ORDER FORM
FROM
	
	SECRETARY OF STATE FOR EDUCATION

	Service address:
	 N/A – National 

	Invoice address:
	 Department for Education 
 Sanctuary Buildings

 Great Smith Street

 London

 SW1P 3BT

 accountspayable.ocr@education.gov.uk

	Authorised Representative:
	 Ref: <redacted>
 Phone: <redacted>
 E-mail: <redacted>

	Order number:
	 To be confirmed when first invoice is received.

	Contract Reference:
	 con_8177

	Order date:
	 20th April 2021


TO
	Supplier:
	United Church Schools Trust

	For the attention of:
E-mail:
Telephone number:
	<redacted>, United Church Schools Trust
<redacted>
<redacted>

	Address:
	Worldwide House, Peterborough, Cambridgeshire, PE3 6SB

	1. SERVICES REQUIREMENTS

	(1.1) Services [and deliverables] required:
 Overview of the Requirement
The EdTech Demonstrator programme, a peer support network of schools and colleges offering guidance and training in effective technology practice, has been in place since April 2020.  The network is a critical element of the DfE’s ‘Get Help with Technology’ offer and will be a key pillar to catch-up and recovery plans over 2021-22. 

To date the network has helped over 4,000 schools and colleges use technology to strengthen their remote education provision and bolster catch up plans, with many more accessing live webinars and tutorials and the online video content.

Over 2021-22, the network will continue to upskill teachers and leaders to firmly embed digital tools and approaches in their systems and practices and ensure any adoption of technology is bound by strong pedagogical rationale and business need. 

The responsibility of the delivery partner will be to manage the coordination of the network, including day-to-day and financial management of 44 schools and colleges in the network.
Minimum Expectations

As a minimum the delivery partner will be expected to undertake the following activities from the 19th April 2021 until the 31st March 2022:

Relationship Management & Collaboration 

1.1 Supporting the network in their facilitation and development of training to ensure support is consistently bound by a clear pedagogical / business need.

1.2 Working with the network, DfE, evaluation partner and EEF to finalise and introduce a digital diagnostic tool to promote consistent support. The delivery partner will not be responsible for the development of the tool, and the evaluation partner will be responsible for training the network on ways to use the tool to secure consistency in practice.

1.3 Developing and maintenance of an online library of support resources for schools and colleges, drawing on intelligence taken from diagnostic reports.  This will also involve bringing the network together to commission the development of materials, fostering collaboration and pooling of resources.

1.4 National collation of diagnostic responses to inform policy development and support the commissioning of webinars and tutorials.

1.5 Supporting ongoing collaboration, leveraging existing relationships in the sector, and helping to establish a trusted Community of Practice across schools and colleges.

1.6 Monitoring and assuring performance of the network, overseeing all activity against Key Performance Indicators (KPIs), including progress and best practice, with associated reporting back to DfE. 

1.7 Attending regular monthly meetings, and quarterly review meetings, with DfE Officials. 

1.8 Organisation and management of quarterly digital support network meetings, offering the opportunity to share best practice across the network, with minutes provided to DfE.

1.9 Collaboration with EEF and evaluation partner, as well as attendance at joint events. 
Promoting the work of the network
2.1 Development, introduction, and ongoing maintenance of an online portal/web page for schools/colleges to access support. (IT Standards & Accessibility requirements to be supplied by the Authority)
2.2 Promotion and facilitation of events such as webinars to cascade information and share best practice.

2.3 Maximising reach, drawing on sector contacts and networks to ensure schools in the most disadvantaged parts of the country have access to support.

2.4 Whilst the network will be responsible for local recruitment of schools/colleges to the programme, the delivery partner will be responsible for facilitating links across the network and supporting national and local recruitment.

Grant & Financial Management 

Please note – The grant funding arrangements will be captured in the Grant offer Letter (GoL) - reference con_8072 which accompanies this order form. In addition to the requirements set out below, you must ensure that all grant management activity aligns with the grant funding terms and conditions, as stated in the GoL.
3.1 Allocating associated funding of up to £5.5m to the network of up to 44 schools and colleges in line with Government Functional Standards GovS 015: Grants.  Funding, on a quarterly basis, must be allocated in a timely manner, in line with Grant agreements. Agreements will be created by the delivery partner for each school/college based on their capacity and planning assumptions which were confirmed by DfE at the end of FY2020/21. Funding for FY2021/22 will be allocated by the delivery partner, based on evidenced output, in line with individual Grant agreements.

3.2 Overseeing governance of grant agreements, ensuring value for money is achieved and conditions of grant are met by the support network. This will include delivery of monthly RAG rating progress reports.
3.3 Providing accurate, timely financial reporting and forecasting, on a quarterly basis, to the Authority.
Deliverables during the first half of quarter one of the contract will include:

1. Working with the DfE, EEF, evaluation partner and the network to finalise and launch a diagnostic tool.  The delivery partner will be expected to offer support and challenge during the final stages of development of this tool, ensuring that it will strengthen, and not add additional burdens to the schools/colleges using it. 

2. Developing a portal/webpage that complies with government digital and accessibility standards and:

· allows schools / colleges in need of support to identify and contact members of the support network who best meet their needs.

· hosts a library of content and material.

3. Creating a mechanism to determine how best to use existing content and online support materials undertaking quality assurance and ongoing maintenance. 

4. Developing a year-long communications strategy to promote the network and maximise reach.
5. Leading an event to launch the second year of the programme.
6. Attending kick-start events, run by EEF.

Details of the performance requirements will be provided in section 3 ‘Performance of the Services and Deliverables’.
Fixed deadlines

Monthly and quarterly review meetings with associated performance reporting to DfE will be mandatory. Additional milestones will include:

Quarter 1

· Diagnostic tool produced and launched. 

· Webpage in place enabling schools/colleges to contact support network who best meet their needs.

· Library of materials populated and available. 

· Established links and formed relationships with EEF. 
· Launch event delivered
· Attendance at kick-start events. 

· Reporting templates designed and agreed.
· Grant letters issued to all Demonstrators.
· Allocation of Q1 funding. 

· Commissioning of Q1 targeted webinars, driven by DfE guidance and sector demand.
· Development of a year-long communications strategy to promote the network and maximise reach.

· First digital support network roundtable meeting delivered. 

Quarter 2

· Allocation of Q2 funding. 

· Collation of diagnostic responses to inform policy and commissioning of support resources.

· Commissioning Q2 and delivery of Q1 targeted webinars, driven by DfE guidance and sector demand.
· Quarterly digital support network roundtable meeting delivered.

Quarter 3

· Allocation of Q3 funding with forecasts to feed into year-end budgeting. 

· Attendance at mid-term event, run by EEF.

· Quarterly digital support network roundtable meeting delivered. 

· Collation of diagnostic responses to inform policy and commissioning of support resources.

· Commissioning Q3 and delivery of Q2 targeted webinars, driven by DfE guidance and sector demand.
Quarter 4

· Allocation of Q4 funding with forecasts finalised to feed into year-end budgeting. 

· Quarterly digital support network roundtable meeting delivered. 

· Collation of diagnostic responses to inform policy and commissioning of support resources.

· Commissioning Q4 and delivery of Q3/4 targeted webinars, driven by DfE guidance and sector demand.


	(1.2) Service Commencement Date:
 The supplier shall commence the Project on: 19th April 2021

	(1.3) Price payable by Authority and payment profile:
The maximum value for this contract is £503,666.24 excluding VAT (£604,399.49 inclusive of VAT) between 19th April 2021 and 31st March 2022. <redacted> 

	(1.4) Completion date (including any extension period or periods):
The Supplier shall complete the Project on or before 31/03/2022. 

	2 MINI-COMPETITION ORDER: ADDITIONAL REQUIREMENTS

	(2.1) Supplemental requirements in addition to Call-off Terms:
The following clauses have been added to the standard DPS Call-Off Terms and Conditions as additional requirements:
<redacted>
Clause 17 – Conflict of Interest

· Subject to clause 17.1 & 17.2 in the terms and conditions, the UCST will follow the conflict-of-interest action plan (attached) for the duration of the contract regarding mitigating and managing the declared conflict of interest.
Clause 28.3 – Transfer and Sub-Contracting
· Clause 28.3 has been included as a supplementary requirement to the amended clause 28.2 which sets out the Supplier’s requirements when seeking the Authority’s approval to sub-contract aspects of this contract.
Clause 43 – Exit Plans
· Clause 43 has been included as a supplementary requirement which sets out the Supplier requirements for exiting this contract.

	(2.2) Variations to Call-off Terms:
Clause 21 – Data Protection 
· For the purposes of this agreement, Parties will process personal data as Joint Data Controllers. Schedule 2a of the terms and conditions refers to the signed ‘UCST and DfE Data Sharing Agreement’ which captures the arrangements in detail.
Clause 28 – Transfer and Sub-Contracting

· Clause 28.2 has been replaced with a provision which permits the Supplier to sub-contract aspects of this contract, subject to the prior approval of the Authority.
Clause 34.1 – Insurance
· Clause 34.1 has been updated to set out the Supplier’s requirements regarding the possession of appropriate insurance.

	3. PERFORMANCE OF THE SERVICES AND DELIVERABLES

	(3.1) Name of the Professional who will deliver the Services:
United Church Schools Trust will have full oversight and overall project responsibility for the delivery of this contract including KPIs, budget, quality, risk reporting and contractual arrangements.

As per clause 28.3 in the terms and conditions, if the Supplier wishes to sub-contract any aspect of delivery to another provider during the contract period, they must seek the Authority’s approval prior to such arrangement. United Church Schools Trust will have overall responsibility for the performance of the contract.

	(3.2) Performance standards:
The following Key Performance Indicators will be used to measure and monitor performance of the Supplier during the contract period:
 
KPI

Target performance levels

Evidence of performance 

Measurement methodology

The supplier will lead activities to launch the second phase of the EdTech Demonstrator programme.

The supplier will work in collaboration with Department officials to launch the next phase of the programme. Specific activities will be as follows:

The supplier will work with the supplier from the first phase of the programme, London Grid for Learning (LGfL), to secure all existing support materials, enabling a smooth transition to the second phase. All resources will be with the new supplier by 30 April.

The supplier will create a mechanism to determine how best to use existing content and online support materials undertaking quality assurance and ongoing maintenance. Proposal to be presented to DfE by 30 April 2021.
The supplier will develop a minimum viable product (MVP) portal/webpage that allows schools / colleges in need of support to identify and contact members of the support network who best meet their needs, by 30 April. 

The product will be iterated, with a second refined version, containing quality assured resources, to be available by the end of June 2021.

The supplier will work with Department officials, EEF, the evaluation partner and the wider network to finalise and launch a diagnostic tool. The first prototype of the tool will be available for testing by 14 May 2021.

The supplier will lead an event to launch the second year of the programme. The event will take place no later than 31 May 2021.   

Handover meetings to take place between LGfL and the supplier by 23 April 2021, with plan agreed how to transfer resources relating to the first year of the programme.

The supplier will present a proposal for managing existing support materials and ongoing quality assurance, to DfE by 30 April 2021.

MVP portal/web page providing a mechanism for support for schools/colleges to be made available to all schools/colleges by 30 April 2021.

Second revised version of portal/web page to be signed off by DfE and available to schools/colleges by 30 June 2021. 

The supplier will offer support and challenge during the development of the diagnostic tool, ensuring that it will strengthen, and not add additional burdens to the schools/colleges using it. 

This may require  attendance at working group meetings, reviewing documents/prototypes, being involved in testing protypes and taking part in activity to launch the agreed diagnostic tools.  

The supplier will host an event that will launch the second year of the programme. The supplier will work with the Department to finalise an agenda for the event by, which will be facilitated by the supplier  and will take place no later than 31 May 2021.    

All support resources identified by LGfL and DfE to be transferred to supplier by no later than 30 April 2021.

Mechanism agreed and in place regarding how to manage and quality assure support materials, so they can be accessed by schools/colleges no later than 14 May 2021. Supplier will undertake ongoing quality assurance of all new materials.  

MVP Portal/web page tested, with results shared with DfE, ensuring compliance with government digital and accessibility standards.

MVP Portal/web page available providing contact information that enables schools/colleges to select an appropriate Demonstrator to provide the support they require.

Second generation  Portal/web page tested, with results shared with DfE, ensuring compliance with government digital and accessibility standards.

Refined website containing Quality assured materials available to schools/colleges. 

The prototype diagnostic has been finalised and the supplier has provided formal feedback.  

The supplier will provide Grant Funding to all Demonstrators in the Network, in accordance with their Grant Agreement and Grant Offer letter, as lead recipient of grant funding ( to be passed onto Demonstrators in line with the grant agreement held with DfE)

The supplier will administer and manage all grant funding following agreement from the Authority and in accordance with Government Functional Standards GovS 015: Grants.
The supplier will produce and issue Grant offers to all 44 Demonstrators in the Network, in line with support parameters agreed with DfE. Grant letters to be issued by 30 April 2021.  

The supplier will agree payment schedules with all DfE and all Demonstrators in the Network by 31 May 2021
The supplier will allocate funds to Demonstrators in a timely manner in line with their individual grant agreements. Payments must be made on a quarterly basis, commencing June 2021.
The supplier will provide assurance on the effective allocation and use of funds through a robust governance structure reported to DfE as a minimum on a quarterly basis from June 2021.

The supplier will meet a target of zero complaints raised to DfE by Demonstrators saying they haven’t received their grant funding on time for each disbursement of funds.

The supplier will disburse and account for programme funding and its use throughout the programme, regularly reporting back to DfE through scheduled progress and quarterly review meetings.

The supplier will ensure value for money is achieved and conditions of grant are met by the Demonstrators.

The supplier will receive no complaints from Demonstrators about delayed receipt of their grant funding

The supplier will submit funding claims to DfE to agreed timescales and ensure funds are then distributed to Demonstrators within agreed timescales to prevent excessive balances being retained by the supplier.

The supplier will provide (on request) a balance of payments held and evidence/confirmation of funding transferred to Demonstrators

Review of all individual grant agreements and payment schedules  between the supplier and the Demonstrator before they are signed, 

Collation and review of all relevant Annexes to ensure expenditure is evidence-based and forecasts of future spend are provided, as agreed with the grant manager in DfE

Support the organisation of spot checks for DfE officials to Demonstrator schools and their supported network, regarding funding and payments

The supplier will establish and maintain strong working relationships with all Demonstrators throughout the lifespan of the programme, providing support and guidance. They will facilitate sharing of best practice, and help build a Community of Practice.  

The supplier will have regular contact with supported schools/colleges to assess their confidence in technology usage.

Initial contact with all schools/colleges in the digital support network to take place within one month of their funding being agreed. All individual project plans to be discussed and understood, with progress reports made available to DfE by 30 June 2021.
The supplier will organise and manage quarterly digital support network meetings, offering the opportunity to share best practice across the network.. First meeting to have been held by 30 June 2021, with 3 more scheduled through by March 2022.

The supplier will develop and maintain  an online library of support resources for schools and colleges; this will involve working with DfE to determine a commissioning mechanism for future development of webinars / tutorials. As a minimum, at least 10 webinars will be created on a quarterly basis 

The supplier will develop a year-long communications strategy to promote the network and maximise reach. This should include a strategy of how the supplier will maximise reach into hard-to-reach schools/colleges, offering targeted regional support Plan to be complete by 31 May 2021.

The supplier will liaise with Demonstrator Schools and Supported Schools, with contact at least once per month during term time. Information gathered from contact should feed into reports to the Department.

Schedule of quarterly digital support network meetings to be agreed and shared with DfE by 31 May 2021.

The supplier will produce a communications plan, with a first draft being provided to DfE by 14 May 2021. Final sign off to be secured by 31 May 2021. 

Minutes from each quarterly network meeting to be provided to DfE by no later than 5 working days following the meeting.

Communications plan signed off by DfE by 31 May 2021.

The supplier will oversee the Demonstrator Programme, providing strong project and programme management throughout the lifespan of the programme. 

The supplier will feed back ongoing performance and progress of the programme to DfE officials in monthly programme meetings and quarterly contract performance review meetings. Meetings to commence in May 2021 and continue through to March 2022, but will exclude  August 2021. 

Monthly meetings, supported by PPM documentation, to be scheduled with DfE to identify progress, highlighting any emerging risks or issues.

Quarterly contract meetings supported by PPM to be scheduled, with clear risk mitigation plans identified.  

Performance/highlight reports to be provided to DfE 3 days before monthly performance meetings.

Performance/highlight reports to be provided to DfE 3 days before quarterly contract performance review meetings

Minutes from monthly performance review meetings with  to be provided to DfE by no later than 3 working days following the meeting

Minutes from quarterly contract performance review meetings with  to be provided to DfE by no later than 3 working days following the meeting.



	(3.3) Location(s) at which the Services are to be provided:
The Supplier will work from their own office base, using their own equipment. Support to individual demonstrators and workshops/events will need to be accessible from all regions across England. 
 

	(3.4) Quality standards:
Please see the KPI’s stated in section 3.2.
As per section 1.1, all grant funding will need to be in accordance with the Government Functional Standards GovS 015: Grants.  

	(3.5) Contract monitoring arrangements:
The Supplier and the Authority will meet monthly to review performance. In preparation for each monthly meeting the Supplier will provide a report to Authority three (3) days before the scheduled meeting date which will outline the progress towards meeting deliverables. The report to be provided will:

· Summarise activity undertaken
· Assurances regarding adherence to ethical walls and avoidance of conflict of interest
· Outline progress against relevant KPI’s for that period, including outlining any mitigating actions where delivery is not on track.

· Key Delivery Statistics

· Cost Breakdown (used v actuals) against budget.

· Any risks/issues/challenges and lessons learnt.

· Forward look to the month ahead

The attendees for the monthly meetings will be agreed between both parties.
Quarterly reviews will also take place between the Supplier and the Authority. The dates of these meetings will be agreed in due course. In preparation for each quarterly meeting the Supplier will provide a report to Authority three (3) days before the scheduled meeting date which will outline the progress towards meeting deliverables. The report to be provided will:

· Summarise activity undertaken
· Assurances regarding adherence to ethical walls and avoidance of conflict of interest
· Outline progress against relevant KPI’s for that period, including outlining any mitigating actions where delivery is not on track.

· Key Delivery Statistics

· Cost Breakdown (used v actuals) against budget.
· Any risks with clear mitigation plan to remediate
· Any issues/challenges and lessons learnt.
· Progress update regarding targeted quarterly webinars 
· Forward look to the quarter ahead
· Invoice for that period which includes the required information as stated in section 1.3.



	(3.6) Management information and meetings
As per section 3.5

	4. CONFIDENTIAL INFORMATION

	(4.1) The following information shall be deemed Confidential Information:
 (1.3) Price payable by the Contracting Authority, including the pricing schedule and payment profile.
(Appendix 2) Full Tender Response
 
 
(4.2) Duration that the information shall be deemed Confidential Information:
5 years


BY ACCEPTING THIS ORDER IN JAGGAER THE SUPPLIER AGREES to enter a legally binding contract with the Authority to provide to the Authority the Services specified in this Order Form (together with the mini-competition order (additional requirements) set out in Appendix 2 of this Order Form) incorporating the rights and obligations in the Call-off Terms set entered into by the Supplier and the Authority.
SIGNED:
	
	Supplier: 
	Buyer: 

	Name:
	<redacted>
	<redacted>

	Title:
	<redacted>
	<redacted>

	Signature:
	<redacted>
	<redacted>

	Date:
	<redacted>
	<redacted>


Appendix 1: Specification of Services
Outlined above.

Appendix 2:  Tender

<redacted>
1

