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[bookmark: _Toc475960733]INTRODUCTION
[bookmark: _Toc268270517][bookmark: _Toc269721180][bookmark: _Toc270072683][bookmark: _Toc270072933][bookmark: _Toc270072995][bookmark: _Toc475960734]Purpose
1.1 [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 in Literacy for the Professional Skills Tests for prospective teachers (‘the Item Writing Services’). STA is responsible for developing the Professional Skills Tests on behalf of Department for Education (DfE).
1.2 The delivery of the Item Writing Services will be governed by the DfE’s standard Contract for Item Writing Services which will be let in accordance with, and subject to, English law. 
[bookmark: _Toc475960735]Structure
1.3 [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; and
Contains a tender response section to evaluate the Tenderer's proposed solution to the STA requirements (‘Tender’).
[bookmark: _Toc475960736]Disclaimer and Conditions
1.4 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. 
1.5 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 and STA will not reimburse any costs incurred by Tenderers or potential Tenderers in connection with preparation and/or submission of their Tenders.
1.6 The information contained within this document is confidential and should not be disclosed except for purposes related to the completion of the Tender.
[bookmark: _Toc268270520][bookmark: _Toc269721183][bookmark: _Toc270072686][bookmark: _Toc270072936][bookmark: _Toc270072998][bookmark: _Toc475960737]Freedom of Information and Transparency
1.7 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.
1.8 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; and
· financial transactions in relation to any contracted goods or services will be published and so cannot be deemed commercially sensitive (see over).
1.9 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: _Toc475960738][bookmark: _Toc297118980]INSTRUCTIONS TO TENDERERS
2 
2.1 Tenderers should read these instructions carefully before completing their Tenders. 
2.2 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. 
2.3 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 at STA, Rashida Akbar.
2.4 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.
2.5 The Tenderer shall ensure that each and every proposed sub-contractor, consortium member and adviser abides by the terms of these instructions.
2.6 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.
2.7 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.
2.8 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: _Toc475960739]Tender Validity
2.9 Your Tender should remain valid for a period of 30 days from the submission date. 
[bookmark: _Toc475960740]Proposed Contract
2.10 Contracts for the provision of Item Writing Services will be let under STA’s standard Contract for the Provision of Item Writing Services. The contract number for this subject is provided in the table below:
	Subject
	Contract Number

	Professional skills tests (Literacy)
	STA-0128-10



[bookmark: _Toc475960741]
Procurement Timescales
2.11 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

	28 February 2017
	ITQ issued to Suppliers

	12:00hrs, 21 March 2017
	Deadline for submission of Clarification Questions by Tenderers

	12:00hrs, 29 March 2017
	Closing Date for receipt by STA of Tenders 

	26 April 2017
	Notification of Award Decision 

	22-26 May 2017
	Proposed contract Commencement and Start-Up Meeting




[bookmark: _Toc475960742]Clarification Questions
2.12 [bookmark: _Ref270655914][bookmark: _Ref310584131]Clarification Questions should be submitted by email only to TendersTD.STA@education.gov.uk, copying Rashida.Akbar@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 Skills Tests 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.
2.13 STA will endeavour to answer all questions as quickly as possible, but cannot guarantee a minimum response time. 
2.14 In order to ensure equality of treatment of Tenderers, STA intends to publish the questions and clarifications raised by Tenderers, together with the STA’s responses (but not the source of the questions), to all participants on a regular basis via email.
2.15 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; or
Request the Tenderer, if it still considers the query to be of a commercially confidential nature, to withdraw the query.
2.16 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: _Toc475960743]Preparation of Tender
2.17 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.
2.18 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.
2.19 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: _Toc475960744]STA Point of Contact
2.20 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 contacts identified in paragraph 2.12.
2.21 All communications should be clearly headed ‘Provision of Skills Tests 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: _Toc475960745]Confidentiality
2.22 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. 
2.23 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: _Toc475960746]Conflict of Interest
2.24 Any known conflicts of interest, or any potential conflicts of interest that may be reasonably foreseen, should be declared in the Tender. 
[bookmark: _Toc475960747]Value Added Tax
2.25 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 Revenue and Customs. Prices in the Tender will be accepted on this basis. 
2.26 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: _Toc475960748]Submission of Tenders
2.27 The Tender must be submitted in the form specified by completing the Tenderer's Response using Arial 11 font, written 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.
2.28 Tenderers must submit their responses by email to TendersTD.STA@education.gov.uk cc’d to Rashida.Akbar@education.gov.uk in the following format:
One complete and signed electronic version in Microsoft Word 2010 (or compatible) format labelled 'priced' of their Tender and with their organisation name in the document title for each subject tendered; and
One electronic version in Microsoft Word 2010 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.
2.29 Tenders must be received by 12:00 noon on 29th March 2017. 
2.30 Tenders will be accepted at any time up to this deadline but will not be opened or evaluated until the deadline has passed. 
2.31 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: _Toc475960749]Right to Reject/Disqualify
2.32 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; or
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: _Toc475960750]Debriefing
2.33 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: _Toc475960751]EVALUATION METHODOLOGY
[bookmark: _Toc475960752]Basis of Award Decision
Technical Evaluation		70%
Commercial Evaluation		30%
[bookmark: _Toc475960753]Evaluation Process
3 
3.1 Tenders will be formally logged upon receipt – any Tender that is received after the deadline for submission will be rejected.
3.2 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.
3.3 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 (see question 1)
	35%

	Project management (see question 2)
	20%

	Example test materials (see question 3)
	45%



(3) Commercial evaluation – assessment of the price for the services as set out in the pricing schedule.
[bookmark: _Toc475960754]Award Decision
3.4 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.
3.5 The Work Packages are identical in content and as such the Tenderer with the highest combined score will be awarded one Work Package for the subject and the Tenderer with the second highest combined score will be awarded one Work Package. STA reserves the right to award both work packages to a single supplier in the event only one supplier scores higher than the Quality Threshold.
3.6 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.

3.7 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 each 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 1
	PASS
	0.93
	1.00
	0.95
	1

	Tenderer C
	PASS
	0.67
	0.23
	0.54
	4

	WINNER 2
	PASS
	1.00
	0.57
	0.87
	2



[bookmark: _Ref343000000][bookmark: _Toc475960755]SPECIFICATION OF REQUIREMENTS (SoR)
[bookmark: _Toc475960756]4.1	Background

Section 4 of this ITQ sets out the Specification of Requirements (SoR) with respect to the items and marking criteria for the tests.

It is STA’s intention that the Item Writing Services for each subject will be split into two work packages and divided between two suppliers, although STA reserves the right to award a contract for a whole subject to a single supplier in the event that only one suitable Tender is received.

All work packages are to assess across the range of syllabus areas and item types covered by the test specification for the subject (please refer to Annex A). 

Please note that STA is using 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 may be provided with more specific details regarding the question writing brief including the required breakdown across syllabus areas and item types, which they will be required to follow. Please note that for Literacy this detail has been included in the Literacy item writing guidance document (Annex B).

[bookmark: _Toc475960757]4.2	Background to the Professional Skills Tests for Trainee Teachers

All applicants to initial teacher training are required to pass the skills tests before starting their initial teacher training course. 

The literacy skills tests: 
· cover the core skills that teachers need to fulfil their professional role in schools, rather than the subject knowledge required for teaching. This is to ensure all teachers are competent in literacy, regardless of their specialism; 
· do not replace the GCSE grade 4/5 equivalence entry requirement; 
· include only questions which are set in educational contexts that are relevant to the professional role of a teacher; and
· are on-screen assessments and can be taken at test centres throughout the UK.

[bookmark: _Toc475960758]4.3	Test Specification
Items should be written against the test specification included in Annex A. Please note that this specification differs from the version that is currently on the website; the version on the website should not be used for item writing purposes. The test specifications provide details of the test model for each subject, along with details of question types and curriculum coverage. Tenderers should refer to these, along with the item writing templates and item classification spreadsheets (Annex B) and the sample test materials (Annex C) to better understand the test models and associated item writing requirements.

Since the tests are administered online, there is no design requirement associated with this work. Questions will be submitted within item templates provided using Microsoft Word. Please refer to Annex B for details of item writing templates.



[image: Department for Education]
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[bookmark: _Toc475960759]4.4	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, and by the milestone date set. Failure to provide confirmation in your proposal documents may result in your proposal being rejected.

The specific date for all Requirements 1 – 7 must be included within the project plan in the response to the Technical Evaluation.

	No
	Deliverables/Outputs
	Acceptance Criteria
	Due Date

	1
	Start-Up Meetings
Provide:
· Detailed plan for item development and scoring production for review and joint sign-off;
· Detailed project risk and issue log (Risk Log) for review and joint sign-off.
	Project Director / Project Manager (or equivalent) attend the Start-Up Meeting and provision of listed documents by agreed date.
	
22-26 May 2017

	2
	Checkpoint Meetings and Management Information
To attend two Checkpoint meetings. These meetings may be held as telephone conference calls, and may also be combined with other meetings if appropriate. Checkpoint reports to be submitted to STA one working day in advance of each Checkpoint meeting.
	Project Manager (or equivalent) attends each Checkpoint Meeting on agreed date and submission of Checkpoint report one working day in advance of each Checkpoint Meeting.
	
3/7/17 and 14/8/17

	3
	Text Selection Meeting 
Provide 150% of the required texts for the punctuation and grammar sections and 200% for comprehension sections from which the final texts will be selected for further development and item writing. 
For grammar and comprehension texts, provide assurance that the texts submitted have the potential to generate sufficient items for coverage of the curriculum and with limited enemies. Texts should be highlighted and annotated to demonstrate which sections provide the potential for specific strands of the syllabus, to be submitted to STA at least one week in advance of the text selection meeting.
	Project Director / Project Manager (or equivalent) attend the text selection meeting and provide texts and potential questions a week in advance for consideration.
	Text to be submitted no later than 9/6/17
Text selection meeting to be held on (one of) 20 or 21/6/17

	4
	Interim Handover – Critical Step 
Provide electronic copies of all draft item, marking guidance, draft item classification spreadsheet(s), a completed item audit template and details of copyright details for all items where this is relevant. 
The Contractor must handover 100% of the items in Microsoft Word format at the interim handover stage, with all items to be recorded on the item classification spreadsheet and the IWA item audit template. The Contractor must also handover a single pdf file of all items for each subject area (i.e. four pdf files in total, one for spelling, one for punctuation, one for grammar and one for comprehension).
Templates for item writing, the item classification spreadsheet and the IWA item audit template are provided in Annex B. Please use the templates provided; guidance on how to use the item writing templates can be found in the item writing guidance document also provided in Annex B.
N.B. Should STA decide that a final handover meeting is not needed, they may request at the interim handover meeting that parts 1 and 2 of the final handover process be combined to require electronic and hardcopy handover be provided to the part 1 dates.
	100% of drafts of all materials required for completion of work package(s) received electronically, including completed handover form, by agreed date and to criteria specified in section 4.5.
	No later than 
 28/7/17

	5
	Interim Review Meeting
Meeting with STA and item writers to review materials.

	Project Manager / Lead Item Writer attend Interim Review Meeting on agreed date.
	week commencing 7/8/17

	6
	Final Handover
Part 1 – Electronic Handover of files prior to Final Handover Meeting.
Final Handover Meeting – meeting to discuss amends to items. This will be held in all cases, irrespective of the number of changes required at interim handover.
Part 2 – Updated Electronic Handover of files and final Hardcopy Handover following changes discussed and agreed in the Final Handover Meeting.
Electronic handover – Supplier to hand over a Word file for each item with all sections populated as detailed in the item writing guidance document. Also to be provided:
· a single pdf file of all items for each subject area (i.e. four pdf files in total, one for spelling, one for punctuation, one for grammar and one for comprehension) 
· a single word file containing all of the spelling templates 
· source references and one hard copy for all comprehension items
· details of the copyright statement for the source materials (where applicable)
· completed IWA item audit template
· completed item classification spreadsheet. 
· signed copy of assignment/licences of IPR for DfE’s benefit
The preferred method of electronic handover is via the STA secure portal. The Contractor must also handover a single pdf file of all items for each subject area.
Hardcopy Handover – Supplier to hand over hard copies of the literacy items. 
	100% of specified materials received at STA by agreed date, including completed handover form, and materials are of appropriate quality as listed under Performance Requirements.
	Part 1 – 1/9/17
Final Handover Meeting –  w/c 11/9/17
Part 2 – 20/9/17


	7
	Acceptance of Final Handover materials – Critical Step
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 one week after the Final Handover date.
	100% of specified of materials with STA no later than one week after Final Handover Date, including completed handover form. All materials to be error free.
	No later than one week after Final Handover Date

	8
	Attendance (virtual acceptable) at Resolution meeting following ER1 
The item writing agency will be invited to attend the resolution meeting following ER 1 to allow them to engage with feedback from the expert review process and understand how the items were amended for trialling.  
	Attendance by at least 1 member of the IWA team
	19/10/17




[bookmark: _Toc475960760]4.5	Functional Requirements
	Functional Requirements

	Assessment type
	Professional Skills Tests for prospective teachers

	Item development and design
	The number of marks stated for each 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, for example following the interim review meeting.
Audio files are NOT required for any items. STA will produce audio files once items have been accepted for further use.


	Item writing requirements for literacy
	4.5.1 Literacy
The items are intended to cover the range of topic areas and question types detailed within the test specification, to ensure an even distribution of coverage across the given areas.

Test format for live test
Four sections:
· Spelling (10 marks)
· Punctuation (15 marks)
· Grammar (8-12 marks)
· Comprehension (8-12 marks)
Please refer to the test specification (Annex A) for more detail on test format and composition.

Work package requirements 
In each of work packages 1 and 2 STA requires 234 marks of skills questions.

	Topic
	Number of questions
	Marks per question
	Total marks

	Spelling
	30
	1
	30 marks

	Punctuation
	3
	20
	60 marks

	Grammar
	8
	8
	64 marks

	Comprehension
	4 passages with 4-8 questions per passage
	
20 marks overall
	80 marks



Please note that there is a text selection meeting for the literacy tests. Suppliers are asked to provide 166% of passages required for punctuation, 150% of passages required for grammar and 200% of the passages required for comprehension in advance of this meeting, from which the final 100% will be chosen.

Additional detail regarding item types and marks per question are provided below.

Spelling
All questions to be based on the following item types:
1. Sentence with ‘fill in the blank’.
1. Sentence with drag and drop multiple choice options for Hearing Impaired.
Note: Both standard and hearing impaired versions of spelling questions will use the same sentence.

For each work package the supplier must provide:
· 4 alternatives for each spelling for the Hearing Impaired version to include likely common errors.
Details of the types of spellings have been expanded and the new specification provides details. Spellings and sentences should not be obscure or very specific to a specialist area. Sentences must not be unnecessarily complex.  They must broadly reflect the lexicon of general professional writing. More detail will be provided at the Start-Up Meeting including a list of between 10 and 15 target spellings we wish to be tested.
A total of 30 marks are to be provided, including the words supplied by STA.

Punctuation
All questions to be based on the following item type:
1. a ‘passage proof-read’ question type where candidates add missing punctuation into a passage of text to ensure unambiguous meaning and consistency of style.
For each work package the supplier must provide:
· 3 separate passages of text, each of which will include 20 instances of missing punctuation; 1 mark per missing piece of punctuation.
A total of 60 marks will be provided.

Punctuation of varying difficulty levels should be missing from each passage. Care must be taken to avoid obvious errors such as adding the missing half of paired pieces of punctuation e.g. one bracket or one quotation mark where there is little or no ambiguity about the placement of the missing punctuation.  All stylistic non-essential punctuation that is not being tested must be included to avoid ambiguity for candidates.

The Punctuation section should be handed over in the form of the punctuation scoring template provided, alongside the punctuation word template provided in Annex B.

Grammar
All questions to be based on the following item type:
1. single mark multiple choice drag and drop item questions where the candidate has to select the most appropriate option for a given sentence. This can include whole sentences and complex phrases from lists, as well as grammatical selections within sentences.
For each work package the supplier must provide:
· 8 passages with 8 items per passage;
· Each item will be worth 1 mark;
· Each item always has 4 answer options.
A total of 64 marks will be provided. 

Comprehension
All questions to be based on the following item types:
1. Drag and drop items including:
0. Drag and drop one answer option (tick/number/words/letters) to the correct statement.
0. Drag and drop multiple answer options (ticks/numbers/words/letters) to the correct statements.
Each correctly completed option within a question is worth 1 mark.  Item selection can be grouped to give a maximum of 5 marks for any one question.

For each work package the supplier must provide:
· 4 passages with 4 or more to a maximum of 8 questions per passage and up to 5 items (and marks) per question to give a total of 20 marks per passage;
· Each item will be worth 1 mark. A total of 80 marks in total will be provided.


	
	

	Marking guidance

	Marking guidance must be provided for all items. This should be included in the completed template for each question.
The marking guidance must include details of all correct answers. 
Please refer to the item writing guidance document (Annex B) for more details. For the fill in the blank spelling questions there is normally only one correct spelling to be listed, the only exception is words ending with the suffix –ise or –ize.

	Item design

	All items and their associated marking guidance must be submitted in Microsoft Word 2010 (or compatible, subject to prior agreement) at Final Handover using the question templates provided.
Please refer to the item writing guidance documents (Annex B) for further details on how items should be presented within the item writing templates.
For each test section, a single word and pdf file should be provided which combines all items being submitted for that test section. These combined documents should be provided both at interim handover and final handover.

	Texts and other external materials
	Test item texts
Texts must take account of the context in which they will be used.  They must comply with the STA guidance for text selection which is included at Annex A. 

Where texts 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.. The document in Annex G (Transfer of IPR to DfE Template) must be used when handing over texts, artwork or data that has been commissioned.

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

Referencing source materials 
Any materials using externally sourced texts 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 print out of the original website, showing the text must also 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. The spreadsheet is provided in Annex B. This spreadsheet should be included with the materials presented at Interim and Final Handovers. For literacy, the IWA item audit template provided in Annex B should also be completed.
Further guidance on classification of literacy items is included within the literacy item writing guidance document.


	Interim Handover
	Interim Handover must occur no later than 28 July 2017.
The following materials must be sent to STA:
· 100% of items to be provided in Microsoft Word 2010 (or compatible subject to prior agreement), using the item templates, which will be provided at the start up meeting.
· All attribute fields on the template must be completed for each item, including curriculum reference and marking key.
· Item classification spreadsheet in Microsoft Excel 2010 (or compatible). 
· Completed IWA item classification sheet included within Annex B.
· For each test section, a single word file should be provided which combines all items being submitted for that test section.

STA and the contracted agencies will review the supplied materials at the Interim Review meeting (w/c 7/8/17). The Supplier will then make any revisions or amendments as necessary as a result of the discussions at that meeting.


	Final Handover
	Final Handover part 1 must occur on or before1/9/17.
The Final Handover Meeting Part 1, w/c 11/9/17 where any amends needed are discussed and/or the project is reviewed then Final Handover Part 2 occurs with any changes on 20/9/17.
Should STA decide that a final handover meeting is not needed, they may request at the interim handover meeting that parts 1 and 2 of the final handover process be combined to require electronic and hardcopy handover be provided to the part 1 dates.
Part 1 – Electronic Handover of files prior to Final Handover Meeting.
Final Handover Meeting – the purpose of the Final Handover meeting (if required) is to discuss the items and the rationale for all amends made. The meeting will be chaired by STA and either take place in STA offices in London or by telephone (to be decided by STA). Following the Handover Meeting the agreed changes must to be made prior to handover Part 2.
Part 2 – Updated Electronic Handover of files and final Hardcopy Handover following changes discussed and agreed in the Final Handover Meeting.
Electronic handover (parts 1 and 2)
· 100% of items to be provided in Microsoft Word 2010 
(or compatible subject to prior agreement), using the item templates included within Annex B. 
· A reference document that details the source of any text used in the test items.
· The updated item classification spreadsheet(s). 
· Completed item classification sheet included within Annex B.
For each test section, single pdf and word file should be provided which combines all items being submitted for that test section. Assignments and/or licences of IPR in the commissioned works (Appendix E)to be completed by the Final Handover Date – as stated in this ITQ and the Contract, and all documentation relating to IPR.
Electronic handover will take place either via the STA portal (preferred) or by encrypted memory stick (provided by STA); approach to be agreed at the Start-up Meeting.
Hardcopy Handover – Supplier to hand over hardcopies of the literacy items, including marking guidance and item classification spreadsheet. Up to 20 hard copies of all items, to be collated into 20 separate, individually numbered packs. Exact number to be agreed at the Interim Handover Meeting.


	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 one week after the Final Handover date.
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	Performance Requirements

	
Quality criteria; the completed work package must contain a range of items that: 
· are suitably challenging and motivating for candidates;
· assess the breadth of the skills test curriculum as detailed in this ITQ, the item writing guidance document and any additional guidance provided at the start-up meeting;
· are manageable for candidates and capable of being completed within any given time constraints eliciting optimum performance;
· cover a range of contexts, which are relevant to education or the teaching profession. Since the tests will be completed by candidates prior to starting their teaching qualification, contexts should not require detailed knowledge or experience of the teaching profession;
· contain only plausible contexts and data;  
· reflect good assessment practice. 

Accessibility
The items must be capable of being used by all candidates working at the target level for the tests, including:
· those with special arrangements to access the tests;
· 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 candidates 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.

General guidance on various aspects of accessibility has been developed by organisations on behalf of the STA. Item writing agencies are required to review their items to ensure compliance with this guidance prior to submission.
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	Security

	
The Supplier must meet the following security requirements:
· The Supplier will comply with the STA's security procedures to maintain the integrity of all materials produced.
· The Supplier 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. Candidate data is confidential. If any candidate data is collected as part of this project, the handling of candidate data on tests and forms must comply with the Data Protection Act.
· 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, Appendix H 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).

Security Compliance
· Supplier 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. 
· under no circumstances will the supplier and any sub-contractor contact IPR holders of any selected texts. This is strictly prohibited.

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

	E-mail:
	

	Phone:
	



	Professional skills tests – Literacy: Expertise in item development for initial teacher trainees

Q.L1)	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 indicate any roles / personnel who are external to the submitting organisation. Please confirm that key personnel, including those external to the organisation, are available for the dates listed in the ITQ and in the event that named personnel are not available at key points in the process, please indicate how their absence will be covered.

This should include:
· those responsible for writing items and marking guidance;
· those responsible for managing/revising items and marking guidance (it is understood these may be the same as those in the category above);
· those responsible for classifying items.
Please describe explicitly the role of each named individual within the project and the proportion of their time dedicated to the project, including an indicative number of days. 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 focusing on experience relevant to this contract. 

	Scoring:
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
[bookmark: _GoBack]
	Weighting
35%


	












	Professional Skills Tests – Literacy: Project Management 
Q.L2a)	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 (Section 4.4). 
1. The identification of all risks relevant to this particular 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. outlining the number of items you intend to write, and explain how this will be sufficient to hand over the required materials;
1. complying with the requirements of the item writing templates;
1. all other security-critical aspects.
Q.L2b) In no more than 350 words, describe your approach to managing the relationship with STA.

	Scoring:
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

	Weighting
20%


	





















	Professional Skills Tests – Literacy: Example Test Materials

Q.L3) 	Please provide: 

· one example question and its accompanying marking guidance for each of spelling, punctuation, grammar and comprehension sections, which are based upon the item types outlined within this ITQ and the test specification. Each question should contain a minimum of  2 items, based on the accompanying text as appropriate;
· identification of possible candidate misconceptions that may arise;
· a commentary of no more than 2,000 words giving rationale for the selected items and texts.

Your items will be judged on quality, clarity of language, appropriateness of contexts and the extent to which items are absent of issues of bias and construct irrelevant variance. 

Please submit example test materials in Microsoft Word or equivalent, using the item writing templates provided in Annex B.


	Scoring:
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

	
Weighting
45%


	




















[bookmark: _Toc475960765]5.2 Professional Skills Tests – Literacy: 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 Fixed Price to deliver Work Package 1 or 2 in full is £                  and is is payable in a single instalment, which corresponds to the Acceptance of Final Handover materials, as set out in Section 4.4.
	Milestone Payment
	Requirement/Critical Steps
	Payment Timescale
	Amount £
(Excl. VAT)

	1
	Acceptance of final handover materials (100%)
	25/10/2017
	

	
	
	Total £
	


Test development is VAT exempt
The Tenderer must complete the cost breakdown.  

	No
	Requirement/Output
	Work Package 
Costs £

	
	
	

	1
	Item Writing Costs
	 

	2
	Item Review Costs
	 

	3
	Item Amendment Costs
	 

	4
	Meetings, Travel and Subsistence Costs
	 

	5
	Print and Handover Costs
	 

	6
	Other Costs (please specify)
	 

	7
	Other Costs (please specify)
	 

	8
	Other Costs (please specify)
	 

	9
	Other Costs (please specify)
	 

	
	
	

	
	TOTAL COSTS
	 £                     -   

	
	
	

	
	VAT is not applicable
	










[bookmark: _Toc475960766]5.3 Professional Skills Tests – Literacy: 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 Professional Skills Tests (Literacy): 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]:
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[bookmark: _Toc430594538][bookmark: _Toc475960768]Annex A – Test Specification
The attached documents are the test specifications to be used by item writing agencies.  Please note that the versions currently on the website are different to these and should not be used for item writing purposes.



Additional detail to inform item writing may be provided during the Start-up Meeting.

[bookmark: _Toc475960769]Annex B – Item Classification Spreadsheet and Item Writing Template(s)
These are the item classification spreadsheets that STA is using to audit Skills Test items and must be populated with details of all items submitted to STA for this contract. 




These are the item writing templates, which should be used for input of all questions/items. A guidance document is also provided for each subject which includes details of how the items should be used, along with details on house style, syllabus, item type coverage and our inclusion guidance.
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[bookmark: _Toc475960770]Annex C – Sample Tests
Practice materials are available via the DfE website. The practice materials reflect the question types and format of the live tests.

In order to access the practice tests, you need to register an account (using the activation key: jhULiqgX), full details and guidance on how to register can be found on the DfE website: http://sta.education.gov.uk/ 
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Annex D– Transfer of Intellectual Property Rights (IPR) to DfE Template




[bookmark: _Toc475960773]Annex E– Test Development External Suppliers’ Security Policy
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Literacy Test Specification 2015/2016

(including supplementary guidance for Item Writing agencies)



Audience

This specification is written to inform staff involved in the production and maintenance of the professional skills tests in literacy. This may include DfE staff, appointed subcontractors and staff in organisations delivering teacher training. It is not explicitly intended for candidates of the test who are recommended to review the support material available on the Department for Education website Professional Skills Tests



Introduction

This document specifies the format and content of the literacy test. The skills tests are required for entry into Initial Teacher Training (ITT) and will be taken by range of candidates, including those still in key stage 5. Information about the tests can be found on the Department for Education website Professional Skills Tests.  The tests are a pass/fail minimum competence test, based on a range of practical skills deemed important for a teacher’s general professional practice. 

The Standards and Testing Agency maintains a bank of parallel test forms in each subject. A candidate is assigned a test form at random (excluding previously taken forms) when entered for a test. A variety of modified forms are available as special arrangements to ensure the assessment is accessible to all candidates. The test bank is maintained with a proportion of tests being replaced each year. All new tests are piloted prior to use to ensure that they are comparable in demand to the existing tests in the test bank. The assessments are taken in a secure test centre, on computer unless special arrangements have been granted for an alternative format. 

In addition to this specification a bank of practice tests and support information regarding the test format is made available on the Department for Education website. See Professional Skills Tests.

The content of the literacy test will draw upon a wide range of writing styles and formats taken from texts that are relevant to education and the teaching profession. Texts should come from a wide range of sources including, but not limited to, education research, school correspondence, journalist prose and guidance documents issued by government departments or agencies. It is important that the texts are accessible, of good quality and reflect not only the kinds of texts teachers may encounter but also the style and format of ‘real’ texts. All texts should present positive rather than negative contexts and pay regard to issues of equality and diversity in the choice of names, scenarios and so on.

 

Structure and format of the tests 

The total number of marks available for each test ranges from 45 to 49 depending on the test. The variation arises from the use of question types with differing marks available in the grammar and comprehension sections of the test. Each test has a unique pass mark to ensure that the minimum competence threshold is equal for all tests in the test bank regardless of any minor variations in difficulty or number of marks available between tests. The test content must be mapped against the specification to demonstrate both coverage in each particular test and also even coverage of the specification over time given that each test does not cover all specification areas. For the 2015/2016 test development process, greater coverage of specific areas may be requested to assist with curriculum coverage across the bank of live tests.

















Summary of the areas covered by the Literacy Skills Test 

		Subject area

		Number of marks available

		Explanation



		Spelling

		10 marks

		Spell correctly  common words which are frequently misspelled, may form part of a teacher’s professional written vocabulary and exemplify spelling regular and common irregular patterns.



		Punctuation

		15 marks

		Punctuate texts with a professional content accurately  in line with  the style and content of the text,  in a helpful and consistent way.



		Grammar 

		10 – 12 marks 

		Complete texts by selecting from given options to demonstrate an understanding of writing which conforms to Standard English, makes sense and is appropriate for purpose and audience. 



		Comprehension 

		10 – 12 marks 

		Understand and analyse the kinds of texts teachers may encounter in their training and professional reading 







Spelling 

Purpose: Correct spelling contributes to the clarity of a writer’s meaning and communication. Spelling errors by teachers are often highly visible to students, colleagues and to the wider public and as such it is important that a teacher’s writing is correctly spelled. 



The spelling test comprises ten sentences, each giving a spelling to be tested in context. Each spelling carries one mark. The candidate will hear the sentence and is then asked to type the correct spelling. For those candidates with a hearing impairment four options are presented as text and they are asked to choose the correct one. The three incorrect spellings will contain realistic, common errors. 

The spellings chosen for the tests will include words which candidates would be reasonably expected to use in their professional role as a teacher. These are words which colleagues, governors and parents would expect any teacher to know how to spell, whatever their subject or specialism, and include;

· words which are commonly misspelled. These are words which would show that the candidate has a good grasp of phonetically irregular words;

· words which conform to common spelling patterns, including prefixes and suffixes;

· homophones ;

· words in general use in written English, although they may be particular to the vocabulary of education or frequently used when writing for professional purposes; 

· standard British English usage, although the adoption of American English usage for words which have an –ise or –ize suffix will not be penalised.

· words representing a sufficient level of challenge to demonstrate competency in spelling equivalent to GSCE Grade 5 or c.



Punctuation 

Purpose: Clear writing requires an understanding of the conventions of punctuation to make the reader’s task easier. Omitting required punctuation at certain points in a text can change the meaning of a sentence, convey an impression of carelessness or even incompetence on the part of the writer. The ability to identify in a text where punctuation is required or appropriate and an understanding of how to use it consistently and helpfully are essential aspects of a teacher’s literacy skills. 

Punctuation is assessed using a text in which the candidate has to insert the correct punctuation. Candidates will not be asked to remove incorrect punctuation and are therefore not asked to proofread or ‘mark’ the piece of text. Each correct insertion carries one mark and there is no negative marking. The text should be between 150 and 200 words long and will contain 15 errors of punctuation from the areas outlined below; not every test will cover every aspect of punctuation. Most of the errors should be in the form of omissions of essential punctuation which the candidate will be asked to insert, although some errors will require very limited changing of text, e.g. changing lower case letters to upper case at the beginning of a sentence. The errors will be unequivocal errors affecting clarity and meaning and care should be taken to avoid ambiguity when testing any construction open to stylistic interpretation, such as paragraphing or the use of bulleted lists. 

Use of hyphens should not assess knowledge of compound words, as this can be stylistic and insufficiently definitive.  Hyphenation of words, where the clarity of meaning in a sentence is impacted by use or omission of hyphens, should be assessed. Care should be taken to avoid idiomatic phrases.

The punctuation section of the test determines whether the candidate knows where and when to use the following (the code in brackets after each item is used as a specification reference to track coverage of each individual test and the test bank in total). 

a) The main ways of marking ‘units of meaning’: 

• paragraphs (e.g. when used to separate main ideas or signal a change in time or place) (P1); 

• full stops (P2); 

• comma(s) (P3). 

b) Additional ways of marking ‘units of meaning’: 

• colon (P4); 

• semi-colon (P5); 

• question mark (P6); 

• brackets/parentheses (P7).. 

c)Punctuation which indicates the status of the language being used: 

• speech marks / inverted commas(P8); 

• quotation marks (P9). 

d) Punctuation within words: 

• hyphenation of words to indicate specific meaning(P10);

• apostrophes (P11); 

• use of capital letters (P12). 



Care must be taken to avoid testing obvious errors such as adding the missing half of paired pieces of punctuation e.g. one bracket or one quotation mark where there is little or no ambiguity about the placement of the missing punctuation.  





Grammar

Purpose: As a member of a professional team, teachers will be called upon to collaborate with colleagues in drafting, editing and proof reading documents for different purposes and different audiences. The main purpose of the grammar section is to assess the candidate’s knowledge of written English and their ability to write clearly and consistently with appropriate tone and register. For the purposes of the assessment they will not be assessed   on meta-language, that is, the words used to describe aspects of language such as verb, noun and determiner, but they will need to demonstrate how to use grammar correctly. 

Grammar is assessed using a short continuous prose passage  in which the candidate has to choose the correct insertion in a block of text by selecting the most appropriate choice from four options. This is done in several places within the passage to create a coherent, grammatically correct, complete passage.  Each correct insertion carries one mark. 

It is worth noting that the candidate’s knowledge of syntax is not being tested in this instance as insertion blocks cannot be altered,  but rather the ‘best answer’ where ‘best’ provides the greatest clarity of meaning. Similarly, a commonly accepted use of language in speech is not acceptable in a formal written document where ‘legal’ clarity and professional tone and register may be required.  The candidate will need to be able to select the appropriate register from the parts of the text given and the contextual reference of the source. 

The grammar section of the test determines whether the candidate knows and understands the following (the code in brackets after each item is used as a specification reference to track coverage of each individual test and the test bank in total). 



a) Consistency with standard written English: 

• failure to observe sentence boundaries (G1.1); 

• abandoned or faulty constructions and sentence fragments (G1.2); 

• lack of cohesion (G1.3); 

• lack of agreement between subject and verb (G1.4); 

• should have/of, might have/of; (would/could/must/need not have/of) (G1.5); 

• inappropriate or incomplete verb forms (G1.6); 

• wrong or missing preposition, e.g (G1.7); 

• noun/pronoun agreement error (G1.8); 

• determiner/noun agreement error (G1.9); 

• inappropriate or missing determiner (G1.10); 

• problems with comparatives and superlatives (G1.11); 

• problems with relative pronouns in subordinate clauses (G1.12); 

• inappropriate or missing adverbial forms (G1.13).



b) Sense, clarity and freedom from ambiguity: 

• wrong tense/tense inconsistency (G2.1); 

• unrelated participles (G2.2); 

• attachment ambiguities (G2.3); 

• vague or ambiguous pronoun reference (G2.4); 

• confusion of words, e.g. imply/infer (G2.5). 



c) Professional suitability and style: 

• non-parallelism in lists (G3.1); 

• inconsistent register and tone e.g., you/one; active/passive; level of formality; colloquialisms; appropriateness for audience (G3.2); 

• shift in person within sentence, or across sentences (G3.3); 

• redundancy/tautology (G3.4); 

• inappropriate conjunctions (also known as connectives), e.g. ‘The reason is because…’ (G3.5).



Comprehension 

Purpose: A teacher’s workload of professional reading requires the ability to extract information from texts, evaluate its meaning and status and on occasions actively re-work, organise and structure the information. 

Comprehension is assessed using a single piece of complex text (between 400 and 600 words). The text will be at an appropriate level of complexity, style and vocabulary sufficient to allow candidates to demonstrate a level of skill necessary for the demands of the professional role they are seeking to train to for. Texts should be authentic, of good quality,  and might be taken from publications of professional teaching interest, for example documents written for a professional audience by government departments, agencies, universities and the educational press. Care should be taken to ensure that texts will be relevant to teaching and about contexts unlikely to date quickly 

The comprehension assessment covers the following aspects of literacy: 

a) identifying the main points in a text and the order in which they are made; 

b) making inferences and deductions including audience, context and authorial intent; 

c) distinguishing between fact and opinion; 

d) showing a grasp of the relative importance of the points being made; 

e) presenting parts of the information conveyed in a different way from the original; 

f) retrieval of facts and specific points; 

g) re-presenting information from several parts of the text; 

h) gathering information from several parts of the text;

i) demonstrating an understanding of vocabulary in context; 

j) seeking evidence relating to statements from or about the text and making judgements, e.g. whether certain points are explicitly stated or implied.



Each correct answer carries one mark. The types of questions available are those which allow the candidate to ‘point and click’ or ‘drag and drop’ the correct response enabling them to be automatically marked. For all the item types, where multiple responses are required, the rubric should make clear the number of responses expected. Candidates are not asked to write their own responses. There are nine possible response types (the code in brackets after each item is used as a specification reference to track coverage of item type in each individual test and the test bank in total).  These should be followed by the letter indicating the area of comprehension being assessed. e.g. C1 f

a. Attributing statements to categories (C1): 

Candidates will be offered a number of short, written statements correctly punctuated. Candidates will be asked to choose what category each statement refers to by dragging and dropping the category to the appropriate statement. For example, ‘do the following statements refer to boys, girls, all pupils or high achievers?’, with ‘boys’, ‘girls’, ‘all pupils’ and ‘high achievers’ being categories to be matched to one or more of three or four statements. The number of statements may be higher or lower than the number of categories and each category may be used more than once or not at all. 

b. Completing a bulleted list (C2): 

Candidates will be offered a number of short statements or phrases (usually double the number of correct statements) from which to select the most appropriate to create a bulleted list against a specified stem, for example ‘according to the article, mobile technology…’. The candidate selects and places the statements to complete a bulleted list. The final bullet point will be completed for candidates. The phrases or statements do not need to be in any particular order. 

c. Sequencing information (C3): 

Candidates will be offered a number of statements and asked to select the order in which the statements should come. Candidates select and place markers saying first, second, third and fourth alongside the appropriate statement. The number of statements may be the same or greater than the number of sequence markers. 

d. Presenting main points (C4): 

Candidates will be offered a number of short statements written as sentences and correctly punctuated. Candidates should be asked to choose, for example, five statements out of ten which most accurately describe the main points within the text. The number of statements will be approximately double the number of correct answers. 

e. Matching texts to summaries; multiple-choice tick box (C5): 

Candidates will be offered a number of statements, typically four, and asked to select which statement most effectively summarises a section of the text.

f. Identifying the meanings of words and phrases; multiple-choice tick box (C6): 

Candidates are required to identify an alternative to replace a specified word or phrase within the comprehension text. They will be offered a number of words or phrases, typically four, and asked to select the most appropriate alternative phrase within the context of the text. Candidates use a tick button to indicate their chosen phrase. The correct option should fit into meaning and the syntax of the sentence in question. The options presented as distracters should fit into the syntax, but not the meaning, of the sentence in question. 

g. Evaluating statements about the text; multiple response letter in box (C7): 

Candidates will be offered four or five statements related to the subject of the comprehension text. The candidate selects and places a marker to indicate whether: 

• the statement is supported by the text (S); 

• the statement is implied to be the case or is implicitly supported by the text (I); 

• the text provides no evidence or information concerning the statement (NE); 

• the statement is implicitly contradicted or implicitly refuted by the text (IC); 

• the statement is explicitly contradicted or refuted by the text (EC). 

Each marker may be used once, more than one, or not at all. 

h. Selecting headings and sub-headings; multiple-choice tick box (C8): 

Candidates will be offered a number of headings and/or sub-headings (usually double the number of correct statements) and asked to select the most appropriate for the beginning of paragraphs within the text. Options for sub headings should begin with a capital letter, but do not require a full stop. Candidates click on buttons marked, for example, P1, P3 and P7, denoting paragraphs one, three and seven, and drag them to the appropriate heading or sub-heading. 

i. Identifying possible readership or audience for a text; multiple-choice letter in box (C9): 

Candidates will be offered a number of possible readership options and asked to select the one that would find the text most relevant or helpful and one that would find the text least relevant or helpful. Candidates select and place the appropriate markers for most and least relevant next to their chosen person or audience.
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CLAYDON, Helen: CLAYDON, Helen:
IWAs should leave this column empty		trial block question

CONEY, Natalie: CONEY, Natalie:
CLAYDON, Helen:
IWAs should leave this column empty		trial block

CONEY, Natalie: CONEY, Natalie:
CLAYDON, Helen:
IWAs should leave this column empty		Subject

CLAYDON, Helen: CLAYDON, Helen:
Please select literacy or numeracy as appropriate		IWA item ID
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Please insert your unique ID for the item. Please list each item on a separate row		Question Number

CLAYDON, Helen: CLAYDON, Helen:
Please use a different and unique number for each question that you write		Item Number

CLAYDON, Helen: CLAYDON, Helen:
Please assign a unique number to each item in the question, starting with 1 for the first or only item		Test Section

CLAYDON, Helen: CLAYDON, Helen:
Please select the appropriate test section from the list		Linked items

CLAYDON, Helen: CLAYDON, Helen:
Please list the item IDs for all items which should appear together in the same test, each to be separated by a pipe, ie |		Enemy items
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CLAYDON, Helen: CLAYDON, Helen:
For numeracy, this will be 1 for all items. For literacy values will vary between 1 and 15 according to the section		Literacy primary syllabus ref

CLAYDON, Helen: CLAYDON, Helen:
Please include the main reference for the item		Literacy secondary syllabus ref

CLAYDON, Helen: CLAYDON, Helen:
Please enter the second most important reference for the item, if there is more than one relevant reference		Numeracy primary syllabus ref

CLAYDON, Helen: CLAYDON, Helen:
Please include the main reference for the item		Numeracy secondary syllabus ref

CLAYDON, Helen: CLAYDON, Helen:
Please enter the second most important reference for the item, if there is more than one relevant reference		School

CLAYDON, Helen: CLAYDON, Helen:
Please select the most appropriate category for the item context		Context

CLAYDON, Helen: CLAYDON, Helen:
Please enter a short description of the question context, no more than 5 words		Item type

CLAYDON, Helen: CLAYDON, Helen:
Please select the correct item type from the list		Comprehension item type reference		File names for any associated text or image files

CLAYDON, Helen: CLAYDON, Helen:
If you have saved any content for this item in a separate file to the question template, pelase enter the file name here		IWA additional comments

CLAYDON, Helen: CLAYDON, Helen:
Please use this field to enter any additional information that you may want to share with STA about the item, eg source for context of item
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1. [bookmark: _Toc475712598]Introduction

This document is intended to provide an introduction to item writing for the Literacy Skills Tests and should be read in conjunction with the test specification and online practice tests.

The Professional Skills Tests for prospective teachers are on-screen tests in literacy and numeracy. 
The literacy test comprises a variety of test sections and different item types within those sections:

· Spelling

· Question types: fill in the blank (or drag and drop for hearing impaired version)

· Punctuation

· Question type: punctuation

· Grammar

· Question type: drag and drop

· Comprehension

· Question type: multiple choice & drag and drop

More detail is provided on test content and item types later in this document.

2. [bookmark: _Toc475712599]Test coverage

Details of subject content to be covered by the tests are provided in the test specifications, 
which will have been provided to you at the item writing start-up meeting. Please refer to these as required.

Practice tests are also available via the Department for Education’s website, so please refer to these to get a better understanding of question style and length.  Please note that the practice tests are retired live tests, so in some instances the contexts may be quite dated. Nevertheless, they will still provide some indication of the sorts of topics that might be appropriate.

The first time that you access the practice tests, you will need to complete an initial registration. Please click the initial registration button at the bottom of the screen and enter the following activation key: jhULiqgX

There are no restrictions regarding your choice of user name and password. However, please note that it is not possible to reset your account, so please keep a record of the details that you choose. Both standard and ‘hearing impaired’ versions of the practice tests are available.

The coverage of specific syllabus areas is shown each section of the document.  You are encouraged to consider writing for under-represented areas.  However, as the questions contain a number of items, it is recognised that individual questions must cover a range of syllabus references across those items, limiting the ability to focus closely on underrepresented areas.  




[bookmark: _Toc475712600]2.1	Question contexts

All questions should be set in a context, which is relevant to education or the teaching profession. Please note that, since the tests will be completed by candidates prior to starting their teaching qualification, contexts should not require detailed knowledge or experience of the teaching profession.  Contexts should not make use of Government policy issues which may be subject to change as the tests may be live for 5 years or more.  Contexts should be uncontroversial for a Government department.  Although contexts will be appropriately referenced, there should be a test of whether this is something that could comfortably be interpreted as coming from Government.

Questions which are ultimately deemed suitable for inclusion in a live test will remain in use for a number of years, so please select contexts that are still likely to be relevant to candidates who will be taking their tests in five or more years’ time. Particular care should be taken to avoid using dates with future tense in literacy, as this is likely to be problematic in the future.

Please be particularly mindful of current / forthcoming changes to the education system, which will make questions out of date within the next couple of years. For example, the new version of the National Curriculum does not include levels of attainment and from 2016 onwards NC tests will not award levels. Also the new GCSE specifications, due for first teaching from September 2016 will no longer award letter based grades. 

For the literacy test, additional detail about suitability of contexts and text sources is included in the test specification.



[bookmark: _Toc475712601]2.2	Literacy

The literacy test comprises four sections: spelling, punctuation, grammar and comprehension. More detail is provided on each of these sections below.

[bookmark: _Toc475712602]2.2.1	Spelling

The standard version of the spelling section is a set of audio questions where the spelling is heard through headphones. Candidates are presented on screen with a contextual sentence with a word missing. They click on a speaker icon to hear the missing word read out to them and then type the correct spelling of that word in the answer box.

The spelling test comprises ten sentences, each giving a spelling to be tested in context. Each spelling carries one mark. 

The spellings chosen for the tests will include words which candidates would be reasonably expected to use in their professional role as a teacher. These are words which colleagues, governors and parents would expect any teacher to know how to spell, whatever their subject or specialism, and include;

•	words which are commonly misspelled. These are words which would show that the candidate has a good grasp of phonetically irregular words;

•	words which conform to common spelling patterns, including prefixes and suffixes;

•	homophones ;

•	words in general use in written English, although they may be particular to the vocabulary of education or frequently used when writing for professional purposes; 

•	standard British English usage, although the adoption of American English usage for words which have an –ise or –ize suffix will not be penalised.

•	words representing a sufficient level of challenge to demonstrate competency in spelling equivalent to GSCE Grade 5.

A hearing impaired version of the spelling questions is also provided, this uses the same spellings and sentences as the standard version.  However, rather than listening to the word and then typing the correct spelling, candidates are required to select the correct spelling from a list of four options which includes common misspellings. These alternative answer options should be generated when the question is first written and should be based upon likely misspellings of the word, presenting plausible alternates in order not to reduce the demand of the question.

The lists of words currently in development will be supplied.  Ideally, the exact words should be avoided, although we recognise that some variants may occur as the spellings must be relevant to a teaching context, rather than simply just challenging. 

Some spellings will be provided at start up for which contextual sentences will need to be written. Additional original words will need to be supplied for the spelling section.


[bookmark: _Toc475712603]2.2.2	Punctuation

The punctuation section of the live test comprises a passage of text with 15 instances of missing punctuation. Candidates are required to click on words where punctuation is missing and then add the correct punctuation. 1 mark is awarded for each correctly added item of punctuation.

For item writing purposes, passages of text with 20 instances of missing punctuation should be provided. The 15 most suitable insertions, following item trials, will be included in the final version of the question. Detail on the type of errors to be tested is provided by the Literacy test specification. The possible options are:

a) The main ways of marking ‘units of meaning’: 

• paragraphs (e.g. when used to separate main ideas or signal a change in time or place) (P1); 

• full stops (P2); 

• comma(s) (P3). 

b) Additional ways of marking ‘units of meaning’: 

• colon (P4); 

• semi-colon (P5); 

• question mark (P6); 

• brackets/parentheses (P7).. Parenthetic dashes are not assessed.

c)Punctuation which indicates the status of the language being used: 

• speech marks / inverted commas(P8); 

• quotation marks (P9). 

d) Punctuation within words: 

• hyphenation of words to indicate specific meaning(P10);

• apostrophes (P11); 

• use of capital letters (P12).

Please note use of hyphens should not assess knowledge of compound words, as this can be stylistic and insufficiently definitive.  Hyphenation of words, where the clarity of meaning in a sentence is impacted by use or omission of hyphens, should be assessed. Care should be taken to avoid idiomatic phrases. All stylistic non-essential punctuation that is not being tested must be included to avoid ambiguity for candidates.

Care must be taken to avoid testing obvious errors such as adding the missing half of paired pieces of punctuation e.g. one bracket or one quotation mark where there is little or no ambiguity about the placement of the missing punctuation.















Coverage from the previous three cycles is shown below. 



[bookmark: _Toc475712604]2.2.3	Grammar

Grammar questions test the ability to identify text that conforms to good grammatical practice. Candidates are expected to distinguish not only between text that makes sense and clearly conveys its intended meaning and text that does not, but also to recognise where text conforms to standard written English. Candidates are not tested on their knowledge of technical grammatical terms or use of meta-language, e.g. labelling parts of speech such as nouns, verbs, adjectives, etc., but are tested on their knowledge of how to use grammar correctly.  It is worth noting that the candidate’s knowledge of syntax is not being tested in this instance as insertion blocks cannot be altered,  but rather the ‘best answer’,  where ‘best’ provides the greatest clarity of meaning. Similarly, a commonly accepted use of language in speech is not acceptable in a formal written document where ‘legal’ clarity and professional tone and register may be required.  The candidate will need to be able to select the appropriate register from the parts of the text given and the contextual reference of the source.  The grammar section in the test comprises two questions; the final version of each will be worth 
6 marks. However, for item writing purposes each question must comprise 8 items with the most suitable 6 items following trialling, being included in the final version.

Each question requires candidates to construct a short, continuous prose passage. This is achieved by selecting the correct answer option from a list of four options at the relevant points (i.e. eight locations) within the passage. Candidates drag the correct option from each list onto the answer line for the item. Care must be taken to consider the degree to which a correct response could be guessed and ensure that the likelihood of guessing a correct answer is no greater than one in four. Whole sentences and complex bullet points from lists should be included. The passage is preceded by a short contextualising sentence which indicates the level of formality by telling the candidate the nature of the text, the author and the audience. E.g. Extract from a headteacher’s letter  to parents.  

Details of the syllabus areas to be covered are included in the specification. The coverage from the previous three cycles is shown below.



[bookmark: _Toc475712605]2.2.4	Comprehension

Comprehension questions test the ability to identify main points in a text, distinguish between facts and opinions, retrieve facts and key points, make inferences and deductions, and evaluate meaning and status. On occasions the ability to actively re-work, organise and structure that information will be required. For the questions you should select texts such as documents published by various local and national government bodies, schools, higher education institutions and the educational press. Extracts from websites and national newspapers can also be used provided they are well-written and express appropriate views and content. High risk materials, controversial articles and very technical texts should be avoided. Please refer to guidance in the ITQ on copyright permissions, with regard to the texts that you use.  All texts must be referenced, although there is no obligation to seek permission from the copyright owner. For each of the original comprehension texts used, please would you put the source reference in small print at the bottom of the text in the handover file.  The reference should start with Source: . 

You should provide a list of references and where the source is online material, one hard copy print out of that material be supplied at final handover.  Any book references should include an ISBN number, date and publisher.



The comprehension section in the test comprises a single passage of text. In the live test, there will be a single passage of text with 12 associated marks.  For item writing, there should be a total of 20 marks, split over a minimum of 4 four questions. Candidates will read the text on screen and without means to mark or highlight the text. The text should be sufficiently challenging  yet allow marks to be gained without undue reliance on working memory or scrolling as these are not skills being tested.

The comprehension assessment covers the following aspects of literacy: 

a)	identifying the main points in a text and the order in which they are made; 

b)	making inferences and deductions including audience, context and authorial intent; 

c)	distinguishing between fact and opinion; 

d)	showing a grasp of the relative importance of the points being made; 

e)	presenting parts of the information conveyed in a different way from the original; 

f)	retrieval of facts and specific points; 

g)	re-presenting information from several parts of the text; 

h)	gathering information from several parts of the text;

i)	demonstrating an understanding of vocabulary in context; 

j)	seeking evidence relating to statements from or about the text and making judgements, e.g. whether certain points are explicitly stated or implied.

There are several item types that can be used in comprehension questions; these include multiple choice and drag and drop.  Please refer to the practice tests for details of how these item types are used for comprehension. If you are not provided with a detailed brief for your item writing regarding the number of questions to be written for each item type, please ensure that you make use of both item types in your question writing.  Care must be taken to consider the degree to which a correct response could have been guessed and ensure that the likelihood of guessing a correct answer is no greater than one in four.

Coverage of syllabus areas in previous three cycles






3. [bookmark: _Toc475712606]Item types and the item writing templates

The Standards and Testing Agency (STA) contracts a separate e-assessment agency to deliver the tests; this agency is responsible for inputting questions into their e-assessment system and trialling the questions to determine their suitability for live use. To support the accurate import of new questions into the e-assessment provider’s system, the STA has developed a series of item writing templates for the various item types. These templates include space for some summary information on the test questions and spaces for components of the actual question, including question text, diagrams and answers. It is important that you follow the guidance within this section to ensure that questions have a consistent style and are correctly populated within the item templates. Please note the templates have been amended for this round of test development.  For literacy, an additional row has been added. The row about the information for trialling should be left blank as this will be completed by STA at a later stage in the process of development.

Please refer to section 2 for details of the item types to be used within the different test sections. Where more than one item type can be used for a particular test section you should ensure that the questions that you write for the section include the full breadth of item types – a specific number of questions to be written for each item type may be specified by STA; please refer to guidance in the ITQ and any additional guidance provided at the item writing start-up meeting.

There are different templates for the different item types. Within this section there are examples of the templates for each item type which have been populated with details from questions in the practice tests to provide guidance as to how to complete the templates. You may find it helpful to compare the examples in this section with the onscreen versions in the practice tests so that you can see how the final version of the question relates to the information provided in the templates.




[bookmark: _Toc475712607]3.1	Fill in the blank (audio)

This template should be used for the ‘mental arithmetic’ items in the numeracy test and the spelling items in the literacy test.

A separate template should be completed for each item, i.e. each spelling should be completed on a separate template.

The template includes spaces for:

· Subject: please insert ‘literacy’ or ‘numeracy’ as appropriate

· IWA ID: please insert your item writing agency ID for the question

· Test section: for literacy this will be ‘spelling’; for numeracy this will be ‘mental arithmetic’

· Syllabus ref(s): please list all relevant syllabus references from the test specification. 
The main reference for the item should be listed first and presented in bold text.

· Mark(s): this should be ‘1’ for all items

· Item type: this should be ‘FB’ (i.e. fill in the blank) for all items

· For spelling, item trail ID, trial block question and Trial block should be left blank.

Guidance for how to complete the other sections of the template is included in the template itself and an example of the completed template a spelling item are included on the following pages.




Fill in the blank (spelling) – Literacy example 

		Subject

		IWA ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type



		Literacy

		PT1 Q1b

		Spelling

		S

		1

		FB



		Trial block ID

		

		Question

		

		Trial Block 







		Sentence in which spelling is tested.

Write the whole sentence here.



		The project had to be completed independently.





		Audio text:
Please insert the text that will be read out here.



		Independently





		Alternatives (HI spelling only):
Please list each answer option as a separate bullet point.
Add ‘(KEY)’ next to the correct answer option



		1) independently (KEY)

2) indepederntly

3) indapendently

4) independently





		Answer space:
Please list any text that should be included before and/or after the answer box(es)



		The project had to be completed _____________ .





		Answer box: correct answer(s):
Please list all acceptable variations of the correct answer



		· independently

· 














[bookmark: _Toc475712608]3.2	Multiple choice / Simple drag and drop

This template should be used for grammar and comprehension items in the literacy test.

A separate template should be completed for each item. In the grammar and comprehension questions, the whole text template should only be completed once for the items relating to it.

The template includes spaces for:

· Subject: please insert ‘literacy’ or ‘numeracy’ as appropriate

· IWA ID: please insert your item writing agency ID for the question

· Test section: for literacy this could be ‘grammar’ or ‘comprehension’; for numeracy this could be ‘written data’ or ‘written arithmetic’

· Syllabus ref(s): please list all relevant syllabus references from the test specification. 
The main reference for the item should be listed first and presented in bold text.

· Mark(s): this should be ‘1’ for all numeracy items and grammar items, but may be more than 1 for comprehension items

· Item type: this should be ‘MC’ (i.e. multiple choice) or ‘D&D’ (i.e. drag and drop) for all items

Guidance for how to complete the other sections of the template is included in the template itself and some examples are provided on the following pages.

For multiple choice items where the number of correct options is not specified, please indicate the maximum number of answer options that the candidate is allowed to select; typically this will be the number of answer options available. For drag and drop questions, where the same drag card is to be used multiple times, please specify the number of copies of each card that should be available.

For ‘comprehension’ items, please submit the passage of text in the given template, as shown in the example. You only need to include the passage of text once and cross reference this in subsequent items. In the example we have included a screen shot of the text. However, we require that for new items the text is typed directly into the template.




Simple drag and drop – Literacy example 1

		Subject

		IWA Ques ID

		Test Section

		Context summary

		Total Mark(s)



		Literacy

		PT1 text 1

		Grammar

		

		6



		Trial block ID

		

		Question

		

		Trial Block 



		Question text:

Please insert the complete correct text here.  It need not be repeated for each following item for Grammar or comprehension



		







		Subject

		IWA Item ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type
please delete 
as applicable



		Literacy

		PT1 Q2b

		Grammar

		G3.1

		1

		MC  /  D&D



		Question text:
Please insert the question text here. If the question includes a table, diagram, graph or chart please include in the correct location within the question text.



		This is an extract from a note to parents about a school’s ‘Creative Arts Day’.



All pupils will have the opportunity to take part in artistic activities including pottery, printing, _________________________





		Alternatives:
Please list each answer option as a separate bullet point.
Add ‘(KEY)’ next to each correct answer option



		1) and learn to draw and paint.

2) drawing and painting. (KEY)

3) and learn to draw and paint.

4) and learning drawing and painting.








Simple drag and drop – Literacy 

		Subject

		IWA Ques ID

		Test Section

		Context summary

		Total Mark(s)



		Literacy

		PT1 text 1

		Comprehension

		

		20



		Question text:

Please insert the complete correct text here.  It need not be repeated for each following item for Grammar or comprehension
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		Subject

		IWA Item ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type
please delete 
as applicable



		Literacy

		PT1 Q8

		Comprehension

		C4d

		4

		MC  /  D&D



		Trial block ID

		

		Question

		

		Trial Block 



		From the list below select the four main points, which most accurately describe the reasons for participating in this project, according to the article in the left hand screen.



Click on the  below and drag it to the box beside your chosen answers.





		Alternatives:
Please list each answer option as a separate bullet point.
Add ‘(KEY)’ next to each correct answer option



		1) It provides a practical application of Citizenship education through the exploration of relevant issues. (KEY)

2) It is supported by the Lord Chancellor.

3) It is relevant to the National Curriculum. (KEY)

4) It provides an exciting way of addressing Citizenship education. (KEY)

5) It is relevant to all types of community.

6) Citizenship education and education for sustainable development are significant issues. (KEY)

7) It encourages support for democracy.



There should be four ticks available.








[bookmark: _Toc475712609]3.3	Complex drag and drop

This template should be used for ‘comprehension’ items in the literacy test, where sets of answer options and answer spaces need to be linked in some way to represent the correct answer.

A separate template should be completed for each item.  In the comprehension questions, the whole text template should only be completed once for the items relating to it.



The template includes spaces for:

· Subject: please insert ‘literacy’ or ‘numeracy’ as appropriate

· IWA ID: please insert your item writing agency ID for the question

· Test section: for literacy this will be ‘comprehension’; for numeracy this could be ‘written data’ or ‘written arithmetic’

· Syllabus ref(s): please list all relevant syllabus references from the test specification. 
The main reference for the item should be listed first and presented in bold text.

· Mark(s): this should be ‘1’ for all numeracy items, but may be more than ‘1’ for literacy comprehension items.

· Item type: this should be ‘D&D’ (i.e. drag and drop) for all items

· Options: please specify the number of copies of each drag card that should be included

Guidance for how to complete the other sections of the template is included in the template itself and some examples are provided on the following pages.

For ‘comprehension’ items, please submit the passage of text in the given template, as shown in the example. You only need to include the passage of text once and cross reference this in subsequent items. In the example we have included a screen shot of the text. However, we require that for new items the text is typed directly into the template.




Complex drag and drop – Literacy 



		Subject

		IWA Ques ID

		Test Section

		Context summary

		Total Mark(s)



		

		

		

		

		



		Trial block ID

		

		Question

		

		Trial Block 



		Question text:

Please insert the complete correct text here.  It need not be repeated for each following item for Grammar or comprehension











		Subject

		IWA ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type
please delete 
as applicable



		Literacy

		PT1 Q6

		Comprehension

		C1

		3

		D&D



		Question text:
Please insert the question text here. If the question includes a table, diagram, graph or chart please include in the correct location within the question text.



		Read the statements below and based upon the evidence provided by the passage in the left hand screen, decide which refer to:



Social and moral responsibility (SMR) or

Community involvement (CI) or

Political literacy (PL).



Click on the button of your choice and drag it to the appropriate box.



		Alternatives:
Please list/describe each fixed location answer option.



		A1) Work with other members of the school community to develop and implement a ‘green policy’ for the school.

A2) Attempt to recycle as much unwanted material as possible.

A3) Understand the reasons why there are differences in the extent to which people’s basic needs are met.








		Options:
Please list/describe each drag and drop object. Indicate how many of each option should be included.



		a) SMR

b) CI

c) PL



		Correct answer:
Please show which alternative links to each option, eg: A1 = c



		A1 = c

A2 = b

A3 = a








[bookmark: _Toc475712610]3.4	Punctuation

This template should be used for ‘punctuation’ items in the literacy test; it is not needed for the numeracy test.

A separate template should be completed for each question (given the nature of the question type, all items, i.e. correct instances of punctuation should be recorded on the same template). There is space at the end of the template to record answers and their associated syllabus reference(s) at an individual item level.

The template includes spaces for:

· Subject: this is ‘literacy’ for all items

· IWA ID: please insert your item writing agency ID for the question

· Test section: this will be ‘punctuation’

· Mark(s): this should be ‘20’ for all questions

· Item type: this should be ‘P’ (i.e. punctuation) for all items.

Guidance for how to complete the other sections of the template is included in the template itself and there is an example on the following pages.

In terms of the award of marks for this item type, please be aware that a full stop/question mark and subsequent capital letter should be treated as two different punctuation items and would be worth 2 marks.  We would like to see a range of punctuation across the items provided.

Please provide the punctuation passage both with the relevant punctuation omitted and also with the missing punctuation added and clearly highlighted, followed by a table showing each correction, referenced by word number and syllabus.

Please note that for new items, use of a hyphen within words is no longer being assessed within the punctuation of the text. New questions should reflect this change to the test specification.




Punctuation - example

		Subject

		IWA ID

		Test Section

		Mark(s)

		Item Type



		Literacy

		PT1 Q2

		Punctuation

		20

		P



		Trial block ID

		

		Question

		

		Trial Block 



		Punctuation passage:
Please insert the punctuation passage here.  Please enter exactly as it will appear on screen to the candidate, i.e. with the punctuation missing.



		What do you do if a pupil is injured or taken ill



Illness:



A pupil who is ill should usually be sent or taken to the Medical Room. (If this is not possible, the office must be informed and help requested. Where the illness appears to be of a serious nature (breathing problems, unconsciousness fits etc) one of the school’s First Aiders should be summoned immediately.



Injury



Very minor injuries cuts grazes, slight burns or scalds should be dealt with by the School Secretary. First Aid boxes are located throughout the school. If there is any doubt as to the correct diagnosis or treatment the pupil should be sent or taken to the Medical Room. In the case of a more serious injury (severe bleeding, possible dislocation head injury or fracture notify the office and ask for an ambulance to be summoned if necessary.



General points:



all staff have a duty of care’, even at break and lunchtime The first teacher at the scene of an accident must take charge and carry out the above procedures. This teacher must complete an Accident Report Form as soon as possible. The Headteacher’s secretary issues accident Report Forms. 



Further information



If you have any queries regarding procedures when pupils are taken ill please contact the Headteacher.



		Correct answer:
Please repeat the passage here, with all missing punctuation added and clearly indicate in red.



		What do you do if a pupil is injured or taken ill?



Illness:



A pupil who is ill should usually be sent or taken to the Medical Room. (If this is not possible, the office must be informed and help requested.) Where the illness appears to be of a serious nature (breathing problems, unconsciousness, fits, etc) one of the school’s First Aiders should be summoned immediately.



Injury:



Very minor injuries cuts grazes, slight burns, or scalds should be dealt with by the School Secretary. First Aid boxes are located throughout the school. If there is any doubt as to the correct diagnosis or treatment the pupil should be sent or taken to the Medical Room. In the case of a more serious injury (severe bleeding, possible dislocation, head injury, or fracture), notify the office and ask for an ambulance to be summoned if necessary.



General points:



All staff have a ‘duty of care’, even at break and lunchtime The first teacher at the scene of an accident must take charge and carry out the above procedures. This teacher must complete an Accident Report Form as soon as possible. The Headteacher’s secretary issues Accident Report Forms. 



Further information:



If you have any queries regarding procedures when pupils are taken ill, please contact the Headteacher.



		Word Number

		Omitted punctuation

		Syllabus reference



		12

		ill?

		P6



		41

		requested.)

		P7



		etc

		etc

		etc







Guidance for the completion of the additional punctuation template will be provided at the start up meeting. 



P1	P2	P3	P4	P5	P6	P7	P8	P9	P10	P11	P12	10	38	51	11	7	11	16	14	8	17	45	37	G1.1	G1.2	G1.3	G1.4	G1.5	G1.6	G1.7	G1.8	G1.10	G1.11	G1.12	G1.13	G2.1	G2.2	G2.3	G2.4	G2.5	G3.1	G3.2	G3.3	G3.4	G3.5	6	10	21	12	9	18	17	5	11	7	12	15	20	12	6	11	17	13	8	10	7	12	C1	C2	C3	C4	C5	C6	C7	C8	C9	39	33	32	27	11	28	63	17	11	21
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Read the following extract, published on the DIES Standards site in 1998 and answer
the questions that appear in the right hand screen.

1. Those involved in education for sustainable development and Cizenship
education share many of the same aims and hopes for the future. The
Government’s Sustainable Development Education Panel offered the following
defintion

“Education for sustainable development enables people to develop the knowledge,
values and skills to participate in decisions about the way we do things individually
and collectively, both Iocally and globally, that wilimprove the quality of ife now
without damaging the planet for the future.”

‘The Advisory Panel also identified a number of concepts that were considered
ceniralto sustainable development education:

+ Citizenship and stewardship;
 the needs and righs of future generations;
*quality of e, equalty and justice.

2. The Lord Chancellor recently stated: *A healthy society is made up of peaple
who care about the future. Citizenship education must give people confidence to
claim their fights and challenge the status quo while, at the same time, making plain
that with the rights come obligations. It should foster respect for aw, justice and
‘democracy. It should nurture concern for the common good at the same time as it
encourages independence of thought. It should provide people with an amoury of
‘essential skils: listening, arguing, making a case and accepting the greater wisdom
o force of an altemative view.”

Despite their significance, neither Ciizenship education nor education for
sustainable development has had a high status in many schools in Britain. A project
which aims to provide a concrete and exciing way in which the theory of
Ciizenship education can be put nto pracice, through exploring the issues of
sustainable development, has been launched.

3. This project, which is relevant o the Key Stage 2 curiculum, involves debating
‘and essay compelitions in which children will be asked to explore a number of key
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questions:

+ Looking 10 or 20 years into the future, which things in your
area do you hope will st be there, and which things would
You hope to see changed or improved?

+ What can you and your community doto improve the
environment o ensure that everyone becomes healthier?

+ What are the key issues for you about improving the
environment i your immediate surroundings and worldwide?
Why? What should be done about them? What can you do?

* What must we do so that people living now, and those in the
future, can enjoy a better quality of lfe?

‘The purpose of these questions is to encourage the children to leam more about
their local and global environment and how it can be cared for and improved. They
will partcularty be encouraged to think about how they can do their bit: how their
lfestyles at home and at school depend upon and impact on the environment and
other people.

4. The three strands of Citizenship that it s hoped children wil be encouraged to
explore are:

+ Social and moral responsibility:
accepting responsibilty for themselves and towards society.
a5 a whole and appreciating that they have personal choices
tomake that wil affect others and the environment:

+ Community involvement:
discovering ways in which they can do their bit and contribute:
to Society (or make their actions more effeciive) through
taking action with others;

+ Political ltera
learning about how to make themselves effective in public e
through knowledge, skills and values.
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Item writing template - punctuation.docx
Skills Test Item Writing Template – Punctuation

		Subject

		IWA ID

		Test Section

		Mark(s)

		Item Type



		Literacy

		

		Punctuation

		

		P



		Trial block ID

		

		Trial question

		

		Trial block

		



		Punctuation passage:
Please insert the punctuation passage here.  Please enter exactly as it will appear on screen to the candidate, i.e. with the punctuation missing.



		



		Correct answer:
Please repeat the passage here, with all missing punctuation added and clearly indicate in red.



		



		Word Number

		Omitted punctuation

		Syllabus reference
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Punctuation scoring template_2017.xlsx
Example

				Item ID		Correct answer key (1m)		Rule 1 scenarios (1m)		Rule 2 scenarios (0m)		Notes

		1		PQ1		Dear Sir or Madam,		Capitalise|4

		2		PQ1		I am the Year 6 teacher at Park School and I am writing to finalise details of my school’s residential visits to Peak Activity Centre. 		Validation|23|Middle|6|=|39		Validation|23|After|Any|!|39

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15





Punctuation Codes

		Name		Character		Code

		Exclamation Mark		!		33

		Double Quote		"		34

		Single Quote		'		39

		Open Bracket		(		40

		Close Bracket		)		41

		Comma		,		44

		Hyphen		-		45

		Full Stop		.		46

		Colon		:		58

		Semi-Colon		;		59

		Question Mark		?		63

		Apostrophe		`		96
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Item writing template - complex drag and drop (literacy).docx
Skills Test Item Writing Template – 
complex Drag and Drop (Literacy)



		Subject

		IWA Question ID

		Test Section

		Context summary

		Total Mark(s)



		Literacy

		

		

		

		



		Trial block ID

		Trial question

		Syllabus ref(s)

		Mark(s)

		Trial block

		



		

		

		

		

		

		



		Question text:

Please insert the complete correct text here.  It need not be repeated for each following item for Grammar or comprehension



		



		Question text:
Please insert the question here. If the question includes a table, diagram, graph or chart please include in the correct location within the question text.



		



		Alternatives:
Please list/describe each fixed location answer option.



		1) 



		Options:
Please list/describe each drag and drop object eg a tick, letter card etc. Indicate how many of each option should be included.



		a) 



		Correct answer:
Please show which alternative links to each option, eg: A1 = c
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Item writing template - simple drag and drop (literacy).docx
Skills Test Item Writing Template – 
Single answer Drag and Drop (literacy)


		Subject

		IWA Question ID

		Test Section

		Context summary

		Total Mark(s)



		Literacy

		

		

		

		



		Trial block ID

		Trial question

		Syllabus ref(s)

		Mark(s)

		Trial block

		



		

		

		

		

		

		



		Question text:

Please insert the complete correct text here.  It need not be repeated for each following item for Grammar or Comprehension



		



		Item text:
Please insert the question text here.



		









		Alternatives:
Please list each answer option as a separate bullet point.
Add ‘(KEY)’ next to each correct answer option



		1) 
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Item writing template - spelling (fill in the blank).docx
Skills Test Item Writing Template – Spelling (fill in the blank)

		Subject

		IWA ID

		Test Section

		Syllabus ref(s)

		Mark(s)

		Item Type



		Literacy

		

		Spelling

		

		

		FB



		Trial block ID

		

		Trial question

		

		Trial block

		



		Sentence in which spelling is tested.

Write the whole sentence here,



		









		Audio text:
Please insert the text that will be read out here.



		









		Alternatives (HI spelling only):
Please list each answer option as a separate bullet point.
Add ‘(KEY)’ next to the correct answer option



		1) 









		Answer space:
Please list any text that should be included before and/or after the answer box(es)



		







		Answer box : correct answer(s):
Please list all acceptable variations of the correct answer



		· 
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THIS DEED is dated [DATE]

Parties

[FULL COMPANY NAME] incorporated and registered in England and Wales with company number [NUMBER] whose registered office is at [REGISTERED OFFICE ADDRESS] (Assignor).

THE SECRETARY OF STATE FOR EDUCATION of Sanctuary Buildings, Great Smith Street, London, SW1P 3BT (the “Assignee”).

Background

[bookmark: a897290]The Assignor has created or commissioned the creation of the Works from third parties (“Third Party Authors”) (both as defined below) for the Assignee’s use in National Curriculum assessments.

[bookmark: a844387][The Assignee has requested the Assignor to create Future Works (as defined below) OR The Assignor and Assignee acknowledge that the Assignor may create Future Works (as defined below)].

[bookmark: a908158]The Assignor has agreed to assign to the Assignee all copyright and database rights in the Works [and the Future Works] on the terms set out in this Deed.

[bookmark: main]Agreed terms

[bookmark: a995852][bookmark: _Toc428428853]Interpretation

The definitions and rules of interpretation in this clause apply in this Deed:

Business Day: a day other than a Saturday, Sunday or public holiday in England when banks in [London] are open for business.

[Future Works: the works described in Schedule 2.]

Commissioned Works: works which the Assignor has commissioned and procured for the benefit of the Assignee and which form part of the Works assigned to the Assignee under this Deed of Assignment;

Third Party Author: a third party or parties which have produced a Commissioned Work or Works;

VAT: value added tax imposed in any member state of the European Union pursuant to Council Directive (EC) 2006/112 on the common system of value added tax, and national legislation implementing that Directive or any predecessor to it, or supplemental to that Directive, or any similar tax which may be substituted for or levied in addition to it or any value added, sales, turnover or similar tax imposed in any country that is not a member of the European Union;

Works: the works described in Schedule 1, including any Commissioned Works which are subject to assignment under this Deed.

Clause and schedule headings shall not affect the interpretation of this Deed.

The schedules form part of this Deed and shall have effect as if set out in full in the body of this Deed. Any reference to this Deed includes the schedules.

References to clauses and schedules are to the clauses and schedules of this Deed.

Unless the context otherwise requires, words in the singular include the plural and in the plural include the singular.

Unless the context otherwise requires, a reference to one gender shall include a reference to the other genders.

A reference to a statute or statutory provision is a reference to it as amended, extended or re-enacted from time to time provided that, as between the parties, no such amendment, extension or re-enactment shall apply for the purposes of this Deed to the extent that it would impose any new or extended obligation, liability or restriction on, or otherwise adversely affect the rights of, any party. This clause does not, however, apply in relation to taxation.

A reference to a statute or statutory provision shall include any subordinate legislation made from time to time under that statute or statutory provision.

Writing or written includes faxes but not e-mail.

Any words following the terms including, include, in particular or any similar expression shall be construed as illustrative and shall not limit the sense of the words, description, definition, phrase or term preceding those terms.

A person includes a natural person, corporate or unincorporated body (whether or not having separate legal personality) [and that person's legal and personal representatives, successors and permitted assigns]. 

[bookmark: a497271][bookmark: _Toc428428854]Assignment

In consideration of the sum of £1 (receipt of which the Assignor expressly acknowledges), the Assignor hereby assigns to the Assignee absolutely with full title guarantee the following rights throughout the world:

the entire copyright and all other rights in the nature of copyright subsisting in the Works [and the Future Works] [and in all preliminary drafts or earlier versions of the Works [and the Future Works]]; 

any database right subsisting in the Works [and the Future Works] [and in all preliminary drafts or earlier versions of the Works [and the Future Works]]; and

all other rights in the Works [and the Future Works] of whatever nature, whether now known or created in the future, to which the Assignor is now, or at any time after the date of this Deed may be, entitled by virtue of the laws in force in the United Kingdom and in any other part of the world,

in each case for the whole term including any renewals, reversions, revivals and extensions and together with all related rights and powers arising or accrued, including the right to bring, make, oppose, defend, appeal and obtain relief (and to retain any damages recovered) in respect of any infringement, or any other cause of action arising from ownership, of any of these assigned rights, whether occurring before, on, or after the date of this Deed.

[bookmark: a900570][bookmark: _Toc428428855]VAT

All payments made by the Assignee under this Deed are exclusive of VAT. If any such payment constitutes the whole or any part of the consideration for a taxable or deemed taxable supply by the Assignor, the Assignee shall increase that payment by an amount equal to the VAT which is chargeable in respect of the taxable or deemed taxable supply provided that the Assignor shall have delivered a valid VAT invoice in respect of such VAT to the Assignee.

[bookmark: a648264][bookmark: _Toc428428856]Warranties

The Assignor warrants that, as at the date of this Deed [or, in respect of the Future Works, as at the date of delivery of the Future Works to the Assignee]:

the Works [and the Future Works] are [and will be] the Assignor’s original work or in the case of Commissioned Works, the original work of the Third Party Authors, and have not been [and will not be] copied wholly or substantially from any other work or material or any other source;

the Assignor has obtained a legal assignment of all rights and entitlements in the Commissioned Works and is otherwise the sole legal and beneficial owner of the rights assigned by this Deed [and the authors of the Works [and the Future Works] were [and will be] at all material times employed by the Assignor and created [and will create] the Works [and the Future Works] in the course of their employment with the Assignor or were [and will be] engaged by the Assignor to create the Works [and the Future Works] (or part of them) and in each case, have assigned [or in the case of Future Works, will assign] the copyright and all other rights in the Works [and the Future Works] to the Assignor];

the Assignor has obtained absolute waivers of the Third Party Authors’  moral rights arising under the Copyright, Designs and Patents Act 1988 and, so far as is legally possible, any broadly equivalent rights they may have in any territory of the world [and will obtain absolute waivers of all moral rights in each Future Work promptly on its creation];

the Works [and the Future Works] qualify [and will qualify] for copyright protection under the Copyright, Designs and Patents Act 1988;

the Assignor and the Third Party Authors, as applicable, have not assigned or licensed and will not assign or license any of the rights assigned by this Deed; 

the rights assigned by this Deed are free from any security interest, option, mortgage, charge or lien;

the Assignor is unaware of any infringement, or likely infringement of, any of the rights assigned by this Deed;

so far as it is aware, the exploitation of the rights assigned by this Deed will not infringe the rights of any third party;

the Works [and the Future Works] contain nothing that is defamatory or indecent.

[bookmark: a301465][bookmark: _Toc428428857]Indemnity

The Assignor shall indemnify and hold the Assignee harmless against all and any loss, damages, liability and costs (including reasonable legal expenses) that the Assignee suffers or incurs as a result of, or in connection with, any breach by the Assignor of the warranties in clause 4 above. At the request of the Assignee and at the Assignor's own expense, it shall provide all reasonable assistance to enable the Assignee to resist any claim, action or proceedings brought against the Assignee as a consequence of that breach.

Subject to clause 5.4 below, this indemnity shall apply whether or not the Assignee has been negligent or at fault.

If a payment due from the Assignor under this clause is subject to tax (whether by way of direct assessment or withholding at its source), the Assignee shall be entitled to receive from the Assignor such amounts as shall ensure that the net receipt, after tax, to the Assignee in respect of the payment is the same as it would have been were the payment not subject to tax.

[bookmark: a249265]Nothing in this Deed shall have the effect of excluding or limiting any liability for death or personal injury caused by negligence or for fraud.

[bookmark: a134609][bookmark: _Toc428428858]Moral rights

6.1.	Where the Assignor is the sole author of the Works, the Assignor waives absolutely its moral rights arising under the Copyright, Designs and Patents Act 1988 and, so far as is legally possible, any broadly equivalent rights it may have in any territory of the world [and shall provide to the Assignee waivers of all moral rights in each Future Work promptly on its creation].

[bookmark: a673429][bookmark: _Toc428428859]Further assurance

The Assignor shall, at its own cost, perform (or procure the performance of) all further acts and things, and execute and deliver (or procure the execution or delivery of) all further documents, required by law or which the Assignee requests to vest in the Assignee the full benefit of the right, title and interest assigned to the Assignee under this Deed, including assisting the Assignee in obtaining, defending and enforcing registered designs, and assisting with any other proceedings which may be brought by or against the Assignee against or by any third party relating to the rights assigned by this Deed.

[bookmark: a131171][bookmark: _Toc428428860]Waiver

No failure or delay by a party to exercise any right or remedy provided under this Deed or by law shall constitute a waiver of that or any other right or remedy, nor shall it preclude or restrict the further exercise of that or any other right or remedy. No single or partial exercise of such right or remedy shall preclude or restrict the further exercise of that or any other right or remedy.

[bookmark: a751708][bookmark: _Toc428428861]Entire agreement

This agreement constitutes the whole agreement between the parties and supersedes all previous agreements between the parties relating to its subject matter.

Each party acknowledges that, in entering into this Deed, it has not relied on, and shall have no right or remedy in respect of, any statement, representation, assurance or warranty (whether made negligently or innocently) other than as expressly set out in this Deed.

Nothing in this clause shall limit or exclude any liability for fraud.

[bookmark: a594084][bookmark: _Toc428428862]Variation

No variation of this Deed shall be effective unless it is in writing and signed by the parties (or their authorised representatives).

[bookmark: a689482][bookmark: _Toc428428863]Severance

If any court or competent authority finds that any provision of this Deed (or part of any provision) is invalid, illegal or unenforceable, that provision or part-provision shall, to the extent required, be deemed to be deleted, and the validity and enforceability of the other provisions of this Deed shall not be affected. 

If any invalid, unenforceable or illegal provision of this Deed would be valid, enforceable and legal if some part of it were deleted, the provision shall apply with the minimum modification necessary to make it legal, valid and enforceable. 

[bookmark: a613862][bookmark: _Toc428428864]Counterparts

This Deed may be executed in any number of counterparts, each of which when executed and delivered shall constitute an original of this Deed, but all the counterparts shall together constitute the same Deed. 

[bookmark: a329642][bookmark: _Toc428428865]Third party rights

No person other than a party to this Deed shall have any rights to enforce any term of this Deed. 

[bookmark: a693761][bookmark: _Toc428428866]Notices

Any notice or other communication required to be given under this Deed shall be in writing and shall be delivered personally, or sent by pre-paid first-class post or recorded delivery or by commercial courier, to each party required to receive the notice [or communication] as set out below:

Assignor: [NAME OF CONTACT] [ADDRESS]

Assignee: [NAME OF CONTACT] [ADDRESS]

or as otherwise specified by the relevant party by notice in writing to each other party.

Any notice or other communication shall be deemed to have been duly received:

if delivered personally, when left at the address and for the contact referred to in this clause;

if sent by pre-paid first-class post or recorded delivery, at [9.00 am] on the [second] Business Day after posting; or

if delivered by commercial courier, on the date and at the time that the courier's delivery receipt is signed. 

A notice or other communication required to be given under this Deed shall not be validly given if sent by e-mail.

The provisions of this clause shall not apply to the service of any proceedings or other documents in any legal action.

[bookmark: a874211][bookmark: _Toc428428867]Governing law and jurisdiction

This Deed and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims) shall be governed by, and construed in accordance with, the law of England and Wales.



This document has been executed as a deed and is delivered and takes effect on the date stated at the beginning of it.

[bookmark: a85248][bookmark: _Toc428428707]The Works

[bookmark: _Toc428428708]The Future Works



		Executed as a deed by [NAME OF ASSIGNOR] acting by [NAME OF FIRST DIRECTOR], a director and [NAME OF SECOND DIRECTOR OR SECRETARY], [a director OR its secretary]

		.......................................

[SIGNATURE OF FIRST DIRECTOR]

Director

.......................................

[SIGNATURE OF SECOND DIRECTOR OR SECRETARY]

[Director OR Secretary]



		OR



		



		Executed as a deed by [NAME OF ASSIGNOR] acting by [NAME OF DIRECTOR], a director, in the presence of:

.......................................

[SIGNATURE OF WITNESS]

[NAME, ADDRESS [AND OCCUPATION] OF WITNESS]

 

		.......................................

[SIGNATURE OF DIRECTOR]

Director

 



		

		



		

		



		

		





THE CORPORATE SEAL of the
DEPARTMENT hereto affixed is authenticated by:-



………………………………………………………..

An official in the Department for Education 
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External suppliers Security Policy 2015.doc
Security procedures for test development suppliers









Contents


Policy 1 - Physical security……………………………………………………………Pg 3 


Policy 2 - Staff responsibilities………………………………………………………..Pg 5

Policy 3 - Distribution and dispatch of test materials………………………………Pg 6

Policy 4 - Security incidents raised by suppliers…………………………………..Pg 12

Policy 5 - Pre-test administration……………………………………………………Pg 14



Physical Security


These arrangements are the minimum that Standard Testing Agency (STA) would expect a Supplier to follow with regard to physical security surrounding the handling of confidential test materials.


Electronic surveillance

· 24 hour CCTV should be installed and in use in the main reception area of the Supplier's premises and also at any other exit points.*


· Ideally, 24-hour CCTV should be also in use in areas where secure test materials are handled.


Access

· Access to areas where test materials are being developed and stored should be restricted and controlled


· staff should be issued with security passes which must be worn at all times


· visitors must sign in at reception and be issued with a pass/badge


· lost or mislaid badges must be reported immediately as they represent a security risk and must be disabled from the system


Staff working with confidential materials


· All members of staff (internal and external consultants and sub-contractors eg printers) working with the test materials must sign a Confidentiality Agreement as part of their conditions of employment and be made aware of the confidential nature of the materials. 


· Staff must have access to policies which outline how to dispatch confidential materials and what to do if materials go missing.


Information Technology


· All staff that has access to information systems and computer networks containing confidential test materials must be formally authorised to do so. All authorised users must have a unique login and password (which they must not disclose to anyone) to access the system.


· All members of staff must ensure that they lock their computer when they are away from their desk. 


· Electronic back-ups should be completed on and off site in case of a computer failure.


· Do not save confidential documents to USB memory sticks or other small portable media. 

· If an electronic document has to be copied to a laptop or Blackberry, then the document must be password protected, and unless the document requires updating off-site, in read-only PDF format. Passwords must be communicated verbally not via an email.


The portal is a secure website which is used to share confidential documents between STA and its Suppliers. 

· The number of staff that have access to the portal should be confined to those who need to use it on a regular basis. Suppliers will also need to ensure that all guidance from STA in relation to portal access and usage is followed.

Storage


· Lockable equipment eg filing cabinets must be used to ensure materials are securely stored  


· Keys for lockable cupboards must be stored in a safe location 


· Materials must not be left unattended on desks at anytime.

· Where materials are saved on to CDs, these should also be stored securely eg in a safe or lockable cupboard


All suppliers handling confidential test materials will be required to complete and return STA's Security Policy Framework.  STA retains the right to undertake a security inspection of all suppliers handling confidential test materials.


* There may be occasions when it is difficult or impractical for a Supplier to install CCTV on its premises eg in the case of a very small business.  In which case, STA will discuss the security arrangements in place at the Supplier and agree alternative arrangements.


Staff Responsibilities


All members of staff working on the development, pre-testing, pre-test marking or modification of confidential national curriculum tests (NCTs) or single level tests (SLTs) need to ensure every possible action is taken to maintain the security and integrity of the test materials.  This requirement also applies to any suppliers involved in any part of the test development process, including, but not limited to: item origination, item validation trialling, desk-top publishing and item banking.  The following arrangements are the minimum we would expect a Supplier to follow with regard to staff responsibilities surrounding test materials.


· All members of staff, including test development staff, designers, printers, pre-test markers, consultants and modifiers must be made aware of the confidential nature of the materials they are working with. This could be included in their contract of employment or as an additional confidentiality agreement they are asked to sign.


· All staff, new and existing, will be given copies of the policies surrounding test materials. To ensure they have read and understood the procedure the Supplier may require each member of staff to sign and return a form which can then be kept on file. 


· During induction, all new members of staff should be informed about the security requirements and the risks associated with handling confidential test materials. They should be mentored and monitored when handling and storing materials to ensure they understand how systems and procedures work. 


· Staff will not discuss the contents of any confidential materials with anyone who is not involved in the test development or testing process.


· Where staff are discussing test development or testing issues with colleagues they must ensure they are in a secure area where conversations will not be overheard.


· Under no circumstances will staff leave test materials in a position where an unauthorised person might see them.


· Staff may need to take materials off the premises from time to time, eg when attending a meeting at the DfE. Materials must be transported as securely as possible and must never be left unattended eg materials must not be placed on luggage racks on public transport, left for short periods of time or left in the boot of a car.


Distribution and dispatch of test materials


There are certain times during the test development cycle when confidential test materials need to be shared beyond the Supplier, such as sending materials to the STA, Test Review Group (TRG) members and consultants, as well as the Supplier. This obviously brings the risk of possible loss or leakage of the materials and it is vital that every effort is made to ensure this is done securely. The method of dispatch and type of packaging used will depend on the recipient. All recipients of the test materials must have signed and returned a confidentiality agreement which instructs them not to make copies of the materials or discuss anything they have seen (see Annex A).


		Type of dispatch



		Distributing materials to internal colleagues eg


· Materials, such as draft tests, may be given to the project manager for review






		Procedure



		· Supplier staff will agree with the recipient when they are going to deliver the papers and a date on which they will be returned.


· Supplier staff will need to ensure they keep a record of which materials are provided to members of the team for comment and when this took place.


· Materials must be sealed in an envelope or plastic tamper-evident bag, be clearly labelled with the name of the recipient and marked as confidential


· Supplier staff must complete a handover form (see Annex B) which the recipient must sign. One copy of the signed form should be retained by the signatory and another copy should be kept on file.


· All materials must be delivered to the recipient by hand and must never be sent through internal mail.


· If the intended recipient is not available when you deliver the materials they should be left with another member of staff. The team member must advise them of the confidential nature of the materials and ensure they know to lock them securely away until they can be handed over to the recipient. The person for whom the materials were intended for should then be emailed and told who the materials have been left with. 


· When the recipient is returning the materials they must be sealed in an envelope, addressed to the recipient in the team and marked as confidential. 


· The materials again must be returned by hand and the original handover form completed to confirm receipt (see Annex B). One copy of the handover form must be retained by the person returning the materials and the other kept by the test development team as a record. 


· At no time must any confidential materials be left on an unattended desk. 








		Type of dispatch



		Distributing materials to external colleagues eg


· STA

· Test development Suppliers

· Pre-testing Suppliers

· Modified test Suppliers

· Consultants


· Test review group members


· Pre test administrators



		Procedure



		· Supplier staff will agree with the recipient when they are going to deliver the papers. They must also inform the recipient that a signature will be required. If, for example, a consultant will not be available to receive the materials on this day then a new date or alternative address should be agreed. 


· Supplier staff will need to ensure they keep a record of which materials are provided to colleagues for comment and when this took place.


· Materials must first be placed in an envelope or packaging paper with the recipient’s name and address on it and marked as confidential. This is to ensure that if the packaging gets ripped and falls out of the main envelope, the materials can still be delivered. The envelope should then be placed in a plastic tamper-evident bag. This is to make the package more robust and to ensure that materials are not accidentally viewed if the packing gets ripped in transit. The plastic envelope is difficult to tear and it will be obvious if someone tries to intentionally open the package. 


· The plastic envelope should be clearly addressed and marked as confidential. 


· When dispatching to external colleagues a courier must be used that has a track and trace facility. 


· Materials can only be sent by overnight courier on Mondays to Thursdays. They must not be sent on Fridays as they would be held in the courier’s warehouse over the weekend, which increases the risk of them being lost. 


· If the materials need to go urgently, a same day courier can be used. 


· The following methods of dispatch can be used, providing a track and trace service is used:




Royal Mail Special Delivery (not for National Curriculum test materials)



Commercial Courier eg TNT




Bike courier


· Please note that Royal Mail Special Delivery may not be used for the transportation of confidential test materials.


· The recipient of the materials must contact the sender as soon as they have been received. This can be by phone or email.   





		Type of dispatch



		Sending materials to Test Review Group Members (TRG)



		· Materials for members of the TRG must be numbered before dispatch and a record kept by the test development staff. This will enable papers to be tracked and checked back. 


· This record will need to be provided to STA before the TRG meeting.

· The above procedures for dispatching to external colleagues must be followed for dispatching to TRG members.


· TRG members must be informed that all papers will need to be brought to the meeting.


· Following the TRG meeting, members will be required to sign the Materials Checklist (Annex C) to confirm they have returned all their papers.








		Type of dispatch



		Returning materials to the Supplier eg a TRG member who is unable to attend the TRG meeting or a consultant who needs to return materials 



		· Supplier staff will agree a date with the recipient when they are going to return the papers.


· The recipient must be informed that only Royal Mail Special Delivery (unless NCT materials) or a courier can be used and the Supplier can organise this.


· Supplier staff must ensure the recipient packages the materials in two envelopes and clearly addresses them. Test development staff may provide the recipient with additional envelopes, a plastic tamper proof bag and return address labels in the original package. 


· If a courier has been organised to collect the package the recipient must be informed, including the pick up delivery time.


· When the package has been collected by the courier or dispatched using Royal Mail Special Delivery the recipient must contact the test development representative so that they know when to expect delivery of the package.





		What happens if a package doesn’t arrive?



		· If the member of the Supplier team does not receive confirmation by the time that the package was specified to arrive, they should contact the recipient to clarify whether or not they have received the materials.


· If the materials have not been received the member of the Supplier team must contact the courier company so that they can investigate where the package is.


· If Royal Mail Special Delivery has been used the member of the Supplier can track where the parcel is either via the internet or by phone.


· If the parcel still hasn’t been delivered by the end of the day then the member of team must inform their line manager and the security incident policy (Policy 4) followed.





		Issue to TDAs, PTAs and MTAs to insist upon when negotiating a contract with a courier company.



		· That no-temporary, agent or sub-contracted drivers are used for the delivery or collection of their material.


· That the courier company produces labels for the parcels that indicate that the items must be scanned in the presence of the sender.


· That the courier provides copies of their policies and procedures should a loss occur.








Annex A


TEST CONFIDENTIALITY AGREEMENT FORM


The National Curriculum Tests or Single Level Tests are confidential materials and should be treated as such by anyone who is involved in their development and production.


Delivery of test materials  


Materials will be sent to, and from, identified STA contacts, as a double wrapped package and under secure postal arrangements. You will be required to sign for the materials and once received, responsibility for the security of the test materials becomes the responsibility of the recipient. When materials are in transit, bags and briefcases must not be left unattended, even for a short time (eg in a parked car). 


Storage of test materials 


Once received, any test materials must be kept securely. In the case of home delivery, the recipient should keep them in a secure area. In the case of school or office delivery, they must be locked securely away when not in use. Under no circumstances must test materials be left in a position where an unauthorised person might see them. 


Maintaining confidentiality       


Anyone dealing with test materials must, at all times, ensure their confidentiality. The contents of any test or related mark scheme must not be discussed with any person unless authorised by STA. As directed by STA, all materials should be returned after use. If any material is, at any time, lost or stolen, STA must be contacted immediately. Should anyone have reason to believe that confidentiality has been breached they should immediately report their suspicions to STA. 


I agree to abide by this confidentiality agreement.


Signature:  ________________________________


Name:____________________________     

Date:___________________

Please return one copy of this completed form by (insert date) to:


(Insert STA contact name)


Standards and Testing Agency


53-55 Butts Road, Earlsdon Park, Coventry CV1 3BH


Annex B

Handover of test materials form


		

		

		Date

		

		

		

		Key Stage/SLT level* and subject

		

		



		



		From:

		

		



		



		For the attention of:

		

		



		Description of materials:

		

		



		Signed to confirm receipt of materials:

		

		



		Name in block capitals:

		

		



		Job title:

		

		



		Date:

		

		



		Return of materials after use






		Signed to confirm return:

		



		Name in block capitals:

		



		Job title:

		



		Date:

		





Annex C


TEST REVIEW GROUP MATERIAL CHECKLIST



Meeting:


  

Date:


		Name

		Copy Number

		Received Signature




		Returned Signature

		(STA)

Confirmation at end of TRG meeting signature



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Security incidents raised by Suppliers

		Examples of incidents covered by this procedure:






		· Test material (package or individual items) which cannot be accounted for at some point in the test development process eg in transit, during pre-test administration at a school.


· Unused test products, which cannot be accounted for during the test development cycle eg material may go missing on Supplier's premises.


· Packages containing unused test materials (eg pre-test packages, handover materials) which are inappropriately packaged or are damaged in transit and may reveal live test content.





		Suppliers' procedures for handling incidents






		On discovery of an incident, the Supplier should follow their own procedure for handling such incidents.  This should include as a minimum: 


i. A clear procedure for escalating the incident internally to the project manager (if not directly involved in discovery of incident) and the senior manager responsible for managing the contract.


ii. An action plan for attempting to close down the incident which can be adapted to the particular nature of the incident eg contact with couriers, discussion with relevant internal staff.


iii. A clear system for recording the incident and actions carried out following discovery.  Suppliers should use agreed templates to ensure that internal staff are consistent in their recording of incidents.


iv. A clear understanding of alerting and updating STA to the incident.








		Informing others of incident






		The incident should be reported to STA test development team within 3 hours of discovery.  The incident should be reported to the director of test development (DoTD) or, in their absence, one of the test development programme leaders.  


The DoTD will assign a programme leader or test development manager to be first point of contact for receiving updates on the incident.  The DoTD will also name other staff that should be copied into updates.  

Depending on the nature of the incident, the DoTD will alert the Managing Director of STA and the STA Security Manager to the incident who will get directly involved as necessary.





		Reports and updates to STA on the incident






		On day 1 of the incident - the Supplier should provide a brief but clear description of the incident using template A.


On day 2 - the Supplier should provide a more detailed report using template B which should include activities carried out to date and further activities planned with timescales.


Day 3 onward – the supplier should provide a daily update report on the investigation. The security incident daily log (see template C) may be helpful for this.


Final report – at an appropriate point in the investigation, the supplier should provide a final report (template D) setting out the following:


· in the event that the material remains unaccounted for: a summary of the main points, an assessment of the possible explanations for the incident, an assessment of likely impact of the incident on the project, proposed contingency action, an account of key lessons learnt by the Supplier and proposed actions to avoid recurrence in the future.


· In the event that the material has been accounted for: a summary of the main points, an account of key lessons learnt by the Supplier and proposed actions to avoid recurrence in the future.







		STA involvement






		On receipt of the more detailed report received on Day 2 (template B), STA will liaise with the STA Security Manager and others as necessary to ensure that the Supplier's approach seems appropriate and to consider any other measures needed.  If necessary, a STA TDT representative and the STA Security Manager will visit the supplier’s premises to discuss the incident further.







Pre-test administration


For Suppliers responsible for carrying out pre-test administration in schools, these procedures are the minimum guidelines we would expect to be followed for the pre-test process. 


Recruitment of pre-test administrators


When applying for the role of a pre-test administrator, individuals must provide the Supplier with references and CVs. The Supplier should also endeavour to have some face-to-face contact with applicants. This will help them to emphasise the nature of the work involved in pre-test administration and enable the Supplier to stress the security aspects involved in managing pre-test materials. 


· Pre-test administrators must be Criminal Records Bureau checked.


· They do not necessarily have to have an educational background but must demonstrate the following attributes:


· Good organisational skills


· Able to communicate effectively with all levels of people


· Good time management skills


· Methodical approach to work


· Confidence


· Good at administrating and organising papers


· Professionalism


· Pre-test administrators should be provided with a (photographic) ID badge with the Supplier's logo on it and telephone number. This is so that the school can check the ID of the administrator before the pre-test begins. 


· All pre-test administrators must sign a Confidentiality Agreement and be made aware of the confidential nature of the materials they are handling before they administer any pre-tests. 


Procedures for pre-test administration


· The Supplier will contact schools to take part in the pre-test and will ask schools to indicate which dates are most suitable for them to administer the pre-test and will be asked to supply one or two contact names.


· The Supplier will then assign a pre-test administrator to the school and will send a letter confirming the name of the pre-test administrator and the dates the pre-test will take place.


.


· The pre-test administrator will then contact the school via telephone or email to confirm details such as when they will be visiting to carry out the pre-test and ask to speak to the named contact provided by the school.


· At this point they may want to clarify roles and responsibilities and discuss requirements in order for the pre-test to run smoothly ie test conditions.


· The Supplier will organise sending the test papers out to the pre-test administrator.


· On receipt of the materials the pre-test administrator must check them off against a ‘Consignment sheet’ to ensure they have the correct test papers, the correct number of copies and the unique numbers or bar codes match up. 


· The Supplier must ensure that the pre-test administrator is aware of the confidential nature of the materials they are receiving and must advise them that the security of the materials ie storing them in a safe place is their responsibility. 


· The pre-test administrator must arrive at the school in good time to meet their contact and organise the materials for the pre-test.


· When the pre-test administrator takes the papers in to school they must not be left unattended at any time during the visit or removed from sight by another adult or teacher.


· The papers should be distributed and pupils asked to complete the details on the front.


· The pre-test administrator must ensure that the teacher, before the end of the pre-test, has completed the pupil data form.


· The pre-test administrator must ensure that all papers used and unused are recorded on the pupil data form. If a pupil was expected to take the test but was absent on the day of the pre-test this should be recorded on the form.


· Before the pupils are dismissed from the classroom every test paper, used and unused, must be accounted for. 


· Before the pre-test administrator leaves the school they must ensure that they have every document. This includes signed Confidentiality Agreements, pupil data forms, administration guides and any questionnaires.


· When the pre-test administrator is preparing the test papers to dispatch back to the Supplier they must check against the pupil data form and the original consignment note that the have all the papers they received.


Dispatch and distribution to pre-test administrators


All confidential material must be dispatched by courier or Royal Mail Special Delivery (ie by a secure method which has the facility for track and trace). Materials can be dispatched for an overnight delivery but only Monday to Thursday.


· Before any confidential materials are dispatched the Supplier must ensure that the recipient has signed and returned a Confidentiality Agreement.


· The Supplier will then contact the pre-test administrator to confirm a delivery address, date and time. 


· The Supplier must emphasise the importance of the confidential materials the pre-test administrator is receiving and inform the recipient that they will need to be available to sign for the materials and confirm safe receipt immediately once they are received. This could be by telephone or via email.


· The pre-test administrator must confirm receipt of the materials and confirm that they have read and understood the pre-test administration guidance.


· The materials must be double wrapped, ideally in an envelope/box and then placed in a plastic tamper-evident bag. Both must be addressed and marked as confidential. An additional envelope will need to be included with an address label for sending the materials back to the Supplier.


· The Supplier must keep a record from pre-test administrators confirming they have received their parcels safely ie emails received or a telephone log.  


· The Supplier must provide advice to the pre-test administrators as to what to do if they do not receive their package on the agreed date and time. This will enable the Supplier to begin to track the missing parcel with the courier company. 


· If the Supplier has not had confirmation or been contacted by all the pre-test administrators by 2pm on the agreed day of delivery, they contact those who they haven't heard from.


· The Supplier must ensure they get confirmation from the courier company that all pre-test parcels have been delivered and signed for. 


· The materials must be returned to the Supplier the day following the last pre-test in each school. Pre-test administrators must follow the same procedures for packaging up the papers ie double wrapping them and sealing them securely. 


· The Supplier must provide the pre-test administrators with instructions on how to send the materials back.


· When the collection of the test papers has been made the pre-test administrator must contact the Supplier to inform them that the parcel(s) have been collected and how many they can expect ie 1 of 3. This will enable the Supplier to track receipt of all the pre-test papers. 


Correspondence with schools


· There should be no reference made on the letters and documentation sent out to schools as to which year the test materials are intended for. 


· Schools should be informed of the dates of the pre-test and who their pre-test administrator will be. They should also be given a contact name and number in case of possible queries.


· All schools taking part in the trialling or pre-testing of confidential materials must sign a Confidentiality Agreement. This must be signed by anyone who is involved in the pre-test and by anyone who has sight of the materials.


· Schools should be informed as to whether they will receive results from the pre-test. 


Pre-test papers


Anyone involved in handling or dispatching pre-test papers must sign a Confidentiality Agreement. This could include printers. 


· The Supplier must keep a record of how many papers are required for each school. These papers should each have an individual bar code or unique number to enable them to be tracked. 


· The Supplier must report to STA when all pre-test papers have been received back and accounted for after the pre-testing period. (See attached document: Tracking pre-test papers) 


Security Incident Log: Template A (Day 1 report)

		Incident reference number: 






		Supplier:






		Date:




		Key Stage:

		Subject:



		Description of incident



		Concise information required:


· What is the incident?


· Where did the incident happen?


· When did it happen?


· Who reported the incident? eg pre-test administrator


· What date was this reported to STA?


· Who informed STA?


· Who was the person contacted at STA?


· What if any actions have been taken?






		Reported by:




		Date: 





Security Incident Log: Template B (Day 2 report)

		Incident reference number:






		Supplier:






		Date:




		Key Stage:

		Subject:



		Full description of incident including where and when it happened






		Potential breach






		Actions carried out to date






		Further actions to be carried out (including timescales)








Security Incident Log: Template C (Daily update report)

		Incident reference number: 






		Supplier:




		Key stage:

		Subject:



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		



		Date

		Detail actions and developments 

		Completed by






		

		

		





Security Incident Report: Template D (Final report)

		Incident reference number:






		Supplier:




		



		Date:




		Key Stage:

		Subject:



		Summary of incident



		



		Assessment of possible location of missing materials



		Possibility

		Likelihood

		Implications for future security of this test



		For example:


The pre-test administrator lost the test papers eg accidentally discarded them, mislaid them, mislaid them in their home




		Possible given the lack of clarity of their actions




		Low. If the papers are lost at home it is unlikely they will fall into the wrong hands






		

		

		



		

		

		



		The impacts of the incident on the project 



		



		Proposed contingency actions



		



		Key lessons learned



		



		Proposed actions to avoid recurrence in future



		



		



		



		Completed by:

		Date:






		



		



		STA to complete



		· Materials found/ not found






		Incident closed



		Date:

		Name:





Tracking pre-test information - Template for completion during live pre-test period


Dispatch of pre-test papers to pre-test administrators


		Test

		Cycle

		Pre-test

		Number of dispatches made on 06 June 2008

		Confirmation of receipt on 07 June 2008

		Number of deliveries outstanding on 07 June

		Action by TDA

		Confirmation of receipt on 08 June 2008

		All deliveries confirmed

		R/


A/


G



		Eg 


KS3 maths



		2009

		2

		70

		68

		2

		Follow up with courier firm

		2

		Y

		G



		Any issues





Pre-test visits


		Test

		Cycle

		Pre-test

		Pre-test period


Date


Number of dispatches made on 06 June 2008

		Day of scrutiny period




		Number of visits scheduled




		Number of visits completed

		Number of visits with all test papers collected in

		Any issues or exceptions 

		R/


A/


G



		Eg 


KS3 maths



		2009

		2

		11 June – 25 June 2008

		Day 1


11 June

		10

		10

		10

		

		G



		

		

		

		

		Day 2


12 June

		10

		10

		10

		

		G



		

		

		

		

		Day 3


13 June

		10

		10

		10

		

		G



		

		

		

		

		

		

		

		

		

		





Dispatch of pre-test papers back to Supplier by pre-test administrators


		Test

		Cycle

		Pre-test

		Number of dispatches made on 12 June 2008

		Confirmation of receipt on 13 June 2008

		Number of deliveries outstanding on 13 June

		Action by TDA

		Confirmation of receipt on 14 June 2008

		R/


A/


G



		Eg 


KS3 maths



		2009

		2

		20

		19

		1

		Follow up with pre-test administrator and courier

		1

		G



		Any issues or exceptions





















Test Development Suppliers
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