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PERFORMANCE�BASED QUALITY ASSURANCE SURVEILLANCE PLAN


CONTRACT NO.   _______________








INTRODUCTION





This Performance�Based Quality Assurance Surveillance Plan (QASP) has been developed pursuant to the requirements of the Performance�Based Statement of Work in Contract No. _____. This plan sets forth procedures and guidelines that the Department of Education will use in evaluating the technical performance of the Contractor.  A copy of this plan will be furnished to the Contractor so that the Contractor will be aware of the methods that the Government will employ in evaluating performance on this contract and address any concerns that the Contractor may have prior to initiating work.








PURPOSE OF THE QASP





The QASP is intended to accomplish the following:





Define the roles and responsibilities of participating Government officials; 


Define the types of work to be performed with required end results; 


Describe the evaluation methods that will be employed by the Government in assessing the Contractor's performance;


Provide copies of the quality assurance monitoring forms that will be used by the Government in documenting and evaluating the Contractor's performance; and


Describe the process of performance documentation.








ROLES AND RESPONSIBILITIES OF PARTICIPATING GOVERNMENT OFFICIALS





The Contracting Officer's Technical Representative (COTR) will be responsible for monitoring, assessing, recording, and reporting on the technical performance of the Contractor on a day�to�day basis.  S/he will have the primary responsibility for completing "Quality Assurance Monitoring Forms" which she will use to document the inspection and evaluation of the Contractor's work performance.  It is extremely important for the COTR to establish and maintain a team�oriented line of communication with the Contractor's Project Manager (PM) and the PM's office staff in order to perform her/his monitoring functions.  The COTR, Contracting Officer (CO), and PM must work together as a team to ensure that required work is accomplished in an efficient and proper manner.  Meetings should be held on a regular basis in order to resolve serious problems.  Less serious problems should be discussed and resolved on an impromptu basis.�
METHODOLOGIES TO BE USED TO MONITOR THE CONTRACTOR'S


PERFORMANCE





Even though the Government, through its COTR, will be monitoring the contractor's performance on a continuing basis, the volume of tasks performed by the contractor makes technical inspections of every task and step impractical.  Accordingly, the Department of Education will use a quality�assurance review process to monitor the contractor's performance under this contract.  The contractor's performance will be evaluated by the COTR in terms of a specific set of products and activities, according to three categories: "superior,"  “acceptable," and "unacceptable." The criteria for each of these performance levels are outlined below.  All products produced by or activities performed by the contractor shall meet the level of "acceptable," at a minimum.





"Unacceptable," "acceptable," and "superior" levels of performance shall contribute to the contractor's ability to receive monies from a fee pool.  The fee pool shall begin with $50.00 and shall be capped at $ 100,000. The minimum amount of the fee pool is $0.  For each activity or task included under the QASP and performed at an "unacceptable" level, the fee pool shall be reduced as outlined for each of the four (4) activities below (noted as "Fee pool contribution"). likewise, the fee pool shall be increased by an amount as outlined below for each "superior" level of performance.  Work performed at the "acceptable" level shall neither add to nor reduce the amount in the fee pool.  The amount remaining in the fee pool shall be awarded at the conclusion of the contract.





In general, the work will be evaluated in terms of how well the requirements of the contract are satisfied, the extent to which the work performed follows the approach found in the contractor's technical proposal, clarity of documentation, and timeliness of scheduled task accomplishment.  At the discretion of the COTR or the Contracting Office or Specialist, other government officials approved by the Contracting Officer or Specialist may be asked to evaluate a particular deliverable or set of deliverables.








QUALITY ASSURANCE REPORTING FORMS





The COTR will use two quality assurance monitoring forms (Exhibits B & C) to document and evaluate the Contractor's performance under this contract.  The two forms, when completed, will document the COTR's understanding of Contractor requirements, what was actually completed, and the impact or consequences of what was not completed.  The COTR will evaluate each event in accordance with the following definitions of contractor performance:





Superior:  a level of performance which exceeds the minimum standards of performance;


Acceptable: an acceptable level of performance which meets the minimum standards of performance; or 


Unacceptable: a level of performance which is not acceptable and which fails to meet the minimum standards of performance.


�
The COTR must substantiate all tasks which s/he judges to be indicative of "superior" or "unacceptable" performance.  Performance at the "acceptable" level is expected from the Contractor.  Performance at all three levels will be evaluated.





The COTR will forward copies of all completed QA monitoring forms to the CO and Contractor by the close of business on the days the forms were prepared.  The Contractor is required to respond in writing to any negative QA monitoring form(s) within 5 working days after receipt of the form(s).








ANALYSIS OF SURVEILLANCE RESULTS





The CO will review each QA monitoring form prepared by the COTR.  When appropriate, the CO may investigate the event further to determine if all the facts and circumstances surrounding the event were considered in the COTR opinions outlined on the forms.  The CO will immediately discuss every event receiving a substandard rating with the Contractor to assure that corrective action is promptly initiated.





At the end of every year, the COTR will prepare a written report for the CO summarizing the overall results of his/her surveillance of the Contractor's performance during, the previous months.  This report will become part of the formal QA documentation.


�
QUALITY ASSURANCE SURVEILLANCE PLAN


EXHIBIT A








The products or activities that will be used to evaluate contractor performance, and the incentives or deductions tied to each, are listed below.  Performance incentives or deductions for these products or activities will be done only once, when the task is completed.








A.	DEVELOPING BACKGROUND QUESTIONNAIRE AND CONDUCTING COGNITIVE LABORATORY RESEARCH  





Contract Requirement: Deliverables 4.1.1, 4.2, and 4.3





Performance Indicator: The contractor must review, revise, and develop background questions as needed for the 2002 NAAL (state and national), based on the results of the cognitive laboratory research and the field test.  The contractor shall also review and revise the background questions developed for ILSS. The contractor shall prepare a report on these efforts and revise the background and cognitive items as necessary based on comments received from the COTR and members of NAAL Content Review, Technical Review, and State Forum Panels, and assist in the preparation of OMB Clearance Request.





Primary Method of Surveillance: COTR review of items and final report





Standard of Performance: The contractor shall develop the background questionnaire and conduct cognitive laboratory research according to the standards of the industry and the goals of the NAAL and the ILSS.  The final report shall be evaluated in terms of its quality, and the following characteristics of the items, response categories, and scoring guides:  adequacy of background questionnaire items as measures of their constructs; descriptive and explanatory value of constructs measured, content coverage, clarity, conciseness, effectiveness of items for intended audiences, and minimal respondent burden.  





Evaluation Criteria:





Unacceptable Performance





1)	the background and cognitive questions are not useful for their intended purposes;


2)	the background questions are redundant; 


3)	the report does not adequately describe the methods used, the difficulties respondents had


with the interview questions or cognitive tasks, and/or plans for revision and


improvement of the background questionnaire and cognitive items; 


the items do not reflect the suggested revisions of the COTR and/or the NAAL panels.


the task is not completed or the products are not delivered within the specified time frame; and


the task is poorly carried out such that the COTR or NCES must intervene to complete the task or do it well;








Acceptable Performance





the background and cognitive items are clear, concise, and effective for the intended 


audiences;


2)	the needed respondent time is reasonable;


3)	the items meet professional psychometric standards and reflect sensitivity to the social,


economic, educational, and linguistic diversity of adults;


4)	the report clearly details all aspects of the survey development and cognitive laboratory


research, including the criteria, rationale, and decision-rules used to include or exclude


items;


the items and instrument reflect the suggested revisions of the COTR and/or NAAL panels, as appropriate;


the task is completed on time, or the products are delivered on time; and


the products are of generally good quality, requiring no more that the usual amounts of revision.


�



Superior Performance 





In addition to meeting the criteria for acceptable performance:


the report presents feasible and insightful criteria for the evaluation of items and/or the 


interpretations of the findings; 


2)	the report presents clear plans for improvement of the background and cognitive items; 


the task is completed or the products are delivered ahead of schedule; and


the background questionnaire items are of high quality, requiring very limited revision or no revision.


the products reflect a high degree of acceptance among all contractors and the COTR.


the contractor effectively informs, consults with, and communicates with the teams for all 


affected projects.





Fee pool contribution: $5,000








�



B.	REVIEWING LITERACY ASSESSMENT TASKS AND BLOCKS





Contract Requirement: Deliverables 4.1.2 and 4.1.3





Performance Indicator: The Contractor must review and possibly revise the new assessment items, and scoring guides being developed by the ILSS-PMT.  The contractor shall prepare a report on its review of the literacy assessment tasks and specifications, and revise the cognitive items as necessary based on comments received from the COTR and members of NAAL Content Review and Technical Review panels.





Primary Method of Surveillance: COTR review of items and final report





Standard of Performance:  The literacy tasks and accompanying scoring guides must reflect the underlying literacy abilities that they are intended to measure. The contractor shall take the BIB spiraling approach into consideration in its review and evaluation of  literacy tasks and instruments. The final report shall be evaluated in terms of its quality and the following characteristics of the cognitive items,  response categories, and scoring guides:  correspondence to the assessment framework; content coverage; validity and reliability of instruments; and clarity and conciseness of the items.





Evaluation Criteria:





Unacceptable Performance





The contractor’s report  does not address issues such as the following:


1)	the usefulness of cognitive questions and/or scoring guides for their intended purposes;


representativeness and adequacy of  the sample of behaviors in the specified literacy domains;


field test statistics of the items;


matches between assessment items and assessment framework;


the extent to which the items meet the professional standards for reliability and validity;


documentation of the procedures used to assign classification codes to individual 


items; and


the consistency and clarity of the wording in the item instructions and scoring guides; 





In addition:


the task is not completed or the products are not delivered within the specified time 


frame; and


the task is poorly prepared, requiring extensive revisions such that the COTR or NCES 


must intervene to complete the task or do it well.








Acceptable Performance





The contractor’s report addresses issues such as the following:


1)	the usefulness of the cognitive questions and/or scoring guides for their


intended purposes;


      the representativeness and adequacy of the sample of behaviors in the 


specified literacy domains;


      the field test statistics of items;


      matches between assessment items and assessment framework;


      the extent to which the items meet the professional standards for reliability and validity;


      lack of documentation of the procedures used to assign classification codes to individual 


items; and


7)         the consistency and clarity of the wording in the item instructions and scoring guides.





In addition:


the task is completed on time, or the products are delivered on time, and


the products are of generally good quality, requiring no more than the usual amounts of 


revision.








Superior Performance 





In addition to meeting the criteria for acceptable performance, the contractor’s report and subsequent revisions address subtle issues such as the following:


1)	classification codings of items are assigned independently for a more rigorous approach


to establishing rating consistency;


information on the rating consistency of the codings of items are provided; 





In addition:


the report presents clear plans for improvement of the cognitive items and scoring guides;


the report presents feasible and insightful criteria for the evaluation of items and the 


interpretations of the findings;


      the task is completed or the products are delivered ahead of schedule; and


      the products are of high quality, requiring very limited revision or no revision.


      the products reflect a high degree of acceptance among all contractors and COTR.


      the contractor effectively informs, consults with, and communicates with the teams of all 


      affected projects.





Fee pool contribution: $4,000








�
C.	ANALYSIS OF FIELD TEST DATA





Contract Requirement: Deliverables 6.1 and 6.2





Performance Indicator: The contractor shall review and analyze the data from the field test, summarize the results and procedures, recommend necessary changes, and assist ILSS-US and Westat contractors in preparation of a revised OMB clearance request.   The systems for item analysis shall include but not limited to: item analysis for multiple-choice, constructed response, or other response formats; differential item functioning (DIF) analyses, analyses for item nonresponse, skip patterns, consistency, other edit checks; analysis of the variability of responses to questions and the sensitivity of items; and evaluation of the effectiveness of multiple measures when these are used.  The contractor shall use the field test data to develop, pilot test, and revise data description table layouts and graphic designs included in NAAL reports, and, investigate alternative reporting methods.





Primary Method of Surveillance: COTR review of item statistics and final report





Standard of Performance: The Contractor shall ensure that for the final assessment booklets, statistics and inter-scorer reliability fall within the range of acceptability for measurement standards.  If the indices are marginal, then a rationale must be provided for inclusion of the item.  The contractor will provide COTR item characteristics data for all recommended substitute items, the criteria, rationale, and decision-rules used to include or exclude items from the final assessment.  The contractor shall monitor the relationship between non-response items and items format, content, and placement to ensure that the assessment time is reasonable. 





Evaluation Criteria:





Unacceptable Performance





The contractor’s analysis of field test data and recommended actions fails to note the following:


the statistics and inter-scorer reliability of cognitive items do not fall within the range of 


acceptability for measurement standards;


2)	poor cognitive items are not identified;


3)	item characteristics data for all recommended substitute items, the criteria, rationale, and


decision rules used to include or exclude items from the final assessment are not


provided; 


4)	the assessment time is unreasonable;





In addition:


      the task is not completed or the products are not delivered within the specified time 


frame; and


      the task is poorly carried out such that the COTR or NCES must intervene to complete 


the task or do it well.








Acceptable Performance





The contractor’s analysis of field test data and recommended actions notes the following:


the statistics and inter-scorer reliability of cognitive items do not fall within the range of 


acceptability for measurement standards;


2)	poor cognitive items are not identified;


3)	item characteristics data for all recommended substitute items, the criteria, rationale, and


decision rules used to include or exclude items from the final assessment are not


provided; 


4)	the assessment time is unreasonable;





In addition:


      the task is completed on time, or the products are delivered within the specified time 


frame; and


      the task is of generally good quality, requiring no more than the usual amounts of 


      revision.











Superior Performance





In addition to meeting the criteria for acceptable performance:


1)	the format of all field test statistics includes clear definitions of all statistical indices


reported; 


2)	the report presents feasible and insightful interpretations of the findings;


3)	the task is completed or the products are delivered ahead of schedule; and


the products are of high quality, requiring very limited revision or no revision.


the contractor effectively informs, consults with, and communicates with the teams for all


affected projects.





Fee pool contribution: $3,000











�
D.	REPORTS, DATA FILES, AND ELECTRONIC FILES





Contract Requirement: Task 9





Performance Indicator: The Contractor must submit comprehensive, accurate, and concise reports, data files, and electronic files for electronic publishing review.  The contractor shall meet all statistical and document standards of NCES.





Primary Method of Surveillance: NCES adjudication review





Standard of Performance: The contractor shall prepare each report according to the standards of NCES, as outlined in the NCES document standards.  The contractor shall see each report through the process of NCES adjudication, and revise reports as necessary based on comments received.  Each report shall be evaluated in terms of comprehensiveness, accuracy, clarity, conciseness, and attainment of NCES statistical standards for the reporting of data.





Evaluation Criteria:





Unacceptable Performance





1)	the reports are unstructured or not concise;


2)	the technical report does not detail the sample design and the development of 	


instruments;


3)	the reports do not describe data collection and analysis procedures;


4)	the analyses of data included in the reports do not meet the statistical standards of NCES;


5)	the reports do not include the suggested revisions of the COTR and NCES adjudicators;


6)	the reports do not successfully pass through NCES adjudication review, even after


numerous revisions;


7)	the electronic version of publications are not user-friendly, contain numerous


formatting or structural errors, do not meet the web site document standards of NCES, do


not include the suggested revisions of the COTR and NCES adjudicators, or are not


delivered on time;


8)	the task is not completed or the products are not delivered within the specified time frame, and;


9)	the task is poorly carried out such that the COTR or NCES must intervene to complete the task or do it well.





Acceptable Performance





1)	the reports are well structured and comprehensible;


2)	the technical report contains details on the sample design, instrument development, data 	collection and analysis procedures;


3)	the report includes the suggested revisions of the COTR and NCES adjudicators;


4)	all analyses included in the reports meet NCES statistical standards; 


5)	the reports successfully pass through NCES adjudication; and


6)	the electronic version of publications are well structured and comprehensible, they include the suggested revisions of the COTR and NCES web site adjudicators, are user-friendly and accessible to those who use the NCES Internet web site, are free of programming/formatting errors and are delivered on time,


according to established delivery dates.


7)        the task is completed on time, or the products are delivered on time; and


      the products are of generally good quality, requiring no more than the usual amounts of 


revision.








Superior Performance





In addition to meeting the criteria for acceptable performance:


1)	the reports are concise and informative; 


2)	the reports present feasible and insightful interpretations of the findings; 


3)	the reports present the rationale for choosing a specific methodology and describe the


alternatives that had been considered; and


4)	the electronic version of publications implement state-of-the-art innovative or creative


web site features that will make each electronic publication more user-friendly and


useful.


the task is completed or the products are delivered ahead of schedule; and


the products are of high quality, requiring very limited revision or no revision.


8)	the contractor effectively informs, consults with, and communicates with the teams for all affected projects.





Fee pool contribution: $5,000





�



QUALITY ASSURANCE PLAN





EXHIBIT B





QUALITY ASSURANCE MONITORING FORM





WORK TASK:_______________________________________________





SURVEY PERIOD:___________________________________________





METHOD OF SURVEILLANCE: COTR REVIEW





EVALUATION OF CONTRACTOR'S PERFORMANCE:____________





DISCUSSION OF CONTRACTOR'S PERFORMANCE


DURING SURVEY PERIOD:
















































































PREPARED BY:


DATE:


�
QUALITY ASSURANCE PLAN


EXHIBIT C





QUALITY ASSURANCE MONITORING FORM








WORK TASK: _______________________________________________





SURVEY PERIOD: ___________________________________________





METHOD OF SURVEILLANCE: NCES ADJUDICATION REVIEW





EVALUATION OF CONTRACTOR'S PERFORMANCE: ____________





NARRATIVE DISCUSSION OF CONTRACTOR'S PERFORMANCE


DURING SURVEY PERIOD:













































































PREPARED BY:


DATE:
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