised the issue call (Monday to 
must receive an Friday); 
acknowledge men 

(b) Where an issue 
t / update, in a cannot be resolved 
timely manner 

immediately, 100% of 
and the issue 

issues must be 
must be resolved 

acknowledged with a 

Compliance Calculation 

Service Level = 
(A I B) x 100 

Where: 
' 
A = Number of calls 
answered within 15 
s·econds; and 

B = Total number of calls 
offered - number of calls 
abandoned within 15 
seconds. 

Less than 98% = Service 
Fai lure. 

c) Number of complaints 
received during any 
Order period is greater 
than 3 = Service Failure. 

a) Percentage 
performa~ce against 
Service Level = 
(A I B) x 100 

Where: 

A = Number of enquiries 
not resolved immediately,_ 
but acknowledged within 
4 hours; and 

B = Total number of 
enquiries not resolved 
immediately. 

Less than 98% = Service 
Failure. 

b) Percentage 

Service Credit 
points 
calendar 
month, then 
2 Service 
Credit 
Points shall 
be payable 
for each -
i.e. 4 
Service 
Credit 
Points will 
be payable. 
Likewise, if 
the Provider 
fails to 
achieve 
Criteria (b) 
for two 
calendar 
months 
within an 
Order, then 
2 Service 
Credit 
Points shall 
be payable 
for each 
month- i.e. 
4 Service 
Credit 
Points will 
be 
payable). 

2 Service 
Credit 
Points wil l 
be 
attributable 
to each 
Service 
Failure for 
Criteria (a), 
(b) , (c) and 
(d). 

(NB: if the 
Provider 
fails to 
achieve 
both Criteria 
(a) and 
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KPI Servicei 

within the agreed 
timeframe. 

Service Level Measure 
. 

status update 
(including estimated 
fix time) with in 6 
hours of logging the 
call (Monday to 
Friday); 

(c) Where an issue 
cannot be resolved 
immediately, 80% of 
issues. must be 
resolved to the 
satisfaction of the 
Enabling Authority 
within 24 hours 
(Monday to Friday); 
and 

( d) Where an issue 
cannot be resolved 
immediately, 100% of 
issues must be 
resolved to the 
satisfaction of the 
Enabling Authority 
within 48 hours 
(Monday to Friday). 

Compliance Calculation Service Credit 
ooints 

performance against Criteria (c) 
Service Level = within any 
(A / B) x 100 calendar 

Where: month, then 
2 Service 

A = Number of enquiries Gredit 
not resolved immediately, Points shall 
but acknowledged within be payable 
6 hours; and for each -
B = Total Number of i.e. 4 
enquiries not resolved Service 
immediately. Credit 

Points wil l 

Less than 1 00% = be payable. 

Service Failure. Likewise, if 
the Provider 
fails to 

c) Percentage achieve 
performance against Criteria (c) 
Service Level = for two 
(A/ B) x 100 calendar 

Where: months 

A = Number of enquiries 
within an 
Order, then 

not resolved immediately, 2 Service 
but resolved within 24 Credit 
hours; and Points shall 
B = Total Number of be payable 
enquiries not resolved for each 
immediately. month - i.e. 

4 Service 

Less than 80% = Service Credit 

Failure. Points will 
be 

d) Percentage 
payable). 

Performance against 
Service Level = 
(A / B) x 100 

Where: 

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

B = Total Number of 
enquiries not resolved 
immediately. 

Less than 1 00% = 
Service Failure. 

~7-



ANNEX 6 - Specific Responsibilities of the E:nabled 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 

I. 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 

II. 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 u~der TUPE 

Ill. 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 (1) and (11) 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 (I) 
and (11) 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 iri the 
Cost Model (see Annex 2- Section B); 

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

of the Enabled Authority, [name] 

By: 

Name: ~elk "1*"'~ 
#c.At, CE/:' ~ IJE2.w£)1!Y 

My position is (~~ lj,44JA~ 
and I confirm that I have authority to s·1gn this Declaration on behalf of [name of 
Department]. 

Date: .z. '-r· 16 -----------
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ANNEX 7 - Security Plan 

The Parties acknowledge and agree that Schedule I of the Contract are the contents 
of this Annex 7 and the Contractor shall be obliged to comply with such oqligations 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, April 2013. 
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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. 

Information 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 level of protection. 

Information security is concerned with identifying an organisation's information assets (e.g. 
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; 

• Integrity: safeguarding the accuracy and completeness of information and processing 
methods; and 

• Availability: ensuring that authorised users have access to information 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 du.ty 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 which 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 policies detailed in Appendix 1 of this pollcy document. 

3 Scope 
This Policy forms part of the WL Employee Handbook and applies to all employees and third parties 
working on the Company's premises 

4 · Purpose 

The purpose of this Policy 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 continuity and minimise damage or disruption by preventing and minimising 
the impact of security incidents; and 

· • raise awareness of information security issues. 
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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 Information 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 
oc~urred within the organisation. 
To ensure compliance with this Policy and the supplementary security policies internal compliance 
assessments will be carried out periodically by the Information Security Compliance Manager. 

7 Line Management 
All line-managers are directly responsible for implementing this Policy and the supplementary 
security policies within their business areas and for training their staff on the contents of these 
policies. 

8 Employees 
Employees must comply at all 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 impact on the Company's bysiness activities. 

9 Contractors 
Contractors working on WL's premises for prolonged periods must comply with the provisions of this 
Polfcy 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 resu·lt in 
disciplinary action via WL's disciplinary procedure, up to and including surnmary dismissal. 
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Appendix 1 
Information Security Policy Matrix 

Policy 
Data Protection Policy 
IT Acceptable Usage policy 
Information Security Logical, 
Information Destruction Policy 

Protective Marking Policy 
Security Incident Reporting Policy 
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HMG Security Policy Framework v 11.April 2013 

---i 

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 tQ. 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 mftigation. 
STA will assure themselves against the matrix returns and where appropriate due diligence on 
the suppliers premises could be undertaken. 
Residual risks will be documented and where appropriate 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 documentation that should be used to reference 
all STA matrix Reponses. The SPF can be found at: 
http://www.cabinetoffice.gov.uk/content/government-security/ 

~--, 



MR 1 

MR2 

MR 3 

MR 4 

MR S 

~ 

STA and ltsdeliv«ypar1ners must.stablshan~e 
securiey oroanlsation (suital*{ staffed and !rained) 'MO\cl&at 
lines' of respoM(btlity and accountability at al ~s of tho 
org.anlsation. Ttu musl Include a Botud-kwol lead with authority 
to rlftuence nvestment decisions and ag1a. the organisation's 
OYerall apJKoach to sectr'" 
ST A and Its delivery partruws must • Adopt a holistic risk !Pokies, procedut8$ and guidMco must apply 

l
managemM( approoch COYeriog al llfMS of proleclive S ecurlty 
acroH their organisation. • Develop ltwMr O¥in security polcle:s, 
tallomg the standards and guldelrles set out n 1h45 framework t, 
the partlcUW' business needs, thr.at profio and rbk app«ite ol 
their or;arisn.lion and Its dell\l«y partners. 

STA and its deli\'«)' partners mu,t ensure that aN sftiii-areawlUefAssUrance ol awareness of staff shclAd bepcc:Mded 
lot security palcies and l.lld«stand their p«SOnal responsi>iltles 
!Of safeguarding assets and !he potential consequences of 
~ ~NnQ security rules. 

STA and its dav«)' partners must have robust and wel( tested Response or security Incident management plans should be 
poicle:s, proceciJres and ~ I ar~ts In place to In place and prOYen to be able to respond apprq>rlatlly 
respond to, Investigate and recc:w« from HOllfity incidents or 
othel' disruptions to core business. 

STA and its delivery partnefs mus! haVe an ei'fective syttem of Audit andfor assurance should be built Into the suppiers 
assurance °il ptace to satisfy thllr Accounting Oflicw I Head al sys tams and polices/procedures 
Department and Management Boe.rd thal the Ol'gNlliatlon's 
security arrangmnents &1e lit I« purpose, that Information risks 
a,e appropriatety mMaged, and lha.t 8fff slgritlcant central 
weaknNses are explcilly acknoY,1edged and regularly reYiewed. 

,---. r---, 
L 

y 

y -

:----, 

Oedicaled J)«son responsibfe !or physlcal and site security, 
separate ndMwal for Perscnnel security and separate lndivloJal 
responsible for lnfoonation Hcurily. f,J named ~s report 
cltecl to main board director. 

I
Oata pro111et1on pclcy, IT pcicy (lnckJdng IT security poicy)and 
physical security policy undtrtaken through staff lndJc:tion 

Granby have a tul BCP/BCOR plans, 'Mth ful desk top tesling oo a 
monthly basb with wtcomes documented. 

Granb)' have: named head ol ncurity with-direct rflP()fting lioe Into 
Operations BoGtd Member l'lflo repons to Main Board Director, 

l
w~ Ops mMtings and H&S meetings to <hc:un security 
tSsues. outcomes k,gged. tT security polclas extemaly audted 
0612014 as part ot the ISO 27001 aocreditation process. 

.---- ---, lj r--1 
• - _J 

---, 
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[STA and its delivery partnersinust have an Information Risk management accreditation doCumentation or similar I~ l°ataseal accreditation 01/13, Includes 
secur1ty policy setting out how they and any delivery needs to be in place. ISO certification can cover aspects of IT security policy. ISO27001 
partners and suppliers will protect any information this MR accreditation awarded July 2014. 

MR6 1assets they hold, store or process (including electronic y 
and paper formats and online services) to prevent 
unauthorised access, disclosure or loss. The policies 
and procedures must be regular1y reviewed to ensure 
currencv. 
STA and its delivery partners must ensure that This includes the storage, transfer and all other means of IT hold Information Classification and 
information assets are valued, handled, shared and moving secure materials Handling policy for data control, 
protected in line with the standards and procedures set detailed within IT security policy. 

MR 7 
out in the Government Protective Marking System y y Granby hold full asset register with 

:i·M~~ '"' ,_ ..,,.,_, --•••) ooO •• assigned asset owner responsibility. 
associated technical guidance supporting this All IT systems are password 
framework. controlled to individual user levels. 

:An ICT systems that handle, store and process Technical risk assessments should be in place. Including, Detailed within IT security policy. 
protectively marked information or business critical although not exclusive. Current patching, AV and other Dataseal and ISO 27001 audits and 
data, or that are interconnected to cross·government network·defences need to be in place and regularty accreditations evidence that policies 
networks or services (e.g. the Government Secure updated. External penetration testing should be considered are followed. 
Intranet, GSI), must undergo a formal risk assessment for any network holding STA secure materials, this should 

MRS (to ·identify and understand relevant technical risks; and be renewed annually. y y 

must undergo a proportionate accreditation process to 
ensure that the risks to the confidentiality, integrity and 
availability of the data, system and/or service are 
property managed. 

STA and Its delivery partners must put In place an Proportionate to the Business impact level of the data held GMS do not currently hold any 
appropriate range of technical controls for all lCT by supplier confidential data on behalf of STA, all 

MR9 15vstems, proportionate to the value, importance and y · y data is only at school address level 
. sensitivity of the information held and the requirements and not pupil level. 

of any interconnected systems. 

STA and its delivery partners must Implement Access controls can include authentication, use of secure Detailed with in IT security policy. 
appropriate procedural controls for all ICT (or paper- SFTP sites etc. Passwords must be strong and employ a Dataseal and ISO 27001 audits and 

MR 10 1based) systems or services to prevent unauthorised minimum of 8 letters/numbers/non alpha numeric symbols y y accreditations evidence that policies 
access and modification, or misuse by authorised are followed. 
users. 

~ 
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STA and its delivery partners must ensure STA require all delivery partners whor ______ -r l The completion of this SPF matrix-_- --
that the security arrangements among their manage secure material to submit an Annual site visits undertaken by head 
wider family of delivery partners 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. 
infonnation concerned and the level of risk due diligence from STA 
to the parent organisation. This must 

MR 11 include appropriate governance and . I I y I 
management arrangements to manage nsk, · Y 
monitor compliance and respond effectively 
to any incidents. Any site where third party 
suppliers manage assets at 
CONFIDENTIAL or above must be 
accredited to List X standards. 

an its e Ivery partners must ave Part of incident response plan Documented within incident response 
clear policies and processes for reporting, plan. 

MR 12 1managing and resolving lnfonnation y y 
Security Breaches and ICT security 
incidents. 
Suppliers must ensure that personnel Baseline checks must be undertaken All staff have to provide ID pnor to 
security risks are effectively managed by following HMG BPSS guidance employment lo prove they can work in 
applying rigorous recruitment controls, and the UK. All staff have to provide a 
a proportionate and robust personnel National Insurance number, to ensure 
security regime that detennines what other they are registered with HMRC. If 
checks (e.g. national security vetting) and . relevant to role, staff will be required 
on-going personnel security controls should to have a DBS check carried out on 

l
be applied. them, for roles such as Contact 

MR 13 Y Y Centre Operatives or the Security 
staff responsible for monitoring STA. 

the Home Office to prove eligibility to 
work in the UK. DOI fonns completed 
by all staff and infonnation shared 

I I I l
: :r~~~: : ~I~ :e0

~::;e~t:t~o~~~ a 

with STA. ' -------------1------------+-----1---+--
S TA and its delivery partners must have in 
place an appropriate level of on-going 
personnel security management, including 

MR 14 l fonnal reviews of national security vetting Y Y 
:clearances, and arrangements for vetted Changes to personal circumstances As above, vetting is appropriate to 
'staff to report changes in circumstances for all staff managing STA sensitive role within Granby. DOI fonns 
lthat might be relevant to their suitability to data will be updated as soon as completed by all staff and infonnation 
1hold a security clearance. changes occur shared with STA. 

,--.:-. r--'i --, ;-----; ;----, ..--, ==i ------, -----, --i 
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Departments must make provision for an Not applicable for supplier or delivery 

internal appeals process for existing partners 

employees wishing to challenge National 

MR 15 Security Vetting decisions and inform 
Cabinet Office Government Security 

N NIA 

Secretariat should an individual initiate a I 

legal challenge ~gainst a National Security 
Vetting decision. 

-J -



_j 

~ 

MR 16 

MR 17 

MR 18 

MR1 9 

STA and its delivery partners must r ocumented risk assessments should be made 

I 
undertake regular security risk assessments 
for all sites in their estate and put in place 

!appropriate physical security controls to 
prevent, detect and respond to security 
incidents. 

l~TA and its delivery partners must Proportionate to BIL of materials held or used by 
implement appropriate internal security supplier/delivery partner 
controls to ensure that critical, sensitive or 
protectively marked assets are protected 
against both surreptitious and forced attack, 
and are only available to those with a · 
genuine .need to know". Physical security 
measures must be proportionate to level of 
threat, integrated with other protective 
security controls, and applied on the basis 
of the .defence in depth" principle. 

STA and its delivery part~ers must put in Proportionate to BIL of materials held or used by 
place appropriate physical security controls supplier/delivery partner 
to prevent unauthorised access to their 
estate, reduce the vulnerability of 
establishments to terrorism or other physical 
attacks, and facilitate a quick and effective 
response to security incidents. Selected 
controls must be proportionate to the level 
of threat, appropriate to the needs of the 
business and based on the .defence in 
depth" principle. ,. 

[".., "' """" - """ -- r""'""' "'"= .., -~~··"' M,-,., ,,ru., I hal all establishments in their estate put in plans 
lace effective and well tested 

arrangements to respond to physical 
ecurity incidents, including appropriate I I 

contingency plans and the ability to 
Immediately implement additional security 
controls following a rise in the Government 
Response Level. 

r-- r----

I 
regular risk assessments undertaken 
as part of annual site maintenance and 
Insurance renewal and H&S meetings. 

y y 

Perimeter fenced site with onsite 
security, gate entry access and 16 point 
CCTV coverage. Protectively marked 
materials are stored within locked 
cabinets within HR and finance 

y y department. Any modifications to 
facilities would have to undergo board 
level sign off prior to implementation to 
determine Impact level. 

All site visitors must report to security 
who will then escort to specific Granby 
contact or department via reception . where a vlstor badge is allocated and 
logged. Visitor badges to be worn in all 
areas at all times, visitors sign 
confidentiality agreement upon entering 
and agree to random search policy. If 
an unathourised visitor arrives at 

y y security they will be detained until the 
relevant department manager is 
contacted and site access granted 
whereby the above process Is followed. 
Any unathourised visitor that attempts 
to bypass security will be detained by a 
security officer and either escorted off 
site or held until the appropriate 
authorities have been contacted. 

I 
IBCDR plans, regular desk top reviews. 
GMS site security levels are deemed 
appropriate to levels required. 

y I y 
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STA and its delivery partners must be 
resilient In the face of physical security 
incidents, including terrorist attacks, 
applying identified security measures, and 
Implementing incident management 
contingency arrangements and plans with 
immediate effect followlng a change to the 
Government Response Level. 

...----

Proportionate to BIL of materials held or used by 
supplier/delivery partner 

L7 r-­
~---' 

y y 

r----', 

Site security is appropriate to levels 
required as part of STA remit. Security 
measures in place during out of office 
hours wlll be the provision of a single 
dedicated officer located within the main 
security office, the remainder of the site 
will be fully locked down ang covered by 
motion sensors and 16 point CCTV that 
wlll be monitored constantly by the 
officer. Within the warehouse buildings 
where stock is stored there are fire, 
heat and smoke sensors in use which 
are remotely monitored by a offsite third 
party provislory, upon trigger of any of 
these alarms an audible trigger wlll 
sound outside the security office in the 

· main buidling as well as a remote alert 
to the sensor provider. If any of the 
alarms are triggered the monitoring 
company wlll first contact security to 
see if there has been a false alarm and 
if not then the appropriate emergency 
services are contacted. Security 
measures for terrorist attacks/increase 
In Govt response level is n/a to this 
contract. 

.---, --; ==-i r--, ---, ~ 
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ANNEX 8- Exit Management P_lan 

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 
u~ilising the Print Vendor Partner Contract. 

Amendments or additions to the Exit Management· Plan will only be applied following 
approval from Williams Lea and GPS when reasonably requested. 

A copy of the Exit Management Plan can be obtained upon request from the 
appoint!;ld 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. 



J 

f . 

. . I-
i-
r· 

f 

r 
r-
{~ 

{: 

[ ~ 

,_ . L 
I] 

. u 
u 

- L 
l : 

' L 
L 
l . 
I 




