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State and describe the aims of the engagement: 

 

A supplier is required to code and analyse the results of the second consultation based on a tech-

enabled natural language processing approach, and to present the key insights and detailed 

findings in the form of an IAPB-branded report.   

 

The supplier will start to develop and test the codes/labels with an initial set of responses, while the 

consultation is open, and agree this with the technical team in IAPB’s Secretariat. 

 

The supplier will provide thematic coding analysis with details of tabulated results and charts. This 

will include a database of responses to explore sentiment, facilitate efficient re-performing and 

allow for segmenting by respondent groupings.   

 

Finally, the supplier will deliver an IAPB-branded report including key insights and detailed findings 

supported by respondent data, highlighting the breadth and themes raised across the second 

consultation. The supplier will deliver the final output within the period of five weeks.  

 

Scope 

Define the scope of the services (SMART): 

 

The work will comprise of two phases:   

Phase 1 - Analysis: 

• Utilising the Supplier’s technology team to leverage natural language processing to 

support in aggregating unstructured free text data for each question. The closed questions 

(e.g. Likert, single select etc) will be analysed based on respondent proportions to question 

options and presented as part of the analysis output. The analysis will generally be 

composed of tabulated results and charts presented via PowerBI (visualisation software) 

or Excel, ensuring that the team can explore the data in a self-serve manner following the 

project. These tables and charts will be used as primary inputs for the report. This helps 

deliver initial and interim outputs at an earlier stage, enhancing efficiency and accuracy 

and focussing subject-matter experts (SMEs) on interpreting and reporting the key 

messages, whilst also ensuring outputs are flexible to accommodate further analysis as 

required.  

• Due to the timescales required for report drafting and publishing (3 weeks after the second 

consultation closes), the team will start to develop and test the thematic coding against an 

initial set of responses, while the consultation is still open. This will allow for smoother 

analysis once all the responses are in, when the consultation closes on the 24th of May. 

• During this phase the SMEs (leading report team) will work with IAPB to agree the 

structure, format and requirements for the IAPB-branded report, so that a template is 

agreed before the consultation closes.  

  
Phase 2 - SME analysis and reporting:  

• SME analysis will happen throughout the project, ensuring the outputs of the analysis align 

with IAPB technical team’s expectations and are technically sound.  

• SMEs will then use the outputs of the PowerBI dashboard to draft an IAPB-branded report 

to summarise the results of the consultation and allow the IAPB to publish. 

 
Success will be measured by the completion of tasks referenced above to the high standards 

required, in line with the timetable set out below. The efficacy of the client-supplier relationship will 

also be tracked closely.  
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The work will be completed by the 13th of June, with weekly check-ins, or more frequently as 

needed.  

 

  
Assumptions and dependencies 

 

Risk management 

Provide further details of any foreseen risks with this project and how they could be mitigated: 
 
Risk: The consultation responses are too broad or vague, and therefore deemed insufficient for 
conducting a thorough and accurate analysis based on a tech-enabled approach, or delivering a 
clear final product. 
Mitigation: We will work closely with the supplier two weeks before the consultation closes on 
developing and testing the thematic coding against an initial set of responses. We will also work 
with the supplier on the structure and format of the IAPB-branded report, before the consultation 
closes, and help manage expectations around the final deliverables where appropriate.  
 
Risk: Timelines are too tight to deliver the work in accordance with our expectations. 
Mitigation: We will meet regularly with the supplier, i.e. on a weekly basis, to discuss progress and 
adjust deliverables’ timelines within the original contract timeframe. 
 

 

Deliverables  

Describe what the supplier will produce: 

 

We expect the supplier to provide the below products: 

1. An overarching workplan, and regular progress updates  

2. Thematic coding and IAPB-branded report templates  
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KPI 1 - Reporting 

1.1 

The Supplier 
presents 
updates and 
reports 
required by 
the Business 
Area on time 
and includes 
required 
information.  

Timetable of 
reports and 
updates as 
agreed in 
the 
Deliverables 
table above. 

 
List of 
reports and 
updates as 
agreed in 
the 
Deliverables 
table above. 
 
Other ad 
hoc report 
requests are 
included in 
this KPI 
unless 
agreed 
otherwise. 

Weekly 

Business 
Area 
contacts, 
as 
outlined 
above. 

Performance 
tracked 
against 

deliverables 
table above. 

Update reports 
are provided by 
required dates 

with the required 
information. 

1. 2 

All reporting 
and data 
provided to 
the Business 
Area is 
accurate and 
well 
evidenced. 
Should 
inaccurate 
reporting or 
data occur, 
this will be 
rectified with 
an 
explanation 
and updated 
reporting 
immediately 
upon 
discovery of 
any error. 

This relates 
to errors that 
are ‘material’ 
and does 
not include 
grammar, 
spelling, 
formatting 
errors. 

 
Non-
exhaustive 
examples 
include team 
availability 
inaccurately 
reflected in 
resource 
allocation, 
inaccurate 
risk 
reflection or 
risk outside 
appetite not 
identified for 
risk reports. 

Weekly 

Business 
Area 
contacts, 
as 
outlined 
above. 

Track 
instances of 
outdated or 

incorrect 
information. 

There are no 
instances of 
errors in the 
reporting of 
financial data or 
project delivery 
information 
provided to the 
Business Area.  

 
 

KPI 2 – Engagement and Interaction with the Business Area team 
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2 

The Supplier 
will promptly 
respond to 
and resolve 
the Business 
Area’s 
requests. 

‘Urgent’ 
reflects 
queries 
where it is 
reasonably 
considered 
that an 
urgent 
response is 
required to 
mitigate a 
risk or issue 
to the 
programme 
or Defra. We 
will provide 
a named 
person and 
mobile 
contact 
number 
during 
working 
hours to be 
contacted 
for urgent 
queries. 
‘Routine’ 
reflects 
standard 
queries at 
IAPB project 
level.  

 

Weekly 

Business 
Area 
contacts, 
as 
outlined 
above. 

Track 
response rate  

Requests 
marked Urgent: 
Acknowledgment 
of new urgent 
requests within 3 
working hours. 
Agreed action or 
resolution plan 
within 1 working 
day.  

Routine 
requests: 
Acknowledgment 
of new requests 
within 1 working 
day. Agreed 
action or 
resolution plan 
within 3 working 
days.  

 

Feedback and satisfaction 

Business Area and Supplier to agree regular reporting intervals for the duration of the engagement. 

Defra Group reserves the right to hold review meetings during the assignment, discussing what went 

well, opportunities for improvement on future assignments and similar. This will incorporate any ‘Show 

and Tell’ documentation or transferable products that have been produced.  

A post-engagement quality review of the engagement will be arranged where the Business Area rates 

the services provided. 

Non-disclosure agreements 

The overarching MCF2 framework include NDAs.  Insert any additional NDA requirements here. 

 

6. Exit management 

The agreed actions and deliverables by the Supplier for when the contract ends are as follows: 
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