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1. [bookmark: _Toc404256929]INTRODUCTION
[bookmark: _Toc268270517][bookmark: _Toc269721180][bookmark: _Toc270072683][bookmark: _Toc270072933][bookmark: _Toc270072995][bookmark: _Toc404256930]Purpose
0.1 [bookmark: _Toc268270518][bookmark: _Toc269721181][bookmark: _Toc270072684][bookmark: _Toc270072934][bookmark: _Toc270072996]This ITQ has been issued by the Standards and Testing Agency (STA) for the purpose of securing items for tests in key stage 2 science (“the item writing services”).
0.2 The delivery of the Item Writing Services will be governed by the Department for Education’s (DfE) standard Contract for Item Writing Services which will be let in accordance with, and subject to, English law. 
[bookmark: _Toc404256931]Structure
0.3 [bookmark: _Toc268270519][bookmark: _Toc269721182][bookmark: _Toc270072685][bookmark: _Toc270072935][bookmark: _Toc270072997]This ITQ:
outlines the planned procurement process
sets out the context for the required services and details of STA’s requirements
contains a tender response section to evaluate the Tenderer's proposed solution to the STA requirements ("Tender").
[bookmark: _Toc404256932]Disclaimer and Conditions
0.4 No information contained in this ITQ or in any communication made between STA and any Tenderer shall be relied upon as constituting a contract, agreement or representation that any contract will be offered. 
0.5 STA reserves the right, subject to compliance with the Public Contracts Regulations 2006 (as amended), ("the Procurement Regulations"), to change without notice the basis of, or the procedures for, this ITQ or to terminate the ITQ at any time. Under no circumstances shall STA incur any liability in respect of this ITQ or any supporting documentation.
0.6 The information contained within this document is confidential and should not be disclosed except for purposes related to the completion of the Tender.
0.7 STA is responsible for developing the national curriculum assessments on behalf of DfE and must ensure that all contracted agencies and consultants are aware of, and comply with, the relevant sections of the current Ofqual Regulatory Framework.
To reference please refer to the Regulatory Framework for National Assessments: National curriculum and Early Years Foundation Stage https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/481558/2011-regulatory-framework-for-national-assessments.pdf 
[bookmark: _Toc268270520][bookmark: _Toc269721183][bookmark: _Toc270072686][bookmark: _Toc270072936][bookmark: _Toc270072998][bookmark: _Toc404256933]Freedom of Information and Transparency
0.8 As the executive agency of a public authority, STA is committed to open government and to meeting its legal responsibilities under the Freedom of Information Act 2000 (“FOIA”). Accordingly, Tenderers should be aware that all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the FOIA and that, in addition, DfE may also decide to include certain information in the publication scheme, which it maintains under FOIA.
0.9 STA participates fully in the Government’s transparency arrangements. As such, Tenderers should be aware that:
· any contracts or agreements resulting from its procurement exercises may be published in full, subject to limited redactions in line with FOIA exemptions
· financial transactions in relation to any contracted goods or services will be published and so cannot be deemed commercially sensitive (see over)
0.10 If a Tenderer considers that any of the information included in its Tender is commercially sensitive, it should identify this information in the table below and explain a) what harm may result from disclosure if a request is received, and b) the time period applicable to that sensitivity. Tenderers should be aware that, even where they have indicated that information is commercially sensitive, STA may be required to disclose in response to a request under FOIA or as part of the Government's transparency arrangements. For example, the value of a contract must be made publicly available so this information cannot be deemed commercially sensitive.

	Section
	Commercial Sensitivity
	Time Period

	
	
	


[bookmark: _Toc269721188][bookmark: _Toc270072691][bookmark: _Toc270072941][bookmark: _Toc270073003]

[bookmark: _Toc299010295][bookmark: _Toc299010355][bookmark: _Toc299010395][bookmark: _Toc299010296][bookmark: _Toc299010356][bookmark: _Toc299010396][bookmark: _Toc299010297][bookmark: _Toc299010357][bookmark: _Toc299010397][bookmark: _Toc299010298][bookmark: _Toc299010358][bookmark: _Toc299010398][bookmark: _Toc299010299][bookmark: _Toc299010359][bookmark: _Toc299010399][bookmark: _Toc299010300][bookmark: _Toc299010360][bookmark: _Toc299010400][bookmark: _Toc298791783][bookmark: _Toc298791950][bookmark: _Toc298794668][bookmark: _Toc298797496][bookmark: _Toc404256934][bookmark: _Toc297118980]INSTRUCTIONS TO TENDERERS
0.11 Tenderers should read these instructions carefully before completing their Tenders. 
0.12 These instructions are designed to ensure that all Tenderers are given equal and fair consideration. It is important therefore that you provide all the information asked for in the format and order specified. 
0.13 The Tenderer shall not make contact with any other employee, agent or consultant of STA who is in any way connected with this ITQ exercise during the period of this ITQ exercise, unless instructed otherwise by the Test Development Procurement Manager James Heathcote. 
0.14 All material issued in connection with this ITQ shall remain the property of STA and shall be used only for the purpose of this ITQ exercise. Any confidential STA Information shall either be returned to STA or securely destroyed by the Tenderer (at STA’s option) at the conclusion of the exercise.
0.15 The Tenderer shall ensure that each and every proposed sub-contractor, consortium member and adviser abides by the terms of these instructions.
0.16 STA shall not be committed to any course of action as a result of:
[bookmark: _DV_M233]Issuing this ITQ or any invitation to participate in this ITQ exercise;
[bookmark: _DV_M234][bookmark: _DV_M235][bookmark: _DV_M236][bookmark: _DV_M237]Communicating with a Tenderer or a Tenderer’s representatives or agents in respect of this ITQ exercise; or 
[bookmark: _DV_M238][bookmark: _DV_M239][bookmark: _DV_M242][bookmark: _DV_M243][bookmark: _DV_M245][bookmark: _DV_M247]Any other communication between STA (whether directly or by its agents or representatives) and any other party.
0.17 Tenderers shall accept and acknowledge that, by issuing this ITQ, STA shall not be bound to accept any Tender and reserves the right not to conclude a contract for the services for which Tenders are invited.
0.18 STA reserves the right to amend, add to, or withdraw all or any part of this ITQ at any time during the ITQ exercise.
[bookmark: _Toc404256935]Tender Validity
0.19 Your Tender should remain valid for a period of 30 days from the submission date. 
[bookmark: _Toc404256936]Proposed Contract
0.20 Contracts for the provision of Item Writing Services will be let under the STA’s standard Contract for the Provision of Item Writing Services. The contract number for Key Stage 2 Science is provided in the table below:
	Subject
	Contract Number

	Key stage 2 Science
	STA-0128-15



[bookmark: _Toc404256937]
Procurement Timescales
0.21 The proposed timetable for the ITQ exercise is set out below. STA reserves the right to change this if it becomes operationally necessary so to do.
	DATE
	STAGE

	09 October 2017
	ITQ issued to Suppliers

	12:00hrs, 30 October 2017
	Deadline for submission of Clarification Questions by Tenderers

	12:00hrs, 06 November 2017
	Closing Date for receipt by STA of Tenders 

	08 December 2017
	Notification of Award Decision

	15 – 19 January 2018
	Proposed contract Commencement and Start-Up Meeting




[bookmark: _Toc404256938]Clarification Questions
[bookmark: _Ref270655914][bookmark: _Ref310584131]Clarification Questions should be submitted by e-mail only to TendersTD.STA@education.gov.uk and cc’d to James.Heathcote@education.gov.uk. No further requests for clarifications will be accepted after the date shown in the table above. All communications should be clearly headed "Provision of Item Writing" and should include the subject and contract number which the question refers to. The name, contact details and position of the person making the communication should also be included.
0.22 STA will endeavour to answer all questions as quickly as possible, but cannot guarantee a minimum response time. 
0.23 In order to ensure equality of treatment of Tenderers, STA intends to publish the questions and clarifications raised by Tenderers, together with STA’s responses (but not the source of the questions), to all participants on a regular basis via email.
0.24 Tenderers should indicate if a query is of a commercially sensitive nature – where disclosure of such query and the answer would or would be likely to prejudice its commercial interests. However, if STA at its sole discretion either does not consider the query to be of a commercially confidential nature, or considers the query to be one which all Tenderers would potentially benefit from seeing, then STA will either:
invite the Tenderer submitting the query to either declassify the query and allow the query, along with the STA’s response, to be circulated to all Tenderers
request the Tenderer, if it still considers the query to be of a commercially confidential nature, to withdraw the query
0.25 STA reserves the right not to respond to a Clarification Question or to circulate such a Question where it considers that the answer to that Question would be likely to prejudice its own commercial interests.
[bookmark: _Toc404256939]Preparation of Tender
0.26 Tenderers are solely responsible for their costs and expenses incurred in connection with the preparation and submission of their Tender. Under no circumstances will STA, or any of its advisers, be liable for any costs or expenses borne by Tenderers, sub-contractors, suppliers or advisers in this process.
0.27 Tenderers are required to complete and provide all information required by STA. Failure to comply with the ITQ requirements may lead STA to reject a Tender.
0.28 STA relies on Tenderers' own analysis and review of information provided. Consequently, Tenderers are solely responsible for obtaining the information which they consider is necessary in order to make decisions regarding the content of their Tenders and to undertake any investigations they consider necessary in order to verify any information provided to them by STA during the procurement process. 
[bookmark: _Toc404256940]STA Point of Contact
0.29 Unless stated otherwise in these instructions or in writing from STA, all communications from Tenderers (including their sub-contractors, consortium members, consultants and advisers) during the period of this procurement exercise must be directed to the contact identified in paragraph 2.12.
0.30 All communications should be clearly headed "Provision of Item Writing "and should include the subject and contract number which the question refers to. The name, contact details and position of the person making the communication should also be included.
[bookmark: _Toc404256941]Confidentiality
0.31 All information supplied by STA to you must be treated in confidence and not disclosed to third parties except insofar as this is necessary to obtain sureties or quotations for the purposes of submitting the Tender. 
0.32 All information supplied by Tenderers to STA will similarly be treated in confidence except for the disclosure of such information as may be required in accordance with the requirements of UK government policy on the disclosure of information relating to government contracts including the Freedom of Information Act and forthcoming transparency procedures.
[bookmark: _Toc404256942]Conflict of Interest
0.33 Any known conflicts of interest, or any potential conflicts of interest that may be reasonably foreseen, should be declared in the Tender. 
[bookmark: _Toc404256943]Value Added Tax
0.34 STA is VAT registered. It is also an “eligible body” as classified in VAT Notice 701/30 "Education and Vocational Training". Proposals must therefore include VAT where applicable. Where any doubt exists, Tenderers are expected to have sought clarification from HM Customs and Excise. Prices in the Tender will be accepted on this basis. 
0.35 Tenderers are requested to set out their understanding of the VAT status of the contract based on the services to be provided and the status of STA. There will be no adjustment to the contract sum if VAT is subsequently found to be payable.
[bookmark: _Toc404256944]Submission of Tenders
0.36 The Tender must be submitted in the form specified by completing the Tenderer's Response using Arial 11 font and in English and using pounds sterling. Where applicable, word limits must be adhered to and material in excess of these limits will not be evaluated.
0.37 Tenderers must submit their responses by email to TendersTD.STA@education.gov.uk cc’d to James.Heathcote@education.gov.uk in the following format:
one complete and signed electronic version in MS Word 2016 (or compatible) format labelled 'priced' of their Tender and with their organisation name in the document title for each subject tendered
one electronic version in MS Word 2016 format (or compatible) labelled 'not priced' of their Tender excluding the pricing information and with their organisation name in the document title for each subject tendered
0.38 Any example test materials and supporting documents submitted in response to Question 3 of the Tenderer’s Response should be merged into a single file per subject and either embedded into your response document, or provided as a separate document. Any passwords should be provided separate to your bid.
0.39 Tenders must be received by 12:00 noon on 6 November 2017.
0.40 Tenders will be accepted at any time up to this deadline but will not be opened or evaluated until the deadline has passed. 
0.41 Any Tender received after the deadline may be rejected unless the Tenderer can provide irrefutable evidence that the Tender was capable of being received by the due date and time and that delivery failure was beyond their reasonable control.
[bookmark: _Toc404256945]Right to Reject/Disqualify
0.42 STA reserves the right to reject or disqualify a Tenderer where:
the Tenderer fails to comply fully with the requirements of this ITQ, including proper completion of the format for response, or is guilty of a serious misrepresentation in supplying any information required in this document
there is a change in identity, control, financial standing or other factor relating to the Tenderer that impacts on the selection and/or evaluation process
[bookmark: _Toc404256946]Debriefing
0.43 Following the conclusion of the ITQ exercise, all unsuccessful Tenderers will have the opportunity of a debriefing. Unsuccessful Tenderers should notify STA by email that they wish to be debriefed. STA will aim to debrief unsuccessful Tenderers within 10 working days of receiving such a request.
[bookmark: _Toc404256947]EVALUATION METHODOLOGY
[bookmark: _Toc404256948]Basis of Award Decision
Technical Evaluation		70%
Commercial Evaluation		30%	
[bookmark: _Toc404256949]Evaluation Process
0.44 Tenders will be formally logged upon receipt - any Tender that is received after the deadline for submission will be rejected.
0.45 Following the deadline for submission, a compliance check will then be conducted on all Tenders that are received on time to determine whether they correspond to the tender requirements. STA may reject any Tender that does not comply with these tender requirements.
0.46 Tender evaluation will then comprise three stages:
(1) Legal evaluation – confirmation of acceptance of the terms and conditions of the standard Contract for Item Writing Services according to the Declaration by Tenderer.
(2) Technical evaluation – scoring of the un-priced technical responses required in the Tender by an independent evaluation panel using the scores per criterion set out in that section and with the technical criteria weighted according to the table below:
	Technical Criterion 
	Weighting

	Expertise in item development and design (see question 1)
	35%

	Project Management (see question 2)
	10%

	Example test materials (see question 3)
	35%

	Item Management (see question 4)
	10%

	Informal trialling (see question 5)
	10%



(3) Commercial evaluation – assessment of the price for the services as set out in the pricing schedule
[bookmark: _Toc404256950]Award Decision
0.47 The technical and commercial evaluation scores will then be combined using the following methodology:
Technical Score = 100 x (Tenderer's technical score / Best technical score)
Price Score = 100 x (Lowest price / Tenderer's price)
Combined Score = (70% x Technical Score) + (30% x Price Score)
Quality Threshold: Tenderers scoring over 66% for their technical score will then be considered for award. STA reserves the right to amend this threshold in the event only one supplier scores higher – we will notify all parties if this occurs.
0.48 STA reserves the right to withhold awarding Work Packages for a particular subject if no suppliers pass the Technical Score or costs exceed the approved budget.
0.49 For key stage 2 Science there will be one Work Package: The Work Package will be awarded to the Tenderer with the highest score which exceeds the technical threshold. 
0.50 Following evaluation, a summary of the relative quality score and relative price score will be fed back to all bidders. An example of the level of information provided for the work package is given below:

	
	Technical threshold result
	Relative Quality Score
	Relative Price Score
	Weighted Combined Score
	Rank for Compliant Bidders

	 
	 
	70%
	30%
	 
	 

	Tenderer A
	PASS
	0.73
	0.12
	0.55
	3

	WINNER
	PASS
	0.93
	1.00
	0.95
	1

	Tenderer C
	PASS
	0.67
	0.23
	0.54
	4

	Tenderer D
	PASS
	1.00
	0.57
	0.87
	2


[bookmark: _Ref343000000][bookmark: _Toc404256951]SPECIFICATION OF REQUIREMENTS (SoR)
Background

This section of the ITQ sets out the Specification of Requirements (SoR) with respect to the items and mark schemes for the tests.
STA reserves the right to award a contract for a whole subject and/or key stage to a single supplier in the event that only one suitable Tender is received.
This work package is to assess the range of cognitive demand, question styles and content domain of the test framework in the relevant subject area as specified in section 4.8.  Finalised test frameworks are available to download using the link in section 4.8 below. Please note that in some instances numbers of marks to be developed by item writing agencies will differ in proportion from those detailed in the test framework to address areas of shortfall in existing items. Further details are included later in this ITQ with additional clarification to be provided at the start-up meeting.
Please note that the STA uses an item banking approach for test development. The item bank will be reviewed on a regular basis to identify areas where there are insufficient questions, meaning that at the point of project start-up, agencies will be provided with a more specific question writing brief to help address any areas of shortfall.

[bookmark: _Toc404256953]Revised National Curriculum

On 11 September 2013 the Secretary of State for Education published the new national curriculum framework following a series of public consultations. The Government wants the new national curriculum for primary English, mathematics and science to set out the very highest expectations for all pupils and to be on a par with the highest-performing education jurisdictions in the world.
The new Programmes of Study are available to download: https://www.gov.uk/government/publications/national-curriculum-in-england-primary-curriculum
The documents are very specific about the content to be covered, given the fundamental importance of these subjects as a foundation for further study and as the basis for our system of school accountability.
Test Frameworks

Test frameworks for key stage 1 and key stage 2 are based on the new national curriculum published in September 2013. Each framework defines what is assessed, via the content and cognitive domains and sets out the criteria for test construction in the test specification. https://www.gov.uk/government/collections/national-curriculum-assessments-test-frameworks
[bookmark: _Toc404256955]Project Deliverables/Outputs and Critical Steps
The Project deliverables/outputs are provided in the table below, and individual deliverables or outputs are indicated as Critical Steps where appropriate. All deliverables and outputs are categorised as mandatory and it is essential that you confirm that you can meet them in full. Unless indicated below, all dates are negotiable with STA. Failure to provide confirmation in your proposal documents may result in your proposal being rejected.
The specific date for all Requirements 1 – 11 must be included within the project plan in the response to the Technical Evaluation.

	
No
	
Deliverables/Outputs
	Acceptance Criteria
	Due 
Date

	1
	Start-Up Meeting – FIXED DATE
Supplier will provide:
· detailed plan for item and mark scheme production for review and joint sign-off
· detailed plan for when checkpoints will be held for review and joint sign-off
· detailed project risk and issue log (Risk Log) for review and joint sign-off
· Project Initiation Document (PID)

STA will provide:
· clarification of any item writing requirements

	Project Director / Project manager (or equivalent) attend the Start-Up Meeting and provision of listed documents by agreed date.
	15-19 Jan 2018 

	2
	Draft sample questions and ideas of possible contexts for remaining questions.
One week prior to checkpoint meeting 1:
1) Provide three draft questions and mark schemes (in Word with descriptions of any artwork) for the work package, one for each of the core science areas (biology, chemistry and physics) for review one week prior to the first checkpoint meeting. The questions will be discussed in the checkpoint meeting. 
2) Provide a list of possible contexts intended to be used for the remaining questions.

	Handover of three questions and list of contexts (via portal). 
	One week prior to checkpoint meeting 1

	3
	Checkpoint Meetings and Management Information
To attend regular Checkpoint meetings at least once a month, although they may need to be more frequent at some stages of the project. These meetings may be held as telephone conference calls. Checkpoint reports to be submitted to STA two working days in advance of each Checkpoint meeting.

	Project manager (or equivalent) attends each Checkpoint meeting on agreed date and submission of Checkpoint report two working days in advance of each checkpoint meeting.
	To be agreed at start-up meeting


	4
	Handover of materials for the pre-trial meeting
All materials written for the project to be handed to STA in both electronic and hard copy versions. 
There is an expectation that the item writing agency (IWA) write more items than needed because of attrition following review and informal trialling.
	Sufficient materials submitted to be able to hand over the required material at the end of the project and allow for some attrition throughout the process. 
	One week prior to the pre-trial meeting

	5
	Pre-Trial Meeting
To agree which items need to be informally trialled and to agree any amendments required to items prior to trialling taking place.
To agree the format and content of the informal trialling report. 
The outcome of this meeting will determine the final cost for informal trialling.

	Project manager (or equivalent) attends meeting on agreed date.

	In sufficient time to allow amendment to be carried out before trialling starts

	6 
	Informal Trialling – Critical Step
It would be desirable from a school and agency perspective for informal trialling to be completed before the end of the summer term (in the UK).
Items amended as per pre-trial meetings and agreed items informally trialled with specified number of pupils.
Handover of three hardcopies of all Informal Trialling booklets and mark schemes.

	Required amendments completed before trialling.
100% of agreed items trialled with specified number of schools and pupils.
STA are notified of possible trialling locations two weeks before the start of the trial.
	Complete no later than 19 July 2018 

	7
	Interim Handover – Critical Step
Provide electronic copies of all draft item and mark schemes, informal trialling report and draft item classification spreadsheet(s). Also provide electronic copies of items and mark schemes with suggested mark-up or amendments as a result of feedback from informal trialling (these can be handwritten and scanned in). There should be clear evidence of how those amendments are intended to improve item functioning. Any items which are rejected after informal trialling must be substituted with a suitable replacement item and accompanying mark scheme, including any proposed amendments if appropriate.
Provide a summary table demonstrating the coverage of the interim handover materials against the number of marks, response types, content and cognitive domains specified.
The Contractor must hand over InDesign files (STA currently uses Adobe InDesign CC, 2017 release) of at least 10% of the total marks required at the interim handover stage in order for STA to check that the materials comply with the design specification (see Annex D and design guidelines and templates provided at project start-up), software compatibility and quality requirements. For this purpose, the files need to be submitted according to the design guidelines and templates (to be provided at the start-up meeting) but do not need to be the latest or final versions of the files. The remaining items to be handed over in InDesign or MS Word 2016 (or compatible) format.

	100% of drafts of all materials required for completion of work package received electronically by agreed date and to criteria specified in section 4.5.
All items informally trialled and being considered for Final Handover have received positive feedback from teachers and/or pupils; or are submitted with amendments and supporting evidence from trialling for those amendments.
	No later than week beginning 27 August 2018

	8
	Interim Review Meeting
Meeting with STA and item writers to review materials and outputs from internal review and informal trialling.
Meeting will be used to discuss informal trialling, including key messages and problems, discuss the report, resolve issues identified with items and agree any changes to items. 
In the report the agency must say why the change is suggested and what evidence there is for the change. 
Any further changes to materials will be agreed at this meeting. The Supplier will complete these and any other agreed amendments prior to final handover.

	Project Manager / Lead Item Writer attend Interim Review meeting on agreed date.
	Week beginning 3 Sept 2018



	9
	Final Handover – Critical Step
Hard Copy Handover - Supplier to hand over hard copies of the items and mark schemes, and example pupil scripts. 
The handover is to take place in a meeting with STA.
Electronic Handover – Supplier to hand over electronic files of the items and mark schemes, source references, artwork, copyright statement and the item classification grid. Assignment/licences of IPR for DfE’s benefit completed. 
If STA’s portal or secure file transfer service is unavailable, an encrypted memory stick will be provided by STA. 
A template for the item classification grid is provided at Annex B.

	100% of specified hard copy materials received at STA by agreed date and materials are of appropriate quality as listed under Performance Requirements.
Receipt of electronic materials specified and attendance at Final Handover meeting on agreed date (“Final Handover Date”)
	Week beginning 8 Oct 2018

	10
	Acceptance of Final Handover materials – Critical Step
Materials must be handed over as per specification, so that materials match templates as required and all other instructions are followed.  
If any errors are found following Final Handover or the materials are not compliant with this specification, all materials will be returned to the supplier for full checking and correction. Final payment will be withheld until this is completed. Fully checked and corrected materials should be returned no later than two weeks after the Final Handover date.
STA will notify Suppliers once all Acceptance Criteria have been met. 
	100% of specified materials with STA no later than two weeks after Final Handover Date. All materials to be error free.
	No later than two weeks after Final Handover Date

	11
	Lessons learnt meeting 
To take place after completion of final acceptance if both STA and the Supplier are in agreement that this would be beneficial.
The date of the meeting will be advised at project start up. Attendance will be for one full day maximum.
	N/A
	To be agreed between STA and Supplier following final handover.








Functional Requirements

	Functional Requirements

	Assessment type:
	National Curriculum Assessment – for pupils at the end of key stage 2

	Item Development and Design:
	The number of marks stated for the work package outlined below is the total number of marks which must be provided at final handover. Suppliers will need to ensure sufficient items are created to allow for any losses during the process.

	
	4.5.1 Key stage 2 Science

	
	The items are destined for tests which assess the new National Curriculum programme of study for key stage 2 Science. STA will provide a copy of the new curriculum with PoS references.

STA requires 60 marks of new and acceptable science items at key stage 2. The items should be written to match the cognitive demand ratings as described in the new test framework for 2016 for complexity and item response. The questions should be set with interesting and innovative contexts that are appropriate for KS2 and reflect the new curriculum. Items should be written specifically to address the wording of the strands of the new PoS.

There will be one work package worth 60 marks.

The supplier must ensure that, at handover, the items are in the following approximate proportions across the three core areas of science:

· Biology		- 33%
· Chemistry   	- 33%
· Physics	 	- 33%

Within each of the three science areas, items should assess between 25-35% of Working Scientifically. Some questions may have more items than others that assess working scientifically, depending on the appropriateness of the context for these types of item, and some questions may have no items assessing working scientifically. 

Each question written should be between 5-7 marks. 

The supplier must ensure that, at handover, the total marks of the items are in the following approximate proportions for the complexity rating within each science area written (Biology, Chemistry and Physics):

· knowledge and comprehension (kc)	– 30-50%
· application and analysis (aa) 		– 30-50%
· synthesis and evaluation (se)		– 10-30%
 
The supplier must ensure that, at handover, the total marks of items are in the following approximate proportions for the response rating within each core area written:

· selected response (1)	– 35-50%
· short answer (2)  		– 30-45%
· extended response (3) 	– 15-30%

The letters or numbers in brackets indicate how items should be classified on the page. For example, item (a) could be 1 mark, attributed to aa2 which would indicate an application and analysis short answer item. 

In the new curriculum, the strands within the programme of study are not numbered. STA has allocated codes to each strand so when questions are written, items can be easily identified as assessing a particular strand. When writing questions, the following details should therefore be provided next to the mark box for each item: PoS strand, complexity rating, response rating and number of marks. This information will also be contained within the classification spreadsheet.

Suppliers must aim to write questions with a minimum of 5 marks. On average it is expected that questions will contain in the range of 5-7 marks. For a live test, questions are laid out as a double page spread; however at this early stage of development, questions are permitted to run over three A4 pages if necessary.  

Coverage:
STA are currently awaiting the submission of new items. Once the new items have been submitted, STA will have a clear idea of the specific curriculum requirements of the work package. STA will be able to advise the successful bidder of the requirements at the start up meeting.

For this procurement, one work package of 60 marks is required to fill gaps in specific parts of the programme of study for which more marks are required to ensure we have coverage of the full programme of study. 

Working scientifically will be assessed within the context of the three core areas. The range of working scientifically questions will sample the full breadth of the new science National Curriculum key stage 2 programme of study – see new framework for 2016.


The work package is described in the table below. See the new 2016 framework and the new curriculum for detailed descriptions of the strands covered within each programme of study area.

	
	Core Area
	Programme of study area 

	Work Package 1
	Biology
	Topics to be discussed at the start up meeting once the requirements of the work package have been finalised.


	
	Chemistry
	Topics to be discussed at the start up meeting once the requirements of the work package have been finalised.



	
	Physics
	Topics to be discussed at the start up meeting once the requirements of the work package have been finalised.





The questions should include a range of item types including:
· those requiring pupils to use scientific reasoning to justify their answers 
· those requiring pupils to produce solutions to multi-step problems
· those requiring pupils to select, and where necessary use, appropriate information/data to solve a problem
· those requiring pupils to deduce, infer or interpret information, events or ideas

The questions should be in the context of the science assessment targets and aim to explore the breath of the programme of study, for example:	
· Include a range of domestic and environmental contexts that are familiar to pupils, including questions based on current scientific research, if possible.
· Look at the part science has played in the development of many useful things.
· Use a range of sources of information and data.
· Use examples of scientific practice that are appropriate for use in the classroom.
· Include items which are appealing or engaging to pupils at the end of key stage 2



	Mark schemes for all subjects

	Mark schemes must be developed for all items.
The mark schemes must provide sufficient and clear guidance for teachers and markers to: 
· allow marks to be allocated reliably, with consistency and accuracy
· enable marking to be manageable
· enable the marking of the tests to be effectively standardised
· have a principle to define what is correct 

Include examples of responses that illustrate the range of correct responses and possible incorrect or insufficient responses. Ideally, mark scheme exemplars should be drawn from informal trialling, where the items have been trialled.

The mark schemes should:
· clearly and succinctly communicate the marking principles for creditworthy and possible non-creditworthy responses to each item
· be straightforward to apply and recognise and reward pupils' responses appropriately


	Item and mark scheme design

	Prior to Pre-trialling Handover, items can be created in Adobe InDesign or Microsoft Word 2016 as preferred by the agency with the understanding that large amendments are likely to be required after the interim review meeting and before informal trialling. Mark schemes should be presented in Microsoft Word 2016 (or equivalent).
For Final Handover, all items must be designed, using Adobe InDesign (STA currently uses Adobe InDesign CC, 2017 release) and provided item writing templates and guidance, such as they match the supplied key stage 2 tests in relation to all design elements including font, font size, spacing, diagram style and illustration style. Templates and the requirements of the Design Specification will be provided to all winning bidders  at the start-up meeting.
Mark schemes should be submitted in Microsoft Word 2016 (or compatible subject to prior agreement) at Interim and Final Handover (see below). There is no requirement to create Adobe InDesign versions of the mark schemes. All content in mark schemes handed over to STA should be fully editable in Microsoft Word 2016 (or compatible subject to prior agreement) with the exception of any complex artwork or diagrams which should be embedded in the appropriate place in the document. The mark schemes should also match the style and layout of the 2017 mark schemes for the appropriate key stage as far as possible.

	Artwork, texts and other external materials
	Written test item texts, artwork or data
All graphics that are fundamental to the questions and mark schemes (e.g. data sources, diagrams, photographs) must be produced and supplied at Final Handover.

Where texts, artwork or data have been commissioned, please include the original material, contact details for the creator of the material, and a statement confirming assignment of the intellectual property rights (“IPR”) in the material from the creator to DfE. The formal assignment of the relevant IPR in the commissioned work must be completed by the Final Handover Date. 

Where there is a third party owner of any materials, it should be referenced as described below.

Referencing source materials and artwork
Any materials using externally sourced texts, artwork or data need to be fully referenced; including title, name of copyright owner, name of the author/editor/creator, details of the edition, publisher and page/location of the material within the source. If sourced from the web, a printout of the original website, showing the relevant artwork or data must be included. 


	Item classification
	The Supplier must classify all items according to the fields on the item classification spreadsheet, and present the item information on the spreadsheet template supplied. An example spreadsheet is provided in Annex B and a final version will be provided to the successful supplier at or before the start-up meeting. This spreadsheet should be included with the materials presented at Final Handover (see below).

	Pre-Trial Handover
	One week prior to the pre-trial meeting, sufficient materials should be submitted to be able to hand over the required material at the end of the project and allow for some attrition throughout the process. Items and mark schemes must be handed over in hardcopy – four complete collated sets are required.
The materials need to be as finalised as possible in terms of content and wording, and any images or diagrams must be fit for purpose, even if they are not final. At this stage, it is preferable for materials to be presented in Microsoft Word (or equivalent), with the layout being reflective of the agreed template without needing to replicate it exactly – the focus should be on the content and wording of questions rather than the design and layout.


	Pre-Trial Meeting
	The purpose of the pre-trial meeting is to agree which items need to be informally trialled and which do not, within the Supplier’s available resource. It will also be used to determine any amendments which need to be carried out to those items being trialled before they are presented to pupils. The final decision as to which items are trialled will lie with STA. Suppliers must ensure that sufficient materials are presented to STA prior to this meeting to ensure that the agreed number of items and/or marks as defined for each subject are available for handover at the end of the contract.
Any item or stimulus produced for this contract that is presented to STA for the pre-trialling meeting and which is not selected by STA as being part of the Final Handover is owned by STA and can be developed further by STA for use in future test cycles. These items must not be used by the supplier for any other contract.
If insufficient items are selected for Final Handover to fulfil the requirements of the work package, the supplier may provide substitute items which have been through the full process – including informal trialling – or may provide a reduced amount of items at a reduced cost to be agreed with STA.
The meeting will also be used to agree the format and content of the informal trialling report.
The outcome of this meeting will determine the final cost for informal trialling.

	Informal Trialling
	The primary aim of informal trialling is to aid development of mature items and to aid mark scheme development. Suppliers must ensure that as far as possible those individuals, or the key individual, who have devised the items (the Item Writer) conduct trialling personally so they get first hand feedback on the language being used, area being assessed, and the interpretation and understanding of the items by pupils and teachers[footnoteRef:2]. Whether or not a pupil answers correctly is of secondary concern, rather that they understand what is being asked of them regardless of their answer. [2:  People trialling items must have prior knowledge, preferably through integral involvement in origination, but minimally through having reviewed and discussed the materials with the Item Writers.] 

Established item types or those where pupil behaviours can be accurately or reasonably predicted should not be trialled.
Each item should be trialled with at least 15 pupils, and those pupils should have been taught the particular curriculum / topic area the item is assessing, or have been taught an equivalent programme of study. Pupils should be of an appropriate age and overall should show the range of abilities expected at the end of key stage 2. The items should be discussed with pupils in small groups of 4-6 pupils. It is not expected that trialling samples will be representative.
Suppliers should provide details of the volume of items they will be able to trial with their Item Writers conducting the trialling and any interviews, and provide detail of their trialling model to ensure items and mark schemes are improved or validated as a result of the trial. Suppliers should also provide the following costs:
· informal trialling – fixed costs
· informal trialling – variable costs based on trialling 100% of the items written for this contract
There is no requirement to collect quantitative data as a result of this trial as the nature of the samples will not be representative. Any feedback from the trial will consist of qualitative data and evidence only.
STA staff may wish to accompany the trialling agency on a small number of visits to schools to observe, so dates and locations of schools where trialling is taking place are to be provided to STA at least two weeks in advance of the first trial taking place. For any visits STA staff undertake, they should be provided with a clean set of the informal trialling booklets and mark schemes for the tests they are observing.
At the start of the informal trialling STA should be sent three clean hard copies of all the Informal Trialling booklets and mark schemes.
Informal trialling should be completed by 21 July 2018, as this will make it considerably easier to meet post-trialling deadlines. If trialling takes place after this date, any risks to the delivery of the requirements will be borne by the supplier.
Expected outputs from the trials should be by exception only and should include:
· child-level feedback from discussion in small groups with the administrator on their experience of the items and their level of understanding
· teacher feedback on the same
· detailed amendments to items and mark schemes as a result of the trials, including rationale for all changes
Qualitative feedback from the informal trial will be presented at the interim handover meeting in a separate word document with a short paragraph for each item as required. 

	Interim Handover
	Interim Handover must occur no later than week beginning 4 September 2018.
Supplier to provide copies of all materials – including amendments following informal trialling – that are proposed to go forward to final handover. Where final versions are not available, a sketched outline or layout of any proposed illustrations or graphics should be provided, or a suitable placeholder graphic.
The following materials must be sent to STA:
· InDesign files (STA currently uses Adobe InDesign CC, 2017 release) of at least 10% of the total marks required at the interim handover stage in order for STA to check that the materials comply with the design specification (see Annex D and design guidelines and templates provided at project start-up), software compatibility and quality requirements. For this purpose, the files need to be submitted according to the design guidelines and templates (to be provided at the start-up meeting) but do not need to be the latest or final versions of the files. The remaining items to be handed over in InDesign or MS Word 2016 (or compatible) format.
· Microsoft Word 2016 (or compatible subject to prior agreement) files for all mark schemes.
· PDF versions of all items – the PDF of items should also be compiled into one file containing all test items/questions. 
· PDFs of the questions and mark schemes with the suggested mark-ups or amendments as a result of informal trialling and any other items that were not trialled. The mark-ups and amendments can be handwritten on and scanned in for the PDFs.
· Informal trialling report.
· Item classification spreadsheet in Microsoft Excel 2016 (or compatible), including any all information as indicated by the supplied template (Annex B).
· Summary table showing coverage across the content and cognitive domains.
As a result of informal trialling, item writing agencies will need to send to STA the following documents prior to the interim handover meeting:
· Three clean hard copies of all the Informal Trialling booklets and mark schemes (these are to be sent to STA at the same time as the start of the informal trialling in June/July).
· A set of materials containing the suggested mark-ups or amendments as a result of the informal trialling and any other items that were not trialled.
· An electronic report listing the points specified and other feedback obtained during informal trialling, including rationale for any resulting changes made to items.


	Interim Review
	STA will review the materials submitted at Interim Handover. A meeting will be held between STA and the item writers to review those materials and outputs from informal trialling.
Any further changes to materials will be agreed at this meeting. The Supplier will complete these and any other agreed amendments prior to final handover.
Feedback will be provided at the Interim Review meeting on adherence to the Design Specification for those items submitted in InDesign format. As a result of this feedback, the Supplier may be required to provide an additional set of all materials prior to final handover to ensure compliance with the Design Specification.

	Final Handover
	Final Handover Meeting must occur during the week beginning 16 October 2018
The following materials must be handed over by the Final Handover Meeting:
· Hard copies:
· 45 copies for science of all items and mark schemes – the copies should be collated into 45 packs for science – each pack should have a complete set of all the items and all the mark schemes in the same order and labelled clearly.
· Assignment of copyright. 
· Signed parental consent forms for any photographs of children.
· Electronic copies:
· Single Adobe InDesign file for each individual test question with associated links and files (STA uses Adobe Creative Cloud).
· Microsoft Word 2016 (or compatible subject to prior agreement) files for the mark schemes.
· Individual PDF files for each question and associated mark scheme (i.e. two files per question).
· Combined PDF of all items and another combined PDF of all mark schemes.
· Source and copyright owner (including third party copyright) of any data, artwork and images used in the test items provided in the source column of the item classification spreadsheet. 
· All artwork and images used in the test items as unflattened files with all layers intact within the image file where applicable. Please ask for clarification on specific file types which are acceptable.
· A copy or copies of the updated classification spreadsheet(s), including a table summarising the number of marks assessing each assessment focus.
· For the materials being presented, provide a summary table showing coverage and number of marks across the content and cognitive domains.
· Closing checkpoint report.  

Assignments and/or licences of IPR in the commissioned and other third party works to be completed by the Final Handover Date – as stated in the PQQ and the Contract, and all documentation relating to IPR.

In addition to the handover of the above materials, the purpose of the Final Handover meeting is to discuss the items and the rationale for all amends made. The meeting will be chaired by STA and take place in STA offices in Coventry or London.

	Acceptance of Final Handover
	Following Final Handover, STA will check the provided materials. If any errors are found, all materials will be returned to the supplier for a full check and for amendments to be carried out. An error free set of materials should be returned to STA no later than two weeks after the Final Handover Date.

	Performance Requirements

	
Quality criteria: the completed work package must contain a range of item types that: 
· are challenging and motivating for pupils
· expose and complement the richness of the national curriculum where possible
· are manageable for pupils and capable of being completed within any given time constraints eliciting optimum performance
· provide systems of recording marking decisions which are easy to use and interpret for teachers
· reflect good classroom practice
· comply with all requirements of the regulatory framework
· meet the criteria on pages 15 to 23 as appropriate to the subjects awarded

Accessibility
The items in standard or modified form must be capable of being used by all those pupils eligible to take the science sample test, who have followed the key stage 2 programme of study for science, including:
· those with special educational needs
· those for whom English is an additional language

Items must provide equality of access and opportunity by:
· aiming to minimise ethnic, gender and cultural bias
· avoiding disadvantaging pupils from particular backgrounds
· being free from overt or covert discrimination either through wording or content 

In the development of test items, the Supplier must take account of all current legislation in relation to equality of opportunity, including the specific duties under the Equality Act 2010 and any successor legislation.






	Security

	
The Supplier and any sub-contractor must meet the following security requirements:
· The Supplier and any sub-contractor will comply with the STA's security procedures to maintain the integrity of all materials produced.
· The Supplier and any sub-contractor is required to give full access to STA representatives for inspection where requested.
· Where any breach of security occurs, the Supplier must follow the STA security incident guidelines. All project team members and any other individual working on this project must be made aware of their obligations under the STA security policy.
· All test materials are confidential. Pupil data is confidential. If any pupil data is collected as part of this project, the handling of pupil data on tests and forms must comply with the Data Protection Act. STA does not require that pupil data is collected as part of this project.
· All files must be handled in a secure and confidential manner. Transmission of information regarding test materials via unsecured networks or email or by regular postal service is prohibited.
· All staff working on the materials must sign a confidentiality agreement. Staff must work on these materials in a secure work area. 
· Handover forms to be used for all deliveries. Supplier to email to inform and confirm delivery.
· See Test Development External Suppliers security policy document as listed in the Framework Agreement for further information with regard to the security of the test materials and compliance to the Security Policy Framework (SPF) completed as part of the Pre-Qualification Questionnaire (PQQ).
· Under no circumstances will the supplier or any sub-contractor contact IPR holders of any selected texts. This is strictly prohibited.

Security Compliance
Supplier and any sub-contractor must be compliant with all SPF requirements highlighted by STA Security. Where compliance has not yet been achieved an action plan and risk register must be agreed to address any issues identified within an acceptable timeframe. 

In the event that STA, in its sole discretion, considers that the required Security policies or processes have not been implemented by the Supplier and any sub-contractor prior to delivery of the Services, STA reserves the right to cancel any Order and/or terminate the Contract with immediate effect.






[image: Department for Education]



PROTECT – COMMERCIAL 
 Page 21 of 35

[bookmark: _Toc270073007][bookmark: _Ref271010389][bookmark: _Toc404256957]Tenderer's Response

Key Stage 2 Science
There is one work package worth 60 marks.
	Single Point of Contact:
	

	E-mail:
	

	Phone:
	



Bidders are required to respond to all of the questions in this section.  The weighting for each question is provided next to each question.

Please note that the method of scoring each of the questions will be a 4-point scale, evaluators will use this to assign a score to each evaluation question response:

	Score
	Guidance

	0
	Solution has low probability of successfully delivering requirements.

	1
	Solution has some probability of successfully delivering requirements.

	2
	Solution has good probability of successfully delivering requirements.

	3
	Solution has high probability of successfully delivering requirements.






	Science: Expertise in item development and design

Q1) Please provide (in no more than 1,000 words) details of the capability, experience and roles of the personnel* who will be directly involved in item development. Please relate their experience to the work being tendered for, explaining what they will bring to the outcomes. Please include any personnel who are external to the submitting organisation in your response.

This should include:
1. those responsible for writing items and mark schemes
1. those responsible for managing/revising items and mark schemes (it is understood these may be the same as those in the category above)
1. those responsible for classifying items
1. those responsible for undertaking the pupil interviews in trialling
Please describe explicitly the role of each named individual within the project and the proportion of their time dedicated to the project. In each case, please state whether their availability for the project has or has not been secured.

*Please include abridged CVs of key personnel in addition to your response as a single embedded pdf file.

	Weighting = 35%

	Bidder’s response:






























	Science: Project Management 
Q2a) Provide a detailed project plan for this work.
The project plan must include:
1. a proposed timeline with specified dates for all key milestones in the process, including (but not limited to) those listed in the Deliverables/Output section of Specification of Requirements (see Section 4). Where multiple dates are possible for meetings, availability should be indicated
1. the identification of all risks relevant to this piece of work and associated contingencies. (STA requires a service provider which will be active in identifying risks and opportunities associated with the procurement process and the documentation it reviews, in the context of the Procurement Regulations and also ensuring that the interests of STA are adequately protected at all times.)
1. an outline of the approach that will be taken to ensure that all key administrative and technical requirements (excluding item writing/development/design) are met to time and quality, including: 
1. Printing of test materials for trialling and handover
1. Meeting the design specification (for test items)
1. All other security-critical aspects
Q2b) In no more than 500 words, describe your approach to managing the relationship with STA.

	Weighting = 10%

	Bidder’s response:
























	Science: Example Test Materials

Q3a) 	Please provide 2 science questions, with accompanying mark schemes: 

· two questions to assess topics of your choice
· each question must assess a different core area of science
· at least one of the above questions must also include assessment of Working Scientifically

Each question to cover 2 sides of A4 paper.

Note: the Supplier must not re-use items that have previously been submitted to STA under contract.  Suppliers can however re-use items previously submitted as part of a bid.

Q3b)	For each question, please provide:
· a range of items totalling 5-6 marks
· items that can be attributed to one of the three complexity ratings (that is, KC, AA or SE) within the cognitive demand at approximately the required proportions stated
· a range of item styles
· a range of response types within the cognitive demand (that is, types 1, 2 or 3)
· identification of possible pupil misconceptions that might arise
· all associated artwork

Q3c)	For each question, please provide a commentary of no more than 1,000 words that gives a rationale for the choices made.

Your items will be judged on quality, clarity of language, accessibility and the extent to which they are absent of issues of bias and construct irrelevant variance. A range of item types will be considered positively, including items that assess the content domain strands in creative and innovative ways.

You should include as part of your 10-12 marks, items that test as wide a range of the content domain as possible – including areas that are infrequently tested – which test the content domain in creative and innovative ways. Please indicate in your submission any particular items which exemplify this.

Please submit example test materials in Microsoft Word or equivalent.


	Weighting = 35%

	Bidder’s response:

















	Science: Item Management

Q4)	In no more than 750 words, describe how you will ensure that there will be sufficient, high quality items available to handover at the end of the project. Discuss:

· the number of items you plan to write
· your strategy for targeting extra item writing (as the specific requirements for the work package have not been given, a general approach to writing additional items may be described) 
· what you would do to minimise item attrition without adversely affecting the quality of the items in the Final Handover

	Weighting = 10%

	Bidder’s response:









































	Science: Informal trialling

Q5)	In no more than 1,000 words, describe how you will ensure the validity of the informal trialling through:

· the suitability, from a development perspective, of those administering the informal trials
· the collection of evidence
· the trialling methodology employed to maximise the qualitative evidence for each item
· the final report format and proposed contents and level of detail

	Weighting = 10%

	Bidder’s response:












































Key stage 2 Science pricing proposal
The costs provided must include all charges that are applicable to the delivery of the STA Requirements. The Total Price submitted will be the fixed price included within any subsequent contract and there will be no adjustment to the contract pricing if additional charges are subsequently identified.  The Tenderer must also complete the cost breakdown in Annex C. Please ensure the totals in the spreadsheet correspond with the figures in the table below.

Work Package 1:
· The Fixed Price to deliver the Work Package in full is £                  and is split into two instalments, which correspond to the critical steps, as set out in Section 4.11.
	Milestone Payment
	Requirement/Critical Steps
	Payment Timescale
	Amount £
(Excl. VAT)

	1
	Interim Handover (50%)
	3 September 2018
	

	2
	Final Handover (50%)
	26 October 2018
	

	
	
	Total £
	


Test development is VAT exempt.



Key stage 2 Science declaration by Tenderer
I have examined the STA requirements and proposed terms and conditions and hereby offer to enter into a contract with STA for the required services at the rates and prices set out in my enclosed Pricing Proposal.

I warrant that I have the required corporate authority to sign this Tender.

I understand that STA is not bound to accept the lowest price or any Tender and that the Contract for Provision of Key Stage 2 Science: Item Writing will be awarded on the basis of the most economically advantageous tender.

This Tender shall remain open for acceptance by STA for a period of 30 days after the due date for return of tenders.


	Signed:
	

	Name:
	

	Date:
	

	Role:
	

	Authorised to sign tenders on behalf of [organisation name]:
	





[bookmark: table05][bookmark: _Toc404256960]Annexes
[bookmark: _Toc404256961]Annex A – Test Frameworks

https://www.gov.uk/government/collections/national-curriculum-assessments-test-frameworks
[bookmark: _Toc404256962]
Annex B – Item Classification Spreadsheet
This is an example of the structure of item classification spreadsheets allowing STA to import materials directly to their item bank. Final versions of the spreadsheet for each subject will be provided to the successful supplier(s) at or before the start-up meeting.




Annex C – Key Stage 2 Science Item Writing Cost Breakdown

	No.
	Requirement/Output
	Cost (£)

	1
	Item Writing Costs
	

	2
	Informal Trialling – Fixed Costs
	

	3
	Informal Trialling - Variable Costs to trial 100% of items written
	

	4
	DTP Costs
	

	5
	Item Review Costs
	

	6
	Item amendment costs
	

	7
	Meetings, Travel and Subsistence Costs
	

	8
	Print and Handover Costs
	

	9
	Illustrations / Artwork
	

	10
	Other Costs (please specify)
	

	11
	Other Costs (please specify)
	

	12
	Other Costs (please specify)
	

	
	
	

	
	TOTAL COSTS
	£



[bookmark: _Toc404256964]Test development is VAT exempt.
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[bookmark: _Toc404256966]Annex D – National curriculum Test Design Specifications

     


image1.png
| ’@ Department for Education




image3.emf
Item_Classification_S cience_KS2_v9.xlsx


Item_Classification_Science_KS2_v9.xlsx
Question

		QUID		IUID		SUID		Created		Removed IUID		Awaiting approval		QIWA

HUGHES, Debbie: Question ID assigned by the Item Writing Agency. It must be unique within the spreadsheet, as it is used to link a question with its corresponding item(s).		Status

HUGHES, Debbie: Stage of test development - expected status on item origination is Draft		Subject		Name

HUGHES, Debbie: Question name (free-text)		IWA

HUGHES, Debbie: Item Writing Agency		Key stage		Paper type

HUGHES, Debbie: Intended test paper type		Context

HUGHES, Debbie: Context for the question (free-text)		Question file

HUGHES, Debbie: File name of the PDF containing the question.		Mark scheme file

HUGHES, Debbie: File name of the word document or PDF containing the mark scheme		Trial info

HUGHES, Debbie: Results of informal trials carried out by the agency prior to item submission to STA (free text)		Child name (s)

HUGHES, Debbie: Names of any children featured in the question, separated by pipes (|)		Child gender

HUGHES, Debbie: Gender of any children depicted in the question (if applicable)		Child ethnicity

HUGHES, Debbie: Ethnicity of any children depicted in the question (if applicable)		Source

HUGHES, Debbie: Information on source of question (free-text)		Copyright obtained

HUGHES, Debbie: Indicator of copyright status		Owner

HUGHES, Debbie: Copyright owner of question content and images (free-text)		Proof of copyright 1

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 2

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 3

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 4

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Proof of copyright 5

HUGHES, Debbie: File name of associated proof of copyright document (up to five files can be uploaded)		Parental consent 1

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 2

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 3

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 4

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Parental consent 5

HUGHES, Debbie: File name of associated parental consent form (up to five files can be uploaded)		Initial clone

HUGHES, Debbie: Insert QIWA of any clone question(s) within the same spreadsheet, separated by pipes |		Clone		Initial parent

HUGHES, Debbie: Insert QIWA of any parent question within the same spreadsheet		Parent		Initial enemy

HUGHES, Debbie: Insert QIWA of any enemy question(s) within the same spreadsheet, separated by pipes |		Enemy		Accessible needed		MLP version		MLP file		EP restrictions		EP restrictions notes		Braille version 		Braille file		Signing guidance 		Signing file		Total Marks

HUGHES, Debbie: Leave blank as auto-populated by item bank











































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Item

		IUID		QUID		SUID		Created		Archived QUID		Previously Used SUID		Subject		Awaiting approval		QIWA

HUGHES, Debbie: Item Writing Agency ID for Question. Items are linked to their corresponding question by matching this ID with the QIWA on the question tab.		SIWA

HUGHES, Debbie: Item Writing Agency ID for Stimulus. Items are linked to their corresponding stimuli by matching this ID with the SIWA on the stimulus tab.		IIWA

HUGHES, Debbie: Item Writing Agency ID for Item		Item sequence

HUGHES, Debbie: Item Sequence within the Question - must be numeric and consecutive		Status

HUGHES, Debbie: Item status - expected status on origination is Current		Name

HUGHES, Debbie: Item name (free-text)		Marks

HUGHES, Debbie: Maximum number of marks available for the Item		Item type

HUGHES, Debbie: High level Item Response Type - leave blank as auto-populated by item bank according to sub item type		Sub item type

HUGHES, Debbie: Detailed Item Response Type		Item Key words

HUGHES, Debbie: Key words which identify the item. Can be populated with the full text of the item, if required (free-text).		Trial info

HUGHES, Debbie: Results of informal trials carried out by the agency prior to item submission to STA (free text)		Sub key stage		Year		Content domain science - primary

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR		Content domain science - secondary

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR		NCR science - primary		NCR science - secondary		NCR science - tertiary		Cognitive demand science - complexity		Cognitive domain science - item response type		Cognitive domain science - C		Cognitive domain science - D		Cognitive domain science - E		Initial co-depend

HUGHES, Debbie: Insert IIWA of any item(s) on which this item is dependent (and vice versa) within the same spreadsheet, separated by pipes |		Co-depend		Initial depend

HUGHES, Debbie: Insert IIWA of any item(s) on which this item is dependent within the same spreadsheet, separated by pipes |		Depend		Initial clone

HUGHES, Debbie: Insert IIWA of any clone item(s) within the same spreadsheet, separated by pipes |		Clone		Initial parent

HUGHES, Debbie: Insert IIWA of any parent item within the same spreadsheet		Parent		Initial enemy

HUGHES, Debbie: Insert IIWA of any enemy item(s) within the same spreadsheet, separated by pipes |		

HUGHES, Debbie: Item Writing Agency ID for Question. Items are linked to their corresponding question by matching this ID with the QIWA on the question tab.		

HUGHES, Debbie: Item Writing Agency ID for Stimulus. Items are linked to their corresponding stimuli by matching this ID with the SIWA on the stimulus tab.		

HUGHES, Debbie: Item Writing Agency ID for Item		

HUGHES, Debbie: Item Sequence within the Question - must be numeric and consecutive		

HUGHES, Debbie: Item status - expected status on origination is Current		

HUGHES, Debbie: Item name (free-text)		

HUGHES, Debbie: Maximum number of marks available for the Item		

HUGHES, Debbie: High level Item Response Type - leave blank as auto-populated by item bank according to sub item type		

HUGHES, Debbie: Detailed Item Response Type		

HUGHES, Debbie: Key words which identify the item. Can be populated with the full text of the item, if required (free-text).		

HUGHES, Debbie: Results of informal trials carried out by the agency prior to item submission to STA (free text)						

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR		

HUGHES, Debbie: Leave blank as auto-populated by item bank according to NCR																		

HUGHES, Debbie: Insert IIWA of any item(s) on which this item is dependent (and vice versa) within the same spreadsheet, separated by pipes |																		Enemy		Accessible needed		MLP version		MLP file		EP restrictions		EP restrictions notes		Braille version 		Braille file		Signing guidance 		Signing file











































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Validation

		SNCR		Subitemtype

		B3a		Short Answer

		B3b		Long Answer

		B3c		Multiple Choice

		B3d		Pick Multiple from List

		B3e		True-false

		B3f		Matching

		B4a		Sequencing

		B4b		Underlining

		B4c		Table completion - constructed

		B4d		Table completion - selected

		B4e		Correcting

		B4f		Labelling diagram/graph

		B5a		Drawing diagram/graph

		B5b		Reading aloud

		B5c		Aural - constructed

		B6a		Aural - selected

		B6b

		B6c

		B6d

		B6e

		B6f

		B6g

		B6h

		C3a

		C3b

		C3c

		C4a

		C4b

		C4c

		C5a

		C5b

		C5c

		C5d

		C5e

		C5f

		P3a

		P3b

		P3c

		P3d

		P3e

		P3f

		P3g

		P3h

		P3i

		P3j

		P3k

		P4a

		P4b

		P4c

		P4d

		P4e

		P4f

		P4g

		P4h

		P4i

		P4j

		P5a

		P5b

		P5c

		P5d

		P5e

		P5f

		P5g

		P6a

		P6b

		P6c

		P6d

		P6e

		P6f

		P6g

		WSLa

		WSLb

		WSLc

		WSLd

		WSLe

		WSLf

		WSLg

		WSLh

		WSLi

		WSUa

		WSUb

		WSUc

		WSUd

		WSUe

		WSUf
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Introduction
These style and brand guidelines should be used by all key stage 2 item writing 
agencies (IWA), including those for science sampling. They are an updated 
version of guidelines first produced for NCA documents in July 2006 and 
updated in January 2009.


The IWA brand guidelines have been designed to ensure all key stage 2 
questions are easily typeset and are consistent in design. This is achieved 
through item writing templates, that are available in Adobe InDesign format 
from the STA, and their consistent use.


STA owns this document and any changes must be agreed with the STA Test 
Design Support and Test Development teams.


Software requirements
STA presently uses Adobe Creative Cloud and will continue to update as Adobe 
release new versions of the software. If you require the template in an earlier 
version of InDesign, STA will provide an 'InDesign mark-up language file' with 
the packaged template that is compatible with earlier versions of InDesign. 
Please inform STA of this requirement during project start-up meetings.


Fonts and glyphs
Fonts are available on request, but IWA's will need to procure appropriate font 
licences. 


Fonts used: 
■■ Adobe Helvetica Neue - All tests.
■■ Adobe Times New Roman - mathematics only.
■■ ITC Zapf Dingbats - for glyphs - ticks, crosses. 


Important glyphs
These are characters not immediately available via your keyboard - for example 
'=' or '+'.


■■ Tick '✓' ITC Zapf dingbats 'check mark' GID 20 UNICODE 2713
■■ Cross '✗' ITC Zapf dingbats 'Ballot X' GID 24 UNICODE 2717
■■ Multiplication sign '×' Helvetica Neue 'Multiplication sign' GID 168  


UNICODE 00D7
■■ Minus sign '−' Helvetica Neue 'Minus sign' GID 166 UNICODE 2212
■■ Division sign '÷' Helvetica Neue 'Division sign' GID 159 UNICODE 00F7


It is recommended that you add these glyphs to your glyphs palette in 
InDesign. 
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Key changes for 2015 version 2 templates


■■ Subject colours: subject colours for English GPS, English reading and science have changed. This is 
detailed later in this document and the new colours are included in the version 2 template.


■■ Key stage 2 English GPS target sentence font: the requirement to use the font Sassoon infant has 
been removed - target sentences are now presented in the Helvetica Neue (question style) font.


■■ Coding boxes: during development coding boxes are used in substitution of mark boxes - 
instructions regarding mark boxes have been removed.


■■ Tables: guidelines for tables have been amended - 1pt strokes should be used for the outer border 
and the top header row and first column (this has changed from previous version).


■■ Grid method boxes: the method box for mathematics has been amended to include a grid for 
working. A new method box graphic has been developed and included in the version 2 template.


■■ Pencils in mathematics: these are no longer required and guidance has been removed. Guidance on 
the use of pencils in science can be found later in this document.


Key changes for version 2.2 templates


■■ New subject specific guidance and templates: example layouts have been produced for mathematics, 
English reading and English grammar, punctuation and spelling that can be used as both guides for 
proofing, but also as starting points for question design. Guidance in this document is reproduced using 
actual examples and elements.


■■ Arithmetic templates: Small adjustments to spacing and layout, with new v2.2 base template. Additonal 
guidance on the use of fractions.


■■ Coins: new graphic element produced for coinage, featuring new £1 coin.
■■ Superscript character styles: new character styles added to template for superscript.
■■ Units and numbers: additional guidance added on use of numbers with units (cm, km kg) and numbers 


with £ pound signs (£2, £3, £4).
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The key stage 2 item  
writing template
All templates are based a on single base template, setting margins, type area 
and font styles for key stage 2 item writing. From this base template a number 
of new example layout templates have been produced. These should be used 
for standard item writing typesetting, using the font styles provided. 


Paragraph styles
Question Style: 12pt Helvetica Neue 55 Roman - 14pt leading. 
Inside lozenge: As above with indent to allow for lozenge.


Character styles 
Based on question paragraph style: 
 
Bold Type: 12pt Helvetica Neue 75 Bold. 
Bold Italic Type: 12pt Helvetica Neue 76 Bold. 
Italicised Type: 12pt Helvetica Neue 56 Italic. 
Underline text: 12pt Helvetica Neue 55 Roman with 0.6pt underline and 
2pt offset. 
Bold underlined: 12pt Helvetica Neue 75 Bold with 0.6pt underline and 
2pt offset.
 
Mathematics styles 
Based on question paragraph style - used in addition to styles above: 
subscript: 8pt Helvetica Neue 55 Roman with -2.5pt baseline shift. 
 
Superscript letters: 8pt Helvetica Neue 55 Roman +6pt baseline shift.
Superscript numbers


: 8pt Helvetica Neue 55 Roman +8pt baseline shift.
Superscript big letters: 13pt Helvetica Neue 55 Roman +9pt baseline shift.
Superscript big numbers


: 13pt Helvetica Neue 55 Roman +12pt baseline shift. 
 
Algebra: 14pt Times New Roman Italic.


x  Text using inside lozenge style.
 


 
 Question style is the base paragraph style for all template styles.


 
 


Text using inside lozenge style.


Show 
your 


method


°F
1 mark


KS2 Template v2-2_mathematics_separate_008


 


NCR ref  Question name KS2 Template v2-2_mathematics_separate_008  –  28 February 2017 4:26 PM – Version 1


KS2 item template version 2.2 (2017)
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Key stage 2 subject  
colour palette
The majority of publications produced for national curriculum assessments use 
a two colour palette (Black +1PMS) with the appropriate Pantone colour from 
this page. To reduce print production issues, where possible tints should be 
limited to 25%/50%/75%. 


[Black] 


75%


50%


25%


English reading
Reading answer booklet


First name


Middle name


Last name


Date of birth Day Month Year


School name


DfE number


2016 national curriculum tests


Key stage 2


E00050A0120
2016_ks2_Englishreading_readinganswerbooklet_04012016.indd   1 05/01/2016   13:37:06


English grammar, 
punctuation and spelling
Paper 1: questions


2017 national curriculum tests


Key stage 2


First name


Middle name


Last name


Date of birth Day Month Year


School name


DfE number


F00030A0128


Mathematics
Paper 2: reasoning


First name


Middle name


Last name


Date of birth Day Month Year


School name


DfE number


2016 national curriculum tests


Key stage 2


E00070A0124
2016_ks2_mathematics_paper2_reasoning_081216_PRINTHO.indd   1 08/01/2016   08:53:22


Key stage 2 test booklet 
templates
A single key stage 2 booklet template has been created for NCA materials. The 
following guidance is provided to produce question items that fit within this 
booklet template.  


The national curriculum assessment test booklet template is designed to be 
compatible with three current marking and scanning solutions and provides 
margins within which item writing agencies can create test items.


Mathematics 
Pantone 293U


75%


50%


25%


English 
Reading 
Pantone YellowU


75%


50%


25%


English GPS 
Pantone 129U


75%


50%


25%


Science 
Pantone 319U


75%


50%


25%
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a1


2


Example layout 
Two questions are shown here on a single page  
for illustration. 


During item development each question should 
be stored as an individual InDesign file.


    Example initial sentence - all text set in question style.¶


Question text - using inside lozenge style.


 ¶


    Example initial sentence - all text set in question style.¬ 
¬ 
    Second introductory sentence.¶


Question text - using inside lozenge style.


 ¶


 


1 mark 
QUID


 


1 mark 
QUID
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Lozenges
Mathematics, science and English grammar, punctuation and spelling items use 
lozenges to highlight the question in each item. A paragraph style is included 
in the template to indent the text. Lozenges should be pasted into the question 
text as an anchored object.


These are 140mm wide with a 3mm rounded corner. 
 


8mm deep - 140mm wide.


Double line lozenge 
13mm deep - 140mm wide.


Triple line lozenge 
18mm deep - 140mm wide. 
Triple line lozenge 


Key stage 2 item template: 
common elements
Page margins
Top: 23mm        Bottom: 33mm 
Left: 11.5mm     Right 15mm 
Vertical guides - from top left corner of page:   
28.5mm, 35.5mm, 168.5mm,  173.5mm, 181.25mm, 193.25mm


Areas outside item page margins are reserved for page numbers, scanning 
marks and barcodes and cannot be used for item writing.


Return, soft return and page break
Spacing within questions is set using returns (paragraph break), soft returns 
(line breaks) and page breaks.  
Return - paragraph break: [RETURN] - Invisible glyph: ¶ 
Soft return - line break: [SHIFT] + [RETURN] - Invisible glyph: ¬ 
Hard return - page/column break: [Keypad ENTER key] - Invisible glyph: 


ˇ
 


Coding boxes
Formatted coding boxes are provided in the template and their grouped 
elements should be snapped to the left guide provided. The QUID element self 
populates with the item filename. Boxes are provided in the grouped elements 
to allow for programme of study references or item codes - these depend on 
requirements for each test and trialling period and should be confirmed with 
the STA project team before design and typesetting comences.


The mark should align with the response 
line or bottom of the table provided 
for the pupil's response. See examples 
provided in accompanying guidance.


 


1 mark 
QUID


 


1 mark 
QUID


i


 
ii
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Response lines
Pupils' response lines are set using a prepared table. Each line is set to 12mm 
with a 0.6 black stroke. Examples of these are provided in the template. 


The response table is 140mm, which is reduced if numbers or symbols are 
required. Note, a half size 70mm version is sometimes used for short responses.


These can be added to items immediately at the end of the preceding sentence. 


A standard 140mm response line - row depth set to 12mm


1. First column is 10mm, reducing response column to 130mm


2.


 


A half standard 70mm response line


Row set to 12mm fixed.


Row set to 12mm fixed.


Row set to 12mm fixed.


Row set to 12mm fixed.


Row set to 12mm fixed.


Response spaces
These are 0.6pt black lines, provided in the template. These should 
be used consistently and be sufficient for a pupil's response. STA will 
provide additional direction during item writing, providing specific 
instruction when required. 


15mm  response space 
 


20mm  response space 
 


30mm  response space.







   Key stage 2 design guidelines for item writing agencies 9 of 20


Tables
Tables use 2 stroke styles, 1pt outer/header border/first column and 0.5 response lines. Rows should be a minimum 12mm deep, with a 3mm inset for text, and 
should allow sufficient space for pupil responses if required. An example table is provided in the template. Tables should be inset into the text of the question. 
 


Header Header Response


Section A


Section B


 


Header Header Header


Row set to 12mm minimum.Row set to 12mm minimum.


Reasonable space for response.


Try to use standard column 
widths for similar responses - for 
example, true/false, yes/no.


A, B, C sections should be 
divided by 1.5pt line


Header: 25% tint of subject  
colour and bold black text.


Answer Text


Stimulus text.


Tables for longer written responses


Magenta used here to show 1pt outer/header border/first column.
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Linked responses
Tables are provided in the example layouts for this type of question. Please adjust the number of rows and width of columns as appropriate, noting 10mm minimum 
depth of each response and 6mm gap between each response row. Centre single words, align sentences or groups of words to the left. 
 


xxx xxx


xxx xxx


xxx xxx


xxx xxx


xxx xxx


xxx xxx


Set up as table - depth of rows will adjust as content is added.  
Black dots have been added to encourage pupils to link responses 


to dots. These are created using the line tool, and a dashed line with 
a large dash. Lines are in-lined into centre column and will adjust 


automatically to changes in content, with the exception of adjusting the 
width of the centre column. Lines will need to be resized to the width of 


the column +1.555mm. Example above is 40mm + 1.555mm.


xxx xxx


xxx


xxx xxx


xxx xxx


xxx xxx


xxx


xxx xxx


xxx


xxx xxx


xxx xxx


xxx


1.6mm x 1.6mm circle for single dots 


Alternative layouts1pt line links 
example response
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Tick responses
Check box responses are prepared as tables. Options text should be added and aligned left - the width of the column adjusted to best fit options. The example below 
is unusual as responses are typically a similar line length. Check box response tables should be inset into the text of the question. 
 


Tick one.


A short option.


An unusual considerably longer option 
that cannot be fitted onto a single line.


A short option.
 


Row set to 7.5mm minimum.


Row set to 7.5mm minimum.


7.5mm x 7.5mm - 0.5pt stroke


Row set to 6mm fixed.


Row set to 6mm fixed.


Two column check box response tables


Two column response tables (that include a second 'answer column' 
of responses and tick boxes) are provided in the template but should 
only be used where the available page space may be limited - in key 
stage 2 this would include questions for science. 


A spacing column is included between the two 'answer columns'. This 
should be adjusted to ensure the tick box for the left set of responses 
is clearly closer to the its response. 


 
Tick one.


A short option. A short option.


A short option. A short option.


A short option. A short option.


5mm minimum space 
built into template.
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Character styles
Character styles are provided within the template to format a variety of type 
styles.  These include styles for underlined type, superscript and subscript - 
please use these styles instead of the buttons provided in InDesign or selecting 
a different font to format in bold or italicised text.


However, where a style is required for use with a label or answer box, it is 
acceptable to override a character style in bold. 


Examples of character styles


bold type, Italic, underlined,  
bold underlined, subscript, 


superscript, algebra.
 
Example of character styles bold overide
Length in metres2 


Here superscript letters has been overriden to apply bold 2. 


Use of anchored/ 
inline graphics
All graphics (charts/illustrations/response boxes and coding boxes) should be 
inserted as anchored objects into the question text. Instructions for standard 
elements are included for each subject with examples you can re-use provided 
in the supporting guidance templates.


Tables, including those provided as response lines, can be pasted directly into 
the question text. Templates for these are provided on the paste board in text 
containers - these should be removed from the text container and pasted 
directly into the question text.


Question numbers
Question numbers (section letters in science) are shown using a 12mm x 8mm 
black lozenge with bold white text. This has a fixed position of x 11.5mm y 23mm; 
this is a fixed location regardless of whether lozenges are used in questions 
(mathematics, science, English grammar, punctuation and spelling) or not 
(English reading).


The central text box (solid cyan line) is positioned 2.5mm down from top 
margin (magenta line) so unlozenged text aligns with the question number. If 
question begins with a lozenge the central text box should be raised to the top 
margin and with multiple line lozenges align question number to top of the 
lozenge. Examples are shown through the supporting guidance templates.


1


1 Example initial sentence - all text set in question style.¶


Question text - using inside lozenge style.


Item letters
Section breaks, either a,b or i,ii should be placed using the guides provided for 
question numbers. Where these are used in tests we have provided examples 
within the additional example templates. 


(i) Example initial sentence - all text set in question style.¶


(a) Question text - using inside lozenge style.
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Subject specific: science


Use of pencil response 
indicator in science
Science questions can use charts and other graphics in a non-uniform way.  
To assist the pupil when they respond to a question a small pencil graphic is 
used to indicate where the pupil should write their answer. 


Please note: mathematics materials no longer require pencil indicators and this 
guidance has been removed.


Positioning a     Introductory sentence. 
 
 Question?


 Question?
 


i. Text of the question .


ii. Text of the question .


Align all pencils to x 31.5mm. 
Tables for common elements 
such as response lines are 
provided in the template and 
should be used as a guide for 
diagrams and tables.


There may be exceptions 
to this guidance for tables. 
If the content of the table 
requires additional space the 
pencil can sit in the header 
of the table.


Remove the outer bar as 
example and paste pencil 
into cell, aigning to the left.


Statement True False


Statement text


True False


Statement text
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Subject specific: mathematics


Method and thinking boxes
In mathematics, when a pupil provides an incorrect answer, the method used 
can give the pupil a mark if the pupil writes it down. To encourage the pupil to 
write their method down two types of response boxes are used. EPS files for 
these are included with the template, including a larger 3 mark version of the 
method box,


Method box (example scaled to fit) 


Show 
your 


method


£


 
Thinking box (example scaled to fit)


Subject specific:  mathematics


Positioning
Method and thinking boxes
A method and a thinking box are provided in the template. The width of the 
grouped elements is designed to fit the template with a slight adjustment to 
the anchored position. 


The main adjustment, X offset 
17mm, moves the grouped working 
or thinking box 17mm to the left, 
placing the left of the grouped 
elements into the space reserved for 
question numbers, but also fitting 
the elements within the text guides 
and away from the marker boxes. 
Examples of placement are included 
in the question templates.


Show 
your 


method


£
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Subject specific: mathematics


Fractions
Character styles are provided to format fractions and some examples are 
included within the template.


Fractions should be set in their own text container and inset into the text of 
the question. 


Subject specific:  mathematics


Sums
Character styles are provided to format calculation numbers, mathematics 
glyphs should be used to format multiplication, addition, subtraction and 
division.


 18pt Helvetica Neue 55 roman


123 × 123 = (glyph: multiplication sign)


123 − 123 = (glyph: minus sign)


123 + 123 = (glyph: plus sign)


123 ÷ 123 = (glyph: division sign)


1
2
12
12


123
123
1234
1234


FractionNum - Fraction numerator
3mm wide


6mm wide


8mm wide


11mm wide


FractionDemon - Fraction denominator


Fraction responses 
Fraction responses are set using standard templates - these 
are provided in the item templates. The width of these may 
need to be adjusted to reflect the correct response, but as 
standard are set up for up to 2 digit responses.


Superscript for letters and numbers 
Superscript styles are prepared so the baseline 
of the superscript character aligns to the top of 
the preceeding letter or number. Four styles are 
provided, which can be overridden to add bold if 
required (see first example).


Use with  
number cards


Standard  
fraction box


Superscript letters (+6pt): metres2 


Superscript numbers(+8pt): 2
2
 


Superscript big letters (+9pt): 3m2
  


 
Superscript big letters (+12pt): 12


When using units and numbers 
please add a 'thin space' 


[CTRL+ALT+SFT+M] between the 
number and the unit. The same can 
be applied when using the Numbers 


or Yes/No character style (18pt). 
 


1 cm     1[thin space]cm 


2 km     2[thin space]km 


2km 2[no space]km incorrect 


2 km 2[space]km incorrect


Numbers and units


Please be conscious of kerning 
when using the £ sign and numbers, 


particularly £2 and £3. Please use 
optical kerning here and increase 


kerning to avoid creating heart 
shapes that might distract.


£2 to £2 (+100 kerning) 
£2 to £3 (+75 kerning)


£ sign and numbers
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Alternative speech container 
for key stage 2 mathematics.


Pie chart example


value


value


value


04:00


05:00


06:00


07:00


08:00


09:00


Bar chart


Jan Feb Mar Apr May June


Subject specific: mathematics


Design elements
We have produced a series of common question formats with template 
versions of design elements such as those shown here. These can be re-used as 
templates for new question development.


Bold text


Bold text


12


6


1


39


11


10 2


8 4


57


location
9:00 am


12


6


1


39


11


10 2


8 4


57


location
3:00 pm


three times


12


6


1


39


11


10 2


8 4


57


location
6:00 am
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Key Stage 2 arithmetic test
Templates for key stage 2 arithmetic are provided separately. 


1 123 + 456 =  


 
1 mark 


QUID


1
1
12


 × 3
4
 = 


 
1 mark 


QUID


Note: to 
centre the 


fractions the 
cell padding 
is adjusted 


to top 5mm, 
bottom 9mm.


Note: to centre standard 
questions cell padding is 


set to top 6mm,  
bottom 6mm.
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Key Stage 2 arithmetic test
Templates for key stage 2 arithmetic are provided separately. The 2 mark 'method' template is shown below.


x


 
i


 
ii


2 marks 
QUID


1 2 3 4 5 6


Show 
your 


method


Note: larger method grid 
provided for  


two mark questions.
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Key Stage 2 illustration style
We have a standard house style for key stage 2 illustrations and a selection of illustrations 
that can be provided with the question template for your use. These illustrations are 
copyright to the STA and should only be used for STA projects. Illustrations within 
questions are typically only used in science and mathematics questions. 


This guidance does not apply to English reading where bespoke illustrations to  
support the reading prompts are required. Examples of these materials can be  
provided on request.


Standard British coinage


1520
25


30


35


40
45 50 55


5
5


101520
25


30


35


40
45 50 55


55
101520


25
30


35


40
45 50 55


5
5


101520
25


30


35


40
45 50 55


5


sugar
cubes


0


5


10


15


20


25


30


°C
0


5


10


15


20


25


30


°C
0


5


10


15


20


25


30


°C


shadow shadow


shadowshadow


You can find  
this speech bubble  


on the pasteboard of  
the template.
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