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Background
[bookmark: _Toc477954600]Overview
1.1 The Standards and Testing Agency (STA), an executive agency of the Department for Education (DfE), manages the live administration of the annual National Curriculum Assessment (NCA) phonics screening check (PSC) and end-of-key stage 1 (KS1) and end-of-key-stage 2 (KS2) tests (collectively known as the ‘annual NCA Test Cycle’), a key aspect of which is the production, collation and distribution of NCA test materials to participating schools. 
[bookmark: _Toc477954601]Phonics screening check (PSC)
1.2 The annual NCA PSC check has been designed to help teachers assess whether pupils have learnt phonic decoding to an appropriate standard; phonic decoding helps children become fluent readers. The check, which comprises of a list of 40 words and pseudo-words, will be administered to all pupils in Year 1 (aged 5-6), and those in Year 2 (aged 6-7) who did not meet the standard in Year 1. 
1.3 In 2018 the check will be administered to c. 600,000 Year 1 pupils, plus a yet to be confirmed number of pupils resitting the check in Year 2, located in  c.16,000 primary schools in the second week of June 2018.  The check materials comprise a set of 5 items which are sufficient for 30 pupils, including a booklet of words for the pupils to read aloud.  A small number of pupils will take a braille version of the check.
[bookmark: _Toc477954602]KS1
1.4 The annual NCA KS1 tests have been designed to test pupils’ knowledge and understanding of English reading, mathematics and English grammar, punctuation and spelling (GPS) at the end of their KS1 education (i.e. at the end of Year 2, aged 6-7).  The GPS test is currently optional for schools. The tests will be administered to c. 600,000 pupils located in c. 16,000 schools in May 2018[footnoteRef:2].   [2:  	For 2017 due to the fact that the test is deemed non-mandatory the standard KS1 English GPS test papers are to be provided online to schools as optional use downloadable copy only – the status of the test for 2018 is yet to be formally confirmed with Ministers; so KS1 English GPS hard copy test materials print production is included in this statement of requirement on a contingent basis.] 

1.5 A small number of pupils with visual impairments will require modified KS1 test materials, i.e, modified large print, and braille.
[bookmark: _Toc477954603]KS2
1.6 The annual NCA KS2 tests are designed to test pupils’ knowledge and understanding of English reading, mathematics and English GPS at the end of their KS2 education (i.e. at the end of Year 6, aged 10-11).  In 2018 the tests will be administered to c. 590,000 pupils located in c. 15,500 schools on specific days between 14-18 May 2018.  
1.7 As with KS1 a small number of pupils with visual impairments will require modified KS2 test materials, i.e, modified large print, and braille.
[bookmark: _Toc477954604]Risk profile
1.8 The NCA tests form an integral part of the Government’s primary education policy.   Smooth operation of the NCA delivery programme is necessary not only to ensure efficiency, quality, and value for money for the Government but also to minimise burden on teachers and pupils.
1.9 Four principal risks relate to the production of NCA test materials, which the Supplier’s solution must help mitigate:
1.9.1 The correct quantity of materials is not produced within the time available to support downstream processes, e.g. delivery of test materials to schools;	
1.9.2 That large volumes of materials contain production errors, e.g. missing pages, faded text or images, skewed scale diagrams, which are undetected prior to schools administering them to pupils;
1.9.3 That the KS2 pupil answer papers are not produced to the quality required to support the External Marking Services supplier’s scanning process; and,
1.9.4 That accidental or malicious loss of test materials results in the early unauthorised public disclosure of test content, resulting in the validity and reliability of the tests and results of the tests being potentially compromised.
1.10 If any of the risks manifest, then the consequences – all of which are unacceptable to the Agency – could include: 
1.10.1 Adverse impact on schools and pupils – any delay in providing materials to schools, or interruption to test administration due to quality failures within the test materials, would be distressing for the pupils involved and place undue burden on teachers.  The relationship between teachers and the DfE could be harmed, which could impact the delivery of other policy initiatives.
1.10.2 Cancellation or invalidation of the tests – if the correct quantities of materials cannot be provided to schools in time to administer the tests, or there are widespread quality failures within the test materials, or the confidentiality of the tests is compromised, the DfE may have to cancel or re-arrange the tests. Any requirement to cancel part of, or the full test series, or to invalidate the test results, would mean the STA has failed to deliver its remit within the Government’s education policy;
1.10.3 Disruption or cancellation of the KS2 marking service – if the KS2 pupil answer papers are not produced to the standards required for scanning for onscreen marking, the STA’s External Marking Service supplier will not be able to complete the marking of the KS2 tests.  The STA will fail to meet its remit to provide KS2 test outcomes to schools and to the DfE.   
1.10.4 Reputational damage for STA, DfE, and partners - any need to cancel or invalidate any or all elements of the tests or results would be highly embarrassing for all concerned because the tests are an important element of the Government’s education standards and school accountability policy; 
1.10.5 Waste of public money – any failure to deliver the tests in part or in full, or if the tests were compromised due to a breach of test materials security, is also likely to result in considerable cost and financial loss to the Agency/the Department, and potentially its delivery partners.
[bookmark: _Toc317861342][bookmark: _Toc437421814]
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This document sets out the STA’s requirements and timetables for the secure test materials print production services to be provided by  Allied Publicity Services (Manchester) Limited (‘the Supplier’ or ‘APS Group’) for the annual NCA PSC, KS1 and KS2 tests to be administered in the 2017-18 academic year.
The information set out below should allow the Supplier to provide a full and detailed response to the invitation to quote (ITQ) to provide STA with a print solution for the production of the 2018 NCA PSC, KS1 and KS2 test materials, including continuous improvement options, delivery costs, delivery plans, and a statement of key delivery risks, proposed mitigations and contingency plan(s).  
The timelines for proposing a solution to the STA requirements is as follows:
	Owner
	Action
	Date

	STA
	Statement of Requirements issued to APS Group 
	22/03/2018

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

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

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

	STA
	Evaluation complete and outcome notified
	28/04/2018



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

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

	Jonathan Bryan
	(DD) 02072275156
(M)   07711404579
	jonathan.bryan@education.gov.uk
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[bookmark: _Toc477954631]2018 NCA key test dates
The production work fits into the STA NCA test delivery supply chain, which comprises in sequence live NCA test materials development, school test orders and pupil registration (data) gathering, test materials print production, test materials collation and test materials distribution logistics, and (KS2 only) marking services.  This chain enables participating schools to receive test materials in time to administer the tests during their defined test windows, as set out in the table below: 

	Activity
	Start
	End

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

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

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

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

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

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



[bookmark: _Toc477954632]2018 NCA test delivery supply chain
The STA NCA test delivery supply chain for 2018 comprises of the following service elements:
	Service element
	Route
	Principal Supplier(s)

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

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

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

	NCA Test Materials Collation
	CCS MTBS
	APS Group 

	NCA Test Materials Distribution Logistics
	CCS Seasonal Courier Services
	Parcelforce Worldwide

	KS2 External Marking Services
	Stand-alone contract
	Pearson Education Ltd



APS Group , as 2018 NCA test materials print production and collation services supplier, will be required to interact (via STA) with the NCA test materials distribution logistics and the KS2 EMS suppliers in the planning and delivery of the NCA test materials print Workpackages. The following must be taken into account when planning test materials print production for the 2018 NCA Test Cycle:
2018 STA NCA test materials production quantities - STA will provide the final production quantities in December 2017.
2018 STA NCA test materials print production files and specifications – final production files and specifications will be available in January 2018.
Published key 2018 NCA Test Cycle dates for schools – STA will confirm key test cycle dates to schools and suppliers - including the weeks for delivery of KS1, KS2 and PSC test materials consignments to schools - during October 2017.  
KS2 EMS scanning process – the KS2 tests are externally marked using an onscreen marking system that requires completed pupil scripts to be scanned into the system.  To ensure that they can be scanned properly the printed pupil script document has to meet specific print production and scanning specifications which includes the need to print variable data barcodes on the covers and static barcodes on each page, and for it meet certain production tolerances to ensure that completed scripts scan properly.  These requirements are detailed in the EMS Scanning Assurance Process Document.  Delivery timescales for this requirement is set out at paragraph 4.8. 
The Supplier must also supply samples of the paper proposed for use in test materials production and output initial barcode samples on request.  The Supplier must also deliver 100 copies of the scanning assurance booklet to the STA for internal quality review.  Delivery timescales for this requirement is set out at paragraph 4.4.
KS2 EMS marker training materials production – the KS2 EMS markers require training to ensure that they can begin marking as soon as pupil scripts become available through the onscreen marking system.  The EMS supplier will require hard copy of the 2018 tests papers and test mark schemes to enable them to train markers. Delivery timescale for this requirement is set out at paragraph 4.9.
The STA captures the print specificatons and quantities in its Print Information Management System (PIMS).  The STA will provide a copy to the Supplier as an Excel spreadsheet.  Initial specifications and quantities will be based on those available from the previous test cycle.  

STA will provide an update to the specifications following the completion of the test development process in October (KS1) and November (KS2).  The specifications for the Phonics Check will not change.  The STA will provide final print quantities in early December once the school order data becomes available.

[bookmark: _Toc477954633]Change control and audit
Unless otherwise stated, all requirements within this Statement of Requirements will apply to all print Workpackages and may only be varied by agreement in writing with STA in line with agree change control procedures.  Any such variation will be added to the process used to carry out the work.  
The Supplier will be responsible for ensuring their sub-contractors adhere to these requirements at all times.  The Supplier and their sub-contractors may be audited for compliance to these requirements by STA. 

[bookmark: _Toc477954634]NCA test materials and workpackages 
[bookmark: _Toc477954635]Overview
The Supplier shall produce the materials for the 2018 NCA test cycle using the NCA test materials workpackage production files, print specifications and quantities provided by STA set out below.  The Supplier shall also ensure that: 
The KS2 pupil answer booklets are manufactured in such a way as to allow digitisation in preparation for onscreen marking; and,
All NCA test materials produced are of consistent quality so that no pupils are disadvantaged at the point they take the tests through receiving defective materials.
The NCA test materials must also be accessible to all pupils through the provision of materials for Modified NCA Tests.

[bookmark: _Toc477954636]Workpackages
The Supplier shall produce all the NCA test materials for KS1, KS2 and PSC necessary for schools, local authorities (LAs) and markers. 
The Supplier must source and manage the production capacity and associated materials, including paper, to deliver the following NCA test materials workpackages to the required quality and time scales: 
KS2 pupil scripts scanning assurance testing;
KS2 EMS and Stakeholder reference sets (i.e. copies of the tests and markschemes for the markers);
KS1 tests for English mathematics, and GPS;
KS2 tests for English reading, mathematics, and GPS; and
Phonics screening check (PSC).
[bookmark: _Toc477954637]

Types of NCA test materials
The NCA test materials are designed in standard and modified variants:
The standard test materials and answer booklets completed by pupils are produced as two-colour, A4, saddle stitched booklets.  
The modified variants offered for use by pupils with visual impairments include enlarged print (EP), modified large print (MLP), braille and various physical models. The MLP papers are in Japanese B4 format and braille in standard braille format with the inclusion of tactile diagrams as appropriate.  
The covers of the standard pupil answer booklets for KS2 are printed with variable data to support STA’s KS2 External Marking Services (EMS) supplier’s scanning process, as set out in that supplier’s Scanning Assurance Process Document.
Alongside the NCA test materials, the Supplier will be required to produce hard copy of NCA Mark Schemes, teacher guides, content sheets for test packs (i.e. ‘top sheets’) and other hard copy materials that aid the administration of the NCA tests.

[bookmark: _Toc477954638]KS2 EMS scanning assurance exercise
[bookmark: _Ref477958869]To ensure that the 2018 KS2 pupil scripts will scan properly STA will require that the Supplier works with the KS2 EMS supplier to undertake scanning quality assurance tests in autumn 2017.  The STA will provide artwork for a scanning assurance booklet for the print supplier to produce copy of the requested quantity on the same print machinery that is to be used for live production. As far as practical, the environment should replicate live production, e.g. all machinery run to full at full operating speed. Indicative timescale for scanning assurance exercise is as follows:
	Owner
	Action
	Date

	STA
	Scanning assurance booklet file available to print supplier
	15/09/2017

	APS Group 
	Scanning assurance booklet print production complete
	02/10/2017

	KS2 EMS Supplier (Pearson)
	Scanning assurance test outcome reported to STA
	16/10/2017



[bookmark: _Toc477954639]





KS2 EMS and stakeholder reference sets
[bookmark: _Ref477957208]STA’s KS2 EMS supplier will confirm quantities of the final KS2 test materials and mark schemes required for marker training, delivery points, and dates to STA who will pass these onto the NCA Print Supplier, along with the STA’s own requirements regarding these materials. For 2018 STA wish to explore how copy can be taken from the main production runs and the mark schemes produced to coincide with the dates below.
	Owner
	Action
	Date

	KS2 EMS supplier (Pearson)
	KS2 EMS supplier to confirm test materials and mark schemes quantities and delivery arrangements to STA
	08/11/2017

	STA
	STA to confirm KS2 EMS supplier’s and STA’s own requirements re: test materials and mark schemes quantities and delivery arrangements to the NCA Print Supplier
	08/11/2017

	APS Group 
	KS2 marker materials production complete and delivered to the APS Group  collation facility
	05/03/2018

	STA
	KS2 mark scheme packs delivered to the KS2 EMS supplier
	19/03/2018



[bookmark: _Toc477954640]KS1 standard and modified test materials.  
	Owner
	Action
	Date

	STA
	Initial 2017 KS1 Print Specification and quantities provided to APS Group 
	25/09/2017

	STA
	Final 2017 KS1 Print Specification and quantities provided to APS Group 
	06/12/2017

	STA
	STA issue standard KS1 mathematics production files to APS Group 
	19/12/2017

	STA
	STA approve standard KS1 mathematics production files with APS Group 
	05/01/2018

	APS Group 
	Standard KS1 mathematics test materials delivered to collation facility
	24/01/2018

	STA
	STA issue standard KS1 English Reading production files to APS Group 
	22/01/2018

	STA
	STA approve standard KS1 English Reading production files with APS Group 
	26/01/2018

	NCA Print Supplier
	Standard KS1 English Reading test materials delivered to collation facility
	13/02/2018

	STA
	STA issue standard KS1 GPS production files to APS Group 
	TBC

	STA
	STA approve KS1 GPS standard production files with APS Group 
	TBC

	NCA Print Supplier
	Standard KS1 GPS materials delivered to collation facility
	TBC

	STA
	Modified KS1 tests (EP, MLP and braille) production files made available to APS Group 
	Braille 26/01/18 EP/MLP 05/02/18 

	APS Group 
	Modified KS1 test materials delivered to collation facility
	16/03/2018



[bookmark: _Toc477954641]



KS2 standard and modified test materials.  
	Owner
	Action
	Date

	STA
	Initial 2016 KS2 Print Specification and quantities provided to APS Group 
	25/09/2017

	STA
	Final 2016 KS2 Print Specification and quantities provided to APS Group 
	06/12/2017

	STA
	STA  issue standard KS2 mathematics production files provided to APS Group 
	26/01/2018

	STA
	STA  approve standard KS2 mathematics production files provided to APS Group 
	02/02/2018

	APS Group 
	Standard KS2 mathematics materials delivered to collation facility
	06/03/2018

	STA
	STA  issue standard KS2 English Reading production files to APS Group 
	16/02/2018

	STA
	STA  approve standard KS2 English Reading production files with APS Group  
	22/02/2018

	APS Group 
	Standard KS2 English Reading materials delivered to collation facility
	23/03/2018

	STA
	STA issue standard KS2 GPS production files to APS Group 
	13/02/2018

	STA
	STA approve standard KS2 GPS production files with APS Group 
	19/02/2018

	APS Group 
	Standard KS2 GPS materials delivered to collation facility
	13/03/2018

	STA
	Modified KS2 tests (EP, MLP and braille) production files made available to NCA Print Supplier
	Braille 16/02/18 EP/MLP 26/02/18

	NCA Print Supplier
	Modified KS2 test materials delivered to NCA Collation Supplier
	16/04/2018



PSC standard and modified test materials 

	Owner
	Action
	Date

	STA
	Initial 2018 Phonics Print Specification and quantities provided to APS Group 
	25/09/2017

	STA
	Final 2018 Phonics Print Specification and quantities provided to APS Group 
	06/12/2017

	STA
	STA issue Phonics Check production files to APS Group 
	19/02/2018

	STA
	STA approve Phonics Check production files with APS Group 
	23/02/2018 

	APS Group  
	Phonics Check test materials delivered to collation facility
	06/04/2018

	STA
	STA issue Phonics Check braille production files to APS Group 
	19/03/2018

	STA
	STA approve Phonics Check braille production files with APS Group 
	23/03/2018

	APS Group 
	Phonics Check braille test materials delivered to collation facility
	16/04/2018



[bookmark: _Toc477954642]Mobilisation 
The mobilisation phase is the period between the award of the contract and commencement of live production.
During the service mobilisation phase, the Supplier will work collaboratively with STA to demonstrate it is ready produce the live test materials by evidencing the elements described in this section are complete.
The successful completion of the KS2 EMS Scanning Assurance Test (see paragraph 4.8) will provide assurance of the Supplier’s capability to produce the test materials to STA’s quality standards.

[bookmark: _Toc477954643]Setup and mobilisation milestones
Key NCA test materials print production service set up and mobilisation for the 2018 NCA Test Cycle are as follows (the following dates are indicative):
	Action
	Date

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

	Quality Process description provided to STA
	29/09/2017

	2018 NCA Test Materials Print Production SLA agreed / signed
	29/09/2017

	Incident management communication plan provided to STA for sign-off
	29/09/2017

	NCA Test Materials Print Production Service Setup complete
	29/09/2017

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

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

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



[bookmark: _Toc477954644]Paper supply strategy and sourcing
The Supplier will source and supply all paper and other materials for use in the manufacture of NCA test materials, including securing sufficient contingency stock quantities to (if required) reprint the largest subject suite in each workpackage.  The required quantities will be outlined in the STA PIMS report.  
Contingency stock must be held so that it can be accessed readily so that production would not be significantly delayed.  The Supplier must agree its paper sourcing strategy with STA.
The Supplier will agree wastage and overs tolerance with STA in advance of production. STA will not take any responsibility for any wastage, over ordering of base stock and/or over production, beyond agreed tolerances.
The Supplier will agree the paper types with STA prior to placing the paper order.  
The paper used for standard versions of the KS2 pupil script answer booklets must be compatible with the EMS supplier’s scanning process, which will be outlined in the Scanning Assurance Process Document. The following table sets out a general paper specification 
Note: 	KS2 test materials are required to be produced on PrintSpeed to ensure they can be scanned by the KS2 EMS Supplier:
	Property
	Value

	Substance g/m2 (approx.)
	90

	Calliper µm (approx.)
	99-116

	Opacity (ISO) %
	92-95

	Brightness (ISO) D65
	110

	Whiteness CIE D65
	143-161

	Smoothness (Bendtsen) ml/min TS
	150-160

	Smoothness (Bendtsen) ml/min WS
	150-160

	Rigidity (Taber Stiffness Units) 15° MD
	4.3

	Rigidity (Taber Stiffness Units) 15° CD
	1.7

	Surface pH
	8.5



For information, the following paper types have previously been used for the production of NCA test materials:
· Horizon offset; 
· Soporset premium offset;
· Choir print.
· PrintSpeed – current requirement for KS2
· Berga – currently being used for KS1

[bookmark: _Toc477954645][bookmark: _Ref460408705][bookmark: _Ref460408712][bookmark: _Ref460408729]Service delivery costs 
The following process for establishing and confirming print production Workpackage costs will be adopted:
Notwithstanding the constraints outlined elsewhere in these requirements, STA would welcome proposals of cost saving initiatives or process efficiencies.  Indicative print specifications are detailed in the Print Information Management System (PIMS) report, final print specifications will be provided in January 2018.
Paper sourcing – by the end of September 2017, STA will provide the NCA Print Supplier with a revised indicative print specification for each Workpackage that has been updated for the 2018 cycle based on that for 2017, and any known changes at this point.  Indicative print quantities will also be provided at this time. 
Final print specifications and quantities – STA will provide the final print specifications and quantities in January 2018.  Assuming there are no significant changes to the estimates provided for paper sourcing then the Supplier will submit an updated quote to STA within 5 working days. Where there have been significant changes to specifications the Supplier may take up to 10 working days.
Each submitted or amended quote must set out the total cost for each Workpackages and include an itemisation of the production costs, project management costs, quality management costs, and costs of delivering stock to the APS Group  collation facility.  
[bookmark: _Toc477954646]Delivery cycle and operational planning
STA will supply the dates for provision of print production files, specifications, data and other inputs along with the key dates for its onward supply chain for collation, logistics and external marking.  Using this information, the Supplier will:
Construct and provide STA with an end-to-end project plan for each Workpackage with all key milestones identified. 
Create and supply to STA outline production plans for each Workpackage. The production plans will be indicative until STA has confirmed final print quantities for each programme of work, following which the NCA Print Supplier will supply an updated production plan.
Produce and supply to STA a Quality Plan for all Workpackages and agree with STA (see also section 7, Quality assurance, page 15).  
Work with the STA to determine the collation optimisation requirements, establish the product delivery procedures, e.g. pallet presentation, and delivery schedules. 
[bookmark: _Toc477954647]Production supply chain
The Supplier must inform STA of their strategy for sourcing capacity to deliver the work defined in these requirements.  By the end of the mobilisation phase the Supplier must have:
Contracted with any sub-contractors for any work to be outsourced, e.g. braille production, and evaluated their security arrangements.
Agreed with STA the process for the secure transfer of print production files to the Supplier and/or its sub-contractors e.g. print ready PDFs for modified test materials.
Ensured any sub-contractors can comply fully with STA’s security, management information and other relevant service requirements (see section 6).
[bookmark: _Toc477954648]Business continuity and disaster recovery 
The Supplier is responsible for ensuring the work is delivered to the collation facility and/or other STA stakeholders by the agreed dates and specified quantities, and to the agreed quality standards.  The Supplier must make appropriate arrangements for continuity of service and in doing so must:
Ensure all necessary and appropriate precautions are taken, both within the Supplier’s print production site and print stock and print copy storage facility/ies, to minimise the risk of fire; 
Produce and supply to STA a suitable business continuity and (where required) contingency plan outlining disaster recovery arrangements in the event of the Supplier’s primary production site experiencing issues with their ability to deliver any of the NCA test materials Workpackages. Coverage of the plan should not be limited to a breakdown of machinery on site and should outline the strategy should there be a significant increase in volume beyond the capability of the site;      
Complete and submit their Supplier Assurance Framework form to STA, for themselves and any sub-contractors for approval.  Delivery partners identified within the Supplier’s business continuity and contingency plans will need to complete the assessment as soon as work is allocated to them; 
Define and agree an Incident management plan with STA
[bookmark: _Toc477954649]Project management and governance
The Supplier must ensure appropriately qualified and trained staff manage the work.  To this end the Supplier shall:
Define and confirm their project team and escalation routes to STA;
Agree the Relationship charter with STA;
Nominate all staff that require access to the STA’s supplier portal and have them complete accreditation; and 
Establish and agree the process for the supply of Management information (MI) at a frequency and in a format to be agreed with STA.
[bookmark: _Ref436654971][bookmark: _Toc477954650]Systems access
Production files and proofs are to be transferred electronically.  The following must be actioned during Mobilisation:
Supplier staff requiring secure access to the STA’s Workplaces portal must be nominated and obtain accreditation at the nearest STA office, bringing along suitable identification.
The Supplier must ensure that designated STA staff have access to its Secure File Transfer Protocol site, or similar, for the secure transfer of print production files and proofs.
[bookmark: _Ref436654933][bookmark: _Ref436654953][bookmark: _Ref436654984][bookmark: _Toc477954651]Security
[bookmark: _Toc477954652]Overview of Security Requirements
NCA test materials are deemed confidential (i.e. classified as OFFCIAL – SENSITIVE under the UK Government Security Classification scheme) until after the last date of test administration in schools, so appropriate information handling and security measures must be implemented and maintained by all suppliers in the STA NCA test delivery supply chain.      
The Supplier shall therefore put into place all necessary and appropriate test materials handling security measures to help mitigate the risk of early or unauthorised disclosure, and submit a security self-assessment, for itself and any subcontractors, to STA as described in the Supplier Assurance Framework.  Core to these measures is the requirement that the processes used to manufacture test materials and the packing used to pack test materials shall prevent any unauthorised observation of the materials before test packs are opened in schools (and at other approved localities).
STA will review the submitted Supplier security self-assessments, conduct such due diligence as is required, and work with the Supplier to resolve any issues identified.  Any serious security issues identified, i.e. those representing a high risk of early/inadvertent unauthorised public disclosure of confidential test materials, must be mitigated satisfactorily before NCA print production work can commence/continue.
[bookmark: _Toc477954653]Information security assurance 
The Supplier’s security and information assurance arrangements relating to the handling of test content and printed test materials should comply with or be working towards ISO 27001, HM Government’s Security Policy Framework and Supplier Assurance Framework, and DfE’s Departmental Security Assurance Model (DSAM).
[bookmark: _Toc477954654]Stock deliveries
The NCA Print Supplier must ensure any printed test materials despatched from its own or its sub-contractor sites, reaches its intended destination without incident, damage or loss.  The Supplier will outline its distribution logistics arrangements, including those relating to sub-contractors, during the mobilisation phase.  These arrangements should set out logistics business continuity, disaster recovery and security arrangements.  Any changes to the agreed arrangements must be agreed with STA in advance of any shipment of test materials.  
[bookmark: _Ref436655133][bookmark: _Ref436655143][bookmark: _Ref436655151][bookmark: _Toc477954655]Quality assurance 
[bookmark: _Toc477954656]Overview
The Supplier must put in place an appropriate quality assurance (QA) regime to manage the quality of outputs at all stages of test materials production, removing and replacing any items identified within the quality checks that are not acceptable from the stock for onward delivery to the Supplier’s collation facility.  
STA defines the standard of acceptability as: 
"The supplier shall implement a Quality Assurance regime that gives confidence that the final manufactured items are free from errors or faults that might prevent a pupil accessing the test fully or hinder the scanning of the completed key stage 2 pupil answer papers.  Each quality pull should match the approved proof and specifications for imposition, dimensions, pagination, tint values and colour, clarity and consistency of image/text, variable data, and finishing".   
STA expects to receive the print production quantity specified plus a small quantity of overs to fill all cartons to capacity. 
STA will not pay for any excessive over-production, which should be destroyed securely with prior agreement by STA; in cases of excessive quantity, STA reserves the right to request that the Supplier stores material securely until 01 July 2018.  This will be agreed between STA and the Supplier on a case-by-case basis.
[bookmark: _Toc477954657]Quality during print production
The Supplier shall ensure all staff working on the NCA test materials print production understand, and can apply, the agreed QA regime and Incident Management Plan during the production and delivery of the materials.
The types of issues to be identified and eliminated include, but are not limited to:
· typographical;
· bad registration;
· poor image quality; 
· under or over inking; and
· binding and finishing issues.
The Supplier must obtain agreement from STA before implementing any continuous improvements that affect production of the Workpackages.
[bookmark: _Toc477954658]Pre-press
STA will notify the NCA Print Supplier via email when print ready PDF files have been uploaded, following which Supplier shall:
Check the files against the print specification supplied and confirm by return email to STA that they have been received and are correct against the issued specification. 
Conduct a pre-print check on each file.  
Check all production proofs against the original PDF files for any errors (e.g. correct pagination and imposition) before sending them to STA. 
Issues identified at each stage must be communicated via email to STA so the artwork can be corrected and resupplied.  These QA checks must be repeated on any subsequent updated or revised files.
[bookmark: _Toc477954659]Production proofs 
Production proofs are required for all components and the default proof type is a post-RIP/processed PDF, although physical output samples are required for certain modified test components, e.g. braille papers and models.  Additionally the Supplier shall provide proofs of variable data application (e.g., barcodes) demonstrating image generation, number range sequencing, and application to product.
Post-RIP/processed PDFs should be supplied as a page-to-view via the Supplier’s SFTP site.  They must be password protected and the passwords sent to the STA by separate email. 
Physical proof types could be requested, including:
Digital proof: must be produced on an ISO 12674 calibrated proofing device.  Digital proofs shall be made up to finished size and presented in the way that the final product/component will be presented upon completion and delivery.  
Improof: provided in book proof form.
The Supplier should provide two copies of each physical proof produced. One copy will be signed and returned to the Supplier and the other will be retained by STA for reference.
[bookmark: _Toc477954660]On press
The Supplier will sample press outputs at the frequency agreed with STA in the QA Plan for each press type and process used to produce NCA test materials.  
Each sample must be checked against the approved print proof, section and specification.  The following information should be recorded on (or record separately and keep with) each press sample or recorded in the Q MI:
	Record
	Lithographic press
	Digital press
	Tolerance 

	Date and time stamp (machine stamp to top-right corner)
	Yes
	Yes
	100% samples

	Densitometer readings across the sheet
	No
	No
	= PDF tint values +12%/-6%

	Spectrophotometer readings across the sheet
	Yes
	Yes
	+/- 5 dE

	Shrinkage or expansion of scale dependent content
	Yes
	Yes
	<0.5mm 

	Barcode quality readings 
	Yes
	Yes
	ISO/IEC 15416:2002 >= 2.0 (i.e., grade A-C only)

	Press Minder Signature
	Yes
	Yes
	None



The Supplier shall ensure that all press samples are accessible to authorised staff only while in the production area, and are stored in date and time order within a secure area whilst not being used (in accordance with STA’s security requirements).  
The Supplier shall make the press samples available for STA to review and to demonstrate the agreed production QA regime is being applied.  All press samples must be retained until STA issues written approval to destroy them.
[bookmark: _Toc477954661]Finishing
STA requires that the Supplier takes a control copy for all products in the final finishing stages.  Thereafter copies should be taken and retained at regular intervals during each process.  Suggested intervals are shown below but these will be agreed as part Supplier’s QA plan: 
· Guillotine – every 30 minutes
· Folding – every 30 minutes
· Saddle stitching – every 1000 copies

Each copy shall be checked against STA’s signed off proof and signed off by the senior operator.  The Supplier shall record and keep the following information on (or record separately and keep with) each QA copy taken during binding:
· Date and Time;
· Clock Count;
· Designated Quality Control Manager Signature;
[bookmark: _Toc477954662]Tabbing and turning
Standard test components must be packed in a manner to enable ease of test materials collation.  The following sets out the suggested way in which products could be packed – however, STA would appreciate the Supplier’s input to identify the optimal solution: 
· Pagination of 8pp and above = Turned in 10s 
· Pagination of 2pp, 4pp and 6pp should be Tabbed in 10s (tab size 65mm x 6mm in coloured 80gsm stock, positioned with around 20mm tab in one corner of the document)
· Top sheets/admin instructions (4pp – 8pp) must be packed by kind and do not need to be tabbed
[bookmark: _Toc477954663]Primary collation of modified test materials
The Supplier or its sub-contractors will be collate the Modified test materials into packs. Before collation can commence, the Supplier shall send STA two of each pack type for approval and hold two of each approved pack as master copies for reference during Primary Collation.  STA will advise if the samples packs are not collated as required. The Supplier must outline QA measures that apply to primary collation to ensure all packs are correctly collated.  
[bookmark: _Toc477954664]Quality issues and exceptions
If the Supplier identifies an error or defect during the manufacturing process, they shall inform STA’s Supplier Manager as defined in the Print Incident Management plan and appropriate remedial actions taken.  
The Supplier must notify STA immediately if deviations from the KS2 EMS Scanning Assurance Process Document specifications are found, e.g., the quality of the variable data barcode is out of tolerance.  The Supplier shall record the range of barcodes affected and quarantine the defective stock.
The Supplier must ensure no defective products are added to the stock of materials for onward delivery to any recipient.  They must replace the missing quantity with good product within the timeframe agreed with STA.  
The Supplier must supply replacements for defective materials or missing quantities discovered after delivery to the Supplier’s collation facility, provided the damage or shortfall was due to the Supplier’s manufacturing processes.  There may be a lag between delivery and notification because the collation facility may not start using the products immediately. 
The Supplier shall record all quality incidents on the Final QA Report, including the point in the manufacturing process where the error occurred, the volume of material removed, the additional Print QA sheet pulls taken to verify the range of sheets and sections impacted by the issue, and additional QA checks conducted.  

[bookmark: _Toc477954665]Packing and delivery
[bookmark: _Toc477954666][bookmark: _Toc477954667]Packaging for output Proofs, file copies and advance copies to STA
The Supplier shall ensure output proofs and file copies are double wrapped for transportation as follows:
Outer envelope: The Supplier will use a supplied blue PVC Envelope that can security sealed.  It must be labelled with the recipients address and must be sealed with a Round Plain Blue Security Seal – Product Code 0160391; and
Inner envelope: shall be sourced and supplied by the Supplier. It must be marked confidential and each product/component shall be labelled clearly. 
[bookmark: _Toc477954668]Packaging for advance copies to the NCA Collation Provider
Consignment optimisation will be completed using ‘Live’ test materials on delivery to the Supplier’s collation facility.   When required, the Supplier will follow the packing requirement described at paragraph 8.6.
[bookmark: _Toc477954669]Delivery of Proofs and file copies to STA
The Supplier will use its nominated courier to deliver these to STA, ensuring the security and integrity of the package until its receipt by STA. The Supplier may utilise STA’s designated courier by prior agreement with STA. 
The Supplier shall notify STA’s Supplier Manager via email prior to dispatch of any package containing proofs and/or file copies to STA detailing the list of pack contents, the courier tracker number (if applicable), the time of pick-up and the estimated delivery date/time. 
STA’s Supplier Manager will confirm receipt of the product (including confirmation of contents) to the Supplier via email.
[bookmark: _Toc477954670]Packing of production samples for delivery to the KS2 EMS Supplier
Where quantities allow, products should be carton packed as per the procedures set out below.  If the quantity is insufficient for this then the packing procedures for hard-copy production proofs should be followed.
[bookmark: _Ref396916746][bookmark: _Ref396916751][bookmark: _Toc477954671]Bulk product/component packing and delivery
All materials produced for the following Workpackages will be bulk delivered to the Supplier’s collation facility:
KS1 – English Reading, English GPS and mathematics test materials
KS2 – English Reading, English GPS and mathematics test materials
PSC test materials
Modified PSC, KS1 and KS2 test materials production 
The Supplier must ensure and evidence that at least the minimum required quantity of each product is delivered to the intended destination without damage or loss.
[bookmark: _Toc477954672]Packing into cartons
The Supplier shall adhere to the following requirements when packing test materials into cartons:
No carton shall contain a mixture of  test materials product types
Cartons must be A4 (dimensions 305 x 229 x 229mm) or otherwise suitable for the format and dimensions of the product to be packed
Each carton should be filled to capacity with good quality overs for a single test material component to avoid under supply of product with the exception of modified test materials, where the minimum quantity ordered could result in partially filled cartons.
All cartons MUST be labelled prior to palletising as follows: 
Collation Provider SKU code _______________	
Product/ Component No: ____________________	
Key stage and Subject:  e.g. KS2 Reading Pupil Pack Administration instructions or KS2 Reading stimulus booklet or KS2 Reading answer booklet
Carton number  *  of  *
Quantity per carton   _____________    	
Part/ Complete delivery = Delivery * of *
Supplier Name:    
[bookmark: _Toc477954673]Palletising 
Unless otherwise agreed with STA during Mobilisation, pallets of products must be presented as follows:
Cartons must be labelled on the short ends and stacked so the labels face the exterior of each layer on the pallet
No pallet shall contain a mix of products
All palletised stock MUST be shrink-wrapped, secured and strapped to ensure secure and safe transport
Maximum individual pallet weight permitted is 750 kg
Pallets should be  stacked to a maximum height of 1.5 metres
Closed deck pallets must be used
Pallet labels must be printed in a minimum 30pt font and be clearly visible on all 4 sides of the pallet and shall include the following information:
DfE material
Collation Provider SKU code _______________	            
Pallet number * of * 
Each pallet contains   _____ cartons     	
Supplier Name:
Supplier Product No: ____________________
A sample of this label should be provided during mobilisation for agreement with the STA’s Supplier Manager. 
The Supplier will inform STA of any damage to stock observed on receipt to the collation facility.  The Supplier will replace any damaged stock, to an agreed timeline, at no additional cost to STA. 
[bookmark: _Toc477954675]KS2 EMS Supplier delivery process
The NCA Print Supplier will provide the KS2 EMS Supplier with KS2 pupil answer paper production samples where a tracer barcode has been printed as defined within the NCA test materials production QA processes and procedures.  
The Supplier must provide confirmation of dispatch (via email) to include a Delivery Note to STA and the KS2 EMS Supplier within 30 minutes of vehicle dispatch from the site confirming an estimated time of delivery. The KS2 EMS Supplier will only accept deliveries between 09:00hrs and 15:00hrs.    
[bookmark: _Toc477954676]Dispatch notification instructions 
The Supplier must email confirmation of Dispatch to STA’s Supplier Manager within 30 minutes of dispatch from site.  Examples of the confirmation of Dispatch Note will be provided separately. The email must include the following: 
· haulier name and details;
· vehicle registration number;
· number of pallets, number of boxes and total quantity of     products/components;
· seal tag numbers; and 
· estimated time of arrival at the NCA Collation Provider’s site.
If there is a delay during transport, the Supplier must alert all parties at the earliest possible opportunity.
[bookmark: _Ref436654743][bookmark: _Ref436654750][bookmark: _Ref436654761][bookmark: _Toc477954677]Project Management
[bookmark: _Toc477954678]Project/account team
For the full cycle of work, the Supplier will provide project management from engagement starting in July 2017 through to project completion in July 2018.  This function shall be responsible for the delivery of all Work packages.
The Supplier shall: 
Provide dedicated and fully trained personnel to manage STA’s Work packages and provide for deputies in the case of absence. 
Notify STA immediately should there be upcoming changes to the structure or membership of the project team. 
Make resources available, including Senior Management, to attend STA’s Governance Meetings. STA will give the maximum advance notification possible where this is necessary.
Create and maintain a Risks, Assumptions, Actions, Issues and Decisions (RAID) Log covering the following:
· Actions
· Assumptions
· Decisions
· Notes
· Risks and Issues
· Holidays

[bookmark: _Toc477954679]Project management approach
The Supplier shall manage any test materials production order according to PRINCE2 principles or similar industry recognised project management method.
[bookmark: _Toc477954680]Planning
The Supplier shall develop project and production plans that demonstrate it can deliver STA’s NCA Test Materials Print Production service requirements while taking into account its other commercial commitments.  
In 2018, it is anticipated the Supplier will complete a full suite of NCA test materials (e.g., KS1 mathematics, print, stitching and finishing) for delivery to the NCA Collation Supplier before production of the next suite of materials (KS2) starts.     
[bookmark: _Toc477954681]Risks, issues and incident management
The Supplier must create and maintain a RAID Log to actively manage risks and issues to help ensure successful delivery of STA’s work, and shall: 
as part of its ITQ response provide a statement of the key delivery issues and risks associated with the proposed service delivery approach, planned mitigations and contingency measures;
during mobilisation and operational delivery produce and submit updated comprehensive service delivery risk and issues logs, with mitigations and contingencies, as frequently and in a format defined by STA; 
record and advise STA immediately of any significant issues impacting the successful delivery of the NCA Print Production service; and
resolve identified issues and/or risks through proactive liaison with STA and other parties as appropriate.
[bookmark: _Toc477954682]Lessons learned and project closure
The Supplier will support STA with post-production reviews and/or Lessons Learned sessions following completion of each Workpackage and compile a log of the agreed lessons, including any measures that could be implemented in the future to avoid similar issues or continue good practice.
[bookmark: _Toc477954683]Change control
The Supplier shall co-operate fully with any changes to the NCA Test Materials Print Production Services that may be required by STA.  Where any such change results in increased cost to the Supplier, it shall be agreed as a variation to the NCA Test Materials Print Production Order provided that:
Any identified cost increase shall be made known to STA’s Supplier Manager within one working day of the issue being realised. However, where there are significant changes, or the changes are complex, cost and time increases will be made known within 5 working days;
Work associated with an additional cost must not be carried out without a full quotation being submitted and approved by STA; 
Any additional cost identified after work has been carried out may not be approved; and 
Any additional cost identified after delivery will not be accepted.

[bookmark: _Toc477954684]Paper and other print production materials recycling
The Supplier will arrange for the recycling of surplus print production stock and associated materials; this will be in agreement with STA who reserve the right to use their preferred recycling supplier to dispose of any surplus stock.
[bookmark: _Ref396905293][bookmark: _Toc477954685]Management Information (MI)
The Supplier must supply MI reports STA to evidence progress with print production, QA process and security incidents as set out below:
	Report
	Frequency

	
	Standard production
	Modified production

	Paper Usage
	1 x each work package after print completes
	N/a

	Production Schedule and Progress (e.g., RAID graph)
	Daily by 12:00 during production
	Weekly on Monday by 12:00

	Quality audit report
	Daily during production

	Colour Management report
	1 x component after print completes
	N/a

	Security or incident resolution report
	Within 24 hours of an incident occurring




See Appendix 3 for examples of  Production Schedule and Progress Management Information.
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The Supplier must supply additional reports, or increase the frequency of reporting, at STA’s request, e.g., moving to twice daily reporting.  
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[bookmark: _Ref396899632][bookmark: _Ref396900958][bookmark: _Ref396904542][bookmark: _Ref436394073][bookmark: _Toc477954686][bookmark: _Toc328059024]Appendices
[bookmark: _Toc477954687]Appendix 1 – Supporting QA and Security Documents
1. Delivery Note
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	SKU Code
	A/Work Code
	Label Description
	Number of Full Pallets
	No of boxes per Full pallet
	Qty Per Box
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	Driver
	PRINT 
	
	
	
	SIGN
	
	
	
	
	
	
	
	

	
	VECHILE REG:
	
	
	
	Date
	
	
	
	
	
	
	
	

	
	Security Seal No:
	
	
	
	
	
	
	
	
	
	
	
	



2. Provider Staff Confidentiality Agreement (Declaration)


3. Site Visitor Confidentiality Agreement (Declaration)

		



[bookmark: _Toc477954688]Appendix 2 – Government security policies 
Security Policy Framework 
Government supplier assurance framework
Government security classifications
Appendix 3 – Management Information examples 
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Appendix 3 – Management Information examples
Production schedule progress
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Overall progress
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Staff declaration:

. I am aware that all NCAP work is not at any point visible from the exterior of the
supplier site.
° | am aware that all perimeter gates / entry points are locked or manned at all times

during the NCAP process.

° | am aware that my company has a policy for managing the use of all Mobile phones
and any other device that has the function of a camera or can be used as a mass
storage device. This applies to all staff. No device is to be allowed within the

manufacturing areas.

o | am aware that if required it will be necessary to search lockers, personal belongings
and vehicles to maintain the confidentiality of the test materials.

. | am aware that removal of test material from the supplier premises without the express
permission of the QCDA will be regarded as theft and the QCDA has the right to notify

the appropriate authorities and take appropriate action.

| have read and understand the requirements and have been fully briefed by the company on
my responsibilities to the company and the delivery of the NC Tests.
Employees Signature)..........ccoviiiiiiiiiii e

(Print Name) .

Managers witness signature.............ccoooiiiiiiiiiiie,
(PriNt NAME) o
POSItION
COMPANY o

DaAtE

Restricted © QCDA 2010
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National Curriculum Test

Customer declaration:

I, the undersigned, acknowledge that any Department for Education (DfE) client test materials
viewed whilst on site maybe of a highly confidential nature and any information obtained
through viewing of these materials must remain confidential at all times. At no time, should the
nature of the work being carried out on site be discussed outside of its environment. In line
with the contract sign by the Supplier ...................o . and the DFE, | may be required
to undergo the following random Security searches: Person Bag and Vehicles.

PLEASE ENSURE THAT ALL MOBILES PHONES AMD MASS STORAGE DEVICES ARE
SWITCHED OFF AND HANDED TO RECEPTION OF SAFE KEEPING DURING YOUR VISIT

Customer SIgNature ........ccoeiriiiiii e

(Print NameE) ..o

COMPANY e

Restricted © Department for Education 2012
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372504 1 Msths Pupil Pack 1 Adrmin Instructions SppA4(2017) 620280

M372500 K1 Misths Paper 2 Ressoning 32pp (2017) 626287

M37250C K1 Msths Pupil Pack 2 Adrin Insructions 12ppA4(2017) 826262

M372508 K1 Maths Paper 1 Arhmetio 20pp (2017) 626251

M37250E 31 Resding Pupil Pack Admin InsiructionsEppAd(2017) 626200

M37258F 31 Resding paper 1 Prompt and Answer Bt 24pp(2017) 029270

M37259 31 Resding Pupil Pack 2 Admin nstructions SppA4(2017) 020268

M37250H K31 Resding Paper 2 Texts 12pp (2017) 628271

M372501 K31 Resding Paper 2 Answer Booklet A4 126p (2017) 620272
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